


8. As a Chair/ Dean how do I updated incorrect FTE on the activity ?

A. Login into  Activity report for faculty you > Update Total FTE Reported box > Hit update FTE > re-

fresh the page.  

9. As a Chair/ Dean how do I combine two course taught by same Faculty.

A. Login to Activity report for the faculty > select Faculty Information  tab> Select Change/Merge 

Record key > Update from and to pay plan > Hit Merge Records. Refresh the page. 


