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 Scenario 1- Enter new iJAN- AU member (Pay Rate change, FTE change, department change ŜǘŎΧύ

1. Click on the Load Button to load Job information 

for employee 

1. Verify information is correct (includes dates, 

Seniority dates, comp rate, etc..) 

2. After loading Job information on EMPL REC 0, 

Temp Empl Field will be filled with Faculty Temp and 

corresponding Job Code 

3. Check Multi Year Appointment if appropriate 

4. Click Validate button to Validate credits for 

employee 
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1. Credits will not be populated until the Update 

button is clicked.  
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1. Once the update button is clicked you 

will now see the credits populated for the 

current semester. 

2. Verify that all credits are correct.  If 

changes are needed, please see your 

department budget administer to modify 

the course directly.  If credits are not 

correct due the course being a variable 

credit (median value used), a stacked 

course or a cross-listed course, use the 

Additional Credits box to add or remove 

the appropriate credit values. 

3. If there are other types of additional 

credits (ie. Music Lessons) , enter them in 

the Additional Credits box.  That value will 

adjust the Term Total.  Values can be 

entered as positive numbers to increase 

total term credits or negative numbers to 

reduce total term  credits. 

4. If these credits are not correct, you may 

hit cancel, this will bring you to the next 

screen and you will NOT be allowed to 

save the iJAN without validating the 

course credits. 

рΦ  LŦ ŎƻǊǊŜŎǘƛƻƴǎ ŀǊŜ ǊŜǉǳƛǊŜŘ ŦƻǊ t¢LΩǎ ƻƴ 

the course/session, users should contact 

the person within their department with 

access to Maintain Schedule of Classes.  

Changes made reflect immediately after 

using the Update button to refresh data. 

 

 

 

1. You will receive this error message if 

you did not to validate credits. 

2. You may go back into the Validation 

screen to confirm credits. 

1. You may click either Ok or Apply after 

verifying credits. 

2. This will retrieve pull credit info from 

ǘƘŜ {ǘǳŘŜƴǘ !ŘƳƛƴ ǘŀōƭŜǎ ƛƴǘƻ IwΩǎ ǘŀōƭŜǎ 

for Validation. 
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End of Scenario 1 

 

 

 

 

 

 

 

 

 

 

 

1. You will now see in the comments 

section that courses have been certified as 

correct. 

2. You may now move on to saving the 

iJAN and going through all of your 

approvals. 
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Scenario 2- Dates are incorrect or for Summer Session- AU Member 

1. If dates for current Budget Year are 

entered for summer sessions and the 

Validate button is clicked, a prompt below 

will ask if Summer Session Yes/No.   
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1. If answer is No, then you will be 

required to enter the correct dates before 

you can Save the iJAN 
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End of Scenario 2 

 

 

 

 

 

 

 

 

 

 

 

1. If the answer is Yes, then you will be 

able to continue entering the iJAN, but 

there will be no class credits to load for 

Summer Session. You will see that there is 

no validate button populated for Summer 

Session employees.  
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Scenario 3- Brand New Employee or Transfer of employee into AU position that does not have credits

 

1. Click on the Load Button to load Job information 

for employee to transfer to new Faculty Temp Job  

2. For new Employees you will just enter the Faculty 

Temp information 
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1. Click on the Load Button to load Job information 

for employee to transfer to new Faculty Temp Job  

2. For new Employees you will just enter the Faculty 

Temp information 
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End of Scenario 3 

 

 

 

 

 

 

 

 

 

1. After you have entered the information for Faculty 

Temp, the Validate button will be engaged  

2. If there are no credits assigned to this employee 

prior to entering the iJAN, you will NOT be allowed to 

save the iJAN. You must go back and have them 

assigned to class, then come back into iJAN and 

Validate course credits 
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Scenario 4- Term AU member with credit

1. Adjuncts Credit Inquiry Page 

This employees credits have been validated 

in iJAN, we will not Terminate this 

employee during mid semester 
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1. Once you have gone through iJAN, you 

will now see that in the Adjunct Credit 

Inquiry Page that the current Semesters 

credits have been wiped out.  

There is no additional row inserted anymore 

for those credits, just the beginning balance 

 

1. In iJAN we will Terminate this employee 

during the semster 

You will not need to Validate credits for 

TERs. Once you have Selected TER and have 

gone through the iJAN process, if the EE has 

been TERMd mid semester, the credits will 

wipe out for the current semester only. Any 

Fall credits remain.  
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Scenario 5- Rehire AU member with credits

 

1. Load Termd job record for rehire 

 

1. Correct dates and Select Validate to 

verify courses upon rehire 
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1. Verify Courses, hit Ok, then continue on 

to  saving the iJAN 

You can then go on to the screens below to 

view credits on the Adjuncts Credit Inquiry 

Page 



Syracuse University 
iJAN for use with Temporary Faculty attached to the Adjuncts United Bargaining Unit 
 
 

 

Adjuncts Credit Inquiry Page- 

 

1. Adjuncts Credit Inquiry Page 

First Row will be initial Load of Credits into 

system by HR  

 


