Faculty Load And Compensation (FLAC) Process Map for Department and Faculty Affairs
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Step 2: Faculty Affairs runs

PEPFLAC
(data extraction into
SSB-Banner Rams)

Confirm extraction from INB
completed & assignments
correct

Edit dates, factors & pays as
needed

Edit calculated pay amounts as
needed

Edit FTE for all non-
instructional and for
instructional as needed

Enter supplemental pay
justification/ assignment
comments as needed.
Comments begin by the
position number and suffix of
the correlating assignment.

Unlocked Assignments
Report Alerts when
additional

approvals needed; generates
email template for approvals

Grant Officer approval

EHRA Faculty only: Over
max in contract- VCAA
approval

Supervisor approval (when
hiring department and
supervisor differ)

Step 1: Department FLAC
Manager verifies accuracy of
assignments, that all required
approvals received, completes
budget check.

Step 2: Department FLAC
Manager locks assignments
once assignment is complete,
correct and approved

Locking triggers automatic email
alert to faculty to acknowledge
assignment

Step 3: Faculty
acknowledges assignment in
SSB

Faculty Affairs then runs a process
to apply all acknowledged jobs in
Banner INB

Before a FLAC assignment can be entered the following must be completed...

Affairs for adjunct faculty hires.

email accounts.

Employee Banner ID created (OFA)- hiring dept. submits hiring proposal in People Admin, Hiring Packet & FLAC Setup sheet to Faculty

Faculty Affairs generates Banner ID, Email address, and FLAC Setup PPAIDEN, PEAEMPL, PEAFACT, PPAGENL, GYAMAIL, GYAMUPD,
and SIAINST record created with contract codes.

Employee WSSU email is active one day after account is created/updated. Department chair receives email of activated/reactivated
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