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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. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Press the ENTER key to continue. 
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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. 
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Assigning a Password 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
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How to Log-on to ASTRA 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Press the ENTER key to continue. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
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Tab to the line next to ASTRA, type “S” end press the ENTER key. You will now see the following screen. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Type AO in the Code field for the function needed and then press ENTER 
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Important Keys for the ASTRA System 
 
 
TAB key   Use this key to move from field to field within a screen. 
 
* * P F 2 =  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. 
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ASTRA Main Menu Access 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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) 
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How to Access On-Line ASTRA Main Menu 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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.  
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How to Use the ASTRA Sub Menus 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
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AS: Assignment Menu 
ASTRA Assignment Menu Access 

 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 many different faculty members teaching within a specific department. This screen will have listed on it all 
available, unassigned courses within the selected department. 
 
Listed below is an explanation of some of the fields on this screen. 
 
Emp. Id 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. 

 
Assgn Pnts In this field enter the amount of points to assign the faculty member if different than the default amount. 
 
Team Tch. If this course is being team taught, enter the social security number of one of the instructors teaching the 

course in the field titled 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). 

 
Qual 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. 

 
Next Reference This field contains the first unassigned reference number on the next screen. 
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AE: Add Courses (Employee) 
Course Assignments by Employee 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 

A12345678 

A12345678 

DOE, JANE 
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CP: Change Courses Points (Empl) 
Change Course Points 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 

A12345678 

A12-34-5678 
DOE, JANE 
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DC: Delete Courses (Employee) 
Delete Courses 

 
 

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

Action 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. 

A12-34-5678

A12345678 

DOE, JANE 
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TT: Team Teaching Assignments 
Team Teaching Assignments 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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). 
 
I/R 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. 
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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. 

 

A12345678

A12345678
Split Summer A/Summer B
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CI: Change Instructor of Record 
Change Instructor of Record 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
To work on Change Instructor of Record, type CI 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: 
 
I/R 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". 

 DOE, JANE 
DOE, JOHN 
DOE, JIM 
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CO: Add Comment Records 
Add Comment Records 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 

A12345678

A12345678 

DOE, JANE 
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CC: Change Comment Records 
Change Comment Records 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 

A12345678

A12345678 

DOE, JANE 
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NT: Add New Tasks 
Add Task Assignments 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 

A12345678 

A12345678 

DOE, JANE 
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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. 

A12345678 

A12345678 

DOE, JANE 
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CT: Change Task Points/Descr. 
Change Tasks 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 

A12-34-5678 

A12345678 

DOE, JANE 
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DT: Delete Task 
Delete Tasks 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 

A12-34-5678

A12345678 

DOE, JANE 
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RA: Restore Discontinued Assg 
Restore Discontinued Assignments 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 

A12-34-5678 

A12345678 

DOE, JANE 
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OL: Overload Designations & Distribution 
ASTRA Overload Menu Access 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
 

A12-34-5678 

A12345678 
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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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
 

A12-34-5678 

A12345678 

DOE, JANE 
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If you selected the split option, a pop up window will appear as explained below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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. 

A12345678 
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OS: Designate O/L By Course Reference 
Overload Designation (Courses) By Course Reference 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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, 
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) 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
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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. 

A12345678 



33 

UA: Undesignate O/L By Employee Assigns 
Undesignate Overload 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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) 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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) 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 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. 

 
Date The date the comment was generated, or entered. 
 
Code 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. 
 
Description 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. 

 
 Note 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 
Unassigned Courses by Qual1 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To display records on Unassigned Courses by Qual1, 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 Qual1 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. 
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DC: Display Courses By Qual-1 
Class Display by Qual1 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To display records on Class Display by Qual1, 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 Qual1 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 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 Qual1 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: Assignments By QUAL-1 
Assignments by Qual Display 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 

DOE, JANE                                           123456789
DOE, JIM 234567890
DOE, JOHN                           345678901
DOE, MICHAEL                                     456789012 
DOE, NELSON                                      567890123 
DOE, REBECCA                                  678901234
DOE, STANLEY 789012345
DOE, SUSAN                                       890123456
DUNN, ABEL                                         901234567 
DUNN, ABRAHAM 789456123
DUNN, BENJAMIN                               456123789
DUNN, DAVID                                      654987321
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PP: Display Pay Period Points 
Pay Period Points Display 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 

 
 

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

activity. 
 
BANKED: The 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 employee’s 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 
 

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. 

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

 
Points Used 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 detail 
window will show when the points were used. (See the SELECT field explanation above.) 

 
Points Reserved This field shows the reserved points for the specific term. (Please see the explanation of Reserved 

points on the previous page.) 
 
Term Balance 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. 
 
Rate   This is the instructor's point rate for the specific term. 
 
Term Value 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 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 This is the transaction code necessary for the system. You do not need to know this. 
 
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. 
 
TRANSACTION DATE This is the date that the specific bank activity took place. 
 
QUAL-1 This is the qual-1 that was charged for the payment of points, whether the points were used for 
CHARGED payment or banked. 
 
POINTS The number of points involved in this transaction. 
 
VALUE 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. 
 
RATE 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 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 Signature File Maintenance 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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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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. 

 
Prep by In this field, type a Y if the employee is going to be preparing the roster (adding absent or substitute hours). 
 
P1 Enter a Y in this field if the authorizer is a level 1 authorizer. He/she must sign the roster. 

1  
 
P1  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         

2  primary authorizer. 
  

L1 (see the P1-1 explanation above, this is the same but for overload rosters.) 
1  

 
L1 (see the P1-2 explanation above, this is the same but for overload rosters.) 

2  
 
Press the ENTER key when finished entering all data in this screen. 
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DN: Display Authorizers By Name 
Electronic Signature File 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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.  Above is a 
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 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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.  

A12345678 
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NS: Courses Without Students 
Courses without Students 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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.   This screen should be viewed before payroll deadlines to determine if courses assigned without 
students registered should be deleted to avoid overpayments. 
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ES: Select Employees By Empl-ID 
Select Employees By Employee ID 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 

 DOE                                           JANE
DOE                                           JIM
DOE                                            JOHN 
DOE                                            MICHAEL 
DOE                                            NELSON 
DOE                                           REBECCA
DOE STANLEY
DOE SUSAN
DUNN                                         ABEL
DUNN                                          ABRAHAM 
DUNN                                         BENJAMIN
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TA: Payroll Roster (Absent & Substitutions) 
ASTRA Roster Menu Access 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 

 DOE, JANE 
DOE, JIM 
DOE, JOHN 
DOE, MICHAEL 
DOE, NELSON 
DOE, REBECCA 
DOE, STANLEY 
DOE, SUSAN 
DUNN, ABEL 
DUNN, ABRAHAM 
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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. 
 

 
DOE, JANE 

DOE, JOHN 



 

DE: Absent & Substitute Hours by Qual-1 
Final Payroll Roster / Absent & Substitute Hours – Only 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 
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. 
 
Pay Prd Points The amount of points scheduled to be paid this instructor in the upcoming payroll. 
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AS: Absent Hours By Employee 
Absent and Substitute Hours 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 

A12345678 DOE, JANE 
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SH: Substitute Hours By Employee 
Substitute Hours by Employee 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 Id 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. 

A12-34-5678 
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RE: Review & Authorization 
Roster Review/Authorization 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 The date the check for these people will be issued. 
 
Roster Due Date 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. 
 
Dept Points The total number of points the instructor is scheduled to be paid for the term. 
 
Pay Pd Points The amount of points scheduled to be paid this instructor in the upcoming payroll. 
 
Absent Hours The amount of hours the instructor was absent during this pay period. 
 
Subs. Hours The number of hours this employee substituted during this pay period, for which he/she will be paid. 
 
Prepared by 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. 

 
1st Level of In this field, the person who is responsible for being the first authorizer (signer) of this roster, will enter  
Authorization 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. 

 
2nd Level of In this field, the person who is responsible for being the 2nd authorizer (signer) of this roster, will enter  
Authorization 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. 

 
 

 

 

DOE, JANE
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DOE, NELSON
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CA: Cancel Authorization 
Cancel Authorization 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 
qual number and pay class number and then press ENTER. 

DOE, JANE 
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AR: View Previous Roster 
Archived Rosters 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 

A12345678 
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RP: Reports (Hard Copy) 
ASTRA Report Generator 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Observe that the cursor will be resting next to the DEPARTMENT TO RECEIVE REPORT => field, enter either the name or 

JDOE01 
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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. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 

A12345678 
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Task Codes 
 

Paid non-instructional task points (“A”) 
 
2.1 CTD Workshops 
2.2 Curriculum Development 
2.3 Other Admin Projects 
 
Paid instructional task points paid (“A”) 
 
3.1 CTD Workshops  
3.2 Curriculum Development  
3.3  Other additional assignments  

 
Release Instructional Points (“R”) 

 
4.2  Curriculum Development (Courses) 
4.3  Curriculum Development (Programs) 
4.4  SACS 
4.6 Dual Enrollment 
5.0  Newspaper 
5.1  Magazines 
5.2  Athletic Activities 
5.3  Theater 
5.4  Music 
5.5  Dance 
5.6  Museum and Galleries 
5.7  Poetry and Essay Competition 
5.8  Discipline Coordination 
5.9 Honors Program 
6.1  Learning Innovations 
6.7   Cross Term Load Adjustment 
7.1   Community Services – Earth Ethics Institute 
7.2   Community Services – Workshops 
8.0   Grants 
8.1   CTD Coordination 
8.2   CTD Workshops 
9.1   Sick/Family Leave 
9.2  Other Leave Without Pay 
9.3   College/Union Activities 
9.4   Union Leave 
9.5   Jury 
9.6  Military Leave 
9.7   Banked Point Load Offset 
9.8   Banked Point Full 
9.9   Administrative Load Balance 
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