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How to Assign Yourself a Password
After you Receive Your RACF User ID

After you have been notified that you have been given a RACF User ID, the first time you log on to ASTRA or any other
application under CICS, you will be asked to assign yourself a RACF Password. This is a process which has to be done the
first time you log on, and periodically you will be asked by the system to change your password. The instructions below will
describe what you must do.

When you get to the mainframe, you will see a screen like the one shown below.

w1 KENDALL - 1/ - Distinct IntelliTerm
File Edit Transfer Fonts Options Macro  Wiew  Window  Help

= | Profiles: |RqRH KENDALL - MYSK.MDCC EDU

Miami Dade College (MDC) 2/05 1.5.8 Communications HNetwork
11811 SW 184 St, Miami, FL 33176

Help Desk 385-237-2585
Passwords must be from six to eight characters long
Press the ENTER key to Continue ... or press the PF3 key to Exit

1 Sess-1 147.78.4.2 TCPB2925

Press the ENTER key to continue.



1 KEMDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts

Options  Macro  Wiew  Window Help

& | Profiles: |BEEED KENDALL - MySK.MDCC EDU
KLGLGOMA Entry Ualidation
Date: B2/25/85
Time: 12:42:38

System: MDC

Device: TCPBR92S
Identification:

Change Password 2 N (¥ or N}

Additional Information:
Group

Bul letins:

ENTER USERID
Enter F1=Help

1 Sess-1 147.78.4.2 TCPB2925

Next to the field titled Userid, enter your new 5 position RACF User ID (SUABC) and press the TAB key.

This will place you cursor next to the field titled Password. Enter your new 5 position RACF User ID again and press the
ENTER key. You will now see a screen like the sample on the next page.



Assigning a Password

1 KEMDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Ophions Macro  VWiew Window Help

& | Profiles: |gEEFD KENDALL - MySK.MDCC EDU

KLGNP WD Change Password
Type in your new password twice, and press ENTER.

Enter new password
Uerify new password

Command ===
Enter Fi=Help F3=Exit Fi12=Cancel

1 Sess-1 147.78.4.2 TCPB2925

The cursor will be sitting next to the instruction that says: Enter new password ..... Enter your password again, then pres the
TAB key to go to the next field. The cursor will now be sitting next to the instruction that says: Verify new password
Retype the new password again, then press the ENTER key

You have now assigned yourself a new password. From now on, when you log on to view, you will log on as described on the
next page.



How to Log-on to ASTRA

In order to access the ASTRA Menu, you must log on to the Collegewide production system.

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

= || Profiles: |Fa JEEET KEMDALL - My SK.MDCC EDU

Miami Dade College {MDC) 2/0S 1.5.8 Communications HWetwork
11811 SW 184 St, Miami, FL 33176

M MMMMMMMMMMM  MMMM

MM MMMMMMMMHMM ~ MHMMMMHM

MMH MMMHMMMMHH MMMMMMMHH
MMMH MMMMMMMM MMMMMMMMMM
MMMHHM MMMHMMMM MMMMMMMHMMM
MMMMMM MMMMMM MMMMMMMHMMM
MMMMMMM MMMMM MMMMMMMHMMM
MMHMMMMH MMMH MMHMMMHMHMMM
MMMMMMMMH MMM MMMMMMMHM
MMMMMMMHMHM MM MMMMMMM
MMMMMMMHHMMM M MMMH

Help Desk 385-237-2585
Passwords must be from six to eight characters long
Press the EWNTER key to Continue ... or press the PF3 key to Exit

1 Sess-1 147.78.4.2 TCPB2925

Press the ENTER key to continue.

w1 KENDALL - 1/ - Distinct IntelliTerm
File Edit Transfer Fonts Options Macro  VWiew Window Help

= | Profiles: | BRI KENDALL - MVSK.MDCC EDU

KLGLGON1 ——— Entry Ualidation

Date: 82785785 system: MDC

Time: 12:42:38 Device: TCPBA292S
Identification:

Change Password 2 N (Y or N)

Additional Information:
Group

Bulletins:

EMTER USERID
Enter F1=Help F3=Exit
1 Sess5-1 147 .78._4._¢2 TCPAZ925

The cursor will be resting next to the field titled Userid, you will type in your 5 character User ID and press the TAB key one
time. This will bring the cursor to the field titled Password where you will type in the Password (when you type this password it
will not display what you are typing) and press the ENTER key again. You will now see the Miami Dade College Production

Systems menu which looks like the screen below.



1 KEMDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Ophions Macro  VWiew Window Help

& | Profiles: |gEEFD KENDALL - MySK.MDCC EDU

Actions Options Commands Features Help
KLSUSEL1 CL/SUPERSESSION Main Menu
Select sessions with a "S" or a "/" for a list of action codes.
Session ID ipti Status

TS0 Auto Logon

TS0 User Logon 2

TS0 User Logon 3
REPORTS TRMS Online Report System
PROD MDC Odyssey Production
ASTRA MDC Astra Production
DEU1 Odyssey Training & Development 1
DEUZ Odyssey Training & Development 2
CICH Neon Programmer Development
SHADOW MDC Legacy Production

Command === MDC/TCPB2O2S
Enter F1=Help F3=Exit F5=Refresh F9=Retrieve F18=fAction

1 Sess-1 147.78.4.2 TCPB2925

w1 KENDALL - 1/ - Distinct IntelliTerm
File Edit Transfer Fonts Options Macro  VWiew Window Help

= | Profiles: | BRI KENDALL - MVSK.MDCC EDU
MDCCMEMU *x%%% Miami Dade College *xxxx
Feb 25,85 - Production Systems -

ASTRA/Odyssey

Agency Accounts Receivable System
ASTRA - 1997 Viewing Only

Budget Amendment System

Bursar Authorization

Decision Support System

FUNd%

Prior Term{s) Reprints

Faculty Transcripts

General Ledger Views

Account Humber Conversion Main Menu
Odyssey System

Student Financial Records System

Code:

Direct command..

Enter-PF1---PF2-—-PF3-—-PF4-—-PF5——--PF6——-PF7¥---PF8---PF9---PF18--PF11--PF12---
help retrn quit flip bkurd Fru-d main

Position cursor or ENTER screen value to select

KAl 1 Sess-1 147 .78.4.2 TCPAR92S § 28/8

Type AO in the Code field for the function needed and then press ENTER



Important Keys for the ASTRA System

TAB key Use this key to move from field to field within a screen.

**PEF2=F2 Return to the previous screen.

PF3=F3 Use this key to quit (to leave the ASTRA SYSTEM). Press the PF3 key to get out of any screen.
PF4 =F4 Totals

PF5=F5 Flips (tasks or courses)

PF6 = F6 Flips (tasks or courses)

PF7 = F7 Scrolls backward

PF8 =F8 Scrolls forward

PF9 = F9 Print

PF10 = F10 Confirm

PF11 = F11 Right

PF12 = F12 Returns to ASTRA main menu

SOFF Log off

Double shift Shifts to mainframe

Right Alt Reset

Pause Clear

Shift F10 Go to MAI screen

*NOTE** PC's usually do not have a PF2 or PF3 key. Sometimes the PF2 key on a PC is a combination of

keys such as the ALT + 2 or ALT + F2, or for PF3 key would be ALT + 3 or ALT + F3. If you do not
know what the PF2 or PF3 key is on your PC, contact your network administrator.



ASTRA Main Menu Access

w1 KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts Oplions Macro  VWiew Window  Help

& Profiles: |ByjjiEEED KENDALL - MySK.MDCC EDU

ASTA1PHE1 *xxkxx¥ ¥ ¥ ¥ A S THRA * X X NEEEN
Jul 19,86 - ASTEA MAIN MEWU -
AST Production

Code System/Function/Explanation

Courses and Tasks Assignments

Overload Designations & Distribution
Display All Files {Except Bank Point)
Overload / Point Bank Activity

Astra Coordinators (Restricted)

Payroll Roster (Absent & Substitutions)
Part-time point Distribution

Payroll Activity (Restricted Transaction)
Reports {Hard Copy}

Download Data Facility

System Functions (Restricted Transaction)
Help (PF1 finds Emp-id by MNAME )
Terminate

Enter-PF1---PF2-—-PF3---PF4---PF5---PF6-—-PF7—--PF8---PF9---PF18--PF11--PF12---
retrn quit main

A 1 Sess-1 147 .78 .27 .147 TCPAA339 § 28/18

The on-line ASTRA System contains 11 major functions as broken down on the ASTRA Main Menu shown above. Notice the
Codes listed on the left side of the menu. Next to each code is the explanation for that code. Each function is broken further
down into a Sub Menu screen. To select a function from the ASTRA Main Menu, type the code in the Code field for the
function needed and then press ENTER. For example, if you selected the code AS for Courses and Task Assignments, a Sub
Menu screen titled ASSIGNMENT MENU will pop up that lists all of the functions available under Courses and Task
Assignments. (See page 11)



How to Access On-Line ASTRA Main Menu

w1 KENDALL - 1/ - Distinct IntelliTerm
File Edit Transfer Fonts Options Macro  Wiew  Window  Help

i ]

& | Profiles: |iEEET KENDALL - MYSK.MDCC EDLU

MDCCHENU =xx%% Miami Dade College s=sssx
Apr 11,85 - Production Systems -

ASTRA/O0dyssey

Agency Accounts Receivable System
ASTRA - 1997 Viewing Only

Budget Amendment System

Bursar Authorization

Decision Support System

FUNd$

Prior Term(s) Reprints

Faculty Transcripts

General Ledger Vieuws

ficcount Mumber Conversion Main Menu
Odyssey System

Student Financial Records System

Code:
Direct command...:
Enter-PF1---PF2-—-PF3---PF4-——PF5-—-PF6-—-PF7—-—-PF8---PF9-—-PF18--PF11--PF12-—-

help retrn quit flip bkurd fru-d main
Position cursor or ENTER screen value to select
4{A 1 Sess-1 147 .78.4.2 TCPAAGA4 § 28/8

On the left side of the menu is a list of Codes and next to each code is the explanation for that code. To select ASTRA Main
Menu, type on the Code field the Code letters AT, for Assignment, Tracking, Payment & Accounting and then press ENTER.
You will now be taken to the ASTRA Main Menu.



How to Use the ASTRA Sub Menus

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

& | Profiles: | SRR KENDALL - MySK.MDCC EDL
ASTAPHEE *xx%3%% % ¥ * A S TRA % ¥ ¥ ERNIENE
Apr 11,85 - ASSIGHMENT MENU - 89:43 AM

Code System/Functions/Explanation -EMPL- -%¥/T- QUAL-1 CHMP/REF

Add Courses {(Qual-1)
fAdd Courses (Employee})
Change Courses Points {Empl}
Delete Courses (Employee)
Team Teaching Assignments
Change Instructor of Record
Add Comment Records
Change Comment Records
Add Mew Tasks
Change Task Points/Descr.
Delete Task
Restore Discontinued Assg
Assignment by Qual-1
Code: R = Required
EMP-ID : YEAR/TERM: quaL-1: CHMP/REF :

Enter-PF1---PF2-—-PF3---PF4-—-PF5-—-PF6---PF7-—-PF8---PF9---PF18--PF11--PF12-—
help retrn main

4[| 1 Sess-1 147.78.4.2 TCPBAGA4 § 19/18

Above is a sample of what one of the ASTRA sub menus looks like. Once you make a selection from the ASTRA Main Menu
(see page 9 of this guide), you will be taken to a sub menu like the one above where you can make a selection depending on
what you want to do in the system.

Please notice in the example that to the right of each menu choice is a table which contains the letter 'R’ in different fields. This
table is designed to help you know what fields on the bottom of the screen must be filled in before you hit enter and go to the
selected screen. An 'R’ under a certain field means that you are "required" to fill in the information in that field on the bottom of
the menu in order to get to the selected screen. For example, to work with the screen that lets you add courses to faculty
members within a department the AD Add Courses (Department) screen there is an 'R' under the YY/T (year/term) column and
an 'R' under the DEPT (department) column which means that on the bottom of the screen you must put a 7 position
department/account number in the field that says ACCOUNT: and a 5 position year/term in the field labeled YEAR/TERM, ie:
19941 (if the year/term is different than the default year/term already in the field).

Below is a list of the fields on the bottom of the screen and what each one means:

Code This is the 2 position code listed to the left of System/Function/Explanation. If, for example, you want to
work on the Add Courses by (Department) screen, you would enter AD in the code field.

YEAR/TERM The year/term is a 5 position field, made up of a 4 position year, ie: 1994, plus the number 1-4 indicating
which term in that year to work with, ie: 19941. Note: You may access the current term as well as all
previous terms in the current year, all 4 terms from the previous year, plus future terms in the current year.

ACCOUNT This field requires a 7 position account/department code, ie: 1543AD1, for the department you are working
on.
CMP/REF This field requires the 8 position campus/reference number which is comprised of the 3 position campus

number and the 5 position course reference number. ie: 20001286, where 200 = Kendall Campus and
01286 is the 5 position course reference number.

10



AS: Assignment Menu
ASTRA Assignment Menu Access

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

ASTAPHEE *xx%3%% % ¥ * A S TRA % ¥ ¥ ERNIENE
Apr 11,85 - ASSIGNMENT MENU - 89:42 AM

Code System/Functions/Explanation -EMPL- -%¥/T- QUAL-1 CHMP/REF

Add Courses {(Qual-1)
fAdd Courses (Employee})
Change Courses Points {Empl}
Delete Courses (Employee)
Team Teaching Assignments
Change Instructor of Record
Add Comment Records
Change Comment Records
Add Mew Tasks
Change Task Points/Descr.
Delete Task
Restore Discontinued Assg
Assignment by Qual-1
Code: R = Required
EMP-ID : YEAR/TERM: quaL-1: CHMP/REF :

Enter-PF1---PF2-—-PF3---PF4-—-PF5-—-PF6---PF7-—-PF8---PF9---PF18--PF11--PF12-—
help retrn main

4[| 1 Sess-1 147.78.4.2 TCPBAGA4 § 19/18

To work on Courses and Tasks Assignments, type AS on the code line of the ASTRA Main Menu and press the ENTER key,
this brings up the ASSIGNMENT MENU screen like the sample above. From this menu choose any of the functions to update
data concerning a faculty member's Courses and Task Assignments.

On the Following pages of this guide is an explanation of each of the menu choices above. See the table of contents to find
the specific page numbers.

11



AD: Add Courses (Qual-1)
Course Assignments by Qual-1

®d KENDALL - 1 - Distinct IntelliTerm

File  Edit

i |

=

Transfer Fonts Options Macro  View Window Help

Profiles: | EEED KENDALL - MYSK, MDCC EDU

AST1HMABA = %% A3STRA *= % * ASTIFABA
Apr 11,85 Course Assignments by Qual-1 16:49 AM

Qual-1: HWi7281 AA-PSYCHOLOGY-STDNT SERU Year/Term: 28844
Spc Assg. Crse Tm.
Course Course Title Pnts Pnts Tch

287113 5LS1125 STUD SUPPORT SEMINAR

287117 SL51585 COLL SURUIVAL SKILLS

315888 SLS1585 COLL SURUIVAL SKILLS

322356 SLS1585 COLL SURUIVAL SKILLS

*#% End of Account ==

Qual-1: Wi17281 Mext Reference 114 322356

Enter-PF1---PF2---PF3---PF4-—-PF5---PF6---PF7-—-PF8-—-PF9--—-PF18--PF11--PF12-—-

s

help retrn bkwrd frurd main

1 Sess-1 147.78.4.2 TCPBAGAA 8/53

To work on Course Assignments by Qual you would type AD on the code line of the Assignment Menu and press the ENTER
key. Above is a sample of what the Course Assignments by Qual screen looks like. Use this screen to enter new term

assignments for ma
available, unassigne

ny different faculty members teaching within a specific department. This screen will have listed on it all
d courses within the selected department.

Listed below is an explanation of some of the fields on this screen.

Emp. Id

Assgn Pnts

Team Tch.

Qual

Next Reference

In this field enter the faculty members 9 digit social security number. If the same faculty member is
teaching courses that are listed consecutively on the screen, you need only code the social security
number on the first course, and then enter an S (for same) in the employee id field right below that faculty
member's first assignment and any other consecutive course.

In this field enter the amount of points to assign the faculty member if different than the default amount.

If this course is being team taught, enter the social security number of one of the instructors teaching the
course in the field titted Emp. Id and then press the TAB key until your cursor is sitting at the Team Tch.
field. In this field type an 'X'. This automatically generates a comment to this instructor's record saying that
he/she is team teaching. To enter the other instructors who are teaching this course, choose the Team
Teaching Assignments screen (See page 16 and 17).

When finished entering assignments in the current account to begin entering assignments for another
qual, enter the new qual (a 6 position qual) in this field and press ENTER You will then be taken to a
screen which shows you the available unassigned courses for the new qual.

This field contains the first unassigned reference number on the next screen.

12



AE: Add Courses (Employee)
Course Assignments by Employee

®d KEMDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Ophions Macro  Wiew Window Help

& | Profiles: R KENDALL - MySK.MDCC EDU
AST1MABE *x % ASTRA == = AST1PABE
Apr 11,085 Course Assignments By Employee 10:51 AH

Employee Id: A12345678 DOE, JANE Home Qual-1: DG63264
Active RPAS: N1722B 52181 N14882 52181 Total Points: 12.68
N1722D 52181 N17281 52181

Team
Cmps Ref# Code Course Points Teach Record

N1722b
n14882

Employee: Year/Term: 26804 2

Enter-PF1---PF2---PF3-—-PF4——-PF5---PF6-—-PF7---PF8-——PF9——-PF18--PF11--PF12-—-
help retrn bkwrd frwrd main

4[| 1 Sess-1 147.78.4.2 TCPBAGA4 # 12755

To work on Course Assignments by Employee, type AE on the code line of the Assignment Menu and press the ENTER key.
Above is a sample of what the Course Assignments by Employee screen looks like. This is the screen to use when you are
entering new term assignments for a single, specific instructor. Enter the campus, and reference number of the course(s) to
assign to the specific instructor.

Listed below is an explanation of some of the fields on this screen.

Active RPA’s At the top of the screen you will see a field called Active RPA's in which all assignments (Qual & GL
code) on the Human Resources data base for that instructor are listed. An RPA is required for all
assignments within each respective qual. If an RPA is needed, a window will pop up, like the
sample on the next page, asking if you want an RPA printed for the instructor's assignment. The
RPA will be printed on the local printer or a designated network printer.

Cmps In this field you will enter the 3 position campus number for this course. (example:100 - North, 200
- Kendall, 300 - New World Center 400 - Medical, 500 - Homestead.)

Note - There are many different campus codes other than the ones listed above, please check the
Course Assignments Data Entry Sheet to ensure that you have the correct one.

Ref# In this field you will enter the 6 position course reference number for the course to assign. When
you have entered this number, your cursor will automatically skip to the field labeled Assgn Points.
The system will fill in the Account, GL Code, and Course name.

Assgn Points In this field you will enter the amount of points to assign the faculty member for the course if
different than the default amount. (eg. xx.xx)

Team Tch. If this course is being taught by additional instructors, type an 'X' in this field. This automatically
generates a comment to this instructor's record saying that he/she is team teaching. Choose the
Team Teaching Assignments screen (see page 16 and 17) to enter the other instructors who make
up the team.

Instr Record If the instructor entered is team teaching and he/she will be the "instructor of record”, meaning that

his/her name will appear on any document containing information about the class, ie: class rolls,
type a 'X"in this field.

13



CP: Change Courses Points (Empl)
Change Course Points

w1 KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts Options Macro  View ‘Window Help

i |

& | Profiles: |EeiEEET KENDALL - MySK.MDCC.EDU

ASTIMCEA *=** ASTRA = = = ASTIPCE1
Apr 11,85 Change Course Points

Employee Id: A12-34-5678 Total Points: 12.088
Employee MName: DOE, JANE Overload Points:
Home Qual-1: D63204 Parttime Points: A12.8@

New
Term Cmp Ref# Quali-1 Code Course Id Points Points

£a84-2 188 276695 N17281 52181 SLS1125 STUD SUPPORT SEMINAR 12.84

Employee: A12345678 Year/Term: 2884 2

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7¥---PF8---PF9---PF18--PF11--PF12-—-
retrn bkurd frurd main

ad 1 Sess-1  147.70.4.7 TCPOO604 ug 11777

To work on Change Course Points, type CP on the code line of the Assignment Menu and press the ENTER key. Above is a
sample of what the Change Course Points screen looks like. This is the screen to use in order to change an instructors
assigned course points. This screen will have listed on it all courses assigned to the instructor you have requested for the term
that you have requested.

Listed below is an explanation of some of the fields you will encounter on this screen.

New Points Enter the number of points to assign the instructor, if they are different than the amount of points
already assigned. You do not have to enter the decimal point if the amount of points ends in 00. For
example, enter 12 instead of 12.00. Press the TAB key to move the cursor to the course that needs
a change. When finished with all of the changes, press the ENTER key.

Employee After making the changes to the points assigned, you may select another instructor by entering the
next instructor number (MDID number) in this field.
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DC: Delete Courses (Employee)

Delete Courses

wd KENDALL - 1 - Distinct IntelliTerm

File Edit Transfer Fonts Options

Macro  Wiew Window Help

]

ASTAMCA
Apr 11,085

Employee Id: A12-34-5678

Employee Mame: DOE, JANE
Home Qual-1: DG3za4g

Term Cmp Ref#t Quai-1

£884-2 108 276695 Ni7281

Employee: A12345678

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

* % * A S THRA E I
Change Course Points

ASTIPCA1
10:55 AM

Total Points: 12.88
Overload Points:
Parttime Points:

Code Course Id Points Foints

52181 SL31125 STUD SUPPORT SEMINAR 12.88

Year/Term: 2884 g2

Enter-PF1---PF2---PF3---PF4-—-PF5-—-PF6--—-PF7---PF8-—-PF9-—-PF18--PF11--PF12---

retrn

/Al 1 Sess-1

bkwrd Fruwed main

147.78.4.2 TCPBAGA4 #g 11777

To work on Delete Courses, type DC on the code line of the Assignment Menu and press the ENTER key. Above is a sample
of what the Delete Courses screen looks like. This is the screen to use to delete a course or courses from an instructor's

assigned course schedule.

Listed below is an explanation of the fields and error messages you will encounter on this screen:

Del The cursor will rest at this Delete field. Type a D next to the course(s) to delete, then press ENTER. A
message will appear at the bottom of the screen that says "Course(s) has been successfully deleted". The
cursor skips down to the next available field, where you may enter another employee id number and
proceed to the next instructor.

ERROR MESSAGES

Employee
not found
Action

The employee number (MDID) which you have entered is not in the ASTRA file.

After you receive this message, press ENTER and reenter the correct
employee MDID, or make sure that the instructor is an active employee. The
ASTRA file is updated nightly, so if it is a new employee, he/she may not be on
the ASTRA file until the next day.

15



TT: Team Teaching Assignhments
Team Teaching Assignments

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

AST1MABI *# * * A ISTRA = = = AST1PABS
Apr 11,85 Team Teaching Assigments 11:84 AH

SLS1585 COLL SURUIUAL SKILLS Employee Instructor Name Points I/R
N17281 AA-PSYCHOLOGY-STDNT SERU

Course Points 4.08
Total Assigned

Year/Term Begin 2aa4a 14
Year/Term End 26884 4
Start Date 2805-86-28
End Date 2865-a7-29

Instructor Count:

Year/Term 2884 4 Campus: 114 Refer #: 322356

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7-—-PF8---PF9---PF18—--PF11--PF12---
help retrn bkwrd frued main
Enter Employee Id & Points at next available entr
1 Sess5-1 147 .70.4.2 TCPAdGa4

To work on Team Teaching Assignments, type TT on the code line of the Assignment Menu and press the ENTER key.
Above is a sample of what the Team Teaching Assignments screen looks like. This is the screen to use when you are
entering an additional instructor to team teach a course.

Listed below is an explanation of some of the fields you will encounter on this screen:

Employee In this field enter the 9 position MDID of the faculty member who is team teaching this course. The cursor
will skip to the next available field. The computer will automatically bring up the instructor's name after the
rest of the required data is entered.

Points In this field, enter the amount of points to assign for this team teacher. Once the team teachers points are
entered, press the TAB key until the cursor is sitting at the I/R field (Instructor of Record).

IIR In this field type an “X” in order to designate which instructor is the Instructor of Record for the course. Only
one faculty member will be the Instructor of Record on the class roll. Next press ENTER and the cursor will
skip to the field titled Year/Term. Press ENTER again to return to the Employee field, to make entries for
other instructors.

16



Note

When assigning Team Teachers' points for a Summer A/B course which spans 12 weeks, a Split
Spring/Summer window will pop up, like the sample below, to distribute the points for each professor. The
program will automatically split the assignment of points equally between Summer A/B terms (for example a
10 point course will pay 5 points in Summer A and 5 points in Summer B), unless designated otherwise.

w1 KENDALL - 1 - Distinct IntelliTerm

File Edit Transfer Fonts Options Macro  Wiew  Window  Help

i ]

& | Profiles: |iEEET KENDALL - MYSK.MDCC EDLU

AST1MAB3 * * * ASTRA = * =

Feb 83,86

MAC1185 COLLEGE ALGEBRA
W617A AA-MATHEMATICS

Course Points 12 .88
Total fAssigned

28as5 3
2@as 4
2086-A5-835
2886-87-28

Year/Term Begin
Year/Term End
Start Date

End Date

Instructor Count:

Year/Term 2885 3 Campus: 388

Team Teaching Assigments

Employee Instructor Mame
A12345678

Split Summer A/Summer B
A12345678 ' PRESA, ARTUROD

POINTS SMRRA SHRE
18.88 18.88

Refer #: 342781

ASTAFAB3
18:12 AN

Points I/R
18 "

Enter-PF1---PF2-—-PF3---PF4---PF5---PF6-—-PF7---PF8---PF9---PF18--PF11--PF12---

help retrn

bkuwrd Fruwrd

Enter Employee Id & Points at next available entr

1 Sess-1

147.78.27.147

17

TCPBASI1

main

# 13746



Cl: Change Instructor of Record
Change Instructor of Record

®d KEMDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Ophions Macro  Wiew Window Help

& | Profiles: R KENDALL - MySK.MDCC EDU

ASTAMCA3 =% ASTRA = = = ASTAPCAZ
Feb 88,06 Change Instructor of Record 18:15 AH

MMT 2814C NUGLEAR MED CGLIMNIC 2 Employee Instructor Mame Points I/R
M23814 AS-HLTH OCP-NUCL MED TECH{ DOE, JANE 18.68 C

DOE, JOHN 1._808 *
Course Points 62.8 DOE, JIM 8.60 C
Total Assigned 30.00

Year/Term Begin o2@as 2
Year/Term End

Start Date £aa6-81-04
End Date £en6-a4-28

Instructor Count: 3

Year/Term 2885 2 Campus: 488 Refer.$#: 333770

Enter-PF1---PF2-—-PF3---PF4--—PF5-——PF6-—-PF7—-—PF8---PF9-—-PF18—-PF11--PF12-—-
help retrn quit flip exprt bkurd frurd main
Place an *X® next to Instructor of record.
-ﬂm 1 Sess5-1 147 .78 .27 .147 TCPAA591 5778

To work on Change Instructor of Record, type ClI on the code line of the Assignment Menu and press the ENTER key. Above
is a sample of what the Change Instructor of Record screen looks like. This is the screen used to change the Instructor of
Record (I/R) for a course that is being team taught.

The instructor of record is the faculty member whose name will be the one to appear on all official system documents such as
class rolls.

To change the instructor of record, follow the instructions below:
IIR In this field place an 'X' beside the professor to be assigned as the Instructor of Record and then press ENTER. The

status of the instructor will change on the screen and a message will appear at the bottom of the screen stating "The
course has been successfully updated".

18



CO: Add Comment Records
Add Comment Records

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

aa/11/85 *# % ¥ ASTRA = * = 11:29:44
AST1MABY fAdd Comment Records AST1PABY

Employee: DOE, JANE A12345678 Term: 20842
Home Qual-1: D63284 HR DPERATIODNS
COMMENTS

This is a test comment

Employee: |A12345678  Year/Term: 28842

Enter-FF1---PF2---PF3---PF4-—-PF5---PFG6---PF7-—--PF8-—-PF9---PF18--PF11--PF12---
help retrn quit Item Hew Accts Optns Apprv Cnsld left right Cnurt

4[| 1 Sess-1 147.78.4.2 TCPBAGA4 8/29

To work on Add Comments Records, type CO on the code line of the Assignment Menu and press the ENTER key. Above is a
sample of what the Add Comments Record screen looks like. This is the screen used to enter comments about an instructor's
assignments. Note: Comments are automatically generated when an instructor is team teaching or his/her assignment points
are changed once they have been entered.

The comments are part of an instructor’s record, regardless of which qual made the comment entry.

The entire comment line may be filled up to 66 characters. Hit the ENTER key, before entering another employee number
and/or year/term.
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CC: Change Comment Records
Change Comment Records

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

a4a/11785 # ** ASTRA = = % 11:38:28
ASTIHMUR3 Change Comment Records ASTAPUZZ

Employee: DOE, JANE A12345678 | Term: 20842
Home Qual-1 : DG63284 HR DPERATIODNS
COMMENTS

1 THIS IS A TEST COMMENT

Employee: A12345678 Year/Term: 328042

Enter-FF1---PF2---PF3---PF4-—-PF5---PFG6---PF7-—--PF8-—-PF9---PF18--PF11--PF12---
help retrn quit Item Hew Accts Optns Apprv Cnsld left right Cnurt

4[| 1 Sess-1 147.78.4.2 TCPBAGA4 8/7

To work on Change Comment Record, type CC on the code line of the Assignment Menu and press the ENTER key. Above is
a sample of what the Change Comment Records screen looks like. This is the screen used when making changes to an
instructor's comments. Note: Comments which have been generated automatically by the system cannot be changed.

Comments are automatically generated by the system when an instructor is team teaching or when the points of an
employees’ assignment have been changed.

Hit the ENTER key before entering another employee MDID and/or year/term.
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NT: Add New Tasks
Add Task Assignments

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

AST1MABS * %% ASTRA = *x = ASTIPABS
Apr 11,085 fAdd Task Assignments 11:34 AM

Employee Id: A12345678 DOE, JANE Home Qual-1: DG632684

Active RPAS: WI722B 52181 N14882 52101 Total Points: A1Z.88
N1722D 52181 N17281 5211 Year/Term: 28842

Qual-1 Code Cat Ref Type Foints Description {(Max 48 Characters)

Types: *A* = Admin °*R’= Regular/Credit
Employee: A12345678 Year/Term: 2084 2

Enter-FF1---PF2---PF3---PF4-—-PF5---PFG6---PF7-—--PF8-—-PF9---PF18--PF11--PF12---
help retrn bkwrd frued main

4[| 1 Sess-1 147.78.4.2 TCPBAGA4 # 11732

To work on Add Task Assignments, type NT on the code line of the Assignment Menu and press the ENTER key. Above is a
sample of what the Add Task Assignments screen looks like. This is the screen used to add task assignments to individual
employees. On the top half of the screen, above the dotted line, the employee's active assignments (Quals & GL codes) and
total points assigned to the employee for the term.

Listed below is an explanation of some of the fields on the screen.

Qual 1 In this field enter the 6 position qual where the task is to be performed. Press the TAB key when you are
finished and the cursor will skip to the next appropriate field.

GL Code The cursor will skip over the GL code field, and automatically fill in the GL code that has been assigned to
that employee for that qual.

Cat This is the unique 2 position code which each task has been assigned. Choose the appropriate code for the
task being assigned and enter it into this field. (See page 76 for the list of task codes.)

Type There are two types of tasks, Administrative and Regular instructional tasks. Enter an A in this field if you
are assigning someone a non-instructional task. An administrative task carries the GL of 53100. For each
administrative task assigned in a new qual, an RPA must be submitted to HR. The system will display a
Request for RPA window automatically if you are assigning a new administrative task in a new qual. The
window will ask if you would like to print an RPA form? (Y/N): Type a Y and press ENTER. Fill out the RPA
and send it through proper channels. The RPA must be in the Personnel system before an employee will be
paid for the task. If this is not an administrative task, leave this field blank and press the TAB key to skip to
the next field.

Points In this field, enter the amount of points to be assigned to the employee for this task. When finished, press
the ENTER key. Select another employee by entering a new employee MDID in the Employee field at the
bottom of the screen, or press the PF2 key to return to the sub menu.

Description The system will display a task description. You may also type in up to a 40 character description.
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Note After entering all the data on the screen, press the ENTER key. A window will automatically pop up which
indicating the task category and the description for the category entered. Enter additional description
information by typing up to 19 additional characters. If you do not wish to add any additional description,
type a "." and press the ENTER key. If the description has already been entered, the window will not pop up.

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

ASTAMARS # % * ASTRA = % = ASTAPARS
Feb 08,06 fAdd Task Assignments 18:18 AH

Employee Id: A12345678 ! DOE, JANE Home Qual-1: W315F
Active RPAS: W1315F 52881 DAYB1¥ 531680 Total Points: GB.88

HM315F 52188 Year/Term: 20852
Qual-1 Code Cat Ref Type Foints Description {Max 48 Characters})

Enter additional description as required
and press ENTER

Employee: A12345678 Year/Term: 2885 2

Enter-FF1---PF2---PF3---PF4-—-PF5---PFG6---PF7-—--PF8-—-PF9---PF18--PF11--PF12---
help retrn bkwrd frued main

4[| 1 Sess-1 147 .78 .27.147 TCPBA591 15/47
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CT: Change Task Points/Descr.
Change Tasks

®d KEMDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Ophions Macro  Wiew Window Help

& | Profiles: R KENDALL - MySK.MDCC EDU

ASTIMCERZ ASTRA ASTAPCEZ
Apr 11,085 Change Tasks

Employee Id: A12-34-5678 Total Points: 12.88
Employee Mame: DOE, JANE Overload Points:

Home Qual-1: DG32R4 Parttime Points: 12.88

Qual-1 BG/L Trm Cat Sq Points Points Description

Employee: A12345678 Year/Term: 2864 2

Enter-PF1---PF2---PF3-—-PF4——-PF5---PF6-—-PF7---PF8-——PF9——-PF18--PF11--PF12-—-
help retrn bkwrd frwrd main

Mo Task Assignments Found
-ﬂﬁl 1 Sess-1 147 .70.4.2 TCPBAGA4 2as13

To work on Change Tasks, type CT on the code line of the Assignment Menu and press the ENTER key. Above is a sample of
what the Change Tasks screen looks like. Use this screen to change the points assigned to a specific employee's task(s).

This screen shows the specific employee's task assignment(s). Press the TAB key to move your cursor to the specific task(s)
to change. Enter the new points and press the ENTER key.
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DT: Delete Task
Delete Tasks

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

ASTAMDAZ ASTRA ASTAPDAZ
Apr 11,085 Delete Tasks 12:44 PH

Employee Id: A12-34-5678 Total Points: 12.88
Employee HWame: DOE, JANE Overload Points:
Home Qual-1: DG3284 Parttime Points:

Employee: A12345678 Year/Term: 2084 2

Enter-FF1---PF2---PF3---PF4-—-PF5---PFG6---PF7-—--PF8-—-PF9---PF18--PF11--PF12---
help retrn bkwrd frued main

Mo Assignments fFound
-ﬂﬁl 1 Sess-1 147 .78.4.2 TCPBAGAA £as13

To work on Delete Tasks, type DT on the code line of the Assignment Menu and press the ENTER key. Above is a sample of
what the Delete Task screen looks like. This is the screen used to delete a task assigned to a faculty member. This screen will
have listed on it all tasks assigned to an instructor for the term selected.

Listed below is an explanation of some of the fields on this screen:

Del In this field, place a D next to the task(s) to delete. Press the TAB key to move the cursor to the task to be
deleted. When finished enter D next to the task(s) to delete, press the ENTER key. A message will appear at
the bottom of the screen that says "Task has been successfully deleted".

Employee After the deletions are made, select another instructor or year term by entering the next instructor's MDID
number and/or year/term in these fields, and press the ENTER key.
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RA: Restore Discontinued Assg
Restore Discontinued Assighments

®d KEMDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Ophions Macro  Wiew Window Help

& | Profiles: R KENDALL - MySK.MDCC EDU

ASTI1MDB3 *=x % ASTRA === AST1PDB3
Apr 11,05 Restore Discontinued Assignments 12:45 PH

Employee Id: A12-34-5678 DOE, JANE Total Points: 12.88
Home Qual-1: DG632a4d Overload Points:
Place: *X" to restore assignment{s) to amount Part-time Points: 12.88
paid + released.
Cat/s xxxx Points s*xxx Date
Qual-1 G/L Cmp Ref#t TT Course Title/Desc Assg Rlse Paid Disc.

Employee: A12345678 Year/Term: 2864 2

Enter-PF1---PF2-—-PF3---PF4--—PF5-——PF6-—-PF7—-—PF8---PF9-—-PF18—-PF11--PF12-—-
help retrn quit flip exprt bkurd frurd main

Mo Discontinued Assignments found
-ﬂm 1 Sess-1 147 .78.4.2 TCFBB6A4 /13

To work on Restore Discontinued Assignments, type RA on the code line of the Assignment Menu. Above is a sample of what
the Restore Discontinued Assignments screen looks like.
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OL: Overload Designations & Distribution
ASTRA Overload Menu Access

w1 KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts Options Macro  Wiew Window  Help

= | Profiles: |EqERED KENDALL - MYSK.MDCC,EDU
ASTAPHAS *kxN® ¥ ¥ ¥ A S TR A * ® % *¥ExEEE
Jul 19,86 — OUERLOAD MEMU -
AST Production
Code System/Function/Explanation EMPL ¥Y¥/T CRSE

Designate 0/L By Employee Courses
Designate 0L By Course Reference
Designate 0/L By Tasks {(only)
Undesignate 0/L By Employee Assigns
Display Ovld Pnts {PAY) Distribution
Display Ovld Pnts {BAMK} Distributn.
Update Ould Pnts (PAY) Distribution
Update Ovld Pnts {BANK) Distribution
Help

Terminate

= Required
-EMPLOYEE- Optional
-YEAR/TRM-
-QUAL-1-
-CRSE ID -:
Enter-PF1---PF2---PF3---PF4-—-PF5——--PF6——--PF¥---PF8-—-PF9-—-PF18—-PF11--PF12——-
help retrn main

4| 1 Sess-1 147.78.27.147 TCPBA339 § 17/18

To work on Overload Designations & Distribution, type OL on the code line of the ASTRA Main Menu and press the ENTER
key, which would bring up the OVERLOAD MENU screen like the sample above. This menu will allow users to designate
courses and tasks as overload, undesignated overloads by employee assignments, display overload points for payment as
well as banked points and update overload points for payment and banking. The explanation of each of these menu choices
are on the following pages of this guide. Please refer to the table of contents for specific page numbers.
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OA: Designate O/L By Employee Courses
Overload Designation (Courses) By Employee Assignments

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

AST1MEA1 * * ¥ ASTRA = *x = ASTAFPBA1

Apr 11,85 Overload Designation {Courses) 12:48 PH
Total Points:
Employee Id: A12-34-5678 Ould Points:
Home Qual-1: Designated:
Place: ’B” for Banking, 'P’ for Payment, Bank Limit:
S’ for Split Bank/Payment. How in Grfther Bnk:
How in Regular Bnk:

Qual-1 GL-Cd Cmp Ref#t TT Title TmPts Bank Paymt Desig.

Employee: A12345678 Year/Term: 2864 2 Course Id:

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7-—-PF8---PF9---PF18—--PF11--PF12---
help retrn quit Task Dist bkuwrd frued main
Employee not Ful I-Time.
1 Sess-1 147 .78.4.¢2 TCPBOGA4

To work on Overload Designation (Courses) by Employee Assignments, type OA on the code line of the Overload Menu and
press the ENTER key. Above is a sample of what the Overload Designation (Courses) screen looks like. On this screen you
will be able to designate where you want to assign the faculty member's overload points. Take notice of the fields entitled Total
Points, Overload Points, and Designated located in the upper right hand corner of screen.

Listed below is an explanation of some of the fields you will encounter on this screen:

Total Points Total points assigned to teach for the term.

Ovld Points Number of points out of the total points that can be designated as overload.

Designate Total points designated as overload.

New in Grfther Bnk Total point balance in excess of 84 banked points at the time of the ratification of the agreement

between MDC and UFMDC. Refer to MDC/UFMDC contract.

Qual-1 Qual assigned to course.

GL-Cd Budgeted General Ledger Code for the course.

Cmp Campus location.

Ref Reference number for the course.

TT Team Taught indicator.

Title Title of course.

TmPts Term points for the course.

Bank Overload points to be banked for the selected course.
Payment Overload points to be paid for the selected course.
Desig Date course was designated as an overload.
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The amount of points in the Overload Points section is the amount of points that must be designated. In the upper left hand
corner of the screen you see a description of the choices of how to designate overload points is displayed (Banking, Payment
or Bank/Payment). The options are: Bank all of the Overload Points; receive Payment for all of them; or Split the points up and
put some in the bank and put some in for payment. Designate how many overload points are allocated in each field with the
Split option.

w1 KENDALL - 1/ - Distinct IntelliTerm
File Edit Transfer Fonts Options Macro  Wiew  Window  Help

& | Profiles: |&qiEEED KENDALL - MYSK.MDCC EDU

AST1MEBA * * * A STRA = == AST1PBBA
Feh 88,086 Overload Designation {(Courses) 18:22 AN
Total Points: 74.00
Employee Id: A12-34-5678 DOE, JANE Ovid Points: 14.808
Home Qual-1: WI315F AA-LETTERS-COLL CORE Designated: 14.88
Place: 'B* for Banking, ‘P’ for Payment, Bank Limit: 84.688

’S$" for Split Bank/Payment. How in Grfther Bnk:

How in Regular Bnk:

Cmp Ref#t TT Title TmPts Bank Paymt

W1315F 325254 EMGLISH

W1315F 38e 325304 EMGLISH 12 .88

W1315F 388 325387 ENGLISH 12.688

W1315F a8e 325312 EMGLISH 12 .88

W1315F 38e 325331 EMGLISH 12 .88

W1315F 388 325485 SURVEY OF WORLD LIT 12 .88 a68189
W1315D 348 338800 EMGLISH COMP 1 .88 a6e124

Employee: A12345678 Year/Term: 2885 2 Course Id:

Enter-PF1---PF2-——PF3-—-PF4-——-PF5——-PF6---PF7---PF8---PF9---PF18--PF11--PF12-—-
help retrn quit Task Dist bkurd fru-d main

All Overload has been Designated
-HEI 1 Sess-1 147 78 .27 147 TCPBA591 1173

Observe that the cursor is resting to the left of the Account number field. Type either 'B' for Banking, 'P' for Payment, or 'S' for
Split Bank/Payment. Then press ENTER and the points will appear designated under the appropriate fields.
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If you selected the split option, a pop up window will appear as explained below.

w1 KENDALL - 1/ - Distinct IntelliTerm
File Edit Transfer Fonts Options Macro  Wiew  Window  Help

& | Profiles: |&qiEEED KENDALL - MYSK.MDCC EDU

AST1MBB1 * * x ASTRA = = %= AST1PBG1

Feb 88,06 Overload Designation (Courses) 18:24 AN
oints: 74.88

Employee Id: SPLIT OVERLOAD DESIGNATION oints: 14.88

Home Qual-1: POINT DISTRIBUTION nated: 5.99

Place: 'B* fo Limit: &4.88

‘S fo Course: W1315F 388 325485 Bnk:

OUVERLOAD DISTRIBUTION
POINTS BAMNK PAY
W1315F 12 .88 6 6.80
W1315F
W1315F
W1315F
W1315F 38e 325331 EMGLISH COMP 2
W1315F 52188 388 325485 SURVEY OF WORLD LIT a68189
W1315D0 L2186 3460 330880 EMGLISH COMP 1 - a6e124

Employee: A12345678 Year/Term: 2885 2 Course Id:

Enter-PF1---PF2-——PF3-—-PF4-——-PF5——-PF6---PF7---PF8---PF9---PF18--PF11--PF12-—-
help retrn quit Task Dist bkurd fru-d main

1 Sess-1 147.78.27.147 TCPBASI1 # 11752

Note If you choose to split the points '8', a Split Overload Point Distribution window will pop up as seen in the
example above. This is where you can distribute points, in any combination preferred, under Bank and Pay.
After you have entered the amount of points to bank, press the TAB key and the cursor will rest under the
pay column, so you can enter the amount of points to pay. The points that you are splitting must add up to
the amount of points available for designation.

Date Desg. In this field, the Date Designated will automatically appear after you have designated where the Overload
Points are assigned. This date is used by the system to determine when the faculty member will receive
his/her paycheck. The date will always reflect the date you performed the data entry.

Note  To see the employee's tasks press the PF5 key and you will be taken to a screen showing all of the
employee’s tasks.

You must hit the ENTER key before you will be able to enter another employee number and/or year/term at the bottom of the
screen.
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OS: Designate O/L By Course Reference
Overload Designation (Courses) By Course Reference

wd KENDALL - 1 - Distinct IntelliTerm

File Edit Transfer Fonts Options

Macro  Wiew Window Help

]

AST1HMBAA1
Feb 88,06

Employee Id: A12-34-5678

Home Qual-1: W2s@iM

S’ for Split Bank/Payment.

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

* % * A S THRA E I
Overload Designation {Courses)

IDOE, JANE

AS-OFFICE OCP-CIS-W/C
Place: ’B” for Banking, 'P’ for Payment,

ASTAFPBA1

18:28 AH

Total Points: 73.80

Ovid Points: -18.88@
Designated:

Bank Limit: 84.80

Mow in Grfther Bnk:

How in Regular Bnk:

Cmp Ref#t TT Title

W1258a

W2se1m Jae
W2se1M aee
W2se1M Jae
W2se1m Jae
W2se1M aee

Employee: A12345678

324784
324789
324793
R1LEE
339583
353918

Year/Term: 2805 2

IMP HETWRKING IMFRST
CISCO NETWRKE FUNDMTL
CISCO ADU ROUTER TEC
CISCD ROUTER TECH
CISCO PROJ-BASD LRNG
INTRO UISUAL BASIC

TmPts Bank Paymt Desig.

15.88
15.88
.09
7.8
18.88

Course Id:

Enter-PF1---PF2---PF3---PF4-—-PF5-—-PF6--—-PF7---PF8-—-PF9-—-PF18--PF11--PF12-—-

help retrn quit

/Al 1 Sess-1

To work on Overload Designation (Courses) by Course Reference, type OS on the code line of the Overload Menu and press
the ENTER key. Above is a sample of what the Overload Designation (Courses) screen (by Individual Course Reference
Number) looks like. Designate the faculty member's overload points for a specific course. Take notice of the fields entitled
Total Points, Overload Points, and Designated located in the upper right hand corner of screen. The amount of points in the
Overload Points section is the amount of points that must be designated. In the upper left hand corner of the screen is a
description of the choices of how to designate overload points: Bank all of the Overload Points; receive Payment for all of
them; or split the points up and put some in the bank and put some in for payment. Distribute the points between bank and
payment in any combination the faculty member requests. The points to be split must add up to the amount of points available

for designation.

Based on the faculty member’s decision on how to designate the overload points, type in either 'B' for Banking, 'P for Payment,

Task Dist

147 .78 .27.147

bkwrd Fruwed

main

TCPBA591 11/3

or 'S’ for Split Bank/Payment, then press ENTER and the points will appear under that selected field.
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OT: Designate O/L By Tasks (only)
Overload Designation (Tasks)

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

AST1MBAR # % * A S TRA = = = AST1PB32
Feb 88,086 Overload Designation {Tasks} 18:31 AM
Total Points: 42 .04
Employee Id: A12-34-5678 DOE, JANE Ovid Points: 18 .44
Home Qual-1: uWa1811 LIBRARY ADMIMISTRATION LR Designated: 18.068
Place: ’B” for Banking, 'P’ for Payment, Bank Limit: g4.00

S’ for Split Bank/Payment. How in Grfther Bank:

How in Regular Bank: &.08
Qual-1 GL-Cd Tm Cat Mum Description TmPnts Bank  Paymt

wa1e11 521 LIBRARIANS ADDL 18.86 a5a8524

Employee: A12345678 Year/Term: 2884 4

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7-—-PF8---PF9---PF18—--PF11--PF12---
help retrn quit Crse Dist bkurd frued main
All Overload has been Designated
1 Sess-1 147 .78 .27 147 TCPAA591

To work on Overload Designation (Tasks), type OT on the code line of the Overload Menu and press the ENTER key. Above
is a sample of what the Overload Designation (Tasks) screen looks like. On this screen designate the faculty member's
overload points from tasks assigned. Take notice of the Total Points, Overload Points, and Designated fields located in the
upper right hand corner of screen. The amount of points in the Overload Points section is the amount to be designated. In the
upper left hand corner of the screen you see a description of the choices of how to designate overload points from tasks: you
may Bank all of the Overload Points; receive Payment for all of them; or Split the points up and put some in the bank and put
some in for payment.

Observe that the cursor is resting to the left of the Account number field. To designate the overload points, type in either 'B' for
Banking, 'P for Payment, or 'S’ for Split Bank/Payment. Then press ENTER.

Note  To split the points, a Split Overload Point Distribution window will pop up as seen in example on the next
page. To distribute points in any combination preferred, under bank and pay. After entering the amount of
points to bank, press the TAB key and the cursor will rest under the pay column, where the amount of points
to have paid are entered. The split points must add up to the points available for designation.

31



w1 KENDALL - 1/ - Distinct IntelliTerm
File Edit Transfer Fonts Opltions Macro  VWiew Window Help

& | Profiles: |GyiJEEED KENDALL - MySK.MDCC EDU

AST1MBAR * % * ASTRA * = x AST1PB3E
Feb 88,86 Overload Designation (Tasks) 10:35 AM
nints: 48 .08
Employee Id: SPLIT OVERLOAD DESIGNATION oints: cd._ag
Home Qual-1: POINT DISTRIBUTION nated: 18 .80
Place: "B’ fo Limit: 84.00
'S' fo Task: Wa1611 q._1 c Bank:
Bank: &.808
OUVERLOAD DISTRIBUTION Paymt Desg.
POINTS BANK PAY
w1811 524 G.AA 3 3
s Waie11 528

Employee: A12345678 Year/Term: 2884 3

Enter-PF1---PF2---PF3---PF4-—-PF5---PF6---PF7---PF8---PF9-—-PF18--PF11--PF12---
help retrn quit Crse Dist bkwrd fru-d main

HlA| 1 Sess-1 147 .78 .27 .147 TCPAA591 # 11749

Date Desg. In this field, the Date Designated will automatically appear after the designated overload points have been
entered. This date is used by the system to determine when the faculty member will receive his/her
paycheck. The date will reflect the date the data entry was performed.

Hit the ENTER key to enter another employee’s MDID and/or year/term.

Note  To see the employee's Tasks press the PF5 key.
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UA: Undesignate O/L By Employee Assigns
Undesignate Overload

w1 KENDALL - 1/ - Distinct IntelliTerm
File Edit Transfer Fonts Options Macro  Wiew  Window  Help

i ]

& | Profiles: |iEEET KENDALL - MYSK.MDCC EDLU

ASTIMEB3 * % ASTRA = * % ASTAFB33
Feb 88,086 Undesignate Overload 18:48 AM

Employee Id: A12-34-5678 DOE, JANE Total Points: 48.80
Home Cost Center: W41811 LIBRARY ADMINISTRATION LR Overload Points: 24.88
Place: 'D* to delete designations Designated: 42.80

cat/ fAssg Designation Date
Account Obj Cmp Seq. TT Course Title/Desc Term Bank Paymt Desqg.

d W41811 521668 4.1 @2 LIBRARIANS 3.80 3.80 86B208

Employee: A12345678 Year/Term: 2804 3

Enter-FPF1---PF2---PF3---PF4-—-PF5---PFG---PF¢¥-—-PF8-—-PF9---PF18--PF11--PF12-—-
help retrn quit Crse Task bkwd fruwd main

4[| 1 Sess-1 147.78.27.147 TCPBASI1 11/3

To work on Undesignate Overload, type UA on the code line of the Overload Menu and press the ENTER key. Above is a
sample of what the Undesignate Overload screen looks like. This is the screen used to undesignate overload points
(course/task) that had been previously placed in the bank or designated for pay. The cursor will be resting next to the account
number field; place a 'D' next to the course or task to delete the designation of the overload points, then press the ENTER key.
A message will appear at the bottom of the screen that says "Assignment(s) has been updated". (The course will disappear
after pressing ENTER key a second time.) The course points for this course are no longer designated for pay or bank. To re-
designate the points for this course go to either the Overload Designation by Employee on page 27-29 or Overload
Designation by Course Reference on page 30.

After you have pressed the ENTER key, the cursor will skip down to the Employee: field where you may enter another
employee.
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DP: Display Ovld Pnts (PAY) Distribution
Overload Point Distribution (PAY)

w1 KENDALL - 1/ - Distinct IntelliTerm
File Edit Transfer Fonts Options Macro  Wiew  Window  Help

& | Profiles: |iEEET KENDALL - MYSK.MDCC EDLU
Beg/ag8/86 #% % % * A S TRA = = x ** 18:43:49
AST1MB25S Overload Point Distribution {(PAY) AST1PB2S

Employee: DOE, JANE A12345678 i
Home Qual-1: WESe1K AS-0FFICE OCP-CIS-N/C
P aty PERIODDS
81728 ag2sa3 az/17 a3/83 a3/17
GL-Cd Cam Ref.# Points Qual-1

52188 1688 331446 12.88 W25818 1.33 = 1.33 =
L2168 780 331459 15.88 W25818 1.66 = .66 =

* * TOTAL 27 .00 2.99 2.99

Employee Id: A12345678 1 VYear/Term: 28852
Enter-FPF1---PF2---PF3---PF4-—-PF5---PFG---PF¢¥-—-PF8-—-PF9---PF18--PF11--PF12-—-
help retrn quit Item HMew fAccts Optns Apprv Cnsld left right Cnurt

4[| 1 Sess-1 147.78.27.147 TCPBASI1 19/73

To work on Overload Designation, type DP on the code line of the Overload Menu and press the ENTER key. Above is a
sample of what the Overload Point Distribution (PAY) screen looks like. This is the screen used to distribute overload points
between pay periods, to redistribute the overload points differently than the system has automatically done. Take notice of the
right hand section of the screen under pay periods. These are the dates an employee is scheduled to receive a paycheck
during the term. The cursor will be resting on the first line under the first available pay period date column. To the left of the
cursor, the PNTS field that shows the amount of overload points that may be distributed for that course or task. The overload
points can be distributed under any one or among all of current or upcoming pay period dates, and in any amount preferred.
For example, if the employee has accrued 12 points, they may be distributed evenly between pay period dates or grouped in
one total amount under one specific pay period.

Use the TAB key to move the cursor to each pay period. When all the overload points have been distributed, press ENTER.
An error message will pop up on the bottom of the screen if the distributed points are greater than or less than the total
number of overload points for that course or task.

The cursor will skip down to the Employee: field, where you may enter another employee MDID and/or year/term.
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DB: Display Ovld Pnts (BANK) Distributn.
Overload Point Distribution (BANK)

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

B2/a8/86 #% % % ®* A S TRA = = x ** 18:48:85
AST1MB26 Overload Point Distribution (BANK} AST1PB26

Employee: DOE, JANE A12345678
Home Qual-1: \M218B AA-FINE&APLD ART-CRTU ARTS
PAaY PERIODDS
83/84 83/18 a4/81 84/15 a4/29
Cam Ref.# Points Qual-1 13

L2108 3688 269585 12.88 WM218B 5.32 *= 1.32 = 1.33 = 1.33 = 1.33 =
L2188 388 271257 6.6 WM218B 2.64 * B.66 = @O.66 = O.66 = O.66 =

= = TOTAL 18.88 7.96 1.99 1.99 1.99 1.99

Employee Id: A12345678 Year/Term: 20042
Enter-PF1---PF2---PF3-—-PF4-—-PF5%---PF6---PF7---PF8-—-PF9-——-PF18--PF11--PF12-—-
help retrn quit Item Hew Accts Optns Apprv Cnsld left right Cnurt

4[| 1 Sess-1 147 .78 .27.147 TCPBA591 21/16

To work on Overload Designation, type DB on the code line of the Overload Menu and press the ENTER key. Above is a
sample of what the Overload Point Distribution (BANK) screen looks like. This is the screen used to distribute overload points
between pay periods, to redistribute the overload points differently than the system has automatically done. Take notice of the
right hand section of the screen under pay periods. These are the dates an employee is scheduled to receive a paycheck
during the term. The cursor will be resting on the first line under the first available pay period date column. To the left of the
cursor, the PNTS field that shows the amount of overload points that may be distributed for that course or task. The overload
points can be distributed under any one or among all of current or upcoming pay period dates, and in any amount preferred.
For example, if the employee has accrued 12 points, they may be distributed evenly between pay period dates or grouped in
one total amount under one specific pay period.

To use the TAB key to move the cursor to each pay period. When all the overload points have been distributed, press ENTER.
An error message will pop up on the bottom of the screen if the distributed points are greater than or less than the total
number of overload points for that course or task.

The cursor will skip down to the Employee: field, where you may enter another employee MDID and/or year/term.
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DI: Display All Files (Except Bank Point)
ASTRA Display Menu Access

®d KEMDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Ophions Macro  Wiew Window Help

& | Profiles: R KENDALL - MySK.MDCC EDU

B6/26/786 ASTRA
AST1MHB4 DISPLAY MENU

Code System/Function Code System/Function

Ic Instr. Course Assignments H:] Course Assignment Display
Instr. Task Assignments DC Display Courses by Qual-1
Instr. Comments Display UC Unassigned Course Display
Instr. Locator Display [HH Canceled Courses Display
Employee Job Assigments NR Missing/No RPA Display
Part-time Points Distr. PP Display Pay PFeriod Points
Assignments by QUAL-1 0s Overload Limit Status

Enter Code:

Employee Id: Qual-1: Year/Term: 2885 4

Enter-PF1---PF2-—-PF3---PF4---PF5-——PF6-—-PF7———PF8---PF9-—-PF18—-PF11--PF12-—-
help retrn main

4[| 1 Sess-1 147.78.27.147 TCPBAIG63 § 15/43

To Display Records (Except Bank Point), type DI on the code line of the ASTRA Main Menu, which would bring up the
DISPLAY MENU screen like the sample above. From this menu, choose any of the functions to look at data concerning a
faculty member's record for course or task assignments. All of the items on the menu are described in the following pages of
this guide. Please see the table of contents for specific page numbers.
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CA: Course Assignment Display
Class Assignment Display

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

& | Profiles: | SRR KENDALL - MySK.MDCC EDL
*# * * A S TRA = = = 18:52:41
ASTIMIBA Class Assignment Display ASTIPIGA

COP 1178 INTRO UISUAL BASIC Employee Instructor Name Points
W2581M AS-0FFICE OCP-CIS-W/C A12345678 | DOE, JANE 18 .84

Course Points 18.88
Points Assigned 18.00
Specl Indicator

Year/Term Begin 2885 2
Year/Term End

start Date caa6G-81-04
End Date caa6-84-28
Credits 4.88

Term Hrs &8.88 WKk Hrs
Seats: Taken 1 Limit
Status OPEN

Course Type CREDIT [B2: Occup /Postsecond. Voc.]

All Indicators E1 P1

Year/Tm: 2885 2 CAMPUS: 388 REF. #

Enter-PF1--—-PF2-—-PF3-—-PF4-—-PF5---PF6--—-PF7-—-PF8-—-PF9-—-PF18--PF11--PF12-——
help retrn SCHED main

4[| 1 Sess-1 147 .78 .27.147 TCPBA591 § 21/45

To display records on the Class Assignment Display, type CA on the code line of the Display Menu and press the ENTER key.
Above is a sample of what the Course Assignment Display screen looks like. When entered, this screen will be blank. Enter
the three position campus code and 6 position reference number for the course to be viewed, then press the ENTER key.

The information about the course will be displayed.
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IC: Instr. Course Assignments
Employee Course Assignment Display

%1 KENDALL - 1 - Distinct IntelliTerm

File Edit Transfer Fontks Options Macro  View Window Help

& | | Profiles: |RqiJIEEE KENDALL - MVSK.MDCC.EDU
F!::[1|'|.”.“1 WM W W W HSTRH M W MM
Feb 08,86 - Employee Course Assignment Display - 18:56 AM
Total Points

Employee....: A12345678 DOE, JANE Inld o/L
Home Qual 1 : W315F AA- 1S-COLL CORE SPRING: G@.8a 18.88 B.88
Calendar....: Ji Contract: F/5/5umA

YTD PTS: 144.800 54.088 0.0
Quali G/LUr ¥¥-T Cam Ref. ﬂ TT Course Start End CrsPt OulPt Action
W1315F 528 a4-2 308 26¢ EHCG1181 818485 842985 12.880 B.00 188184
W1315F 520 aq-2 308 269137 ENC1182 9184685 842985 12.60 ©.08 100104
W1315F 2 308 26 ENC1182 01084085 842905 12.08 1200 100104
W1315F 9 3 EHC1182 @18485 842985 12.88 @.00 180184
W1315F e 3 i LIT2128 @18485 842985 12 .04 u.31 108104
W1315F L - 3 E E LIT2488 818485 842985 12.88 188184
W1315F -2 308 LIT2118 @18485 842985 G.9Q 188184
13154 adq-g 308 B LITZ488 0198405 842985 @.0@ B3ldeas
W13154 BE1 84-2 388 31895 LIT2128 818485 842985 8.8Q A3aazes

*xx End of Data ===

- B
-8
- B
.88

Employee Id: Year/Term:

Enter-PF1---PF2---PF3---PF4-—-PF5---PF6---PF?---FF8---PF9---PF18--PF11--PF12
help retrn quit ASGN Task Comm bkwrd frurd CRSE main
Position cursor & press PF4 to select by REF#

1 Sess-1 147 .78.27 .147 TCPABs31 § 208/15

To display records on Employee Course Assignment Display, type IC on the code line of the Display Menu and press the
ENTER key. Above is a sample of what the Employee Course Assignment Display screen looks like. This screen displays all
of the course assignments for a specific instructor for the term chosen to display. The calendar displayed is the employee's
home qual.

Note  To view this instructor's tasks, you can press the PF5 key and the Employee Task Assignment Display
screen will be shown. To view this instructor's comments press the PF6 key and the Instructor Comments
Display screen will be shown. The bottom of the display screen indicates which PF keys to press.

Astra allows you to switch between the Employee Course Display and the Class assignment Display. By positioning the
cursor in the desired line and pressing PF4 the system will transfer control between functions — It is important to position the
cursor before pressing PF4 — This new function works both ways — from employee to class and from class to employee. This
is function is very useful to see other instructors for team-teaching classes.
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IT: Instr. Task Assignments
Employee Task Assignment Display

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

AST1PBAS *%3kkk % % ¥ HASTRA * * * *®x®%x
Feb 88,086 - Employee Task Assignment Display -

Employee Inld 0/L
Home Qual 1 UW41641 LIBRARY ADMINISTRATION LR SPRING: G@.88 a.88
Calendar Contract: FLEXIBLE
¥YTD PTS: 162.88 24.088 a.08
Qual 1 G/LVUr Year/T Cat Sq Ty TskPt OvIPEt Description Action
W41811 52802 26884 2 4.1 @1 R 6GO.88 0.88 LIBRARIANS WOLFSON CAM @1/83/85
xx% End of Data =

Employee Id: Year/Term:

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7-—-PF8---PF9---PF18—--PF11--PF12---
help retrn quit crse comm bkurd frwed print main

4[| 1 Sess-1 147 .78 .27.147 TCPBA591 § 28/15

To display records on Employee Task Assignment Display, type IT on the code line of the Display Menu and press the ENTER
key. Above is a sample of what the Employee Task Assignment Display screen looks like. This screen shows all of the task
assignments for a specific instructor for the term chosen to display.

When you are finished viewing this instructor, choose to view another instructor by entering the employee MDID in the field
where the cursor is resting. Enter a year/term and press the ENTER key.

Listed below is a description of the meaning of some of the fields on the screen.
Calendar Pay class for the employee's home qual.

Cat This stands for task category, which is the task code. The task code is what determines the description
shown in the field labeled Description.

Type There will be either an 'R’ (regular instructional task), or an ‘A’ (administrative) for an administrative task, in
this field. Note: Administrative tasks carry an object code of 535xx and require a new RPA for every different
qual in which an administrative task is assigned.

Action This date reflects the date the task was entered into the ASTRA system.
Note To view this instructors course assignments, press the PF5 key and to be taken to the
Employee Course Assignment Display screen. To view this instructors comments press

the PF6 key and the Instructor Comments Display screen will be shown. The bottom of the
display screen indicates which PF keys to press.
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CO: Instr. Comments Display
Employee Comments Assignment Display

w1 KENDALL - 1/ - Distinct IntelliTerm
File Edit Transfer Fonts Options Macro  Wiew  Window  Help

i ]

=

Prafiles: | KENDALL - MYSK,MDCC EDU

ASTI1PEBG *xxkkE ¥ ¥ ¥ HASTRA % ¥ ¥ ¥XXER

Feb

48,86 Employee Comments Assignment Display

Employee Inid 0sL
Home Qual 1: PART TIME EMPLOYEE SPRING: @.a@ a.88 6.80@
Calendar : P11 Contract: UNMKNOWN

Mbr

Date Code Description

81 1215084 82 Course 200842 380 269675 was changed from @81.88 to 00.08 points
B2 842985 B85 Courselt 269675 Max Pnts OUVERRIDDEN To B6.88 By Dean:N37199343

a3

842985 82 Course 28842 3088 269675 was changed from BB.88 to B6.88 points

*#%% End of Data ==

Employee Id: A12345678 Year/Term:

Enter-PF1---PF2-—-PF3---PF4---PF5---PF6-—-PF7---PF8---PF9---PF18--PF11--PF12---

4[|

help retrn quit crse task bkwrd frued print main

1 Sess-1 147.78.27.147 TCPBASI1 g 28/15

To display records on Employee Comments Assignment Display, type CO on the code line of the Display Menu and press the
ENTER key. Above is a sample of what the Employee Comments Assignment Display screen looks like. This screen displays
all of an employee's comments for a specific term which have either been automatically generated, or manually entered into

the system.

When an employee is assigned as a team teacher, or if any of an employee's assignment or task points have been changed,
once entered into the system, a comment will be automatically generated.

Listed below is a description of some the fields shown on the screen.

Nbr

Date

Code

Description

Note

This number denotes the comments sequential place on the employee's record. This number is
automatically generated by the system. Please note that there is room for up to 99 comments per term per
instructor.

The date the comment was generated, or entered.

This code is automatically generated by the system and is used internally by the system. Comments with
the code of '00" are manually generated comments.

This description field is automatically generated by the system if course or task assignment points are
changed, or if an instructor has been designated as a team teacher. All other descriptions in this field have
been manually entered into the system.

To view this instructor's course assignments, press the PF5 key and the Employee Course
Assignment Display screen will be shown. To view this instructor's tasks press the PF6 key and
‘the Instructor Comments Display screen will be shown. The bottom of the display screen indicates
which PF keys to press.
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UC: Unassigned Course Display
Unassighed Courses by Quall

®d KEMDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Ophions Macro  Wiew Window Help

& | Profiles: R KENDALL - MySK.MDCC EDU

ASTI1PERSB *xxwue® ¥ ¥ % A 5 T R A * % ¥ xexxxx¥%
Feb 88,86 - Unassigned Classes by Qualil -

Qual 1: AS-0FFICE ODCP-CIS-W/C

COURSE ——TITLE-- -TYPE- STATUS IND PNTS SEATS

372436 CGS24ae3 "C" FOR ENGIMEERS GCREDIT

372458 CEMN1536 INTRO WIRELESS HNTWRE CREDIT

372465 CETZ615 CISCO ADU ROUTER TEC CREDIT
#%%x End of Data %=

Qual 1: Year/Term:

Enter-PF1---PF2---PF3-—-PF4---PF5---PF6--—PF7---PF8-—-PF9---PF18--PF11--PF12-——

help retrn bkwrd frwed print main

4[| 1 Sess—1 147 .78.27 .147 TCPBA591 § 28/15
To display records on Unassigned Courses by Quall, type UC on the code line of the Display Menu and press the ENTER
key. Above is a sample of what the Unassigned Course by Quall screen looks like. This is the screen to determine if faculty

have been assigned to all of the courses in the department. This screen should be viewed before the payroll roster deadlines
to ensure that all faculty assignments that should be assigned have been assigned.

41



DC: Display Courses By Qual-1
Class Display by Quall

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

& | Profiles: | SRR KENDALL - MySK.MDCC EDL
ASTAPBRY xxxxk % ¥ A S T R A % % % *x®exx
Feb 88,86 - Class Display by Quali -

Qual 1: AS-0FFICE OCP-CIS-W/C

COURSE --TITLE-- STAT SI CR3 A3G EMPID

342349 CET1688 CISCO HNET
342318 CET1688 CISCO HET CRED OPEH 18.08@
3@ 342344 CGS2423 "C" FOR E CRED OPEH 18.080
388 342379 COP117@ IWTRO UIS CRED OPEW 18.08@
Je@ 342381 COP1822 WEB PAGE CRED OPEH 18.08@
388 354651 COP117@ IHTRO VIS CRED OPEH 18.080
388 354652 COP122@8 IWTRO C++ CRED OPEW 18.08@
Je@ 372436 CGS2423 '"C" FOR E CRED OPEH 18.08@ Hot Assign
388 3724%8 CEN1536 IHTRO WIR CRED OPEH 18.080 Hot Assign
388 372465 CET2615 CISCO ADV CRED OPEW 18.08@ Hot fAssign
Quali: Year/Term:

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7-—-PF8---PF9---PF18—--PF11--PF12---
help retrn quit bkwrd frwrd print main

4[| 1 Sess-1 147 .78 .27.147 TCPBA591 § 28/15

To display records on Class Display by Quall, type DC on the code line of the Display Menu and press the ENTER key.
Above is a sample of what the Class Display by Quall screen looks like. This is the screen that will be used to see all of the
courses in a specific qual and their disposition, whether assigned, unassigned, open, closed or cancelled. Note: The COURSE
PNTS (points) field on the screen reflects the course default points, not necessarily the points assigned to the instructor if
there is a difference.
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JA: Employee Job Assignments
Employee Job Assignment Display

w1 KENDALL - 1/ - Distinct IntelliTerm
File Edit Transfer Fonts Options Macro  Wiew  Window  Help

& | Profiles: |iEEET KENDALL - MYSK.MDCC EDLU
a2/88/86 #* * * A STRA = == 11:084:24
AST1PBBY Employee Job Assignment Display AST1MBAY

Employee : Al12345678 DOE, JANE Action Date:
Home Qual-1: #% PART-TIME EMPLOYEE == Start Date.:
Position Code: End Date...:
staff Formula: G/L Code: -

Calendar.: GCalendar GCode: Contract...:

Qual1 G/LVar Position Title Cal Rate Start End Action
Wi218B 5608 A8 845681 CREDIT PART-TIME P1 37.58 88&/722/85 B8/18/06
Kdgai1Jd 568 87 881974 MON-CREDIT PT FAC P1 25.88 88722785 887187086
wig180 568 688 923783 CREDIT PART-TIME P1 37.58 81/783/86 887187086

Employee id: Year Term:
Enter-PF1---PF2-——PF3-——PF4-——-PF5——-PF6---PF7---PF8---PF9---PF18--PF11--PF12-—-
help retrn quit flip exprt bkurd frurd main

4[| 1 Sess-1 147.78.27.147 TCPBASI1 g 21/17

To display records on Employee Job Assignment Display, type JA on the code line of the Display Menu and press the ENTER
key. Above is a sample of what the Employee Job Assignment Display screen looks like. This is the screen that shows all of a
specific employees part-time job assignments for a specific term.

Note Even though an employee may be RPA'd in different departments, this screen shows only the current active
job assignments for which the employee is assigned during the term you are viewing.

Note The information at the top of the screen reflects the employees home account information.
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PT: Part-time Points Distr.
Part-Time Point Distribution

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

A2 /A8/086 * ¥ * ASTRA * x =% 11:86:17
AST1MB10O Part-Time Point Distribution AST1PB18@

Employee: DOE, JANE A12345678
Home Quali: PART-TIME EMPLOYEE
PERIODS

83783 a3/17 a3s31 a4/13
Ref _# Pnts Quali

325769 3.88 w2180
325777 3.88 WM2180
325793 1.58 w2180

TOTAL 7.58

Employee Id: A12345678 Year/Term: 208052
Enter-PF1---PF2---PF3-—-PF4-—-PF5%---PF6---PF7---PF8-—-PF9-——-PF18--PF11--PF12-—-
help retrn bku Fud left right MAIN

4[| 1 Sess-1 147 .78 .27.147 TCPBA591 21/16

To display records on Part-Time Point Distribution, type PT on the code line of the Display Menu and press the ENTER key.
Above is a sample of what the Part-Time Point Distribution Display screen looks like. This is the screen that shows how many
points in each pay period an employee is scheduled to be paid.

Note The Quall field at the top of the screen shows where the pay check will be distributed.

Change the point distribution for an employee on the Part-time Point Distribution Screen, (PT) found on the ASTRA Main
Menu. Please see information about this screen on page 74.
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AQ: Assighments By QUAL-1
Assignments by Qual Display

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

& | Profiles: | SRR KENDALL - MySK.MDCC EDL
AST1PB75 ®xxxx *x A S T R A
apr 11,85 - ASSIGNMENTS BY

QuAL:

5 to EMPLOYEE GL HOURLY

123456789 ag/23/84 BE/19/785
DOE.JIM.. ____ _ . 234567890 _ Bg/e3s84 88719785
DOE. JOHN 345678901 B8/23/84 a8/19/85
DOE, MICHAEL 456789012 B81/83/85 Aag/19/85
DOE, NELSON 567890123 88/23/04 88/19/85
DOE, REBECCA 678901234 B1/832/85 A8/19/85
DOE. STANLEY 789012345 agse3svd ags19/85
DOE, SUSAN 890123456 ag/23/04 88/19/a85
DUNN, ABEL 901234567 B1/832/85 A8/19/85
DUNN. ABRAHAM __ 789456123 _ ag/e23/e4 88719785
DUNN, BENJAMIN 456123789 agse3/n4 ag/s19/085
DUNN, DAVID 654987321 Ag/2?3/04 @A8/19/85

Qual: Ni1722B Last Hame:

A 1 Sess-1 147.78.4.2 TCPBAGA4

To display records on Assignment by Qual, type AQ on the code line of the Display Menu and press the Enter key. Above is a
sample of what the Assignment by Qual screen looks like. This is the screen that shows all assignments for a specific qual.
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PP: Display Pay Period Points
Pay Period Points Display

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

ASTAPEAA *x3%%% ¥ ¥ ¥ f S T R A *® % * ®E*E%¥

Feb 8,86 BROWSE PAY PERIOD PDINTS 11:88 AM
-CODURSES -

EMPLOYEE.: DOE, JANE A12-34-5678 286

PART TIME INSTRUCTOR

G.L. Crs Course Pay Pay Per Pay
Code Camp Typ Qual Points Period Points Status

>>» 325769 He18u caas-12 @2/17/20086
325769 568-08 380 218U 3.80 28685-13 683/83/20086
325769 S5608-080 380 Hez18u 3.80 2885-14 @83/17/20806
325769 S60-00 380 He18u 3.80 2805-15 B83/31/2006
325769 568-08 380 218U 3.80 2865-16 B84/13/208086
325769 S5608-080 380 Hez18u 3.80 2885-17 84/28/20806
325769 S60-00 380 He18u 3.80 20805-18 @5/12/2006

>>» 3257F7 568-00 308 218U 3.80 28685-12 @82/17/7208086
325777 S608-080 380 Hez18u 3.80 2885-13 B83/83/20806
325777 S60-00 380 He18u 3.80 2005-14 @83/17/2006

Emp-Id: Yr-Trm: Crs/Tsk:

Enter-PF1---PF2---PF3-—-PF4-—--PF5---FF6——--PF7—--PF8---PF9——-PF18—-PF11--PF12-——

help retrn quit bkwrd frurd main

Position cursor or enter screen value to select

/Al 1 Sess5-1 147 .78 .27 147 TCPAA591 § 21718

To display records on Display Pay Period Points, type PP on the code line of the Display Menu and press the Enter key.
Above is a sample of what the Display Pay Period Points screen looks like. This is the screen that shows the pay status of all
pay periods for a specific employee, for a specific term. You can check the status of pay periods for courses by typing C or
the status of tasks.
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OS: Overload Limit Status
Overload Limit Status

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

& | Profiles: | SRR KENDALL - MySK.MDCC EDL
AST1PG15 *=x* ASTRA *x=*
Jun 26,86 - OUVERLOAD LIMIT STATUS - 18:36 AM

quaL: W218B - AA-FINE&APLD ART-CRTV ARTS - WOLFSOMN CAMPUS

TERMS TERHMS
INSTRUCTOR 1&82 384 ¥T1D ouULD
TOTAL TOTAL TOTAL LINIT

DOE, JANE

DOE, JIM 36.88
DOE, JOHN 4.808
DOE, MICHAEL 4.75
DOE, NELSON L3 .08
DOE, REBECCA

*#%% End of Data ==

QuAaL: ACADEMIC YEAR:
Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7-—-PF8---PF9---PF18—--PF11--PF12---
help retrn quit bkwrd frurd main

4[| 1 Sess-1 147 .78 .27.147 TCPBA9G63 § 21/8

To display records on Overload Limit Status, type OS on the code line of the Display Menu, enter the Qual, and press the
Enter key. Above is a sample of what the Overload Limit Status Points screen looks like.

This screen displays the total overloads by Fall/Spring terms combined; Summer A and Summer B combined; and year to date
totals. The last column represents the Academic Year overload limit. This screen is for information only.
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BK: Overload / Point Bank Activity
ASTRA Overload/Point Bank Activity Menu Access

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

& | Profiles: | SRR KENDALL - MySK.MDCC EDL
ASTAPHAES *xx%3%% % ¥ * A S TRA % ¥ ¥ ERNIENE
Feb 88,86 - DUERLOAD / POINT BAMK ACTIUITY - 11:88 AM

Code System/Function/Explanation -EMPL- -¥Y¥/T-

Display Bank Balance by Year/Term
Display Prior ¥Yr/Term Overld Points
Display Term Overld Activity Detail
Ad just Bank Balance (RESTRICTED})
Help

Terminate

Required
-EMPLOYEE-: Optional
-YEAR/TRM-:

Enter-PF1---PF2-—-PF3---PF4-—-PF5-—-PF6---PF7-—-PF8---PF9---PF18--PF11--PF12-—
help retrn main

4[| 1 Sess-1 147 .78 .27.147 TCPBA591 § 13/18

To display records on Overload/ Point Bank Activity, type BK on the code line of the ASTRA Main Menu, which would bring up
the OVERLOAD/POINT BANK ACTIVITY screen like the sample above. From this menu choose any of the functions which
allow you to look at data concerning a faculty member's overload point bank activity. Each of these screens is described on the
following pages. Please see the table of contents of this guide for specific page numbers.
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BB: Display Bank Balance By Year/Term
Bank Balance by Year/Term

wd KENDALL - 1 - Distinct IntelliTerm

File  Edit

]

AST1PB11
Feb 8,86

Transfer Fonts ©Options Macro  Wiew Window  Help

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

*x3%%% ¥ ¥ ¥ f S T R A *® % * ®E*E%¥

- BANK BALANCE BY YEAR/TERM - 11:11 AH

EHPLOYEE: A12345678 AUDIT DATE: B6-30-26085
EMPLOYEE-NAME: IDOE, JANE HOME QUAL-1 : W1315F

BANKED

Year
Term
a2-1
ag-2
83-1
a3-2
84-1
85-1

USED RESERUED L1 PTS PAID AUAILABLE UALUE
198 .76-

Points Points Points L1 Pnts Term
Banked Used Reserved Paid Balance Rate
G.8@ 6.88- 225088
15 .08 15 .88- a1 ]
12.88 7.808 .88 geh.ang
G.6@ L.8a 1.88 225 . 0aa
12 .08 g.a88- 4.08 a1 ]
geh.ang
*#x% End of Data

*Employee Id: Year-Term: TO UIEW DETAILS - ENTER *5*

4[|

1 Sess-1 147 .78 .27.147 TCPBA591 § 21/16

To display records on Bank Balance by Year/Term, type BB on the code line of the Overload/Point bank Activity Menu and
press the ENTER key. Above is a sample of what the Bank Balance by Year Term screen looks like. This is the screen that
shows all of the instructors’ bank balance history.

Please notice the information at the top of the screen above the dotted line. This information represents an employee's bank
balance totals for his/her entire bank history. The information below the dotted line represents detailed history of all of the
activity for that employee since he/she has been in the bank.

Listed below is an explanation of some of the fields encountered on this screen.

Fields above the dotted line

AUDIT DATE:

BANKED:

USED:

RESERVED:

AVAILABLE:

VALUE:

This represents the date on which Human Resources performed an audit of the employee's bank
activity.

The amount in this field represents the total number of points banked during the employee’s entire
bank history.

This amount represents total number of points used during the employee’s entire bank history.

This field shows how many points have been "encumbered” or reserved by an employee. If for
example, an instructor wants to use 60 points for leave or to offset a load, these points are
reserved, because they will not be "used" by the system all at once even though they have been
identified for use.

This represents the amount of points available to the employee in the bank currently.
This field contains the total dollar value of all of the available points in the bank.
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Fields below the dotted line

Select:

Press your TAB key to move the cursor to any year/term to view more detail. Type 'S' and press
the ENTER key, and a window will pop up like the one below showing the year/terms banking
detail. To leave the detail screen press the ENTER key, to be returned to the Bank Balance by
Year/Term screen.

®d KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts Options Macro  View ‘Window  Help

i |

AST1PB11
Feb 8,86

& | Profiles: |Sq§EEED KENDALL - MYSK MDCC,EDU

*xxkke ¥ ¥ ¥ A 5 T R A * ® ¥ ¥EXER

- BANK BALANCE BY YEAR/TERM - 11:11 AM

EMPLOYEE: A12345678 AUDIT DATE: B6-308-2085
EMPLOYEE-NAME : DOE, JANE HOME QUAL-1 = WM315F
USED RESERVED L1 PTS PARID AVAILABLE
198 .76- 25.34

BANKED

Year

YEAR
TERH

Points Banked

Points Used

Points Reserved

Term Balance

Rate

Term Value

DESCRIPTION INFOUT RATE
2882-1 BKD 0OULD-CURR TERM G.88 225 .6a8
2882-3 BKD PT LV -6 .88 225 .608

Points Points L1 Pnts Term

BANKED
POINTS

1 Sess-1 147 .70 .27 .147 TCPAA591

This field represents the total points banked for that specific year term.

This field represents the total points used, either through payment or offsetting an instructors load
for the specific year/term. To see how the points were used, select this year term and the detalil
window will show when the points were used. (See the SELECT field explanation above.)

This field shows the reserved points for the specific term. (Please see the explanation of Reserved
points on the previous page.)

This field indicates the bank balance remaining in the bank for the specific term. The total of all
term balances is what is available in the bank.

This is the instructor's point rate for the specific term.

This field represents the rate * term balance for the specific term. This value is the dollar value for
the term, if the instructor were to use the points for pay.

Enter a new employee MDID and press ENTER to view another employee's bank balance.
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PY: Display Prior Year/Term Overld Points
Prior Yr/Trm Overload Points

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

& | Profiles: | SRR KENDALL - MySK.MDCC EDL
ASTAPBiE *x3%%% ¥ ¥ ¥ f S T R A *® % * ®E*E%¥
Feb 8,86 - Prior Y¥/Trm Overload Points - 11:15 AM

EMPLOYEE: A12345678 AUDIT DATE: BG6-38-2805
WM315F

BANKED
POINTS
TERH DESCRIPTION INJOUT

£A82-1 BKD OVLD-CURR TERM G.0@ geh.ang

2A@2-2 BKD OVULD-GCURR TERM 1580 225 . 0aa

2882-3 BKED PT LU 1993-3 -3.80 1390 ._428

£a82-3 BKD PT LU caez-1 -6.88 geh.ang

2AB2-3 BED PT LU cap2 -2 -15 .88 225 . 0aa
*#%% End of Data ==

Employee ID: Year/Term:

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7-—-PF8---PF9---PF18—--PF11--PF12---
help retrn quit bkwrd frurd main

4[| 1 Sess-1 147 .78 .27.147 TCPBA591 § 28/15

To display records on Prior Yr/Trm Overload Points, type PY on the code line of the Overload/Point bank Activity Menu and
press the ENTER key. Above is a sample of what the Prior Year/Term Overload Points looks like. This screen is the detail of
point bank activity for an instructor for a specific year term.

YEAR/TERM This field contains the year/term in which the banking activity took place.

DESCRIPTION This field contains the description of the banking activity.

FROM/TERM This field shows what term the points came from that were used in this term for payment, leave or to
offset a load.

BANKED POINTS This field shows whether points were put in to the bank or taken out during this term.
IN/OUT

L1 POINTS PAID This field contains the amount of overload points paid during this term.
RATE This is the point rate which was assigned to the employee during the year term being viewed.

The cursor is sitting at the Employee Id field. Enter another employee MDID, press the TAB key and enter the year/term to see
if different from the one currently being viewed. Press the ENTER key and to see the next employee.
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TO: Display Term Overld Activity Detail
Term Overload Activity Details

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

ASTAPB13 *xx%% * * * A S TRHRA ¥ ¥ ¥ HEEER
Feb 8,86 - Term Overload Activity Details - 11:16 AM

EMPLOYEE: A12345678 AUDIT DATE: BG6-38-20485
EMPLOYEE-NAME : DOE, JANE HOME QUAL-1: W315F
BANKED USED RESERVED L1 PAID AVAILABLE

Trn. Transctn Qual-1 L1 Pnts
Cd. Description - Date Charged Paid Points Ualue

BKD OULD-CURR TERH 82-18-17 315D a.a8 1.98 225.88 445 .58
BKD OULD-CURR TERH 82-18-31 315D a.88 8.66 g2e5h.88 148.58
BKD OULD-CURR TERHM 82-11-13 WM315D 6.88 B.66 E25.88 148.58
BKD OULD-CURR TERH 82-11-26 315D a.a8 8.66 225.88 148.58
BKD OULD-CURR TERH 82-12-87 W315D a.88 8.66 g2e5h.88 148.58
BKD OULD-CURR TERHM 82-12-19 WM315D 6.88 B.66 E25.88 148.58
BKD OULD-CURR TERH 83-81-89 315D a.a8 a.72¢ Zeh.8@ 162 .08
Employee Id: Year Term:

Enter-FF1---PF2---PF3---PF4-—-PF5---PFG6---PF7¥-—-PF8-—-PF9---PF18--PF11--PF12-—-
help retrn bkwrd frued main

4[| 1 Sess-1 147 .78 .27.147 TCPBA591 § 28/15

To display records on Term Overload Activity Details, type TO on the code line of the Overload/Point bank Activity Menu and
press the ENTER key. Above is a sample of what the Term Overload Activity Details screen looks like. This screen shows
you the detail for the current term.

Fields above the dotted line

BANKED: This amount in this field represents the total number of points banked during the employee’s entire
bank history.

USED: This amount represents total number of points used during the employees’ entire bank history.

RESERVED: This field shows how many points have been "encumbered” or reserved by an employee. If for

example, an instructor wants to use 60 points for leave or to offset a load, these points are
reserved, because they will not be "used" by the system all at once even though they have been
identified for use.

AVAILABLE: This represents the amount of points available to the employee in the bank currently.

VALUE: This field contains the total dollar value of all of the available points in the bank.
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Fields below the dotted line

TRD. CD
DESCRIPTION

FROM/TERM

TRANSACTION DATE

QUAL-1
CHARGED

POINTS

VALUE

RATE

This is the transaction code necessary for the system. You do not need to know this.
This field contains the description of the banking activity.

This field shows what term the points came from that were used in this term for payment, leave or
to offset a load.

This is the date that the specific bank activity took place.

This is the qual-1 that was charged for the payment of points, whether the points were used for
payment or banked.

The number of points involved in this transaction.

This field represents the rate * term balance for the specific term. This value is the dollar value for
the term, if the instructor were to use the points for pay.

This is the instructor's point rate for the specific term.

The cursor is sitting at the Employee Id field. Enter another employee ID and press the ENTER key to view the next employee.
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DA: ASTRA Coordinators (Restricted)
ASTRA Coordinators Menu Access

w1 KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  View ‘Window Help

i |

& | Profiles: |EqEEHT KENDALL - MYSK, MDCC,EDU

ASTAPHAG *xx%® ASTRA COORDINATORS HMENU 333
AST Production

Code SystemfFunction/Explanation Emp Id Qual-1 Payclass

Increase Employee Point Limits
Update Authorizer Signature
Display Authorizers By Mame
Ouverride Course Points

Courses Without Students

Bank Deficit - not available
Select Employees By Empl-ID
Print Reports

Code: R = Required 0O = Optional

Employee Id: ficademic Year: TTEN R Pay Class:

Enter-PF1-—-PF2-——-PF3--—PF4--—-PF5---PF6---PF7---PF8---PF9---PF18—--PF11--PF12———
help retrn quit main

1 Sess-1 147 .708.27 147 TCPB2336 g 17/18

THIS SCREEN IS RESTRICTED TO CAMPUS/DISTRICT ASTRA COORDINATORS ONLY.

To work on the Administration Menu, type DA on the code line of the ASTRA Main Menu, to go to the Dean of Administration
menu like the sample above.
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IL: Increase Employee Point Limits
Employee Point Limitations

®d KEMDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Ophions Macro  Wiew Window Help

& | Profiles: R KENDALL - MySK.MDCC EDU
AST1HUBS *=x % ASTRA === AST1PUBS
Feb 088,06 Employee Point Limitations 11:22 AH

Employee MWame: DOE, JANE Emp Id: A12345678 !
Qual-1 ..: WH218B AA-FINE&APLD ART-CRTU ARTS

Payroll Class: 01 Staffing Formula: J16 Contract: F/3/5U-A

Max Limit ¥TD Total Tot Excluded
Overload Points...: io 15.08

Bank Point Limit..: 84.080
Part-Time Points..:
Admin. Task Points:
Term Points Limit.:
Employee Id: A12345678 Academic Year: 2885
Direct Command:

Enter-PF1---PF2---PF3-—-PF4——-PF5---PF6-—-PF7---PF8-——PF9——-PF18--PF11--PF12-—-
help retrn quit exprt bkwrd frwrd main

1 Sess-1 147.78.27.147 TCPBA591 # 18/4@

To work on Employee Point Limitations, type IL on the code line of the Dean of Administration Menu and press the ENTER
key. Above is a sample of what the Employee Point Limitations screen looks like. This is the screen that the ASTRA
Coordinator would use to update an employee's point limit. For each employee there is a default limit amount of points he/she
may be assigned. For example, the default yearly limit for Overload Points is 60, Bank Points is 84, Part-time Points is 40, and
for Admin. Task Points is 45. The Part-time Term Points Limit is 108. When assigning points to an instructor and a message
that says "Employee Reached LIMIT' on your screen, it means that employee's default limit for points has been reached or
exceeded. This is a restricted screen and only an ASTRA Coordinator is allowed to alter or update an employee's point
limitation with authorization from the Campus President or Academic Dean.

Listed below is an explanation of the some of the fields on the screen.

Maximum Limits This is the field where you can change the employee's maximum point limit, and it is a 2 or 3
position field.
YTD Totals This field represents the Year To Date Totals in employee's point limits. Points accrued by

employees during the year may not exceed this limit, unless a Dean of Administration or ASTRA
Coordinator increases that employee's point limits. To change the point limit make sure your cursor
is resting in the field to change. Press the TAB key until your cursor is where you want it and enter
the 2 or 3 position point limit. Then press the ENTER key.
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AS: Update Authorizer Signature
Electronic Signhature File Maintenance

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

ASTIMUAY * % * ASTRA 7 ERA = = = ASTAPUAY
Feb 88,086 Electronic Signature File Maintenance 11:24 AM

Action: D (Enter A-Add, D-Display, M-Modify, or P-Purge)
Employee Id: A12345678 DOE, JANE
Qual-1: w3181 COLLEGE PREP-CHAIR
Status: A PIN: @214

Action

(A,M,P)
waig12
W1315C
W1315F
W13151
W1886=

-——% NOTE: HMAXIMUM ENTRIES PER EMPLOYEE = 27 *——-

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7-—-PF8---PF9---PF18—--PF11--PF12---
help retrn quit flip exprt bkuwrd fruwrd main

Enter ACTION, then Press <ENTER> to Continue.

A 1 Sess—1 147 .78 .27 147 TCPAA591 4/12

To work on Update Authorizers Signature (Electronic Signature File Maintenance), type AS on the code line of the Dean of
Administration Menu and press the ENTER key. Above is a sample of what the Electronic Signature File Maintenance screen
looks like. This is the screen used to give employees roster signature authority. If 2 signatures for each roster are needed,
enter each of the authorizers as a primary. This screen is restricted and can only be updated by the ASTRA Coordinator.

Listed below is an explanation of some of the fields you will encounter on this screen:

Action If adding an authorizer for the first time, type an A, if adding additional quals to an employee already on file,
or to modify information about an employee already on this file, type an M for modify. To delete someone
from the signature file, enter a P for purge. The D is for display.

Employee Id Enter the 9 position MDID number for the employee to add, modify or purge from the electronic signature

file.
Qual-1 This field will be filled in automatically. It contains the home qual for the employee.
Status This field will be filled in automatically, by the system. There will be an A or D in this field. The A means that

the person is allowed to be an authorizer or preparer, a D means that this person has been disabled, and is
no longer allowed to be an authorizer or preparer.

PIN Enter the 4 position PIN number of the employee in this field. The Dean for Administrations' office on each
campus has the rules for assigning PIN numbers.

Action Add a qual to the electronic signature file by entering an A in this field. Display a qual on the file by entering
a D. Modify the information about an existing qual by entering an M, or you may purge a qual off of the file
by entering a P. If adding or modifying information, press the TAB key and you will be taken to the qual
field.

Qual-1 If the employee is going to be preparing or authorizing rosters for departments other than his/her home
department, enter the 6 position qual number in this field. If a person can prepare or authorize rosters for
the division, enter the 5 position division number followed by 1 asterisk. Example: (K1210%*). If the person
can authorize rosters for the campus, enter a 1 position campus code, followed by 5 asterisks. Example:
(K*****) Your cursor will automatically skip to the next field.

P/A When adding authorization authority to an employee, tell the system if the person has primary or alternate
authorizing authority. If the person must authorize the roster for payment, he/she would be a primary
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Prep by

authorizer and you would enter a P in this field. If the person will function as an alternate, in case of
absence, etc., of the primary authorizer, he/she will be considered an alternate and you would enter an A.

In this field, type a Y if the employee is going to be preparing the roster (adding absent or substitute hours).
Enter a Y in this field if the authorizer is a level 1 authorizer. He/she must sign the roster.

Enter a Y in this field if the authorizer is a level 2 authorizer. He/she will sign the roster in the absence of the
primary authorizer.

(see the P1-1 explanation above, this is the same but for overload rosters.)

(see the P1-2 explanation above, this is the same but for overload rosters.)

Press the ENTER key when finished entering all data in this screen.
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DN: Display Authorizers By Name
Electronic Signature File

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

AST1PBEY ®x%% % # | S TR A % * *xxx
Feb 8,086 - ELECTROMIC SIGNATURE FILE - 11:25 AH

+-— AUTHORIZATION CATEGORIES —--+
EMPLOYEE EMPLOYEE REC QUAL-1 PRM PRP P1
NER RANGE ALT BY

DOE, JANE wite1z2
W1315cC
W315F
3151
W1806%

DOE, JOHN K46848

DOE, JIM w2188
W2681E
Employee Name:

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7-—-PF8---PF9---PF18—--PF11--PF12---
help retrn quit bkwrd frurd main

4[| 1 Sess-1 147 .78 .27.147 TCPBA591 § 20/17

To display records on Display Authorizers By Name, type DN on the code line and the 9 character Employee ID of the Dean of
Administration Menu and press the ENTER key. To find the MDID, press <PF1> on the line for Employee ID, enter last name,
then first of the employee and press enter. Position the cursor on the line of the employee and press enter.
sample of what the Display Authorizers By Name screen looks like. When entering this screen enter the last name, then press

enter.
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PA: Print Authorizers Report; PR: Print ASTRA Security Report;
NA: Print Notice of Assignment; LN: Print Late Notice of Assignment;
TO: Print Term Overload Activity; SC: Print Schedule Conflict Rept;
UB: Unfrozen Bank Accts > 24 Rept

w1 KENDALL - 1/ - Distinct IntelliTerm
File Edit Transfer Fonts Options Macro  Wiew  Window  Help

i ]

& | Profiles: |iEEET KENDALL - MYSK.MDCC EDLU

AST1PMBEG *xxx% ASTRA COORDINATORS HEMU sesxsex=
AST Production
Code System/Function/Explanation Emp Id Qual-1 Payclass

INCREASE EMPLOYEE POINT LIHMITS
UPDATE AUTHORIZER SIGNATURE
DISPLAY AUTHORIZERS BY NAME
PRINT AUTHORIZERS REPORT
PRINT ASTRA SECURITY REPORT
OVERRIDE COURSE PODINTS
PRINT NOTICE OF ASSIGNMENTS
PRINT LATE WOTICE OF ASSIGM
PRINT TERM OVERLOAD ACTIVITY
COURSES WITHOUT STUDENTS
PRINT SCHEDULE CONFLICT REPT
ADD BANK DEFICIT LEAVE ASSEN N/A
UNFROZEN BMKE ACCTS > 24 REPT
SELECT EMPLOYEES BY EMPL-ID
Code: R = Required 0 = Optional
Employee Id: ficademic Year: Qual-1: Pay Class:

Enter-PF1---PF2-——PF3-——PF4-——-PF5——-PF6---PF7---PF8---PF9---PF18--PF11--PF12-—-
help retrn quit main

1 Sess-1 147.78.27.147 TCPBA339 g 19/18

To print the Authorizers Report type PA on the code line of the ASTRA Coordinators Menu and press the ENTER key.
To print the ASTRA Security Report type PR on the code line of the Dean of Administration Menu and press the ENTER key.

To print the Notice of Assignments you would type NA on the code line of the Dean of Administration Menu and press the
ENTER key. This report will show all course assignments for part-time instructors for the term you have chosen and the
distribution of points scheduled for payment. The ASTRA coordinator should print this report and distribute to departments
each term.

To print the Late Notice of Assignment you would type LN on the code line of the Dean of Administration Menu and press the
ENTER key. Follow same procedure for printing the Notice of Assignment. This report will show all course assignments for
new part-time instructors, or individuals who have changes or additions made to their assignments after the printing of the
original Notice of Assignment, for the term you have chosen.

To print the Term Overload Activity Report you would type TO on the code line of the Dean of Administration Menu and press
the ENTER key.

To print the Schedule Conflict Report you would type SC on the code line of the Dean of Administration Menu and press the
ENTER key. This report will show faculty assignments with course date/time conflicts

To print the UnFrozen Bank Balance Over 24 Report you would type UB on the code line of the Dean of Administration Menu
and press the ENTER key. This report will show employees who reach the end of the academic year with over 24 points in the
bank.

See pages 73-74 for more detailed information on how to complete these screens
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OP: Override Course Points
Override Course Points

1 KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Ophions Macro  View window Help

&= | Profiles: |BgiEEER KENDALL - MYSK.MDCCEDU

ASTAPH13 xxxx% * [] 5 T R A * xxxxx
Feb 8,86 - Override Course Points-

Code Functions

ASSIGN MEW CLASSES
CHANGE ASSIGHED POINTS
Help

Terminate

Employee Id:

Enter-PF1---PF2-—-PF3---PF4---PF5-——PF6-—-PF7——-PF8--—PF9-——PF18—-PF11--PF12-—-
help retrn main

1 3ess-1 147.78.27 .147 TCPBB591 § 12/18

To work on the Override Course Points screen type OP on the code line of the Dean of Administration Menu and press the
ENTER key. Above is a sample of what the screen looks like. This is the screen used to override course points allotted in
Odyssey. This is a restricted screen and only an ASTRA Coordinator is allowed to override course points.
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NS: Courses Without Students
Courses without Students

wd KENDALL - 1 - Distinct IntelliTerm

File  Edit

=

Profiles:

AST1PBG3

Feb

8,86

CAMP REFH#

188
188
188
188
188
188
188
188
188
188
188
188

2750859
275178
275638
276713
276714
276853
281829
288859
289886
289899
2989048
298918
298913

YEAR-TRH:

Transfer

Fonts Options Macro  Yiew Window Help

| B EEETD KENDALL - MySK, MDCC EDL

*%%3%% ¥ ¥ B 5 T R A % * % ®¥¥*Ex
- Courses without Students -

ABER MBR SFX INSTRUCTOR QuaL 1 POINTS

Ww2se18
CJL 2862 N2781D 4.80
EEC 18880 127810 12 .88
S5LS 1535 N14882 12 .88
SL: 1535 N14882 12 .88
PP 2191 N121a8cC 18 .88
CEN 1381 Ww2se18 2.48
DAR @38 Ka2e1c 1.80
EDD  B12 Ka281C 3.20
EDU 813 K4281C 1.28
EDU @57 K3281E 5.80
EDD  B57 K3281E 5.88
EDU @68 K3284E 4.92
CAHPUS:

Enter-PF1---PF2---PF3---PF4-—-PF5-—-PF6--—-PF7---PF8-—-PF9-—-PF18--PF11--PF12---

4[|

help

retrn quit flip bkwrd frurd left right main

1 Sess-1 147 .78 .27.147 TCPBA591 § 28/12

To view the Courses without Students screen, type NS on the code line of the Dean of Administration Menu and press the
ENTER key. Enter desired year/term, if different from the default term and the one character campus (i.e., 1-North, 2-Kendall,
3-Wolfson, 4-Medical, 5-Homestead, 6-IAC or 8-NWSA) and press enter. Above is a sample of what the Courses without
Students screen looks like.
students registered should be deleted to avoid overpayments.

This screen should be viewed before payroll deadlines to determine if courses assigned without
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ES: Select Employees By Empl-ID
Select Employees By Employee ID

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts Options

Macro  Wiew Window Help

]
AST1PMBGE

ASTIPIAG
Feb 8,86

Last HWame

DOE
DOE
DOE
DOE
[ple]=
NOF
[ple]=
DUNN
DUNN
DUNN
Current Name: A

Employee Selection Listing

& | Profiles: | SRR KENDALL - MySK.MDCC EDL
-ASTRA DEAN OF ADMINISTRATION MENU -

ASTRA = = =
11:34 AM

First Name Middle Emp Id MDID

JIM

JOHN
MICHAEL
NELSON
REBECCA
STANI FY
SUSAN
ABEL
ABRAHAM
BENJAMIN

Enter-PF1---PF2-—-PF3---PF4-—-PF5-—-PF6---PF7---PF8---PF9---PF 18-

help retrn quit

bkwrd Frurd

Position cursor on Emp-Mame and press ENTER

1 Sess5-1

147 .78 .27.147 TCPBA591 § 20/23

To work on the Select Employee By Employee ID screen, type ES on the code line of the Dean of Administration Menu and
press the ENTER key. Above is a sample of what the screen looks like. This is the screen used to look up an employee’s
social security and MDID numbers by typing the last name, then first on the line indicated.
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TA: Payroll Roster (Absent & Substitutions)
ASTRA Roster Menu Access

w1 KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts Options Macro  Miew  ‘Window  Help

& | Profiles: |BgjEEE KENDALL - MySK.MDCC EDU

ASTAPHABT #ex¥¥ ¥ ¥ ¥ A S TR A * % % XXX
Feb 838,086 - ROSTER MENU - 11:35 AM

Code: System/Function/Explanation CLASS QuaL1 EHMP.ID

Employees Scheduled For Payment

Print Scheduled for Payment {CAMPUS/QUAL-1)
Absent & Substitute Hours by Qual-1
Substitute Hours By Employee

Absent Hours By Employee

Review & Authorization

Cancel Authorization

Print Payroll Roster {(CAMPUS/QUAL-1)

Qual-1 Status Review

Uiew Payroll Roster Calendar

Uiew Previous Roster {Pay-Prd required}
Terminate

Code: Required
Payroll Class: {P1/Parttime - L1/0verid)
Qual-1 : Employee ID.: Pay Period:
Enter-PF1---PF2---PF3---PF4-—-PF5---PF6---PF7——-PF8---PF9-—-PF18—-PF11--PF12---
retrn quit main

1 Sess-1 147.78.27.147 TCPAA591 § 19/18

To work on Payroll Roster (Absent & Substitutions) information, type TA on the code line of the ASTRA Main Menu, which
would bring up the ROSTER MENU screen like the sample above. From this menu choose any of the functions to update data
concerning payroll roster, absent and substitute hours or authorizations. The following pages of this guide explain each of
these menu selections. Please see the table of contents for specific page numbers.
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SP: Employees Scheduled For Payment
Employees Scheduled for Payment

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

AST1MB30 *xxkx i 8§ T R A sexsexx AST1PB3A
Feb 88,06 - Employees Scheduled for Payment - 11:38 AM
Payroll: PART-TIME INSTRUCTOR Qual-1: AA-MATHEMATICS
Pay Period: 2085-13 Check Date: B3/783/06 Final Deadline: @82/17/086
Any Additions / Deletions / Changes to assignments must be entered
in ASTRA by FINAL DEADLINE DATE
quAaL-1 PFAY PRD

EMPLOYEE ID J POINTS POINTS

DOE, JANE 24.80 2 .66

DOE, JIM 24.480 2 -66

DOE, JOHN 24.80 2 .66

DOE, MICHAEL 12.4808 1.33

DOE, NELSON 24.80 2 .66

DOE, REBECCA 12 .80 1.1

DOE, STANLEY 12.808 1.33

DOE, SUSAN 12.88 1.33

DUNN, ABEL 24.80 2 .66

DUNN, ABRAHAM 12.4808 1.33

Qual-1: WMG617Aa Pay Period: 2885 13

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7-—-PF8---PF9---PF18—--PF11--PF12---
help retrn quit Total flip Unasg bkwrd frurd main

4[| 1 Sess-1 147 .78 .27.147 TCPBA591 28/15

To work on Employees Scheduled for Payment, type SP on the code line of the Roster Menu and press the ENTER key.
Pictured above is what the Employees Scheduled for Payment screen looks like. This is the screen that shows you who is
currently eligible for payment for the upcoming pay period. Please note that at the top of the screen the Final Deadline field
will be shown. This is the date by which all of your entries, additions, deletions or changes to assignments are made. If faculty
have not been entered into the system by this date, they will not be paid in the upcoming pay period. If, when looking at this
screen, points are incorrect, or a faculty member is missing from the roster, revisit the appropriate screen in this system to
make the corrections or additions.

Once additions or corrections to assignments have been made, review this screen to see that the changes have been
reflected.

Below is an. explanation of some of the fields on this screen.

Pay Period This is the term in which the work has been performed.

Check Date This is the date the check will be issued.

Final Deadline This is the date by which you must have made all of your entries, additions, deletions or changes
to assignments in order to have your faculty paid properly and on time for the upcoming pay
period.

Cost Cntr This is the qual which will be charged for the payment of points.

Pay Prd This is the amount of points that will be paid in the upcoming check.

To view a list of unassigned courses for this qual, press the PF6 key, and be taken to a screen that shows all of the
unassigned courses for the qual. This will make sure that all of the courses have been assigned to faculty, further ensuring
that all of the assignments necessary prior to pay have been made.

To view the TOTAL number of points assigned for the term in the department, and the departmental TOTAL number of points

scheduled to be paid for the upcoming pay period, you would press the PF4 key. A window, like the one below, will pop up
showing you these totals.
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Additionally, if the PF6 key is pressed, a screen showing all unassigned courses for the qual is shown. This will help make
sure all courses have been assigned to faculty.

w3 KENDALL - 1 - Distinct IntelliTerm

File Edit Transfer Fonts Options Macro  Wiew Window  Help

& Profiles: |&jjiEEED KENDALL - MYSK.MDCC,EDU

AST1HB3NA #xxxx A S T R A =xxxx
Feb 88,86 - Employees 3cheduled for Payment -
Payroll: PART-TIME INSTRUCTOR Qual-1: AA-MATHEMATICS
Pay Period: 2805-13 Check Date: 83/83/06 Final Deadline: 82/17/06
Any Additions / Deletions / Changes to assignments must be entered
in ASTRA by FIMAL DEADLINE DATE

quaL-1 FAY PRD
EMPLOYEE ID / POINTS PODINTS
DOE, JANE £d.68 [ ili]

Departmental Totals

ASTAFPB30
11:38 AN

NUMBER OF DEPARTHMENT FAY PERIDD
EMPLOYEES POINTS POINTS

16 312 .88 34.96

DOE, JOHN

Qual-1: WMG17A Pay Period: 2885 13

Enter-PF1---PF2---PF3---PF4-—-PF5-—-PF6---PF7---PF8-—-PF9---FF18--PF11--PF12-—-
help retrn quit Total flip Unasg bkwrd frwrd

main

4| 1 Sess-1 147 .78.27.147 TCPAB591 1679
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DE: Absent & Substitute Hours by Qual-1
Final Payroll Roster / Absent & Substitute Hours — Only

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

AST1PEB14 *%%%%E ¥ ¥ A 5 T R A % * *xx¥%x*

Apr 84,86 FINAL PAYROLL ROSTER

ABSENT & SUBSTITUTE HOURS - OHLY

PAYROLL: Part-Time QuaL-1: WM315F - AA-LETTERS-COLL CORE

Pay Period: 288516 Check Date: B84-13-86
{place 5 next To selected employees)

EMP-ID

DOE,

DOE,

DOE, MICHAEL
DOE, NELSON
DOE, REBECCA
DOE, STANLEY
DOE, SUSAN
DUNN, ABEL

1 Sess-1 147 .78 .27.147

To work on Final Payroll Roster Absent & Substitute Hours — Only, type DE on the code line of the Roster Menu and press
the ENTER key. Above you will see a sample of what the Final Payroll Roster Absent & Substitute Hours screen looks like.
This is a date driven screen, and will only be available for a short period before each scheduled pay period. Important Note:
Once this screen is available, you will not be able to make any more assignment or point changes. (Please consult the payroll

date information sheets distributed through the Payroll Department).

This is the screen to choose which employee(s) are to have absent and substitute hours recorded. Additionally, this screen
shows all of the people scheduled for pay in the next pay period. To record absent and substitute hours for an employee, type
an S next to the employee to record absent and substitute information and a new screen will show the Absent and Substitute

Roster

QuUALA1
FOINTS

12 .88
18 .88
12 .66
12 .88
28.8a8
36 .08
g.00
24.848
12 .66

Due Date:

PAY FPRD
POINTS

1.33
5.49
1.33
2.8
2.21
4.87
a.838
2.66
1.33

TCPBAGEG

Hours. (See page 66.) Listed below is an explanation of some of the fields found on this screen.

PAYROLL This will either show Part-Time or Overload.

Pay Period This is the year/term in which this payroll will be prepared.

Check Date The date the check for these people will be issued.

Roster Due This is the date by which all of the absent and substitute hours must be added in order for these
Date to be reflected in the upcoming pay.

You would enter an S in this field by the name(s) of the employees to enter absent and substitute hours.
After you enter the S press the enter key and you will be taken to the screen entitled Absent and

Substitute Hours (please see the following pages.)

Dept. Pointe The total number of points the instructor is scheduled to be paid for the term.

B9:37 AM

A4-84-06

FAY PRD
HOURS

5.32
21.96
L.32
g.08
8.89
16.28
3.52
18.64
L.32

§ 21/15

Pay Prd Points The amount of points scheduled to be paid this instructor in the upcoming payroll.



AS: Absent Hours By Employee
Absent and Substitute Hours

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

A4/84/86 * * % ASTRA = = = A9:-39:87
AST1MUBO fibsent and Substitute Hours AST1PUGY

Payroll: PARTTIME INSTRUCTIONAL ¥W315F - AA-LETTERS-COLL CORE
Pay Period: 20805-16 Check Date: 84-13-86 Roster Due Date: 84-84-86

Instructor: A12345678 DOE, JANE Mark to
Absent Select Sub.
Course Id Course Title Points Hours Hours

2885-2 308 325274 ENC1181 EMGLISH COMP 1

Dates:

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7-—-PF8---PF9---PF18—--PF11--PF12---
help retrn quit bkwrd frurd main

4[| 1 Sess-1 147 .78 .27.147 TCPBAGEG # 11/61

To work on Absent and Substitute Hours, type AS on the code line of the Roster Menu and press the ENTER key. Pictured
above is what the Absent and Substitute Hours screen looks like. Access this screen by typing an “S” (on the Final Payroll
Roster screen) next to the employee(s) to add absent and substitute hours (if applicable) and pressing the ENTER key. Listed
below is an explanation of some of the fields on the screen.

Absent Hours In this field, enter the number of hours that the employee was absent. (Note: If the employee was
absent a fraction of an hour, you must enter the decimal point, ie: 1.5, otherwise you would enter
just the number, ie: 1. Now press the TAB key and be taken to the Mark to Select Sub Hours field.

Mark to Select If there was a substitute for the instructor for whom absent hours have been recorded, type an
Sub Hours 'X"in this field and press the ENTER key. The Substitute Hours screen will be shown.
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SH: Substitute Hours By Employee
Substitute Hours by Employee

wd KENDALL - 1 - Distinct IntelliTerm

File Edit Transfer Fonts Opltions Macro  VWiew Window Help

& | Profiles: |GyiJEEED KENDALL - MySK.MDCC EDU

84/84/86 *xx* * ASTRA =*= == #9:43:52
ASTIMURS Substitute Hours by Employee ASTIPURS

Payroll: PARTTIME INSTRUCTIONAL W1315F - AA-LETTERS-COLL CORE
Pay Period: 2005-16 Check Date: 84-13-2086 Roster Due Date: B84-84-20886

Employee Id: A12-34-5678 DOE, JANE Total Sub Hours
Position Code: 845281 Calendar Code: P1R 1.88

Yr/Trm Cmp Refit Sub For Instructor Sub Hours Sub Date(s)
280852 388 325241 CARSON, KAREN M 1.88 3/38/86

Employee Id: A12345678 ' Qual-1: WI315F

Enter-PF1--—-PF2---PF3---PF4---PF5---PF6-—-PF7---PF8--—-PF9-—-PF18--PF11--PF12-—-

help retrn quit Posit bkurd Fru-d main

Sub hours updated for employee

1 Sess-1 147 .78 .27 .147 TCPABG2E

To work on Substitute Hours by Employee, type SH on the code line of the Roster Menu and press the ENTER key. Above is
a sample of the Substitute Hours by Employee screen. This is the screen that you use to record the hours for an employee
who substituted for an absent faculty member. Below is an explanation of some of the fields on the screen.

Pay Period This is the year/term in which this payroll will be prepared.

Check Date The date the check for these people will be issued.

Roster Due Date This is the date by which you must have added all of your absent and substitute hours in order for
these people to be reflected in the upcoming pay.

Substitute Hours In this field you would enter the number of hours this employee substituted. If the employee
substituted a fraction of an hour, you must enter a decimal point, ie: 1.5. Now press the TAB key
and you will be taken to the Pay in qual field.

Substituted For This field is a "free form" field. You may enter the name of the instructor for whom the substitute
replaced. This field is not "edited" and so anything you enter will be accepted. This field is only
used for comments. Press the TAB key and you will be taken to the Course Id field.

Course Ild In this field enter the course ID which is comprised of the 5 position year/term, ie: 19941, and the 6
position course reference.

Date This is a free form field which can be used to show the date the substitute worked.

Employee Id Enter another substitute employee social security number and press the TAB key. The cursor will
be taken to the Qual Field.

Qual In this field enter the 6 position qual of the department which the employee will receive his check.

You will now be allowed to repeat the above Substitute Hours by Employee process over again
until all of your substitute hours have been entered.
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RE: Review & Authorization
Roster Review/Authorization

wd KENDALL - 1 - Distinct IntelliTerm

File  Edit

]

=

Transfer Fonts ©Options Macro  Wiew Window  Help

Profiles: | BiEEED KENDALL - MySK, MDCC EDU

AST1PB16 wukxxk % ¥ A S T R A * * *kexxx*
Apr 84,086 - Roster Review/Authorization - 89:45 AM

W315F - AA-LETTERZ-COLL CORE

PAYROLL: Part-Time
Pay Period: 280516 Check Date: 84-13-86 Roster Due Date: 84-84-86

EMPLOYEE G.L. EMPLOYEE FAY PD PAY PD ABSENT 3UBS.
-— ID —— CODE FOINTS HOURS HOURS HOURS
568808 , 1.33 5.32
568808 , 1.88
568808 , 5.49 21.96
56888 , MICHAEL 1.33 5.32
56600 , NELSON 2.88 8.88
568808 , REBECCA 2.21 g8.84
56888 , STANLEY q.87 16.28
56600 , SUSAN 8.88 3.52
56888 DUNN, ABEL 2.66 18.64

Prepared By: Authorized By:

Qual-1:

Enter-PF1---PF2---PF3---PF4-—-PF5-—-PF6---PF7-—--PF8-—-PF9-—-PF10--PF11--PF12---

4[|

help retrn quit TOTAL CONFM VOID bkwrd fruwed CONFH main

1 Sess-1 147 .78 .27.147 TCPBAGEG 19/15

To work on Roster Review/Authorization, type RE on the code line of the Roster Menu and press the ENTER key. Pictured
above is a sample of what the Roster Review/Authorization screen looks like. This is the screen that must be reviewed and
"signed" before the employees in a qual will be paid. Listed below is an explanation of some of the fields on the screen.

Check Date

Roster Due Date

Dept Points
Pay Pd Points
Absent Hours
Subs. Hours

Prepared by

1st Level of
Authorization

2nd Level of
Authorization

The date the check for these people will be issued.

This is the date by which this roster must be reviewed and authorized ("signed") in order for the people
on this roster to be paid on the upcoming pay date.

The total number of points the instructor is scheduled to be paid for the term.

The amount of points scheduled to be paid this instructor in the upcoming payroll.

The amount of hours the instructor was absent during this pay period.

The number of hours this employee substituted during this pay period, for which he/she will be paid.

In this field, the data entry person who has entered all of the faculty assignments and absent/substitute
hours will enter his/her 4 position PIN (Personal Identification Number). Please contact you ASTRA
Coordinator for a PIN number. After the data entry person has entered his/her PIN number press the
PF10 key, and a "yes" will appear indicating that you have entered a valid preparers PIN number.

In this field, the person who is responsible for being the first authorizer (signer) of this roster, will enter
his/her 4 position PIN number. (In many cases, this is the department chair.) This signifies that to the
1st authorizers knowledge, everything on this roster is correct. After the 1st level of authorizer has
entered his/her PIN number press the PF10 key.

In this field, the person who is responsible for being the 2" authorizer (signer) of this roster, will enter
his/her 4 position PIN number. (In many cases this is someone at the associate dean level.) This
signifies that to this persons' knowledge, everything on this roster is correct. After all required PIN
numbers are entered you will press the ENTER key.
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To see the total points to be paid on this roster for the department and the total points to be paid for this pay period as well as
total absent and substitute hours, press the PF4 key and a pop-up window like the screen below will appear. To leave this
window, press the ENTER key.

Note Not all rosters require 2 levels of authorization. Contact the campus ASTRA Coordinator for
information about how many authorizers are required for the qual.

®d KEMDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Ophions Macro  Wiew Window Help

& | Profiles: R KENDALL - MySK.MDCC EDU

ASTI1PB16 xxxxkk ¥ % [ S T R A % 2 xexxx

Apr 84,86 - Roster Review/Authorization - 89:45 AM
UM315F - AA-LETTERI-COLL CORE

PAYROLL: Part-Time

Pay Period: 288516 Check Date: 84-13-86 Roster Due Date: 04-084-06

EMPLOYEE G.L. EMPLOYEE FAY PD PAY PD ABSENT 3UBS.
-— ID —— CODE FOINTS HOURS HOURS HOURS

56888 DOE, JANE 1.33 5.32

56888 DOE, JIM 1.688

56888 DOE, JOHN 5.49 £1.96

56888 DOE, MICHAEL 1.33 5.32

56BA@ DOE, NELSON Z.8a g.88

TOTAL SCREEN
TOTALS FOR DEPARTHMENT

NUMBER OF FAY PRD PAY PRD ABSENT SUBSTITUTE
EMPLOYEES HOURS POINTS HOURS HOURS
Prepared B
12 181.16 25.29 1.488
Qual-
Enter-PF1---PF2---PF3-—-PF4——-PF5---PF6-—-PF7---PF8-——PF9——-PF18--PF11--PF12-—-
help retrn quit TOTAL CONFM UDID bkurd frued CONFM main

4[| 1 Sess-1 147.78.27.147 TCPBAGEG 15714
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CA: Cancel Authorization
Cancel Authorization

w1 KENDALL - 1/ - Distinct IntelliTerm
File Edit Transfer Fonts Opltions Macro  VWiew Window Help

& | Profiles: |GyiJEEED KENDALL - MySK.MDCC EDU

ad;/04/86 * % * ASTRA *= =% = 89:48:26
ASTIMU11 Cancel Authorization ASTIPUI1

W315L - AA-LETTERS-CREATIVE ARTS
Payroll: Part-time Instructional
Pay Period: 208516 Check Date: @4-13-86 Roster Due Date: @4-084-06

CANCEL ORIGIMAL AUTHORIZATION TO ENTER ADDITIONAL DATA

AUTHORIZER: DOE, JANE

Qual-1: WM315L Pay Class: P1

Enter-PF1---PF2---PF3---PF4-—-PF5---PF6---PF7---PF8---PF9-—-PF18--PF11--PF12---
Retrn Quit CHFRH CHFRH Main

HlA| 1 Sess-1 147 .78 .27 .147 TCPABG2E 13728

To work on Cancel Authorization, type CA on the code line of the Roster Menu and press the ENTER key. Above is a sample
of what the Cancel Authorization screen looks like. This is a date driven screen, and will only be available for a short period
before each scheduled pay period. On this screen you will be able to cancel an authorized roster allowing changes on the
roster to absent and substitute hours to be made. (Remember, once a roster is authorized, that the roster is frozen from further
changes.)

Observe that the cursor is resting next to the 1ST LEVEL OF AUTHORIZATION field. To cancel the authorization, type in your
4 position PIN number here and then press the PF10 key. Note: if a 2ND LEVEL OF AUTHORIZATION is required, that
person will type in their PIN number and then press the PF10 key. A message will appear saying "Level 1 revoked - Roster is
not authorized, or Level 2 revoked - Roster is not authorized". Now you can go back to make changes to absent and substitute
hours data (see page 64 in this user guide for information on how to make changes to absent and substitute hours.)

Listed below is an explanation of some of the fields found on this screen.
Payroll This field will show either part-time or overload.
Pay Period This is the year/term and pay period in which this payroll will be prepared. (There are 25 pay periods

per academic year. In this field the respective pay period of that term this roster represents will be
shown). See chart below.

Fall Term 20XX-01  through  20XX-09
Sprint Term 20XX-10  through  20XX-18
Summer A 20XX-19  through  20XX-21
Summer B 20XX-22  through  20XX-24
Intern 20XX-25

Check Date The date the check for these people will be issued.

Roster Due Date Any changes to the roster must be made before this date.

To cancel authorization for an additional qual press the TAB key and the cursor will skip down to the qual field. Enter a new
qgual number and pay class number and then press ENTER.
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AR: View Previous Roster
Archived Rosters

®d KEMDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Ophions Macro  Wiew Window Help

& | Profiles: R KENDALL - MySK.MDCC EDU

ASTIAPGAR xxxxkk ¥ % [ S T R A % 2 xexxx

Apr 984,86 - Roster Rewview - B9:52 AH
WM315L - AA-LETTERS-CREATIUE

PAYROLL: Part-Time Instructional

Pay Period: Check Date: 83-17-86

EMPLOYEE G.L. EMPLOYEE PAY PD ABSENT SUBS
-— ID -- CODE HOURS HOURS HOURS
A12345678 | 5GAAA DOE, JOHN 21.28

*#x% End of Data ==

Prepared By: DOE, JIM Authorized By: DOE, JANE

Calendar: Qual-1: Pay-Prd:
Enter-PF1---PF2---PF3-—-PF4-—-PF5——--PF6———-PF7-—--PF8---PF9——-PF18--PF11--PF12-—-
retrn quit bkwrd frwrd

4[| 1 Sess-1 147.78.27.147 TCPBAGEG 16774

To view rosters that have approved, type AR on the code line of the Roster Menu and press the ENTER key. Above is a
sample of what the Roster Review screen looks like. Enter the respective calendar code (eg. P1 or L1); the 6 digit department
qual, and prior pay period (eg. 2004-12). The past, approved roster will be displayed as shown above.

Listed below is an explanation of some of the fields found on this screen.

Payroll This will show whether this is a part-time or overload payroll.

Pay Period This is the year/term and pay period for the prior payroll.

Check Date The date the check was issued.

Pay Period This is the par period from the prior pay roster (eg. 2004-12)
Employee ID The 9 characters of the instructor(s).

GL Code The general ledger code associated with the assignment paid.
Employee Name The name(s) of the instructor(s)

Pay Pd Points Points paid in the specific pay period selected.

Pay Pd Hours Hours paid in the specific pay period selected.

Absent Hours Absent hour(s) recorded, if applicable, for the selected pay period.
Sub Hours Substitute hour(s) recorded, if applicable, for the selected pay period.
Calendar Either L1 (Overload) or P1 (part-time) calendar type selected for view.
Qual-1 Department qual selected for view.

Pay period Roster pay period (eg. 2004-12) selected for view.
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RP: Reports (Hard Copy)
ASTRA Report Generator

®d KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  View ‘window Help

i |

& | Profiles: B KENDALL - MySK, MDCC,EDU

11/86/86 * * * ASTHRA * x * 15:34:29
AST1HMA9 Report Generator Sub-Menu

AST Production

Code System/Function Code System/Function

Faculty Assignment Summary Bank Balance {Actiwe)
Faculty Proof List Prior YY¥/T DOverload
Instructor Locator List Instrs. / Canceled Courses
Part-Time Task Assn Report Instrs. with +38 OverLoad
Full-Time Task Assn Report Admin. Tasks / +48
Shortload Report Admin. Task Detail Report
Undesignated Owerload P1 Instrs. with 96+ Points
Data Entry Sheets Alphabetic Instructor List
Unassigned Courses Payment Discrepancies

Bank Balance {Inactive) Unfrozen w/+24 banked
Print Motice of Assignments Print Late HMotice of fAssign.
Help Terminate

Enter Code to Print a Report:

Enter-PF1---PF2-—-PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF18--PF11--PF12——-
help retrn main

4[] 1 Sess-1 147 .70.27 .147 TCPB2336 § 19/47

To work on Report Generator, type RE on the code line of the ASTRA Main Menu and press the ENTER key. Above is a
sample of what the Report Generator Sub-Menu screen looks like. This screen is where reports are selected for production
from the menu. Type the corresponding code in the field titled "Enter Code to Print a Report:" then press the ENTER key.
Below is a sample of the screen that will be displayed.

®d KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Oplions Macro  View Window  Help

i |

& Profiles: |EgjEEED KENDALL - MYSK.MDCC,EDU

ASTIHGAS * * x A STRA == =
Feb 838,86 REPORT GENERATOR

Report Hame: Faculty Assignment Summary
REPORT ROUTING INFORMATION

The rePurt wh!cp you @aue rquested requirgs tpat you ent?r the
following additional information. Please fill in all the items
below and press ENTER. All items are limited to 12 characters.

DEPARTHMENT TO RECEIVE REPORT =>

PERSON TO RECEIVE REPORT ==

PHONE MUMBER (above person)

DATE (Default Today’s Date)

Enter-PF1-—-PF2---PF3---PF4---PF5---PFG6---PF¥-—-PF8---PF9---PF18--PF11--PF12-—-
Help Retrn PGdn PGup

A 1 Sess-1 147 .78 .27 .147 TCPABA591 § 17/56

Observe that the cursor will be resting next to the DEPARTMENT TO RECEIVE REPORT => field, enter either the name or
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the account number of the department where to send the document. This is a free form field, which will be used by Computer
Operations to help them distribute the reports. Press the TAB key.

In the PERSON TO RECEIVE REPORT =___ > field type in the name of the person receiving the report (This is a free form
field). Press the TAB key. Next will be the PHONE NUMBER (above person) __ > field, type in the person's phone number.
The DATE field will automatically default to today's date. Press the ENTER key after typing all required information. See the
screen below.

®d KEMDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Ophions Macro  Wiew Window Help

& | Profiles: R KENDALL - MySK.MDCC EDU

AST1MGSE =% x ASTRA == =
Feb 88,086 REPORT GEMERATOR

Report Mame: Faculty Assignment Summary
REPORT DATA SELECTION

ENTER YEAR/TERM (¥Y¥Y¥Y T):
{Year must be four digits, and one digit term.)

ENTER CAMPUS/DIUISION/ACCOUNT /EMPLOYEE ID:
Specify: 1 char Campus, 5 digits Div,
6 digits Qual1l or MDID

ENTER MUMBER OF COPIES FOR REPFORT: 1
(Specify how many copies of the report you want to receive.}

Enter-PF1---PF2---PF3-—-PF4——-PF5---PF6-—-PF7---PF8-——PF9——-PF18--PF11--PF12-—-
Help Retrn PGdn PGup

4[| 1 Sess-1 147.78.27.147 TCPBA591 § 8738

Enter the YEAR/TERM as in the example above. The year must be 4 positions and the term as either a 1, 2, 3 or 4. Below the
YEAR/TERM enter the CAMPUS/DIVISION/ACCOUNT/EMPLOYEE ID. number for the report to be generated. Specify a one
digit campus number (ie:1, 2, 3, 4, 5, or 9); a five character division; a six character qual (ie:1313BE1); or a nine digit
employee MDID number. Specify an 'A’ for all campuses. NOTE: An * next to a report indicates that report requires only a
campus selection to be entered.
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PT: Part-time Point Distribution
ASTRA Part-Time Point Distribution Access

wd KENDALL - 1 - Distinct IntelliTerm
File Edit Transfer Fonts ©Options Macro  Wiew Window Help

]

& | Profiles: | SRR KENDALL - MySK.MDCC EDL

B2/a8/86 * * * ASTRA = = = 11:57:24
ASTIMU14 Update Part-Time Point Distribution AST1PU14

Employee: DOE, JANE A12345678
Cost Ctr: 216U AA-FINE&APLD PRI MUSIC LESS
PERTI
az2/17 a3/e83  B3N7F a3/31
Cam Seq.# Points

388 325769
dee 325777 3.88
38e 325793 1.58

* * TOTAL 7.58

Employee Id: Y72637206 Qual: Year/Term:
Enter-PF1---PF2---PF3-—-PF4-—-PF5%---PF6---PF7---PF8-—-PF9——-PF18--PF11--PF12-—-
help retrn Item Accts Optns Apprv Cnsld left right Cnurt

1 Sess-1 147 .78 .27.147 TCPBA591 # 18/34

To work on Part-Time Point Distribution, type PT in the code line of the ASTRA Main Menu. This screen shows how a part-
time employee's points are distributed for payment, and/or it is where modifications are made to the amount of points to be
paid within each pay period.

The system automatically distributes the points equally between the number of pay periods in a term based on the start and
end dates of the course. Payment for late assignments will be systematically “caught up” in the next available check date.
The remainder of the points will be distributed as appropriate. To pay the instructor only in the last 2 pay periods you would
type 0.00 in pay period 1 and 2 and enter any combination of points that add up to 12 in pay periods 3 and 4. Points must not
be distributed manually with the exception of administrative task points, which should be paid at the completion of the
assignment and/or throughout the task. Then press the ENTER key.

Listed below is an explanation of some of the fields found on this screen.

Employee In this field you will enter the faculty member's 9 digit MDID. The cursor will skip to the next available field.
Cost Cntr. In this field you will enter the qual for the employee's assignment.

Year/Term In this field you will enter the current Year and Term number.

Points In this field you will see the Total number of points that can be distributed for a term.

PAY PERIODS --- The dates and the number for each of the Pay Periods will be shown under this field. Only the highlighted
points under the available pay periods can be distributed.
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Task Codes

Paid non-instructional task points (“*A”)

21
2.2
23

CTD Workshops
Curriculum Development
Other Admin Projects

Paid instructional task points paid (“A”")

3.1
3.2
3.3

CTD Workshops
Curriculum Development
Other additional assignments

Release Instructional Points (“R”)

4.2
4.3
4.4
4.6
5.0
51
52
53
5.4
5.5
5.6
5.7
5.8
5.9
6.1
6.7
7.1
7.2
8.0
8.1
8.2
9.1
9.2
9.3
9.4
9.5
9.6
9.7
9.8
9.9

Curriculum Development (Courses)
Curriculum Development (Programs)
SACS

Dual Enrollment

Newspaper

Magazines

Athletic Activities

Theater

Music

Dance

Museum and Galleries

Poetry and Essay Competition
Discipline Coordination

Honors Program

Learning Innovations

Cross Term Load Adjustment
Community Services — Earth Ethics Institute
Community Services — Workshops
Grants

CTD Coordination

CTD Workshops

Sick/Family Leave

Other Leave Without Pay
College/Union Activities

Union Leave

Jury

Military Leave

Banked Point Load Offset

Banked Point Full

Administrative Load Balance
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