SAN DIEGO
DISTRICT

COMMUNITY COLLEGE

Job Aid

ACCEPTING TENTATIVE ASSIGNMENT OFFERS
(TAO) ON BEHALF OF FACULTY

BUSINESS PROCESS: FACULTY ASSIGNMENT ACCEPTANCE

PREREQUISITES

Have security access to accept assignments on behalf of faculty.

INSTRUCTIONS

This Job Aid will go over the process to accept TAOs on behalf of faculty.

STEP | Instructions

1) Use the Navigator button to navigate to the Instructor Term Workload Page.

Log into your mySDCCD portal by entering your User ID and Password. Click the Sign In button.

Navigation: Campus Solutions > Curriculum Management > Instructor/Advisor Information > Instructor Term Workload

NavBar: Navigator o

Records and Enroliment

Recgntplaces Currlculum Manﬁgement

Financial Aid

Favorites
My Student Financials >

é Academic Advisement 5

MNavigator

NavBar: Navigator

S 4» | Curriculum Management *
Recent Places Grading >
Gradebook >

Favorit . .
AT Instructor/Advisor Information 5
é Learning Management Systems 3

Navigator

NavBar: Navigator

_— 4 | Instructor/Advisor Infor... &

Hecent Places Instructor Schedule

| Instructor Term Workload

Instructor/Advisor Table

E Instructor Assignment Class

Navigator

My Favorites

DATE CREATED: 6/7/20

PAGE 1 0F 5



https://myportal.sdccd.edu/psp/IHPRD/?cmd=login&languageCd=ENG&

SAN DIEGO
COMMUNITY COLLEGE
DISTRICT

Job Aid

STEP | Instructions
2) On the Term Workload Search Page, search for the instructor by Employee ID or Name.
Note: The format for the Name field is last,first (no space in between the last and first names).

Term Workload

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

Find an Exigting Value

Add a New “alue

~N

Search Criteria
Enter the instructor’s
Employee ID number or
the instructor's Mame

D[begins with v |

L T T T e ————

Academic |

J/

) [ -
Basic Search = Save Search Criteria

Search Clear
STEP | Instructions
You will be taken to the most recent term for which the instructor has classroom or non-classroom assignments. If the first
3) term you see is not the term for which you need to accept assignments, use the 0 Find Feature to find a different term. If
first term you see is the correct term, click on the Q TAO tab.

Term Workload

Brady,Jan

Workload Definition

;‘\ewAlI First (4) 10f2 () Last
+[=]

Non-Classroom Assignments

0.050

Institution ~ SDCGD San Diega Community Coll Dist Total Term FTE% || Intersession FTE% Audit TAO Mass Actions k
Term [ZE0T1Q Fall 2020 000 Clear Al Accept All
*Assignment Class 45 a Adjunct Collegs Classroom TAD History TAG Comment Use the Find
“Organization | M-MATHEMAT | QL sthematics o feature :’f you
Contract Adjunct Overload Adlusted are looking for
Calculate Workload Assigned FTE%  70.00 e Classroom Assignments 4 0.644 i a different term

imii Total Semester FTE ~ 0.000 0.694 0.000 0.694
Limit Workload Instructor Multiplier % 100 .
) Flex Obligation 0.00
Click on the
Find | | R TAO Tab
Workload Assignment Job Code I==n
" sm . . - Catalog _ Class S P T Weskly  Classidssion . Assignment Paid .
Campus Career * Description Subject Nbr Section Mbr Assign Type Overload e F e Intersession Start Date End Date ETE % o Admin Comment
MIRA Undergrad Intro to Linear Algebra MATH 254 300 45885 Lecture 0 121412020 20.00 54.00 ‘ A‘ # =
MIRA Undergrad Intro to Linear Algebra MATH 254 8002 45896 Lecture 54.00 ‘ 4‘ 1+ [=]
CaleuluslAnalvtic G > = 1
MESA Undergrad eioulusiAnalic Geomelry yyry 150 42681 Sub-Short 0.00] [Timssheet = 22 17 Hours A B =
MESA Undergrad ‘Ca':L"“";'A”E‘"""C Geomelry \iimiy 150 2004 42681 Sublong 2440 6583 | A [# =]
MESA |Q AFT Repressntative ] ] 08/17/2020 |5 [12/14/2020/F 5.00 0.00] [GL: 1010_30400-601000-4002 4 [# =]
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you are accepting.

If you are accepting all assignments for a term, use the 6 TAO Mass Actions box to accept all assignments. If you enter a
comment in the TAO Comment box (as part of TAO Mass Actions), the comment you enter will populate on all assignments

If you are accepting an individual assignments use Q the Offer/Accept dropdown menu on the row for the specific
4) assignment you want to accept. Enter any comments in the TAO Comment box on the assignment row.

Note: The Accept All button will accept any assignments which do not already have a response saved. The Clear All button
will clear all faculty responses and TAO comments from all assignments.

Term Workload

Brady,Jan [s]

Workload Definition

Institution

Term Fall 2020

*Assignment Class

*Organization | M-MATHEMAT |G Dept-Mathematics

Calculate Workload Assigned FTE %

Limit Workload Instructor Multiplier % 100

Eind |7 |

Workioad Assignment || Job Code || TAO || Audit | [0

* Campus * Career * Description Subject rﬁ‘,bf:talug
MIRA Undergrad Intro to Linear Algebra MATH 254
MIRA Undergrad Intro to Linear Algebra MATH 254
MESA Undergrag ZaleUIUSIANaIIE GEometry 45
MESA Undergrag PaeulusiAnaic Geomelry w459
MESA |Q AFT Representative

San Diego Community Coll Dist

Adjunct College Classroom

Total Term FTE%

TAO History

Contract Adjunct Overloa

Classroom Assignments

Non-Classroom Assignments

Section e
Nbr
8001 45895
8002 45896
2004 42681
2004 42681

Total Semester FTE
Flex Obligation
* Assign Type Overloa
Sub-Short
Sub-Long
O

Find | “iew All

First of 2 (p) Last

b Clear All

4 Adiusted
FTE

TAO Comment

Accept All

1 - Accept & comment on all
assignments at once by using
the TAD Mass Actions box or

2 - Accept & comment on

4 0.644 )
0.050 Assignments individually on
0.000 0.6%4 0.000 0.694 each row using the Offer/
0.00 e Accept dropdown menu Y,
. Response
Accept - 9 0
d Offerfaccept Date Time Response By TAQ Comment
[ AR =
Mot Submit v [ AR =
ot Submit - [ ApE =
Tiot Submit v [ AR =
Tiot Submit v [ AR =

STEP | Instructions

Enter any comments and click the o Accept All button. Click the e Save button.

3) After selecting and saving a response, that response and corresponding information (date/time of response, person

providing the response) will be stored in the TAO tab.

Term Workload

[1v]
Workload Definition Find | View All of2 (¢ Last
i =DCC - J— —— el (=]
Institution SDCCD San Diego Community Coll Dist otal Term FTE% || Intersession FTE% Audit TAO Mass
2207 o 69.40 0.00
Term - Fall 2020 69.40 0.00 Clear Al
“Assignment Class As A adjunct Gollege Classroom TAO Histary TAO Comment
“Organization  MMATHEMAT (O Dept-Mathematics Sample Admin Gomment
Contract Adjunct Overload Adiusted
Calculate Workload Assigned FTE % 70.00 Classroom Assignments D 0.6 0 0.644 4
Non-Classroom Assignments ) 0.050
i Total Semester FTE  0.000 0.694 0.000 0.694
Limit Workload Instructor Multiplier % 100
Flex Obligation 0.00
Find | (7 | R
Workioad Assignment || Job Code || TAO || Audit | =W -
* Campus * Career * Description Subject stk Section B * Assign Type Overload| Offer/Accept F{e_spunse Response By TAQ Comment
Nbr Nbr Date Ti
Mg Undergrad Intro to Linear Algebra MATH 254 45885 Lecture - ' Margarita Murray [Sample Admin Comment A =
Undergrad Intro to Linear Algebra MATH 254 45396 Lecture E o Margarita Murray [Sample Admin Comment 4| =
culusi o 0 0 . Sple Admin Comme 1
Undergrad CalculusiAnalytic Geomelry sy 45p 2004 42681 Sub-Short Accept v | Margarita Muray [Sample Admin Comment 2 =)
Undergrag [aiFulusianalytic Geamety \umy 459 2004 42681  Sub-Long Accept v]? ¥ Margarita Muray [Sample Admin Comment A =
Q AFT Representative O Accept ol 1 Margarita Murray [Sample Admin Comment 2 =
oM Retum fo Search [=] Notify = Add =




SAN DIEGO
COMMUNITY COLLEGE
DISTRICT

Job Aid

Instructions

6) Optional — if you would like to verify the TAO is complete, click the TAO History button.
Note: Tentative assignments without a response will not be processed by Payroll Services.

Term Workload

Brady Jan [[s]

Workload Definition

Institution San Diego Community Goll Dist gf'm FTE% | Intersession FTE%

Audit
2207 |Q

Term Fall 2020 69.40 0.00

TAO History

Classroom Assignments
Non-Classroom Assignments 0.050
Total Semester FTE  0.000 0.694 0.000 0.694

A5 [s%
M-MATHEMAT | @

*Assignment Class junct College Classroom

*Organization Dept-Mathematics

) Adjusted
Contract Adjunct Overload e

Calculate Workload Assigned FTE % 70.00 44

Limit Workload Instructor Mulfiplier % 100

MESA @ AFT Representative 0

0.644

Flex Obligation 0.00

Find | | [

Workload Assignment Job Code TAO Audit El

N . . . . Catalog . Class . Respaonse

GCampus Gareer * Description Subject Nbr Section Nbr Assign Type QOverload Offer/Accept Date Time:

MIRA Undergrad Intro to Linear Algebra MATH 254 3001 45885 Lecture
MIRA Undergrad Intro to Linear Algebra MATH 254 8002 45896 Lecture
MESA Undergrad Faloulusinalytic Geometny yury 45 42631 Sub-Short
MESA Undergrad Faloulusinalytic Geometny yuryy 459 42631 SubLong

TAO Mass Actions

Clear Al

TAO Comment
Sample Admin Comment

HE

Accept All

Response By
Margarita Murray

Margarita Murray

+ Margarita Murray

Margarita Murray

Margarita Murray

Find | View All

First (4) 10f2 () Last

TAQ Comment

|an'p\e Admin Comment

A @ =

|an'p\e Admin Comment

A @ =

|an'p\e Admin Comment

A @ =

|an'p\e Admin Comment

A @ =

|an'p\e Admin Comment

A @ =

STEP | Instructions

7) The TAO History Page will open in a new tab on your web browser.

Note: Make sure you enable pop-ups on your browser.

Select the most recent date and time to view the most recent TAO which you just accepted.

TAQO History

Jan Brady
Fall 2020

Past eSigned Assignments

» 6/6/2020 8:17 PM

» 6/6/2020 7:05 PM

Select the appropriate

date and time
p 6212020 12:33 PM

» 6/2/2020 10:52 AM

Change Terms
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Jan Brady

Change Terms
Fall 2020

Past eSigned Assignments

Click on the carrot to

expand the selection 6/2020 8:17 PM

.

Click on the Print button if you
need a paper copy of the TAD

Phone 619/323-1111 Adjunct Overload Adjusted FTE
. Classroom Assignments 0.644 0.000 0644
Email Mon-Classroom Assignments 0.050 0.000 0.050
Total Semester FTE 0.694 0.000 0.694
Flex Obligation 0.00
Classroom Assignments
MATH 150-Calculus/Analytic Geometry |
g Class Number: 42681 - MESA
| Accept | Reject Class Detsils: (08/17/2020 - 12/14/2020 (16 weeks)
TR -11:10 AM - 01:35 PM
Accepted 06/06/2020 8:13 PM Assignment Datsilz: - 03/17/2020 - 09/17/2020
By Margarita Murray TR -11:10 AM - 01:35 FM
Lozstion: MESAMS420 - Mesa M5-420
TAO Comment Assignment Tyee: - Substitute Asgmnt - Short Term
Sample Admin Comment Empl Red: ()

Job Cede: A5245 - Mathematics Adjunct
Section FTE: ().333

Adjusted FTE: (0,000
Paid Hours: (3,00

Admin Comments: Timesheet = 24.17 Hours

MATH 150-Calculus/Analytic Geometry |

| Arcent R&L&Cl Class Numh.er: 42681 - MESA
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