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1.0 User Guide Instructor Assignment 

 

Assigning an instructor to a course section requires attention to several fields that may be overlooked.  These 
fields include Grade Access, EmplRcd#/Job code, Primary Academic Org, and Workload.  This user guide includes 
information on instructor assignments.  In-depth details regarding the Schedule of Classes menus and 
functionality are available in the CSUSB Course Schedule Build and Maintenance User’s Guide.  In depth details 
regarding instructor workload and the APDB Faculty Term File are available in the User Guide Instructor Term 
Workload and Faculty Term File. 

 

Navigate to Curriculum Management>Schedule of Classes>Maintain Schedule of Classes.  

 

1.1 Find an Existing Value 
Enter search criteria.  Academic Institution and Term are required.   

 

 

 

Click Search
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1.2 MEETINGS page 
Click on the Meetings page for the class section.  Instructor assignment is made in the Instructors for Meeting 
Pattern section of the Meetings Page.  

  

 

1.3 Assignment 
ID Faculty EmplId populates name field.  Enter the Instructor’s ID Number 

or use lookup tool.  If the ID is invalid the Instructor may need to have 
information added or updated to the Instructor/Advisor Table.  Contact 
Academic Scheduling for additional information. 

Instructor Role Defaults to Primary Instructor and may be changed for multiple 
instructor assignment.  Use the drop-down menu for appropriate 
Instructor Role assignment if necessary. 

Print Defaults to print check box on and may be changed under certain 
circumstances.  Contact the Academic Scheduling Office for additional 
information. 

Access Must equal Approve.  The only other valid value is blank and blank can 
only be used in multiple instructor assignments. DO NOT USE Grade or 
Post.  Instructors cannot enter the student's grade if Approve has not 
been selected. 

Contact Blank, not using. 

Empl Rcd#/Job Code Empl Record defaults to a current active row or 0 (zero) on a faculty 
employment record and will populate the Job Code field from that row.  
The Job Code number affects APDB reporting.   

Instructor must 
be in the 
Instructor/Advisor 
table with an 
Approved Course 
row for the 
subject. 
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 EMPL RCD#/JOB CODE 

It is important to have the correct Empl Rcd#/Job Code.  The lookup tool can be used to select the 
appropriate Empl Rcd#/Job Code for the instructor.  The Empl Rcd# is especially important for part-time 
faculty who may have multiple appointments.  The Empl Rcd# should match the department that owns the 
course.   

In the example below the instructor has an appointment in IDS (Academic Org 369/Dept. Code CF0650) and 
an appointment in ECON (Academic Org 235/Dept. Code CF1015).  IDS does not need to make a change to 
the Empl Rcd# for their classes since the zero row is the record row for that appointment.  ECON, however, 
does need to make a change to the Empl Rcd# for their classes since 2 is the record row for the ECON 
appointment.  Contact the Academic Scheduling APDB Coordinator for additional information. 

. 

 

 

Correct Empl 
Rcd# for this 
instructor 
assigned to 
ECON course 
is 2
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1.4 Workload 
If the instructor has a Primary Academic Organization that is different than the course’s Academic Organization, 
and does not have an appointment in the course’s Academic Organization, changes must be made on the 
Workload page in the Instructors for Meeting pattern section on the Meetings page in the APDB Dept ID field.   

 

 

 

APDB Department APDB Dept ID defaults from the Basic Data page.  If the instructor 
assigned has a different primary or appointment Academic Org 
(department) the APDB Dept ID must be changed to the instructor’s 
primary Academic Org (department) ID.  Do not change Academic Org 
for the course on the Basic Data page.  If the Course Academic Org is 
incorrect contact Academic Scheduling. 

 ACADEMIC ORGANIZATIONS 
The Academic Organization for a course is located on the Basic Data page.   
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The Primary Academic Organization for the instructor can be located on the Instructor Advisor table.   

 

 

 

The APDB Dept ID field on the Workload page in the Instructors for Meeting Pattern field must be changed to 
the appropriate Academic Org for the instructor 

 

Course 
Academic 
Organization is 
assigned 
through the 
curricular 
process and is 
NOT changed 
on the Basic 
Data page for 
regular 
university 
courses. 

Open New Window 
hyperlink and navigate to 
Curriculum 
Management>Instructor 
Advisor>Instructor 
Advisor Table.  Enter the 
instructor’s ID and click 
on the yellow search 
button (if multiple names 
are returned for the 
instructor you can select 
any of the name rows). 
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Workload tab 

APDB Dept ID defaults 
to Academic 
Organization for the 
course (241).  The 
Instructor’s 
Primary/Appointment 
Academic Org is 242. 



Instructor Assignment DRAFT 

Last Revised: 07/07/09 Page 10 of 13 
 

Enter the Academic Org for the instructor in the APDB Dept ID field (and save): 

 

 

Load Factor Defaults to 100%.  Multiple faculty assignments should have split 
percentages totaling 100%.  Additional workload information is available 
in the User Guide Instructor Term Workload/FTF. 

 

 

Correct  
APDB Dept. 
ID (Academic 
Org number) 
for this 
instructor 
assigned to 
ESPE course 
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As assignments are made the Term Workload page will populate with the instructional assignment information for 
the faculty member.  Additional information is available in the User guide Instructor Term Workload and Faculty 
Term File. 
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2.0 INSTRUCTOR/ADVISOR SCHEDULE 

 

The Instructor’s Schedule provides a way of viewing all class meetings for an instructor within a term. 

Navigate to Curriculum Management > Instructor/Advisor > Instructor Schedule 

2.1 Find an Existing Value 
Enter search criteria.  Term is required.  Enter instructor last name if ID is not known. 

 

 

Instructor Schedule 1 
 

 
 

Click Search
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Instructor Schedule 2 
 

 


