Instruction for registering for the Partial Load Consideration list

There are 2 ways available for faculty to register for the partial load consideration list.

Option A: For those faculty that have a current, active Fleming account, they can register through
Evolve, accessing it throughinternal links.

Option B: For those past faculty that do not currently have an active Fleming account, thereis an
externallink available.

To register your interest in partialload teaching, follow the steps below;
OPTION A:

1. Logon to myCampus at https://mycampus.flemingcollege.ca.

2. Click on “Evolve Administrative Systems” in the left-hand navigator:

Fleming College

LEARN | BELONG | BECOME mycampus for Students & Staff at Fleming College

EMAIL (OWA)

MYCOURSES (D2L)
CO-CURRICULAR RECORD

EVOLVE ADMINISTRATIVE
SYSTEMS

@ Today's Schedule

B ALewaY o) You have no classes scheduled for the current week.

STAFF RESOURCES STUDENT LIFE REGISTRARS OFFICE SERVICES DIRE!

3. Oncein Evolve, click on the Navigatoricon in the top-right hand corner.

My Page Help Manager Dashboard Recruiting Home

and how to contact Information Technology Services (ITS)

Welcome to Evolve! S av My Reports ~
First time using Evolve since the upgrade? Report Folder

PSPPYRUN General
Before proceeding, please ensure that you clear your browser cache otherwise you may experience issues.
Directions on clearing your browser cache can be found on the Help fab. e

PSPPYRUN General
Did you know?

3301

The Help page contains useful information on printing from Evolve, setting up your favourites, navigating, PSPPYRUN General

4. The Navigator will open on the right-hand side. Scroll to and then click on “My Self Service”.


https://mycampus.flemingcollege.ca/
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NavBar: Navigator

MAPS - Academic Planning > A
il
-
HE)

Manager Self Service >

Recent Places

E My Self Service >

Navigator Organizational Development >

Then click on “Payroll and Compensation”.

NavBar: Navigator

i, :‘ My Self Service ﬂ

:0 ~

Campus Personal Information >

Recent Places

E Degree Progress/Graduation >

Navigator

Faculty Center >
* Time Reporting >
My Links

Payroll and Compensation >

5. Then click on “Register for Partial Load”.

NavBar: Navigator

EAE

<= | Payroll and Compensati...

Recont Places View Paycheck

E Direct Deposit

Navigator View TAIT4A Slips

* T4/TAA Consent

My Links

Register for Partial Load
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6. You will then be presented with the Partial Load Registration page. Toexpress your interest,
change the two drop downs to “Yes” and then click on “Submit”.

Partial Load Registration

Name: -~ Employee 1D:

This registry is open to current and previously employed partial load employees.

Your Parfial Load registration status: You have not indicated your choice for the period Jan 01, 2023 to Aug 31, 2023

Please select "ves' to indicate interest or ‘Mo’ to withdraw interest in teaching partial load

Yes ~
between Jan 01, 2023 to Aug 31, 2023.
Please select "Yes' to indicate you understand that this is not a guarantee of being offered a es b
pariial load teaching assignment during this period.
Partial Load Registry History View All | 10f1
Year Start of Year End of Year Action Submission Date Updated By
7. You will see the confirmation of interest under Partial Load Registry History:
Partial Load Registration
Name: Employee ID:
This registry is open to current and previously employed parfial load employees.
Your Partial Load registration status: Interested for the period Jan 01, 2019 to Dec 31, 2019
o Please select ™es' to indicate interest or "No’ to withdraw interest in teaching partial load Yes v
between Jan 01, 2019 to Dec 31, 2018.
Flease select "Yes' to indicate you understand that this is not a guarantee of being offered a fes v
partial load teaching assignment during this period.
Partial Load Registry History View Al | 2 1-30f 3
Year Start of Year End of Year Action Submission Date Updated By

2019 |Jan D1, 2019 Dec 31, 2019 Interest Oct 31, 2018 @ 10:28:00 AM
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OPTION B:

1. The externalregistrationlink can be found on the Fleming College website under Careersat Fleming
(Careers At Fleming : Fleming College)

;\v’ FLEM | NG PROGRAMS & COURSES ~ ADMISSIONS & AID  STUDENT LIFE  ABOUT FLEMING

A » Careers At Fleming

Careers At Fleming

JOIN THE FLEMING COLLEGE TEAM

Explore what Fleming College has to offer.

Are you a former Partial Load (PL) contract
faculty with Fleming College and are
interested in registering your intent to
receive priority consideration for PL
assignments in the upcoming calendar year?
If so, click on the Register Now button and
provide the information requested.

Register Now ©

& CONTACTS

2. Click on Register Now and this will open a validation page and you will enter your employee number
and date of birth.

Partial-Load Registry

By October 30th in each calendar year, curtently or previously employed Partial.Load employees must
regrsier thew interest in teaching 8 Partial.Load assignment scheduled in the following calendar year

{ you are currently Partial-Load or have previously had a Partial-Load assignment, please complete the
lollowing. Please note this s only open 1o those who currently or have previously taught Partial.Load

"Employee 1D || |

*Date of Burth % MMODYYYY


https://flemingcollege.ca/about-fleming/careers-at-fleming
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3. You will then be presented with the Partial Load Registration page. Toexpress your interest, change
the two drop downs to “Yes” and then click on “Submit”.

Partial Load Registration
MName: ’ Employee 1D:

This registry is open to current and previously employed partial load employees.

Your Parfial Load registration status: You have not indicated your choice for the period Jan 01, 2023 to Aug 31, 2023

Please select "Yes' to indicate interest or ‘No' to withdraw interest in teaching partial load ez o
between Jan 01, 2023 to Aug 31, 2023.
Please select "Yes' to indicate you understand that this is not a guarantee of being offered a es b

pariial load teaching assignment during this period.

Partial Load Registry History View All | 10f1
Year Start of Year End of Year Action Submission Date Updated By

4. You will see the confirmation of interest under Partial Load Registry History:

Partial Load Registration

Name: Employee ID:

This registry is open to current and previously employed parfial load employees.

Your Partial Load registration status: Interested for the period Jan 01, 2019 to Dec 31, 2019

o Please select ™es' to indicate interest or "No’ to withdraw interest in teaching partial load Yes v
between Jan 01, 2019 to Dec 31, 2018.
Flease select "Yes' to indicate you understand that this is not a guarantee of being offered a fes v

partial load teaching assignment during this period.

Partial Load Registry History View Al | 2 1-30f 3

Year Start of Year End of Year Action Submission Date Updated By

2019 |Jan D1, 2019 Dec 31, 2019 Interest Oct 31, 2018 @ 10:28:00 AM
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The Registration period for the upcoming year opens September 15t (12:01am) and closes April
30t (11:59pm)

If at any point throughout the year you wish to “unregister”, just follow the steps above and
change your answers to “No”.

Should you have any difficulties registering, please contact Michelle Bozec, HR Services Specialist
(michelle.bozec@flemingcollege.ca) for assistance.

Updated: 2022
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