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Quick Guide: Faculty Creation Requirements
MAE-Mame and Address Entry

1]

Prefix Person 1D -
eme Lt [ 3]
Sl <[5 ‘ Additional Info [ ]
Address ﬁz Employment [nfo @
CSZ/Crty |
Fiez Chty!
Country Source w
PhoneE st/ Tyupe @ | 7 | w
Origin/D1ate B @
55N E Gender | | E Bitth Date =
Ethnic[z) w ﬁ Address Change
Frace(z) w = Source w
Archived Ethhic Date
Mail Codes w =
Emailtyp/addr/prd(1) v [IF) 12
Pref Mame
kail Hame
Other LFM
1. Prefix
2. First name
3. Middle name
4. Last name

a. Hyphenated names need to stay in the last name field, unless otherwise noted

5. Suffix (if necessary, nowlegee related only
6. Address (if available) (no country if US)
7. Phone

a. Atleast one norChapman phone
8. SSN
9. Gender

10. Birth date
11. Ethnic / Race
a. MustbeseiNS L2 NIISR> OFy Qi 6S 3JdzSaaSR o6& adalh ¥+
12. Email
a. One nonChapman email
b. Chapman email addresses will be createdh®y wniversity
*Display name changes will need to be made through the Help Desk
*Name changes should have history kept. Select Y, then O or B after a name change is made

18-Nov-09 3



FCTY-Faculty

Department ‘ Pt Divizion Schoal
LaMG Languages & Interma E Coll Humanities & 5 ~
‘ w
Fiosition Rank. _ Date FT
12 OC Full Time 3| 2 Instructor 4|lv] [ oaszasas %Ig ~
IN  0OC Inactive v w | | 05/31/08 v
Frimary Location | 1071 Orange Campusz I?l
M ax Wwiorkload Start D ate End Date
@Y NG “Hm
EF @y=
Special Statuz _ L ‘ﬂ
Contract Tepe [MTT Mon Tenur v”_ﬂrl Faculty Sched |3 @
Frevious |Ds = Office Hours @
Advizar | Yes Qualifications B
Max Advisees | 100 2] Misc Infa |3 )
Current Advizees 0 @ Former Advisees | D) E]
1. Department
2. Percent
3. Position
a. If position changes, add a new line. Do ngigyover an existing line
b. LT FIFOdzZ 68 YSYOSNI A& AylFOUGABST AYyaSNI I+ fAy
4. Rank
a. Only for full time
5. Date
a. Never type over a date
6. Primary location
7. { LISOAlE adriddza 6a! OGAGSE 2N aLyl OGA@Se0
a. After one academic year, if the faculty member hastaoght classes and does not have plans
to teach the followingsemester the faculty member must be deactivated in Datatel
b. LT AYIFIOGAGIGAYy3s dzaS (G2RI&Q& RIGS 2NJ Fdzi dzNB
c. Ifreactivating, consult Eileen Besner first.
8. / 2y GNJ Ol ¢(eeLISF 2mha) LB 2Ndiay” O
9. Advisor
a a,Sa¢ F2NJ FdzZA f GAYS
b. ab2¢ F2NJ LI NI GAYS

10. Nothing in Max Workload fields
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FCTY-Faculty | 1A5U-Institutions Attended Summary

[nztitubions Attended Tran
[1] Start Dt EndDt  RevdDt

0025022 Cal State - Fullerton

L

F§EERERRIEEE
BARAADIIRRRDIIDD

Contraller Institutions Attended Yalue 1.2

1. Addallinstitutions awarding degrees to the faculty member
a. Have a conferral sent to Eileen Besner for highest degree
b. Never changéor add) a Chapmaregree
c. LY FRRAY3 RSIANBS AYyF2NXIGAZ2Y FFOUSNI GKS FI Od

18-Nov-09 5



|45 - nztitutions Attended Summany

[NAT-Esternal Institution Attended

[nztitution | Q025082 Cal State - Fullertan

Tranzcnpt Type

Years Attended
Start/End Dates

Maon Credential GPA
Summary Creditz

Acad Credentials
Credentials End Dt
Contact

Commentz

Controller

Date Recd Statuz
@
@
@
@
Equivalent Transfer
0.00 0.00
P
]
)
Mo Walues

CEEB/FICE
4589
w
W
Cum GPA

(Click the blue detaiiown button at Academic Credentials to move to the AACR screen)

18-Nov-09



185U nztitutions Attended Summany

[natitution:;  Cal State - Fullerton

Degree MM AR | BA Bachelor of Arts

b ajors
Mirars

CCDs MMAYR

Specs

Acad Level

Drivizion

Location

Cum GPA

GPA T
GPA 2

A ank./Percent
Diplama Mame

Addrezs
C52
Country

Contraller Majars
tdajorz LookUp

18-Nov-09

1. Degree

a. { St SO

2. Majors
a.

b. Leave blank if major does not appear in list, or contact Stephanie Takemoto

3. Degree
a.

OREE

TNRY

[NAT-E sternal Institution Attended

]

AACRH-Academic Credentials

Term

Start D ate

End Date
Mumber of 'ears

Commencement Date

Commencement Site

%23

iKS

Mot alues

fAad

Addnl Cred Info

27

If information is available, select from the list in Datatel

date
If available, please insert

| (eeApPESIik A) 2 NI &

hTFAOS



ROSTERS

Section Rosters (SROS:
Enter SROS in the Quickcass/Mnemonic box and select Go

| # Datatel - COLLIVE - ST

File Edit Apps Favorites Options Help

Quick.&ccesslSHDS "I Elco ‘ dX Q& 9 @ @

A This will bring you to a selection screen where you will be able to make some choices based on the criteria you
wish toprint your section roster by

# Datatel - COLLIVE - ST

File Edit Favorites Tools Help

Quick.-’-'mCEﬂISHDS 'I Elco | dX Q& 9 [E @

SROS-Section Roster I

SsMarip ID Frint Special Needs [Na
Double-zpace K<:| Frirt DroppedAxfithdramn | Mo
Separate Crozs-List [Ves | Frint ‘wf aithisted |ves
Frint Crozz-List Ref Print Phone Types 1 - :I

Sawed List Name |

Begin End
Section Date | | i

Terms 2005FA0 2005 Fal-ORANGE Campus

Faculty Members
Subjects

Qurzes

ections EMG-300-01

101 Orange Campus

&&&&%f

== ===

Locations

Additional Selection Criteria I Mo

A You are able to print rosters by section, courseufty membaes, subject or simplipy term. You must have
location 101 (102 for Physical Therapy) selected. You may also print with or withitiigts and by separate
crosslist.

A You are able to generate a listing of waitlisted students by selecting the PrintdMgidion as Yes.

A Once you have entered your selection criteria select the save icon or press F10. Save through the next screen
that appears by selecting the save icon or pressing F10:
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Datatel - COLLIV¥E - ST

File Edit Favorites Tools Help

Quick Access [SROS 10 | dX Q% F @O @

SRO0S-Section Roster I

Sart Definition
[CDLO5d) Section Roster
Criteria
Field Hame........................ Sequence.........
PR 5ECFiRST.DERT BY =] -
2 [[SECSUBJECT BY =]
3 | SECFACULTY.SORT.NAME BY =
4 [SECACAD.LEVEL BY =]
5 |SEC. FFAC. TEACH ARRANGEMENT BY ;I
B =]
Ea =1
g =]
3 =l
10 =
Controller Sort/Break Specification Yalyes 1/5

A Select Print Spooler from the Output Device menu and enter yourt€lgienter number(or leave blank and
the document will print to the default printgrand save once more

# Datatel - COLLIVE - 5T

File Edit Favorites Tools Help

QuickAccesslSHDS vI ElGo | d = Q& ﬁ [E @

SROS5-5ection Roster |

Peripheral. SETPTR.COJO54. 3555 Description; Section Foster
Process.... SROS Description: Section Roster

Output Device

A Aus Printer
E Electronic Mail Delivery
H  Hold/Browsze File Output —

Banrer |1 pPC Printer Dutput
Copies m_
Defer Ti 5 Serial Line Output :l
G IS | vy Tape Unit Qutput
Other Options |V SAWalet

Printer
Faorm Marne

1 JNOEJECT S5 Styleshest Printing !]d
2 JNFMT !]
: )l
Page width [132 [&
FPage Length I;
Top Margin ID_

Battom kargin ID_
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Grade Rosters (GROS)
GROS operatés much the same way as SROS, where you will be able to make some choices based on the criteria you
wish to gint your section roster by:

# Datatel - COLLIVE - ST
Eile Edit Fawaorites Tools Help

QuickAccesslGHUS vl DGD | dx ha* ﬁ [ @

GROS-Grade Roster I

Frint Request Only |Yves Clazs Lylz Incl Ll ::I
Grade Request Dt = Class Lvls Excl LI =
Print Dbl Space |ves Ank Comp Dt Incl LI_::I
Dropped Incl |Ma Ant Comp Dt Excl LI ﬁ
Withdrawn Incl [Na wlisted Crz Inel [Yes

Saved List Name | y
Course Sections _3_|[Hist 101 =

< |
Stalb"EndDatesl | | \r@]_[ i

Terms 2004FA0 2004 Fall - ORAMGE Campusz

Laocations [l

Locations Excl
Subjects |ncl
Subjects Excl

Departments [ncl
Departments Excl

L L L B L b e

Faculty
Schedule Type 1 ﬁ
Additional Selection Criteria IND

Controller Course Sections Adding Walue 3
Courze Section LooklUp

A If you are selecting to print by Course Sections you will the asked to verify your choice. Please look carefully to
make sure that you are selecting the correct course by looking at the term and instructor informatieati as w
the course status.

A You can either check the box to the left of your selection with your mouse and then click on the save icon or yol
can enter the number corresponding with your selection in the bottom of the screen and hit enter.

J Seq: Course Sect Term Course Title Location
Instructor Status Start Date
Meeting Schedules =
s
I 7: HIST 1ol 01 2004FA0 U & History Survey I Orange Caupa J
5. Gaskins Active 08/30/04
08/30/04 12/18/04 AF  206B LEC TTH 08:30AM 09:45aM
C 9: HIST 1ol 01 20043P0 U & History Survey I Orange Caupwa
5. Gaskins Aetive 0zZys0z2,/04
02/02/04 05/22/04 BH 101 LEC TTH 08: 30AM 09:45AM
C 3: HIST 1ol a0 20043P0 U & History Survey I Orange Campa
J. Miller Aeotive 0Zys0z /04

Controller LockUp Besolution Page 3/11
Seg Humber, (F)lag, (8)ort/Select: | ‘
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A The process ithen the same as the Section Rost8ave twice and enter Printer information (see SROS section
for specific information)
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REPORTS

Faculty Load Report (FWLR)
FWIRprints out the faculty load information for a particular term.

A Enter the start and end daseof a term

# Datatel - COLLIVE - 5T

File Edit Faworites Tools Help

QuickAccesleWLF! vl (3 [ | dAxX Q& 9 @ @

Pu/LFi-Faculty Workload |

Start/End Date | 08/23/05 | 12417/08 Sort Order |DEF'T By Department -
Summary/Detail |D Detail -

Saved List Mame |

Home Locations 101 Orange Campus

Faculty Members

Departmments Inzl 1 JLANG Languages & International Stu j
2 -
Departments Excl 1 j
2 -l
Divisions Ingl _1 d
2 Bl
Divisians Excl _1 j
2 B
Schoolz 1 =
1 =
2 [

1

2

K

Additional S election Criteria I Mo

Contraller Departments Incl Adding Yalue 2
Department LookJp

A Enter any other search criteria such as department (either include or excldigeion, school, or faculty
member.

A Select both your preferred sort order as well as summary or detail.

A Save through screens until it generates a pdat.

18-Nov-09
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Section Availability R eport (CSAR):
This report will give you tons of information about the entered schedule and enrollments.

A You are able to modify your search criteria by many selections. You can print just open sections or just closed
sections. You caprint by just a certain subject or by department, division, or school. You can also print by term
only.

#° Datatel - COLLIVE - ST

File Edit Faworites Tools Help

QuickAccesleSAH "I Edao | dx @&« 7 E© @

CSAR-Section Availability Beport I

A
Print Open Sectiohs r <,—| Print Global or Local [Global |
Frirtt Closed Sections [res Include Frinted Comments | Mo
Prirat Prirnary Oy Mo | Mame/Address Hierarchy
Frint by Loz or Fac | Location

Saved List Mame
Sec Dates Begin/End (L | I
Terms 1 || 2005FA0 2005 Fall-DRANGE Campus

Subjects MATH  Mathematics ﬁ
Courses _"_ gﬁ
Courge Sections _"_ :I

Synoryms 1 ::i
Departments

]
Divisions 1
Schoolz 1

Locations 101 Orange Campus

Faculty Members _"_ | ﬁ

Additiohal Selection Criteria I M

A Save through screens until it generates a pdot. You will have the option to select your preferi@dtput
Device and Datatel Printer number

18-Nov-09 13



# Datatel - COLLIVE - ST

Flle Edit Favorites Tools Help

QuickAccassICSAH 'I Edca ‘ = . D‘ ﬁ B @

C5AR-Section Awailability Report I

Peripherat SETPTR.CLJO58 20075 Description: Section Avaiabiity Feport
Process.... CSAR Description:  Section Availability Report

Output Device [ =1IF

Fririter

Farmn Mame:

Banner

Copies o E]

Defer Time
Other Options

MOEJECT IF =]

NFMT

ra

Page Width [132
Page Length |66

Top Margin lU_
Bottorn Margin ID_

A Note: this report can be quite large depending on the limitations of your search criteria.
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Faculty Advisee Report (FAVR):
FAVR generate a list of advisees under a particular advisor.

A Enter FAVR and press Go.
A Enter your selection criteria i.e. terrmé advisor

A Note: you are able to enter more than one advisor and then sort by Advisor by selecting yes.

#* Datatel - COLLIVE - ST

File Edit Faworites Tools Help

QuickAccesleA\u"Fl vI Bso | =X g & ﬁ [E @

F&VR-Faculty Advisee FReport I

Sort by Advisor I I
Frint Term Info IND

Saved List Mame |

Eegin End
Adwising D ates | | iE

Tems _1 || 2005FA0 2005 Fall-ORAMGE Campus ;I

2 =

Advizors 1 || 0143377 Dr. C. Clark ;I

2 [

Students _1 ;l

2 [
Acad Programs 1 ;l
2 =i

Acad Levels _1 ;l

2 =i

Additional §election Criteria INo

e Save through the next few screens and enter your printer information and save. Your report will be generated.
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GENERAL INFORMATION

GPA Information ( STAT):

e 9Y(USN) GKS addRSyidQa

Person LookUp
ok I Lancel Detail FEinish Help

e Select the appropriatacademic level and enter ok.

Transcript Grouping LookUp
juG
DK I LCancel Detal Finish Help

AYF2NXYEGAR2Y o8

a2 OAl ¢

e This will bring up a GPA screen separated by term GPA and with cumulative GPAs totaled.

/@ Datatel - COLTEST - ST

File Edit Faworites Tools Help

Institutional Term
and Cunulative GPA

Totals
QuickﬁccesslSThT 'l ElGo | ﬂ d X O« ﬁ | @
STAT-Student Academic Transcript |
Mouse, Ms. Minnie ID: 123456 SSN:032-5678
Anaheim, CA Home: 714123-4567
Term Creds At Crpl GPA  Cum Al Cum Cropl — Cum GP&
_ 9 | I 18,00 1800 3217 51.00 5E.00 3306 =]
10 [[Z005MD ) 3.00 300 3.000 5400 31.00 3295
11 [[20055P0 ) 16.00 16.00 3513 110.00 107.00 3.330
12 |[Z005FA0 ) 0.00 0.00 0.000 110.00 107.00 3330 -
Credit Type Cuirn &tt Curn Crapl GRA
_1 [Institutional F 107.00 104.00 3309 ~| -
_2 [Trarster (@] 300 ao0 [ &om Cumulative
=l 5 = o
Tatalz 110.00 107.00 Institutional and
Term CEUs A Crrpl Cum Atk Cum Cropl TransferG PA
1 il -
2 )
3 il =
Totals
GR&T1/GRaz [ IF) &cademic Standing [X 1F)
Contraller Term Credits Yalue 9412

18-Nov-09

a& SOdzNR G «

16



ADVISORMAINTENANCE

Advisee Assignment (FADV)

Faculty LookUp

Imu:uuse, mickey

oK Cancel | Detail |

Firish |

Help |

To assign an advisee, detail down on the Current Advisees box in FCTY or enter FADV and the following screen will

appear:

Bl FADV-Faculty Advisees

File Edit Help

ID:

Home :
hAodvising  Adw Student Grad
End Date Type Progr amn Date
=
r
i
Controller Advisees No Walues
Advisee LookUp
Aty 'ROAASS [ 221! L) 62E g6Aff Libtial sédudity ornargeld SNJ G K S
Advizee LookUp
o | Cancel | Detail | Firish Help

The following screen will appear:

18-Nov-09
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# Datatel - COLTEST - 5T

Eile Edit Faworites Tools Help

GuickAccesleAD\-" vI o | B dx Q& 7 B @

FADV-Faculty Advisees  FADT-Facully Advisse Detal |

3040

Advises | 0164608 [Mr. Jashua B, Goedl

Career Goals _1

LLLL

Educational Goalz 1
Counselor/Type/Dt 1 | | | ﬁ

Start Date [l
End D ate

Type =1

Acad Program Academnic Level Graduation Drate

I I |
Reaistrationnfo E]
Student Term Info E]
E-Mail [ 1]
Commerts I_E]ﬂ

Controller Career Goals Mo alues

PresF9i 2 al @S 2dzi 2F G(GKA&a &AONBSyod 9y SN i WBkegubelydu | ROA & S
completely save out of the FADV screen when you are finished. If you dsawee out of the FADV, you will lose the
entries you made.

18-Nov-09 18



Advisee Maintenance (FCTY)

A To remove a student from the Current Advisees List, detail down on the box next to Current Advisees.

4 Datatel - COLTEST - ST

File Edit Favorites To

ools  Help

QuickAccesleCTY VI Elao | R dxX Q& 7 @ @

FCT'Y-Faculty |

Ll

Former Advisees I 0 E] <

Departrient Pet Diivizion School
1 Iﬂm W Social Sciences j
_2 ||SSCU Social Sciences I— Chapman University d
Position Rank Date FT
1§11 OCPart Time | =] | 08/20/95
2 {11 OC Part Time | =] | 01/04/39
Frimary Location |‘ID1 Orange Campus
&= wiorkload Start Date End Date
| @ @ @ -
2 @M @ @]
Special Status =
Contract Type ﬁ Faculty Sched |3 E]
Previous IDs _1_[[12868 = Office Hours FE]
Advigor |Ves Qualifications IX_E]
Max Advisees | 100 Misc Info IX_E]
Current Advizees _DE]
Contraller Departrmerits Walue 1/2

A Detail down on the student to be removed from the lBut adate in the End Date field and pres8twice to
return to the Faculty Screen. This student will now appear under Former Advisees

Ahrams, Dr. Eric R.

Advise

Career Goal
Educational Goal
Counselor/Type/D

Bl FADT-Faculty Advizee Detail
File Edit Help

ID:

Home :
e [pz91605 [Ms. Rona Brown-Smith
s o] 4
= [ 4
e ] [— |

M= E3

Start Date |01/01/01
End Date |11/05/01 <

Type

N

Aead Program

Aoademic Level

Graduation Date

e

Registrat
Student T

ion/ Info .

erm Info .
E-nail il

Corments .:I

A To view former advisees, detail down on the box next to Former Advisees in the FCTY scredfdt®reign

to the Facu

18-Nov-09
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FCTY MAINTENANCE SCREENS

Adding a Person to the Faculty screen who has no record in Datatel

e EnterFCTY Click Go.

e Atthe Faculty Lookup, if you have searched lpjad®ecurity number and Datatel or Reflections ID and could
not find the person, they type their first initial and last name. A resolution screen will appear, as shown below:

.'E IASU-Institutions Attended Summary M= E
File Edt Help

FERZCH Lookup Screen
using PERSON, View: Combined

Seq: Name Lddress =E=0
I, Status [(Reunion Class) Entry Date
Jource [Birth MName) There Used Eirth Date

| 5: Abram=s, Allan P.
0223396

I

| G: Abrams, Anthony
0429758

[Adan=)
| T: Abrams, Christina M.
0349050

| S: Abrams, Devon E.

0351514
Controller LookUp Resolution Page Z/9
Seq WNumber, (F) lag, (V) iew, (3)ort/3elect, (4)dd: I [i ii

e If you cannot locate them by any method, typdor Add. Answer YES to qyeBenefactor, as a PERSON. If
they do not appear in the Benefactor database, click on ADD or type A.

e TheNAEscreen will appear. Complete tfields listed below When complete, preds10(or FILE /SAVE).
e Prefix
¢ First nameandlast nameas they appar on the social security card
A Hyphenated surnames belong entirely in the laame field
e Suffixif necessary, nowegree related only (i.e. Jr., Sr., 1)

e Addressif available If US address, leave country field blank.
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e Phonec at least one nofChapman teephone number

e SSN
e Gender
e Birth date

e Ethnicity& race- must be taken from the data sheet where faculty will selport their ethnicity and
race. Do not guess!

e Emall
A Chapman amail addresses will be created by the university
A At least one additional-enail address is required
Notes:

e Display name changes will need to be made through the help desk

¢ Name changes should have history kept: select Y, then O or B after a name change is made

MAE-Mame and Address Entry

Person 1D | 1266411

28 Minrie (LET
Suffis hd Additional [nfo | & E]
Addrezs 700 Mousze House t] = Employrent [nfa @
C5Z4Cnty | Anaheim C& | | 92865 06059 Orange
Res Chty/
Country Source »
Phone/Ext/Type @ w
Origin/Date b [@
S5M Gender | F Birth Date | 12/01./1950 [@
Ethinic(s] MHS Mon HizspanicLating w | Address Change
Face(s) HP Hawaiian/Pacific 1slan E Source v
Archived Ethnic Date
Mail Codes w By
EmailT yp/éddr/Prd « [IF]

Fref Mame | Mz, Minnie M. Mouze
b ail M ame s Minnie M. Mouse
Other LFM(1]

¢ All informationlisted must be entered in order for the contracts tergerate properly This is true for both the
NAE and FCTY screens. Accuracy is extremely important.

e You will now be back in tHeCTscreen.
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The following=CTcreen will appear:

M FCTY -Faculty
File= Edit Help

M E3

ID: 0539792

Q2806

Department Pt Division School
IARTS Lrts 100 j(Comrmnication Lrts) chool of Communicaj
A I -
Position Rank Date FT
bz Ldwin or Staff 02/04/89 j
2 -

Primary LUcatiDnllDl Orange Campus

Max Workload

Start Date

End Date

|

[z |-

:

Special Status

Contract Type

Prewvious IDs \_lll
Advisor F

Hax Advisees r""E

Current Advisees n

Faculty Sched .
Office Hours
Tualifications
Misc Info

Former Advisees n

Controller Max Work Load

Mo Values

¢ Change or add information as follows:

FCTY Fields Choices
Depatment Enter the 4digit department code.
To access a table listing all departments, pi¢ssid ENTER. Then select the
appropriate department.
The division and school will automatically appear on your screen.
Percent Enter 100% for the home department, and @86any additional departments
Position The following codes should be used only by @ange Campus Office

02 Admin or Staff
11 Part TimegOrange campus
12 Full Timeg Orange campus

18-Nov-09
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FCTY Fields

Choices

The following codes should be used only by Suhool of Law

11 Part Timeg Orange campus
12 Full Timeg Orange campus
01 Law School Dean

The following code should be used onlyxtended Education

EXEXended Ed

The following codes should only be useduniversity Collegéor the Academic
/| SYGSNEQ TI Odz Gy

P Part Time

F Rull Time

A Admin and Staff
D Director

C Core

S ASsociate Dean

This is a multivalued field, which means you can add another line of information w
needed.

LF | T OdzZ (& Q®DABENEDdGInbtAgleteOK | y3Sa s
If faculty member iSNACTIVENSS NI | f Ay S aK2gAy3a ah/
Rank Only for fulltime faculty
Date Hire Date is the first date of the first term of instruction.
Hire Date can be entered in this format: XXXXXX
e.g. 030485. Datatel will automatically format this to 03/04/85.
Remanber: never type over a date unless it is a correction. Always ADD a line wt
the position changeslf inactivating, use FUTURE or CURRENT date, not WASH .
REactivating, consult Eileen Besner in Faculty Affairs first!
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FCTY Fields

Choices

Primary Location

101  OrangeCampus
102  Physical Therapy
103 Law

110  Global / World

122 Extended Ed

¢CKS t20FG4A2Yy FT2NJ GKS ! OFRSYAO / Syds
Los Angeles 204
San Diego 228
Concord 257

Special Status

! OGADPSE 2N aLyl OGA@B@SE

After one academigear, if the faculty member hasot taught classesanddoes not
have plans to teactthe following fall, the faculty member must be deactivated in
Datatel.

Contract Type

G ! R 2 dayparitine faculty

Advisor

If this facultyis full-time, this field musbe set toYes.

If this faculty igart-time, this field must be set tblo.

Max Advisees

If you enter the number of maximum advisees this faculty can have, a warning wi

appear if you try to assign an advisee when it is over the limit. (The warnirgecan
ignored.)

Do not use the Max Workload fields.

Toadd degree information, click on the blue box next to Misc Infa

*** The highest degreemust be verified later by ranscript. Do not openthe sealed transcript Eileen Besner will
open it. Add dl other degrees without conferral. If adding degree informatdier the hire date consult Eileen first.

18-Nov-09
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Select Item

FMES - Faculty bMemberships. .. -
FREM - Faculty Rermarkz...

UTEC - Edit Comments. ..

BIO - Biographic Informatia. .

DaADD - Additional Demographics. ..

EraL - E-Mail Information...

ADSU - Address Summary. .
HASL - Insttutions Attended Surrmary. .

Selected ltem

Ok I LCancel Help

SelecttASUand the following screen will appear.

HHl |ASU-Institutions Attended Summary

Filz  Edit Help

Jameson

hrnaheim

Institutichs Attended Tran

Start Dt End Dt FRowd Do

Controller Institutions Attended Talue 171

On Line 1, type an abbreviated name of the institution the faculty member attended, @lg.stcfor California State
University. All locations of California State University will appear on a resolution screen. Select the appropriate
location. A screen like the one on the following page will appear.

+ If you cannot find an institution by spielg out the full name, try a variety of abbreviations. If the institution has

a location in its name, e.g. University of Nevada, it may be quicker to search by location (Nevada) instead of the ful
name.

+ DO NOT ADD an institution if it does not appear the list. Please contact Stephanie Takemoto if an
institution or program does not appear as an option.
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If a faculty member graduated from Chapman, their degree information should already be in Datatel. It is generated
when the graduationprocess is comgtted. If Chapman degree information INOT in Datatel, DO NOT UNDER ANY
CIRCUMSTANCEBD IT.Instead, contact the transcript office to follow up on this discrepancy.

Bl INAT-External Institution Attended [_ [}
File Edit Help
CEEE/FICE
Institution JJ0Z5082 Calif St Univ Fullerton 2589
DIate Recd Status
Transcript Type | 1 | | ﬂ
2 | | F
Tears Attended ; | I—Al
2 -
Start/End Dates | 1 | ﬂ
=0 I z
MNon Credential GPAL Equivalent Tranzsfer
Swmnary Credits | IW Iﬂ
Degree/CCD MM/ YR Cum GPL
Lead Credentials . | ﬂ
Zn | =
Counselor
Comments
(L
Controller No Values

e Click on the blue box next to Acad Credentials and detail down tA#@Rscreenas shown belowType the
RSAINBES O2RS FNRY (KS fAad 2 weeAppengiOiSigiVSaniEieshENTERO S
Then type the month and year the faculty member received his/her degree in the following format: MM/YR,
e.g. 05/95. Choosetheir discipline undeMajors by selecting from the list in DatateLeave blank if the major
does not appear, or contact Stephanie Takemds@ave out of this screen by pressiktpor FILE / SAVE. Then
save again.

e The highest dgree information Wl be verified by Eileen Besn@henthe transcriptarrives. Do not openthe
sealed transcript Eileen will open it.

FCTY-Facuity ] 185U nstitutions Attended Summary ] INAT -External Inzstitution Attended  AACR-Academic Credentials
Degres MMAYR [MS  Master of Science
Majors 1 [[BIOC Bidlagy |
Minors 1 | |
CEDsMMAR 1
Specs _1 | =
Acad Level |
Division | Start Date
Location | EndDate [
Curn GPA l— Mumber of Years |
GPA 1 l— Commencement Date l— b
GPA 2 l— Commencement Site l—j
Rark/Percent | ! [ %23 Addnl Cred Info [ "
Diploma Mame |
Address 1 || :I
sz [
Courtry |

18-Nov-09
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e Enter the name of a second institution if needed and repeat this pro@eggees less than the highest degree
earned do not need to beerified by transcript and can be taken from the GVhen finished, save out of the
IASUscreen by pressingl0or FILE / SAVE. You will be back ir@&¥screen. PresB1l0or FILE / SAVE to save

your work.
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Adding a Person to the Faculty screen who a Iready has a record in Datatel

e EnterFCTY Click Go.

e At the Faculty Lookup, enter the social security number, Datatel or Reflections ID, or the name of the faculty
member. If you chose to search by name, a resolution screen will appear, as shown below:

Emi |ASU-Institutions Attended Summary M=
File Edit Help

FERSCH Lookup Screen
using PERSON, View: Combined

Segq: Name Lddress SSM
II', Status [(Reunion Class) Entry Date
Source [Birth MN=atoe) Mhere Used Eirth Date

S

| 5: Abrams, Allan P.
02233596

| 6: Abrams, Anthony
0429758

[Ad=amnz)
| 7: Abram=s, Christina M.
0349050

| S: AMbrams, Devon E.

0351514
Controller LookUp Resolution Page Z/9
Seq Nuwber, (F)lag, (V) iew, (S)ort/Select, (i) dd: | Ei ii

e If you areadding a person to thECTYcreenwho already exists in Datatel, they will not have FAC under their
address in the resolution screen. If they were a student who graduated and came back to teach at Chapman, fi
example, they may have APP, RERTU in the resolution screen. Once you enter their informatiGiCin¥and
save out of that screen, FAC will be added to their information in the resolution screen.

e Be very careful selecting facultyho should already be entered as faculiy Datatd. If you mistakenly select a
person, bring them into the FCTY screen and save, they will from that point forward appear IN ERROR on the
resolution screen as FAC. (If you select a person in egancelout of the faculty screen by pressing ShEB)

e Canplete all fields as discussed in the Changing Information section above.FR0¢ss FILE / SAVE) to save
your work.
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Part-Time Faculty Contracts with XCON

How to use XCON

You will need:

e the contracts templatedoc, saved anywhere on your computer

e aC\DTDOWNLOAmIder. (Just open My Computer, open thé @ive, and creata new folder called
DTDOWNLOARall caps, no spaces.)

1. In Datatel, enter STIP
2. Search for the course the faculty member is teaching
3. Enter the stipend amount and Save

XCON

1. In Datatel, enter the mnemonic for the faculty contract repotCON
AtthetermTFA St R (8 LIS GKS GSNXY ySSRSR A®Sd® aunndpC! hé F
Type in the faculty ID or lealBi ANK

O9YGSNI Ay {OK22f A®Sod G/ h{¢ 6y20SY AT &2dz R2Xtg2i
look up in both this field as well as the department field)

9YGSNI AY 59t¢ ADSD Gt { . /¢
9YGSNI f20FGA2y O2RS AdSd amnmé
9 y (i % #ar ddwnload

Save through until an Excel spreadsheet shows up.

A w0

© © N o v

Check all data in the Excel spreadsheet. If changes are necessary, make them either in STIP or SECT (the Ex
spreadsheeti F2NJ NETFSNByOS 2yfteéesx a2 OKIFy3aAay3da AlG s2yQia O
shown on this spreadsheétxcept for gender and ethnicity), so all of these fields should have something in
them.

10. Once STIP and SECT have been correcteerified close Exceaindrun XCON again. Your previous information
will be retained.

11.' 4§ GKS o02GG2YzZ OKFy3S GKS a5¢ (G2 daa¢ F2NJ aaSNEBS: |
Oty Ot A0l GKS AGCAYAaKE 0 dgécinlamérge file @hich thaicBriracti\Nfordl teyiaie 3
will reference.

*Note: if this step generates 0 records in the progress window, the special merge file has not been created and
the contract will not merge. Go back and check STIP and verify that thestemrect.
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#* Datatel - COLLIVE - ST

File Edit Faworites Tools Help

Duick.&cces&lKEDN TI [ [ | AX Q& 7 © @

HCOM-faculty contract |

FaculyID..... 1| =]

Schoal......... WC Wilkinzon College
Department..... |BI|:IL Biological Sciences
Location....... 1 J|101 Orange Campus j
2 [

Download or Merge. ... m

Merging the contract info:

Open the Faculty Contract OC document file.

/I £tA01 a,Sa¢ Id GKS AONRLII 46 NYyAy3Iod

In Word 2007, choose the Mailings tab, then click Finish and Merge.

Choose the edit option if you want to see what will print, or chet® print option to print the contracts
immediately. Be sure to print the contracts doubkded.

5. After printing, close the Word document add not save

el N

*Term codes:

Term Orange Campus Physical Therapy
Fall FAO FAP
Spring SPO SPP
Summer U10, U20U30, u40 U1P, U1P, U3P, U4P
Interterm INO (none)

18-Nov-09
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XCON: D vsM

D

M

What does it do?

Generates a preview in Excel

Generates special data files
C:\ DTDOWNLOAfich are used to
populate the contract document file

How does it help?

It is much easieto proof the Excel preview
for errors in faculty information than the
contract file.

When you are unable to get contracts to
run, D will help confirm where the problen
is. (SediTroubleshooting XCGIN

Without this step, the contract documen
file will fill in either no information, or
whatever information was generated lag

When to run it

Every time you run contracts, to help catg
data errors or gaps

If you have not already run it and M fails t
ISYSNIGS O2y (G NF OG A
-/ hb¢€v

When all éta has been proofed and
finalized and you are ready to print the
contracts

18-Nov-09
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Troubleshooting XCON

If you are unable to run contracts, please follow the guide below.
e Is this your first time running contracts, or are you on a new computer?
0 If Yes check ér the folderC:\ DTDOWNLOAD
A Ifitis not there, create it
A Try running XCON again.
o0 If No, continue this guide.
e 2KSYy &2dz N*YYy -/ hb Ay a5 RAR | &LINBIFRakKSSG | LILISK |

o If Yes contact Kristin at x7922 and reggtea new contact template. When you receive the new
template via email, try mergingagain, this timewith the new file.

o IfNox GUKS RFGI @2dz2Q@S SYyiSNBR Ay {¢Lt 2NJ -/ hb LJdz
e How to fix this:

0 Check STIP for the course and be sure that thesla mmount greater than zero for the professor whose
contract you are running

0 Check the term code you are using in XCON. Keep in mind that international courses may have a
different term code. Check SECT for the course section to find out which terofférisd under.

0 Check the school or department code you are using in XCON. This should be the school or department
code of thecourse not the faculty member. They are not always the same. Check SECT.

0 Check the faculty ID, if you have entered one. $hauld be the Datatel ID.

If you are still unable to run contracts, please send amad to Kristin adressner@chapman.edhat includes the
faculty member and course section that is not working.
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Appendix A: Approved Degree @ad

Code
AL
AB
BT
BR
BA
BB
X
CW
CB
Cl
BD
BE

S6
BFA
C3
BL
(ON]
SO
Cu
BM
RE
BN
BU
BP
SY
Cc2
BS
CM
TY
S5
ST
RA
LA
OD1
OoD2
CS
C8
DBA
EA
C5

18-Nov-09

Degree

Artium Magister

Atrium Baccalaureus
Bachelor of Architectural Engineeg
Bachelor of Architecture
Bachelor of Arts

Bachelor of Business Admin.
Bachelor of Business Education
Bachelor of Canon Law
Bachelor of Civil Law
Bachelor of Commercial Law
Bachelor of Divinity

Bachelor of Education
Bachelor of Electrical Engineering
Bachelor of Engineering
Bachelor of Fine Arts
Bachelor of Industrial Design
Bachelor of Laws

Bachelor of Letters

Bachelor of Mathematics
Bachelor of Medicine
Bachelor of Music

Bachebr of Music Education
Bachelor of Naval Science
Bachelor of Nursing

Bachelor of Philosophy
Bachelor of Physics

Bachelor of Sacred Theology
Bachelor of Science

Bachelor of Social Science
Bachelor of Social Work
Bachelor 6 Technology
Bachelor of Theology
Bachelor Superior

Degree Laurea

Diploma

Diplome

Doctor of Arts

Doctor of Both Laws

Doctor of Business Administration
Doctor of Canon Law

Doctor of Commercial Science
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DD
DU
CL
Ccz
DPA
CD
SJD
DG
DMG
DV
DM
RH
EC
DP
DPT
PSYD
EG
DY
CP
RF
CcC
DW
DPH
RB
JD
DJ
CE
N1
MA
MBA
G5
MDIV
M.ED
TE
MFA
MHA
MIS

TD
MJ
CT
ML
T™W
LLM
MO
EB

18-Nov-09

Doctor ofDivinity

Doctor of Education

Doctor of Engineering

Doctor of Fine Arts

Doctor of Health Administration
Doctor of Judicial Science
Doctor of Juridical Science
Doctor of Laws

Doctor of Management

Doctor of Medicine

Doctor of Medieval Studies
Doctor of Ministry

Doctor of Music

Doctor of Philosophy

Doctor of Physical Therapy
Doctor of Psychology

Doctor of Public Administration
Doctor of Sacred Theology
Doctor of Science

Doctor ofSocial Science
Doctor of Theology

Doctor of Veterinary Medicine
Doctor Public Health

Doctorat d'Etat

Juris Doctor

Jurisprudence

Master of Accounting Science
Master of Architecture

Master of Arts

Master of BusinesAdministration
Master of Christian Studies
Master of Divinity

Master of Education

Master of Engineering

Master of Fine Arts

Master of Health Administration
Master of Information System
Master of International Busines
Administration

Master of Journalisim

Master of Latin Literature
Master of Laws

Master of Letter

Master of Letters and Law
Master of Library Science
Master of Literature
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MM
MV
G4
CY
MMU
ME
C6
MPT
CN
MPS
EF
N2
MP
MR
M9
MS
MSW
RI

TT
ED
MT
PH.D.

18-Nov-09

Master of Management
Master of Medieval Studies
Master of Ministry

Master of Modern Languages
Master of Music

Master of Music Education
Master of Philosophy

Master of Physical Therapy
Master of Professional Accounting
Master of Professional Studies
Master of Publiddministration
Master of Public Affairs
Master of Public Health
Master of Religious Education
Master of Sacred Theology
Master of Science

Master of Social Work

Master of Teacher Science
Master of Technology

Master of heological Studies
Master of Theology

Ph.D.
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