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Revisions:

Date Version Change

July 19, 2010 V.1.0

December 17, 2010 V.2.0 Module 4 TA Workshop added

December 17, 2010 V.2.0 Module 5 TA LFD added

February 09, 2011 V.21 Enhancements to SZATAAL

February 09, 2011 V.21 Enhancements to SZATAAS

March 08, 2011 V.21 Enhancements to Assign of Duties

April 01, 2011 V.21 Enhancements to SZATAMT, SZVTADM,
SZVTAFM, SZATAAL

July 15, 2011 V.21 New report for Depts & FGPA
GSRO TA PROFILE XLS

August 30, 2012 V.21 Allow UG TAs to decline assignment

September 06, 2012 V.2.1 Update Workshops to ‘Training Sessions’
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Introduction

The TA Management System will collect and manage information on graduate and
undergraduate Teaching Assistants (TAs). The TA Management System supports the tracking
of TA allocations to academic units, subsequent assignments to course and non-course
activities; collection of TA areas of interest; manage TA training requirements; supports the
undergraduate TA hiring process; tracks historical trends and assists in the management of the
overall TA budget.

The TA Management System is comprised of seven modules; the first three modules will be put
into production August 6, 2010. These modules cover Graduate TA Allocation to Departmental
Units; Undergraduate TA Recruitment; and Assignment of TAs to Courses and Non-TA Duties.

On December 15, 2010, modules 4 and 5 were placed into production. Module 4 provides EDC,
FGPA, Academic Departments and Mentors with a tool to manage TA Training Workshops.
Module 5 will allow both TAs and FGPA to electronically complete the Leave of Duties (LFD)
process.

This training manual will be updated as other modules are put into production.

The following acronyms will be used throughout the manual:
ADs - Associate Deans

DAs - Departmental Administrators

DS - Departmental Supervisor

TAs - Teaching Assistants

FGPA - Graduate Studies staff

EDC - Educational Development Centre

Form access: Who can access what forms:

Associate Deans (Faculty) will have:
a. update access to the Allocation form - SZATAAL
b. view only access to Assignment form - SZATAAS

Departmental Administrators (Departments) will have:
a. update access to Assignment form - SZATAAS
b. update access to Departmental Maintenance form - SZVTADM

Faculty of Graduate Postdoctoral Affairs staff will have:
a. update access to FGSR Maintenance form - SZVTAFM

Mentor Coordinator (EDC) will have:
a. update access to TA Mentoring Application form - SZATAMT
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SZATAAL - TA Allocation Form

This form is accessible only by ADs. It lists all TAs allocated to the user’s faculty. The multi-
tabbed form provides other key information such as up-to-date views of TA Profiles,
Departmental TA requirements, Instructor TA Requirements and possible TAs that other
faculties are willing to trade which will facilitate TA allocation decisions.
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SZATAAL - TA Allocation Form - Grad TA Allocation Tab

) Oracle Fusion Middleware Forms Services: Open > SZATAAL ™

File Edit Options Block Item Record Query Tools Help

Term: 201430 |~ [Fall 2014 (September-December) Student 1D | = Faculty: | =

[ Full Session [ Unallacated Students only Level (Outside Priority): | B| Department: | =

T4 Allocation Form
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allocate Full Hours | [ Release allocations | [ Send Allacation Notice | [Send Allocation Update Notice| | allacation Repart | [ Allacation Statistics

The SZATAAL form is blank upon initial opening. The Term must be chosen before using “Next
Block” to populate the form with TAs who accepted TA Awards. Only active TA’s within the AD’s
faculty, who have awards with a status of accepted, will show on this form.

The “Full Session” checkbox can be checked to show data for the term selected and the term
that either precedes or follows the selected term to complete the full session.

When checked, the “Unallocated Students Only” checkbox only displays TA records within the
AD'’s faculty that have not been allocated.

When a student number is entered in “Student ID:” only data for the specific TA is returned.

The “Level (Outside Priority):” field only affects the “Outside Priority” tab. The default is will
return all records; selecting ‘GR” or “UG” reduce the number of returned records.

The form defaults to showing all departments. ADs choosing a specific department in the
keyblock will view all TA records that have been allocated to the ‘Work Dept’. This includes TAs
that have been traded into the faculty and then allocated to the ‘Work Dept’.

The “Faculty:” field is used by FGPA users to query specific faculties.

There are 7 tabs across the top of the form:

e Grad TA Allocation e Outside Priority
e Grad TA Profile e Grad TA Pool

o Department TA Requirements o Email Sent

¢ Instructor TA Requests
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SZATAAL- TA Allocation Form - Grad TA Allocation tab

File Edit Options Block Item Record Query Tools Help
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The Grad TA Allocation Tab shows real time data to the AD on the following:

e All Grad TAs that have a Home Department within the user’s faculty, have been
allocated to a department(s) within the user’s faculty, and have been saved in the TA
Management system.

e All Grad TAs that have a Home Department within the user’s faculty, have been
allocated to a department(s) outside the user’s faculty (i.e. transfers out) and have been
saved in the TA Management system.

o All Grad TAs that have a Home Department outside the user’s faculty, have been
allocated to a department(s) within the user’s faculty (i.e. transfers in) and have been
saved in the TA Management system.

¢ All Grad TAs that have a Home Department outside the user’s faculty, have been
flagged as being transferred to the user’s faculty but not yet allocated to departments
within the user’s faculty, and have been saved in the TA Management system.

¢ All Grad TAs that have accepted their TA award but have not yet been allocated and
saved — highlighted in yellow.

e All Grad TA records where the TA award has been cancelled, whether allocated or not

The Grad TA Allocation tab allows the ADs to process all TA allocations including trading TAs to
another faculty or placing them in the general Grad TA Pool for transfer.

Upon the initial opening of SZATAAL, all TA awards within the ADs’ faculty that have a status of
accepted will be imported from UGAFA and displayed. Each time the form is accessed TAs who
accepted awards and who did not show on the form previously will now show.

There are various columns containing data. The first 5 columns cannot be modified.
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Upon initial opening of the Grad TA Allocation tab, the “Work Dept 17, “Work 1 TA Hrs”, “Work
Dept 2” and “Work Dept 2” fields will default to blank fields.

ADs can click the “Allocate Full Hours” button to allocate all unallocated TAs en masse. When
pressed, the “Work Dept 1”column will populate with the pre-populated “Home Dept” data. “TA
Hours” will populate the “Work Dept 1 Hours” column for all unallocated students. The AD then
Saves. This will not apply to TA records where the trade indicator is checked.

ADs can enter “Work Dept 1” and “Work 1 TA Hrs” data for each unallocated TA record
individually. ADs can change a “Work Dept” to another within their faculty or split the TA Hrs
between “Work Dept 1” and “Work Dept 2”. ADs can enter or change the work TA hours in
either of the “Work 1 TA Hrs” or “Work 2 TA Hrs” columns. Comments can be entered in free
form text or you can double click on the “Comment” field to open up a larger text field. Changes
must be saved.

Work assignments are evaluated independently:
1) Updates can be made to work dept 1 provided there are no assignments for work dept 1
2) Updates can be made to work dept 2 provided there are no assignments for work dept 2

Exception: increasing hours for work department with assignments is allowed. An AD allocates
Y2 the TA hours to Dept A, Dept A completes assignments. The AD can allocate the remaining
TA hours to Dept B.

(Note: decreasing hours for work department with assignments is NOT allowed).

“WD 1 Asgn” is checked when TAs have received a (Non-)Course assignment for ‘Work Dept 1’
“WD 2 Asgn” is checked when TAs have received a (Non-)Course assignment for ‘Work Dept 2’

The user will note that certain titles on the columns are blue (\Work Dept 1, Work Dept 2, and
Comments) indicating the field can be double clicked to get a pick list of the Departments to
choose from and the Comments field can be double clicked to get a larger text field.

A checkbox labelled “Rel.” allows ADs to create and save allocations in a pending state. Once
ticked and saved, the allocation record will become visible to the DA in the assignment form
SZATAAS. A button labelled “Release Allocations” has also been added at the bottom of the
page. When pressed, all allocated TA records will be released that are currently being viewed,
i.e. releasing one department at a time if a department is selected in the keyblock. Canceled or
traded TA records are not affected.

Note: once a DA has created course assignments in SZATAAS, an AD may not modify the
‘Released’ indicator.

Once allocations are completed the AD can click on the “Allocation Notice” button at the bottom
of the page to notify departments of what allocations have been processed and departments
can now begin assigning duties. If re-allocations are made, ADs click on the “Send Allocation
Update Notice” button at the bottom of the page, to notify affected departments to review the re-
allocated TAs.

Email allocation notices will only be sent if the “Released’ flag has been set. Furthermore, email
allocation notices will only be sent to specific departments when “Department:” is selected in the
keyblock.

If a TA is “transferable” the AD can either check the “Trade” checkbox and choose the faculty to
which that TA is being transferred, OR check the Trade checkbox and leave the Trade Faculty
field blank.
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TRADING TAs

When the “Trade” checkbox is checked and the “Trade Faculty” is chosen, the TA appears on
both the allocation tab for the faculty chosen and the original faculty. The TA will not show up on
the Grad TA Pool tab.

When the “Trade” checkbox is checked and the “Trade Faculty” is left blank the AD is making a
general trade. The TA will appear under the Grad TA Pool tab as well as on the allocation tab
for the home faculty. When an Associate Dean is trying to identify TAs available for Transfer,
they will review the Grad TA Pool tab.

To complete a transfer, the Associate Dean identifies which TA(s) in the Grad TA Pool are
wanted, speaks to the TAs Home Faculty, the Home Faculty goes into SZATAAL Grad
Allocation Tab form and chooses the Trade Faculty to which the TA will be partially or
completely transferred to.
e For partial Trades the home Faculty reduces “Work 1 TA Hours” by the number of hours
being traded and enters a comment indicating the number of hours traded.
e For full Trades the Home Faculty enters 0 in the “Work 1 TA Hours” field and enters a
comment “Full Trade”. The receiving Faculty allocates the TA by choosing the ‘Work
Dept’ and enters the number of traded hours into the work TA hours field(s).

Undo Trades:
o Atrade to the TA Pool can be undone by unchecking the Trade checkbox beside the
traded TA on the Allocation form — causing the TA to be removed from the TA Pool tab.
¢ A trade to a specific faculty can be undone but a message will appear advising the user
to contact the receiving faculty in case assignments have already been made.

The last 6 columns show the status of the TA

o “Rel.” is an editable checkbox which allows ADs to make saved allocations visible to
DAs in SZATAAS.

¢ “Oth Asgn” is checked when TAs have received a (Non-)Course assignment to a Dept.
other than “Work Dept 1” or “Work Dept 2”

o “Reg’d” will be checked when that TA has registered for the term indicated in the “Term:”
at the top of the page. A TA may receive an assignment without being registered.

e “LFD” will be checked when the TA has received a Leave From Duties approval.

¢ “Ment.” is checked when the TA receives a Mentorship from EDC.

e “Award Canc’d” is checked when the TA Award has been cancelled by FGPA.

Form Reports

“Allocation Report” button will launch an email delivered report, in Excel format. Displays all data
which is visible on the allocation tab. All criteria set in the keyblock will affect the data presented
in the report.

“Allocation Statistics” will launch a pop-up window containing the following TA award statistics

Available = Internal Use + Imported + To Be Allocated

Internal Use = TAs that belong to my faculty and allocated within my faculty

Exported = TAs that belong to my faculty and allocated outside my faculty

Imported = TAs that do not belong to my faculty but are allocated within my faculty

To Be Allocated = TAs belonging to my faculty and not yet allocated + TAs traded into
my faculty and not yet allocated

Total Allocation = Internal Use + Imported
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SZATAAL - TA Allocation Form - Grad TA Profile tab

4 Oradle Fusion Middleware Forms Services: Open > SZATAAL L

File Edit Options Block Item Record Query Tools Help
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Term: [201430 [~ [Fall 2014 (September-December) Student ID: | [~ Faculty: | =]
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TA Allocation Forl
Grad TA &llocation Department TA Requirements  Instructor TA Requests Qutside Priority Grad TA Pool Email S5ent

Skills Course Preferences/Man-Preferences Comments
LI Carleton, Student] |Ana|yt\ca| skills =] For Winter 2013 I would prefer a 1st year algebra or Caleulus =~
Current Program: [FHD-5C [Presentation Skills - class.
Previous Degree(s): [BMAT (6B - Mathematics-B/MSc) - [English Languags proficiancy |
MSC (SC - Pure Mathematics) | |
- Management 5
0 Other Caurses and Gradss
Email: | @connect.carleton.ca -
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rogram Supervisor:
s P [Teaching/instructing (=]
Thesis Supervisor: | |'r . ||
utaring S
Thesis/Praject Title: N R .
| essardl Other TA Experience
Mother Tongue: [English B
Last Updsted: [11-AUG-2014 Course Preferences |
[STAT 2655 A1 (Fall 2014) 2
‘STAT 2559 Al (Winter 2015) Waork Experience
Grad Courses and Grades \STAT 2559 A2 (Winter 2015) =]
lonasn [s4798  [waTH S104 [won | [MATH 1007 E1 (Fall 2014)
[z00830 (34788 [MATH 308 [a - |
[2o0830  [34801  [maTH 5818 [+ Course Non-Preferences
[a Conflicts/Issues/Motes
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[emszo 4300 [Econ Looo e 2 e e e arab Academy for Science and Technoler
Send Update Profile Notice -

Grad TAs will submit profiles, through Carleton Central. That information is displayed in
the form under the Grad TA Profile tab.

To view a TA profile, select a student ID from either the Grad TA Allocation or Grad TA Pool tab.
Then click on the Grad TA Profile tab. Alternatively, a user enters a student ID in “Student ID:”
at the top of the form and clicks on Next Block. The Grad TA Allocation tab will become active
and display that TA’s allocation details; the user then clicks on the Grad TA Profile tab to view
the TA’s profile.

The form shown under the Grad TA Profile tab is view only. Users may click on the “Send
Update Profile Notice” button to send an email to request the TA to update their profile.
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SZATAAL - TA Allocation Form - Department TA Requirements tab

2] Orade Fusion Midleware Forms Senvices: Open > SZATAAUTNN B W |
File Edit Options Block Item Record Query Tools Help
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TA Allocation Form

Grad Ta allocation Grad Ta Profile ERE TR Pl [hstructor TA Requests Qutside Priority Grad Ta Pool Email Sent
Term Dept Total Tas
I | | \ \ S
\ | | \ \
\ | | \ \
\ | | \ \
\ | | \ \ &
Special Requirments/Meeds # Ths Per # Hrs Per
\ \ | S
\ \ |
\ \ |
=
Total:
[ send T4 Requirement Reminder

The Department TA Requirements tab is view only; however users may click on the “Send TA
Requirements Reminder” button to request the departments within the faculty to update their
requirements.

Notes and/or comments from departments concerning special and/or unusual requests will be
displayed in the “Special Requirements/Needs” section. The user will highlight the “Dept” in the
top section to view any special and/or unusual requests.

Department TA Requirements are by term. The user will highlight a term in the top section to
view any special and/or unusual requests for that term.
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SZATAAL - TA Allocation Form - Instructor TA Requests tab

L Oracie Fsion Middleware Forms Senices: Open > SZATAAU TN B W |
File Edit Options Block Itemn Record Query Tools Help

(BND EAEAEE 3D BEHE & & BERDE ¢
% TA Allocation S
Term: 201430 | 7 |Fall 2014 (September-December) Student ID: | = Faculty: | =
[ Full Session [ Unallocated Students Only Lewvel (Qutside Priority): ‘ E‘ Department: ‘ F‘

TA Allocation Form

Grad Ta Allocation Grad Ta Profile Department TA Requirements  [Rigtagitsda gy p=0 e 0]=15 453 Qutside Priority Grad Ta Pool Email Sent
Max Tas TA Hours
Course Primary Instructar Last Updated By Term Enroliment Enrollment Requested  Requested Special Requests
[aceT 5001 A [Lastrame, Firstname [ [ eoaam0 [ w0 [ 1 [ [ )
|accT s001 0 [ [ [ zomaz0 [ a0 [ 1 [ [ [
[aceT so0z & [Lastname, Firstname [ [eow430 [ a0 [ 1 [ [ [
[aceT 500z b [Lastrame, Firstname [ [ eoas0 [ =0 [ 0 [ [
[aceT so1z a [Lastname, Firstname [ [ zoas0 [ 25 [ 0 [ [ [
[nERO 3240 A [Lastname, Firstname [ [ 21430 [ 40 [ 1 [ [ [ | |
AERO 3240 AL Lastname, Firstnames 201430 40 0
AERO 3700 A Lastname, Firstname 201430 a0 1
AERO 3700 AL Lastname, Firstnames 201430 50 0
AERO 4003 A Lastname, Firstname 201430 100 1
AERO 4003 AL Lastnarme, Firstname 201430 50 0
AERO 4003 AZ Lastname, Firstname 201430 50 0 -
Totals: [ 15 [ 290
skills Required Duties Expected Hours

Instructors submit their TA requirements through Carleton Central. Their requirements
are viewed on SZATAAL under the Instructor TA Requests tab.

Users will note that the column title “Special Requests” is blue indicating the field can be double
clicked to open up a larger text field.

The form shown under the Instructor TA Requests tab is not updateable. Users double click on
the ‘Special Requests’ field to open up a larger text field to read large amounts of text.

The “Skills Required” field and “Duties Expected” field are populated from the instructors input in
Carleton Central. When a course is highlighted in the top section, the “Total:” hours displayed
under “Duties Expected” will not exceed the “TA Hours Requested” in the highlighted course
above.
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SZATAAL - TA Assignment Form - Outside Priority tab

2] race Fusion ideware Forms Seices: Open > SZATAAL NS B |

File Edit Options Block Item Record Query Tools Help

BB RABR BT REE @&

(@ E

0 (PPRD) @i
Term: [201430 [~ [Fall 2014 (September-December) Student I0: | [~ Faculty: | =]
[ Full Session [ Unallocated Students Only Level (Outside Priority): | B| Department: | F|

TA Allocation Form

Grad T4 allocation Grad T4 Profils Department T4 Reguirements _Instructor T4 Reguests Outside Priority Grad TA Pool Email Sent
Date Interview  Interview
Student D Student Name Level Term Dept  Course(si/Area of Interest Submitted  Date Time  Interview Location Status Status Date
200 e, A [uc 201430 [BUsI [introduction to business o, Elementary [26-JAM-2014 | [ [ [application Recsived  [26-04M-2014
200 Lsstrarns, Firstramms [ue [z01430 [comm [eurnalism and cCommunications [z5-apr-2014 | [ [ |cancelled [25-aPR 2014
100 Lastname, Firstname = [201430 [CIVE  [Interested in a TA position [05-AUG-2014 | [ [ [waitlisted [21-5EP-2014
200 Lsstrarns, Firstramms [ue 201430 [BroL  [Lab stuff [o7-auG-2014 | [ [ [approved [o7-a0G-2014
[1o0 Lastname, Firstname [ue [z01430 [cHEM [cHEM 1001 [07-AuG-2014 | [ [ [Declined [1-sEP-2014 |,
Work Experience Ta Experience/Skills Conflicts/Issues/Notes Message to Student Department Comments
fireas of Interest Undergrad Courses and Grades
\ ) [z00930  [as0z6  [cHEM 1000 [en B Program: [BENG-821 apa: |
[ [z01020  [to3a0  [B1oL 1004 [ g Prev Degs: [BSCH (6K - Biachern & Biotech) =
I N |201010 [10934  [PHvs 1008 |a+ -]
‘ B [z01210 |13 [B10C 3008 [t v Email: | @email carleton.ca
- Course Assi - Non-Course Assignments (Other Duties)
Term  Subj  Course Section Instructor Hours Released X-List Acospt Term  Duty Hours Supervisor Released Accept
[e01420 [ecor (a0 [B [Firstnare Lastname 50 = O o= [ [ [ [m] [w =
I N 0 o W o M.
| | \ | | g o |- g @B
| | \ | | g 0 B =
Duty Hours Duty Hours
‘ | o Instructor Sign Off [ | | = Supervisor Sign Off [
‘ | I Student Sign Off [ | | - Student Sign Off [
‘ | = Tatal Hours: | [ = Total Hours: [

Outside Priority TA applications, submitted through Carleton Central, are displayed on the
Outside Priority tab. The tab is view only.

Students are considered to be “Outside Priority” if they are
* an Undergraduate Student
* a Grad Student and have never been hired as a TA
* a Grad Student and hired as a TA for a one term “Replacement”
» a Grad Student on an “approved” program extension, or
+» a Grad Student, who has completed all of their TA priority assignments

As a user highlights each application in the upper section of the form, the corresponding
personal and academic information is displayed in the 6 blocks below; i.e. “Work Experience”,
“TA Experience/Skills”, “Conflicts/Issues/Notes”, “Areas of Interest”, “Undergrad Courses and
Grades”, “Program:”, “GPA.”, “Prev Degs:” and “Email:”. The AD may also view any ‘Messages
to Student’ or ‘Department Comments’ created by the DA.

All “Course Assignments” and “NonCourse Assignments” that have been created are displayed
at the bottom of the form. Details include the subject/duty, course, section, instructor/supervisor,
hours, whether the assignment is released and whether the TA/Instructor has signed off on it.
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SZATAAL - TA Allocation Form - Grad TA Pool tab

B Oracle Developer. Forms Runtime - Web: Open > SZATAAL
File Edit Options Block Item Record Query Tools Help ORACLE

Term: (201430 = [Fall 2014 (September-December) student 10: | [7| Faculty: | =

[ Full Session [ Unallocated Students Only Level (Outside Priority): | [=]l Department: | =

TA Allocation Form

Grad Ta allocation Grad Ta Profile Department TA Requirements  Instructor TA Requests Qutside Priority Email Sent

Home TA
Student 1d Mame Term Dept Hours Comments

The Grad TA Pool tab has 6 columns of information providing ADs with a list of TAs that have
been placed into the general trade pool. Except for the “Comments” column, the form is view
only. Users will note that the column title “Comments™ is blue indicating the field can be double
clicked to open up a larger text field.

TAs with the ‘Trade’ checkbox checked on the form under the Grad TA Allocation tab and
without a faculty indicated in the ‘Trade Faculty’ field will appear on this form for all ADs to view.

Comments by the home AD, on the Grad TA Allocation tab form, indicating available hours
and/or full/partial trade are made visible in the ‘Comment’ field.
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SZATAAL - TA Allocation Form - Email Sent tab

{2 Oracle Developer, Forms Runtime - Web: Open > SZVTAFM - SZATAAL

File Edit Options Block Iterm Record Query Tools Help ORACLE

BOE I BEEE T SRR R N

7.0 (PPRD) -

Term: 201430 [~ [Fall 2010 (September-December) student 10: | [ Faculty; | [
[ Full Sessian Level (Outside Priority): | B\ Department: | =

TA Allocation Form

Grad Ta Allocation Grad Ta Profile Department TA Requirements  Instructor TA Requests Qutside Priority Grad TA Pool M

Date Sent Sender Receiver Subject Line Reasan

I3

[1-5EP-2014 20:13:28 [associate Dean (wayne MoGes) [student [update Graduate T4 Profils [Request to Update Grad Ta profile

0 A ) Y R Y D

1

The “Email Sent” tab provides a list of all email notices that have been generated through the
TA Management System.

Email notices will only be shown if the user was named as the ‘Sender’ or ‘Receiver’ of an
email. The chevron at the far right produces a complete list of Email Recipients and Recipient
Names of each email.
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SZATAAS - TA Assignment Form

This form is accessible by both DAs and ADs. While DAs will have modify access, ADs will have
view only access. The primary function of the form is to allow DAs to assign course and/or non-
course to both graduate and undergraduate TAs.

Similar to SZATAAL, the multi-tabbed SZATAAS form provides key information such as the
Grad TA profile; Department Requirements; Instructor Requests, Undergrad TA; Grad TA Pool;
Emails sent and TA Schedule.
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SZATAAS - TA Assignment Form- Grad TA Assignment Tab

L Oracle Fusion Middeare Forms Seices: Open > S2AT5 N
File Edit Options Block Item Record Query Tools Help

(RYERAEE % REx G S AR S

nt Form 52 7.0 (PPRD)

Term: |EREEEN BlFaHZDld(Saptemher-De:amher’) Student 10: | E| Department: E|

[ Full Sessian Level (Outside Priority): | [=l
—

TaA Assignment Forms

BLRInERN  Grac e Profiler | Bepartment BEeguirements | | Instrichar 8 Eeguests | | Guiside Frority BEran T Pol Eiy=il Serit: T Sehedule [LEms

work  work1  work  Work 2 award
erm  Home Dept Deptl TAHrs Dept2 TAHrs Comments Trade Trade Faculty LFD Regist Mentor Canc

Student ID Student Mame Email

T
| | | \ | | \ \ | \ o € 0 g g«
| | | \ | | \ \ | \ o € 0 O C

| | | \ | | \ \ | \ n g8 & g0 C

| | | \ | | \ \ | \ o € 0 O C

| | | \ | | \ \ | \ o € 0 O C

| | | \ | | \ \ | \ o m = =y
~ Course Assi ~ Mon-Course Assignments {(Other Duties)

Term Dept Subj Course Section Instructor Hours R H-List Accept Term Dept Dty Supervisor Hours R Accept

| [ | [ | oo o=yl \ [ (] Jo gH
| [ | [ | L Je o O .|l \ M G 1o g

| [ | [ [ Jo o g~ \ M| [ o g

| [ [ e ool \ M e 83

Duties for Course Assi s Duties for Non-Course &
Duty Hours Duty
Instructar Sign Off [ |

>

- Supsrvisor Sign Off [

Student Sign OFF [ |

[ ~  Total Hours: |

Student Sign OFF [

= Total Hours:

L

Instructor Comments Supervisor Comments

A

A

Student Comments Student Comments

Al

4

Release Assignments Initial Instructor Email Initial GR. TA Email [ Update Instructors Update GR Thas Wiew Timetable

The SZATAAS form is only available to a DA or an AD. DAs have modify access while ADs
have view only access.

It is blank upon initial opening. The “Term:” must be chosen before using “Next Block” to
populate the form with TAs allocated to the user. Only active TA’s who have been allocated and
released by an AD will display.

The “Full Session” checkbox can be checked to show data for the term selected and the term
that either precedes or follows the selected term to complete the full session.

Student numbers can be entered in the “Student ID:” field to query specific TAs.

The “Level (Outside Priority):” field only affects the “Outside Priority” tab. The default is will
return all records; selecting ‘GR” or “UG” reduce the number of returned records.

The form defaults to displaying all TAs within a DA’s department(s) or by faculty for ADs. ADs
may enter a department in the “Department:” field to view a single department.

The column title “Comments” is blue indicating the field opens into a larger text field when
double clicked. Additionally, “Dept”, “Subj”, “Course”, “Section” in “Course Assignments” and
“Dept” in “Non-Course Assignments” opens a pick list of values when double clicked.

There are 9 tabs across the top of this form:

e Grad TA Assignment ¢ Instructor TA Requests e Email Sent
e Grad TA Profile e Outside Priority e TA Schedule
e Department Requirements e Grad TA Pool e LFDs
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SZATAAS - TA Assignment Form - Grad TA Assignment tab

Ed Oracle Developer, Forms Runtime - Web: Open > SZVTAFM - SZATAAS

File Edit Options Block Item Record Query Tools Help ORACLE
HEEE P BEE NSRBI DRGSR
ignment For Fu0 (RPRD) el el il el Lo e e e D e e
Term: [201430 [ = [Fall 2014 (September-December) Student ID; | =] Department: =]
[ Full Session Levsl (Outside Priority): ‘ Bl

TA Assignment Form

phlnEled Grad T2 Profile  Department Requirements  Instructor TA Reguests  Outside Priority  Grad TA Pool Email Sent TA Schedule LFD=

work  Werk1 work  Work 2 award

Student 1D Student Name Email Term  Home Dept Deptl ThHrs Dept2 TAHrs Comments Trade Trade Faculty LFD Regist Mentor Canc

[z00 [Lastnamme, Firstname | @connect.c[201430 [svsT  [svsT 130 [ [ [ O 0 » O O =

[200 [Lastname, Firstrame | @connectcalz01430 [Econ  [Ecom 130 [ [ [ O 5 & O 0O

[100 [Lastrame, Firstrarne | @connect.c|201430 [ECON  [FREN | [ [ [ ml| 5 8 O

[100 |Lastname, Firstname [ @connect.clz01430 [comp  [comp  [130 [ [ [ O g & & 0O

[10a [Lastrare, Firstname [ @connect.cz[201430 [CoMP  [ComP  [130 [ [ [ O O & 0 0o -—

[100 [Lastrame, Firstrame | @connect.e (201430 [CoMP [comP (13D [ [ [ O o o O ¥ i~

-~ Course Assi - Non-Course A {Other Duties)

Term  Dept  Subj  Course Section Instructor Hours R MeList Acospt Term  Dept  Dutr Superviser Hours R Accept

701430 [svsT (svsc [1o0s A Firstname Lastname [tz | 0 o] [ K| - oo
= I - g el
= A s g F oo
EmmCIE= [ - g Fegs

Duties for Course Assi s Duties for Non-Course Assi s

Duty Hours Duty Hours

|Lecture attendance 215 4] Instructor Sign OFf v/ [ [ (=) Supervisor Sign Off [

|D\scuss\on Groups/Seminars ’T Student Sign Off o Student Sign Off [

[Preparation Time ER &

|Markmg Essays, other assignments ’F - Total Hours: |130 '~ Total Hours:

Instructor Comments Supervisor Comments

Student Comments Student Comments

Relsase Assignments | [Initial Instructor Email | [ Initial GR TA Email | [ Update Instructors | [ Update GRTAs | [ view Timetabls

The TA Assignment tab on SZATAAS the TA Assignment Form allows a DA to make
assignments to all Grad TAs that have been allocated to the DA’s department.

Upon initial opening, the top section displays TA records where either “Work Dept 17 or “Work
Dept 2” corresponds to the user’s department(s). The “Comments” field is the only editable field
in this section. The 6 columns on the far right of the block display the following:

“Trade” is checked to identify TAs that have been traded in or traded out.

“Trade Faculty” indicates the faculty the TA has been traded to.

“LFD” is checked when the TA has received an approved Leave From Duties.

“Regist” is checked when the TA has registered for the term indicated in the “Term:” field.
TAs may receive assignments without registration but may not accept the assignment.
“Mentor” is checked when the TA accepts a Mentorship position from EDC.

¢ “Award Cancelled” is checked when the TA award has been cancelled by FGPA.

Selecting a TA in the top section will populate the student’s related “Course Assignments”
and/or “Non-Course Assignments (Other Duties)” data in the section below. The “Duty” section
will display all duties assigned by either the student’s Instructor or Supervisor.

To create a course assignment, select a student in the top section; then select from the “Course
Assignments” section a “Dept”, a “Subj”, a “Course”, and a “Section” by double clicking on each
field. An “Instructor” is selected by clicking on the chevron. Course assignments must identify an
instructor before the record is saved.

Exception: The department’s “DS” may be selected in place of an Instructor. The Grad
Supervisor requests FGPA to create a “DS” role.
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The “Term” field will auto-populate with the term identified in the TA record upon saving.

To create a Non-Course Assignment, select a student in the top section; then double click on
the “Dept” field in the Non-Course Assignment section to select a department.

Click the chevron to the right of the “Duty” field will provide a list of eligible choices.

Click the chevron to the right of the “Supervisor” field will open SOAIDEN, BANNER'’s “Person
Search” form, to select a supervisor.

Exception: Selecting the duty “Mentoring” will identify EDC’s Mentor supervisor; Selecting the
duty “Writing Tutorial Service” will identify WTS’s supervisor.

Hours to be assigned are entered in the “Hours” field.

The sum of assigned hours for Course and/or Non-Course Assignments may not exceed the
total allocated hours for the TA.

Course Assignments become visible in Carleton Central only after the checkbox labelled ‘R’,
located next to the ‘Hours’ field in the (Non-)Course Assignments blocks has been ticked.
Course Assignments will not be displayed in Carleton Central where the ‘R’ checkbox has not
been ticked.

Course/Non-Course Assignment deletion is permissible if “Assignment of Duties” not completed.
This includes:
a. Assignments that have not been accepted
b. Assignment being accepted but ‘Assignment of Duties’ not signed off by TA and
Instructor
If “Assignment of Duties” completed, only assignment updates are permissible.

Course Assignments with zero (0) hours which have not been signed off must be removed.

Duties for Course and Non-Course Assignments will be completed by the Instructor/Supervisor
through Carleton Central and displayed in the Course Assignment and/or Non-Course
Assignment sections. The Instructor/Supervisor and TA signoff indicators are checked when
both parties have accepted the assignment of duties in Carleton Central. Highlight each
assignment of a multi Course or Non-Course Assignment to see the respective signoff
indicators.

The 6 buttons, left to right, at the bottom of the page perform the following;

¢ “Release Assignments” will release all (Non-)Course Assignments for TAs currently
being viewed and which have not been previously released.
“Initial Instructor Email” where assignments have been created within the department
“Initial GR TA Email” of pending assignments, where assignments have been created
“Update Instructors” that are affected by TA assignment changes
“Update GR TAs” where a TA is affected by an assignment change
“View Timetable” provides a view of the TAs timetable for the selected term
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SZATAAS - TA Assignment Form - Grad TA Profile tab

& Oracle Developer Forms Runtime - Web: Open > SZVTAEM - SPAIDEN - SZVTAFM - SZATAAS

File Edit Options Block Item Record Query Tools Help ORACLE
BN EBAER BT
A gnm o .0 (PPRD) -
Term: [201430 [+ [Fall 2014 (September-December) Student 1D | =] Department: =]
Bl Tssion Level (Outside Priority): | B\
=

TA Assignment Form

Grad TA Assignment m‘ﬂmﬂg Department Requirements  Instructor TA Requests  Outside Priority  Grad TaA Pool Email Sent TA Schedule LFD=

skills Course Preferences/Non-Preferences Comments
Student: |[i analytical skills ] For winter 2013 I would prefer a 1st year Algebra or Caleulus
Current Program: [FHD-5C rosontation Skills K class.
Previous Degreets): [BMAT (6B - Mathematics-B/MSe) = eEh Lenres ey - ||
MSC (SC - Pure Mathematics) E Z
- Managsment -
Other Courses and Grades
Ernail: | @connect.carleton.ca 5
Interests =
Program Supervisor: | - =
Teaching/Instructing B
Thesis Supervisar: | - ||
Tutoring - S
Thesis/Project Title: =] i
| Research Other TA Experisncs
= [ L | n
Mother Tongue: [Enlish ]
Last Updsted: [11-AUG-2014 Course Preferences E
[sTaT 2655 a1 (Fall 2014) =
[sTaT 2559 A1 (winter 2015) Work Experisnce
Grad Courses and Grades [sTaT 2559 Az (winter z015) -
00230 24795 [MATH 104 [won | [maTH 1007 E1 (Fall 2014) :
[z00s30  [aa7ss  maTH s306 |a - |
[z00830  [34600  [maTH 5616 [a+ Course Non-Freferences
ia Conflicts/Issues/Notes
[z00910 14780 [maTH 5807 [+ - A
[msa =
Undergrad Courses and Grades ‘N"‘A |
[199930  [4z101  [BUsI 1001 e - nza =
[1g9930  [ss105  [comP 1005 [a- -
i i ‘ i L Other Degress  Majars Minars Institute
199930 [s5185  |coMP 1805 A
[Bachelor Degree |architectural Engi in Shars University 4)
199930 [43200  [ECON 1000 CTH g :
‘ | ‘ | Masters of ScienciArchitectural Engi Arab Academy for Science and Technolar
Send Update Profile Matice -

Grad TAs submit profiles through Carleton Central. That information is displayed in the form
under the Grad TA Profile tab.

To view a TA profile, select a student ID from the Grad TA Assignment tab and then click on the
Grad TA Profile tab. Alternatively, a user enters a student ID in “Student ID:” at the top of the

form and clicks on Next Block. The Grad TA Assignment tab will become active and display that
TA’s assignment details; the user then clicks on the Grad TA Profile tab to view the TA’s profile.

The form shown under the Grad TA Profile tab is view only. Users may click on the “Send
Update Profile Notice” button to send an email to request the TA to update their profile.
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SZATAAS - TA Assignment Form - Department Requirements tab

[% Oracle Developer Forms Runtime - Web: Open > SZVTAFM - SZATAAS

File Edit Options Block Item Record Query Tools Help DRACLE

CEEEE BT EEE @ | @

ent Form 0 (PPRD)
Term: 201430 |7 [Fall 2014 (September-Decsmber) Student ID: | = Department: [+
1 Full Session Level (Outside Priority): | [

TA Assignment Forms

Grad T& Assignment  Grad Ta Profile | EeEEd I et W=nl=lgl Instructor TA Requests  Outside Priority Grad T4 Pool Email Sent TA Schedule LFDs

Termm: Bleter 2014 (January-April)

Department: [aFRI [ =) [frican studies

Total Tas Required: [5 =

I3

Special Requirements/Nesds # Ths Per & Hrs Per

AFRI 1001 & 3 390 &
AFRI 3900 A o 0

AFRI 4050 & o 0

\ | \
\ | \
\ | \
\ | \
\ | \

Totali[3
[ send Update otics |

NOTE - data on this page can only bs updated for ths current and future terms. Historical data can not be updated.

This form is used to enter a department’s TA needs, by term.

Select a “Term:” and a “Department:” by clicking on the chevron for a list of values. “Total TAs
Required:” are then entered. Only one entry per term.

Departments enter any special requests in the “Special Requirements/Needs” section. Enter the

number of TAs per request in the “4TAs Per” and the number expected hours per request in the
“# Hrs Per” column.
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SZATAAS - TA Assignment Form - Instructor TA Requests

& Oracle Developer Forms Runtime - Web: Open > SZVTAFM - SPAIDEN - SZVIAFM - SEATAAS E‘@\E‘
File Edit Options Block Item Record Query Tools Help ORACLE’
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TA Assignment Forms

Grad TA Assignment  Grad TA Profile  Department Requirements [igEied P ReERIEHEY Outside Priority  Grad TA Poaol Email Sent T4 Schedule LFDs
Max Ths TA Hours
Course Primary Instructor Term Enrollment  Enrollment  Requested  Requested Special Requests
[aceTs012 B [Lastname, Firstname [ zo14a0 [ s [ s [ [ [ )
‘ACCT S01Z B | | 201430 | 25 | & | ‘ |
[ACCT 5013 A [Lastname, Firstname [ emaao | a0 [z | [ [
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[acuL 5991 w [Lastname, Firstnames [ zowas0 [ 1z [ = | [ [
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AERO 3002 A1 Lastname, Firstname 201430 s0 50
AERO 3002 A2 Lastname, Firstname 201430 50 21
AERO 3101 & Lastname, Firstname 201430 25 20
AERO 3101 AL Lastname, Firstname 201430 25 20
AERD 3841 A Lastname, Firstname 201430 29 17
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Skills Requirsd Dutiss Expactsd Hours

\ = | | (=]

\ | |

\ | |

\ | |
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Totali[

[ send Request Reminder |

Instructors submit their TA requirements through Carleton Central. Their requirements are
viewed on SZATAAS under the Instructor TA Requests tab.

The form shown under the Instructor TA Requests tab is view only. Users will note that the
column title “Special Requests” is blue indicating the field can be double clicked to open up a
larger text field.

DAs will view instructor requests for courses associated with their department only. ADs view
all instructor requests for courses associated with their faculty. ADs can restrict what is shown
by entering a department in the “Department:” field.

On initial opening of the page the top section will be populated, including “Total TAs Requested”
and “Total TA Hours”. When a course is highlighted, the “Skills Required” and “Duties Expected”
are shown in the next sections

The “Total” Hours Expected must agree with the “Total” Hours requested.

The ‘Send Request Reminder’ button will send an email to all instructors who have not
submitted their requests.
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SZATAAS - TA Assignment Form - Outside Priority tab
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- Course A - Non-Course Assignments (Other Duties)

Term  Subj  Course Section Instructor Hours Releassd %-List Acoept Term  Duty Hours Supervisor Released Accept
[z01430 [ecor [se00 [B [Firstnare Lastname R O =] [ T m] [v =
| | \ | | B 0 O B . [ g .
| | \ | | BN 9 O @- r g B
| | \ | | BN 0 0 Boe r =
Duty Hours Duty Hours

‘ | = Instructor Sign Off [ | Supervisor Sign Off [

‘ | 8 Student Sign Off [ | | Student Sign OFf [

‘ [ = Total Hours: [ [ = Total Hours:

The Outside Priority tab allows a DA to process Outside Priority applications; create
Course/Non-Course assignments within their department.

Students are considered to be “Outside Priority” if they are:
» an Undergraduate Student
* a Grad Student and have never been hired as a TA
» a Grad Student and hired as a TA for a one term “Replacement”
* a Grad Student on an “approved” program extension, or
+ a Grad Student, who has completed all of their TA priority assignments

Eligible UG students may express interest if all of the following conditions are true:
* have an active student record for the applied term
* are in a degree program; i.e. not Special Students, for the applied term
* are registered in the applied term
» meet the criteria set by the department to which the application is submitted; e.g. must be
F/T, minimum GPA of 10.0 and minimum 3™ year standing in the applied term

Eligible GR students may express interest if all of the following conditions are true:
* have an active GR student record for the applied term
* are registered in the applied term
« are full time in the applied term
» do not have a TA award in the applied term

ADs view all applications within their Faculty. ADs may enter a department in the “Department:”
field in the Keyblock before performing a Next Block to limit the applications to that department.
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To view a specific student, enter the student ID in “Student ID:” at the top of the page. Clicking
on Next Block makes the Grad TA Assignment tab active. Click on the Outside Priority tab to
view the desired application.

The “Level (Outside Priority):” field only affects the “Outside Priority” tab. The default will return
all records; selecting ‘GR” or “UG” reduce the number of returned records to that level.

Column titles “Term” and “Dept” in the top section indicate the field can be double clicked to get
a pick list of values; “Course(s)/Area of Interest” opens a larger text field when double clicked.
Additionally, “Dept”, “Subj”, “Course”, “Section” in “Course Assignments” and “Dept” in “Non-
Course Assignments” opens a pick list of values when double clicked.

DAs can enter an Outside Priority TA application on the student’s behalf. The DA selects an
empty row in the top section or highlights a “Student ID” and then selects Record/Insert from the
drop down menus. The student number is entered into the empty row and the student’s name is
populated automatically. Double click on “Term” and “Dept” to select the appropriate data from
the list of values and enter a “Course(s)/Area of Interest”. Click Save to save the application.
Relevant “Work Experience”, “TA Experience”, “Student Comments” and “Areas of Interest” are
populated by what has been provided by the student in Carleton Central.

To create interviews, enter the Date, Time and Location in the top section and use the “Email
Interview Notice” button at the bottom of the form to send an email to the student.

The “Date Submitted” is the date the application was submitted. The “Status Date” changes as
the “Status” of the application changes.

Outside Priority Application Statuses
Approved — the status that the DA sets on the application once they have reviewed,
interviewed, processed, etc and determined that the TA is being offered the position
Accepted — will show on the application once the TA goes online and accepts the position.
The online acceptance will only be available if the status of an application is approved.
Accepting will flip the status from Approved to Accepted.
Cancelled — this status is the one that will show if after submitting the application the TA
goes online and cancels it. Only Pending applications can be cancelled.
Declined — if the DA approves an application but the TA no longer wants it they have to
contact the department to decline. The DA will set the status through the form. Applications
cannot be declined online.
Waitlisted — if a DA is undecided on a TA Application, a status of waitlisted may be selected.

The “Message to Student” field allows you to create messages which appear to the student in
Carleton Central.

Comments entered in the “Department Comments” field are only visible by the Department.

To create a Course Assignment, the application status must first be changed from “Application
Received” to “Approved”. Then select a “Dept” in the Course Assignment section; choose the
following: “Subj”, “Course”, “Section” and “Instructor” from the drop downs. Enter the “Hours” to

be assigned; “Hours” allows for a maximum of 130 hours.

To create a Non-Course Assignment, the application status must first be changed from
“Application Received” to “Approved”. Then select a “Dept” in the Non-Course Assignment
section, select a “Duty”, a “Supervisor” from the drop downs. Enter the “Hours” to be assigned;
“Hours” allows for a maximum of 130 hours.

TA Management System Page 25 September 29, 2014



The “Term” field auto-populates with the term identified in the application record upon saving.

If flagged, the checkbox labelled “R” next to the “Hours” field releases (Non-)Course
Assignment(s) to Carleton Central. Only released assignments are visible to TAs/Instructors in
Carleton Central. TAs/Instructors will not be able to view assignments through Carleton Central
where (Non-)Course Assignments have been created and saved but the “R” checkbox has not
been flagged. DAs will be restricted from updating the released indicator where a TA has
accepted the assignment.

The ‘Accept’ indicator defaults to ‘N’ signifying that the TA has not made a decision. Y’ indicates
the TA has accepted the assignment, ‘D’ indicates the TA has declined the assignment. Only
Outside Priority TAs may decline assignments.

Duties for Course and Non-Course Assignments completed by the Instructor/Supervisor through
Carleton Central and displayed in the Course Assignment and/or Non-Course Assignment
sections. The Instructor/Supervisor and TA signoff indicators are checked when both parties
have accepted the assignment of duties. Users will need to highlight each assignment of a multi
Course or Non-Course Assignment to see the respective signoff indicators.

Course/Non-Course Assignment deletion is permissible if “Assignment of Duties” not completed.
This includes:
a. Assignments that have not been accepted
b. Assignment being accepted but ‘Assignment of Duties’ not signed off by TA and
Instructor
If “Assignment of Duties” completed, only assignment updates are permissible.

Course Assignments with zero (0) hours which have not been signed off must be removed.
The 9 buttons, left to right, at the bottom of the page perform the following;

o “Release Assignments” — button releases to Carleton Central all currently viewed TA
(Non-)Course Assignments which have not been previously released

o “Initial Instructor Email” — to be used when assignments have been created within the
department

o ‘“Initial UG TA Email” — to be used to notify all UG TAs of pending assignments, where
assignments have been created

e “Update Instructors” — to be used to notify instructors that are affected by TA
assignment changes

o “Update UG TAs” —to be used to email UG TAs that are affected by assignment
changes

e “Email Interview Notice” — to be used to email students with pending interviews

e “View Application” — a .pdf displays the highlighted student’'s UG TA application

o “View timetable” — to be used to view a .pdf of the TAs timetable for the selected term
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SZATAAS - TA Assignment Form - Grad TA Pool tab

_Z| Oradle Fusion Middleware Forms Services: Open > SZATS

File Edit Options Block Item Record Query Tools Help

BB BEAEE ¥FIE FIEEEEE R Y
’c"_:3 nment Farm - 7.0 (PPRD e
Term: [201430 [+ [Fall 2014 (September-Desember) Student ID: | =] Department: =]
[ Full Session Level (Gutside Priority): | B‘

TA Assignment Forms

Grad TA Assignment  Grad TA Profile  Department Requirements  Instructor TA Requests  Outside Priority [eiels Ry=Y=ll| Email Sent TA Schedule LFDs
Home T
Student ID Name Term Dept Hours Comments

\ \ | \ \ | =

This form is view only except for the “Comments” field. GR TAs with “Trade” checked and no
faculty indicated in the “Trade Faculty” field of the TA Allocation Form will appear on this form.

Comments entered on the Grad TA Allocation form indicating available hours and/or full/partial
trade are shown in the “Comment” field.
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SZATAAS - TA Assignment Form - Email Sent tab

& Oracle Developer Forms Runtime - Weh: Open > SZUTAFM - SZATAAS ‘Z”El
File Edit Options Block Item Record Query Tools Help ORACLE

EEEE BT HEEN @B BRI T

ment Form

Term: [201430 [+ [Fall 2014 (September-December) Student ID: | =] Departrnent: =]

Bl S Level (Outside Priority): | =

TA Assignment Forms

Grad TA Assignment  Grad TA Profile  Department Requirements  Instructor TA Requests  Outside Priority  Grad Ta Poal Email Sent TA Schedule LFDs

Date Sent Sender Receiver Subject Line Reason
Departmental Administrator (WayllFGF‘A Leave From Duties Department Approved Motify FGPA of LFD Approwal -

09-DEC-2010 11:33:49 Departmental Administrator (Way|FGPA Leave From Duties Department Approved Motify FGPA of LFD Approval
05-DEC-2010 13:59:12 Departmental Administrator (Wayi|FGPA Leave From Duties Department Approved Motify FGPA of LFD Approval
03-DEC-2010 12:18:25 Departmental Administrator { Way|FGPA Leave From Duties Department Approved Notify FGPA& of LFD Approval
|03—DEC—ZU1U 11:30:37 ‘Departmental Administrator (WayllFGF‘A |LEavE From Duties Department Approved |Ncmfy FGPA of LFD Approwal
[p1-DEC-2010 15:19:19 [Departmental Administrator (Wayi[FGPA [teave From Duties Department Approved [notify FaPa of LFD Approval
|01-DEC-2010 14:34:23 ‘Departmental Administrator (WayllFGPA |Leave From Duties Department Approved |Not\fy FGPA of LFD Approval

DR R R R o n e

1

The “Email Sent” tab provides a list of all email notices that have been generated through the
TA Management System.

Email notices will only be shown if the user was named as the “Sender” or “Receiver” of an
email. The chevron at the far right produces a complete list of Email Recipients and Recipient
Names of each email.
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SZATAAS - TA Assignment Form - TA Schedule Tab

=

File Edit Options Block Item Record Query Tools Help DRACLE
Term: [201430 [+ [Fall 2014 (September-December) Student ID: | =] Department: =]
[ Full session Level (Gutside Priority): | B|
TA Assignment Forms
Grad Ta Assignment  Grad TA Profile  Department Requirements  Instructor TA Requests  Outside Priority Grad Ta Pool Email Sent LFDs
Max Actusl T Home  Work  Work
Term Course/Duty Enroll.  Enrall.  Instructor/Supervisor Sessianal Lewsl TA Name Hours Dept  Dept1 Dept2
[z01430 [Econ 1000 A [23s 323 [Lastname, Firstname & |aR  [Lastnare, Firstname [130 [econ [ecen | -
|ZD143D |ECON 1000 A ‘335 |323 ‘LastnameJ Firstnarme ‘A ‘GR |Lastname,_ Firstname |13|J |ECON |ECON |
|z01430  [Econ 1000 & EES [323 [Lastnsme, Firstname & [aR  [Lastname, Firstname [130 [ecow [ecow |
201430 |ECON 1000 A 335 323 Lastname, Firstname 5 GR  |Lastname, Firstname 130 [meF  [Econ
201430 ECON 1000 A 335 323 Lastname, Firstnarne A GR Lastname, Firstname 130 |ECOW |ECON
201430 [ECON 1000 A 335 323 Lastrisrs, First narms 5 R [Lastrare, Firstrams 130 [Econ [Econ
201430  [ECON 1000 A 335 323 Lastname, Firstname 5 GR  |Lastname, Firstname 130 [econ [econ
201430 ECON 1000 A 335 323 Lastname, Firstname A GR Lastname, Firstname 130 |[ECONW  |ECON
z01430  [ECON 1000 B 335 z6 Lastris s, First narms a R [Lastrame, Firstrams 130 [Econ [Econ
201430 [ECON 1000 B 335 326 Lastname, Firstrame A GR  |Lastname, Firstname 130 [econ [econ
201430 [ECON 1000 B 235 21, Lastname, Firstname 2 GR |Lastname, Firstname 130 [econ [Econ 1
[z01430 [Econ 1000 e 338 326 [Lastname, Firstname & [aR  [Lastname, Firstname [130 [pEco [econ |
[z01430  [Econ 100 [a3s [a26 [Lastname, Firstname B [aR  |Lastname, Firstname [130 " [nar [econ |
[z01430  [Econ 100 [a3s [a26 [Lastname, Firstname B [aR  |Lastname, Firstname [130 [econ [econ |
|z01430  [Econ o0 e EES 326 [Lastname, Firstname & |ar  [Lastnare, Firstname [1a0 [ecow [ecow |
[z01430  [Econ1000e [a3s [a26 [Lastname, Firstname B [eR  |Lastname, Firstname [130 [econ [econ |
[z01430  [Econ 1000 ¢ [238 [223 |Lastname, Firstname A ler [Lastname, Firstname [130 [econ [econ |
[z01430  [Econ 1000 ¢ [23s 323 [Lastname, Firstname & us  [Lastname, Firstname [130 [econ [ecen |
[z01430  [Econ 1000 ¢ [a3s [a29 [Lastname, Firstname A |6k |Lastname, Firstname [130 [econ [econ |
[201430  [Econ 1000 ¢ 336 329 Lastname, Firstname A lar  [Lastname, Firstname [130 [ecow [econ |
[z01430 [Econ 1000 ¢ [23s 323 [Lastname, Firstname & [aR  [Lastname, Firstname [130 [econ [ecen |
[z01430  [Econ 1000 ¢ [238 [229 [Lastname . Firstname A [k |Lastname. Firstname [130 [econ [econ | -

This form provides a composite view of all Grad and Outside Priority TA assignments. Data
provided includes: “Term, Course/Duty”, “Max Enroll”, “Actual Enroll”, “Instructor/Supervisor”,
“Sessional’, “TA Level”, “TA Name”, “Hours”, “Home Dept”, “Work Dept1” and “Work Dept 2.

“Actual Enrol.” Indicates the real time registrations at the time of viewing.
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SZATAAS - TA Assignment Form - LFDs Tab

B Oracle Developer Forms Runtime - Web: Open > STVTAFM - STATAAS

File Edit Options Block Item Record Query Tools Help
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" Assignment Form SZATAAS 7.0 (PPRD)

[ Full session
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TA Assignment Forms
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Program: |
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FGPA Messags to

Student:

FGPA Internal Comments:

rocessor:
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The LFDs tab contains 5 filters and two buttons at the top of the page. The five filters are
“Student ID:”, “Term:”, “Dept:”, “Program:”, and “Status:” to query data. The first four filters
default to ‘ALL’ and the fifth defaults to ‘PD’ for ‘Pending’. The two buttons are “Go” and “Reset”.
Users click on the “Go” button once filters are chosen to populate the lower block.

The lower block contains a table with 13 columns containing data from submitted LFD
applications. Inserting an application on behalf of a TA is prohibited. The first 10 columns
cannot be changed. The eleventh column, “Status”, allows FGPA users to enter an application
decision. The final column, “Status Date”, changes when the “Status” has changed.

LFD application Statuses
‘PD’ Pending - the initial status when an application is received.
‘CA’ Cancelled - displays when a TA has cancelled their LFD application in Central.
‘AA’ Application Approved - entered by FGPA when the LFD has been approved.

‘AD’ Application Denied - entered when FGPA has denied the LFD application.

Users select a TA application in the top block to view “TA Comments:”,

Dept Comments:”,

“Work Department(s):”, “Degree:”, “Program:”, “Last Updated By:” “Last Updated On:”, “FGPA
Message to Student.”, “FGPA Internal Comments:”, “FGPA Processor” below.

Dept Comments: entered by the TA’s Home Department, are viewed only by DAs of the Home
Dept. and FGPA.

FGPA Internal Comments: entered by FGPA, viewed by DAs of the Home Dept. and FGPA.
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SZATAMT - TA Mentoring Form

This form is accessible only by EDC staff. It lists all Mentor applications by term. It is a multi-
tabbed form and provides information such as answers provided in the application, the Grad TA
Profile, Emails sent; Controlling Mentoring Supervisors, Mentoring Departments, and dates
when the online application is active. EDC controls EDC’s Workshop Originators, all Workshop
Restrictions, Workshop Equivalencies and viewing all TA Workshops.

Notes:
- Applicants must be of graduate level
- Applicants may not be 1* year TAs
- Applicants must have an active TA award in the term they apply to
- Applications must be submitted by the applicant via Central
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SZATAMT - TA Mentoring Form

Ed Oracle Developer Forms Runtime - Web: Open > SZATAMT

Eile Edit Options Block Item Becord Query Tools Help DRACLE
' EEBEE R IE B G EEE SR L£2@ 01X
7= Mentoring Application Form SZATAMT 7.0 Hird
Term: 201430 |+ [Fall 2014 (September-December) Student 10: | [=]f Department: [=]]
[ Full Session
TA Mentoring Form
Applications Laplicaticn GUEShENS Grad T Erafile Erail Sent: Caontrol TA& Training Control Ta Workshops Workshop Equivalencies
Lead Award Profile
Student 1D Name app Term App Dept Home Dept  App Date Status Status Date Mentor Cancel Ind Updated
| \ \ | | \ | [l o g g =
| \ \ | | \ | [~ o g g
| \ \ | | \ | (-] o g g
| \ \ | | \ | [~] o g g
| \ \ | | \ | [~ o g g
| \ \ | | \ | (-] o g g
| \ \ | | \ | [-] o g g
| \ \ | | \ | [~ = g g 3
BIOD Information Message To Studsnt Office Comments
Mailing Address: | B (=]
Phone:
Emsil: . N
Date of Birth: ~ ~
Interview Details Departmental Reference Non-Carleton Reference
Interview Date: = Mame: Mame:
Tirme: HH:MM am/pm Phone: Phane:
Location: F Ernail: Ernail;
Ermail Interview Notice

SZATAMT is an 8 tabbed form which allows EDC to view and process all Mentor applications
submitted by Grad TAs through Carleton Central. Users must select a “Term:” in the Keyblock
before using “Next Block” to populate the form. Users may also enter a “Student ID:” and/or a
“Department:” to search for a specific application.

Ticking the “Full Session” checkbox will return data for the term selected and the term that either
precedes or follows the selected term to complete the full session.

The 8 tabs across the top of the form are:

o Applications ¢ Email Sent e TA Workshops
e Application Questions e Control e Workshop Equivalencies
e Grad TA Profile e TA Training Control
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SZATAMT - TA Mentoring Form - Applications tab

Ed Oracle Developer Forms Runtime - Web: Open > SZYTAFM - SEATAMT

File Edit Options Block Item Record Query Tools Help DRACLG
g Application Fari T 7.0 (PPRD) .-i-i- —
Term: [z01030 [_ [Fall 2010 (September-December) Student ID: r\ Department: [
[ Full Session
TA Mentoring Form
Application Questions Grad Ta Profile Email Sent Control TA Training Control TaA Workshops Workshop Equivalencies
Lead Award Profile

Student ID Name App Term App Dept Home Dept  App Date Status Status Date Mentor Cancel Ind Updated
100 Lastname, Firstname 201030 SYST SYST 11-AUG-2010 |Accepted B 11-AUG-2010 O O O 2]
100 Lastnarme, Firstname 201030 LAWS LAWS 12-AUG-2010 |Accepted [ﬂ 12-AUG-2010 O O =
100 Lastname, Firstname 201030 MARE MAAE 11-AUG-2010 |Approved B 11-AUG-2010 [ O [
100 Lastname, Firstname 201030 COMP COMP 11-AUG-2010 |Accepted B 11-AUG-2010 O O O
100 Lastnarne, Firstname 201030 ECON ECON 11-AUG-2010 |Accepted [ﬂ 24-AUG-2010 O [ O
100 Lastname, Firstname 201030 MATH MATH 01-SEP-2010  |appraved B 01-SEP-2010 [ O [ -
100 Lastname, Firstname 201030 ECON ECON 12-5EP-2010  |Pending D 24-SEP-2010 i | 7
100 Lastname, Firstname 201030 COMP MATH 24-SEP-2010  |Accepted D 24-SEP-2010 O O [ 5
BID Information Message To Student Gffice Commants
Mailing Address: 1667 Terrace Bridge B B

Phone: 613

Email: @connect carleton.ca i i

Date of Birth: 45-AUG-1345 - -

Interview Details Departmental Reference Non-Carleton Reference
Interview Dats; r Narng: Prof, Marne: |Prof,

Tirne: HH:MM am/prm Phone: 0123 Fhone: 4567

Location: ] Email: @carleton ca Email; @earleton ca
Ernail Interview Notice

The Applications tab contains a form which is updateable. It is accessed only by EDC. The top
section displays Mentorship applications and the bottom sections provide details associated
with each application.

The first 6 columns in the top section are view only. The “Status” column is updated by either
the user within EDC or by the TA via Carleton Central. The “Status Date” defaults to the date
the “Status” changes.

Mentoring Statuses:
Pending — all applications are submitted online and default to this status.
Approved — this is the status that the MT will set on the application once they have
reviewed, interviewed, processed, etc and determined that the TA is being offered the
position
Accepted — this status will show on the application once the TA goes online and accepts the
position. The online acceptance will only be available if the status of an application is
approved. Accepting will flip the status from Approved to Accepted.
In Progress - Because the online application is so large and time consuming to complete the
student can save periodically or save and come back later. When they do this the app will
show of In Progress.
Cancelled — this status is the one that will show if after submitting the application the TA
goes online and cancels it. Only Pending applications can be cancelled.
Dropped Out — this status is set by the MT when a TA that accepted the position then drops
out of the mentoring program either before starting or after starting.
Declined — if the MT approves an application but the TA no longer wants it they have to
contact EDC and decline. The MT will set the status through the form. Applications cannot
be declined online.
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EDC will check the “Lead Mentor” checkbox if the applicant is selected as a lead mentor.
The “Award Cancel Ind” is checked if the TA award is cancelled by FGPA.

The “Profile Updated” checkbox is checked if the applicant has updated their TA Profile in
Carleton Central over the last 120 days.

The Bio Information section is populated from BANNER.

The Message to Student and Office Comments sections are completed by EDC. These sections
are free form text. Student messages are viewed by the TA in Carleton Central while Office
Comments are viewed within EDC only.

Interview Details can only be entered by EDC when the application “Status” is set to pending.
EDC then clicks on the “Email Interview Notice” button to notify the student.

Departmental Reference and Non-Carleton Reference are populated by the students via
Carleton Central.
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SZATAMT - TA Mentoring Form - Application Questions tab

Oracle Developer Forms Runtime - Web: Open > SZVTAFM - SZATAMT = (2]
File Edit Options Block Item Record Query Tools Help ORACLG

@ Mentaring Application Form

Term: 201430 [ ¥ [Fall 2014 (September-December) Student 10: [ ] Department: Il

[ Full Session

TA Mentoring Form

Applications Grad TA Profile Email Sent Control TA Training Control TA Workshops Waorkshop Equivalencies

Student ID: (100 Mame: | Bland Term: 201030 Department: MAAE

wirite about some of the activities and programs that you have been
involved with and/ar life experiences you have had that you think have Looking back on the program you offered this year, what would you
prepared you for a position as a Teaching Assistant Mentor. like to add to or do differently if you are a mentor again next year?

As a mentor, what kinds of activities and support do you think might

help Tés in your department? Be as specific as possible. The TA Mentor position is a professional development opportunity that allows

you to hone skills that are very transferable to jobs in industry and teaching.
— Based on vour experience this year, what skills wold you like to further
dewelop next vear?

<
How do you think you could influence the attitudes and actions of same s
Teaching Assistants?
= Given that you now have experience as a TA Mentor, how do you see
yourself contributing averall to the team of TA Mentors and the TA
Mentorship program next year?
- =
wirite about what you would hope to learn as a TA Mentor,

Grad TAs will complete mentor application questions through Carleton Central. Answers
are displayed in the form under the Application Questions tab. The Application
Questions tab is view only.

To view a TA’s answers, select a student ID from the Applications tab and then click on the
Application Questions. Alternatively, a user enters a student and clicks on “Next Block” the user
then clicks on the Application Questions tab to view the TA's answers.
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SZATAMT - TA Mentoring Form - Grad TA Profile tab

4 Oracle Developer, Forms Runtime - Web: Open > SEVTAFM - SZATAMT \
File Edit Options Block Item Record Query Tools Help ORACLE

R

Term: [201430 FlFaH 2014 {September-December) Student ID: [_| Department: [

[ Full Session

TA Mentoring Form

Applications Application Questions Email Sent Control Ta Training Contral TA Workshops waorkshop Equivalencies
Skills Course Prefsrences/Mon-Preferences Comments
Student: [&Eg .S Analytical Skills =] I am the TA mentor for the coming year, -]
Current Program: (14251 Presentation Skills 2
Previous Degree(s): [BA HON (23 - Music) B English Language proficiency ~
= Management Z Other Courses and Grades
Email: | @connect.carleton.ca =
Interests
Supervisor: | [Teaching/instructing =]
Thesis/Project Title: - s -
W |Research 4 Mon-Carleton TA Experience
Mather Tongue: [English [ = =
Last Updated: ‘US—AUG—ZUM N
Course Preferences |
[Mus1 2009 & (Fall 2014) &
Grad Courses and Gradss MUs1 2007 A (Fall 2014} work Experience
[z01010  [15744  [Mus1so13 [t = WUST 1002 A (Fall 2014) A
[201010 [ts743  [MusI 007 [a ] St 2710 & {rall 2014) :
[zo0s30  [34763  [Must sooo [t |
[z00330  [as7se  [wustsais [ - Course Won-Praferences
[t Conflicts/Issues/Notes
[reas a
Underarad Courses and Gradss e
|2o0s30 [ae7az [musI zoos A+ B |
. s <
zo0E10 (16741 MUSI 2105 at : [
z00520 (21480 MUST 1002 A Other Degrees  Majars Minars Institute
zo0s30  [31s2s GERM 3105 e+ = 2]
Send Update Profile Notice

Grad TAs will submit profiles, through Carleton Central; the information is displayed in
the form under the Grad TA Profile tab.

To view a TA profile, go to the Applications tab; select a student ID and then click on the Grad
TA Profile. Alternatively, enter a student ID in “Student ID:” at the top of the form and click Next
Block; then click on the Grad TA Profile tab to view the desired profile.

The form shown under the Grad TA Profile tab is view only. Users may click on the “Send
Update Profile Notice” button to send an email to request the TA to update their profile.
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SZATAMT - TA Mentoring Form - Email Sent tab

& Oracle Developer Forms Runtime - Web: Open = SZVTAFM - SZATAMT

File Edit Cptions Block Item Record Query Tools Help ORACLE’
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g Application Form SZATAMT 7.0 (PPRD) - e

Term: |zu1uau F ‘Fal\ 2010 (September-December) Student ID: ‘ I | Department: F|

[ Full Session

TA Mentoring Form

Applications Application Questions Grad TA Profile Email Sent Control TA Training Cantrol TA Warkshops Warkshop Equivalencies

Date Sent Sender Receiver Subject Line Reason

v

0 7 Y Y [ Y [ I Y [ R

4

The “Email Sent” tab provides a list of all email notices that have been generated through the
TA Management System.

Email notices will only be shown if the user was named as the “Sender” or “Receiver” of an
email. The chevron at the far right produces a complete list of Email Recipients and Recipient
Names of each email.
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SZATAMT - TA Mentoring Form - Control tab

B Oracle Developer Forms Runtime - Web: Open > SZVTAFM - SZATAMT =]=]

File Edit Options Block Item Record Query Tools Help DRACLG

"5'5 Mentoring Application Fo

Term: [z01030 [_ [Fall 2010 (September-December) Student ID: r\ Department: [

[ Full Session

TA Mentoring Form
Applications Application Questions Grad Ta Profile Email Sent Control TA Training Control TA Workshops Waorkshop Equivalencies

Mentoring Supervisors Mentoring Departments

Banner 1D Narne Departrent Description Inactive
[1o0 [][Firstname Lastname = [rrTe [J[schoal: art and culture O -l

| rl |BIOL D‘B\o\ugy
[ 2

|

|

[ o [pust [ |/scheal: Business
[ [crEm D\chamustry
|

= |CIVE D‘CIVH & Environmental Eng.

i

R

Online Application Control

Date Description
[2z-pEC-2010 DlOpemng date for accepting TA Mentor Applications.

[31-ouL-2011 chlusmg date for accepting TA Mentar Applications.

Mentoring Supervisors section allows EDC to indicate supervisors for mentoring assignments.
Mentoring Departments section allows EDC to specify which departments include mentors.

Online Application Control provides EDC with a way to establish deadline dates for submitting
mentor applications.
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SZATAMT - TA Mentoring Form - Training Control tab

Oracle Developer Forms Runtime - Web: Open > SZATAMT [:I[Elgl

Eile Edit Cptions Block Item Record Query Tools Help DRACLE

(AYE REEE 9% ZGEE @ &2 BE T .

[ 5
"zg Mentoring Application For AT

Termm: \zuuw F ‘Winter 2011 (January-april) Student 1D: ‘ I | Department: [7‘

[’ Full Session

TA Mentoring Form

Applications Application Questions Grad TA Profile Email Sent Control TA Training Control TA Workshops waorkshop Eguivalencies

Workshop Originators

BannerID  Name Email Supervisor Inactive Last Updated By Last Updated On

100 [ JILastname, Firstname @earlstan.cs O 7 [Firstname Lastname  [30-NOWY-2010 )
100 [ lLastname, Firstname @carleton.ca 2 T [Firstname Lastname [18-MAR-2011 "
100 [ Lastname. Firstname @carlzton.ca O v Firstname Lastname [30-DEC-2010 —
[100 [ |Lastrame, Firstname [ @carleton ca I O Firstrame Lastname | 18-MAR-2011

[100 [ Jleastname, Firstname [ @cy net 0 ] Firstname Lastname |12-JAN-2011 3

Workshop TA Groups

Code Description Inactive Last Updated By Last Updated On

[ALL [ Tas O |usaFa [15-DEC-2010 )
[er [a1 Graduate Tas O |usaFa [15-pEC-2010

NGR Mew Graduate TAs [ LIGAFA 15-DEC-2010 -
CGR Continuing Graduate TAs [ LIGAFA 15-DEC-2010

UG All Undergraduate Tas [ LIGAFA 15-DEC-2010 -

Workshop Restrictions

Code Description Inactive Last Updated By Last Updated On

NT New Tas 0O UGAFA 15-DEC-2010 2]
cT Continuing TAs O UGAFA 15-DEC-2010

T International TAs O UGAFA 15-DEC-2010 -
mMT TA Mentors and Lead Mentars O UGAFA 15-DEC-2010

R1 TAs that have not completed their 5 hours of training 0O UGAFA 15-DEC-2010 5

Workshop Originators - section allows EDC to indicate users who will be able to create EDC
workshops. “Supervisor” has view and update access to any workshop in their respective
department. Originator IDs may not be duplicated. Originators records may not be deleted once
used. Workshop Originators records are inactivated or activated by checking or unchecking the
‘Inactive’ checkbox.

Workshop TA Groups — section allows EDC to create/maintain distinct TA groups. Users will
enter codes 1 to 4 characters in length. Full length description is then entered. TA Group
records may not be deleted once used. TA Group records are inactivated or activated by
checking or unchecking the ‘Inactive’ checkbox.

Workshop Restrictions — section allows EDC to create/maintain workshop restrictions. Users
will enter codes 1 to 4 characters in length. Full length description is then entered. Program
logic for new codes will require CCS assistance. Workshop Restrictions records may not be
deleted once used. Workshop Restrictions records are inactivated or activated by checking or
unchecking the ‘Inactive’ checkbox.
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SZATAMT - TA Mentoring Form - TA Workshops tab
Lz vl Fsion MiddwarsForns Servce: Open sz v

File Edit Block Item Record Query Tools Help

BYEREAER w% B

MT 7.0 (FPRD

@ Mentaring Application Form Sz

Term: [200430 [~ [Fall 2014 (September-December) Student 10: | = DemermE =

TA Mentoring Form

Applications Application Questions Grad TaA Profile Email Sent Control TA Training Control Ta Workshops Workshop Equivalencies

workshop Term: [z01110 B workshop Dept: [aLL B Go

Term  Dept Type Title Date Time  Location Hours  Max Enrl Originator Coordinator Feedback Certificate Canc
201430 [EDC  [TRNG [EDC Online Workshap Focus Grou [01-SEF-2014 [9:30  [422 DT 2 60 [Lastname, Firstname |Lastname, Firstname v v )
201430 [EDC [TRNG [EDC Online Warkshop Focus Grou (01-SEP-2014 [9:30 422 DT 2 B Lestname, Firstname | Lastname, Firstname v

201430 [EDC [PREP |TA Mentor Winter Orientstion |02-SEP-2014 [9:30 (422 DT 3.5 21 [Lastname, Firstname |Lastname, Firstname o
201430 [COMP [TRNG [Pizza Lunch Discussion 02-SEP-2014 [12:00 [5115HP [ [0 [Lastname, Firstname  [Lestname, Firstname v

201430 [EDC [TRNG [Time Management Tips for TAs |02-SEP-2014 |14:00 [422 DT 2 28 [Lastname, Fistnome |Lastnome, Firstname

201430 [EDC [TRNG |Developing a Framewark for Teac [02-SEP-2014 (10,00 [422 DT 2 28 |Lastname, Fistnome | Lastname, Firstname v
201430 [BIOL [TRNG |Biology TA Orientation 02-SEF-2014 [12:00 206 Nesbitt 1 25 [Lastname, Firstname | Lastname, Firstname v

| 201430 [EDC [TRNG |Providing Feedback to Enhance St [03-SEP-2014 [10:00 [422 DT B [z67  [Lastname, Fistname |Lastname, Firstname r

201430 [GEOL [TRNG |Earth Science: Winter TA Orientati[03-SEP-2014 [12:00 [HP 2130 L [zo[testname, Fistname || Lastname, Firstname

[z01430 [EDC [TRNG [intro to webCT 6 [o3-sEP-2014 [14:00 [422 DT [t [14 [Lastname, Firstname | Lastname, Firstname v g

Th Groups: Reqgistered:
Deseription: [a full-day orientation and training session for the T4 = 1) New Graduate TAs A~ |1)y1o00 ( @connect,carletan.ca) -
Mentors, which took place on Tuesday, Aug, 12th, 2) New Undergraduate TéAs 2) 100 { @connect.carleton.ca)
9am - 4pm, with 1 hr lunch. Topics covered included 3) 100 ( @connact.carleton.ca)
the mentar program logistics, workshop preparation, ~ lay100 ¢ @connect carleton.ca)
basic cuLearn, and the TA management systern, Restrictions: 5) 100 { @connect.carleton ca)
= 6 100 { @connect.carleton.ca)
1) New TAs -
Coordinator Email: | o ——
External Coordinator: | -
External Email; | Faculties:
1) Tas that belong to Faculty of Arts and -
Last Updated By: |F|r'str\ameLastname social Scisnces
Lest Updated on: [13-5E7-2014 2} Tés that belang to Faculty of Public Affairs

TA Workshop form is blank upon initial opening. Users select a ‘Workshop Term:” and
‘Workshop Dept:’ from the drop downs then click the ‘Go’ button to populate the middle block.

Except for the “Certificate” column, the middle block provides view only detail that pertain to the
‘Workshop Term:” and ‘Workshop Dept:’ as entered by the user above.
“Certificate” allows EDC to flag workshops which contribute to a Training Certificate.

The 9 fields below the middle block are view only. The data displayed is dependent on the
record highlighted in the middle block. The purpose of the lower fields is . . .

Description: - complete description of the TA Workshop as entered by the Originator in Central
Coordinator Email: - email address of the person delivering the workshop

External Coordinator: - name of the individual delivering the workshop if not from Carleton
External Email: - email address of the External Coordinator

Last Updated By: - indicates the user who last updated the workshop

Last Updated On: - indicates the date when the workshop was last updated

TA Groups: - identifies the TA groups who receive an email when the ‘Send Email’ button is
launched from the ‘TA Training Session Information’ page

Restrictions: - identifies the TA groups who are eligible to register; multiple restrictions are
connected by an ‘And’ statement. TAs must meet all restrictions to be eligible.

Faculties: - identifies the TAs within the stated faculties who are eligible to register; faculties are
connected by an ‘Or’ statement. TAs must be in one of the stated faculties to be eligible.
Reqistered: - identifies TAs who registered at time of viewing

Note: “Restrictions” and “Faculties” are connected by an ‘And’ statement. TAs must meet all
“Restrictions” AND at least one of the “Faculties” to be eligible.
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SZATAMT - TA Mentoring Form - Workshops Equivalencies tab

4 Oracle Developer Forms Runtime - Web: Open = SZATAMT [
File Edit Options Block Item Record Query Tools Help OoORACLE

BOEBAEE T BEE & [ Bk @

"E'_S Mentaring Application Formm

Term: 201110 [~ [winter 2011 (January-April) Student 10 | Fl Department: =]

[ Full Session

TA Mentoring Form

Applications Application Questions Grad Ta Profile Email Sent Cantrol TA Training Control TA Waorkshops Wy shop Equivalencies

workshop 1 workshop 2 Last Updated By Last Updated On

[Time management Tips for Tas E‘Ofﬁ:e Hours: Maximize the time you have B‘F\rstnamaLastname [23-mar-z011 -
[active and Experiential Education [=][How to Prepare and Deliver a Guest Lecture [=][FirstnameLastname [24-mar-2011

TA Training Hours B Efficient Grading B FirstnameLastname 24-MAR-2011

25 Things you Didn't Know About Earth Sciences B A Year in Rewiew (HISTORY) B FirstnameLastname 23-MAR-2011

25 Things you Didn't Know About Earth Sciences F| Biology TA Orientation - Clone Test F| FirstnameLastname 23-MAR-2011

| [~ [~ \
| [-] [~ \
I [ [ }
| \

[-] [-]
[-] [~

DR

DR

K
K

Workshop Equivalencies tab allows EDC to flag workshops equivalent where content is similar.
TAs registration is restricted to one of the two equivalent workshops. Where TAs have
registered in two equivalent workshops, only one will count towards Training Hours and
Workshop Transcript/Certificate.
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SZVTADM - Department Maintenance Form

The Department Maintenance form is accessible only to DAs. The multi-tabbed form allows DAs
to record duties, skills and interests that are specific to the DA’s department. DAs control
acceptance of undergrad TA applications, undergrad TA criteria and closing days for
assignment of duties through the form. The TA and Instructor/Supervisor mid-term meeting is
also recorded.

TA Management System Page 43 September 29, 2014



SZVTADM - Department Maintenance Form - Duties tab

Oracle Developer, Forms Runtime - Web: Open, > SZ¥TADM

File Edit Options Block Item Record Query Tools Help ORACLE’
|

"m Department Maintenan

Department Maintenance

Skills Interests Student Access UG TA Criteria General Lists TA Training TA Warkshops  Waorkshop Equivalencies

Dty Department Last Updated By Last Updated On Inactive

R o o o

A A O O

SZVTADM - is used by the Departmental Administrators. When the form is opened the
information shown is only for the department the Administrator is attached to. The Faculty of
Graduate Postdoctoral Affairs staff does not have access to this form. The following tabs are
located at the top of this form:

Duties — is used to enter, activate or inactivate duties specific to the user’s Department(s).
Duties cannot be changed or deleted. The duty can be inactivated or activated by checking or
unchecking the ‘Inactive’ checkbox.
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SZVTADM - Department Maintenance Form - Skills tab

& Oracle Developer Forms Runtime - Web: Open > SZVTAFM - SZVTADM |ZHE‘E|
Eile Edit Options Block Iterm Record Query Tools Help DRACLE
FEEIEEEEIEE: IEICE

| B

*75 Department Maintenar 7.0 (PPRD)

g [ <

Department Maintenance

Duties ‘I - Interests Student Access UG TA Criteria General Lists Ta Training Ta Wworkshops  Workshop Equivalencies

skill Department Last Updated By Last Updated O Inactive
|| ‘ | I A

05 ) Y Y D Y [ D Y ) |

O e e v o o o I o A o R o R R

Skills — is used to enter, activate or inactivate skills specific to the user’'s Department(s). Skills
cannot be changed or deleted. The skill can be inactivated or activated by checking or
unchecking the ‘Inactive’ checkbox.
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SZVTADM - Department Maintenance Form - Interests tab

& Oracle Developer Forms Runtime - Web: Open > SZYTAEM - SZVTADM

File Edit Options Block Item Record Query Tools Help ORACLE

Department Maintenance

Duties Skills Interests Student Access UG TA Criteria General Lists TA Training Ta Workshops  Workshop Equivalencies

Area of Interest Department Last Updated By Last Updated On Inactive

[l g =

o o e o e e o o A o i o

DRERRRRRNRRRRRRERED

Interests — is used to enter, activate or inactivate interests specific to the user’'s Department(s).
Interests cannot be changed or deleted. The Interest can be inactivated or activated by
checking or unchecking the ‘Inactive’ checkbox.
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SZVTADM - Department Maintenance Form - Student Access tab

Oracle Developen Forms Runtime - Web: Open > SZVTADM

File Edit Cptions Block Item Record Query Tools Help ORACLE

"= Department Maintanar

Department Maintenance

Duties Skills Interests UG TA Criteria General Lists TA Training Ta Wworkshops  Workshop Equivalencies

Undergrad TA Applications
Enter the term(s) for which you are not accepting undergrad TA applications.

- - 2
Il Il >
— — .

Assignment of Duties
Enter assignment of duties closing dates for specific terms,

Departrment Term Closing Date

0
.
.

»

1
g

4 o

Midterm Meeting
Enter deadline dates, by term, for midterm meetings
Departrment Term Deadline Dats
| Ol | |
| ] | |
| [ | |

|»

0
O E

4 o

Student Access — is used to enter the Term a Department is not accepting Undergraduate TA
applications — and to enter the user’s Assignment of Duties closing dates for specific Terms.
Deadline dates for “Midterm Meetings” are noted in the bottom section.
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SZVTADM - Department Maintenance Form - UG TA Criteria tab

& Oracle Developer Forms Runtime - Web: Open > SZVTAFM - SZVTADM

Eile Edit Cptions Block Item Record Query Tools Help DRACLE

(AYE REEE 2% GEE & &2 EE T

Department Maintenance

Duties Skills Interests Student Access EUlch RN E]

General Lists TA Training Ta Workshops  Workshop Equivalencies

Please enter or select the minimum criteria that must be met by an undergrad TA applicant to allow their application te be submitted.

If there is no criteria in a particular ares, then leave that field blank (i.e. only enter criteria in the fields that are relevant),

Department ’— B m

Full Time / Part Time Criteria -

Wiimum Year Level [ <] g
Hinimum GPa ’—

UG TA Criteria — is used to enter the minimum criteria that must be met by an undergraduate
student to allow their Undergraduate TA application to be submitted. Leaving the form blank
indicates all applications will be accepted. Any combination of Department, Full/Part Time,
Minimum Year Level, and Minimum GPA can be used.
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SZVTADM - Department Maintenance Form - General lists tab

[ Oracle Developer Forms Runtime - Web: Open > SZVTAEM - SZVTADM
File Edit Options Block Item Record Query Tools Help ORACLE

@O0 AEEE 53V G0E @ EIEEEY

"; partment Maintena 70 (P

Department Maintenance

Duties Skills Interests Student Access UG TA Criteria General Lists TA Training TA Warkshops  Waorkshop Equivalencies

Duties Inactive Skills Inactive Ares of Interest Inactive
[Grading g <« [ndrministration & @ o ol =
‘Lab Demonstration [ |Ana|yt\ca| Skills [ ‘Gruup Iscussions |

|Lab set-up u [communication u [other [m

Lab Supervision [y [english Language praficiency [y [Research [m
[marking m| |Goal oriented m| [supervising/Managing [
[Meeting with Instructor I [&raup Facilitation/Discussion skill: [ [Teaching/Instructing [m|
[Mentoring 0O [Management 0O [Tutaring [
office Hours | Organization (| [m
Other | Other | m]
Froctoring [m| Pressntation Skills [m| [m
Research | O |
[Training [m [ [m [ [m
[Tutarials u [ u I [m
[Writing Tutorial Service m| [ m| [ [

\ m | m \ m

[ g = [ O = \ O =

General lists —Shows the general Duties, Skills, and Areas of Interest that were entered by
FGPA. This is a view only form for information purposes — intended to assist Departmental
Administrators avoid duplication.
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SZVTADM - Department Maintenance Form - TA Training tab

Oracle Developer Forms Runtime - Weh: Open, > SZYTAFM - SZYTADM ‘T”?|&|

File Edit Opfions Block Item Record Query Toaols Help DRACLE

"E'_S Department Maintenar

Department Maintenance

Duties Skills Interests Student Access UG TA Criteria General Lists TA Training TA wWaorkshops  Workshop Equivalencies

Ta Workshop Originators

Banner I Mame Dept Email Supervisor Inactive Last Updated By Last Updated On

[100 [ Lastrame, Firstname [Econ [l @carlston.ca O [ [FirstnameLastname [29-MAR-2011 2]
‘100 D‘Lastname,ﬂrstname |ECON Dl @carleton.ca w O Firstnamelastname |14-MAR-2011
‘IDD D‘Lastnamel Firstname |ECON Dl @carleton.ca o T4 FirstnameLastnams |24-DEC-2010
[100 [ IlLastname, Firstname [econ [ @earleton.ca 4 O FirstnameLastname [16-MAR-2011
\ [ | Ll o o |
§ N 5 0 |
- C o | |
C 5 5 o |
[] [ g o | |
L [ r o |
C C o
— - oo
— —— & o
C C ooo°
r r oo |
C B S | 2

TA Workshop Originators - section allows DAs to indicate Workshop Originators within their
Dept. BANNER IDs entered, ordered by last name, will automatically populate the user's name
and BANNER’s ‘CA’ email address. “Supervisor” has view and update access to any workshop
in their respective department. Originator IDs may not be duplicated. Originator records may not
be deleted. Originator records are inactivated or activated by checking or unchecking the
‘Inactive Ind’ checkbox.
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SZVTADM - Department Maintenance Form - TA Workshops tab

File Edit Options Block Item Recard Query Tools Help

(@ 0/ REEE %9 @S Q& RE & (2@ QX
"zg[.uanartmsnt Maintenanc ADM 7.0 ( 0
Department Maintenance
Duties Skills Interests Student Access UG TA Criteria General Lists TA& Training B Waorkshop Equivalencies
warkshap Term: [201430 [¥]  warkshop Dept: [ALL ] Go
Term Dept Type Title Date Time Laocation Hours  Max Enrl Originator Coordinator Feedback Certificate Canc
201430 [FGPA [TRNG [TA rientatian (FASS, FPA, Sprott][03-SEP-2014 [11:30  [416 Southam hall [ [120 [Lastname, Firstname  [Lastname, Firstname O 7 0 (=
201430 [FGPA [TRNG [Ta Orientation - Fall 2014 Engineln3-sEP-2014 [14:00  [416 Southam hall h [120  [Lastnsme, Firstname [Lastname, Firstname i O m
201430 |COMP |TRNG |School of Computer Science TA Tr|04-SEP-2014 [15:45  [416 Southam hall 1 50 Lastname, Firstname  |Lastname, Firstname 73 O 0
201430 BIOL [TRMG |Laboratory Safety 10-SEP-2014 |9:00 5345 Herzberg Bldg 3 45 Lastname, Firstname Lastname, Firstname "4 O O
201430 [EDC  |MICT |Warkshop Training 12-SEP-2014 |3:00  |404 Dunten Tower (EDC Of|2 1 Lastname, Firstname | Lastname, Firstname 4 4 O
201430 [womn [TRNG [Ta Orientation [12-sEP-2014 [:00  [rED [ s [Lastnsme, Firstname [Lastname, Firstname 73 O O
201430 [PsvC [TRNG [PSYC Undergraduate/Graduate Ta[17-sEP-2014 [10:00 [Loeb G760 1= 40 [Lastrsme, Firstname [Lastnsme, Firstname 7] O [
201430 [EURR. [TRNG [Website management and social n[18-5Er-2014 [10:00  [DT 1103 s 10 [Lastrame, Firstname  [Lastnsme, Firstname 4 O m
201430 [FREN [TRMG [Mew Restriction format [25-sEP-2014 [10:00 [512 Tory BIdg [17s s [Lastrame, Firstname [Lastname, Firstname 7] [ 0
201430 [sYST [TRMG [Mew Restriction format [30-sEP-z014 [a:45 (522 Tory BIdg 1rs [z [Lastnsme, Firstname  [Lastname, Firstname 73 O 0O
201430 [EDC  [TRNG [Mech & Aero Engineering Gradush|10-0CT-2014 [14:00  [Minto Bell Theatrs 15 15 [Lastrame, Firstname  [Lastname, Firstname 7 O [
[ [ [ [ [ [ [Lastrsme, Firstname [ Lastname, Firstname [m] ] o=
TA Groups: Registered:
Deseription: [This session is for new Teaching Assistants starting in 1) Mew MA TAs A (1) 100 ( @connect.carleton.ca) B
Fall 2014 from the Faculty of Social Scient, Faculty of 2) New PhD TAs 2) 100 { @connect.carleton.ca)
Fublic Administration, and the Sprott School of ] 3) 100 [ @connect.carleton.ca)
Business. This session will provide important ~  |ay1oo [ @connect.carletor.ca)
information on T4 roles and responsibilities, training Restrictions: 5) 100 ¢ T et gt
apportunitiss, TA support services, and payrall. i TG0 s — s; 100 ( Ao eereEmn e
= |7100 2
Coordinator Email: | BCarieton.ca 1 |&ao0 t @eannect carleton. ca)
: 1 oo C @eonnect.carleton.ca)
External Coordinator: | Tl oe ¢ @connect carleton.ca)
Etermal Email: Facultios: 11) 100 @eonnect carleton.ca)
| T e P o Z 11) 100 [4 @connect.carleton.ca)
s that belong to Faculty of S an a8
Last Updated By [FirstnameLastname Social Seiencas 12) 100 s @m"”e“f”“?m"-ﬂa)
T3 100 ( @connect carlston.ca)
Lest Updated o [z7-a0a-2014 2) Ths that belong to Faculty of Public Affairs |
3) Ths that belong to Faculty of Sorott School  + -

TA Workshop form is blank upon initial opening. Users select a ‘Workshop Term:” and
‘Workshop Dept:’ from the drop downs then click the ‘Go’ button to populate the middle block.

The middle block provides 14 columns of view only detail that pertain to the ‘Workshop Term:’
and ‘Workshop Dept:’” as entered by the user above.

The 9 fields below the middle block are view only. The data displayed is dependent on the
record highlighted in the middle block. The purpose of the lower fields is . . .

Description: - complete description of the TA Workshop as entered by the Originator in Carleton
Central

Coordinator Email: - email address of the person delivering the workshop

External Coordinator: - name of the individual delivering the workshop if not from Carleton
External Email: - email address of the External Coordinator

Last Updated By: - indicates the user who last updated the workshop

Last Updated On: - indicates the date when the workshop was last updated

TA Groups: - identifies the TA groups who receive an email when the ‘Send Email’ button is
launched from the ‘TA Training Session Information’ page

Restrictions: - identifies the TA groups who are eligible to register; multiple restrictions are
connected by an ‘And’ statement. TAs must meet all restrictions to be eligible.

Faculties: - identifies the TAs within the stated faculties who are eligible to register; faculties are
connected by an ‘Or’ statement. TAs must be in one of the stated faculties to be eligible.
Registered: - identifies TAs who registered at time of viewing

Note: “Restrictions” and “Faculties” are connected by an ‘And’ statement. TAs must meet all
“Restrictions” AND at least one of the “Faculties” to be eligible.
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SZVTADM - Department Maintenance Form - Workshops Equivalencies tab

B Oracle Developer Forms Runtime - Web: Open > SZYTADM =)=

File Edit Options Block Item Record Query Tools Help ORL
BoE BEEE Y EYETEETEEE IR

L

78 Department Maintenanc o[t

Department Maintenance

Duties Skills Interests Student Access UG T4 Criteria General Lists TA& Training QR o Tl Y orkshop Equivalencies

workshop 1 Workshop 2 Last Updated By Last Updated on

Tirne Managernent Tips for Ths Elofﬂce Hours: Maximize the time you have E‘FlrstnameLastname 23-MAR-2011 (]
active and Experiential Education [=][How to Prepare and Deliver a Guest Lecture [ = |[FirstnameLastname 24-MAR-2011

T4 Training Hours [ = [efficient Grading [ =|[FirstnameLastname 24-MAR-Z011

A rear in Review (HISTORY) B FirstnameLastname 23-MAR-2011
| Biology TA Orientation - Clone Test F| FirstnameLastname 23-MAR-2011

L

25 Things you Didn't Know About Earth Sciences

25 Things you Didn't Know About Earth Sciences

R [ [ [

R Y [ [ (Y [ [

Workshop Equivalencies tab allows FGPA to flag workshops that have similar content as
equivalent. TAs may only register in one of the two equivalent workshops. Where TAs have
registered in two equivalent workshops, only one will count towards Training Hours and
Workshop Transcript/Certificate.
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SZVTAFM - FGPA Maintenance Form

The FGPA Maintenance form is accessible by FGPA staff only. The multi-tabbed form allows
FGPA to create general duties, general skills, general interests and assignments of duties which
apply to all departments. FGPA controls user access, user roles and department faculty
relationships within this form. SZVTAFM allows FGPA to viewing all TA Workshops, control
FGPA’s TA Workshop access and Workshop Equivalencies. Finally, FGPA processes all LFD
applications in SZVTAFM.
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SZVTAFM - FGPA Maintenance Form - General Duties tab

& Oracle Developer Forms Runtime - Web: Open > SZVTAFM

File Edit Options Block Item Record Query Toals Help ORACLE’

FGPA Maintenance

[EREIEINSYM  General Sk, General In..  User Access  EmailfMotic...  Statuses a..  Assignmen.. UserRoles  Faculty De... TATraining TA Worksh,., Workshop ... LFD Data LFDs

Dty Last Updatsd By LastUpdated On  Inactive
[Lab Demonstration [FirstnameLastname [p3-3un-za10 O -
[Lab Set-up [FirstnameLastname [03-2un-z010

[Lab Supervision [FirstnameLastname [o1-2un-2010

Marking FirstnamsLsstramms 01-JUN-z010

Meeting with Instructar FirstnameLastname D1-JUN-2010

Mentoring FirstnameLastname D1-JUN-2010

Office Hours FirstnameLastname 01-JUN-2010

[other [FirstnameLastname [o1-2un-2010

[Proctaring [FirstnameLastname [o1-2un-2010

Research FirstnamsLsstramms 01-JUN-Z010

Training FirstnameLastname D1-JUN-2010

Tutorials FirstnameLastname D1-JUN-2010

Writing Tutorial Service FirstnameLastname 18-A0G-2010

e T o e e e v o e o e s o o o o R

SZVTAFM - is used by the Faculty of Graduate and Postdoctoral Affairs staff only. These
forms are used to populate the relevant drop downs throughout the system. The following tabs
are located at the top of the form:

General Duties — The FGPA will enter General Duties used to populate the non-course duties
listin SZATAAS. Duties cannot be changed or deleted. Each duty can be inactivated or
activated by checking or unchecking the ‘Inactive’ checkbox.
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SZVTAFM - FGPA Maintenance Form - General Skills tab

& Oracle Developer Forms Runtime - Web: Open > SZVTAFM = J[= [
File Edit Options Block Item Record Query Tools Help ORACLG

BOEFAAEE % BEX @ & BE &
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FGPA Maintenance

General Du... Mﬂn General In...  User Access  Email/Motic...  Statuses a...  Assignmen... User Roles  Faculty De... TATraining Ta& Worksh,..  \Workshop ... LFD Data  LFDs
skill Last Updated By Last Updated On Inactive
[Analytical skils [FirstrameLsstrame [z1-noy-z010 O -
|communication [FirstnameLastname [o8-aPR-z010
[English Language proficiency [FirstnameLastname o8-APR-z010
|Gaal oriented [FirstrameLsstname [13-mav-2010
|aroup Facilitation/Discussion Skills [FirstnameLastname [15-a0G-2010
|Management |F\rstname\_astname ‘US'APR'ZUIU
[organization [FirstnameLastname [oa-APR-2010
|Other |F\rstnameLastname ‘DIVAPRVZUIU
|presentation skills [FirstnameLastname [13-mav-zo10

| [

O i o o o A o A o R

General Skills - The FGPA will enter General Skills used to populate the skills list in Carleton
Central TA Profile form. Skills cannot be changed or deleted. Each skill can be inactivated or
activated by checking or unchecking the ‘Inactive’ checkbox.
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FGPA Maintenance

General Du,.. General Sk... User Access  Email/Motic...  Statuses a..  Assignmen... User Roles  Faculty De... TATraining TAWarksh... Workshop ... LFD Data  LFDs

Area of Interest Last Updated By Last Updated On Inactive
Group Discussions FirstnameLastname 01-JUN-2010 [} -
Other FirstnamelLastnams 01-JUN-2010

Research FirstnamelLastnams 01-JUN-2010

Supervising/Managing FirstnameLastnams 01-JUN-2010

|Teachmg/lnstruct|ng ‘F\rstnameLastname ‘UI-JUN-ZULD

[Tutaring [FirstnameLastname [ot-1un-2010

ODoOooDoDoo0o0oDoo0oD0ooOoooooooooonaon

General Interests - The FGPA will enter General Interests used to populate the Areas of
Interest list in Carleton Central TA Profile form. Interests cannot be changed or deleted. Each
interest can be inactivated or activated by checking or unchecking the ‘Inactive’ checkbox.
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FGPA Maintenance

General Du... General Sk...  General In... B8 Email/Motic... Statuses a... Assignmen.. User Roles Faculty De... TATraining T4 Warksh,.. ‘Workshop ... LFD Data  LFDs
Dept/ LFD

Banner ID Hame Banner Username Role Faculty Email Comments Processor Last Updated By Last Updated on

100 Lastnamne, Firstrame Firstnamelastname  |AD 3 Bscs.carleton.ca 0 FirstnameLastname 01-SEP-2010 =

100 Lastnarme, Firstnarme FirstnamelLastname DA W OMM @carletan.c v FirstnamelLastname |08-AUG-2010

100 Lastnarme, Firstnarme FirstnameLastname DS CHEM @carleton.ca FirstnamelLastname |22-0CT-Z010

100 Lastnams, Firstnarme Firstnamelastname G5 FGRA @carleto FirstnamelLastname |22-NOV-2010

100 |Lastname, Firstname FirstnameLastnams ‘MT |EDC | @carleton.ca Firstnamelastname |21-0CT-2010

RRIEERR N n

4

DRRRRRD

N noanEnnnanoononoannnnann
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K

User Access — is used by the FGPA to manage who can access the system and in what role.
The role defines what a user will have access to within the system.

The “LFD Processor” flags DAs that will receive LFD emails.
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General Du... General Sk... General In... User Access Statuses 3... Assignmern.. UserRoles Faculty De... TA Training TA Warksh,.. Waorkshop ... LFD Data  LFDs

Date Sent Sender Receiver Subject Reason

17-a03-2010) [Fapa (Fapa) [assaciate Deans and Dept A[accepted TA Now Cancelled [Notify all parties that award status has change ] =
[17-a0G-2010 [Fapa (Fapa) [assaciate Deans and Dept A[accepted TA Now Cancelled [Notify all parties that award status has change E
[z0-a05-2010 |FGPa (Fapa) |associate Deans and Dept Aaccepted Ta Now Cancelled [hotify all parties that award status has change E
|e0-auG-zo10 |Fapa tFapa) |Associate Deans and Dept & Accepted Ta Now Cancelled Inatify all parties that award status has change E
|e0-auG-zo10 |Fapa tFapa) |Associate Deans and Dept & Accepted Ta Now Cancelled Inatify all parties that award status has change B
|20-a05-2010 |Fapa (Fara) [associate Deans and Dept A[accepted TA Now Cancelled [Watify all parties that award status has change B
[20-a0G-2010 [Fapa (Fapa) [assaciate Deans and Dept A[accepted TA Now Cancelled [Notify all parties that award status has change (7]
[20-a0G-2010 [Fapa (Fapa) [assaciate Deans and Dept A[accepted TA Now Cancelled [Notify all parties that award status has change B
[20-a05-2010 |FGPa (Fapa) |associate Deans and Dept Aaccepted Ta Now Cancelled [hotify all parties that award status has change B
|e0-auG-zo10 |Fapa tFapa) |Associate Deans and Dept & Accepted Ta Now Cancelled Inatify all parties that award status has change E
|e0-auG-zo10 |Fapa tFapa) [student |create Graduate Ta Profile [Remind new T# to create profile [+]
[23-a05-2010 |Fapa (Fara) [associate Deans and Dept A[accepted TA Now Cancelled [Watify all parties that award status has change B
[23-a0G-2010 [Fapa (Fapa) [assaciate Deans and Dept A[accepted TA Now Cancelled [Notify all parties that award status has change ] -
[23-a0G-2010 [Fapa (Fapa) [assaciate Deans and Dept A[accepted TA Now Cancelled [Notify all parties that award status has change B
|24-au5-2010 |FGPa (Fapa) |associate Deans and Dept Aaccepted Ta Now Cancelled [hotify all parties that award status has change B
es-auc-zo10 |Fapa tFapa) |Associate Deans and Dept &|Accepted Ta Now Cancelled Inatify all parties that award status has change [
es-auc-zo10 |Fapa tFapa) |Associate Deans and Dept &|Accepted Ta Now Cancelled Inatify all parties that award status has change B
24-A0G-2010 FGPA (FGPA) Associats Deans and Dept A|Acceptsd TA Naw Cancslled otify sll partiss that award status has change [v|
24-AUG-2010 FGPA (FGPA) Student Creats Graduate T4 Profile Remind new TA to creats profils [7]
24-AUG-2010 FGPA (FGPA) Associats Deans and Dept A[Acceptsd TA Naw Cancslled Notify all parties that awsrd status has chanae [
24-A0G-2010 FGPA (FGPA) Associate Deans and Dept A[Accepted TA Now Cancelled hotify all parties that award status has change ||
[2a-a0G-z010 [Fapa (Fapa) |assaciate Deans and Dept [accepted Ta Now Cancelled [otify all parties that award status has change [
[2a-a0G-z010 [Fapa (Fapa) |assaciate Deans and Dept [accepted Ta Now Cancelled [otify all parties that award status has change [
[10-au5-2010 |Fera Fapay [student |creste Gradusts Ta Profile [Remind new Ta to create profils E
[11-a0G-2010 [Fara (Fapa) [student [create Graduate Ta profile [Remnind new Ta to create profile E =

Email/Notice — This is a view only form that lists all emails generated within the TA
Management system by FPGA. It is for tracking purposes. Select the chevron beside an email
to see a list of the recipients.
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"zg FGPA Maintenance
FGPA Maintenance
General Du... General Sk... General In... User Access  Email/Notic.., [RSEIE EM  Acsignmen...  User Roles  Faculty De...  TA Training  TA Worksh,,,  Waorkshop ... LFD Data  LFDs
TA Management Statuses
Status Type

Description UG TA App  Mentoring App  General Last Updated By Last Updated On Inactive
[aceepted O e = [FirstramsLastrame  [18-JAN-2010 [ 2]
|App|\catlun Received v [ O ‘FirstnameLastnamE ‘13—JAN—2010 O
Approved [ [ O Firstnamelastname  |[08-APR-2010 O
Cancelled v 7 O Firstnamelastname | 18-JAN-2010 O
Declined v 7 O Firstnamelastname  |22-1AN-2010 O
Dropped Out O v O FirstnamelLastnarne  |23-APR-2010 O
|In Progress O v O ‘Flr’stname\_astname ‘ZB-APR-ZULD O
[Pending 0 v O [FirstnameLastriame  [08-APR-2010 O
[waitisted ] [ O [FirstnameLastname  [02-DEC-2010 O

O O O O

O O O O

O ] O O
[ = O O [ [ O
[ = O O [ [ O
[ O m] O [ [ O =)
TA Management Yariable(s)
Wariable Description value Last Updated By Last Updated On
TA_UG_PAYT_RATE Undergraduate TA Pay Rate. 209 FirstnameLastname | 19-APR-2011
TA_MIN_HOURS Minimum T4 wark hours required as per the Collective Agreement. 65 Firstnamelastname  [15-DEC-2010
TMS_MOTIFICATION |This variable determines when "new TA" notifications are sent to Associate Deans, Enter 1) BIWEEKLY, :[BIWEEKLY  |Firstnamelastname  |21-MAR-2011
TMS_CANCEL_MOTIFIC This wariable determines if award cancellation notification should be sent for future terms. OFF - not ser|OFF FirstnamelLastname 19-APR-2011

Statuses — is used to maintain statuses throughout the system. A status can be applied to any
combination of UG TA applications, Mentoring applications, or generally throughout the system
by checking the applicable Status Type checkbox. Statuses can be added but not changed or
deleted. A status can be inactivated or activated by checking or unchecking the ‘Inactive’
checkbox.

TA Management Variable(s)

TA_UG_PAY_RATE - the hourly rate that an undergraduate TA earns. Used in the calculation
of training pay.
TA_MIN_HOURS - minimum number of TA hours to maintain priority.
TMS_NOTIFICATION — determines when ADs are notified of new TAs in the TA Management
System. Under ‘Value’ a natification frequency may be selected by the user.
o BIWEEKLY - emails go out twice a week on Monday and Thursday
e WEEKLY — emails go out once a week on Monday
MONTHLY — emails go out once a month on the first Monday of the month
e OFF — emails are not sent
TMS_CANCEL_NOTIFICATION - triggers when ADs are notified of TA award cancellations
e OFF - cancellation notices are for current terms, will NOT be sent for future terms
e ON(+1) - cancellation notices are sent for current term and one future term

e ON(+2) - cancellation notices are sent for current term and two future terms
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General Du... General Sk... General In... UserAccess Email/Notic...  Statuses a.., User Roles  Faculty De... TATraining TA Waorksh... Waorkshop ... LFD Data  LFDs
Duty Weekly Last Updated By Last Updated On Inactive
Administration (compiling grades, etc) 7] [FirstnameLastname  [07-aUG-2010 O =]
Adminsitration (compilling grades, etc) v |FirstnameLastname  [07-AUG-2010 ¥
Compulsary Orientation/Training O FirstnameLastname  |15-SEP-2010 O
Conduct Tutorial O FirstnameLastname  |10-SEP-2010 (]
Conduct lab O Firstnamnelastname  |10-SEP-2010 [
[piscussion Groups/seminars v |FirstnameLastname  [0a-FEB-2010 O
[Grading (assignments, tutorial/lab problems, O [Firstnametastname  [10-SEP-2010 O
‘Gr’admg {weekly assignments, labs, reports, € v |F|rstnameLastname ‘UQ-FEB-ZDIU O
[Lab Clean Up 7 FirstnameLastname  |09-FEB-2010 O
Lab Demonstration 73 FirstnameLastname  [09-FEB-2010 O
‘Lab Supervision v |F|rstnameLastname ‘UQ-FEB-ZDIU O
[Lecture attendance 7] [FirstnameLastname  [23-4PR-2010 O
[Marking Essays, other assignments O [Firstnametastname  [23-aPR-z010 (]
[Marking Exams ] |FirstnameLastname  [08-FEB-2010 [
‘Meetlng with Supervisar O |FirstnameLastnama ‘UQ-FEB-ZDIU O
[office Hours ¥ [FirstnameLastname  [13-JaK-2010 =
office Haurs 0 | FirstnameLastrame  [10-5EP-2010 [
[other v [FirstnameLastname  [13-1UL-z010 [
‘Pr’epar’atmn Tirme v |F|rstnameLastname ‘UQ-FEB-ZDIU [
[Proctoring [ |FirstnameLastrame  n9-FER-2010 [l
\ oo \ 0
\ oo \ 0
[m] O
[m] O
O ] -l

Assignment of Duties — is used to enter duties that will be used to populate the dropdowns in
Carleton Central on the Assignment of Duties form. A Checkbox is provided to indicate if the
duty is weekly. An Assignment Duty cannot be changed or deleted. It can be inactivated or
activated by checking or unchecking the ‘Inactive’ checkbox.
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FGPA Maintenance

General Du... General Sk... GeneralIn.. UserAccess Email/Notic.., Statuses a... Assignmen... BUECIEGIEEY Faculty De... TATraining  TA Worksh..., Workshop ... LFD Data  LFDs

Code  Description Last Updated By Last Updated On Inactive

[aD [assaciate Dean FirstnareLastname 23-4PR-2010 0 B
Da Departmental Administrator FirstnamelLastname 19-JAN-2010

DS Department Supervisor FirstnameLastname 21-0CT-2010

GS FGPA FirstnameLastname 19-1AN-2010

MT Mentoring Coordinator FirstnameLastnarme 14-JUN-2010

ODooDoDoooo0o0ooo0ooDoDooooooOooOonano

User Roles — is used to create roles to allow user access within the system. A User Role
cannot be changed or deleted. It can be inactivated or activated by checking or unchecking the
‘Inactive’ checkbox.

TA Management System Page 61 September 29, 2014



SZVTAFM - FGPA Maintenance Form - Faculty Department tab

Oracle Developer, Forms Runtime - Web: Open > SZVTAFM

File Edit Options Block Item Record Query Tools Help

X
ORACLE

REEE W

FGPA Maintenance

B & & F

Unofficial Dept

General Du... General Sk... GeneralIn... User Access Email/MNotic...  Statuses a...  Assignmen... User Roles

Faculty Deseription Dept Deseription

[5 [*] [Facuity Science [1oc [*] [tnstitute: Biochemistry O
[ B‘Facu\ty:suence oL B [Biclogy O
|3 B‘Facu\ty:Sclence |CHEM B ‘Chem\str’y O
3 [ ] [Faculty s cience comp [][sehool: Computer Science O
3 B Faculty:Scisnce ENVS E Institute: Environ Scisnce O
3 B Faculty:Scisnce GEOL E Earth Scisnces O
3 [3 Faculty: Science 1sCs E Institute: Integrated Science O
[z [=][Faculty:Science [maTh [=] [mathematies & Statistics O
[= B‘Facu\ty:soience [mEuR E [neuroscience 0
|3 B‘Facu\ty:suence |PHYS B ‘Physl:s O
|3 B‘Facu\ty:suence |TSE B ‘TechJ Society, Environment St. O
B [ =] [Faculty: science [wrs [ =] [writing Tutorial Service [F]
n [ ] [Faculty:Engineering & Design ARCH [][sehool: architecture O
n [=][Faculty :Engineering & Desian BT [=][sehacl: Information Technology =
4 B Faculty:Enginesring & Design CIVE B Civil & Environmental Eng. O
4 [ ] [Faculty:Engineering & Design ELEC [ =] [Etectranics O
n [=][Faculty:Engineering & Design IND [=][sehocl: tndustrial Desian ]
4 B Faculty:Engineering & Design IFIS E Infrastructure Protection O
& B Faculty:Engineering & Design MAAE E Mechanical & Aerospace Eng. O
[a B‘Facu\ty:EngmeEring & Design [sera B [sustainable Energy O
[a B‘Facu\ty:EngmeEring & Design [svsT B [systems and Computer Eng. O
[a B\Facu\tyzsngmeermg & Design [wrs E [writing Tutorial Service v
[ B\Enc Sprott School of Business [pust B [school: Business O
|7 B‘Erlc Sprott School of Business |WTS B ‘Wr’\tmg Tutorial Service v
[ [ ] [Faculty:arts & Sosial Sciences [arr1 [ ] [african studies O

TA Training T4 Worksh...

Workshop ... LFD Data LFDs

Last Updated on

Last Updated By

[ FirstnameLastname (=)

[28-1un-2010

[15-3un-z010 [FirstnameLastname
[z2-1an-2010 [FirstnameLastname
12-Mav-2010 FirstnameLastname
20-MAY-2010 FirstnameLastnarne
25-MaY-2010 FirstnameLastnamne
20-Mav-2010 FirstnameLastname
lzz-2an-zo10 [FirstnameLastname
[2z-18n-2010 [FirstnameLastname
[z0-1UN-2010 [FirstnameLastname
‘ZZ-JAN-ZDIU |F\rstnameLastname
[2z3an-2010  [FirstnameLastname
22-14H-2010 FirstnameLastnamne —
22-14H-2010 FirstnameLastnamne
11-1UN-2010 FirstnameLastname
14-JUN-2010 FirstnameLastname
22-1AK-2010 FirstnameLastname
20-1UN-2010 FirstnameLastname
22-1AN-2010 Firstnamelastnarme
[22-14n-2010 [FirstnameLastname
[z0-mav-2010  [FirstnameLastname
[z0-1UN-2010 | FirstnameLastname
[19-mav-2010  [FirstnameLastname
‘19-MAY-2010 |F\rstnameLastname
[z0-mav-2010

| FirstnameLastnarme -

Faculty Department — is used to identify academic departments within faculties. Used to
populate the Dept/Faculty lists on the User Access tab (SZVTAFM) and all pick lists for
department and/or faculty throughout the system. Also used as validation for online forms and
for reports.
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General Du... General Sk... General In... User Access Email/Notic...  Statuses a...  Assignmen.. UserRoles  Faculty De... RESIEDTER TA Worksh.,, Woarkshop ... LFD Data LFDs

Ta Workshop Originators

Banner 1D Mame Email Supervisor Inactive  Last Updated By Last Updated On
[100 [=][astname, Firstname @earleton oa 4 [m [FirstnameLastname  [23-MAR-2011 <]
100 [*] [Lastname, Firstname @carleton.ca ] [FirstnameLastname  [14-MAR-2011
100 [*1[Lastnarme, Firstname @carlston.ca [FirstnameLastname  [18-MAR-2011
Bl [ |

R e e o e e e A e e o e o o o R o A o A R
O e e o e e e e e o e o o o o o A A

DoRDRnnnnnRnnnnnaannnnn

TA Workshop Originators - section allows FGPA to indicate FGPA Workshop Originators.
BANNER IDs entered, ordered by last name, will automatically populate the user’'s name and
BANNER'’s ‘CA’ email address. “Supervisor” has view and update access to any workshop in
their respective department. Originator IDs may not be duplicated. Originator records may not
be deleted. Originator records are inactivated or activated by checking or unchecking the
‘Inactive Ind’ checkbox.
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General Duties  General Skills  General Int... User Access  Email/Mot...  Statuses ...  Assignmen... User Roles  Faculty D...  TA Training Warkshop ... LFDDataEI

Workshop Term: [201430  [¥]  workshap Dept: [ALL [+ [e |

Term  Dept  Type Title Date Time  Location Hours  Max Enrl Originator Coordinator Feedback Certificate Canc
201430 [FGPA [TRNG [TA rientatian (FASS, FPA, Sprott][03-5EP-2014 [11:30  [416 Southam hall [ [120 [Lastname, Firstname  [Lastname, Firstname rl v 0 (=
201430 [FGPA [TRNG |TA Orientation - Fall 2014 Enginer|03-SEP-2014 [14:00  |416 Southam hall 1 120 Lastname, Firstname  |Lastname, Firstname "4 [ [
201430 |COMP |[TRNG |School of Computer Science TA Tr|04-SEP-2014 |15:45 416 Southam hall 1 50 Lastname, Firstname Lastname, Firstname "4 O O
201430 [BIOL [TRMG |Laboratory Safety 10-SEP-2014 |3:00 5345 Herzberg Bldg 3 45 Lastname, Firstname | Lastname, Firstname 74 O O
201430 [EDC  [MICT [workshop Training 12-SEP-2014 [3:00  |404 Dunton Tower (EDC Of |2 1 Lastname, Firstname | Lastname, Firstname "4 4 [
201430 [WOMN [TRNG ]TA Orientation 12-SEP-2014 |9:00  [TBD 1 5 Lastname, Firstname | Lastname, Firstname 74 O O
201430 [psvc [TRNG [PSYC Underaraduate/Graduate Ta[17-5EP-2014 [10:00 [Laeb G760 1. 40 Lastname, Firstname  |Lastname, Firstname W O [
201430 [EURR [TRNG [Website management and social n[19-sEP-z014 [10:00  [DT 1103 B 10 Lastname, Firstname | Lastname, Firstname "4 [ [
201430 FREM |[TRNG |Mew Restriction format 25-SEP-2014 [L0:00  [S12 Tory Bldg 175 |6 Lastname, Firstname  |Lastname, Firstname 7] (| O
201430 |SYST |[TRMG |Mew Restriction format 30-SEP-2014 |9:45 512 Tory Bldg 1.75 3 Lastname, Firstname | Lastname, Firstname W O O
201430 EDC [TRNG |Mech & Aero Engineering Graduat|10-0CT-2014 [14:00  |Minto Bell Theatre 15 15 Lastname, Firstname  [Lastname, Firstname 7] (| O
[ [ [ [ [ [Lastns me, Firstname [Lastnsme, Firstname [m| ] o=
TA Groups: Registersd:
Description: |This session is for new Teaching Assistants starting in = 1) Mew MA TAs - |1y100 { @connect.carleton.ca) B
Fall 2014 from the Faculty of Social Scient, Faculty of 2) New PhD Tas . |2 100 ¢ @connect.carleton.ca)
Public Administration, and the Sprott School of . |3y 100 ( @connect.carleton.ca)
Business. This session will provide important o ~ a0 [ @connect.carleton.ca)
information on T4 roles and responsibilities, training Restrictions: 5) 100 ¢ @connect.carleton.ca)
apportunities, TA support services, and pavrall. =1 5) 100 @connect.carleton.ca) .-
1) New TAs = |91 ( 5
Coordinator Email: | BCarleton.ca sy on ( @connect carleton.ca)
) 1 Eyase ‘ @eannect.carlston.ca)
External Coordinatar: | =1 10y 100 ¢ @connect carleton.ca)
Extarnal Email: Facultiss: 11) 100 ( @connect.carleton.ca)
| 3 AEREel i et i 113 100 ¢ @connect.carleton.ca)
1) TAs that belong to Faculty of Arts an B
Last Updated By: [Firstname Lastname Social Sciences [z ioo C @connect.carlston.ca)
13) 100 ¢ @connect.carleton.ca)
Last Updsted On: [o7-atG-201 2) TAs that belong to Faculty of Public Affairs |
3) Tas that belong to Faculty of Sprott School  ~ -

TA Workshop form is blank upon initial opening. Users select a ‘Workshop Term:” and
‘Workshop Dept:’ from the drop downs then click the ‘Go’ button to populate the middle block.

The middle block provides 14 columns of view only detail that pertain to the ‘Workshop Term:’
and ‘Workshop Dept:’” as entered by the user above.

The 9 fields below the middle block are view only. The data displayed is dependent on the
record highlighted in the middle block. The purpose of the lower fields is . . .

Description: - complete description of the TA Workshop as entered by the Originator in Central
Coordinator Email: - email address of the person delivering the workshop

External Coordinator: - name of the individual delivering the workshop if not from Carleton
External Email: - email address of the External Coordinator

Last Updated By: - indicates the user who last updated the workshop

Last Updated On: - indicates the date when the workshop was last updated

TA Groups: - identifies the TA groups who receive an email when the ‘Send Email’ button is
launched from the ‘TA Training Session Information’ page

Restrictions: - identifies the TA groups who are eligible to register; multiple restrictions are
connected by an ‘And’ statement. TAs must meet all restrictions to be eligible.

Faculties: - identifies the TAs within the stated faculties who are eligible to register; faculties are
connected by an ‘Or’ statement. TAs must be in one of the stated faculties to be eligible.
Reqistered: - identifies TAs who registered at time of viewing

Note: “Restrictions” and “Faculties” are connected by an ‘And’ statement. TAs must meet all
“Restrictions” AND at least one of the “Faculties” to be eligible.
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Workshop Equivalencies

Warkshop 1 Workshop 2 Last Updated By Last Updated On
PMC Workshop [=][ Supporting and Accammedating Students with Disabiltie: | ¥ | FirstnameLastname 15-SEP-2011
Discussion Groups [=|[art of Canversation: Facilitating  Discussion Groups (Fall| ¥ | FirstnameLastname 07-SEP-2011
Equity and Human Rights [=[Equity and Human Rights (2011) [=]FirstnameLastname 07-SEP-2011
Developing a Teaching Portfolio [=|[Daveloping a Teaching Portfolio (Fall 2011) [ =] FirstnameLastname 07-SEP-2011
Developing a Teaching Partfalio and Writing a Philosaphy | ¥ |[Developing a Teaching Partfalia (Fall 2011) [=] FirstnameLastname 07-5EP-2011
[winter Teaching Event: Developing a Teaching Dossier B‘Davelnping a Teaching Portfolio ¢Fall 2011) [ FirstnameLastrame |07-sEP-2011
[peveloping a Teaching Portfalio and writing a Philasophy B‘Davelnpir\g a Teaching Philosophy Statement (Fall 2011) | ¥ ||FirstnameLastname [07-sEP-2011
[Handling Diffieutt and Challenging Situations B\ran Teaching Event: Dealing with Difficult Situations [ FirstnameLastname [19-sEP-2011
[Handling Difficult Situations B\Fal\ Teaching Event: Dealing with Difficult Situations [ﬂ[FirstnameLastname [19-5EP-2011
[art of canversation: Facilitating a Discussion Group (Wlnt@‘m‘t of Canversation: Facilitating 5 Discussion Group (Fall [ﬂkwstnameLastname [03-2an-2012

Workshop Types

Self Register Send Reminder Inactive
Code  Description Indicator Email Days Notice Email Code Indicator
[orIE  [orientation 7] 7] [1 [T _woRKSHOP_REMINDER_NOTICE B i
[TRuG  [warkshop 7] 7] [ [TA_WORKSHOP_REMINDER_NOTICE B O
‘PREP |Preparat\on | [ | ‘ B O
WRES |wiritten Response i (| B !
TART  |[Ressarchiarticls I I 3 TA_ONLIME_ARTICLE_REMINDER E [
OBSY  |Peer Feedback O O E r
INFO  [Information Session W W L TA_WORKSHOP_REMINDER_NOTICE [ﬂ O
TETK  [Teaching Talk [ [ 1 TA_WORKSHOP_REMINDER_MOTICE B O
QHLM  |online Training [ [ 3 TA_OMLIME_ARTICLE_REMINDER E O
[PEER [Peer mentar [ O [ [~] O

Last Updated By

Last Updated On

[FirstnameLastname [30-aUG-2012 B
[osara [o7-n0G-2012
[usara [o7-UG-2012
LG AR 07-ALG-2012
FirstnameLastname 2t ALG-2012
UGAFA 07-ALG-2012
FirstnameLastname 28-AUG-2012
FirstnameLastrame 2a-ALG-2012 | |
FirstnamsLastrsms 2t ALG-2012
[uara 07-ALG-2012 -

‘Workshop Equivalencies’ block allows FGPA to flag workshops that have similar content as
equivalent. TAs may only register in one of the two equivalent workshops. Where TAs have
registered in two equivalent workshops, only one will count towards Training Hours and

Workshop Transcript/Certificate.

‘Workshop Types’ block allows FGPA to create ‘Types’ of training sessions; allow/restrict TAs to
self register in training sessions; set email reminders; indicate the number of days before the
training session begins that the reminder is to be sent and indicate the type of email to be sent .
Workshop type records may not be deleted/removed but must be made inactive.
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SZVTAFM - FGPA Maintenance Form - LFD Data tab

& Oracle Developer Forms Runtime - Web: Open » SZVTAFM

File Edit Options Block Item Record Query Tools Help

ORACLE

EEREIETER

Maintenance

FGPA Maintenance

General Du...  General Sk..  General In..

User Access  Email/Natic...

Statuses a...

Assignmen...

User Roles  Faculty De...

T Training  TA Warksh...

LFD Statuses

Status Code  Description

[Pending

|CA ‘Cancel\ed

|GW ‘G\endy Waong super special status
[or [Dept Reviewed

LFD Reasons

Reason Code Description

[ar [academic Research
|AE ‘Academlc Exchange
co Co-op Position

CH Certified Medical Leave
FL Farental Leave

AC Academic Benefits

Inactive Ind  Last Updated By

Last Updated On

O ‘F\rstnameLastname |UZ—DEC72E|10 =i

O ‘F\rstnameLastname |02-DEC-2010

v ‘F\rstname\_astname |02—DEC72010

O ‘F\rstname\_astname |06—DE02010

o \ |

oo |

- | |

O =
Inactive Ind  Last Updated By Last Updated On

O Jucara [24-nov-2010 (=

m Jucara [24-mov-2010

[ LGAFA 24-NOV-2010

[ LGAFA 02-DEC-2010

[ LGAFA 24-NOY-2010

= UGAFA 24-NOY-2010

o

0o |

[ S

workshop . JERTEEY ros

LFD Statuses - Application statuses used by FGPA to assess LFD applications are viewed by
FGPA and DAs in BANNER as well as TAs in Carleton Central. The 2 character code statuses
used by FGPA cannot be changed or deleted. Each status can be inactivated or activated by

checking or unchecking the ‘Inactive Ind’ checkbox.

LFD Reasons - FGPA will enter valid LFD reasons used to populate the LFD application in
Carleton Central. The 2 character code reasons cannot be changed or deleted. Each reason
can be inactivated or activated by checking or unchecking the ‘Inactive Ind’ checkbox.
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SZVTAFM - FGPA Maintenance Form - LFDs tab

Oracle Developer Forms Runtime - Web: Open > SZVTAFM EI@‘E|
ORrRACLE

File Edit Options Block Item Record Query Tools Help

FIEYEIEEEEEYEE

FGPA Maintenance

General Du... General Sk... General In... UserAccess Email/Notic...  Statuses a... Assignmen... UserRoles Faculty De... TATraining Ta Worksh...  Workshop ... LFDData

Student 1D: [ALL =] Term:[aL ] Dept: [aLL [*]  program: [aLL [*]  statws: [P0 [=][Pending Go Reset

Student 1D Hame App Mo, App Term Home Dept Award Mo, Award Status  Admit Terrn Reason Subrit Date Status Status Description Status Date

100 Lastname, Firstname 72 201030 [cLs 851415 [Issued 201030 |Academic Research 100Ec2010 [P0 [ [Pending 10-DEC-2010
100 Lastname, Firstname 73 201110 CLS 851415 Pending 201030 Academic Research 10-DEC-2010 ’FI' Pending 10-DEC-2010
100 Lastname, Firstname 74 201030 LALS 852251 1ssued 201030 Certified Medical Leave 10-DEC-2010 ’FIE Pending 10-DEC-2010
100 Lastname, Firstname 75 201110 LALS 852251 Pending 201030 Certified Medical Leave 10-DEC-2010 ’rl: Pending 10-DEC-2010
[ [
[
[ [
[ [

-
——

»

1]

TA Comments: FGRA Message to Student:

oo
oo

[»fLe]

[»fLe]

Dept Comments: FGPA Internal Comments:

A .
A .

Work Department(s}: [aRTC FGPA Procsssor:
Dearee: [pHD [Doctor of Philosophy
Program: [pHD-BE [cultural Med. visual Culture

Last Updated By: Wi W _USER
Last Updated On: |10-pEC-2010

The LFDs tab contains 5 filters and two buttons at the top of the page. The five filters are
Student ID:, Term:, Dept:, Program:, and Status: to query data. The first four filters default to
‘ALL’" and the fifth defaults to ‘PD’ for ‘Pending’. The two following buttons are ‘Go’ and ‘Reset’.
Users click on the ‘Go’ button once filters are chosen to populate the lower block.

The lower block contains a table with 13 columns containing data from submitted LFD
applications. Users cannot insert an application on behalf of a TA. The first 10 columns cannot
be changed. The eleventh column, ‘Status’, allows FGPA to enter application decision. The final
column, ‘Status Date’, changes when the ‘Status’ has changed.

LFD Application Statuses
‘PD’ Pending — is the initial status when an application is received.
‘CA’ Cancelled — will display when a TA has cancelled their LFD application in Carleton
Central.
‘AA’ Application Approved — will be entered by FGPA when the LFD has been approved.
‘AD’ Application Denied — will be entered when FGPA has denied the LFD application.

Users select a TA application in the top block to view ‘TA Comments:’, ‘Dept Comments:’, ‘Work
Department(s):’, ‘Degree:’, ‘Program:’, 'Last Updated By:’ ‘Last Updated On:’, ‘FGPA Message
to Student.’, ‘FGPA Internal Comments:”, ‘FGPA Processor’ below.

Dept Comments: entered by the TA’s Home Department, are viewed only by DAs of the Home
Dept. and FGPA.
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FGPA Internal Comments: entered by FGPA, are viewed only by DAs of the Home Dept. and
FGPA.

FGPA Message to Student: additional FGPA information to the TA. Text entered here is
incorporated into the generic email reply.
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Carleton Central - Leave From TA Duties

Carlemn Carleton Central

Personal Information ¥ Student Services

RETURN TO MENU SITE MAP HELP EXIT

Graduate TA Management System

Graduate TA Profile
Allevs 2 Graduate TA to submit and update their Graduate TA Profilz, Please remember to keep your TA Prefile up to dat=,

D Graduate TA Assignments

Allewz 2 Graduate TA to review and accept their TA course and non-course assignments and associated duties.

Leave From TA Duties

Apply for leave from your TA duties.

RELEASE: 8.5

GR TAs with priority positions may apply for a Leave From Duties (LFD) after the first term of
employment has been completed.

The application is located through the following path:

Carleton Central Main Menu
» Student Support Services
» Graduate TA Management System
» Leave From TA Duties
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Carleton Central - TA view of LFD Application

=%

i Carleton Central

Personal Information § Student Services | Faculty Services § Employee Services

RETURN TO MAIN MEN SITE MAP HELP EXIT
Leave From TA Duties Summary

100###### Fame LName
Sep 05, 2014 02:46 pm

() Below is displayed the details of your current Teaching Assistantship (TA). If you wish to aply for leave from TA dutiss, press th "Apply for Leave’ buttan and complets the form. The form willbe submitted to your respective dzpartmant and reviewsd by FGRA. To track your
application please retum to this page. To cancel a pending leave request, click the *View Application” link and use the cancel feature on that page.

Award No. Home Dept Allocated Dept(s) Assignment(s) Application Ho. application Date LFD Term Status
Apply for Leave pERESE BUSI school: Business BUSI 3704 A 15153 08-SEP-14 winter 2015 Application Approved  view Application
Apply for Leave sesesy eust

[ Graduate TA Management System ]

TA clicks on ‘Apply for Leave’ to access the application form.
TAs with more than one award number will have multiple access points. Desired award terms
will only be included under one award number.
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Carleton Central - LFDs application form

& Carleton

g Carleton Central

Personal Information § student Services

RETURN TO MAIN MENU  SITEMAP  HELP  EXIT

; 1000844 #¥ Fiisme Liame
Leave From TA Duties Sap 05, 2014 02:48 prm

te the form below in it entirty and submit. Vour request for Leave From TA Duties will be reviewed by the department and FGPA. Should you not be approved for 3 leave from duties, you will be notified by the department via email. You can also reviit the Leave
ummary page to track the currant o your rogu

for Submission to the Faculty of Graduate Studies and Research®

= except in ve
== for students with a TA assignment in Fall term or 3 Fall/Winter one credit course

Definition

22. Leave from dutles is where the Dean of Gradtats and Postdoctoral Affirs approves a graduats student o declin an appointrant without forfeiting hisfher priorty fo the reappointment as st out in Artice 13.01. The priiy shall not be extended fo the
period of leave from duties unless the Parties explicitly agree to do st ting.

Priority

Article 13.01(a)
An y red s a full-time student in a graduate degree program and who has heid a regular position in the bargaining unit for at least one term shall have, subject to satisfactary performance of the duties of the position(s) s/he has held, priority
for appointment to wvalabie recukar posities For wihich Ehe Gxrphopo i TR,

not accept an assistantship pursuant to Article 13.01(a) because:

h Article 22.1
pursuan: 2 AR ae s.02
e term  years as set out in Articie 13.01(a) shall be extended by the number of terms the student is off-campus, up to 3 maximum of three consecutive ferms.

(iiiy the student has d employment or 3 position as & Cont
e pproval of the Dean of Grod, ate-a0c! Postdoctoral A7

Article 13.01(d)
Subject o Artcle 22.11, where an amployes who = 2 full time graduate student decinas an appointment to an assistaneship during 2 fall o wintar term pursuant o Article 13.01 (s) and has not been graned a faave from duties withaut pay by the Dean of Graduate

Pastdoctoral Affairs, the priority for reappaintment 35 set out in Article 13.01(2) shall be forfeit and the empioyee shall be deemed to have resigned his/her employm
Student ID: 100848444 Leave From Duties requested for the following terms:

Hame: Fistnsme Lastrame Fall 2014 winter 2015

Email: FHams LName Bomail.carleton.ca Fall 2015 winter 2016

Department: Schoal: Business

Fall 2016 2017
Degree: Doctor of Philosaphy Fall 2017 2018
Program Start: Fall 2014 (01-5EP-2014) Fall 2018 Winter 2019

Is n a full-time graduate student in (he'mu ority uou\ according to Article 13.01(a) of the Collective Agreement and am applying for Leave from Duties
nder Article 22,11 for the following reason (select one).

Academic Res
Academic Exchange
Co-op Position
Certified Medical Leave
Parental Leave
Academic Banefits

Other

Please elaborate

Lhay read the Collctive Agrasment datall sbove and sckroniadge my acceptance of them. |
Note: submission of this Leave from Duties request form will constitute your signature electronically.

Apply for Leave

[ Leave From TA Duties Summary ]

Top part of application provides submission dates and excerpts from the collective agreement.
Below the excerpts and to the left provides the TA’s personal information.
To the right provides the terms that the TA requests an LFD from under the award.

Note: Terms that are not identified may be under another award number;
the TA will have to attempt under another award number.

Directly below the terms, the TA must indicate they are F/T in the priority pool.
TAs must tick one of the applicable reasons listed.

TAs must then elaborate on the request.

Ticking the, ‘I have read the Collective ..." is mandatory.

TAs then activate the ‘Apply for Leave’ button.

LFD applications cannot be submitted without completing the steps above.
TAs may cancel an application if the status is ‘Pending’. From the LFD summary page, the TA

clicks on ‘View Application’ to re-open the application; then clicks ‘Cancel Application’ in the
bottom left corner.
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Carleton Central - TA Training Sessions

The form to Create, Update and Manage TA Training Session registrations is located in
Carleton Central.

Employee Services menu / Other Services / TA Management System / TA Training and
Orientation Workshops.

Users must have ‘Originator’ status in either EDC, FGPA or an academic department to create
training sessions. EDC supervisors, FGPA support user and DAs maintain ‘Originator’
permissions for their respective Depts.in the maintenance forms.

Originators with Supervisor status may view and update all sessions within their respective
Depts. TA Mentors are granted ‘Originator’ status for the Dept. they are assigned to during their
Mentorship.
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Carleton Central - TA Training Sessions - TA Training and Orientation Summary

Bcarlemn Carleton Central

RETURN TO MAIN MENU  SITEMAP  HELP  EXIT

TA Training and Orientation Summary 3e0#R#b#E Fiams Lilane

o Details displayed below correspond to current and upcoming training sessions for which you are the 'Originator’ or ‘Coordinator’
'Originators' may 'Create' or 'Update' training sessions, view 'Registration’ and/or 'Attendance' details
‘Coordinators' may view 'Registration’ and/or 'Attendance’ details.

Current and Upcoming Training Sessions

Term Date/Time Location Title

Originator Coordinator Registration ~ Waitlisted ~ Attendance
Fall 2012 04-SEP-2012 Theatre A (KMT) - Southam Hall Mew TA ORIENTATION - 4 September FMame LName  FMame LName 120 0 0 Registration v
10:45 am - 11:45 am
Fall 2012 04-SEP-2012 Theatre B - Southam Hall New TA ORIENTATION - 4 September Fhame LName  FMName LName 71 0 0 Registration ¥
12:15 pm - 1:15 pm
Fall 2012 15-SEP-2012 Roosters - 4th FI UC Wecome to Carleton FName LName  FName LName 2 o 0 Registration ¥
11:00 am - 12:00 pm
Fall 2012 30-SEP-2012 Timmies - 1st Floor UC New TA Orientation Fhame LName  FName LName t 0 0 Registration ¥
9:00 am - 10:00 am Registration
/Attendance
UEdate
New Training Session
Create a new training session by pressing the button below
Past Training Sessions
To view a list of your previous training sessions, please select a term below,
Select a term: | All Current and Future Training Sessions |
[ TA Management System (Faculty) | TA Management System (Employee) | TA Training Menu (Students) ]
RELEASE: 8.2 @ Carleton

The ‘TA Training and Orientation Summary’ page is accessed from the TA Management menu.
Sessions displayed are for current term and two future terms where the user is an Originator or
a Coordinator. Both open and cancelled workshops are displayed.

The ‘Current and Upcoming Training Sessions’ list is view only. Clicking on a session title opens
a full training session detail page. The jump menu at the far right initially shows “Registration”.
“Originators” have “Registration”, “Attendance”, “Update” or “Clone” privileges.

“Coordinators” have “Registration” and “Attendance” privileges.

“Supervisors” have “Registration”, “Attendance”, “Update” or “Clone” privileges within their
respective Depts.

Users choose an option and hit the “Go” button. Updates are not permissible when the training
session term passes. The jump menu will not appear for cancelled sessions.

The ‘New Training Session’ button is available to users with ‘Originator’ status. Clicking the
button opens a blank training session form.

Historical training sessions are accessed via ‘Past Training Session’ section at bottom of page.
Select a term from the list of values drop down and click the ‘Go’ button. The selected term’s
historical training session summary page displays. Historical sessions provide ‘Registration’ and
‘Attendance’ links. ‘Update’ links are not permitted.
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Carleton Central - TA Training Sessions - Create TA Training Session

Create TA Training Session

n Carleton Central

RETURN TO MAIN MENU  SITEMAP  HELP  EXIT

100# ####4# Fame LName
Sep 02, 2014 03:38 pm

o Complete the form below to create a new training session

Training Details

Training Title:

Training Description:

Term: [Fall 2014 v
Department: [FGpa -
Type: |Workshop v
Date: (DD-MON-YYYY)
Start Time:

(HH:MM 24 Hour Format)

Duration:
Location:

Min Enrollment:
Max Enrollment:
Coordinatorl ID:
Coordinator2 ID:
Coordinator3 1D:
Coordinatord 1D:
External Name:
External Email:

Request Feedback: |ves v

Internal Comments:

Save Training Session

Training TA Groups

Group 1: | TAs belonging to the department v
Group 2: v

Group 3: v

Attendance Restricted To

Eligible TAs must uphold each flagged restriction

[ continuing Tas

[ 1nternational TAs

[ TA Mentors and Lead Mentars

[ new Tas

[J TAs that have not completed their 5 hours of training
[ Tas that belong to the workshop department

[ Tas that work for the workshop department

[J TAs that belong to or work for the workshop department

Faculties

TAs must uphold at least one of the flagged restrictions
[ Tas that belong to Faculty of Science

[ Tas that belong to Faculty of Engineering

[J TAs that belong to Sprott School of Business

[ Tas that belong to Faculty of Arts and Social Sciences

[ Tas that belong to Faculty of Public Affairs

[ TA Training and Orientation Summary ]
RELEASE: 8.2

The ‘Create TA Training Session’ page allows EDC and FGPA, Dept staff and Mentors to create
TA Training Sessions. Except for the ‘Term:’, ‘Department:’, ‘Type:’ and ‘Group 1:’ fields the
page will initially open blank.

In creating Training Sessions, completing all fields are mandatory except ‘Training Description?’,
‘External Coordinator:’, ‘External Email:’, ‘Internal Comments:’, ‘Restrictions:” and ‘Faculties:’

‘Training Title:’ field - is a free text field.

‘Training Description:’ field - is a free text field, holding 1000 characters.

‘Term:’ field - allows the current term and two terms into the past or future.

‘Department:’ field - defaults to the Dept where user has Originator status. Alphabetical drop

down list provided where originator of more than one Dept.

‘Type:’ field — 12 types of training sessions can be created ...

e Information Session - presentations that focus on a particular office/service at Carleton

University. Created to educate TAs on valuable university programs for them and their
students, includes details such as when services/programs should be accessed and by

whom, e.g. Academic Integrity or Student Distress session in which participants are learning
about these programs, but are not working hand-on with the material.

¢ Intermediate Training — refers to training that builds off previous sessions, offering an
intermediate level breadth of knowledge. Often restricted to continuing/experienced TAs,
unless it is offered later in the term or the academic year (intermediate Grading)
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e Online Training - Training that is completed online (may include online workshops or
AODA training)

e Orientation - Use exclusively for New TA orientation, ITA orientation or departmental
orientations (traditionally at the start of the year or term)

e Other - Any training that does not fall into other categories, most often used for
independent, flexible departmental specific training, e.g. production of training videos.

o Peer Feedback - similar to ‘Prep’, only TA Mentors, EDC and Grad Admins are able to
create and populate the sessions. Not displayed in Central for registration.

o Peer Mentor - Continuing teaching assistants are matched with new teaching assistants
to help them acclimatize to the university, the department and balancing the demands of
graduate school and TA responsibilities. Not displayed in Central for registration.

e Preparation - refers to Preparation, restricts registration to Originator’s discretion;
designed to record Mentors workshop prep time. Not displayed in Central for
registration.

o Research/Article - refers to TA Article, opens registration to all TAs in Carleton Central.
Enforces ‘TA Groups’ and ‘Restrictions’.

o Teaching Talk - talks on different educational methods or approaches. It may introduce
participants to a specific tool, or be a reflective presentation by a faculty member or
experienced teaching assistant.

o Workshop — (Default) refers to Training, opens registration to all TAs in Carleton Central.
Enforces ‘TA Groups’ and ‘Restrictions’.

o Written Response, similar to ‘Preparation’ TA registration is restricted. In creating
‘WRES’ sessions, “Time:”, “Duration:”, “Location:”, “Min Enrollment:”, “Max Enrollment:”
fields may be left blank. Not displayed in Central for registration.

‘Date:’ field - entered as DD-MON-YYYY, i.e. 25-DEC-2010

‘Start Time:’ field will be in 24 hour format. 0:00 to 23:59 are acceptable values.

‘Duration:’ field — indicates workshop length. Accepts two decimal places. Quarter hour intervals
are acceptable, i.e. 1.0, 1.25, 1.5, 1.75.

‘Location:’ field — free text field. Building and room number would be standard.

‘Min Enrollment:’ field - least number of registered TAs for workshop to occur.

‘Max Enrollment:’ field - maximum number of TAs able to register online

‘Coordinator ID:’ field — valid BANNER IDs are entered. User clicks ‘Validate ID’ button to
populate BANNER name associated to BANNER ID.

‘External Name:’ field - optional free text field. Records Non-BANNER names. Coordinator ID
still required when ‘External Name’ entered.

‘External Email:’ field — free text field. ‘External Email’ is required when ‘External Name’ entered.
‘Request Feedback:’ field - Yes or No options. ‘Yes’ creates an optional feedback form available
at Originators discretion. Hyperlink on ‘TA Training and Orientation Workshop Summary’ page
to TAs having attended workshop. ‘No’ will not present hyperlink to TA.

‘Internal Comments:’ — free text field. Only visible to Originators in the ‘Update Workshop’ page.
‘Training TA Groups’ - ‘Group 1:’ defaults to ‘TAs belonging to the department’. List of value
drop downs maintained by EDC. Maximum of three groups that work cumulatively.

‘Attendance Restricted To’ - defaults to none. Restrictions work cumulatively. Restrictions are
created/maintained by EDC. TAs registering into a session must pass all flagged restrictions.
‘Faculties’ - default to none. Faculties work with an ‘Or’ operator. TAs registering into a session
must pass at least one of the flagged restrictions.

Note: ‘Attendance Restricted To’ and ‘Faculties’ are connected by an ‘And’ statement.
TAs must meet all “Restrictions” AND at least one of the “Faculties” to be eligible.

‘Save Training Session’ - pushes new sessions to ‘TA Training and Orientation Summary’ page.
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Carleton Central - TA Training Sessions - Training Session Registration

hzhsgd Carleton Central

RETURN TO MAIN MENU  SITEMAP  HELP  EXIT

TA Training Registration 1008 444 44 FNams Liams

Sep DS, 2012 2:17 pm

o ‘Originators' or 'Coordinators' may 'Register' or 'Waitlist' TAs and restrictions will be ignored.
‘Griginators' or 'Coordinators' may 'De-Register’ TAs

Training Information
Term: Fall 2012
Training Title: Wecome to Carleton
Date and Time: 15-SEP-2012 from 11:00 am - 12:00 pm
Location: Roosters - 4th FI UC
Max Enrollment: 25

Actual Enrollment: 2

Register a TA

Student 1D: validate ID
Registration List Printer Friendly Version
Student 1D Name Home Dept Work Dept(s) Assignment(s) Status De-Register /
Waitlist Removal
1 100 LName, Flame PHYS PHYS + Lab Demonstration Registered on [m]
« PHYS 1001 04-SEP-2012
2 100 LName, FName ARTC ARTC + FILM 2000 Registered on [m]
« Office Hours 04-SEP-2012
Update List

[ TA Training and Orfentation Summary ]
RELEASE: 8.2

Originators and Coordinators access the ‘TA Training Registration’ page from ‘TA Training and
Orientation Summary’ page.

The top section provides view only details on the specific session.

Mid-page allows additional valid TAs to be registered or waitlisted. Training session restrictions
are not checked here. Clicking on the ‘Update List’ button, bottom of page, will refresh the
‘Registration List'.

The bottom section contains the 8 column ‘Registration List’. The list is ordered by ‘Registered’,
‘Waitlisted’ and ‘De-registered’. The first 7 columns are view only. Note the red titles in columns
2 thru 5. Clicking the red titles will re-sort the table. Checking the checkbox in the ‘De-register /
Waitlist Removal’ column and clicking the ‘Update List’ will de-register the TA.

Clicking on the ‘Printer Friendly Version’ provides a printable version of the Registration List.
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Carleton Central - TA Training Sessions - Workshop Attendance

Ecmem" Carleton Central

RETURN TO MAIN MENU ~ SITE MAP  HELP  EXIT

ini i 1004444 ## Fame LName
Training Session Attendance BARSANEL
o ‘Originators' or 'Coordinators' may 'Register’ or 'Waitlist' TAs and restrictions will be ignored
‘attended' box and Hours Attended' must both be marked.
'Hours Attended' accepts quarter hours, i.e. 1.25, 2.5 and 3.75
Training Information
Term: Fall 2012
Training Title: Wecome to Carleton
Date and Time: 15-SEP-2012 from 11:00 am - 12:00 pm
Location: Roosters - 4th FI UC
Max Enrollment: 25
Actual Enrollment: 2
LHame, Flame
Register a TA
Student ID: Validate 1D
Attendance List Tracking Sheet / Printer Friendly Version
Student ID Name Home Dept Work Dept(s) Assignment(s) Attended Hours Attended
Select All / Unselect All Full Hours / Reset
L 100 Liame, Fame PHYS PHYS + Lab Demonstration O
s PHYS 1001
2 100 LName, Fame ARTC ARTC « FILM 2000 [}
« Office Hours

[ TA Training and Qrientation Summary ]
RELEASE: 8.2

Originators and Coordinators access the ‘Training Session Attendance’ page from ‘TA Training
and Orientation Summary’ page.

The top section provides view only details on the specific training session.

Mid-page allows additional valid TAs to be registered or waitlisted. Training session restrictions
are not checked here. Clicking on the ‘Update List’ button, bottom of page, will refresh the
‘Attendance List'.

The bottom section contains the 8 column ‘Attendance List’. All registered TAs are displayed
here. The first 6 columns are view only. Note the red titles in columns 2 thru 5. Clicking on these
red titles will re-sort the table. Checking the checkbox in the ‘Attended’ column indicates the TA
attended the workshop. The ‘Hours Attended’ must then be entered.

Clicking ‘Select All’ in the ‘Attended’ column marks all registered TAs as attended. Clicking
‘Unselect All' indicates all registered TAs as not attended.

Click ‘Full Hours’ in the ‘Hours Attended’ column to provide full training hours to all registered
TAs. Click ‘Reset’ in the ‘Hours Attended’ column to remove training hours for all registered
TAs.

Click the ‘Tracking Sheet’ to provide a printable tracking sheet. Used for sign at the session.

Clicking on the ‘Printer Friendly Version’ will provide a printable version of the attendance sheet.
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Carleton Central - TA Training Sessions - Update TA Training Session

© Carleton

Carleton Central

Update TA Training Session

RETURN TO MAIN MENU ~ SITE MAP  HELP  EXIT

1004 ##### Fame LName
Sep 05, 2014 2:19 pm

o You may revise the fields below to update your training session details

Training Details

Training Title:

Training Description:

Term:
Department:
Type:

Date:

Start Time:
Duration:
Location:

Min Enroliment:
Max Enrallment:
Coordinator1 ID:
Coordinator2 ID:
Coordinator3 ID:

Coordinator4 ID:

External Name:
External Email:
Request Feedback:

Internal Comments:

Save Updates

New TA Orientation

Dzmo of the TA sytem -
LFDs

Fall 2014

FGPA

Workshop
30-SEP-2014

2:00

L

Timmies - 1st Floor UC
1

60

10084 44#4& | [Fam

Validate 1D

Profiles, accepting assignments, and

(DD-MON-YYYY)

(HH:MM 24 Hour Format)

e Lhame

Training TA Groups

Group 1: [All TAs -
Group 2: v
Group 3: -

Attendance Restricted To

Eligible TAs must uphold each flagged restriction

[ Continuing TAs

[ 1nternational TAs

[J T Mentors and Lead Mentors

[ new Tas

[ Tas that have not completed their 5 hours of training
[J Tas that belong to the workshop department

[ Tas that work for the workshop department

[ Tas that beleng to or work for the workshop department

Faculties

Ths must uphold at least one of the flagged restrictions.
[ Tas that belong to Faculty of Science

[¥] Tas that belong to Faculty of Engineering

[J TAs that belong to Sprott School of Business

[ Tas that beleng to Faculty of Arts and Social Sciences

[J TAs that belong to Faculty of Public Affairs

Send Email / Cancel Training Session

Message to be included in email:

If you would like to send an email to the training coordinator and registered TAs to note your updates, press
the button below.

Send Email

Training that has passed cannot be cancelled.

Cancel Training Session

RELEASE: 8.2

[ TA Training and Orientation Summary ]

© Carleton

Originators access the ‘Update TA Training Session’ page from the ‘TA Training and Orientation
Summary’ page. EDC’s Mentor Supervisor is granted ‘Update’ access to all sessions created by

a mentor.

Previously entered/saved data auto-populates with page opening. All fields are updateable.
Saved updates can be emailed to registered TAs and the Coordinator. Text entered into ‘Send
Email / Cancel Workshop’ is included in email when ‘Send Email’ button is clicked.

The ‘Cancel Training Session’ button is active if the training session has not been delivered.
Clicking the ‘Cancel Training Session’ button will de-register all registered TAs in the training
session. Entering text into ‘Send Email / Cancel Training Session’ and clicking the ‘Send Email’
button will email all training session TAs and the Coordinator.
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Carleton Central - Instructor TA Requests

Requests for TAs and/or TAs with special skill sets are submitted by instructors/supervisors
through the ‘Submit TA Requests’ form. Instructors/supervisors submit requests by term by
course number.

The form is located in Carleton Central and is located under Faculty Services tab / TA
Management System / Submit TA Requests.
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Carleton Central - Instructor TA Requests Summary

Instructors submit their TA requirements through the Submit TA Requests form located in
Carleton Central.

2= Instructor TA Requests Submit System - Windows Internet Explorer

@.E/v [& eeps carleton.ca DENEIZERE ] |[2]-

File Edit Wiew Favortes Tools  Help

= ) —— _ »
77 Favorites 2 - | B oracke Application Server For .. | 8 Orade Application Server For... | B Instructor TA Requests 5., % G- 8 = d v Page - Safety - Tools - @@-

R e,
ecaﬂelf" Carleton Central

RETURN TO MAIN MENU SITE MAP HELP EXIT

Personal Information § Student Services § Faculty Services § Employee Services
100000001 Yu Bea Noone

Instructor TA Requests Summary Feb 02, 2011 11:53 am

Welcome to the online system for submitting and reviewing TA Requests.
The list below represents courses that you are responsible for in upcoming terms.
To submit TA requests for each of these courses, or to review requests you have already submitted, simply click the course link.

Request Submitted

AERO 3807 A (Winter 2011 (January-April))

AERO 3101 A (Winter 2011 (January-April})) 15-AUGUST -2010
MAAE 2604 A (Fall 2011 (September-December})

MAAE 3202 B (Winter 2012 (January-April))

AERO 3807 Al (Winter 2012 (January-April))

[ TA Management System ]
RELEASE: 8.2

Each course the instructor is responsible for, by term, is summarized on the Instructor TA
Request Summary page. Courses listed are for the current term forward. Course codes(s) are
listed in red indicating a hyperlink to the Submit TA Requests form. Instructors click on a course
code to activate the Submit TA Requests form. Once a TA Request has been submitted a
‘Request Submitted’ date will appear beside the course. Instructors can click on that date to
view or update a request.
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Carleton Central - Submit TA Requests

2 TA Request Submit Form - Windows Internet Explorer,

@ - rﬁ https catlston.ca

File Edit Wew Favorites Tools Help

»

¢ Favorites |25« B8 oracle Application Server For... | B Oracle Application Server Far..

Carleton ~
chrabed Carleton Central
Personal Information ¥ Faculty Services § Employee Services,
BACK TO MAIM MENU SITE MAP HELP EXIT

B 100000001 Yu Bea Moone
Submit TA Requests Feb 02, 2011 12:10 pm

& Ta Request Submit Form i - B = ® - Page~ Safety+ Toos~ @@~

Complete the form below, according to the instructions provided, to submit your TA requests to the department for the course in guestion. This information will be used by the department
to assist in making TA Assignment decisions.
Please note, the submittal of requests does not constitute a guarantee that they will be fulfiled in their entirity.

Course: AERO 3101 A Please enter a numeric value in either the "# of TAs Requested"” or "# of Hours
Term: Winter 2011 (January-April) Requested” field (no alpha values please). You may enter a value in both. If you have

Max. Enrollment: 25 no TA requests for this course then you must enter 0 in both boxes.

Actual Enrollment: 20 # of TAs Requested: [ |
# of Hours Requested: :|

Special Requests:

OPTIONAL
Please indicate the skills that you would need TAs to possess. If there are skills that you would need that are not
in the list then select "Other” and enter the skills in the box provided.

[ presentation [CIMentoring [ computer Aided Design and Manufacturing
[ bynamics [ Engineering Design [OFeedback and Control Systems

[ solid Mechanics [ Fluid Mechanics [ Thermodynamics and Heat Transfer

[ material Science [ Group Facilitation/Discussion Skills [ written Communication

[ verbal Communication [robotics O Thermofluids Theory

[ Thermofluids Experimental []Solids [ writing

[Jreading [ communication [Omanagement

[ Administration [ organization Cenglish Language proficiency

[ Goal Oriented [IPresentation Skills [ analytical Skills

[Jother (specify) | =

OPTIONAL
From the list below please indicate which duties the TAs may be assigned to and the approximate number of hours
required for each duty. Please enter only numeric values in the "Estimated Hours" fields.

Estimated Hours

[ Grading (assignments, tutarial/lab problems, tests, etc.) [

[ Conduct lab [ |
O conduct Tutorial L 1
Coffice Heurs 1
[ administration (compiling grades, etc) l:l
Ceproctoring [ |
[IMarking Essays, other assignments [ |
[marking Exams 1
O compulsory Orientation/Training [
[Imeeting with Supervisor 1
[ Grading (weekly assignments, |abs, reports, etc) [ |
[iab Clean Up 1

[Lab supervision 1
[Lab Demonstration I:I

ClLecture Attendance L ]
[ piscussion Groups/Seminars [
[ preparation Time 1
Dl office Hours L ]
Clother (specify) | = [
Submit TA Request ] [ Clear Form ]
[ Instructor TA Requests Summary 1
RFI FASF: 8.7 M8 Carleton

The Submit TA Requests form opens providing instructors with 3 sections.

The top section identifies the “Course:” number, “Term:”, “Max. “Enroliment:” count and the
“Actual Enroliment:” count on the left. The instructor completes the “# of TAs Requested:” “# of
Hours Requested:” and “Special Requests:” fields.
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Instructors who do not wish a TA will enter a 0 (zero) in the “# of TAs Requested:” field and
save.

The middle section contains 3 columns of checkboxes with various skills beside each checkbox.
The section is optional and the instructor checks each skill that s/he feels is required for the
course. The last checkbox of the section is “Other (specify)” with a free form text box. Users
may enter a skill not listed in the section above.

The bottom section, also optional, contains 2 columns. Column 1 has checkboxes labelled with
various TA duties. Instructors check the duties TAs are expected to perform. Column 2,
“Estimated Hours” provides a text box where instructors enter the number of hours TAs will be
performing each duty. The last checkbox of the section is “Other (specify)” with a free form text
box. Users may enter a skill not listed in the section above and enter estimated hours.

The bottom of the form holds a “Submit TA Request” button and a “Clear Form” button.
Instructors click the “Submit TA Request” button once input is completed. Instructors click the
“Clear Form” button to clear the form and start fresh.
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Carleton Central - TA Assignments and Duties

Instructors/Supervisors complete the assignment of duties form in Carleton Central. One form
per TA, per assignment, per term is completed by the Instructor/Supervisor. Once electronically
signed, the form is made available to the TA for their electronic signature. Both signatures form
a binding contract.

The form is located in Carleton Central . . .
Faculty Services tab / TA Management System / Assign TA Duties
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Carleton Central - TA Assignments and Duties Summary

Ec‘m”‘m Carleton Central

Personal Information ¥ Faculty Services § Employee Services
RETURN TO MAIN MENU SITE MAP HELP EXIT

TA Assignments and Duties Summary o S T ngne

Welcome to the online system for reviewing and managing TAs assigned to you and/or your courses. Through this system you can review the details of all course and non-course related
TA Assignments that you are responsible for and assign specific duties to those TAs.

The list below displays all the TAs that have been assigned to you for the current or upcoming terms. Please review this list on an on-going basis as it will continue to change as TA
assignments are being completed by the various departments. If you have any questions regarding these assignments or wish to discuss them please contact the department directly.

**IMPORTANT** - Please read

+ Assigning duties to TA Assignments is not possible until the TA has accepted the assignment with the department. Once this has happened the Assignment of Duties form will be
available to you via links on this page. Once duties have been completed and signed off by both you and the TA the form will remain available for viewing but the duties will not be
updateable.

« All TA Assignments are to be considered tentative until the department notifies you that they are complete and confirmed. Until this notice has been sent please refrain from
assigning duties, even if the TA has accepted the assignment.

Once the TA has signed off and accepted the duties the Midterm Meeting section of the form will be activated and available to you for update. This section of the form should be

completed once you have conducted the midterm meeting with the TA. Once you have completed the section and saved it the TA will then review it online and signoff.

Current & Future TA Assignments

TA Duties

Term Student Assignment Level Hours TA Sawved Signed Off Signed Off Deadline Midterm

Available Accepted (supervisor) (student) Deadline
Winter 2011 FName LName ELEC 3605 GR 130 Yes Yes  22-NOV-2010 No 01-FEB-2011 01-MAR-2011 |Update Duties v
Winter 2011 FName LName PHYS 4502 uG 130 Yes No No No 01-FEB-2011 01-MAR-2011 | assign Duties ~
Winter 2011 FName LName SOCI20438B GR 130 Yes Yes 22-NOV-2010 19-FEB-2011  01-FEB-2011 01-MAR-2011 |view Duties/Midterm b %
Fall 2010 FName LName HIST 1001 A GR 130 Yes Yes 11-SEP-2010  22-SEP-2010 01-OCT-2010 01-NOV-2010 |yiew Duties/Midterm b ¥
Fall 2010 FName LName SOCI 2001 A GR 130 Yes Yes 19-SEP-2010 22-SEP-2010 01-OCT-2010 01-NOV-2010 |view Duties/Midterm b %
Fall 2010 FName LName ELEC 4505 A GR 130 Yes Yes 11-SEP-2010 22-SEP-2010 01-OCT-2010 O01-NOV-2010 |view Duties/Midterm b
Fall 2010 FName LName PHYS 2604 A uG 91 Yes Yes 02-OCT-2010 05-OCT-2010 01-OCT-2010 O01-NOV-2010 |yiew Duties/Midterm M

[ TA Management System (Faculty) | TA Management System (Employee) ]
RELEASE: 8.2 & Carleton

Instructors/Supervisors first opening the TA Assignments and Duties Summary page will be
presented with 12 columns of information for each TA assignment impacting the instructor.

“Term” identifies which term the assignment relates to.

“Student” identifies the TA. TA’s name is Red indicating a hyper link to the TA’s

“@connect.carleton.ca” email.

“Assignment” identifies the type of assignment.

“Level” identifies the level of the student.

“Hours Available” identifies the number of hours the TA is paid.

“TA Accepted” indicates whether the TA has accepted the assignment.

“Saved” indicates whether the instructor has entered assignment duties and saved the

changes.

“Signed Off (supervisor)” indicates the instructor has completed the assignment of duties

and signed off on the submission. No indicates assignments are to be made or changes

to previous assignments. A date (DD-MMM-YYYY) indicates the instructor has signed
off.

9. “Signed Off (student)” indicates the student has viewed the duties, agreed and signed
off. “No” indicates the student has not signed off. A date (DD-MMM-YYYY) indicates the
instructor/supervisor has signed off.

10. “Deadline” informs instructor/supervisor when Assignment of Duties is to be completed.

11. “Midterm Deadline” informs instructor/supervisor when Midterm Meeting is to be held by.

12. The last column, a jump menu, performs the following;

a. “Assign Duties” — Assignment of Duties opens allowing duties and hours to be
recorded.

b. “Update Duties” - instructors/supervisors may modify previously created duties and
hours. Regardless if both parties have signed off. Revised duties will automatically
generate emails to the TA once saved. Revised, signed off forms will be archived
and accessible.

Noohrw M=

o
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c. “View Duties/Midterm meeting” - indicates the status of the assignment as it pertains
to the instructor/supervisor. The status is listed in red indicating a hyperlink to the
Assignment of Duties form.

d. “View/Print forms” — this allows an instructor/supervisor to view a list of current
and/or revised Assignment of Duties forms. Each item in the list is a link to a .pdf file
which can then be printed or saved.

e. “Clone Duties” — allows instructors/supervisors to clone a saved Assignment of
Duties form. From either current/previous terms. Cloning duties does not apply the
instructor's sign off.
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Carleton Central - Assignment of Duties

The Assignment of Duties form, a replica of the paper version, contains 7 sections A - G;
“General Employee Information”, “Course Information”, “Weekly Duties”, “Other Duties”, “Total
Hours”, “Statement by Employee” and “Mid-Term Meeting”. Fields marked with an asterisk, are

mandatory and must be completed.

@ Carielon BT
eﬁrk“’" Carleton Central

Personal Information § Faculty Services § Employee Services
BACK TO MAIN MENU SITE MAP HELP EXIT

Assignment of Duties IDDFSEDUDQD,EEUJ??NDETE

Please complete the TA Assignment of Duties Form below. Follow the instructions for each section carefully.
Once completed, copies of the form will be made available to the following:

s the Department Chair
» the Employee

+ the Supervisor

» CUPE 4600 - Unit 1

If in doubt about how to complete any part of the form, contact your department administrator or chair. Please note that if the employee has concerns, action as indicated in Article 14.03
must be taken. This article includes a time limit so prompt action to avoid violation of the contract is essential. Every effort should be made to resolve any concerns during the discussion
stage.

NOTE - items marked with an asterisk(*) are d v and must be c d

A These duties have been signed off by the TA. They can no longer be updated.

Section A - General Employee Information

» Complete all items in this section. Make corrections where available. Note - corrections will be reflacted only within the TA Management system and this assignment of duties,
not in Banner.

Student Last Name | Student First Name | Student Id
Raven [cu [too0oonoz
Phone Number | Email ‘ Faculty | Department
[ curaven@ronnect.carleton ca [ Faculty: [
‘ Supervisor Name* | Supervisor Email ‘ Office Number ‘ Phone Number |
‘ Yu Bea Noone | vu_B_MNoone@carleton.ca ‘ ‘ |

1. “Section A - General Employee Information” — displays the “Student Last Name”,
“Student First Name”, “Student ID”, “Phone Number”, “Email”, “Faculty” and
“‘Department” the student belongs to.

Only the “Supervisor Name”, “Supervisor Email”, “Office Number” and “Phone Number”
fields can be modified.

The “Supervisor Email” will be pre-populated with Banner’s ‘CA’ email address. The field
is left empty where an email does not exist in Banner.

v

<
<

Section B - Course Information

+ Complete all items in this section. Most of these items are self-explanatory but please note the following:
1. Course # and Other Assigned Courses: For TAs only; others should be put N/A and proceed to # of weeks.
2. Fill out a separate form for each assigned course.
3. Term: F - Fall Term Only; W - Winter Term Only; F/W - If assignment is continuous through both terms; S - for Summer Term.
4. Hours Per Term: Enter the number of hours per term (default is total assignment hours). This represents the number of hours per term for which the employee

will be paid.
Type of Position* Assignment Specifics Other Assignments
Teaching Assistant Assignment: SOCI 2043 B SOCI 2001 A Fall 2010 Max Enrollment: 100
[ Research Assistant Term: Winter 2011 Present Enrollment: 92
Year: 2nd Year # Students in Section (estimate): [10g
[ service Assistant
# Students Assigned to TA: [5g

Hours Per Term*: 130

2. “Section B — Course Information” — requires the Instructor/Supervisor to enter certain
data on the position.
a. The “Type of Position” — “Teaching Assistant” checkbox must be checked.
b. The “# Students in Section (estimated):” - optional.
c. The “# Students Assigned to TA:” - optional.
d. The “Hours Per Term*.” - the TA’s assigned hours will be pre-populated.
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Section C - Weekly Duties

e List duties to be performed on a regular weekly basis. Enter the number of weeks the duty wil be performed and the number of hours per week. The total for the duty
will be automatically calculated.

Description of Duty # Weeks Hours Per Week Total
[ Administration (compiling grades, etc) 13 1
[¥] Grading (weekly assignments, labs, reports, etc) 13 [}

[Lab Clean Up

[JLab Supervision

[[JLab Demenstration

Lecture Attendance 13 2
[ piscussion Groups/Seminars

[JPreparation Time

Office Hours 13 1
Oother

(specify)

Total Hours

3. “Section C — Weekly Duties” — An Instructor/Supervisor ticks applicable “Description of
Duty” checkbox, enters a numeric value in “# Weeks” and a numeric value in “Hours Per
Week”. The “Total” column will self populate.

The values entered in “# Weeks” column may vary from duty to duty. The “# Weeks” and
“Hours Per Week” columns allow 2 decimal places.

The sum of all “Total” hours is displayed in “Total Hours” at the bottom of the “Total”
column.

A
v

Section D - Other Duties

+ List duties to be performed that are other than on a scheduled weekly basis. In the Frequency column enter, for example, "twice/term" or "once/3 weeks" then
complete the last two columns using the most accurate possible estimate of the time required.

Description of Duty Frequency Hours Per Occasion Total
[l Grading (assignments, tutorial/lab problems, tests, etc.)
[ conduct lab

[]conduct Tutorial

[Joffice Hours

[JProctoring

[IMarking Essays, other assignments

[[IMarking Exams

[l Compulsory Orientation/Training

[[IMeeting with Supervisor

Cother

(specify)

Total Hours

4. “Section D — Other Duties” — this section is to be used to assign duties and hours that
are not weekly. An Instructor/Supervisor ticks each applicable “Description of Duty”
checkbox and enters the “Frequency” (i.e. 3/week, 5/month), estimated hours “Per
Occasion” and the total of “Frequency” and “Per Occasion” in “Total”. “Frequency” is a
text field and therefore “Total” must be entered manually. The sum of all “Total” hours is
displayed in “Total Hours” at the bottom of the “Total” column. “Total Hours” of Section D
and “Total Hours” of Section C are summed in “Total Hours” of Section E.
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Section E - Total Hours

» The total number of hours that work is expected is displayed below. This is calculated by adding the two Total Hours figures from Section C and D. This sum must not exceed
"Hours Per Term" from Section B (although it may be less). The Supervisor signs and dates this part. If additional comments or instructions are considered necessary by the
supervisor then add them in the Supervisor Comments box.

Total Hours: Remaining Hours:

O I have reviewed these assignment of duties and made any corrections and adjustments. They are now ready to be released to the employee for their
review and consideration. Checking this box will constitute my electronic sign off of these Assignment of Duties.

Sign Off Date:

Instructor/Supervisor Comments

5. “Section E - Total Hours” — “Total Hours” is the sum of assigned hours from “Total
Hours (# Weeks x Hours Per Week)” of Section C and “Total Hours” of Section D.
"Remaining Hours" initially displays the number of hours assigned to the TA by the DA.
As instructors assign hours, "remaining hours" will decrease accordingly. The field is
only visible by the instructor.

The checkbox directly below allows the Instructor/Supervisor to finalize and signoff the
duties s/he has assigned to the TA. The instructor/supervisor clicks on the “Save
Duties” button to submit the Assignment of Duties.

If the instructor/supervisor clicks on the “Save Duties” button without checking the
checkbox, the duties and hours are saved for later amendment. TAs may not sign off on
the Assignment of Duties form until the instructor checks this box.

<
<

v

Section F - Statement by Employee

« To be signed and dated by the employee indicating that the assignment has been discussed with him/her and that s/he has received a copy. It does not necessarily indicate
agreement with the assignment of duties. If the employee has concerns about the allocation of time for any of the duties assigned, s/he should provide detailed information in
the Employee Comments box provided

I have discussed these assignments with the instructor/supervisor and accept them as presented.

Accepted Date Employee Comments

6. “Section F — Statement by Employee” — is view only to inform the
Instructor/Supervisor when the TA has signed off. The “Employee Comments” box
displays TA comments added at the time of signing off.
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Section G - Midterm Meeting

» Please complete and signoff the section below once the midterm meeting has been conducted.

[J1 have conducted a midterm meeting with the TA named on this form.

Meeting Date: Course/Lab Satisfactory: Work Completed in Allotted Time: Follow-Up Required:
(DD-MON-YY) OYes QNo OYes QNo QYes ONo

Instructor/Supervisor Comments

Employee Comments

I have attended a midterm meeting with the supervisor of my TA Assignment.
The feedback provided has been reviewed by me and is accepted as accurate and fair.

Sign Off Midterm Meeting

[ TA Assignments and Duties Summary ]
RELEASE: 8.2 & Carleton

7. “Section G — Mid-Term Meeting” — Instructors/Supervisors manually enter a date in
“Meeting Date:”. Instructors/Supervisors will tick either “Yes” or “No” to the 3 questions.
Instructors/Supervisor may enter comments in “Instructor/Supervisor Comments” after
the midterm meeting. Instructor/supervisors will tick the checkbox, “| have conducted ...’
and click the “Sign Off Midterm Meeting” button.

The form is then available in Carleton Central for the TA to review.

4
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TA Management System - Reports

There are a number of reports available to be used. Some Reports are designed to be used by
the Academic Department, some are designed to be used by the FGPA, some are designed for
EDC and some are designed for The Finance Office.

Reports for Departments:

GSRO_TA_CUPE4600_REPORT

The report will identify completed/uncompleted Assignment of Duties forms for assigned
TAs.

It will list all TAs (GR & UG), their assignments, the instructor/supervisor for each of
those assignments, & whether or not the Assignment of Duties forms have been
completed.

GSRO_TA_DEPT_CRSE_LIST
This report lists all courses and any TAs assigned with those courses

GSRO_TA_DEPT_PREF_LIST

The report will link Departmental UG courses with Instructor Special Requests & TA
course preferences (from GR Profiles & UG applications) for the selected term. The
report will include all UG courses (including labs/tutorials), excluding 5000 & 6000 level.

GSRO_TA_DEP_TA_LIST
The report will list all active TAs (UG & GR) for a department.

GSRO_TA_DT_OVDU_SUP_LIST
TA Management Unsigned Duties by Supervisors.

GSRO_TA_DT_OVDU_TA_LIST
TA Management Unsigned Overdue TA Duties.

GSRO_TA_DUTY_COMPLIANCE

The report will identify completed/uncompleted Assignment of Duties forms for assigned
TAs. All TAs (GR & UG in the Work Dept), their assignments, the instructor/supervisor
for each of those assignments are listed. Whether or not the Assignment of Duties forms
have been completed.

GSRO_TA_ERRORS
The report identifies TAs whose assigned hours are greater than their allocated hours.

GSRO_TA_INST_TA_REQUESTS
Instructor TA Requests report

GSRO_TA_MIDTERM_COMPLIANCE
The report will identify those Instructors &/or TAs who have not signed-off on the mid-
term meeting by the deadline.

GSRO_TA_MIDTERM_REPORT
This report displays the TA midterm meeting, as recorded by the Instructor/Supervisor
and TA in Carleton Central, for a specific term.
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GSRO_TA_PROFILE_XLS
Displays all GR TA Profiles in a user’s dept.

GSRO_TA_TRAIN_COMPLIANCE
This report lists TAs and the total number of training hours completed for a particular
academic year.

GSRO_TA_UG_APPS_XLS

This report generates an emailed .xls list of UG TA applications for a select term and
department. UG TA application detail includes, but not limited to, TA ID, TA Name, TA
Email, Term, Dept., Course/Area applied to and Work experience.
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Reports for the EDC:

GSRO_TA_DUTY_SUM
This pdf report is emailed to the user and provides statistics of the assignment of duties
for TAs for a specified term.

GSRO_TA_Mentor_APPS

This report generates an emailed .xls list of Mentor applications for a select term.
Application detail includes TA ID, TA Name, Application Term, Dept, Status and Status
Date.

GSRO_TA_TRAIN_CERTIFICATE
This report lists students who are eligible for a training certificate or who are progressing
towards a certificate.

GSRO_TA_TRAIN_COMPLIANCE
This report lists TAs and the total number of training hours completed for a particular
academic year.

GSRO_TA _TRAIN_TRANSCRIPT
The emailed .pdf report provides details of training all active TAs have completed during
their career at Carleton.

GSRO_TA_WS_EVALUATION
This report displays the results from workshop evaluations in a consolidated .pdf format.
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Reports for the FGPA:

GSRO_TA_ALLOCATION_COMPLIANCE

This report primarily identifies GR TAs who have not been allocated in a specific term by
an AD, either by Campus, by Faculty or by Department. TAs are not considered
allocated if the "Rel." column is not flagged.

Additionally the report can identify TAs who have been allocated but not assigned or TAs
who have been canceled before or after allocation.

GSRO_TA_ASSIGN_SUM
This report will display how TAs for a specified term and faculty (optional) were
assigned/used.

GSRO_TA_AWARD_ELIGIBILITY
The report will identify students who are no longer eligible for their TA award.

GSRO_TA_CUPE4600_REPORT

The report will identify completed/uncompleted Assignment of Duties forms for assigned
TAs.

It will list all TAs (GR & UG), their assignments, the instructor/supervisor for each of
those assignments, & whether or not the Assignment of Duties forms have been
completed.

GSRO_TA_DEPT_CRSE_LIST
This report lists all courses and any TAs assigned with those courses

GSRO_TA_DEPT_PREF_LIST

The report will link Departmental UG courses with Instructor Special Requests & TA
course preferences (from GR Profiles & UG applications) for the selected term. The
report will include all UG courses (including labs/tutorials), excluding 5000 & 6000 level.

GSRO_TA_DEP_TA_LIST
The report will list all active TAs (UG & GR) for a department.

GSRO_TA_DT_OVDU_SUP_LIST
TA Management Unsigned Duties by Supervisors.

GSRO_TA_DT_OVDU_TA_LIST
TA Management Unsigned Overdue TA Duties.

GSRO_TA DUTY_COMPLIANCE
This report lists TA assignments which are complete/incomplete.

GSRO_TA_MIDTERM_REPORT
This report displays the TA midterm meeting, as recorded by the Instructor/Supervisor
and TA in Carleton Central, for a specific term.

GSRO_TA_DUTY_SUM
This pdf report is emailed to the user and provides statistics of the assignment of duties
for TA for a specified term.

GSRO_TA_ERRORS
The report identifies TAs whose assigned hours are greater than their allocated hours.
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GSRO_TA_FIN_BUDGET

The report will display Financial Budget information supplied by TAs who have been
determined, by the system, to be Potentially MSA eligible.

All the information supplied on the Financial Budget form will be displayed — in a format
similar to the form itself — with the addition of the individual TA’s work dept.

GSRO_TA_INST_TA_REQUESTS
Instructor TA Requests report

GSRO_TA_LFD
This report generates a list of LFD applications.

GSRO_TA_LIST
This report lists all TAs for a term by department.

GSRO_TA_MIDTERM_COMPLIANCE
The report will identify those Instructors &/or TAs who have not signed-off on the mid-
term meeting by the deadline.

GSRO_TA_MSA_ELIGIBILITY
The report will identify UG TAs who have been determined to be MSA eligible or
Potentially MSA eligible.

GSRO_TA_PROFILE_XLS
Displays all GR TA Profiles in a user’s dept.

GSRO_TA_STATS
The report will compare total numbers of TAs (GR & UG) as of the fall term of the current
year & the fall of the previous year. Used for budget process analysis commences.

GSRO_TA_SYSTEM_COMPLIANCE
The report will identify faculties &/or departments within faculties who are NOT using the
TA Management System. Only those who are not 100% compliant will be shown.

GSRO_TA_TRAIN_CERTIFICATE
This report lists students who are eligible for a training certificate or who are progressing
towards a certificate.

GSRO_TA_TRAIN_COMPLIANCE
This report lists TAs and the total number of training hours completed for a particular
academic year.

GSRO_TA_TRAIN_TRANSCRIPT
The emailed .pdf report provides details of training all active TAs have completed during
their career at Carleton.

GSRO_TA_UG_APPS_XLS

This report generates an emailed .xls list of UG TA applications for a select term and
department. UG TA application detail includes, but not limited to, TA ID, TA Name, TA
Email, Term, Dept., Course/Area applied to and Work experience.

GSRO_TA_WS_EVALUATION
This report displays the results from workshop evaluations in a consolidated .pdf format.
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Paymaster Report modification

Currently Paymaster reports discrepancies between a student’s registration & funding
until such time as payroll begins to process payments.

FGSR would like the report to be modified so that it identifies any student with issued
awards:

¢ Whose registration status has changed from the initial FT to either PT, NR, etc.

e Has withdrawn from their program

e Is not registered in any course or has withdrawn from all their courses
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Reports for the Awards Office:

GSRO_TA_MSA_ELIGIBILITY
The report will identify UG TAs who have been determined to be MSA eligible or
Potentially MSA eligible.

Reports for the Finance Office:

GSRO_TA_FIN_BUDGET

The report will display Financial Budget information supplied by TAs who have been
determined, by the system, to be Potentially MSA eligible.

All the information supplied on the Financial Budget form will be displayed — in a format
similar to the form itself — with the addition of the individual TA’s work dept.

GSRO_TA_MSA_ELIGIBILITY
The report will identify UG TAs who have been determined to be MSA eligible or
Potentially MSA eligible.
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