=\_ CERRITOS
</ > COLLEGE

 Payroll Process Collaboration

June 13, 2024




~( AGENDA
)\ 1. Payroll Timelines

CERRITOS + Payroll Office/LACOE Deadlines
COLLEGE * Academic Affairs Payroll Cycle
* Academic Affairs Adjusted Payroll Deadlines

Calculating Class Hours/Student Contact Hours
Accessing Your Teaching Assignments
Formulas for Class FTES and Class Hours

WCH Equal Pay Calculations

DCH Summer Pay Calculations

Reviewing Teaching Assignments

Office Hours

Ancillary Pay

Workflow Chart

Yo 0N U WD

Agenda & Goals

—_
e

GOALS

1. Mutual understanding of payroll process from beginning to end
* Role of the Divisions
* Role of Academic Affairs
* Role of Payroll

2. Increased collaboration, transparency and efficiency
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Report Due to Corrections
Payroll Due to Payroll

Payroll Timelines T

September 09/01- 09/30 09/20/24 09/30/24
October 10/01-10/31 10/22/24 10/30/24
Payroll timelines for November 11/01 - 11/30 1/19/24 1/27/24
Academic Afiairs to provide December  12/01-12/31  12/12[24 12/19/24
us with the payroll January 01/01 - 01/31 01/22/25 01/29/25
mm)“ ﬂml “le Cﬂl'l'eﬂiolls February 02/01- 02/28 02/18/25 02/26/25
March 03/01- 03/31 03/18/25 03/26/25
April 04/01- 04/30 04/22/25 04/29/25

May 05/01- 05/16 05/15/25 05/21/25
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Academic Affairs & Payroll (ycle

Academic Affairs receives Payroll information
from the Divisions and inputs it into the system.

The Corrections Sheet is submitted to the
Payroll Department. Any absences, The Preliminary Payroll Report is printed out and
changes, or corrections received after the proofed. It is submitted to the Payroll
deadline are submitted via a Memo and Department
may be paid late.

Academic Affairs receives the
corrections/changes and inputs them into the
system and types a Corrections Sheet that
will be submitted to the Payroll Department
by the due date.

The Preliminary Payroll Report is sent out to the
Secretaries to be proofed for accuracy and any
corrections/changes are returned to Academic

Affairs to be input.



E‘ Payroll Process
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1. Academic Affairs (A.A.) receives the LACOE Payroll Calendar from the Payroll Department.

2. A.A.reviews the Payroll Calendar dates to determine our staggered schedule. A.A. dates are adjusted allow one to two
days after receiving the Positive Pay payroll for the TA-based payroll to be submitted. This allows time to input the
necessary information.

3. Once generated, the Overload & Part-Time Payroll Calendar is sent to all of the secretaries who submit Payroll
information to A.A.

* These staggered deadlines provides A.A. the time it needs to properly input the information, run the Preliminary
Payroll Report, proof it, and submit it to the Payroll Office.

4. The preliminary report must be submitted on the date requested by the Payroll Department so they may begin processing
the payroll.

5. After A.A. has submitted the Preliminary Report to Payroll, the corrected Payroll Reports are sent to their respective
divisions to proofread (our second set of eyes).

* Divisions return the reports to A.A. with any corrections or changes that may be needed by the date established on
the A.A. Timeline.

« If no corrections or changes are needed, the division should send an email stating that none are needed,
which indicates that they have proof read their report.

6. A “Correction Sheet” is generated from any corrections submitted and each adjustment is input in the system.

* The “Correction Sheet” is submitted to the Payroll Office the morning on the date specified on their timeline.

* Any changes provided to A.A. after the “Correction Sheet” has been submitted to the Payroll Office, will be
forwarded to Payroll via a memao. It may result in the instructor being paid late.
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This slide and the following slide are examples of the adjusted timeline for submitting the payroll information
to Academic Affairs and the Payroll Department.

PART TIME & OVERLOAD
INSTRUCTORS
FALL PAYROLL SCHEDULE 2023
ScHooL PAY POSITIVE DUETO | TABASED DUETO | DUE TO PAYROLL CORRECTIONS **WARRANT
g ACCRUAL DATES CECDETE LD By || ASEIE AETS Y by 4:30 P.M. DUE TO PAYROLL ISSUED
FIRST 8/14 - 8/31/23 8/14/2023 8/16/2023 8/21/23 8/23/23 8/24/23 8/28/23 9/5/23
SECOND 9/1/23 - 9/30/23 9/15/2023 9/19/2023 9/22/23 9/25/23 9/27/23 9/29/23 10/5/23
THIRD 10/1/23 - 10/31/23 10/16/2023 10/18/2023 10/23/23 10/24/23 10/26/23 10/30/23 11/3/23
FOURTH 11/1/23 - 11/11/23 11/13/2023 11/15/2023 11/20/23 11/22/23 11/27/23 11/29/23 12/5/23
FIFTH 12/1 — 12/15/23 12/05/2023 12/07/2023 12/12/23 12/14/23 12/18/23 12/20/23 1/05/24
PART TIME & OVERLOAD
INSTRUCTORS
SPRING PAYROLL SCHEDULE 2024
SCHOOL | .ccruAL DATES | ACAsomiterinE 'S | AdAmAn At tintsny | PUE TO PAYROLL rerions cus il commecTons | “WARRANT
MONTH D o Y D o Y by 4:30 P.M. O ACADEMIC DUE TO PAYROLL ISSUED
SIXTH 1/8/24 — 1/31/24 1/16/24 1/18/24 1/22/24 1/24/24 1/26/24 1/30/24 2/5/24
SEVENTH 2/1/24 — 2/28/24 2/12/24 2/14/24 2/20/24 2/22/24 2/26/24 2/28/24 3/5/24
EIGHTH 3/1/24 — 3/31/24 3/18/24 3/20/24 3/22/24 3/25/24 3/26/24 3/29/24 a/5/24
NINTH 4/1/24 — 4/30/24 a/15/24 a/17/24 a/19/24 4/23/24 4/26/24 4/29/24 5/3/24
TENTH 5/1/24 — 5/17/24 5/06/24 5/09/24 5/14/24 5/15/24 5/17/24 5/21/24 6/05/24




s Academic Affairs Adjusted Summer

CERRITOS Payroll Timeline

PART TIME & OVERLOAD INSTRUCTORS
SUMMER PAYROLL SCHEDULE 2024

Sn:: (l; b? _|9 HL ACCRUAL DATES el Tﬁ Aé:;f’SEQPHE 2sby| Y Ey'.l' f ;]A: ;?LL DECE) ErgEl:::\l’cF){I:)?.L **\Ig;FEJREABNT
FIRST 5/20/24 - 5/31/24 5/15/2024 5/17/2024 5/21/24 512324 524124 5130124 6/5/24
SECOND 6/1/24 - 6/30/24 6/12/2024 6/14/2024 6/20/24 624124 6/25/24 6/28/24 715/24
THIRD TM/24 -7131/24 7/15/2024 711712024 1122124 7125/24 /26124 7/30/24 8/5/24
FOURTH 8/1/24 - 8/09/24 8/5/2024 8/7/2024 8/12/24 8/13/24 8/14/24 8/16/24 9/5/24

¥ This calendar is subject to change by the County due to Holidays!l *****
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Formulas ior Class FTES

and (lass Hours

Class FTES

* 1 Lecture Hour = 6.67%

+ Example: 3 hours x 6.67% = 20% FTES
* 1Lab Hour =5.00%

» Example: 4 hours x 5.00% = 20% FTES

Load Limitations

¢ Full-time regular load may not exceed 100% without permission from the
division dean of Vice President of Academic Affairs

* Full-time overload may not exceed 6 hours or 40% without permission from
the division dean of Vice President of Academic Affairs

* Part-time/ Adjunct load may not exceed 66.67 %

Class Hours

* Everything is figured from an 18-week format
* 18 weeks x Number of class hours / Number of weeks
* Example: 18 weeks x 3 class hours = 54 hours / 15 weeks = 3.60 hours
18 weeks x 2 class hours = 36 hours / 9 weeks = 4.00 hours



< ' Formula (without holidays): Total Hours Per Week x Weeks
t . In A Session = Total Hours To Be Paid / 5 Pay Periods = Total

CERRITOS Hours Per Pay Period

COLLEGE

« Example #1:

Weekly Contact Hours (WCH):
Equal Pay Calculations
(l:a“ / snrl“g semes‘el’S) 3.00 houfs per week x 18 weeks = 54 total hours / 5 pay

periods = 10.80 hours per pay period

18-Week Session Calculations Formula (with holidays): Total Hours Per Week x Weeks In

i A Session = Total Hours - Holiday Hours = Total Hours To Be
E?)l;,é\ﬂlouan(;} tpla“; "“Clﬂ“ & Paid / 5 Pay Periods = Total Hours Per Pay Period

* Example #2: Two Monday Holidays

*Overload pay hours do not deduct for mm

holidays ENGL 100 18-Week 3.00 Hours/Week

ENGL 100 18-Week Online 3.00 Hours/Week

3.00 hours per week x 18 weeks = 54 hours - 3.00 holiday hours
= 51 total hours / 5 pay periods = 10.20 hours per pay period
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Equal Pay Calculations
(Fall/Spring Semesters)

9-Week Session Calculations
for Adjunct Instructors &
Overload Pay

Holidays are not deducted irom
condensed sessions.

Formula: Total Hours Per Week x Weeks In A Session = Total
Hours To Be Paid / 3 Pay Periods = Total Hours Per Pay Period

« Example #3:

ENGL 100 9-Week (9A) Online 6.00 Hours/Week

MATH 20 9-Week (9B) MTWR 6.00 Hours/Week

ENGL 100: 6.00 hours per week x 9 weeks = 54 total hours / 3
pay periods = 18.00 hours for per pay periods 1 and 2. Pay
period 3 will be combined with the 9B calculation below.

MATH 20: 6.00 hours per week x 9 weeks = 54 total hours / 3
pay periods = 18.00 hours for per pay periods 4 and 5.

Pay period 3 will be the combined calculations: 18.00 + 18.00 =
36.00.
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Equal Pay Calculations
(Fall/Spring Semesters)

15-Week Session Calculations ior
i\)ﬂillll(:l Instructors & Overload
dy

Holidays are not deducted irom condensed
sessions.

On rare occasions, a 15-week session may
span 5 months instead of 4. Ii this is the
cas(f,,4 divide the totals into 5 pay periods
and 4.

Formula: Total Hours Per Week x Weeks In A Session = Total
Hours To Be Paid / 4 Pay Periods = Total Hours Per Pay Period

« Example #4:

ENGL 100 15-Week (15A) Online 3.60 Hours/Week

MATH 20 15-Week (15B) MTWR 3.60 Hours/Week

ENGL 100: 3.60 hours per week x 15 weeks = 54 total hours / 4
pay periods = 13.50 hours for pay period 1. Pay periods 2, 3,
and 4 will be combined with the 15B calculation below.

MATH 20: 3.60 hours per week x 15 weeks = 54 total hours / 4
pay periods = 13.50 hours for pay period 5.

Pay periods 2, 3, and 4 will be the combined calculations: 13.50
+13.50 = 27.00.
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Daily Contact Hours (DCH): SEREIE S B I
Monthly Pay (alculations .

(S“mmel' sessn)I]S) Formula (Online): Total Hours Per Week x Number of

Weeks Meeting In A Month = Total Hours Per Pay Month
« Example #1: May 20 - June 28

DCH Session Calculations ior
Instructors “ousses | swson | ows | vows

ENGL 100 6-Week Online 9.00 Hours/Week

May Pay: 9.00 hours per week x 2 weeks = 18.00 hours pay
June Pay: 9.00 hours per week x 4 weeks = 36.00 hours pay




@A Daily Contact Hours (DCH): Monthly Pay

cemeros  (@lCUIALIONS (SUMmer Sessions) Continued

\ﬂ‘“&é/\ Formula (Meeting Patterns):
B SR 1. Total Number of Contact hours / Total Number of Days In The Session

= Total Number of Hours Per Day
*DO NOT include holidays

- 2. Total Number of Hours Per Day x Number of Meeting Days In The
Month = Total Number of Hours Per Pay Month

*DO NOT include holidays

* Example #2: July 1 - August 8

TOTAL CONTACT

ENGL 100 6-Week MTWR 9.00 Hours/Week 54 Hours

Firstprintable —

1. 54 total contact hours /23 days in the month = 2.3478 hours per day

et 2. July Pay: 2.3478 hours per day x 18 days = 42.2604 hours for July
R e e August Pay: 2.3478 hours per day x 5 days = 11.7390 hours for August

............



Regular Overload

N i Workload FTE%
) Assignment Type °
Overload
CERRITOS Workload Pay Hours
COLLEGE Regular Load
FTE% Factor
Assign Contact RG OL RG OL Pay
Course Class# Comp Type Start/End Date Start/End Time Days Room PayHrs WL WL  FIE% ETE% Hours LF  Session
ANTH110 22879 LEC LEC  09/04-12/13 12:30PM-02:00PM MW 58315 54.00 360 20 15 Week P
110 22880 LAB LAB 0904-12/13 02:00PM-02:35PM MW 55315 18.00 1.20 5 15 Week P
115 21260 LEC OL 08/14-12/15 11:00AM-12:15PM MW 55315 54.00 3.00 20 54.00 Regular
115 21332 LEC LEC 0904-12/15 TBA ONLINE  54.00 3.60 20 15 Week B
= = = 115 23870 LEC OL 08/14-12/15 TBA ONLINE  54.00 3.00 20 54.00 Regular
115SL 21689 LAB LAB 08/14-12/15 12:30PM-03:20PM Tu 88220 54.00  3.00 15 Regular
170 22575 LEC LEC 0904-12/13 09:30AM-11:00AM MW 55138 54.00 3.60 20 15 Week P
o ANTH Sub Total 342.00 15.00 6.00  80.00 40.00 108.00
ASSI “me“ls OHRS 160 33216 DIS NON 0814-12/15 02:30PM-03:30PM MW 2.00 Regular
160 33216 DIS  NON 0814-12/15 03:30PM-04:30PM Tu 1.00 Regular
OHRS Sub Total 0.00 3.00 0.00 0.00 0.00 0.00
REL 160 33204 DIS REL 0814-12/15 01:30AM-0430AM  Th 0.00 3.00 15 Regular
160 33204 DIS REL  08/14-12/15 03:30PM-06:30PM W 0.00 3.00 75 Regular
160 33204 DIS REL  08/14-12/15 04:30PM-06:30PM Tu 0.00 2.00 5 Regular
REL Sub Total 0.00 8.00 0.00 2000  0.00 0.00

Term Total 342.00  26.00 6.00  100.00  40.00 108.00




S~ Reviewing Teaching Assisnments Continued
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COLLEGE

Assign Contact RG OL RG OL Pay
Course Class# Comp Iype Start/End Date Start/End Time Days Room PayHrs WL WL  FIE% FTE% Hours LE  Session
EDT 50 29099 LEC LEC 08/14-10/13 TBA ONLINE  18.00 1.00 333 9 Week A
50 29099 LEC OL 08/14-10/13 TBA ONLINE  18.00 1.00 3.33 9.00  50.00 9Week A
110 33109 LEC LEC 0814-10/13 TBA ONLINE  36.00 4.00 13.33 9 Week A
110 33110 LAB ELB 0814-10/11 TBA ONLINE  18.00 2.00 6.67 9 Week A
123 32706 LEC LEC 10/16-12/15 TBA ONLINE  36.00 3.00 10 9 Week B
123 32706 LEC OL 10/16 - 12/15 TBA ONLINE  36.00 1.00 3.33 9.00 2500 9WeekB
125 21249 LEC LEC 08/14-10/13 TBA ONLINE  36.00 4.00 1333 9 Week A
133 31065 LEC LEC 10/16-12/15 TBA ONLINE  54.00 6.00 20 9 Week B 9A:
141 32707 LEC LEC 10/16-12/15 TBA ONLINE  36.00 4.00 1333 9 Week B
EDT Sub Total 288.00  24.002.00 7999  6.66 18.00 1.00x9=9 / 3=3.00
OHRS 100 33210 DIS NON 08/14-12/15 10:00AM-11:00AM Tu 1.00 Regular
100 33210 DIS NON 08/14-12/15 10:30AM-11:30AM MW 2.00 Regular
OHRS Sub Total 0.00 3.00 0.00 0.00 0.00 0.00 9B
L]
REL 100 33198 DIS REL 08;14 - 12?15 09:00AM-10:00AM  Tu 0.00 1.00 25 Regu%ar °
100 33198 DIS REL  08/14-12/15 09:00AM-10:30AM MW 0.00 3.00 43 Regular
100 33198 DIS REL 0814-1215 1130AM-1230PM M 000  1.00 25 Regular 1.00x9=9 / 3=3.00
100 33198 DIS REL  08/14-12/15 01:.00PM-04:00PM Tu 0.00 3.00 75 Regular ° °
REL Sub Total 0.00 8.00 0.00 20.00 0.00 0.00
Term Total 252.00 35.002.00 99.99 6.66 18.00
T 1. 3.00 T 1.
0
T 2. 3.00 B 2
A
L 3. 6.00 A 3
S
4. 3.00 4.
3. 3.00 2

Instructor Signature: Dean Signature:




. Reviewing Teaching Assisnments Continued
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Assign Contact RG OL RG OL Pay
Course Class # Comp Iype Start/End Date Start/End Time Davs Room PavHrs WL WL  FTE% EFTE% Hours LE  Session
ANTH110 22879 LEC LEC  09/04-12/13 12:30PM-02:00PM MW S3315 54.00 3.60 20 15 Week P
110 22880 LAB LAB  09/04-12/13 02:00PM-02:35PM MW SS315 18.00 1.20 5 15 Week P
115 21260 LEC OL 08/14-12/15  11:00AM-12:15PM MW SS315 54.00 3.00 20 54.00 Regular
115 21332 LEC LEC 09/04-12/15 TBA ONLINE  54.00 3.60 20 15 Week B
115 23870 LEC OL 08/14-12/15 TBA ONLINE  54.00 3.00 20 54.00 Regular
115L 21689 LAB LAB  08/14-12/15 12:30PM-03:20PM Tu $5220 54.00 3.00 15 Regular
170 22575 LEC LEC 09/04-12/13 0930AM-11:.00AM MW S3138 54.00 3.60 20 15 Week P
ANTH Sub Total 342.00 15.00 6.00  80.00 40.00 108.00
OHRS 160 33216 DIS NON 08/14-12/15 02:30PM-03:30PM MW 2.00 Regular
160 33216 DIS NON 08/14-12/15 03:30PM-04:30PM Tu 1.00 Regular Regular/ls_week:
OHRS Sub Total 0.00 3.00 0.00 0.00 0.00 0.00
REL 160 33204 DIS REL  08/14-12/15 01:30AM-04:30AM  Th 0.00 3.00 55 Regular 3.00 X 18 - 54 / 5 - 10.80 X 2 - 21 .60
160 33204 DIS REL 08/14-12/15 03:30PM-06:30PM W 0.00 3.00 7.5 Regular
160 33204 DIS REL  08/14-12/15 04:30PM-06:30PM Tu 0.00 2.00 5 Regular
REL Sub Total 0.00 8.00 0.00 20.00 0.00 0.00
Term Total 342.00 26.00 6.00 100.00 40.00 108.00
T 1. _21.60 T 1.
o
T 2. _21.60 B 2.
A
L 3. _21.60 A 3
S
4. _21.60 4.
5. _21.60 s

Instructor Signature: Dean Signature:




. Reviewing Teaching Assisnments Continued

CERRITOS Part-time Faculty

Assign Contact RG OL RG OL Pay
Course Class# Comp Type Start/End Date Start/End Time Days Room PavHrs WL WL  FTE% FTE% Hours LF  Session
ECONI101 25515 LEC LEC 09/04-12/15 TBA ONLINE  54.00 3.60 20 54.00 15 Week B
102 29118 LEC LEC 09/04-12/15 TBA ONLINE  54.00 3.60 20 54.00 15 Week B
202M 25673 LEC LEC  09/05-12/14 09:30AM-11:00AM  TuTh 58307 54.00 3.60 20 53.99 15 Week Q
202M 25674 LAB LAB 09/05-12/14 11.00AM-11:20AM TuTh 55307 18.00 1.20 5 17.99 15 Week Q
ECON Sub Total 180.00  12.00 0.00  65.00 0.00 179.99
WGS 206 29640 LEC NON 09/04-12/15 TBA ONLINE  54.00 15 Week B
WGS Sub Total 5400  0.00 0.00 0.00  0.00 0.00 15-week:

Term Total 234.00 12.00 0.00  65.00 0.00 179.99 3.60 X 15 — 54/4 — 13.50 X 3 — 40.50

1.20x15=18/4=4.50

T 1. T 1.
(8]
T 2. _45.00 B 2
A
L 3. _45.00 A 3
S
4. _45.00 4.
5. _45.00 5

Instructor Signature: Dean Signature:




.. Reviewing Teaching Assisnments Continued

CERRITOS Part-time Faculty

Assign Contact RG OL RG OL Pay

Course Class# Comp Iype Start/End Date Start/End Time Davs Room PayHrs WL WL  FIE% FTE% Hours LEF  Session
PSYC 220 27002 LEC LEC  08/14-12/15 12:30PM-02:00PM TuTh 55215 54.00 3.00 20 52.50 Regular
220 27003 LAB ELB  08/14-12/15 02.00PM-03:20PM TuTh 85215 54.00 3.00 20 52.50 Regular
271 33047 LEC LEC 09/04-12/15 TBA ONLINE  54.00 3.60 20 54.00 15 Week B
PSYC Sub Total 162.00  9.60 0.00  60.00 0.00 159.00
Term Total 162.00 9.60 0.00 60.00 0.00 159.00
Regular/18-week:
3.00x18 =54 -1.50=52.50/5 =
10.50 x 2 = 21.00
15-week:
3.60x15=54/4=13.50
T 1. _21.00 T 1.
0
T 2. _3450 B 2
A
L 3. _34.50 A 3
> 4. _34.50 4.
5. 3450 2

Instructor Signature: Dean Signature:




Ceolicce”
Ancillary Pay
A“Cillary Pay Department name & month reported:
- Ancillary Pay form el
Last Name First Name Date !
® l.aSI Nallle hours Notes

- First Name

- Date

- Ancillary Hours
« Notes

- Submitted
on monthly basis
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Ancillary  Update /Correction

Department name & month reported:

Ancillary Pay -
corrections iorm aatae | Fstane 0t

- Used when adding a
jaculty member that was
not on the original report

- (orrecting the original
hours reported — adding
and/or subtracting hours
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Teaching Assignments for
proofreading.

Academic Affairs inputs the
corrections and sends a clean set
back to the Division before the start
of the next semester.

Academic Affairs sends the next
semester’s Teaching Assignments
to the Divisions 1 month before the

next semester begins.

Academic Aliairs & Divisions Flowchart

The Divisions receive the Teaching
Assighments, proofread them for
accuracy and return any
corrections to Academic Affairs 2
weeks before the semester begins.

Academic Affairs checks the
calculations to ensure PS is
computing accurately. Academic
Affairs and the Divisions meet to
review the Teaching Assignments
to confirm the calculations and
correct any that differ.
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FOR YOUR REFERENCE



;Ym DEFINITIONS

Class Hour: The "class hour" is the basic unit of attendance for computing full-time equivalent
student(FTES). It is a period of not less than 50 minutes of scheduled instruction and/or
CERRITOS examination. There can be only one "class hour" in each "clock hour," except as provided for

COLLEGE multiple class-hour classes. A class scheduled for less than a single SO-minute period is not eligible
for apportionment. For purposes of computing full-time equivalent student (FTES), a class hour is
commonly referred to as a "contact hour" or "Student Contact Hour" (SCH).

*  Clock Hour: A "clock hour" is a GO-minute time frame, which may begin at any time, for example,
8:00 to 9:00, 8:10 to 9:10, 8:20 to 9:20.

*  Passing Time/Break: Each clock hour is composed of one SO-minute class hour segment and a 10-
minute segment referred to as "passing time," "break," etc.. No additional attendance may be
claimed for this 10-minute segment, except as provided for a "multiple hour class." (See e. below)
Note: The 10-minute break time permitted in each clock hour may not be accumulated during a

l’ multiple hour class to be taken at the end of the class and be counted for FTES apportionment.

Calcula l“g Class Hours * Partial Class Hour: A "partial class hour" is that fractional part of a class hour in a class scheduled

for more than one clock hour, starting from and including the 51st minute of the last full clock

hour. For example, continuous instruction from 8:00 - 9:35 would have a 45-minute partial class

hour (8:51-9:35). 45 minutes is the longest possible partial class hour. Instruction after a 45-minute
S‘“denl ConlaCI Hours partial class period hour would require a 10-minute break in the previous clock hour.
*  Multiple Hour Class :

1. A multiple hour class is any period of instruction scheduled continuously for more than one
clock hour.

2. In multiple hour class scheduling, each 50 minutes exclusive of breaks (formal or informal) is
a class/contact hour. However, the fractional part of a class hour beyond the last full clock
hour may be counted for apportionment, starting from and including the 51st minute of the
last full clock hour.

3. The divisor for this fractional part of a class shall be 50.
4. There shall be no class break in the last full clock hour or the partial class hour.

5. The sum of class hours cannot exceed the total number of elapsed clock hours for which the
class is scheduled. For this rule, "clock hours" is interpreted to mean the total whole number
(an integer) of clock hours, each being a GO-minute time frame. For example, if you have a
class scheduled from 8:00 to 11:25, the resulting class hours (contact hours) would be 3.7 (see
example 2.d below) and are within the maximum number of class hours for the 4 "clock hour"
period of 8:00 to 12:00.




o\ Calculating Class Hours Continued:
CerRITOS EXAMPLES FOR CALCULATING STUDENT CONTACT HOURS (SCH)

COLLEGE

a. Single Hour Class Meeting b. Multiple Hour Class Meeting
Class scheduled from 8:00 to 8:50 (no break) Class scheduled from 8:00 to 9:15 (no break)

8:00-8:50 1.0 SCH 1 class hour in 1 clock hour=1SCH 8:00-8:50  1.0SCH 50 Instructional Minutes=1SCH
Total 1.0 SCH 8:50-9:15 0.5 SCH 25 Instructional Minutes/ 50= 0.5 SCH

Total 1.5 SCH

c. Multiple Hour Class Meeting d. Multiple Hour Class Meeting

Class scheduled from 8:00 to 10:05 (one 10-minute break) Class scheduled from 8:00 to 11:25 (two 10-minute breaks)

50 Instructional Minutes plus 10 min break 50 Instructional Minutes plus 10 min break

8:00-9:00 1.0 SCH 8:00- 9:00 1.0 SCH

=1.0SCH =1.0SCH
50 Instructional Minutes plus 10 min break
9:00-9:50 1.0SCH 50 Instructional Minutes= 1.0 SCH 9:00-10:00 1.0 SCH B p— P
9:50-10:05 0.3 SCH 15 Instructional Minutes/ 50= 0.3 SCH =y OSER] 1250 g o] BIeuess USEHs

10:50-11:25 0.7SCH 35 Instructional Minutes/ 50= 0.7 SCH
Total 2.3 SCH

Total 3.7 SCH
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Class
Meeting
Time
50 Minutes
65 Minutes
70 Minutes
75 Minutes
80 Minutes
85 Minutes
90 Minutes
95 Minutes
110 Minutes
125 Minutes
130 Minutes
135 Minutes
140 Minutes
145 Minutes
150 Minutes
155 Minutes
170 Minutes
185 Minutes
190 Minutes
195 Minutes
200 Minutes
205 Minutes
210 Minutes
215 Minutes

Hrs: Mins
00:50
01:05
01:10
01:15
01:20
01:25
01:30
01:35
01:50
02:05
02:10
02:15
02:20
02:25
02:30
02:35
02:50
03.05
03:10
03:15
03:20
03:25
03:30
03:35

Example
Start/End
Time

8:00- 8:50
8:00- 9:05
8:00- 9:10
8:00- 9:15
8:00- 9:20
8:00- 9:25
8:00- 9:30
8:00- 9:35*
8:00-9:50
8:00-10:05
8:00-10:10
8:00-10:15
8:00-10:20
8:00-10:25
8:00-10:30
8:00 -10:35*
8:00-10:50
8:00-11:05
8:00-11:10
8:00-11:15
8:00-11:20
8:00-11:25
8:00-11:30
8:00 - 11:35*

Calculating (lass Hours Continued

Contact | #of 10 Min.
LY NA 1CH

13

1.4
1.5

1.6

17

1.8

1.9

20
23
24
25
2.6
27
2.8
29
3.0
3.3
3.4
3.5
3.6
3.7
3.8
3.9

CONTACT HOURS COMPUTATION TABLE

NA
NA
NA
NA
NA
NA

4
>

NN NMNNMNNNNN= = = === oo

1 CH + 15-minute PCH
1 CH + 20-minute PCH
1 CH + 25-minute PCH
1 CH + 30-minute PCH
1 CH + 35-minute PCH
1 CH + 40-minute PCH
1 CH + 45-minute PCH
2 full CH

2 CH+ 15-minute PCH
2 CH+ 20-minute PCH
2 CH+ 25-minute PCH
2 CH+ 30-minute PCH
2 CH+ 35-minute PCH
2 CH+ 40-minute PCH
2 CH + 45-minute PCH
3 full CH

3 CH + 15-minute PCH
3 CH + 20-minute PCH
3 CH+ 25-minute PCH
3 CH+ 30-minute PCH
3 CH+ 35-minute PCH
3 CH+ 40-minute PCH
3 CH+ 45-minute PCH

Class
Meeting
Time

230 Minutes
245 Minutes
250 Minutes
255 Minutes
260 Minutes
265 Minutes
270 Minutes
275 Minutes
290 Minutes
305 Minutes
310 Minutes

315 Minutes

320 Minutes
325 Minutes
330 Minutes
335 Minutes
350 Minutes
365 Minutes
370 Minutes
375 Minutes
380 Minutes
385 Minutes
390 Minutes
395 Minutes

Clock Time
Hrs: Mins

03:50
04:05
04:10

04:15

04:20
04:25
04:30
04:35
04:50
05:05
05:10

05:15

05:20
05:25
05:30
05:35
05:50
06.05
06:10

06:15

06:20
06:25
06:30
06:35

Example
start/End
Time
8:00-11:50
8:00-12:05
8:00-12:10
8:00-12:15
8:00-12:20
8:00-12:25
8:00-12:30

8:00 - 12:35*
8:00-12:50
8:00-1:05
8:00-1:10
8:00-1:15
8:00-1:20
8:00-1:25
8:00-1:30
8:00-1:35*
8:00-1:50
8:00- 2:05
8:00- 2:10
8:00- 2:15
8:00- 2:20
8:00- 2:25
8:00- 2:30
8:00- 2:35*

Contact | #of 10 Min.

43
44
45
4.6
4.7
4.8
4.9
5.0
5.3
5.4
5.5
5.6
5.7
5.8
5.9
6.0
6.3
6.4
6.5
6.6
6.7
6.8
6.9

oo o1 o1 o1 oot ot ol A DA DDA DDDAOBOOMOWOWWOW®

4 full class hours

4 CH + 15-minute PCH
4 CH+ 20-minute PCH
4 CH + 25-minute PCH
4 CH + 30-minute PCH
4 CH+ 35-minute PCH
4 CH + 40-minute PCH
4 CH + 45-minute PCH
5 full CH

5 CH + 15-minute PCH
5 CH + 20-minute PCH
5 CH + 25-minute PCH
5 CH + 30-minute PCH
5 CH+ 35-minute PCH
5 CH+ 40-minute PCH
5 CH+ 45-minute PCH
6 full CH

6 CH +15-minute PCH
6 CH + 20-minute PCH
6 CH + 25-minute PCH
6 CH + 30-minute PCH
6 CH + 35-minute PCH
6 CH + 40-minute PCH
6 CH + 45-minute PCH
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CERRITOS Portal login page.

COLLEGE

E,S Everything begins with the Cerritos

Cerritos Campus Portal

Student Log-ins
The default password for students signing in for the
1st time is their 8-digit DOB using this format:

MMDDYYYY

Accessing Your
Teaching

Assisnments e

rrios

A How-to Guide G

Log in as usual




& Accessing Your Teaching Assignments

CERRITOS Continued

s

msSif]gIeSign-On Portal From the portal

H o5 ] home page, you
o | & [ S PeopleSoft Campus
: Solutions.

Click to launch



& Accessing Your Teaching Assignments

CERRITOS Continued

The PeopleSoft CS
Home page will load
as a blank page.

Click Main Menu on the toolbar



& Accessing Your Teaching Assignments

CERRITOS Continued

Cerrito ) CS92PRD
b 2 | 3 Help

CoR ~  Breadcrumbs:
” - Curriculum
Management

mpropepooroorooorrD @

Click Curriculum Management



D~ Accessing Your Teaching Assignments

CERRITOS Continued

Favorite A Home Sign Out

Search Menu:

Cerrito CS92PRD o 'gzar
L3 HighPoint » oie
©3  portal Objects » Bre a C S °
©  seff Service » d rl ] ID :
3 Campus Community » I l l
& stugent Admissions »
&3 Records and Enrolimen > .
3 Curriculum Managemerf =3 Course Catalog »
3 Academic Advisement | L1 Schedule of Classes » ; ( : C
3 Contributor Relations | 3 Roll Curriculum Data Forward »
3 Ceritos Admissions | =3 Enroliment Requirements » l] I I I l I l l I l |
3 Cerritos Campus 3 Combined Sections b
3 Cerritos Student Recorg 1 Dynamic Dates y
1 SetUpSACR 3 Facilty and Event Information » D 1 e e
C1 Tree Manager 3 Class Roster » i | l ' i I! ; m n
3 Reporting Tools 3 Attendance Roster N
3 PeopleTools O Grading R
5 my System Profie & Gradebook »
&

=R - Instructor/Advisor
Information

Click Instructor/Advisor Information



D~ Accessing Your Teaching Assignments

CERRITOS Continued

#& Home Sign Out

Search Menu: @
— - e NavBar

8 HignPoint » o .

[ Portal Objects » rea C S

& seffsenvice » B rl 1 m :

3 campus Community b

3 stugent Admissions »

3 Records and Enroliment » .

£33 curriculum Manageme 1 Course Catalog »

C1  Academic Advisement | ) Sthedule of Classes » ; ( j C

£  Contributor Relations | =  Roll Curriculum Data Forward >

C1  ceritos Admissions | 1 Enroliment Requirements » u l l I l] l I I l |

£9 Cermitos Campus C1  combined Sections b

£1  cermitos Student Recorg =} Dynamic Dates » M

£1  SetUpSACR 3 Facility and Event Information v a e e

€1 Tree Manager 3 Class Roster »

C3 Reporting Tools C3  Attendance Roster » a.I l g l | | I l

C1 PeopleTools O Grading »

[E my system Profiie a

&

Teaching Assignment Report

Gradebook , .
Inforr| Instructor Schedule
Instructor Term Workload

Instructor/s Table
Instructor A ment Class

Information

- Teaching
Click Teaching Assignment Report Assignment Report

) ) [ O O @)




M Accessing Your Teaching Assisnments

CERRITOS Continued

Favorites Main Menu Curriculum Management Instructor/Advisor Information Teaching Assignment Report

Cerritos College CS92PRD

Teaching Assignment Report

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

T hi
e ac lng Find an Existing Value Add a New Value

Search Criteria

Assignment Report ...
search page.

| searcn || Clear |BasicSearch B Save Search Criteria

Search Results
View All First (40 120fz (k) Last

Run Control 1D Language Code

English
COUNSELING English
RRIOS English

Find JExisting Value | Add a New Value

Click your username and then
Click Search



D~ Accessing Your Teaching Assignments

CERRITOS Continued

Favorites ¥ Main Menu ~ » Curriculum Management ¥ >  Instructor/Advisor Information ¥ >  Teaching Assignment Report

Cerritos College CS$92PRD

Teachnig Assignment Report

Run Control ID RRIOS Report Manager  Process Monitor | Run |

Run Control Parameters

Term: Q 2023spring O Create Excel CSV File (All Instructors)

O Display Audit Workload Hours

tor
tors () Single Instructor
Choose Acal ic Group (Division)

® Al G O single Group

Save ||t [ium fo Search | |45 PreviousinList | |45 NextinList | |[=] Notify || Reiresh EL Add Update/Display

Change the Term to the semester and
year you wish to look up.



D~ Accessing Your Teaching Assignments

CERRITOS
COLLEGE

division, click All Instructors.

Favori ain Menu ¥ Curriculum Management ¥ >  Instructor/Advisor Information ¥ Teaching Assignment Report

CS592PRD

Report Manager  Process Monitor Run

Term: J33 |Q 2023 Spring O Create Excel CSV File (All Instructors)

O Display Audit Workload Hours
Choose Ig or
@ Al Instructors O Single Instructor
Choose Academic Group (Division)

@ an Groups @] Single Group

4 Refresh B Add Update/Display

[l save ||@ ReturntoSearch ||+5 PreviousinList ||J5 Nextin List [=1 Notify

Continued

If you wish to run a report for an entire

Favorites ¥ Main Menu ¥ » Cumiculum Management ¥ > Instructor/Advisor Information ¥ >  Teaching Assignment Report

CS92PRD

Cerritos College

Teachnig Assignment Report

Run Control ID RRIOS Report Manager  Process Monitor

Run Control Parameters
Term: 1233 |Q 2023 Spring O Create Excel CSV File (Al Instructors)

O Display Audit Workload Hours
Choose Instructor
O All Instructors ® Single Instructor [1011463 Q  SenfJoylynn
Choose Academic Group (Division)
@ an Groups Osingle Group

=] Previo List ||45 Nextin List [Z7] Notify || Refresh Ek Add Update/Display

Save | |[@ Return to Search

If you wish to run a report for a single
instructor, enter their employee ID
number next to Single Instructor.



D~ Accessing Your Teaching Assignments

CERRITOS Continued

If you wish to run a report for all areas,
click All Groups.

Favorites ¥ ain Menu ¥ Curriculum Management ¥ >  Instructor/Advisor Information ¥ Teaching Assignment Report

College CS92PRD

Favorites ¥ Main Menu ¥ » Curiculum Management ¥ > Instructor/Advisor Information ¥ >  Teaching Assignment Report

Cerritos College CS92PRD

Teachnig Assignment Report

Run| itrol ID RRIOS Report Manager  Process Monitor Run Run Control ID RRIOS Report Manager  Process Monitor \ Run |

Run ContrgParameters Run Control Parameters

Term: 33 |Q 2023 Spring O Create Excel CSV File (All Instructors) Term: 1233 |Q 2023 Spring (O Create Excel CSV File (Al Instructors)

O Display Audit Worklead Hours O Display Audit Workload Hours

Choose Injilictor Choose Instructor

@ Al ctors O Single Instructor O All Instructors ® Single Instructor | 1011463 Q. senfJoylynn
Choose A ic Group (Division) Choose Academic Group (Division)

@ anGroups O Single Group OAllGroups @ singleGroup  |BUS  |Q

[E)save ||E Returnto Search ||+ Previousin List || NextinList || Notify || Refresh | |EL Add Update/Display [SlSave ||[E} Return to Sear 4= Previousin List |45 MextinLisi  |[=] Notify || Refresh E: Add Update/Display

If you wish to run a report for a single
area, enter the area next to Single Group.



D~ Accessing Your Teaching Assignments

CERRITOS Continued

Favorites Main Menu Curriculum Management Instructor/Advisor Information Teaching Assignment Report

Cerritos College CS92PRD

To run your report: ——___

Run Control ID RRIOS Report Manager  Process Monitor Run

Run Control Parameters

Term: [1233 |G, 2023 Spring O Create Excel CSV File (All Instructors)

] Dizplay Audit Workload Hours
Choose Instructor
O All Instructors @ Single Instructor | 1011463 @ senfJoylynn
Choose Academic Group (Division)

O Al Groups @ Single Group  [BUS  |Q

[§]5ave ||[Gr Return to Search | 45 Previousin List | J5 MextinList  |[Z] Notify | i Refresh Bk Add_| Update/Display

Click Run



D~ Accessing Your Teaching Assignments

CERRITOS Continued

Favorites Main Menu Curriculum Management Instructor/Advisor Information Teaching Assignment Report

Cerritos College CS92PRD

To run your report:

Process Scheduler Request

UserID RRIOS Run Control ID RRIOS
Server Name v Run Date|03/29/2023 [51)
Recurrence | v Run Time | 5:55:57FM | Resetto Current Date/Time
Time Zone &}
Process List
Select Description Process Name Process Type *Type *Format Distribution
Teaching Assignment Report ZSRR058 SOR Report Distribution

Be sure the Format is PDF

OK || cCancel || Refresh |

Click OK



D~ Accessing Your Teaching Assignments

CERRITOS Continued

Favorites Main Menu Curriculum Management Instructor/Advisor Information Teaching Assignment Report

Cerritos College CS92PRD

To run your report: —"0

Run Control ID RRIOS Report Manager  Process Monitor

Run Control Parameters

Term: |1233 |Q 2023 Spring O Create Excel CSV File (All Instructors)

O Dizplay Audit Workload Hours
Choose Instructor
O All Instructors @ Single Instructor | 1011463 @ senfJoylynn
Choose Academic Group (Division)

O Al Groups @ single Group  |BUS  |Q

[§] save ||[Er Return to Search 45 Previous in List | |45 Nextin List [=] Motify || * Refrd . |_|:L Add Update/Display

Click Process Monitor



& Accessing Your Teaching Assignments

COLLEGE
Favorites + Main Menu ¥ »  Cumiculum Management~ > Instructor/Advisor Information > > Teaching Assignment Report » Process Monitor

i 10 access your report
Process List Server List PDF file:

View Process Request For

User ID|RRIOS Q. Type w | [Last ~ | 1 Refresh
Server Name 2, Instance From Instance To
Run Status| v Distribution Status | ~| [ save On Refresh
Process List Personalize | Find | View All | (21| §  First (4) 1071 (b Last
Process 5 Digtribution -
Select Instance Seq. Process Type Name User Run Date/Time Run 5Status Status Details

4701260 SQR Report Z53RR058 RRIOS 03/29/2023 5:55:57PM PDT Queued Details

MNIA
Go back to Teaching Assignment Report
Save ||[=] Notify

Process List | Server List

System is processing... Click Refresh until both status
change.




& Accessing Your Teaching Assignments

CERRITOS Continued

COLLEGE

» Process Monitor

s 10 access your report
PDF file:

Favorites ¥ Main Menu ¥ 5  Cumiculum Management ™ > Instructor/Advisor Information ™ >  Teaching Assignment Report

Cerritos College

Process List Server List

View Process Request For

User ID|RRIOS Q. Type | ~| [Last M 1| [Days ~| | Refresh
Server Name Q) Instance From Instance To
Run status| v Distribution Status | ~| [ save On Refresh
Process List Personalize | Find | View All | 21| B&  First (4 10f1 (b Last
Select Instance Seq. Process Type :::i’:ss User Run Date/Time Run Status git::[li:-utiun Details
Details

4701260 SQR Report ZSRR058 RRIOS  03/29/2023 55557PM PDT Success

MIA
Go back to Teaching Assignment Report
Save |[[=] Motify

Process List | Server List

System is still processing... Click Refresh until both status
change.




& Accessing Your Teaching Assignments

COLLEGE
Favorites Main Menu ~ »  Cumiculum Management * > Instructor/Advisor Infformation ¥ >  Teaching Assignment Report » Process Monitor

s 10 access your report
Process List Server List PDF file:

View Process Request For

User ID|RRIOS Q. Type | v | [Last v 1| [Days M | Refresh |
Server Name G, Instance From Instance To
Run Status|  ~]| Distribution Status | ~| [ save On Refresh
Process List Personalize | Find | View All | (21| [ First (4) 10f1 (0 Last
Select Instance Seq. Process Type :;G:I':SS User Run Date/Time Run Status Ei:}:’:utinn Details
4701260 SQR Report Z5RR058 RRIOS  03/29/2023 5:55:57PM PDT Success Posted Details

G0 back to Teaching Assignment Report
Save |[[=] Motify

Your report is ready.




& Accessing Your Teaching Assignments

COLLEGE
Favorites ¥ Main Menu ¥ > Cumiculum Management ¥ > Instructor/Advisor Information > >  Teaching Assignment Report > Process Monitor

aad 10 access your report
Process List Server List PDF file:

View Process Request For

User ID|RRIOS Q  Type| v | [Last ~| 1| [Days ] | Refresh |
Server Name 2, Instance From Instance To
RunStatus| | Distribution Status | v| [ save On Refresh
Process List Personalize | Find | ViewAll | (| [  First (40 10f1 (b Last
Select Instance Seq. Process Type :;G:I':SS User Run Date/Time Run Status Ei:m:utinn Details
4701260 SQR Report ZSRR058 RRIOS  03/29/2023 5:55:57PM FDT Success Posted

Process Detail

G0 back to Teaching Assignment Report
Save ||[=] Motify

Process List | Server List

Click Details



D~ Accessing Your Teaching Assignments

COLLEGE
Favorites Main Menu Curriculum Management Instructor/Advisor Information Teaching Assignment Report Process Monitor

To access your report
PDF file: Process Detail

Process
Instance 4701260 Type SOQR Report
Name ZSRR053 Description Teaching Assignment Report
Run Status Success Distribution Status Posted
Run Update Process
Run Control ID RRIOS Hold Request
Location Server Queue Request
Server ESNT Cancel Request
Q Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 03/29/2023 556 22FM PDT Farameters Transfer
Run Anytime After 03/28/2023 55557FM PDT Message Log
Began Process At 03/29/2023 5:56:45FPM PDT Batch Timings
Ended Process At 03/29/2023 5:56:58FM PDT View Log/Trace
Index Page
| ©OK || Cancel |

Click View Log/ Trace



D~ Accessing Your Teaching Assignments

CERRITOS Continued

Favorites ¥ Main Menu ¥

Curriculum Management ™ »»  Instructor/Advisor Information ~ Teaching Assignment Report » Process Monitor

Cerritos College 22 To access your rep()l't
View Log/Trace PDF file:

Report
Report ID 3394343 Process Instance 4701260
Name ZSRR058 Process Type S0OR Report

Run Status Success

Teaching Assignment Report
Distribution Details

Distribution Node psrpt Expiration Date 08/27/2023
File List
Name File Size (bytes) Datetime Created
SQAR_ZSRR058_4701260.1o0g 1,764

03/29/2023 5:56:59.087000FM PDT

Z3RR058_4701260 PDF 5,436 03/29/2023 5:56:59.087000FPM PDT
ZSRR058_47012604 982 03/29/2023 5:56:59.087000FM PDT
Distribute To
Distribution 1D Type *Distribution 1D
User RRIOS

Return

Click the file ending in .PDF



D~ Accessing Your Teaching Assignments

CERRITOS Continued

Your PDF will open in a new window on your browser.

[ @ Process Monitor _4701260.PDF

planct il Imported From IE [} P Class Links * YouTube VED - dilhostex.. Copywriter (All Lev... @ 2913 N Ontario St 906 Nc ke Stre.. 101 E Linden Avenu...

I ZsRRoss_a701260 Q £ B & O Openindesktopapp - Signin
x =]
Welcome To Acrobat n ]
. ZSRRO58sqr  Page No. | . Cerritos College RunDate 03/20/2023  17:56:45
Sign in to your Adobe account to use @ Teac]ung AsslgnmenlfWor load Re]ml'( oo
PDF tools online. “ Staff: Seanuglynn Term: 2023 Spring
Files you work with online a Emplid:  101146: * Confidential * Acad Group:  Business Division
N P & Address: 9213 Chaney Avenue Class: Part (EQP,ADJ)
Adobe cloud storage for quic om ‘ CitySiZip:  Downey, CA 00240 Phone Wi: 2701 Hm:
anywhere
< Assign Contact RG OL RG OL Pay
Course Class# Comp Type Start/End Date Start/End Time Days Room PayHs WL WL FIE% FIE%  Hous LE Session
BCOT 62 21346 LEC LEC 01/09-02/16 TBA ONLINE  18.00 3.00 6.67 18.00 6 Week A
62 21347 LAB LAB 01/09-02/16 TBA ONLINE  9.00 1.50 2.5 9.00 6 Week A
96 29114 LEC LEC 01/09-03/10 TBA ONLINE  27.00 3.00 10 27.00 9 Week A
96 29115 LAB LAB 01/09-03/10 TBA ONLINE  18.00 2.00 5 18.00 9 Week A
CONVERT 155 31920 LEC LEC 01/30-05/19 TBA ONLINE 5400  3.60 20 54.00 15 Week B
155 31930 LAB LAB 01/30-0519 TBA ONLINE  36.00 2.40 10 36.00 15 Week B
5 poF o Word BCOT Sub Total 16200 1550000 5417 0.00 162.00
@ PDFto JPG Term Total 162.00 1550 0.00 54.17 0.00 162.00
3) PDF to Excel
31 PDFto PPT
/) Convertto PDF
EDIT
[ Reorder pages
[ Rotate pages 1
[‘; Delete pages 1
[% Splita PDF
e T 4650 T
K 2 46.50 B 2.
Fill & Siy (=)
4 & L 3. _33.00 A 3. C
S
25 Request e-signatures 4 18.00 n B
A
5 18.00 5.
MORE
&
i Compress a PDF Instructor Sig Dean Signature: a

E‘;ﬁ Combine files -



N\

CERRITOS
COLLEGE

Accessing Your Teaching Assignments

Continued

Favorites Main Menu

Cerritos College

o return to the Teaching Assignment search page:

Curriculum Management InstructorfAdvisor Information Process Monitor Favorites Main Menu

Cerritos College

Curriculum Management InstructorfAdvisor Information

Teaching Assignment Report Process Monitor

CS92PRD CS92PRD

Favorites Main Menu Curriculum Management InstructorfAdvisor Information Teaching Assignment Report Process Monitor

View Log/Trace

Report
Report ID 3394343
Name ZSRRO5%

Run Status Success

Teaching Assignment Report
Distribution Details
Distribution Node pspt
File List
Name
SQR_ZSRR058_4701260.log
{ZSRRUSE 4707260 PDF
ZSRRO58_4701260.0ut
Distribute To
Distribution ID Type

User

Return

Process Detail

Process

Process Instance 4701260 Message Log Instance 4701260 Type SOR Report

Process Type SQR Report Name ZSRRO058 Description Teaching Assignment Report

Run Status Success Distribution Status Posted
Run Update Process

Hold Request
Queue Request

Expiration Date |06/27/2023

Server PSNT Cancel Request
O Delete Request
File Size (bytes) Datetime Created Recurence Re-send Content Restart Request
1,764 03/28/2023 5:56:59.087000PM PDT Toiis Actions
5436 03/29/2023 5:56:59.087000PM PDT
982 03/20/2023 5:56:59.087000PM PDT Request Created On 03/20/2023 5:56:22PM PDT Parameters Transter

Run Anytime After 03/28/2023 5:55:57PM PDT Message Log

*Distribution ID
RRIOS

Began Process At 03/20/2023 5:56:45PM PDT Batch Timings

Ended Process At 03/29/2023 5:56:59PM PDT View Togrirac

ok || cancel |

ick Return I Click OK

CS92PRD

Cerritos Colleg

Process List Server List

View Process Request For

UserD[RRIGS @ Type | < [ i [ Rewesn |
Server Name Q. Instance From Instance To
Runstaws[___ | status ___ v] [JSave OnRefresh
Process List Personalize | Find | ViewAll | &1 | [l First (4 10of1 (») Last
Select Instance  Seq. Process Type Teocess  user Run Date/Time Runstaws  gaouton Details
4701260 SQR Report ZSRR058 RRIOS  03/29/2023 5:55:57PM PDT Success Posted Detaiig

Go back to Teaching Assignment Report

] Go back to previous page

Process List | Servelilkt

Click Go back to
Teaching

Assignment Report
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CERRITOS Continued

Main Menu Curriculum Management Instructor/Advisor Information Teaching A nment Report

Add Teachi
e ac lng D Teaching Assignment Report
D Maintain Schedule of Classes
o D Instructor Term Workload
Assignment Report to | & ==
D Course Attributes
F ® ° My Favorites Report Manager Process Monitor Run
your avorites: & oot oo o
E  Edit Favorites
D Class Event Table
D Class Schedule Extract te Excel File (All Instructors)
D Combined Sections Table ay Audit rikload Hours
D Course Attributes
D Course Catalog
[E  Faciity Table
D Instructor Term Workload
D Instructor/Advisor Table
D Maintain Schedule of Classes
D Print Class Schedule
D Schedule New Course
D Teaching Assignment Report T B, Add Update/Dispiay

Click Favorites



s Accessing Your Teaching Assignments

CERRITOS Continued

Add Te aching Cerritos College CS92PRD
° | Teachnig Assignment Report |

Assignment Report to

your Favorites:

Run Control ID RRIOS Report Manager  Process Monitor Run

| Run Control Parameters ]

Term: [1233 @, 2023 Spring O Create Excel CSV File (All Instructors)

[ Display Audit Workload Hours
| Choose Instructor

® Al Instructors O Single Instructor

| Choose Academic Group (Division) | Add to Favorites

Please Enter a Unigue Description for this Favorite
Oan Groups ® Single Group Q

*Description _ﬂ'eaching Assignment Report

:

Click OK

|E/save |[E RetumtoSearch || Notity |2 Refresh | Add |[ A UpdateiDisplay |

| cancel |




:'  Human Resources
=/

* Personal information on the Teaching
CERRITOS Assignments such as name, address, phone

COLLEGE

numbers, etc.
« Employment Status (especially if the

1/ 77

Teaching Assignment has “n/a” where
“Full” or “Part” should be

 Academic Affairs

Conla(:ls * Teaching Assignments

Hour Calculations

_ * Schedule Changes
Contact the following * Release Time
offices ior assistance or ) Deadlmes:
iniormation * Payroll Office

 Pay check deadlines
* Hours into pay

o IT (Cc Dean of Academic Affairs)
* PeopleSoft CS access
* System troubleshooting
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