
 Adjunct  Faculty  Class  Scheduling 

 How  to  Ask  for  Any  Class  When  You  Don’t  Have  a  Preference 

 1.  On  the  drop-down  menu,  pick  the  Term  and  Discipline  .  Once  you  have  chosen  one  from  each  item,  click  Next. 

 2.  You  will  see  the  Term  you  chose  and  the  Open  Date  and  Respond  By  Date  for  the  selected  Discipline  .  You  will  only  be  able 

 to  choose  your  preferred  classes  in  between  the  Open  and  Respond  By  Date/time.  On  the  drop-down  menu,  pick  the 

 Number  of  Classes  you  would  like  to  teach  and  Course  Type.  Once  you  have  chosen  one  from  each  item,  click  Enter. 

 ●  If  you  are  certified  to  teach  in  multiple  Course  Types,  select  “All”,  otherwise,  select  the  Course  Type  you  would  like  to 

 teach 
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 3.  This  is  where  you  will  be  able  to  pick  the  available  classes  that  are  open  to  teach. 

 a.  You  can  pick  by  priority  by  entering  a  number  on  the  right-hand  side  under  Priority. 

 b.  You  do  not  have  fill  out  all  the  boxes,  only  the  ones  that  you  want. 

 c.  If  you  do  not  have  a  preference  on  which  classes  you  would  like  to  teach,  you  can  enter  the  same  priority  number 

 for  multiple  courses  and  enter  comments  for  the  Chair  .  Below  are  some  examples: 

 i.  Example  1  :  If  you  are  willing  to  teach  any  class  at  any  time,  then  you  can  enter  a  Priority  of  1  in  all  classes 

 and  enter  a  comment. 
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 i.  Example  2  :  If  you  have  a  preference  for  certain  classes  (i.e.  In-Person),  but  beyond  those,  you  are  willing 

 to  teach  any  class,  then  you  can  enter  sequential  priorities  for  the  preferred  classes  (i.e.  1,  2)  ,  then  enter 

 the  same  priority  for  the  next  set  of  classes  you  are  willing  to  teach  (i.e.  3)  and  enter  a  comment. 
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 i.  Example  3  :  If  you  will  take  any  class  on  certain  days  of  the  week  (i.e.  M,  W),  but  if  those  are  not 

 available,  you  are  are  willing  to  teach  any  class  on  other  days  of  the  week  (i.e.  Tu,  Th),  then  enter  the  first 

 set  of  classes  with  a  Priority  of  1  and  then  next  set  of  classes  with  a  Priority  of  2  and  enter  a  comment. 
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 4.  After  entering  any  comments,  you  have  a  few  options: 

 a.  Save  –  this  will  allow  you  to  save  your  preferences  and  go  back  to  it  at  a  later  time. 

 b.  Reset  –  this  will  clear  any  comments  as  well  as  your  list  of  priorities  not  previously  saved  and  return  you  to  the 

 Adjunct  Faculty  Main  screen. 

 c.  Submit  –  your  request  will  be  submitted  to  the  Chair. 

 Note:  If  you  have  multiple  disciplines,  you  need  to  submit  in  all  disciplines. 
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 5.  If  you  click  Submit,  a  pop-up  box  will  appear.  Click  OK  to  submit.  Your  request  will  be  submitted  and  an  email  will  be  sent 

 to  the  Chair  which  will  include  a  list  of  classes  and  your  priorities.  You  will  be  cc’d  on  the  email  and  you  will  be  unable  to 

 make  changes  to  your  priorities. 
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