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TAARs Processing The University of Akron

Lesson 1: TAARs Overview

TAARSs defined

TAARs is the acronym used for Term Academic Activity Reporting. The purpose of this is to:
e Assure all courses, research, administrative and other activity are assigned to the
appropriate employee
e Assure load limitare within University guidelines
e Provide a data resource for OBR/HEI reporting

TAARs are printed for all fultime faculty and graduate assistants. Haré faculty will not
have TAARs printed since their information is captured on the Personnel Action(PAF).

14" Day of the Term

The 14" day of the term holds special significance and is referenced throughout the TAARS
process. With the f4day of the term, the course data stored in the PeopleSoft Student
Administration System is copied to theiman Resources system. Once tHBdaly has passed,

the departments/colleges should begin updating the Term Academic Activity Reports (TAARS)

in Peoplesoft.
TAARS Guidelines

Term Academic Activity Reports (TAARS) are requiredfigf -time (9 and 2-month) faculty
and graduate assistants.

Full-time faculty: Teaching, Research, and/or Administrative activity should be listed. The
teaching activity showing on the TAAR asof thd'tday was taken fMom the F
day file. Only 12monthfaculty activity is recorded on a TAAR for the summer sessions.

Graduate Assistants (GA): Teaching, Research, and/or Administrative activity should be
listed. Courses should only be assigned to a GA if éheeyhe instructor of record and if they
are onsidered a teaching GA.

NOTE: The course data copied from the PeopleSoft Student Administration Systen
the Human Resources System doetscontain graduate assistant course assignments

Therefore, it isfecommendedthat a report listing all active graduate assistanixringéed
rather than individual graduate assistant TAARs.
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TAARSs Process

This manual provides the University guidelines for the processing of TAARs. The following
steps are involved in this process:

1. Departmentfde a n 6 s ponf TAARs torsall fulktime 9 and 12 month ¢alty and
graduate assigtts.

2. Department s/ Deanbds Of AARsdat. TheeTAAREshoudnd cor r
reflect the actual assignments for the term.

3. Depart ment s/ De an asended TARARsl&an PeopleSaft e t h e

4. Depar t me nt s biDrehawAdAsad Activityi bg leocation Report. The total
load hours for faculty are reviewed by the Department Heads and Deans to assure
compliance with the guidelines set forth in the Faculty Manual.

5. After the deadline date (established by Human Ressukteman Resources will run a

K4.2 Registration Course Detail/Academic Activity Files ComparisorReport. Any
unassigned courses will be resolved with the help ob#martmentfde ands of fi ces.

The figure on the following page summarizes the TAARsgssoutlined above.
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Life Cycle of TAARS

STEP 1
Depts/ Deandg
print TAARs for FT
Faculty and

|

STEP 2
Depts/ Dean§g
verify/correct TAARS
l Add, delete, correct courseg
as necessary to reflect actus
STEP 3 assignments for the term.

Depts/Deans Offices
update amended
TAARs in PeopleSoft

|

Dept Headfeans review
STEP 4 total load hrs for faculty,
Depts/ Deang assuring compliance with
run UA Acad Activity Fa%ul]ty Manual
by Location Report guidelines.

STEP 5
HRIS runs K4.2 Reg

Crse Detail/Acad

Activity Comparison \

HRIS works with
Dept s/ Dean

to account foall
unassigned courses.
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Lesson 2 : Printing TAARS

Part A: Creating a Run Control (First Time TAARSs Printing )

The FIRST TIME you need to print a TAARS Report you must set up the process on your
computer by creatingRRun Control. This only needs to be done the first tinddter the initial
creation of the TAAMBs Runn€Congr dAARsEseAfiPart: t

What is a Run Control ID?
A Run Control ID is an identification code that represents:
2 your PepleSoft ID
2 the process you are running, such as printilf@ARS reportor printing a requisition

Each process that you run needs its own unique Run Control ID. If you p#Rs reports and
print class rosters in batchggu will create one Run Contriid for printing TAARs and one
Run Control ID for printingclass rosters in batches

When do you create a Run Control ID?

The first time that you run a process, you need to create a Run Control ID. Some examples of
processes are gathering the data tot riMPAARSs Report or gathering the data to printlass

roster

When you run the process in the future, you use the same Run Control ID as the first time that
you ran the process.

What are the characteristics of a Run Control ID?
A Run Control ID can bep to 16 characters in length. It cannot contain spaces. Some examples
of Run Control Ids ar€lassRosteror TAARS.

It is recommended that you do not use the same Run Control IDs that you used in the previous
version of PeopleSoft.
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What you do What happens

1. From the Main Menu choose: The AFi nd an pdgaretemsi ng Vv
UA Human Capital Management
> Human Resource Management UA Acad Act Taare
> Academlc ACtIVIty > UA Acad Enter any information you have and click Search. Leave fields blank for a list of all values.

Act Taars ! FindanExisﬁngValuW)
Run Control ID:| begins with v
Search | Clear |gasicsearcn [ save Searcn Crena
2. Click on theAdd a New Value Findan St Vaue [ At attensae
link.

3. Type a RunControl ID with a
maximum number of 16 character UA Acad Act Taars
and no spaces.

For TAARSs, entelTAARS. Add a New Value

Run Caontral ID:|TMR5
Add

Find an Existing Yalue

: Add
4. Click the button. The TAARs Run Control Parameter page is display

{ Parameters
Run Control ID:  TAARS ReportManager  Process Maonitor Run
Asofpate: | B
Location Code: =y
Term Year: l_ I -0R-

Term: l—LI EmpliD: g -0R-
Job Function: Q)  -AMD- SSN: LOR-

Department: 4
[ Print TAARs? ™ Print 12 month Summer TAARs? No. of Blanks?: I_
[ Print Report?
EEER
Version2008.09.04 Pageb pstrain@uakron.edu
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What you do | What happens

5. Enter the following information:

To printFaculty TAARS:
As of Date Must be a date within the requestethester
Term Year: Must be 4 digits (example 2002)
Term: Reflects the requested term (example: Fall)
Job Function: FAC
Location Code Defaults to the usero6s securi
EmplID andSSN Either enter aemplID/SSN to print for a specific individual or kea
blank to report on all faculty within the department/college
Department:Def aul ts to the userodés security
Report Options: Print TAARS?

To printGraduateAssistantTAARS:
As of Date Must be a date within the requested semester
Term Year: Must be4 digits (example 2002)
Term: Reflects the requested term (example: Fall)
Job Function: GA
Location Code Defaults to the userodés securi
EmplID andSSN Either enter aEmplID/SSN to print for a specific individual or leay
blank to report on aljraduate assistantgthin the department/college
Department:Def aul t s to the userods security
Report Options: PrintReport?

6. The following run control will print the TAARSs for alaculty within the department (for
which the user has security) fihe Spring 2008 semester:

{ Parameters
Run Control ID: TAARS Report Manager  Process Monitor Run
Location Code: QL [%
Term Year: 2008 -0R-
Term: Spring v EmpliD: Q _OR-
Job Function: |FAC |G, -AND- SSH: OR-
Department: QL
Print TAARS? [] print 12 month Summer TAARS? No. of Blanks?:
[ Print Report?
Fl save | £ Return to Search | +E] Previous in List ‘ ‘ [Z] Motify ‘ S Add
Version2008.09.04 Page7 pstrain@uakron.edu
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What you do | What happens

7. Click the 52" button to save the Run
Control.

8. Go to Stefd in the next sectionRart B:
Printing a TAARS) to continue with the
TAARSs Print Process.
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Part B: Printing TAARS

You should have already created a Run @D for printing the TAARS report. If you have

not created a Run Control ID, please refer to the previous section lessug Creating a Run
Control.

What you do What happens

1. From the main menu, choose: | Theii Fi nd an Expagetetumg Val u
UA Human Capital
Management > Human
Resource Management >
Academic Activity > UA Acad | UAAcad Act Taars
Act Taars

Home = Administer Waorkforce = Administer Waorkforee (GHLY = Eeport = UA Acad Act Taars

Find an Existing Value

Run Control ID:|

[T Case Sensitive

Basic Searen

Add a Mew Value

2. IntheRun Control ID field,
enter the ID that you created, UA Acad Act Taars

TAARS
Find an Existing Value
Run Caontral ID:|TP-.&R5
[ Case Sensitive
| Search | | Clear | Basic Search
Add a Mew Walue
3. Click on theSearchbutton. The TAARs Parameterpage displays.
{ Parameters |
|f you dld nOt enter the Complete Run Control ID: TAARS Report Manager Process Monitor Run
Run Control ID,you will be
returned Search Results at the feorpue  EE
bottom of the page. Click on the rermYeor: [7008 Location Code: Chom
correct Run Control ID to Term: Sprng v EmpI: R
advance to the next step. JobFunction: [FAC |, -AND- ;S"-n t o
epartment:
Print TAARS? D Print 12 month Summer TAARsS? No. of Blanks?:
[] Print Report?
IE[ISave| 24 Return to Sean:h| +[E] Previous in le‘ ‘ ElN:mfy‘ [Es Add _
Version2008.09.04 Paged pstrain@uakron.edu
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What you do | What happens

4. Enter or verify information as follows:

To printFaculty TAARS:
As of Date Must be aate within the requested semester
Term Year: Must be 4 digits (example 2002)
Term: Reflects the requested term (example: Fall)
Job Function: FAC
Location Code Defaults to the usero6s securi
EmplID andSSN Either enter an emplid/SSN to print Bspecific individual or leave
blank to report on all faculty within the department/college
Department:Def aul ts to the userodés security
Report Options: Print TAARS?

To printGraduateAssistantTAARS:
As of Date Must be a date within the requesseanester
Term Year: Must be 4 digits (example 2002)
Term: Reflects the requested term (example: Fall)
Job Function: GA
Location Code Defaults to the userodés securi
EmplID andSSN Either enter an emplid/SSN to print for a specific individual avée
blank to report on all graduate assistants within the department/college
Department:Def aul t s to the userods security
Report Options: Print Report?

5. The following run control will print the TAARSs for alaculty within the department (for
which the user has security) for tBering 2008 semester:

{ Parameters '
Run Control ID:  TAARS Report Manager  Process Monitor Run
Location Code: Q. %
Term Year: 2008 -OR-
Term: Spring v EmpliD: Q OR-
JobFunction: |FAC (@, -AND- SSH: OR-
Department: QL
Print TAARS? [ Print 12 month Summer TAARs? No. of Blanks?:
[l print Report?
Bl save | 2, Return to Search | +[E] Previous in List | | [=] Motify | [Eh Add
Version2008.09.04 PagelO pstrain@uakron.edu
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What you do What happens

6. Click on the__Run | button. The Process Scheduler Request page displays.

Home = Administer Workforce = Administer (GHAL] = Report = UA Acad Act Taars

Process Scheduler Request

User ID: ACB245F Run Control ID: smf

Server Name: 'I Run Date: 07/0752004 &l

Recurrence: 'I Run Time: 10:49:04AM

Time Zone: 'I Resetta Current DatelTime
Prn:ess List

Select Description Process Name Process Type ‘Type ‘Format

¥ Print Acad Activity TRAR'S UAAF1000 S0R Report Web hi FODF N

7. The Process Scheduler page is displayed.
Note/Select the following:

Server NamePSNT
Run Date: (Do not change the systeate that defaults.)
Run Time: (Do not change the system time that defaults.)

In the Process List grid at the bottom of the page:

A checkmark needs to appear in the Select checkbox.
Type:Web

Format:PDF

8. Click theOK button to run the report.

Home = Administer Workforce = AdministerWorkforce (GBLY = Eepart = WA Acad Act Taars

Process Scheduler Request | Verify the Server Name is set RSNT.

User ID: ACHEZASF Run Control ID: smf
7 AN

Server Name: ufPSNT Z =) Runpate:  [070712004 H For Type, select For Format, select
Recurrence: Run Time: |1 0:49:04AM Web. PDF.

Time Zone: | vl Resetto Current DatelTime |

Process List

Select Description Process Name Process Type y C
¥ Print Acad Activity TAAR's UASF1000 SGR Repart |Web |F'DF

Click OK to run the
report.

| 0k )| Cancel |

Version2008.09.04 Pagell pstrain@uakron.edu
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What you do What happens
9. The TAARs Parameters page is
displayed, againClick on the (Farameters |
Report Manager link. R Control e TARRS conartvianscer Veromeee wontor | Ru

As Of Date: [p2i0ziz004

Location Code: | Q)
Term Year: 2004 -OR-

Term: I Spring 'I EmpliD: I g e]=N
Job Function: [FAC Q] -AND- SSM: [ OR-
Department: I Q)

¥ print TAARS? [ Print 12 month Summer TAARs? No. of Blanks?: I_
™ Print Report?

10. By default, you will be on thkist tab. Click theAdministration tab.

[ ust Y Explorer (/ Administration ) Archives

Folder: w Instance: to: Refresh

Name: Created On: [  Last| 1| Days v
Customize | Find | View All | B8 First [ 1 or4 [ Last
N Completion Process
Report Description Folder Name
Report Report Description Folder Name DatelTime Report ID Instance
1 Report

Go backto UA Acad Act Taars

Bl save

List | Explorer | Administration | Archives

Version2008.09.04 Pagel?2 pstrain@uakron.edu
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What you do | What happens

11. The Administration tab:

Click the Refresh button until
the report appears with the
Status of Posted

f  List Y Ewplorer | Administration Y Archives

User ID: Type: + | Last: 1| Days V

Status: * | Folder: * | Instance: [
Report List Customize | Find | View All | H First [] 1-2 of 2 [+ Last
Select Report Prcs Description Request Date/Time Format Status Details
1D Instance
- - ] 09/04/2008 Acrobat
1753 2256 rint Acad Activity TAAR'S 851-20AM (*.pdf)
. - . 09/04/2008 Acrobat
1732 2232 Print Acad Activity TAAR's 733 11AM (* pdf)
v . T
Select All Deselect Al Click theDetails link or
theReport Namelink to
[ Dekete| ciick the delete button to delete the selected report(s) access the Report/Log
Go backto UA Acad Act Taars el
[ save . .
Click this link to return to the
List | Explorer | Administratf TAARs Report page.

121 f t he r epoRostdll |f you do not see your report or the status is not Post

diick on the Refresh | button. click __Feesh | yntil the report status Bosted and
theView link appears.

Note: The statuses you may see are:

Scheduled | The process was just added to the rep
request.

Processing | Process Scheduler has initiated the
program and is running the process at
that time.

Generated | The report has finished processing an
all files are available for transferring.

Posting The report is in the process of being
transferred to the RepdRepository.
Posted The report has finished posting and is

ready to be viewed.

13.Click oneither heDetailslink or | The Reports displayed.
theReport Namelink to viewthe
report.
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What you do | What happens

14.The report appears PDFformat.

E - Microsoft Internet Explorer ==l BR

Fle Edt GoTo Favoites Help | 2
. N, o =G - = .om T
@ Back = \\y] - & el Search ‘2’_.:\-' Favarites {_‘2 Al = - - __I ﬁ
Address[. j Go | Links *
GDCngC|§Cv vI Go +@ RS~ &~ | 7 Bookmarksw | &0 Popups okay | 7 Check » & dutolink » | dutafil 2> () Settingsw
- TR~ oH e = s e .
=] =1 @_. R I» ey ‘ @lt M Al - D & s 0 D% BN e (] seanhwes | SRR Adobe’Reader 7.0
Lkl Tha University of Akron B
Report ID: UAAFI000 TERM ACADEMIC ACTIVITY REPORT PageNo. 1 o
RunDate (9282007 -
As Of Date: 1000112007 BunTime 08:13:13 '
FALL 21007 ACADEMIC ACTIVITY REPORT
THE UNIVERSITY OF AKRON
PERSONMEL SERVICES
- Becord Moo 0 Diocument Mo, Year: 2007 Tem: 1 i
i Collage Colleza of Fine & Applied Anis
3 51 DCieparmeent:  Family & Cons Sciances
TEACHING ASSIGNMENT: CRS CRS ARG e Course Tvpes —------— - - Tecbno]oﬁ)]{se:l-
TRANS DEPTCRSSCT COURSE TITLE ENEL CRECIT LOAD LEDISERELBCI'PRFESTIS TUSPOT IT CCVI EMWECLOT
7400 310 001 Food Systems Management I 12 5 b T e P R et e T e e PR
T 7400 315 601 Food Systems Memt] Clini 2 = EHEEEe 5 ey e T e
.
| | apvmasTrATIVE AssiciovENTS: L0AD
i DEPT CRS 5(T DESCRIPTION HOURS g
i
T
o
E
5} BESEARCH AGSIGNMENTS: 0AD
g DEPT CRS SCT DESCRIPTION HOURS
T
F 1 omenacmres LOAD
| || DEST CRS SCT DESCRIPTION HOURS
el
(i)
E
E
8 TOTALLOADHOURS: T.00
TRANS: A-ATD ept. Fead Signamire
== C-CHANGE
D-DELETE
Dieans Tl TATE ]
= 4
=l | 4 9 Lof! | | o © Ld |
|Done rgﬁ Unknawn Zone g

. . Print the TAARS report.
15. Click on the printer butin = . P

16.Cl i ck on t he r ¢Thereportwindow is closed. The Report List page it
close buttor xI. displayed.

17.Click on the linkGo back toUA
Acad Act TAARSs.
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Lesson 3 : Terminology and Data Entry Codes for Updatin ¢
TAARSs in PeopleSoft

The following glossary of terms and data entry codes should be used in conjunctibessihs

4 and5 to update the TAARs data in PeopleSoft. For information regarding appropriate faculty
load limits, refer to section 3358)-032 Faculty Workload Policy in the Faculty Manu&IRL:
http://www.uakron.edu/ogc/rules/Rules20/282.dog.

Part A: Teaching Assignments

Information supplied to the Registrar files prior td"Hay will be reflected in this section.

Changes and/or deletions can be made as necessary. Refer to the terms and definitions listed
below to add an additional teaching assignment.

Term Definition

DEPT CRS SCT | Include the department or college riugn, course number, and sectior
number (Example: 7100:16aD1)

COURSE TITLE | Include the title of the course (Example: Intro to Art)

ENROLLMENT |[Willreflect14"day enrol |l ment wunless t
IND STUDY independent study. When m@ting independent study classes or
sections, enrolimemhustbe indicated.

LOAD HOURS Reflects hours indicated on the Course Master File. Independent §
coursewill belisted with 0 load hours

COURSE TYPES | The Ohio Board of Regents HEles require this information for each
course taught. This information may be different for individual facu
members, and as many descriptors as apply may be used.

LE (Lecture) i Formalized instruction conducted on or off campus i
which the teacher preses an educational experience to students
applying any combination of instructional methods such as lecture,
directed discussion, demonstration, or the presentation of-sistial
materials or techniques.

DI (Discussion)i Used most often in conjunctianth a lab to describe
an instructional format in which the observations made in the lab af
further discussed. May be a formal class in which discussion rathe
lecture is the pedagogical structure.

SE (Seminar)i An educational experience whichléss formal than a
classroom/lecture/discussion class, in which a relatively small num
of students engage in discussions which are directed by a faculty

member in the development and/or review of concepts which have
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Term Definition

or are to be applied to practiapplications.

RE (Recitation) i Describes small breakout groups which meet in
conjunction with a lecture to review exams, discuss issues, address
guestions, and extend the instruction that occurs in the larger lectu

LB (Lab) 7 An educational actity in which students conduct
experiments, perfect skills or practice procedures under the directid
a faculty member.

CL (Clinical) i Applies only to health technology programs. Is a
laboratory section, which meets at a headttated agency facilitin lieu
of on-campus laboratory facilities. Provides a realistic environment
student learning. During a clinical laboratory session, a regular fac
member directly supervises the class. The assigned instructor will
full or parttime facultymember.

PR (Practicum)i An on or off campus work experience which is
integrated with academic instruction in which the student applies
concurrently learned concepts to practical situations within an
occupational field. To assure proper coordinatiothefexperience, the
practicum is coordinated by a faculty member who visits the studen
least once every two weeks, provides the final grade, and teaches
one course on campus.

FE (Field Experience i A planned, paid work activity which relates
an individual studentdés occupa
archaeology, and which is taken in lieu of elective or required cours
his or her program with the permission of a faculty adviser. The
experience is coordinated by a faculty membf the college who
assists the student in planning the experience, visits the site of the
experience for a conference wi
least once during the quarter or semester, and assigns the course
to the student aft the appropriate consultation with employer or
supervisor.

ST (Studio)i Used to describe music, performance art, and theater|
courses.

IS (Individual Studies) 1 Describes course sections in which a facul
member works with a student or small groutoidents. May be
associated with course work or
requirements.

TU (Tutorial) TUs e i f i ndividual s or
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Term Definition

by a faculty member or qualified individual.

SP (SelfPaced)i Use if individuals i a course may progress at their
own pace. This includes independent learning.

OT (Other) i Use to indicate types of course sections that are not
described by any of the other categories.

TECHNOLOGY Should represent ways in which the curric@antent is presented by
USED faculty or incorporated in the learning experience offered by the col
section. More than one of the following categories may be used
reporting the faculty member os

IT (Interactive TV) 1 Use of live TV for transmitting course content
other locations outside the classroom and for facilitating discussion
among participants at remote sites.

CC (Cabelcast)i Cable television broadcast available at the schedd
meeting timeof the class, eabling participation in discussions via
telephone from home and other locations outside the classroom.
Instructors are frequently available by telephone or in person for
consultation.

VI (Video) i The use of preecorded and redime video as part of éh
course sectionds instructional
and prerecorded audio.

EM (E-mail) i Use of email in communicating curricular content or
providing written exchanges among students and faculty members
associated with the cowsection.

WE (World Wide Web) 1 Use of Web to present coursdated
materials and links to supplementary sites.

CL (Computer Lab) i Use for computebased instruction and
assignment of computer lab time for preparation of course papers,
projects, and thher submission requirements.

OT (Other Technology)i Use to indicate other technologies such a
overhead projectors, chalkboards, slide projectors, maps and chart
that may not be considered emerging technologies. Also include in
cat egaonmrds Aicdno type of | earning

testing of programmable machines.

N (None oftheabove) | ndi cated with an nl
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Term Definition

to report emerging technologies that are not described in the
aforementioned categories.

U(@Unknown)il ndi cated with a AUO in
category only if the technology used in the course section is not kn
at the time of reporting.
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Part B: Administrative Assignments

List the department or college number, an appropadteinistrative code for the section
number, assignment description, and assignment load hours. A list of the administrative codes is
provided in the table below. All administrative assignmemist include load.

Administrative Definition Also Used for Graduate

Code Assistants
AAD Assistant or Associate Dean
AC# College Administration Y
AD# Department Administration Y
ADC Dean
ADH Department Chair
AO# Other Administration Y
IAC Coaching Y
IC# College Instructional Support Y
ID# Departmerdl Instructional Support Y
10# Other Instructional Support Y

NOTE: #=11 9
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Part C: ResearchActivity

List the department or college number, section nunfben(list below, anddescription

Research Activites Definition Also Used for Gaduate
Code Assistants
RC# College Research (Internally funde Y
by the University)
RD# Departmental Research (Internally| Y
funded by the University)
RF# Funded Research (Externally fund Y
research or sponsored programs
indicate grant number)
TDR Thess/Dissertation Release
NOTE: #=11 9
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Part D: Other Activities

Other activities include research, English Language Institute, Dance InstituteolRrge
Programs, ACT #&ing, and other special projects.

List the department or college number, other activities code, and a brief description. A list of the
other activities codes is provided in the table below. Where load hours are applicable, they
should be listed.

Other Activities Definition Also Used for Graduate

Code Assistants

FIL Faculty Improvement Leave

LOA Leave of Absence/Sick Leave (All

leaves other than FIL)

SA# Special Activities Y

WSA Workshop Support
NOTE: #=11 9
Version2008.09.04 Page2l pstrain@uakron.edu
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Lesson 4 . Updating Teaching Activity

Thislessonprovides stefby-step instructions on updating tteaching activitynformation from
the amended prprinted TAAR withcoursework. Please referltesson3 for specific codes and
terminology to be used when updating the system.

Kain Menu = UA Human Capital Management = Human Resource Management =

Academic Activity
Provides reports for UA Faculy's academic activities by different categories (course, location, name, Part-time, etc)
UA Acad. Act by Course E UA Acad. Act by | ocation UA Acad Act by Name

UA Academic Activity Report by Course UA Academic Activity Report by Location UA Academic Activity Report by Name
E" UA Acad. Act for PT (only) E UA Acad. Act Summer Exceptions E UA Acad. Act Taars

UA Academic Activity by Name for PT only UA Academic Activity Summer Exceptions UA Term Academic Activity Report

E" UA AAF 21-Hour Rule

= UA Acad Activity - Teachin = UA Acad Activity - Other
RUNCTL_UAAF1012_GBL UA Acad Activity - Teaching UA Acad Activity - Other

L
Part A: Update Information from Pre -printed TAAR with Coursework
What you do What happens
1. From the main menu, choose: | UA Acad Activityi Teaching page is displayed:
UA Human Capital Management
> Human Resource Managemer| ua_asr_patai_ua
> AcademIC ACthlty > UA Acad Enter any information you have and click Search. Leave fields blank for a list of all values
ACtIVIty _ Teaching { Find an Existing Value Y Add a New Valug
EmplID: |begmswith V|| |
Empl Red Nbr: [= v | |
Term Appointment Year: |begms with V|| |
Term Appointment: = e | | ~
Academic Activity File Doc No:| begins with | |
Name: |begms with v|| |
National 1D: |begm5 with v” |
Search Clear | pasic Search Save Search Criteria
Find an Existing Value | Add a New Value
Version2008.09.04 Page22 pstrain@uakron.edu
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What you do | What happens

2. Toadd/modifyteaching activity for a faculty/graduate assistaitih pre-printed activity, fill
in the appropria informationandclick on _Search |,

UA_AAF_DATA1_UA
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value { Add a New Value

EmpliD: begins with » || 2257446

Empl Rcd Hbr; = W 0

Term Appointment Year: begins with || 2008

Term Appointment: = W Spring Term v

Academic Activity File Doc No:| begins with »

Name: begins with
National ID: begins with
Search | Clear |Elasi|:: Search Save Search Criteria

EmplID: Located in the upper left portion on the TAAR or on the GA Report

Empl Rcd Nbr: Located in the upper left portion of the TAAR or on the GA Report

Term Appointment Year: Year (ex. 208)

Term Appointment: Click on the down arrow to select.

Academic Activity File Doc Na Located on the GA report (used for graduate assistants bt
NOT required for fulltime faculty)

Version2008.09.04 Page23 pstrain@uakron.edu
©2008 These materials may not be reproduced iHewbroin part without the express permission of The
University of Akron



TAARs Processing The University of Akron

What you do | What happens
3. Locate the appropriate record to edit. Keep in mind, an individual may be teaching mc

than onecourse. Use the navigation bar to scroll through the records and locate the co
record to edit.

4 Records exist for this individual.
Clicking the ight arrow will advance

| AAF Datal UA to the next record.

ID: 2257446 EfmprRceF

ProfessorJoseph M

Term Year: 2008 Term: Spring Total Term Load: 13.07 Total Acad / Summ Load: 13.07
Department: Testing Senices Paygroup/Contract Amt. M09 50000.000000
Job Desc: Asst Prof Full/Part Time: F

PT AAF Docno: FTFac?: N PT Load/Rate:

Find | View All First E 10ofd [ |.ast

Sso__AIE

Teaching Assignments

DeptiCrselSect: Paid Load:
- . .
[] override: Credit Hours: Enroliment: Assigned Load: 3.30

Lecture Recitation Practicum Indv Study

Discussion Lab Field Exp. Tutorial Others:

Seminar Clinical Studio Self-Paced
[interac Tv [video CIweb

] others: |0 |2

[Jcablecast [ Email [Jcomp. Lab :

Total Load: 7.07

Bl Save | L Return to Search | Motify | E Add
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What you do | What happens

4. Update the course information according to information supplied for the faculty membe
graduate assistant.

Cannot changeDept/Crse/Sedt
delete course and thenadd.

[ AAF Datal UA

ProfessorJoseph M

— CTITRT TOCT .
Term Year: 2008 Term: Spring Total Term Load: Total Acad / Summ Load: 13.07

aygroup/ContractAmt. — pigg 50000.000000
Full/Part Time: F
PT Load/Rate:

Department: Testing Senvices

Job Desc: Asst Prof
PT AAF Docno: FTFac? N

Find | Yicw Al — E 10f4 [ Last

| BE

Teachino Accionronis

Paid Load:

DeptiCrselSect:

[Joverride? Credit Hours: Enroliment Assigned Load: 3.30
Lecture Recitation Practicum For full-time faculty for the
Discussion Lab Field Exp. Others: academic yeair Paid Load
Seminar Clinical Studio Self-Paded MUST be blank.
[Tinterac TV [video [ Iweb
; Others: 0 Q
[Icablecast [] Email DComp. Lab
7.07
& save | L4 Return to Search | (=] Hotify | If the course title is incorrect contact the Scheduling

Officei do NOT changeyourself.
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5. Guidelines for entenig/modifying data:

The following informationCAN be changed:

e Load hours

e Course Section Type Click the Override? box first and then you will be able to
modify theCourse Section type. Be sure to turn off Override (by removing the ct
prior to saving ay changes.

e Technology Used
Enrollment: Click the Override? Box first and then you will be able to modify the
enrollment. Be sure to turn off Override (by removing the check) prior to saving
changes.

The following informationCANNOT be changed:

e Dept/Crse/Sect If there is a change to any of these three fields the course n
first be deletednd then readded. Please refer to Sté&mnd7 for instructions
on deleting and adding a course.

e Title: If the title is incorrect, first verify that the mect information was entered
and that you are looking at the correct course. Afeifying the accuracy of the
data, contact the Scheduling Office for revie@O NOT CHANGE the Title.

NOTE: For full-time faculty for the academic yedrthe Paid Load must be
blank.
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6. Toadd a course click th(=t] button or presfALT] + 7
7. Todeletea course, click th.=_ button or presfALT] +8

{ AAF Data1 UA

Professor,Joseph M
Term Year: 2008 Term: Spring

ID: 2257446 Empl Red#:
Total Term Load: 13.07 Total Acad / Summ Load: 13.07

Department: Testing Services Paygroup/Contract Amt. MO 50000.000000

Job Desc: Asst Prof Full/Part Time: F
PT AAF Docno: FTFac?: N PT Load/Rate:

Find | Wiew All First [1] 1 or4 B 2=t

Teaching Assignments

DeptiCrsel/Sect: Paid Load:
[ override? Credit Hours: Enrollment: Assigned Load: 3.30

Lecture Recitation Practicum Indv Study

Discussion Lab Field Exp. Tutorial Others:

Seminar Clinical Studio Self-Paced Add or delete a course

using these buttons.
[interac TV [video [Jweb
. Others: |0 |2

[Icablecast ] Email [Jcomp. Lab :

Total Load:  7.07

Es Add

B save | 4 Return to Search | [=] Notify |

8. Click the & 32" putton to save the | The record is saved.

changes.
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Part B: Add Activity for Faculty/GA with No Pre -printed Activity

The following procedure should be followtxzladd teaching actityi whenno preprinted
activity exists for a faculty member or a Graduate Assistant.

Main Menu = UA Human Capital Management = Human Resource Management =

Academic Activity
Provides reports for UA Faculy's academic activitiez by different categories (courze, location, name, Part-time, etc)
UA Acad. Act by Course E UA Acad. Act by Location UA Acad Act by Name

UA Academic Activity Report by Course UA Academic Activity Report by Location UA Academic Activity Report by Mame
UA Acad. Act for PT {only) E UA Acad. Act Summer Exceptions E UA Acad. Act Taars

UA Academic Activity by Name for PT only UA Academic Activity Summer Exceptions UA Term Academic Activity Report

E" UA AAF 21 -Hour Rule

= UA Acad Activity - Teaching = UA Acad Activity - Other
RUNCTL_UAAF1012_GBL

UA Acad Activity - Other

UA Acad Activity - Teaching

What you do What happens

1. From the main menu, choose: | UA Acad ActivityT Teaching page is displayed:
UA Human Capital Management
> Human Resource Managemer| ua_asr_baTai_ua
> AcademIC ACthlty > UA Acad Enter any information you have and click Search. Leave fields blank for a list of all values.
Activity - Teaching

| Find an Existing Value " Add a New Value |

EmplID: [ begins witn + |

Empl Rcd Nbr: [= v \

Term Appointment Year: | begins with » H ‘

Term Appointment: = v| | v
Academic Activity File Doc No:| begins with v | |

Name: |Degins with vH

National ID: [ begins with | \

Search Clear | pasic Searcn Save Search Criteria

Find an Existing Value | Add a New Value
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What you do | What happens

1. Click on thefiAdd a New Value tab.

UA_AAF_DATA1_UA
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

pre-printed activity.

Jf Find an Existing Value jf Add a New Value Click here to add activity for an individual with NO

EmpliD:; begins with

Empl Rcd Hbr; = W

Term Appointment Year: begins with

Term Appointment: = W »

Academic Activity File Doc No:| begins with

Hame: begins with
Hational ID: begins with
Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a Mew Value
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What you do | What happens

2. Enter the appropriate information:

UA_AAF_DATA1_UA

{ Eind an Existing Value | Add a New Value |

EmpliD: 2257448

Empl Rcd Nbr: 1

Term Appointment Year: 2008

Term Appointment: Spring Term w

Academic Activity File Doc No:

Find an Existing Value | Add a Mew Value

EmplID : Enter the emplID of the faculty or graduate assistant

Empl Rcd Nbr: Enter the emplayent record number. NOTE: This number automatically
defaults to 0 and may need to be changed

Term Appointment Year: Enter the appropriate year (ex. 2004)

Term Appointment: Enter the appropriate term. Use the drop down arrow for selections.
Academic Actvity File Doc No: Enter the academic activity file document number. This fiel
used forGraduate Assistantand is not required for fulime faculty

3. Click the 29| putton.
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What you do | What happens

4. The AAF Data panel returns. Enter the appropriate information for theecou

[ AAF Data1l UA

Lecturer,Larry ID: 2257448 Empl Rod#: 1
Term Year: 2008 Term: Spring Total Term Load:  10.00 Total Acad / Summ Load: 10.00

Department: Paygroup/Contract Amt.

Job Desc: Full/Part Time:
PT AAF Docno: FT Fac?: FT Load/Rate:

Teaching Assignments Find | View All First El 10of1 El Last

Q ==

Dept/iCrselSect: Paid Load:

o ) .
[l override: Credit Hours: Enroliment: Assigned Load:

Lecture Recitation Practicum Indv Study
Discussion Lab Field Exp. Tutorial Others:
Seminar Clinical Studio Self-Paced

interac Tv Cvideo [Jwveb a
[Jcablecast ] Email ] Comp. Lab Others:

Total Load:

Bl save | [=] Notify EsAdd |Update/Display

5. Guidelines for enterindata:

o Dept/Crse/Sect Enter the appropriate department, course and section. The Titl
will automatically default in. If the title is incorrect, first verify that the correct
information was entered and that you areking at the correct course. After
verifiying the accuracy of the data, contact the Scheduling Office for re\D&v.
NOT CHANGE the Title.

e Paid Load/Assigned Load Enter the appropriate load hours

e Enroliment: Click theOverride? Box first and then you iV be able to modify the
enrollment. Be sure to turn off Override (by removing the check) prior to saving
changes.

e Course Section TypeClick theOverride? box first and then you will be able to
modify the Course Section type. Be sure to turn offrde (by removing the check
prior to saving any changes.

e Technology Used Select the appropriate type of technology used in the course.
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What you do | What happens
6. Toadd a course click th+] button or presfALT] + 7
7. Todeletea course, click th{=_ button or presfALT] +8

f AAF Data1 UA
Lecturer,Larry ID: 2257448 Empl Rod#: 1
Term Year: 2008 Term: Spring Total Term Load:  10.00 Total Acad / Summ Load: 10.00
Department: Paygroup/Contract Amt.
Job Desc: Full/Part Time:
PT AAF Docno: FT Fac?: PT Load/Rate:
Teaching Assignments Find | View All First [4] 1.0f1 [ Lact
+
DeptiCrselSect: Q Paid Load: EI
Ll override? Credit Hours: Enrollment: Assigned Load:
Lecture Recitation Practicum Indv Study
Discussion Lab Field Exp. Tutorial Others: Add or delete a’ course
Seminar Clinical Studio Self-Paced using thee buttons.
[Jinterac TV [video [Jweb a
[Jcablecast [ ] Email [[Jcomp. Lab Others:
Total Load:

Bl save Notify E Add Update/Display

8. Click the & Save putton to The record is saved.

save the changes.
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Lesson 5 ;. Update Other Activity

The following procedure outlines the steps necessary to add other activity for a faculty member
or graduate assistant.

Part A: Update Informatio n from Pre-printed TAAR with Other Activity

Wain Menu = UA Human Capital Management = Human Resource Management =

Academic Activity

Provides reports for UA Faculty's academic activities by different categories (course, location, name, Part-time, etc)

UA Acad. Act by Course E UA Acad. Act by | ocation UA Acad Act by Name
UA Academic Activity Report by Course UA Academic Activity Report by Location UA Academic Activity Report by Name
UA Acad. Act for PT {only) E UA Acad. Act Summer Exceptions E UA Acad. Act Taars

UA Academic Activity by Name for PT only UA Academic Activity Summer Exceptions UA Term Academic Activity Report

E" UA AAF 21-Hour Rule E UA Acad Activity - Teaching E UA Acad Activity - Other
RUNCTL_UAAF1012_GBL UA Acad Activity - Teaching UA Acad Activity - Other

What you do What happens

1. From the main menu, choose: | The UA Acad Activityi Other page returns.
UA Human Capital
Management > Human UA AAF DATA2 UA
Resource Management > Ente_r any ;formation_you have and click Search. Leave fields blank for a list of all values.
Academic Activity > UA Acad
Activity - Other

[ Find an Existing Value "\ Add a New Value

EmpliD: begins with

Empl Rcd Nbr: = w

Term Appointment Year: begins with w

Term Appointment: = w w

Academic Activity File Doc No:| begins with

Name: begins with w
National 1D: begins with
Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

2. Enter the appropriate EmplID ar If more than one record exists you will need to delee
click the| Search | putton. You appropriate record.
can also enter additional
information (Term Appointment
Year, Term Appointment,
Academic Activity File Doc No)
to pull up a specific record.
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What you do | What happens
3. Enter the appropriate information for the Other Assignments.
[ AAF Data2 UA
Professor Joseph M ID: 2257446 Empl Rodé#:
Term Year: 2008 Term: Spring Total Term Load: 13.07  Total Acad/ Summ Load:  13.07
Department: Testing Semvices Paygroup/Contract Amt. Mog 50000.000000
Job Desc: Asst Prof Full/Part Time: F
AAF Doc No: Paid Load: Term Rate: FT Fac?: N

Other Assignments First E 10f1 |I| Last
Type Dept Activity Description Assigned Paid
Load Load El
A 7500 ADH |CQ, DEPARTMENT CHAIR 6.00 6.00
Total Load: 6.00
Bl Save | /24 Return to Search | [=] Motify | B Add

4. Guidelines for entering/modifying data:

e Type: Click on the X icon to obtain a list of valid values (AAdministrative, Oi
Other,RT ResearchT i Teaching.

e Dept: Enter the appropriate department code.

e Activity : Click the A icon to obtain a list of valid values. These values will be
determined by the Type code selected. For a complete list of the possible values r
Chapter 3 of this manual

e Description: This will automatically be entered based uploa activity code selected.
This edit boxcan be made more specific by placing the cursor inside the descriptior
and typing additional information in the field.

e Assigned Load This is requied for any activity given for the Administrative typ€&he
types iiOthelba n dRes@arcbdo not require assigned load.

e Paid Load: This is required for any activity given for the Administrative typée type
fiOtheba n dRes@arcbdo not require assmgd load.
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What you do | What happens

5. Toadd an assignmentlick the button or presfALT] + 7
6. Todeletean assignmentclick the L= button or presfALT] +8

{ AAF Data2 UA
Professor Joseph M ID: 2257446 Empl Red#:
Term Year: 2008 Term: Spring Total Term Load:  13.07 Total Acad | Summ Load: 13.07
Department: Testing Senvices Faygroup/Contract Amt. M09 50000000000
Job Desc: Asst Prof FulliPart Time:
AAF Doc No: Paid Load: Term Rate: FT Fac? N
Other Assignments Find | View Al First [4] 1 or 1 [*] L ast
Type Dept Activity Description Assigned Paid
+
Load Load
A QL |7500 ADH | Q, DEPARTMENT CHAIR 6.00 6.00

Add or delete an assignment using/

these buttons.

Total Load: 6.00

E save | L Return to Search | [=] Notify | [Er Add

7. Click the @ 5av pytton to save | 1€ record is saved.
the changes.
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Part B: Add Information for Faculty/GA with no Pre -Printed Other Activity

Main Menu = UA Human Capital Management = Human Resource Management =

[ Academic Activity
Provides reports for UA Faculty's academic activities by different categories (course, location, name, Part-time, etc)
= UA Acad. Act by Course = UA Acad. Act by Location = UA Acad Act by Name
UA Academic Activity Report by Course E UA Academic Activity Report by Location UA Academic Activity Report by Name
UA Acad. Act for PT {only} E UA Acad. Act Summer Exceptions E UA Acad. Act Taars
UA Academic Activity by Name for PT only UA Academic Activity Summer Exceptions UA Term Academic Activity Report
= UA AAF 21-Hour Rule = UA Acad Activity - Teaching = UA Acad Activity - Other
=l RUNCTL_UAAF1012_GEL UA Acad Activity - Teaching UA Acad Activity - Other
Le
What you do What happens
1. From the main menu, choose: | The UA Acad Activityi Other page returns.
UA Human Capital
Management > Human UA AAF DATAZ UA
Resource Management > Enter any information you have and click Search. Leave fields blank for a list of all values.
Academic Activity > UA Acad __
.. j Find an Existing Value {_Add a New Value
Activity - Other
EmplID: | begins with v” |
Empl Red Nbr: [= v | |
Term Appointment Year: |begin5 with v|| |
Term Appointment: | = v| | w
Academic Activity FlIeDo-cHo:l begins with v” |
Name: |begin5 with v|| |
National ID: | begins with + || |
Search | Clear | Basic Search Save Search Criteria
Find an Existing Value | Add a New Value
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What you do

What happens

2. Click on theAdd a New Value
tab.

UA_AAF_DATA2_UA

Enter any information you have and click Search. Leave fields blank for a list of all values.

EmpliD:

Empl Rcd Nbr:

Term Appointment Year:
Term Appointment:
Academic Activity File Doc No:

/\
/ Findan Exisﬁngumw

begins with

= b

begins with |+

= b S~

begins with

Name: begins with +
National ID: begins with +
Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a New Value
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What you do | What happens

3. Enter the appropriate information for the Other Assignments.

UA_AAF_DATA2_UA

{ Find an Existing Value | Adda New Value '

EmpliD: 2257446

Empl Rcd Nbr; 1

Term Appointment Year: 2008

Term Appointment: Spring Term w

Academic Activity File Doc No:

Add

Find an Existing Value | Add a Mew Value

EmplID : Enter the emplID of the faculty or graduate assistant

Empl Rcd Nbr: Enter the employment record number. NOTE: This number automatiedéiylts
to 0 and may need to be changed

Term Appointment Year: Enter the appropriate year (ex. 2004)

Term Appointment: Enter the appropriate term. Use the drop down arrow for selections.
Academic Activity File Doc Na Enter the academic activity fislocument number. This field is
used forGraduate Assistantand is not required for fulime faculty

4. Click the 29| putton.
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What you do | What happens

5. Enter the appropriate information for tB¢her Assignments

6. Guidelines for entering/modifying data:

Type: Click on the & icon to obtain a list of valid values (AAdministrative, Of
Other,RT Research] i Teaching.

Dept: Enter the appropriate department code.

Activity : Click the X icon to obtain a list of valid values. These values will be
determined by the Type cedelected. For a complete list of the possible values refe
Chapter 3 of this manual.

Description: This will automatically be entered based upon the activity code selecte
This edit box can be made more specific by placing the cursor inside thpties box
and typing additional information in the field.

Assigned Load This is required for any activity given for the Administrative type.

A Ot h e r Researnbdypes didesnot require assigned load.

Paid Load: This is required for any activitgiven for the Administrative typefiOtheid
andfiResearchtypes do not require assigned load
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