
 
 
 

How to View the FAS Staff Self Service Page 
 

Purpose:  The FAS Staff Self Service page is used for an individual instructor to view  
        their own workload assignment sheet for a term.   
 
Step 1: After signing into GothicNet, click on Employees Faculty Assignment Sheets  FAS Staff Self 

Service.        

 
 
 
Step 2:   View the following information: 

Workload Definition 
Section Fields 

Instructions/Descriptions

Instructor’s Name The instructor’s name will be shown as Last Name, First Name.
ID The EmplID of the instructor that is being viewed.

Term Term in which you are viewing the workload for.  All terms that the instructor has taught will be shown.
Department The Home Department that the instructor belongs to.
Datetime This is the date/time of when the FAS Calculation process was generated by the Chairperson.
Position Every employee in NJCU has been assigned a position nbr. Informational purposes. 
Job Code The title that the instructor is classified as at NJCU.
FAS Rate Rate at which the instructor will be paid per credit.
FAS Status box View the status of the assignment sheet.
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Step 3:   View the following information on the  tab: 

Tab 
Fields  

Instructions/Descriptions 

Description This is the description of the course or release time.
Subject  This is the subject code of the course.

Catalog Nbr This is the catalog number of the course.
Class Nbr This is the class number of the course.
Enroll Total Enrollment total for the specific course.
Credits Orig This is the sum of Inload Orig + Ovl/Adj Orig. This value is defaulted by the FAS calculation program for 

tracking. 
Inload Orig The original number of inload credits that the instructor has been assigned by the FAS calculation program.
Inload Revise This column can be used if a revision needs to be made to the inload credits. 
Ovl/Adj Orig The original number of overload credits that the instructor has been assigned.  Note:  All credit amounts for 

adjuncts will be shown in this column. This value is defaulted by the FAS calc program. 
Ovl/Adj Revise This column can be used if a revision needs to be made to the overload credits. 
Amount Orig The original amount that the instructor will be paid for the course calculated by the FAS calculation program.
Amount Revise This can be changed accordingly if changes are made to the Inload or Overload columns.
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Step 4:   View the following information on the  tab: 

Tab Fields  
Instructions/Descriptions 

Description This is the description of the course or release time.
Subject Area This is the subject code of the course.

Catalog This is the catalog number of the course.
Deptid Orig This is the original home department id that the Instructor belongs to and defaulted by the FAS 

calculation program. 
Deptid Revise This field can be used if the department id needs to be reassigned to be charged to another department. If 

this is done, then an email notification is sent to the other chairperson. 
Earn Code This value is defaulted by the FAS calculation program and is needed for HR purposes
Grant checkbox Can be checked if this is Grant related. This will trigger grant workflow. 
Earn Code Revised This can be changed if the needed
Comment Comment field is optional and is a free format field.
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Step 5:  View the following information in the Totals box: 
 

 Box  Instructions/Descriptions

Tot InLoad Rev Cred The total inload revised credits that the instructor will be paid.
Tot OverLoad Rev Cred The total overload revised credits that the instructor will be paid. 

Total Rev Credits The total revised credits that the instructor will be paid.  This amount is the sum of the 
Tot InLoad Rev Cred and Tot OverLoad Rev Cred columns. 

Total Orig Credits The total original credits before any changes were made.
Total Orig Compensation The total original compensation before any changes were made.
Total Rev Compensation The total revised compensation that the instructor will be paid.
  

 
 

Important Note:   If you would like to view your assignment sheet for a prior semester, click on  
at the bottom of the page.  Once this is done, you will see a listing of semesters that you can 
select.  

 

 
 
The process is complete.   
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