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INTRODUCTION

The Online Faculty Credentialing Database (OFCD) islaasdtility to propose and
approwefaculty teachoncredentials. This systesplacetheold PBCCpaper an@-mail

system of faculty credential approval. The OFCD follows the policies and prdesdribesi

in thePalm Beach Stadeademic Management Manual (Section B)
http://www.palmbeachstate.edu/documents/academic_services/sectiambfpdiilty
credentialing. The OFCD providegalm Beach Stageministration with data necessary to
comply with Southern Association of Colleges and Schools (SACS) accreditatentsquire
for faculty credentialing.

The OFCD does not replace the Human Reso(ké8gpaper trail forequired
facultyinstructor applications, intervieand approval. It is necessary to prodidevith all
therequireddocuments to enter faculty inte fanthernet Instructor Resource Management
SystemIRM) in additionto compleing thisOnlineFaculty @edentialindpatabas@rocess.

OVERVIEW OF THE ONLINE FACULTY CREDENTIALING DATABASE

The OFCD is made up of an inputting processviewproces®nd an approval process
Credit, PSAV and Prep faculty credentialsrgaghall three procedures ending with the
electronide ans 6 Co u napprdval prosd TheésBcledentialingequestarethen
sent ontoto Academic Services to be enterediR¥l. Corporate and Continuing Education
(CCE) and Avocationtaculty credentiaip through the input and review prodegsio not
need Deansd @C&€HandAvbcatianatpdertial requesiresent to Academic
Services to be entered itf@ after the review process.

The Input Process

Therosteroriginatoror their designeses up thecredentialingequest for faculty in ti@FCD.
Theoriginatorwill select an existing faculty membemderbasic identification information
abouta rewfaculty membeset up theredentialingequest approval patmd complete up to
six screens that reflect the information formerly provided pajledaculty roster(See
Appendixfor samplg. Theinformationscreens are:

0 College Degre€sS)/College Degrees (NB)

o0 Graduate Courses (Credit/Prep Faculty)

o Current Licensuf€ertification(Faculty in Health Care and other disciplines with
licensuretertification requirements)

o Credentialing Justification

o SpeciaCriteria(asneedell

0 ProposetlApproved Courses

Revisedl/11 fOFCD Eaculty Search Buttoris theBrowser Back Buttmo Paged of 79
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Once all the necessary screens are comphetedginatosubmisthe faculty credentialing
request for review the OFCD

The Review Process

Each reviewdincludes a program managetdepartment chaian associate dean, a dean and
the necessary support stfks over the information included on the six screens and either
sendghecredentialingequestorward to thenext revieweor back to the last reviewer (or the

originator)or corrections.

On recommendation of trecademidean, lhefinalrevieweeither sendthe credentialing

~

requesforward forD e a n s 0 afpualbr o Adademic Services to be entered into the
IRM system

Deans

Deans
neces

0

(0]

Council and VPAA A paculty @edentidso r

C o u is ioitiatedvith prpetearona-imailnoticewithin the OFCDand if

sary, can be forwarded
credentiaing equest i s appr oeueidg the Yice Presadans df Ac&demian ¢ i |
Affairs Y PAA), the final reviewesends the credentialing requegtdademic Services to be
entered into the IRM System.

f olOncdthes cus s i

Corporate and Continuing Education (CCE) and Avocationdfaculty Credential

Completion

Corporate and Continuing Education (CCE) and Avocaftametlycredentialdo not need to
be approved by DRredemiaefuestsseusenttdo AcadammcdSergioes
following the review process.

Faculty Credentials entered into the IRM sytem

Academic Services estaltapprovedcredentialedourses into the IRM syste@nce the
credentials are entered, Academic Services notifies all pariticibaripproval Path of the
requesof thecompletion of thepecificcredentialingequest Credentialed faculty can be
assigned to courses they have been approved tattdasipoint
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Online Faculty Credentialing DatabaseFlow Diagram

FILL -IN ROSTER SCREENS
CollegeDegres (US)College Degrees (NedS)
Graduate Courses
CurrentLicensure/Certification
Credentialing Justification
Special Criteria to Continue Credentials
Proposed/Approved Courses

SET UP APPROVAL PATH GROUP
O Originator
R1 Reviewer 1
R2 Reviewer 2
R3 Reviewer 3
R4 Reviewer 4
FR Final Reviewer

SELECT FACULTY

Indicate Requestor

New Faculty ¥
of Record v

(Enter Information)

| Existing Faculty | Y

v

REVIEW PROCESS

E-mail E-mail E-mail E-mail E-mail
Notice Notice Notice Notice Notice
Screen Screen Note Screen Note Screen Note Screen Note Screen Note
Note
O Y R1 Y R2 Y R3 Y R4 Y FR » Credit/Prep/PSAV
= =~ =~ =~ =~ to De ans(
Y Return Y Return Y Return Y Return Y Return
E-mail Notice E-mail Notice E-mail Notice E-mail Notice E-mail Notice CCE and
Screen Note Screen Note Screen Note Screen Note Screen Note g
Avocational to AS

E-mail Notice
Screen Note

\4

CREDIT /PREP APPROVAL PROCESS (FR Facilitates)
‘FR ‘Y ‘ Deanso \lbteqY ‘Approve‘

> ‘ Academic Services

\‘ Hold for HR Entry ‘/'

| Reject | Y | Delete Request from Databas
CoundY |Approve|Y |Holdfor HR Entry| Y | Academic Services

| Reject | Y | Delete Request from Databas

| Discuss | Y |[Deans?d

| Return | Y | To Originator |

\4

COMPLETION NOTIFICATION PROCESS
| Y | IRMEntry | Y

Academic Services ‘ Approval Path Group ‘ Y ‘ Completed Request Removed from OFCD
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THE ONLINE FACULTY
CREDENTIALING PROCEDURE
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Login
Thelive Online Faculty Credentialibgtabase (OFCDjteis available through a liok the
Palm Beach Stdtg#ranet homepage. The OFCD address is

http://intranet.pbcc.edu/utilities/FCD/Index.aqiee Appendix for instructions on how to add
this link to your My Links Intranet Screen.)

/2 Palm Beach State Intranet - Windows Internet Explorer

Ele Edt Yew Favorkes JTooks Hebp

W W Palen Baach State Intranet

PALM BEACH STATE COLLEGE
INTRANETY
Welcome Kathleen Gag

Palm Beach State Web Site

Tuesday, January 18, 2011

People Finder a

Employee Web B

:u_u_.“‘" I: sri_m_u_bs, "‘.W Edit My Links Locetion :].
College Relstions and lnte line R cati Search
Utility Bhaong Mumber Search

JMU Online Curriculum

Liswx_llm&mmyn

Utility

Ar f Stu tili

Pr.ln'-,“ll "L'J'.Ll‘_'_ﬁ C &m F
cswinin || Gt 9D
SRR DD Registration Link QECD Number Change
Lachnoleay Service Cantar DD Van-Camoal Sian QECD Reparss

Deans List Modification Utiliy 2ECDVPAA Sub

e S

"-'m'w[W:Ar 52’9!' m
Jet All Forms Demo User Site P_'QmamJ..ﬂmina_Qum_g

Employee Web SACS Wiiting

i View OFCD Rosters

This is a secure database, so you will need to enter your full user name and password to enter the
OFCD. (Contact Academic Services if you do not seardimgpt the first time you sign in.)

| Windows Security XS

Connecting to intra2.palmbeachstate.edu. u

‘ gamblek |

Passwaord ‘

B

' Domain PECC_ADMIN |

|:| Remember my credentials

oK ‘ . Cancel
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Once you have logged on, you will enter the main page of the OFCD, the Faculty Search Page.

Welcome Peggy Adams.King

Intranet Home

Online Faculty Credentialing Database

Faculty Search
Faculty Credential
et Add a New Faculty Name
pdats Licarsut (Please check existing faculty records before creating a new faculty record.)
OR
Existing Faculty Search

You can enter all or part of the faculty name you are searching for.

Last Name: |
First Name:
Search

Currently Active Rosters that Include Your Name in the Approval Path

Faculty Name * Roster Date 0O R1 RZ R3 R4 FR D/F/AH
View BERES, DEBBIE 12/14201 E v v ¥ % v
View GOLDSMITH, FRANK Q9092010 v v v v v v D

* Click on Roster Date to see Approval Path

Revisedl/11 fIOFCD Faculty Search Buttoris theBrowser Back Buttmo Page9 of 79
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PART 1

Creatinga New Faculty Record
OR
Findingan Existing FacultiRecord

AND

Starting &redential Request
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Faculty Search

Theinitial faculty search page of the OF€Wheren existing faculty name can be selected or a
new facultypjame can be entered itite database

Welcome Peqggy Adams.King
Intranet Home Online Faculty Credentialing Database
Faculty Search

Add a New Faculty Name
(Please check existing faculty records before creating a new faculty record.)
OR

Existing Faculty Search

You can enter all or part of the faculty name you are searching for.

Last Name:
First Name:

Search
Currently Active Rosters that Include Your Name in the Approval Path
Faculty Name * Roster Date 0O R1T RZ R3I R4 FR D/F/AH
View BERES, DEBBIE 12/142010 E ¥ v ¥ v ¥
View GOLOSMITH, FRANK 09092010 v v v v v v D

* Click on Roster Date to see Approval Path

Below the Existing Faculty Search iBaxist of all thactivefaculty credentialing requesta/hich
you are involvedEdit in the left column indicates the credentialing requesifitirsyour queue, can
be edited by you, andsmot been submitted to the next lexfaleview View in the left column
meass the request is no longer in your querai can only view the roster and print it Mdu can
locatewhere in theredentialingrocess the requestasthe right of the faculty nam&he active
request isnarkede for Edit and all the resttiégl withv for view capabilitiesTo the right of the
Request line, the listing indic@&s/A/H . Letters under this listing stand for the status of the
request once the initial approval path is completed and before the request i<fmiBleats'
Council voteF=Final Reviewer Queus=Academic Services for input into the IRM systenHand
stands for Holewhere a request is stored by the Final Reviewer when waiting for Human Resources
action on a faculty application.

To viewall the partipants irthe ReviewApproval Path foacredential requestick on theStart
Date in the middle of theequestine. The following screen appears in a new window

W\ \

PALM BEACH STATE COLLEGE

INTRANET Palm Beach State Web Site

Welcome Peggy Adams-King
Faculty Information
Name: DEBBIE BERES Employee Number: 77805
Initial Hiring Department: DEG CPI - CPI Email: beresd@palmbeachstate.edu

Credential Request Approval List

Origi Gwen Sidlo Reviewer #1: Gwen Sidlo

Reviewer #2: Peggy Adams-King Reviewer #3: Gwen Sidlo

Reviewer #4: Patricia Richie Final Reviewer: Gwen Sidlo

Revisedl/11 fOFCD Eaculty Search Buttoris theBrowser Back Buttmo Pagellof 79
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For those personnel acting as Final Reviewer in the OEIGD,theactive credentialing request

box, therewill beadditionaboxest o moni t or credentialing reque
Council forapprovalavhi ch are being held after the Dea
being sent tAd.cademic Servicesbe input in the IRM (the last stage of the OFCD

Selecting Faculty to Credential

Existing Faculty

To chose an existing faculty menametadd information or credenti&ds them typeall or part of
the last name in thest Name box of Existing Faculty Searchandclick onSearch A list of
facultywill appear. Té&aOFCDwill list both active and inactive fac(tigted in red) Youcan only
accesactive faculty. If yooeed tacredential a faculty member listed as inactive please contact
Academic Servicasreactivatéheexisting record before submittangredential requestSee
reactivation procedureTechnical Support Sectipn

PALM BEACH STATE COLLEGE

INTRANET Palm Beach State Web Site

Welcome Peggy Adams-King

inusaettiome Online Faculty Credentialing Database
Faculty Search

Faculty Credential

Add a New Faculty Name
(Please check existing faculty records before creating a new faculty record.)

OR

Existing Faculty Search

You can enter all or part of the facully name you are searchang for

Last Name: [pc'rq’

First Name: ]

T [Eaa]

You can also search for existing faculty by em®rin the Last Name box of Existing Faculty
Searchandclick onSearch

A list of all facultyo choose fronm theOFCD will appearThosenamedisted inred are inactive
and must be reactivated.

Revisedl/11 fOFCD Eaculty Search Buttoris theBrowser Back Buttmo Pagel2of 79
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PALM BEACH STATE COLLEGE

INTRANET

Palm Beach State Web Site

Welcome Peggy Adams.King

Intranet Home

Faculty Credential

Online Faculty Credentialing Database
Faculty Search

Add a New Faculty Name

Faculty Search 2. ad 2
a (Please check existing faculty records before creating a new faculty record.)

Update Licensure OR
Faculty Search Results
Faculty Name Current Active Roster Request
PORATH, LAURIE
PORES, JOSEPH A
View Porro, Ana M No
View Port, Rebecca No
PORTER, CHARLENE F
View PORTER, DAVID M No
i faculty name is ivated at Paim Beach St
Please contact ormation on reac

When you click oWiew to the left of the faculty name, the basic information screen will appear for
the faculty person.

PALM BEACH STATE COLLEGE

INTRANET

Palm Beach State Web Site

Welcome Christine Ferrera

View Existing Faculty Information Click to view full roster

Intranet Home

Faculty Credential

Faculty Search

View Full Faculty Roster

Existing Faculty Information

First Name:

Update Licenzure

Last Name:

Email:

Employee Number:
Faculty Type:

Teaching Status:
Employment Status:
Initial Hiring Department:
Initial Hire Date:

Initial Deans Council
Approval Date:

Ana M

Porro
porroa@palmbeachstate. edu
1946

Full Time

Current

DEG MATH - MATHEMATICS
January 1, 2000

09/13/2000

Credential Request

Current Request

~

View

Originators Name

Dejesus, Sya

Begin A New Credential Request

Start Date
January 11,2011

Revisedl/11

AOFCD Faculty Search Buttoris theBrowser Back Buttmo

Pagel3of 79



Palm Beach State College
Online Faculty Credentialing Database
Procedure Manual

NOTE: Because the OFCD is a centralized credentialing system, standard practice should be to lo
up a faculty name before entering it as a new fdmsesaves duplication of records within the
system and saves the user time if the faculty is already credentialed for the course being requestec

New Faculty

To addbasidnformation about a new faculty mendoed create a credential requgst checkthe
existing faculty ligh the OFCDto make sure the new faculty does not already exist under this or
another (AKA) name(Employee numbewill be the same) o@tactAcademic Servicesupdate the
existingaculty recordf anew faculty name is to be usadthe existing recofdctive or inactive)f

the faculty you want to credential exisisarOFCDbut is inactive please contacademic Servicts
reativate.

Once you have checked the existing faculty to make sure the new faculty is not listed théedclick on
a New Faculty Nameat the top of thé&aculty Search Screen.

Welcome Pegygy Adams-King

Intranet Home

Online Faculty Credentialing Database

Faculty Search

Faculty Credential

Lasults Lot Add a New Faculty Name
B —
(Please check existing facuity TecoT0s netore creating a new faculty record.)

Nodats Lsenpate

L OR

i Existing Faculty Search

| You can enter all or part of the faculty name you are searching for

Last Name: [

First Name: ]

Search

' Currently Active Rosters that Include Your Name in the Approval Path

Faculty Name * Roster Date 0O Rt R RB R4 FR D/F/AH
View BERES, DEBBIE 124142010 E v v
View GOLDSMITH, FRANK (120

v v v ¥ ¥ D

* Chck on Roster Date to see Approval Path

Faculty Information

Existing Faculty

TheFaculty Information Screenfor existing facultyill be grayed out and have the following
information

On the screen:
T Name, email,|ID number

1 Faculty Typétype of courses taaales)

Revisedl/11 fOFCD Eaculty Search Buttoris theBrowser Back Buttmo Pagel4 of 79
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Teaching Stattull/partimé&emporary fithg

Employment Statusurrent after first credentialing request)is approved
Initial Hiring Departmen¢Departmeot whidacultwas first hiyed

Initial Hiring Date(HR hiring date, updafag by Academic Ségrvices.
InitialDe ans & Co u bata(WhenAtpsgacuiagirstadpprovedeacht
Palm Beach Jtate

*Nonemployee will stay MNployee.

= =4 4 -4 4

To alter any of #informationon this screefor existing facultyou shoulatontactAcademic Services

Thebox at thebottom of theexisting=aculty Information Screenlists theopen credential requests for
the selectethculty member, who initiatdee requestind the date it was initiated. In the left column,
thosewith VIEW next to thentan be viewed and printed or(lyou will need to alter your printer
settings before printigee PRINTING FACULTY CREDENTIAL REQUESTI6 Technical

Suppori)

PALM BEACH STATE COLLEGE

INTRANET Palm Beach State Web Site

Welcome Christine Ferrera
View Existing Faculty Information
Intranet Home

E View Full Faculty Roster

Faculty Credential

Existing Faculty Information
First Name: Ana M

Last Name: Porro
Email: porroa@palmbeachstate edu
Employee Number: 1946
Faculty Type:
Teaching Status: Full Time
Employment Status: Current
Initial Hiring Department: DEG MATH -- MATHEMATICS
Initial Hire Date: January 1, 2000
Initial Deans Council 09/13/2000

Approval Date: /
P
Credential Request /
Begin A New Credential Request
Originators Name Start Date
View Dejesus, Syha January 11,2011

This boxalso containslabeledBeqgin a New Credential RequestClick on this button to start a new
credentialing requdst this faculty member

Revisedl/11 fOFCD Eaculty Search Buttoris theBrowser Back Buttmo Pagel5of 79
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New Faculty

The Add a New Faculty Name screen contains fith boxes for the following information:

First Name

Last Name

Faculty Typéselect all that applh@vocational, CreeitE Prep, PSA\&upplemental
Teaching Statusull/ Parttimélemporary Ftithe

Employment Statublew/Redivated/NeEmployee

Initial Hiring DepartmenDrop Down list of Degrees/Departments

= =4 4 -4 4 -4

PALM BEACH STATE COLLEGE

INTRANET

Palm Beach State Web Site

Welcome Christine Ferrera
Add Faculty Information

Intranet Home

Faculty Credential Add New Faculty Name

Eaculty Search

First Name:
Last Name:

Faculty Type: [~ Credit I~ PrepVoc Prep I~ PSAV I~ CCE (Suppl) I Rec/LLL
Chose all that may apply I Other

Teaching Status: @ FullTime  C Pat Time  C Temporary Fullk-Time

Employment  New  © Reactivated  C Non-Employee
Status:

Initial Hiring [~ 3 =
Department: I Select —]

Add Faculty

Once all this information is completed clicikAdd Faculty. This will produce a screen that has all
the boxes filled in with another box added in the right hand corner AigAéallso Known As)

At the bottomof the Faculty Information screen is a button lalsgoh a New Credential
Request.Click on this button to start a new credentialing refqudéke new faculty

Revisedl/11 fOFCD Eaculty Search Buttoris theBrowser Back Buttmo Pagel6 of 79
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PALM BEACH STATE COLLEGE

INTRANET

Welcome Kathy Gamble
Add Faculty Information

Intranet Home

Add a New Faculty Name

Faculty Credential

Sl New Faculty Information

First Name: MOON Also Known As
Edit AKA Names

Last Name: FULLBRIGHT

Faculty Type: [V] Credit Prep/Voc Prep PSAV CCE (Suppl) Rec/LLL

Select all that apply

Other
Te;t‘;h‘i:sg: Full Time Q' Part Time
Employment Current Temporary Full-Time 9 New Reactivated
Status: ) Non-Employee
Initial Hiring =
Department: DEGART =AY >

Update New Faculty Information

Credential Request
Begin A New Credential Request

Beqin a New Credential Request

Whether you are requesting credential approval for existing faculty or netihéasaitye process
enter credentialing informatisrfollowed from this poiran in the OFCD On the first screeaf the
requestsixreview/approval positionsiust beselected along with the/ision/department and
discipline requesting the credentialiffgen g to six screens need to be filled in withriné&tion about
thefacultyeducation, licensure agxperience as well@sposed courses to be credentialed

Welcome Christine Ferrera
Intranet Home Faculty Information
Name: ANA M. PORRO Employee Number: 1945
Initial Hiring Department: DEG MATH - MATHEMATICS  Email: poroa@palmbeachstate.edu

Credential Request

View Full Faculty Roster

RR Originator RR Reviewer #1
€ |-Select- > € |-Select- >

RR Reviewer #2 RR Reviewer #3

¢ [-Selea- - ¢ [-Selea- 2
RR Reviewer #4 RR Final Reviewer

¢ [-Seleat- - ¢ [Selea- -
R-R: Requestor of Record

Requesting Department:

- Select- =~

Requesting Discipline [ Select |

ion Form (for this request) No € Yes O

Date E/A/J Approved by VPAA | Select if known ¥ I
Add Request
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The Approval Rath

The Credential Requestscreen first establishes the chamoéwandapproval foafaculty

credential request. Whoever initiates the online faculty credentialing reguenst §ik review
positions on the scre&om dropdown boxesThere areix positions available to process a
credential requelsecause in most cases designated staff will work with the person responsible for
approval at each levelthe OFCD These six positioradlows for interaction betwethese
designateohdividualdor efficient processing of a credential request

1 Originator-The person who initiatése online credentialing procesepartment
Chaif Program Manager Leweldesignated staff on the behalf of the fgrmer

1 Reviewet#l through #4-The persos within a department that are responsible for
reviewing faculty credentials prior to being hiredcdifeguratiorof these individuals will
vary within a discipline but genenallyinclude the department chair or program gean#
they were not the originator, staff to the chair or manager, the Associate Dean and their staf
and the Dean and their staff)

1 Final ReviewerThe person who reviews the last level of the online credentialing process
( De an 0 kefolle therages)issenttbe ans & Council forCredit/ P
approvabr onto Academic Services to be loaded into the IRM system
(CCHAVOC/Supplemental)Generally, this will be the staff to the Dean.

Each credentialing group will need to work oubtiistics of the approval path for their specific
needs. All the dropped downs in the OFCD for all six positions contain all the names identified in
the credentialing processwhatever configuration necessary can be built to process faculty
credentials.

There are several identifieahfigurations for th&pprovalPathoutlinedin the Appendix Of

course there are many variatlmegondhese basic configuratioAdl.six boxes must be filled in

to proceed with the credentialing request.

RequestingDepartment/Discipline

Once the approval path is selected, the department requesting the faculty credentials and the
discipline need to be chosen from the -dimpn boxes.

Exception

If the faculty credentials being requeatedonsideremh exception ttheir education or training,
an exception forrthttp://www. palmbeach stagglu/documents/academgervices/sectionb.pdf
Section B, page B8)needs to be submitted to thed&President of Academic AffairdA&A) and
approved.If this is the case, click ¥ESto the statemerException/Justification Form

(No/Yes). You will then need to fill in the Exception approval date in the boxes provided.
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PALM BEACH STATE COLLEGE

INTRANET

Welcome Christine Ferrera

Intranet Home Faculty Information
= Name: HELENA CUELLAR Employee Number:

Initial Hiring Department: DEG ENGN - ENGINEERING Email:

Faculty Credential

Credential Request

View Full Faculty Roster

R-R Originator R-R Reviewer #1
9  Hirschkorm, Joan v Ramos, Carlos v
R.R Reviewer #2 R.R Reviewer #3
Ramos. Carlos v Ferrera. Christine v
R-R Reviewer #4 R-R Final Reviewer
Ramsammy. Roger v Fermera, Christine v

R-R: Requestor of Recced

Requesting Department:

DEG ENGN - ENGINEERING ~
R 9 i e Di .r.- E i b ¥
Exception/App iceship/Justification Form (for this request) No @  Yes

Date E/AlJ Approved by VPAA Selectifknown v

" Update Request ]
College Degree Graduate Courses Current Licensure
Credit/Prep Credit/Prep All faculty
Credentialing Justification Propos: ourses Special Criteria
Credit, Prep, All Faculty

PSAV, CCE, AVOC

(View continued on nextage)

Select one of the options below and then click " Submit".

This credentialing request is ready to send to Roger Ramsammy.

This credentiali q is being d to Carlos Ramos for
revision,

Delete this credentialing request.

Comments on this request or reason for return:

| Submit

Once all this information is filledon the OFCDCredentialing RequestScreen click onthe
Add Requestbutton. This will update all this information and add a box at the bottom of the page
that includes links to the §ixedentialing Information Screens
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PART 2

Developing Roster Screens for a
Credential Request
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Credentialing RosterInformation Screens

CollegeDegrees ScreelfCredit/Prep Faculty)

TheCollegadegree screen allows you to enter all the degrees completed in the United Stated by the
faculty beingredentialedThis screealsohas a link to amput screen for anfpreigndegrees
beingsubmittedor the faculty being credentialed.

PALM BEACH STATE COLLEGE

INTRANET

Welcome Christine Ferrera

Intranet Home Faculty Information

Name: HELENA CUELLAR Employee Number:
Initial Hiring Department: DEG ENGN — ENGINEERING Email:
Faculty Credential
Credential Request
Originator Reviewer #1 Reviewer #2
*** Joan Hirschkom Carlos Ramos Carlos Ramos
Reviewer #3 Reviewer #4 Final Reviewer
Christine Fermera Roger Ramsammy Chnstine Ferrera
*** Requestor of Record
Requestiog Department: DEG ENGN - Requesting Discipline Engineenng

ENGINEERING

Exception/Justification Form: No Date Exception Approved:

View Full Faculty Roster

College Degree (s i scedited College Degrees
Add A New College Degree (Non-US)
College Degree

Add College Degree (US)

College
Degree:

Degree
Major:

- Select-

Institution:
Accreditation: Please Select ~

Dass Tleqgren Selectifknown

Awarded:
..AddDagree
Gvagualg ggurg; Qu"en} Liggnsgne
Credit/Prep All faculty
Credentialing Justification Proposed Courses Special Criteria
Credit, Prep, All Faculty

PSAV, CCE, AVOC
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Degrees(US)

Here is howo fill in the requested informati¢completeoneentry at a timdpr DegreegUS)

T

il
1
il

CollegeDegreeselect degree type (BA BIA, PhD, etc.) from drogdown list. (If a degree
does nexisbn list, please contademic Sertacepdate the list)

DegreeMajor Type in the majaf degree
Institution Type in the full name of the institutiomcluding city and state

Accreditatiorselect the nationally recognizectediting agency for the institution where the
degree was obtainedo verify the accreditation of the institution being entered, go to
http://www.chea.({Pgvate institutions must be accredited by one of theakggencies

listedin the accreditation drajpwn Those not accredited by these agencies should not be
entered into the OFCD).

DateReceivedbasedn the information you havkee degree date can be:

Month (drejfpwriidyyyyOR Month (drajpwryyy¥OR yyyy

Once all this information is enteredtkcbnAdd Degree The degregist entereavill show up above
the filkin boxes and at this point yleavethe option taEdit theadvanced degree you just entered or
Deletethe refeence all together.

PALM BEACH STATE COLLEGE

INTRANET

Welcome Christine Ferrera

Faculty Information

Home Pace Name: HELENA CUELLAR Employee Number:
Initial Hiring Department: DEG ENGN -~ ENGINEERING Email:
Faculty Credential
Eaculty Sesrch Credential Request
Originator Reviewer #1 Reviewer #2
*** Joan Hirschkom Carlos Ramos Carlos Ramos
Reviewer #3 Reviewer #4 Final Reviewer
Christine Femera Roger Ramsammy Chnstine Femera

** Requestor of Record

Requesting Department: DEG ENGN - 2 g gy
ENGINEERING Requesting Discipline Engineenng

Exception/Justification Form: No Date Exception Approved:

View Full Faculty Roster

| College Degree (i sil scoedites College Degrees
‘ Add A New College Degree (Non-US)

College Degree
\r Edit - Delete  M.S. - Master of Science, Cmptr Integrated Design & Mfg - May 13, 1990

Add College Degree (US)

College

- Salart - v
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College Degree ugrigrue imtamascn Reguined

Add A New College Degree (US)

College Degree

Edit - Delete  MS. - Master of Science, Cmptr Integrated Design & Mig - May 13, 1990

PSAV, CCE. AVOC

Add College Degree (Non-US)
Type of Degree:
| Foraign rame )
Degree Major:
Institution:
Institution
Location:
Pion Country )
Date Degree .
Awarded: Selectifknown »
Language of
Degree
Date of :
Evaluation: Selectf known +
Approved o
Translator: Select i
it Homrs
™~ Type of Cred
T~ Ty “" Z " Semester Quarter
This transiation equals a US degree of
-Select- v
Add Degree
Graduate Courses Current Licensure
Credt/Prep All faculty
Credentialing Justification Proposed Courses Special Criteria
Credt, Prep All Faculty

To add an advanced foreign degree, cliékldibegree (NonUS). This willbring upa screemhich

request specific information for the advanced foreign degree.

= =4 4 -8 -

Type of Degre@ype in foreign degree name
Degree Majelype in degree major
InstitutionType in namesfitution

Institution LocatioAType igity and country of foreign institution

Date Degree Awardeldased on the information you have the degree date can be:

Month (drafpwridyyyy OR Nih (dregowryyyy OR yyyy

= =4
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Month (drapwnridyyyy OR Month (diepryyyy OR yyyy
9 ApprovedTranslatoiThis information is required for any foreign degree that is entered. Selec
translator from thedirom boxf the translator is not listed Acadachic Sertacisd out
the process for adding a new translator.
1 Total Semester Equivalent Credits AwakEigdr the total number of United States semester cre
the foreign degree is equivalent to (based on the translator report). If theateantslataslists the
as quarter hotlrs,database will convertshieraster hours

Formulae: 1 quarter hour = .667 semester hour
1 semester hour=1.5 quarter hours

1 Check if his translation equals a US dedfee, ®lect a U8Slegree from dredown list
Some foreign degree information can be included in a credential request without being equi
Degree.

When all the information is entered for this advanced foreign degree AtidiD&@gree The degree
information just entered will show up above thénfiloxes of the Advanced Degree screen and at this
point you have the option to edit the advafmeigndegree you just entered or delete the reference all
together.

Graduate Courses ScregiCredit/Prep Faculty)

When entering faculty graduate courses, fileésentries to those thapply onlyto the discipline the
faculty is being credentialed for and limit this to thelBesteditdor the discipline. Thograduate
creditsover 18 for ay onediscipline are not necessary and will not be considered in their evaluation.

Information needed for this screen:

*Graduate Course Numbgype in graduate course number
Graduate Course THIg/pe in graduate course title
Credit HoursType in crediturs as listed on transcript or advance foreign degree translatior

Type ofCreditSelect SEMESTER or QUARTER (the database will convert quarter credits
semester cretlitese courses entered as quarter hour credits will be convsrted to semeste

= =4 4 A

Formulae: 1 quarter hour = .667 semester hour
1 semester hour=1.5 quarter hours

DisciplineSelect the disciple this graduate course will be appliedawrirbsh the drop
Institution/Commentsyoushould list the school the courseatval tdkeourses were taken

at the same institution, only the first
course is used, then each course listing should list the school that awarded the credit. Tk
entry shdue:

= =4
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School Name (Accreditation) Graduate Course
Nova Southeastern University (SACS) Graduate Coursework

You can also include any comment about the course that is needed for clarification.

*  Some graduate courses do not have course numiesiter thelpsetiadetéfsfor
ONone Recordedo

Graduate COUrses (Graduste Counsewor only. Undergraduate courses, if listed, ate indluded an the

Credentialing Justification sareen )

Please limit the number of Geaduate Coumnes to 18 semester aedit houss for each discipline

Course Number - Title - Semester Hours

Engineering

m

- Delete  ENGS 284 - Numencal Methods-Engineering - 3 hours

m
(=N
=

- Delete  ME 241 - Computer Models-Phys Eng Syst. - 3.0 hours

m
S

- Delete  ME 243 - Adv Mechan. Engineering Design - 3.0 hours

m
o
=

- Delete  ME 246 - Electromechanical Control Syst - 3.0 hours

m
&

- Delete ME 251 - Computr-Integrated Manufactmg - 3.0 hours

m
=N
=

- Delete  ME 240 - Kinematic Synthesis - 3.0 hours

m
-

- Delete ME - Project in Computer-Integrated Design & Manufacturing - 3.0 hours

Total 21.0 Semester Hours

Add Graduate Courses

Graduate It no prafix AND no number is available. please enter NR for
Course Number: :

None Recorded

Graduate
Course Title:

Credit Hours:

Type of Credit

Hours: Semester Quarter

Discipline: Select v

Comments

[ AddCourse

College Degree Current Licensure
Credit/Prep All faculty

ialing Justification Proposed Courses Special Criteria
Credtt, Prep, All Faculty
PSAV, CCE, AVOC

When you have entered all the informdtiothis graduate course, clickAmid Course The
course will show up at the top of the box under the discipline you selected. And at this point you
have the option tedit this graduate course entrydeletethe reference all together.

At the bottom ofeach disciplinést of courses, the databawill keep a running total of Henester
credits that have been entered for this discipline. Continue to add courses until each discipline beir
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credentialed has 18 semester credits in the(Tdtalsystem does not stop your entry oécesdasyso if n
you can add over 18 credits but keep in mind that only 18 will be considered.)

Current LicensurgCertification Screen(For Credit/PrepPSAV Faculty in Health Care and other
disciplines with specific licensure/certification requirements)

To credentiadomedisciplingaculty, verification of certification and licensurequireqHealth
Care and othdieldg. For these facultyroof of certification and licensure informatn@eds to be
provided Add each license or certificationviaially.

1 License Namé&nter the official name of the liceasel/or certification being entered.
1 License/Certification Effective Dagater the date the licensure/certificaisoineffect

1 License/Certification Expiration Dagater the date the licme/certification will
expire. (this is an optional bit of information unless the discipline being credentialed
requires ij.

1 License VerificatioRor those faculty that teach health care courses, you must add the
link to the license information for thadividual posted at Florida Health.cierifying
their credentials in the State of Florida.

Based on the information you have, the certification/licensure date information can be:

Month (drapwridyyyy OR Month (diepryyyy OR yyyy

Current Licensure (ai racutty) (Heaitn Acoreditation e Other Licensure Requirements
Current Licensure/Certificates

Edit - Delete  Florida Department of Health Dental Hygiene DH11511 - Effective July 19, 1996

Add Current Licensure/Certificates

License Name
(and number if
available)

ficate
Efact 3 l' Selectifknown ¥

Selectifknown |w

icense For those faculty with licenses or certification on Florida Health.com
Verification: ( hitp://ww?2 doh state fl us/irm00Praes/PRASLIST ASP ) the full URL
link to the faculty license must be entered below.

Add License/Certificate

College Degree Graduate Courses
Credit/Prep Credit/Prep
Credentialing Justification Proposed Courses Special Criteria
Credit, Prep, All Faculty

PSAV, CCE, AVOC

Revisedl/11 fOFCD Eaculty Search Buttoris theBrowser Back Buttmo Page26 of 79




Palm Beach State College
Online Faculty Credentialing Database
Procedure Manual

Once you have entered all the certification/licensure information for this entry,Atildk on
LicensdC ertification. The certification or license will show undeiheent LicensureScreen

title. Aswith other entries, you can now edit or deleteritrig lgefore going onto the next faculty
information screen.

Credentialing Justification ScreeriCredit/PREP/ PSAV/CCE/AVOC Faculty)

All levels of faculty need to be credentidted . PSAV Corporate and Continuing Education (CCE)

and Avocationand Avocational/Supplemental faculty who do not need a Masters Degree and 18
credits, you still need to provide the credential information that qualifies them to teach based on the
credentialinggarameters fquarticuladisciplinedisted in the Academidanagement Manual,

Section B on Faculty Credentiahttg://www.palmbeach
state.edu/documentatademicservices/sectionb.pdf

Please enter credentialing justification points one atfartitinese faculty on this screen

91 Description ofCredentiaEnter training, degrees, coursework, certification or licenses, experie
other information that would justify credentialing this faddignneffietiare daveiibible

1 Expiration (if applicabld} an expiration dapars of the credential justification you are providing
PSAV, CCE, Avocation or Supplemental faculty, enter it here.

1 CommentsAdd any comments that will clarify the entry you made.

Credential Justification (Credit, Prep, PSAV, CCE, AVOC)

{non-acoredited degrees, coursework, work experience in field, certificates & licensure without expiration dates, other pertinent
request information. Some of these desaiptions may require the submission of 3 specific form a3 outling in the Credentialing
Apnua! and the Acpdemic Manpgemaent Manys))

Credential Information

Edit - Delete  American Dental Hygienists Association

Add Credential Justification

Credentialing Justification:

( enter one item 81 8 time )

Expiration Uate  gelectifknown v
(if applicable)

omments

Add Information

College Degree Graduate Courses Current Licensure
Credit/Prep Credit/Prep All faculty
Proposed Courses Special Criteria
All Faculty
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Special Consideration under Credentialing Justification:

1 Faculty whaeach prep coursasPalm Beach Statey not necessarily havaduate course
work to apply to their credentials. It is required that bachelor level coursework that shows
the content of their education and how it applies to what they propose tbdekthes
listed on the Credentialing Justification screen. Generally, the first listing is the degree,
degree and the accrediting body initials as per the example below:

Florida Atlantic University (SACS) BA Undergraduate Coursework

Each additional baelor level course is then listed by course number, title and credits
awarded.

1 Any clarification of a course or degree posting should be listed under Credentialing
Justification. If a course from an institution is used under Graduate Courses but asdegree w
not earned at the institution, then the school should be listed under Credentialing
Justification with the notation O0no degr e

Palm Beach Atlantic University (SACS) Graduateodegwerkwarded

1 If a faculty teaches by exception, sfwauld note the experience and coursework that
gualifesthe faculty to teach (follow what was submitted oextiegption documentation
submitted to the VPAA Make sure to add offtreder@aimyme nt
qualifications on fileinHR persm el f ol der . 6 Then, of <cour
sent to HR. If a faculty is credentialed for one term only, please state that as well, under
Credentialing Justification.

Once you complete this entry, clickAoldl | nformation and the screen Wiefresh with the entry
listed unde€redit/Prep/PSAV,CCE, AVOC Credential Justificatiandthe ability to edit or delete
the entry.

Proposed Courses Scre@il faculty)

On the Proposed Course screen you caRalddBeach Stateurses to be credentialed for a new
or existing faculty member or select current courses for an existing faculty member to be de
credentialed. The proposed courses screen is connected to the current listing of coRaes in the
Beach Stat€ourse Dicbinary.
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View All Currently Active Courses

Proposed Courses

Proposed Courses to Add

Delete DEH1003L - Dental Hygiene Instrumentation Lab (AS)
Delete DEH1800L - Dental Hygiene 1 Lab (AS)
Delete DEH1802L - Dental Hygiene 2 Lab (AS)
Delete DEH2702L - Community Dentistry Practicum (AS)
Delete DEH2804L - Dental Hygiene 3 Lab (AS)
Delete DEH2806L - Dental Hygiene 4 Lab (AS)
Delete DES1100L - Dental Matenals Lab (AS)
Delete DES1200L - Dental Radiology Lab (AS)
Delete DES1800L - Introduction to Clinical Procedures Lab (AS)
Delete DES1832L - Expanded Functions Lab (AS)
Search Course Numbers
Course Number Match Startof course number v
| Search
College Degree Graduate Courses Current Licensure
Credit/Prep Credit/Prep All faculty
Credentialing Justification Special Criteria
Credit, Prep,

PSAV, CCE, AVOC

1 Add a specific courdre the Course Number box, fill in the 3 letter, 4 digit course number and ¢
Search Once the screen refreshes, check the box next to the course tobbeapiiead and checl
Box if it applies. ClmkAdd Courseand the course will appear underdpese#Courses
You have the option of removing it, if this is an error before you submit the credentialing req
approval.

1 Addaselection of courséis theMATCH box type all or part of the course prefix in the box and
Search When the screen refreshes, all the courses with that prefix or letter will be listed. Ct
that are being added to this faculty credentialing requesicEXseptbr&oaffds it applies
to each credentialing request. Again, wheAddCalickg(®), all those you checked off will be
listed undenoposedCourses You have the option of removing any of these you selected by c
theDeletebuton to the left of the course list.

You can add an individual course or chose courses from a group of courses.
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Search Course Numbers
Course Number Match Startof course number v

| Search

The following courses were found.

Course Exception
Add Number Course Title

DEH1003 Dental Hygiene Instrumentation (AS)
DEH1130 Oral Embryology and Histology (AS)
DEH1800 Dental Hygiene 1 (AS)

v| DEH1802 Dental Hygiene 2 (AS)
DEH1811 Dental Ethics and Jurisprudence (AS)
DEH2300 Pharmacology (AS)

7| DEH2400 General and Oral Pathology (AS)
DEH2602 Periodontology (AS)
DEH2701 Community Dentistry (AS)
DEH2804 Dental Hygiene 3 (AS)
DEH2806 Dental Hygiene 4 (AS)
DEH2934 Compromised Patient (AS)

| AddCourse(s) |
Graduate Courses Current Licensure
Credit/Prep Credit/Prep All faculty
Credentialing Justification Special Criteria

Credit, Prep,
PSAV, CCE. AVOC

For existing faculty, you calsoselect a currently active course to bereldentialed.

1 Click onView All Currently Active Courses This willbring you to the active course list
for this faculty member. Check the box(s) undéetete Column to the left of the list of
active courses. When you cliclBabmit, the screen will go back to BreposedCourse
Screen, listingctive Coursesto Be Deleted with the option to remove them if you want.

1 When you click on tieubmit button without selecting any courses the screen will return
you to theProposed Coursescreen.

Return to Proposed Courses

Currently Active Courses

Active Courses

Delete Course Number - Title
HSC1101 - Contemporary Issues in Heaith (AA)
HSC2100 - Health Concepts and Strategies (AA)

: Submit

Clicking Submit bution without selecting any courses will retum you o the Proposed Courses sareen

College Degree Graduate Courses i
Credit/Prep Credit/Prep All faculty
Credentialing Justification Special Criteria
Credit, Prep,

PSAV, CCE, AVOC

Revisedl/11 fIOFCD Faculty Search Buttoris theBrowser Back Buttmo Page30of 79




Palm Beach State College
Online Faculty Credentialing Database
Procedure Manual

View All Currently Active Courses

Proposed Courses
Proposed Courses to Add

Delete HSC2204 - Community Health Education (AA)

Active Courses To Be Deleted

Delete HSC2100 - Health Concepts and Strategies (AA)
Search Course Numbers
Course Number Match Startof course number v
| Search
College Degree Graduate Courses Current Licensure
Credit/Prep Credit/Prep All faculty
Credentialing Justification Special Criteria

Credit, Prep,

PSAV, CCE, AVOC

IF YOU WANT TO TOTALLY DE-CREDENTIAL AN EXISTI NG FACULTY MEMBER (REMOVE ALL
COURSES), SUBMIT A SEPARATEREQUEST AND JUSTIFIC ATION TO THE OFFICE OF THE VICE
PRESIDENT OF ACADEMIC AFFAIRS FOR CONSIDERATION . THIS KIND OF REQUEST DOES NOT
GO THROUGH THE ONLINE FACULTY CREDENTIALING DATABASE.

Special Credentling Requirements ScreerfAll faculty asneeded

Any special criteria that faculty being credentialed needs to be completed in order to maintain
credentialing should be submitted here.

1 Special CriteH@ype in the specific task to be comfiteteltyoyéneber to maintain credentials.
1 Date to be Completdtill in the dateese special cntesabe completed.

Based on the informatigmu have, the expiration date information can be:
Month (drapwrjdyyyy OR Month (diopryyyOR yyyy
1 CommentsAdd comments to clarify the special criteria if necessary.
Click onAdd Criteria and the Special Criteria will be listed under thep@teabCriteria. As with

the other screens, you can edit or delete the special criteriaubehitteng the credentialing
request.

Revisedl/11 fOFCD Eaculty Search Buttoris theBrowser Back Buttmo Page31of 79




Revisedl/11

Palm Beach State College
Online Faculty Credentialing Database
Procedure Manual

SPOCiaI Criteria ( Tass to be completed to maintain Faculty Credential )

There are currently no other information records entered.

Add Special Criteria

Fields in Bold are required.
Special Criteria:

(List one st a time )

Date to be Completed: Selectifknown

Comments: 2
Add Record
r Graduate Courses fr icensur.
Credit/Prep Credit/Prep All faculty
Credit, Prep, All Faculty

PSAV, CCE, AVOC
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PART 3

The Credential Review Process
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Starting the Credential RequesReview Process

Submission Box Choices

Onceall the informatioscreensecessargre completefbr a faculty credentialing requéss OFCD
request is ready to send out for review and approval. On each screen to be @mgbleved for
Originatorthrough Final Reviewen box located at the bottom of the screen allowsdhestoto
either

1 send the request on to the next level
1 sentit back to the previous level for revision
1 or delete the request

The request must select one of these choices arfsiiimit.

OriginatorReviewBox

Select one of the options below and then click "Submit".

This credentialing request is ready to send to Lourdes Rey.
Delete this credentialing request.

Comments on this request or reason for return:

_' Submit

Reviewe# 1 through Final Reviewer:

Select one of the options below and then click "Submit".

This credentialing request is ready to send to Roger Ramsammy.
This credentialing request is being returned to Diane Bifano for revision.
Delete this credentialing request.

Comments on this request or reason for return:

[ Submit
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Screen/E-mail Notice of Credentialing Request Advancement

Oncea choice is made and #etections submitted, a message will appetiie OFCDwhich
indicates the next level has been notified throoghl ®f the credential request.

Whlnna Duraid Fodmands
m Faculty Cradential Request
Mane =g

Ans4nall has basn sentto Jozsle Gotwealt to Indleats ths Credsntial Requsst
far Jane Doefaculty is ready for reviewirevizion.

A corresponding-mail messag®itifies the next levpersorthat the specific credential request is

ready.A link is provided in the messagé¢he Online Faculty Credentialing Database to access the
online record.

Foruess badas

fetewed e o T

Ui Landde, Katlioee
Ve i Rl
SN ALY 3 & upee, N Ere—
ad SR 3 & opes, N Saurders Peee! - Agpraved Thu ACORI0S LSRN BENE rezenkd &
2 e Frss ~
o feac bodes -~
T BTk 1 Credential Request
fa) Dukstad liwm acmondsddpbes acy
3 e bod 5
4 Jf:’--wi.ih'hn'.ll.'ﬂ' 0c_Samble, Kateen
(3 Oy

Q) Dedered Lol
(23 Sawes Frsmes
39 2w ahoy Oumen:
ERRRT T

3 Curvndan 20072004
L Gerk s ok
Py X805
4 Feiing ANE- 20

o) Dekeisd liow

A vadis

J1se

To: Sanera Cazso
Frem: Juin Anthay
Subjace Crodernal Seques foc man Aadyakanm

& cncund Crndertinl Request in ivndy ar your sxaew o dioe imteon

Agdtonl Commerts

Prase ge ln comtrue

e Ry T
Ik e
3 Zewrc Mo dare
CR BT R S H
4 Secinnins Fuesen Fida
3 Acedenk Services 1)
e
o Phegrer et o
3 Srtodet o R
” M-E Paonred-Traedd 110 ¥

= [T o F S

The Review /Response Process

Whena reviewer receivas @amail indicating a credential request is ready for them to approve, they can
either open think included in the-mail to see the pending credential request or they can login to the
Intranet site oaccess the pending credential request fhieeereview can review the individual entries

on each of the six rosteategoriesr click onView Full Faculty Rosterto see all the information that

has been input for this credential request
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Reviewer Sedctions
Each reviewer can make one of the following choices and submit the credential request:

1 This credentialing request is ready to send to XXXeXrequest is ok to go onto the next reviewer
1 This credentialing request is being return¥d ¥rYY for revisionThe request has some revisions
that cannot be made at this level and must be sent back to the last reviewer.

1 Delete this credentialing requEgher the College or the faculty being credentialed has notified the
that thisredentialing request should not be completed. The request will be inactivated in the Onl
Credentialing Database. The faculty information will remain in the database as an inactive facu

Reviewer/Approval Path Revisions or Correctios

Please note that at any time within this review process, if needed, the name of the reviewer can be
changed or substituted by the person atposue the active request isTihis will be useful when a
reviewer/approver in on vacation or out of theeffor an extended time.

PALM BEACH STATE COLLEGE

INTRANET

Welcome Christine Ferrera

Faculty Information

Name: CHRISTINA MAJOR Employee Number:
Initial Hiring Department: DEG ART - ART Email:
Select any dro
Credential Request Y P
) down arrow to
View Full Faculty Roster / ;
change user in
R-R Originator R.R Reviewer #1 / <
9  Dejesus, Sylvia v Dejesus, Sylvia - deSIgnated box
R.R Reviewer #2 R-R Reviewer #3
Grant, Vemon - Ferrera, Christine v
R-R Reviewer # R.R Final Reviewer )
Ramsammy, Roger v Ferrera, Christine v Jelect appropnate
RR: Requestor of Recsrd dropdown to change

Requesting Department: / - department or
ERARE X / discipline
Requesting Discipline Art -

Exception/App iceship/Justification Form (for this request) No @  Yes

Date E/A/J Approved by VPAA Selectifknown ¥

Update Request
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To do this, open the credentialing request that is in your active queue:

1 Add the revised names from the drop down lists in the Review/Approval Path position.
1 Hit Update Request The correct name will show in the appropriate Reviewer/Approval Box.
1 In order tosee thiseflect this change in the Review Submission at the bottom of the screen,

click onFaculty Searchn the Left Nav Baon theCredential Request Screeand seleche
faculty request again

When changing a name in the Review/Approval Path, please follow these guidelines:

1 Do not change the active requastoame, only those above or below the active reqifasmr
active requestor 0s d theroeedentml reques wilgne longer kisine N u
r e g u eEslit qgpaud s

1 Notify those that are being added or changed &fehiewer/Approval Pathrevision. This
system does not have a notification system for this action.

Please note that the Requesting Division/Department for this specific Credentialing Request can also |
changed by making a selection from the-doapg box and clicking dypdate Request An
Exemption notation for this request can be added throughawtvikis as well.

The Credential Request Reviewrocessis Completed

Once a faculty credentialing request has gone through all the steps of review and approval (Approval
Path15) , t he request is ready t o (Coedi/PrepEPSAVfaculty De a
credentia)sorto Academic Services for entry into the IRM Sy§&&#8 AVOC, Supplementtlculty
credentials
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PART 4

CCHAVOC/Supplemental
FacultyCredentials
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Completing the Credentialing Request Proces€CE

CCE, AVOC, Supplemental Faculty Credentials

Faulty who will be teaching College Workforce Educet@i Avocationa{AVOC)and
Supplementdhcultymust be credentialed to teacRain Beach Stat@hese faculty must meet the
credentialing criteria for thdiscipline as outlinedtime Palm Beach StaAdeademic Management
Manual (Section Bjtp://www.palmbeachstate.edu/documents/academic_services/sectianb.pdf
faculy credentialing.

Approval Path

CCE AVOC, and Supplemental facdltp not need t o be aptgachoThed by
Review and Approval Path is much simpler including the Program Manager, the Corporate and
Continuing Education Associ@tean or Dean.

Since there are six boxes to fill in the Review and Approval Path of the OFCD, generally, extra boxes
filled with duplicate nameshe OFCDis programmed tskipduplicate names listed sequentially
advance the credential request.

EX.

01 R1 R2 R3 R4 FR
Staff to Program Program AS Dean Dean Staff toDean
Program Manager Manager
Manager

A staff member can replace one of the early reviewer boxes if that is how credentials are processed fo
specific discipline (this will 8etermined by the Corporate and Continuing Education Dean.)

As with Credit/Prep/PSAV facultyhe OFCD does not replace the Human Resources paper trail for
newor reinstatedaculty applications, intervieand approval. Itis necessary to providevidiall the
necessary documents required to enter faculty into the IRMisyestielitionto compleing this online
credentialing process.

Corporate and Continuing Education (CCE) and AvocationaCredentialing Screens

For GCE, AVOC and Supplemental Facudymucltredentialing informatias is available should be
submittedbn the various screens as with credit/prep/PSAV faclittis ensures that the roster will be
complete for other departments that may want to credbisti@culty to teach other levels of
coursework
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Submitting Corporate and Continuing Education (CCE) and AvocationaCredentialsto
Academic Services

When the credentialing information screens are comple@dHE@# OC/Supplementafaculty and

have gone through the shortened approval process then the Final Reviewsersktecdsademic
Services for entry into the IRM Systerfrom the choices in the Submission Box at the bottom of the
Credential Requestd click on th&ubmit button

This Credential Request is ready for final approval or entry into
the Palm Beach State College IRM System.

Select one of the options below and then click "Submit".

Send out for online Deans’ Council Online vote.

e Send to Academic Services to load in IRM System.(CCE, AVOC Requests
ONLY)

Comments on this request sent to IRM:

Submit

OR

Select one of the options below and then click " Submit”.

This credentialing request is being returned to Roger Ramsammy for
revision.

Delete this credentialing request.

Comments on this request or reason for return:

Submit

A screen will appear showing a message that the credentialing request has been sent to XXXXX in
Academic Services

Wekoawan Haila L oger
Approve or Upload Faculty Credential Raguest

Credersied Reguest for Elizabet)s Marcus
== | The hat bean zantto Academic Services for wading 1o Hhe IRM System

Academic Services Enters Credential Request into IRM System

The designated Academic Services personnel who enters faemtalsravill receive ammail that
showing a credential request is ready to enter into the IRM System.
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The email will include a link to the OFCD screefise Academic Services Personnehceess the
credential request via this link ofdgging in to the OFCD.

PALM BEACH STATE COLLEGE

INTRANET

Welcome Betty Dente

Intranet Home Online Faculty Credentialing Database

Faculty Search

Eaouliy Sewon Add a New Faculty Name
(Please check existing faculty records before creating a new faculty record.)

Uodate Licsasure
\ Yoioed Quave R

Existing Faculty Search

You can enter all or pant of the faculty name you are searching for

Last Name:

First Name:

Currently Active Rosters that Include Your Name in the Approval Path

You do not have any currently active rosters.

* Click on Roster Date to see Approval Path

The AcademiService©FCD Queuewill open to a listing of credentiafjuest that are ready to enter
into the IRM System.
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PALM BEACH STATE COLLEGE

INTRANET

Welcome Betty Dente

Intranet Home

Currently Active Requests Ready to Upload

Faculty Name Start Date
View  WOODWARD, THOMAS D January 13, 2011

Faculty Credential

The opened credential request screen will include who sent thewbgrettcultyt was for and a

link to a roster indicating the courses to add to the faculty credential file in IRM. Academic Services
personnel can then choose to notify those in the Review/Approval Path that tisdaoveriseen

entered into the IRM System or send the request baiclak&eviewdbpr revisions or corrections.

PALM BEACH STATE COLLEGE

INTRANET

Welcome Betty Dente

Intranet Home Faculty Information
g Name: THOMAS D WOODWARD Employee Number: 24652

Initial Hiring Department: CTE PMD - PARAMEDIC  Email: woodwant@palmbeachstate edu
Faculty Credential

Fagulty Sear

Upload Faculty Credential

Josie Gotwalt has submitted a Credential Request for to be uploaded to the IRM system
Please go to the Faculty Roster Page to see this request, then select the action below

@ The information has been entered into the IRM system

This request is being retumed to Josie Gotwalt for necessary revisions listed below

Reason For Retum

Submit

Once a selection is made and submitted, a screen wilipsimalicating that the notice has been sent to
the appropriate people for thesgoas:

1 CCE AVOC, Supplemental Faculrogram Manager/Associate Dean and Dean of

Corporate and Continuing Education
1 Credit/Prep/PSAVDeansd Counci l members and Revi ew
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A Completed Credential Request

Onceentry into the IRM Sysin is completed, Academic Services ngidr@isipantsandthe finished
credential request will no long on the OFCD screens. Requests returned for additional information, wi
remain on the OFCD screens until Final Reviewer suberitagain to AcadeémServices with

corrected information.
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Deanso0o Counci
Credentialing Request
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Completing the Credentialing Request ProcesBe ans & Counci |

Credentials Readfor Deansd Council Approval

Once a faculty credentialing request has gone through all the steps of review and approval (Approval
Path 15), theCredit/Prep/PSAVfacultycredentialequestarer e ady t o be sent to
consideratiomnd approval

The Final Reviewer manages this part of the OFCD prddesfirst stepistosendtbee ans d Co u |
members a votingreail on the specific credential requdst. Final Reviewer will select the appropriate
button in theReview/ApprovaPath box at th&ottom of theCredential Request &eenand click on

Submit.

This Credential Request is ready for final approval or entry into
the Palm Beach State College IRM System.

Select one of the options below and then click "Submit".

\» Send out for online Deans’ Council Online vote.

Send to Academic Services to load in IRM System.(CCE. AVOC Requests
ONLY)

Comments on this request sent to IRM:

Submat

OR

Select one of the options below and then click " Submit".

This credentialing request is being returned to Roger Ramsammy for
revision.

Delete this credentialing request.

Comments on this request or reason for return:

Submit

A screen will appear that indicates the credential request has beéhesentts 6 Cambrmad i | f ©
vote.

Weloawn Mariy L ager

Approve or Upload Faculty Cradential Request

A

,'"‘L‘L Creduial Reguest for Hool Lichten

Thiz request nas baen cerk o the Dean's Councli memoers for Emall vote
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Deans 6 Cmai Action | E

De a ns 6 willeaeeimecandail showing a credential request is redzBmuated on by them.

[T -, F 5
TN G e e ben Aow Do Anens
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Miew s B0 K ey Ahwn M atwned | CsedSems o S0t 2 4l iy |
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e e s
I, Cavira  Ohowes e st beodhen
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| Faculy Credentisl Reguest for Noel Lichten - gamblek@pbee edu;
Koenmotes ey

Sathe & atvaar

u... wisrtial Fguast for Noakt Lichoan 1 the Dunny’ Councd mumberns f somal spprovt Plasns o
» w 16 ot

Deansd Council «c¢an ¥aingd&alyscreerihreughcthisdirdoeby bbggiagintor e q u
the OFCD.

PALM BEACH STATE COLLEGE

INTRANET

Roger R:

" Deans' Council Credential Request Approval
ntranet Home

Currently Active Faculty Credential Requests

Faculty Credential
If the faculty name is in RED you have previously voted, you may still view this request or change your
vote

Faculty Name Discipline Request Date

View CASCARDI, KAREN Health/Health & Fitness/Physical Education  January 12, 2011
View FLOYD, SHIRLEY Reading Preparatory October 13, 2010
View FORD, DEREK Pilot January 13, 2011
View GOLDSMITH, FRANK  Business Ad & Manag t September 9, 2010
View HOU, HANGXIN Chemistry December 6, 2010
View Kneisley, Christopher Cnminal Justice Institute July 16, 2009
View KOLKANA K KAMIE Education January 12, 2011

When the Dean opens the link listed forctieelential reque@Elick onView to the left of the faculty
name) they will sethe Email Voting Tallgcreerfor the specificcredential requesiheE-mail Voting
Tallyscreershows how other Deans have responded to this credentialaadhastdink to the full
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faculty roster screen for this request. Tilly screewill also have the voting choié®sn which to
select

PALM BEACH STATE COLLEGE

INTRANET

Wel Roger R y

Intranet Home Faculty Information

Name: SHIRLEY FLOYD Employee Number:

Initial Hiring Department: DEG READ - READING Email:

Faculty Credential

cte Reguest

[
| Deans' Council Vote On Current Credential Request

Review this Credential Request Faculty Roster and then enter your choice below

| approve this request

| do not approve this request

Present this request at the next Deans’ Council Meeting for discussion
Comments

Submit
Name Approve Reject Ask For Discussion
George N. DePuy X o} 0
Barry Moore X 0 (o)
Ginger Pedersen X 0 (o)
Roger Ramsammy X ] o)
Lourdes Rey X 0 (o)
Patncia Richie X 0 0
Jacqueline Rogers X o] (o)
Edward Willey X ] (o)
Sharon Sass X 0 0
J

Deans' Council Vote Summary  (Cormiments)

Deansd Counci bsetmember s can cho

1 Approve the Credentialing Request
1 Reject the Credentialing Request
1 Ask for furthediscussion on the credential request at a Deans Council meeting.

A request can be sent back to the Final Reviewer if revisions need to be made. The VPAA (or their
designee) has this ability. Any comment that a Dean or the VPAA make in voting shis Irstguae

on the Deans Council Voting Tally Screen. This tracks the progression of the request as it is revised t
meet the needed credentialing criteria before
members will see these commenttheir OFCD screens.)
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Roger Ramsammy X o} o}
Lourdes Rey X 0 0
Patnicia Richie X o} 0
Jacqueline Rogers X 0 0
Edward Willey X 0 0
Sharon Sass X 0 0

Deans’ Council Vote Summary

10/1372010 - 2:45:47 PM

Sharon Sass Voted to Approve. With the following Comments if any

10/13/2010 - 3:29.06 PM
George N. DePuy Voted to Approve. With the following Commaents if any

10/14/2010 - 2:55:44 PM
Barry Moore Voted to Approve. With the following Comments if any

10/15/2010 - 11:16:28 AM
Edward Willey Voted to Approve. With the following Comments if any

10/15/2010 - 2:32:22 PM
Lourdes Rey Voted to Approve. With the following Comments if any

10/18/2010 - 11:30:50 AM
Jacqueline Rogers Voted to Approve. With the following Comments if any

10/18/2010 - 11:33:59 AM
Patncia Richie Voted to Approve. With the following Comments if any

10/19/2010 - 9:12:27 PM
Ginger Pedersen Voted to Approve. With the following Comments if any

10/20/2010 - 1:30:30 PM
Roger Ramsammy Voted to Approve. With the following Comments if any

1 Once a dean has voted on a credential request the listing in the voting queue chblagis from
tored. This way the dean knows that he or she has already reviewed this request. As long as «
request i s i ngudud the deansmcarsrévisit@hisuequest and change their vote.

T Generally, D e a ntwodvorking dagscd vbte dn a credéntiabng reqliest.

1 A majority of the deans must approve a request for it to proceed to the next step of this
process.

1 The exception to this rule is faculty approval by exception. In this case, the VPAA is the only
member of Deans® Council that needs to vot

the next step of the process.

TheDeansd CounciStreeNoting Tally

The Deansd CosonceknVoanndeTal kyhe dPAAandFadl | Dean
Reviewer.Final Reviewermonitors tlisscreenod et er mi ne i f Deansd Counc
for further discussion on a credentialingesigiérrom this action, FRill process the credential

request.
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There is an addethtusdox on theFinal Reviewdfaculty Search Screen which states at whad stage
has been

credenti al request i s that

1 Deans' Council Eail Vote queue
1 On agenda for next Deans' Council Meeting
1 Placed in Hold Folder awaiting HR action

Revisedl/11

PALM BEACH STATE COLLEGE

INTRANET

Welcome Teresa Woolfe

AOFCD Faculty Search Buttoris theBrowser Back Buttmo

Online Faculty Credentialing Database

Faculty Search

Add a New Faculty Name
(Please check existing faculty records before creating a new faculty record.)

OR

Existing Faculty Search

You can enter all or part of the faculty name you are searching for
Last Name:
First Name:

Search

Currently Active Rosters that Include Your Name in the Approval Path

Faculty Name * Roster Date O R1 R2Z R3 R4 FR DIFIAH
View CASCARDI, KAREN 1/12/2011 v v v v v v D
View DENNIS, FRANKOS 05/05/2010 E v v v v v
View KLASS, STEVEN 1/07/2011 v v v v v v H
View KOLKANA, KAMIE 1/12/2011 v v v v v v ]
View MILLER, ELAINE 10/28/2010 v v v v v v H

* Chick on Roster Date to see Approval Path

Rosters in Deans' Council Approval Process

Faculty Name Roster Date Roster Status
Vote KOLKANA KAMIE January 12, 2011 Deans’ Council Online Vote queue
Vote CASCARDI, KAREN January 12, 2011 Deans’ Council Online Vote queue

Rosters On HR Hold List Prior To IRM Completion

Faculty Name Roster Date * Hold Date
View SOBEL, RONDA August 5, 2010 August 18, 2010
View SENEWAY, MELISSA August 5, 2010 August 10, 2010
View HARVEY, MARTI December 9, 2010 January 6, 2011

* Date the Roster was put on hold list

sent
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Credential RequesApproval

IftheDeansd Counci | éllvotetm Apprve thgFinal ReviewdsEns ke
credentialing request onto Academic Services to input intcAIRd. the approval path are notified.

PALM BEACH STATE COLLEGE

INTRANET

Welcome Teresa Woolfe

Intranet Home Faculty Information

Name: KAMI E KOLKANA Employee Number: 23625

Initial Hiring Department: DEG SOCS -- SOCIAL SCIENCE Email:

Faculty Credential

Deans' Council Vote On Current Request

Name Approve Reject Ask For Discussion
George N. DePuy X o} 0

Barry Moore
Ginger Pedersen
Roger Ramsammy
Lourdes Rey
Patricia Richie
Jacqueline Rogers
Edward Willey

X X X O X O O O
© O 0O OO0 O O O
©O OO OO0 O 0O 0

Sharon Sass

After a majority of the Deans’ Council members have voted, make your selection below to
proceed to the next step.

Once this request has been approved by the Deans’ Council members, it will need the
following information updated before it can be sent to be uploaded to the IRM system

+ PBSC Email
+ Date of Hire

Go to the Eaculty Update page to enter this information
This request needs to be reviewed at the next Deans’ Council Meeting
This request has been rejected by the Deans’ Council

This request has been approved by the Deans’ Council, put on Hold List waiting for Palm
Beach State College Email and/or Hire Date

Reset
Delete this credentialing request

Comments on this request sent to IRM:

: Submit |

A final piece of this process is to add Human Resource information for new faculty members that is
added through thdR ApplicationProcess. To do this thenal Reviewewill click on the HR link in
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t he Deansd Council Tal |l y PancBeack Stdemaildiserandngndt he H
hire datg

Y\

PALM BEACH STATE COLLEGE

INTRANET

Welcome Teresa Woolfe

Intranet Home Faculty Information
Name: KAMI E KOLKANA Employee Number: 23625

Initial Hiring Department: DEG SOCS - SOCIAL SCIENCE Email:

Update Palm Beach State College Employee Information

Palm Beach State College Employee Information

PBSC Email: @palmbeachstate. edu

Hire Date: gglect v
If entered - FULL date required

Submit

Return to the Faculty Search

When FR returns to thefigail Vote Tally Sheet, the credential requesiewglady for final Approval
processing. A screen pops up that shows this request has been sent to Academic Services to be ente
into the IRM System.

When a credentialing request is waiting for HR action on a faculty application and all othéesteps of t
process have been completed, the Final Reviewer can mowgése t@the Hold Folder. This
removes the request from Deansd Council queue
requests in the Deansd Council qgueue.

Credential Request Rjection

If all Deansvoteto reject antbr the VPAA votes to rejetite credential requetiteFinal Reviewer

notifies althose on the Approval Path the faculty for the requestas existing facultthe request

will go inactive and no actionlwi taken for the faculty membHrthe faculty member is new, the
request wil/ become inactive and the faculty
database.
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Credenti al Requestr 0Ask for Discussiono

If there is a split vote one ormoredearss el ect 0 a s kthefVvBAAwilliforsacduhe s i o n 0,
request to the VPAAOds office assistant to add

Once the Deansd Coun c initial reveesttinggueationdthedVPSAqaulzes e st
designee) will |l ogon to the OFCD and respond
Reject, Send back for revision)

PALM BEACH STATE COLLEGE .

INTRANET

Welcome Sharon Sass

Intranet Home Faculty Information
Name: TIMOTHY L BENHAM Employee Number: 1693
. Initial Hiring Department: DEG COMP - Email:
Faculty Credential COMPOSITION benhamt@palmbeachstate edu

Deans' Council Meeting Vote On Current Credential Request

This Credential Request was submitted for Deans’ Council Vote on December 9, 2009
Review this Credential Request Faculty Roster and then enter your choice below

Review this Cred I Request Faculty Roster and then enter your choice below

After meeting. Deans’ Council approves this request
After meeting, Deans’ Council does not approve this request

After meeting, Deans’ Council is returning this request for revison as descnbed below

Comments
| Submit |
Thesame action as those | i ddlosvdhesaneogegponshicea Oy e s O
decision is made at. | hhéehBeanas éFina Kevibveesllsénditked t i b

request back to ti@riginatorwith the VPAA comments for revision and the request will go back
through the Approval Path again.

The VPAA can decide to override any of these votes and send the request to discussion, reject the

request outright or approve the request. In each casmalieeviewewill process the request as
prescribed above.
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*This procedure isin placgime OFCD programmi ng but is rarel.}
meetings are held andeaision is maden the request in questibat normally the VPAA will notify

thedean over the faculty beicrgdentialednd the request will be completed based ®diddussion

by the deands staff

In all cases, when a record or faculty member becomes inactive, new requests must wait until Acaden
Servicesanreactivate the faculty record in the database

When EDeans' Council Votdecessary forRequesfction?
Deans' Council vote is needed on aentiding requestctionfor the following situati:
1 Initiating a new faculty credential or reactivating an old faculty member
1 Adding courses to teach to a faculty r¢§€E/Avocational courses are excepteah fitus
rule)
1 Adding additional graduate courses or adding addiissiplhes to teach undgraduate
course listinggexampléAdding Communications discipline credentials in addition to Education
discipline credentials) This also includes removihgareses that make the total credits fall
below 18 graduate credits
Deleting courses to be taubiita facultyrom roster (partial decredentialing)
Total decredwialing of faculty (This is a separate process that is initiated from the Deans' level.
Any actionremoving any information from a roster) that may call into que$toulty's
contirued credential to teach one or more courses at Palm Beach State College.
1 When questioning whether to include Deans' Council vote in a credentialing iaietain, co
Academic Coordinator in Academic Services for a decision or the Vice President of Academic
Affairs

= =4 =
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PART 6

Entering Credential Requests intc
the IRM System
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Academic Services Enters Credential Request into IRM System

The designated Academic Services personnel who enters faculty credentials will-reeditlegan e
showing a credential request is ready to enter into the IRM System.
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The email will include a link to the OFCD screefise Academic Services Perscaraccess the
credential request via this link or by logging in to the OFCD.

PALM BEACH STATE COLLEGE

Intranet Home

Online Faculty Credentialing Database
Faculty Search

Add a New Faculty Name
(Please check existing faculty records before creating a new faculty record.)

OR

Existing Faculty Search

You can enter all or pant of the faculty name you are searching for
Last Name:
First Name:

Search >;

Currently Active Rosters that Include Your Name in the Approval Path

You do not have any currently active rosters.

* Click on Roster Date to see Approval Path
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The Academic Servic€-CD Queuewill open to a listing of credential requests that are ready to enter
into the IRM System.

PALM BEACH STATE COLLEGE |

INTRANET Palm Beach State Web Site

Welcome Betty Dente

Intranet Home

Currently Active Requests Ready to Upload

Homa Page

Faculty Name Start Date
Faculty Credential View  WOODWARD, THOMAS D January 13, 2011

The opened credential request screen will include who sent the request, which faculty it was for and a
link to a roster indicating the courses to add to the faculty credential file in IRM.

The Academic Services person will open the faculty rostedimgki@w the credentialing request to
make sure:
1 The email in PeopleFinder and that the employee number listed on the request matches the on:
linked to this faculty person in the IRM system.
1 Inthe case of credit, prep and PSAV faculyA$hperson wicheck that there is a majority of
DC votes approving then roster request.
If any of these items do not match, the request will be sent back to Final Reviewer.
The emalil notice to Final Review of a returned request will give FR the ability to squesthe r
to anyone in the stated approval path of this request for revision and resubmission.

1
il

The Academic Services persommélinotify those in the Review/Approval Path that the courses have
been entered into the IRM System or send the request Baxe BeviewdDnr revisions or

corrections.In the case of a returned request, at whatever level it is returned to, the request will need tc
go through the approval process again and then resubmitted to Academic Services. It will not need to
throughDansd Council approval again unless that v
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PALM BEACH STATE COLLEGE

INTRANET

Welcome Betty Dente

Intranet Home Faculty Information

., Name: THOMAS D WOODWARD Employee Number: 24652

Initial Hiring Department: CTE PMD -~ PARAMEDIC ~ Email: woodwart@palmbeachstate edu

Faculty Credential

Upload Faculty Credential

Josie Gotwalt has suhmitted adential Request for to be uploaded to the IRM system
e Faculty Roster Page t9see this request, then select the action below

@' The information has been entered into the IRM system
This request is being retumed to Josie Gotwalt for necessary revisions listed below

Reason For Retum

Submit

For a completed credentialing requestetihe Academic Services perselecto T hineormation has
been entered i nto tSulemithderben wiyshdueimdicatirey thdt the notics s e s
has been sent to the appropriate people for these actions:

1 CCE AVOC, Supplemental Faculrogram Manager/Associate Dean and Dean of

Corporate and Continuing Education
1 Credit/Prep/PSAVD e a n s 6 mE€nobarsand Review and Approval Path
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