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FACULTY WORKLOAD IN BANNER
Purpose

Today we learn how to enter faculty assignment using two Banner 
forms and a Cognos report

Deliverable: Streamline reporting by automating a substantial portion of 
the data entry process as well as use a standardized Cognos report for 
Deans and VCAA
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FACULTY WORKLOAD PROCESS 

The Tools

1. If you haven’t already logged into Banner 9 and Cognos, please do so now.
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FACULTY WORKLOAD PROCESS 
The Process

1. Check or enter a workload value for instructional assignments (if any)

2. Enter a workload value for non-instructional assignments (if any)
Note: Non-Teaching Activities entered into workload reports should be for work where there is a formal agreement that a faculty 

member’s FTE has been devoted to a certain task/administrative role.

3. Check workload credit and FTE totals

- Using Banner 9 and/or Cognos based Faculty Workload Report
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FACULTY WORKLOAD PROCESS 

The Process

Step 1

1. Enter instructional activities on SIAASGN – Faculty Assignment Form

1. In Banner 9, select the Faculty Assignment [SIAASGN] form, fifth from the bottom
2. OR, type SIAASGN in the Go To Box and press Enter.
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FACULTY WORKLOAD PROCESS 

The Process

1. Faculty Instructional Assignment – SIAASGN
1. To assign workload to teaching assignments, enter instructor’s ID number and select the term, and then 

press ENTER.
2. If the instructor is teaching a course section in the selected term, the course section information will 

automatically be loaded from the SSASECT form.
2. Default Workload – How it was assigned and how to change it.
3. Cross-listed courses
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FACULTY WORKLOAD PROCESS 
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FACULTY WORKLOAD PROCESS 

The Process

Step 1

Let’s take time to practice what we just learned.

I need a volunteer to help me illustrate how to enter data on section records.
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FACULTY WORKLOAD PROCESS 
The Process

Step 2

1. Faculty Non-Instructional Assignment Form
1. To open the non-instructional form, go to Options on top of the screen and select Faculty Non-

Instruct Assignment. 
2. All non-instructional assignments should be reflected on this form. 
3. Be sure to only complete the following fields:

1. Workload
2. College
3. Department
4. Assignment Type
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FACULTY WORKLOAD PROCESS 
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FACULTY WORKLOAD PROCESS 
Assignment Types
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FACULTY WORKLOAD PROCESS 
Step 3

1. Faculty Workload Summary
1. Once both the instructional and non-instructional forms have been completed, go to Options and Faculty Workload Summary.
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FACULTY WORKLOAD PROCESS 

Step 3

Let’s take time to practice what we just learned
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FACULTY WORKLOAD PROCESS 
Step 3

1. Cognos report
1. This report can be used for real-time certification of your FTE loading.
2. Use this report to distribute to Deans and VC of Academic Affairs for workload 

reporting.
2. To access to the report in Cognos go to:

1. PFW Shared Reports -> Faculty Load -> Faculty Workload Report
3. Report Export Format

1. HTML
2. Excel formatted (same format as presented on the screen but as a XLSX 

document)
3. Excel data (extracts raw data)
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FACULTY WORKLOAD PROCESS 
Step 3

Let’s bring all of these steps together using any departmental reports 
that brought with you today.

Let’s continue with the previous example….
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FACULTY WORKLOAD PROCESS 

Questions
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