short-term part-time academic & student appointment form 
explanatory notes
tHE WEB-BASED VERSION OF THE ‘SHORT-TERM PART-TIME ACADEMIC & STUDENT FORM’ IS MADE UP OF 2 COMPLETELY separate parts.  They are:  1) the questions AND 2) the form.  Once the questions have been answered completely then you can move onto the form, where saving is possible.  You cannot save the questions portion.
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Who is appointed on the short term part time academic & student appointment form

	Compensation group/Union
	Criteria for Comp Group/Union
	NOTES

	CUPE Sessional (008)
	Instructor of Record for a degree credit course in an appointment less than 1 year.  The employee is NOT a practicing professional using that professional expertise in the instruction of the course and is NOT an UMFA member.  ‘Other duties’ completed in the Appendix portion of the form must be directly related to teaching the course and employee is being paid an additional amount for the extra duties, such as a field trip.
	Appointment forms may contain more than 1 course only if each course on the form starts and ends on the same dates and the posting reasons are the same (or have not been posted for the same reasons).

Appointed using the Short Term/Part Time Academic & Student Form

	CUPE Librarian (024)
	Sessional or part-time appointments as a Librarian.  
	Appointed using the Short Term/Part Time Academic & Student Form

	CUPE Student  (009)
	Must be a U of M student, either full or part time, working in degree or certificate credit course teaching, grading, marking, or demonstrating.  If the appointment is for instructing, the employee is NOT a practicing professional using that professional expertise in the instruction of the course.
	If not a U of M student, or not a degree/certificate course will go into either CUPE Sessional, Excluded Practicing Professional or Other Academic depending on criteria not met.

Appointed using the Short Term/Part Time Academic & Student Form

	Excluded Students 
(016)
	1) Full time students at a recognized educational institution and performing work that would normally be considered in the AESES bargaining unit working 0 to 20 hours per week (hours from all AESES excluded student positions are combined and must be 20 hours per week or less).
2) Full-time students at a recognized educational institution and performing work that would normally be considered in the CAW or CUPE 1482, or AESES security bargaining units can work 0 to 40 hours per week.
	Students working for the bookstore or libraries will be AESES employees as well as students regularly working in excess of 20 hours per week during the period from September 15 to April 15 in what normally would be an AESES position.

Appointed using the Short Term/Part Time Academic & Student Form

	Student Research Assistant (016)
	Must be a student at a post secondary education facility (not high school) and performing research/lab work duties that relate to their course of study.  Student Research Assistants can work up to 40 hours per week.  
	SRA are considered to be part of Excluded Student compensation group, but have different rules. 

If the individual is not a student they will be considered AESES employees.

Appointed using the Short Term/Part Time Academic & Student Form



	Excluded Practising Professional (015)
	Employee pays dues to an association that licenses their rights to practise their profession, and they are using that professional expertise in the instruction of the course(s).  The employee must be the instructor of record for a degree credit course in an appointment.  You can mix teaching and non-teaching academic duties together if the employee fits into this category.
	NOTE: If the course does not require a person in this profession to teach the course, the appointment must be posted.

Appointed using the Short Term/Part Time Academic & Student Form

	Excluded UMFA Sessional Academics (026) 
	UMFA member who is teaching degree, certificate or non-degree courses in addition to their regular duties (off-load).
	If the employee is in any type of Dean position (including assistant and associate deans), they are not considered to be UMFA members for the length of their dean position and “off-load” teaching is paid under the  Excluded Practising Profession (015) compensation group.

Appointed using the Short Term/Part Time Academic & Student Form

	Other Academic (017)
	Must be doing work considered academic in nature and that does not fall under UMFA, UMDUCSA, GFT, CUPE Sessional, CUPE Student, Excluded Practising Professional, Excluded UMFA Sessional Academic.  Examples: non student grader/markers, course developers, non degree credit instructors, academic administrators, etc.
	This is the compensation group that when an individual does not fit into any of the other academic compensation group we consider them to be Other Academics.

Appointed using the Short Term/Part Time Academic & Student Form


Section A – Employee Information
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Employee Number:  If the employee has worked for you in the past you should be supplying this number, otherwise use N/A.
Social Insurance Number:  This is a mandatory field and must be filled out each time you appoint an individual on this form.  A copy of the SIN is required to be submitted to Human Resources the first time an employee is hired.  

For more information on SIN please see Legal Documents information.  The link can be found at http://umanitoba.ca/admin/human_resources/services/hris/documentation/index.html and the document is called ‘Legal Document: Information on Social Insurance Number (SIN)”.  The rules indicated in the Legal Documents notes are the same for all types of employment income.
Student Status:  If the Student Status selected indicates they are a U of M, the Student number field will appear and must be completed.  If the employee is a student of another intitution, whether university, college or high school, a field requesting the Name of Educational Intitution will appear and must be completed.
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Graduation Date:  Imput N/A if the graduation date is not known or if the student is not graduating this year.  This field is particularly important for those who are/have been foreign students or those employees whose last employment with the University was as a student.

Employee Status & Type of Legal Document req’d:  Please see the Legal Documents notes at http://umanitoba.ca/admin/human_resources/services/hris/documentation/index.html.  The rules indicated in the Legal Documents notes are the same for all types of employment income.  Legal documents are to be submitted to Human Resources each time a foreign worker is appointed or re-appointed.
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Section B – Position Information
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Position Number:  Typically if the appointment is for a “sofa” position (where numerous people can have the same position number) you do not have to provide the position number, but rather enter N/A in this field.  Examples of types of appointments which are “sofa” positions are Grader/Marker, Teaching Assistant, Lecturer /Instructor, and Student Office Assistant.  Unless you have a specific position number you want used, enter N/A in this field if the appointment is for a ‘sofa’ position. Human Resources will determine the appropriate position number for the appointment.  

For “chair” positions (where only one person is in a particular position at any given time) if the employee is replacing a previous incumbent and there are no changes in duties, the position number should be the same as the position number for the previous incumbent.  Academic Administrators, Counsellors, and those appointments where ‘Other (as specified)’ is used in the Position Title field are examples which usually have a specific position number, and as such the position number should be supplied.
If a ‘Position Profile for Research Acad/Part-Time/Nil Acad Administrator form’ (‘it is mandatory for new chair positions’) is attached to the appointment form, please complete this Position Number field with N/A.

Position Title:  This is one of the two most important fields on the web based form.  If the wrong position title is selected, the wrong fields will likely be shown on the form for completion; this will lead to errors in the information entered into VIP.
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Definitions of the various titles are as follows:

Academic Administrator – an employee working doing administrative work where the work is considered academic in nature (usually requiring an employee with an academic background).
Academic Administrator/Instructor – an employee who is both instructing & doing other types of academic administrative work.  This can only be used if the duties do NOT qualify the appointment as CUPE OR UMFA.
Course Developer/Content Specialist – an employee whose main duties are to oversee the development of a new course or changing the content of an existing course.
Counsellor – there are very few academic Counsellors’.  Prior to using this title please contact your HR Consultant.
CUPE Librarian –a Librarian who is not full-time for a year or more.
Grader/Marker I – CUPE Student – a U of M student (full or part time) who is employed in a degree or certificate credit program to do marking.  Level 1 rates of pay are applicable where an undergraduate degree is not a job requirement.
Grader/Marker II – CUPE Student – a U of M student (full or part-time) who is employed in a degree or certificate credit program to do marking.  Level 2 rates of pay are applicable where a minimum of an undergraduate degree or equivalent is a job requirement. 
Grader/Marker (non-Degree/non-Student) – a non U of M student who is employed to grade in any type of course OR  this title can also be used for U of M students who are grading in non-degree/non-certificate courses as they are not part of CUPE.
Instructor – an employee whose duties include ONLY course instructing and who is being paid by the course(s) they teach.  They may have prep time included as well as grading, as that is considered an integral part of teaching.   All non U of M students who are ONLY instructing courses should be called by this title, NOT ‘term instructor’ or ‘sessional instructor’.
Instructor – Distance Education – an employee whose duties are instructing a course or courses, but who is being paid on a per student basis (eg. $100 per student).  At this time this title should only be used in the Faculty of Extended Education and the School of Agriculture.
Invigilator – an employee who is acting as an exam supervisor or an employee who watches exam candidates to prevent cheating.
Lecturer/Instructor I – CUPE Student – a U of M student (full or part time) who is employed to instruct a course (includes prep & grading) in a degree or certificate credit program.  Level 1 rates of pay are applicable where an undergraduate degree is not a job requirement.
Lecturer/Instructor II – CUPE Student – a U of M student (full or part time) who is employed to instruct a course (includes prep & grading) in a degree or certificate credit program.  Level 2 rates of pay are applicable where a minimum of an undergraduate degree or equivalent is a job requirement. 

Student A/V Technician – an employee who is working as an audio/visual technician but who is a full-time student (at any institution).  Can work a maximum of 20 hours per week during the regular school term (Sept – Apr), except during the Christmas break and reading week.
Student Computer Assistant – an employee who is working in a position similar to an IST position, but who is also a full-time student (at any institution).  Can work a maximum of 20 hours per week during the regular school term (Sept – Apr), except during the Christmas break and reading week.

Student Food Service Worker – an employee who is working in the food service industry (usually for ARAMARK) who is also a full-time student (any institution).
Student Labourer – an employee who is employed to do manual labour (eg.  Grounds maintenance) who is also a full-time student (at any institution).
Student Office Assistant – an employee whose main duties are office work (eg. Filing, reception) who is also a full-time student (at any institution).  Can work a maximum of 20 hours per week during the regular school term (Sept – Apr), except during the Christmas break and reading week.

Student Research Assistant – an employee who is working doing lab work/research that directly relates to their course of studies.  They can be a full OR part-time student at any institution EXCEPT high school.
Student Technician – an employee doing lab work/research that does NOT directly relate to their course of studies who is also a full-time student (at any institution).  Can work a maximum of 20 hours per week during the regular school term (Sept – Apr), except during the Christmas break and reading week.

Teaching Assistant I – CUPE student – a U of M student (full or part time) who is employed to assist in the instructing of a degree or certificate credit course.  Level 1 rates of pay are applicable where an undergraduate degree is not a job requirement.
Teaching Assistant II – CUPE student – a U of M student (full or part time) who is employed to assist in the instructing of a degree or certificate credit course.  Level 2 rates of pay are applicable where a minimum of an undergraduate degree or equivalent is a job requirement. 

Teaching Assistant (non-student) – a non U of M student who is employed to assist in the instructing of any time of course OR this title can also be used for U of M students who are assisting in non-degree/non-certificate courses as they are not part of CUPE.

Faculty Advisor – this title should only be used by the Faculty of Education.
Other (as specified) – an academic position where the title is not already in the drop down list.  A lengthy job description will be required to make sure that the position really is academic in nature.
If you select ‘Other (as specified)’, a field beside it will appear to allow you to type the specific title to be used.  
· Do NOT use a position title of ‘Instructor’ if the individual is not only instructing (prep time & grading are a normal part of instructing and so are considered a part of instructing).  When you call an appointment ‘instructing’ then information regarding posting information and course #’s ALWAYS needs to be filled on the appendix form.  

· If the employee is mainly doing other academic work (example: academic administration or course development), but also teaches a course or courses the position title must be ‘academic administrator/instructor’.  The questions that are asked will determine if the person should be in CUPE.  If they are a CUPE employee an error will come up telling you that you must split the duties into separate forms.  This is to keep the work that is in the union separate from the non-union work.
· When the position title ‘student research assistant’ is selected, an additional section is added to the signature section of the form for the Confirmation for Student Research Assistant.  This section must be completed and signed by the appropriate Professor before sending the form to Human Resources.  Failure to have this section completed and signed will result in the form being returned to the unit.  A version of the ‘confirmation of student research assistant’ is available online if you want to do is separately. 
Professional Association:  When a position title of ‘Instructor’,‘Lecturer/Instructor’, or ‘Academic Administrator/Instructor’ is selected, you must indicate whether or not the individual is a practicing professional.  In order to be a practicing professional the person must pay membership dues to an organization that regulates the person’s right to practice that profession.  Examples of professions recognized are lawyers, doctors, nurses, etc.  In the Name field provided enter the name of the association or the commonly used abbreviation for the association (example: Manitoba Association of Registered Nurses or MARN).
Extended Education:  Unless the form is for an appointment in Extended Education or a “cross” appointment such as Summer Session or Distance Education with Extended Education, Not Applicable should be selected.  
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If the appointment is a “cross” appointment, please make sure that you have all the information required to complete the form, including GL and salary information, as only one unit/department can fill out the form.

Position Group:  Will determine who can see the employee when performing time entry.  To determine the correct Position Group number, go to the U of M Organization Structure documentation at http://umanitoba.ca/admin/human_resources/services/hris/documentation/index.html 

PSU:  This stands for Personnel Service Unit and represents where agenda message and other information generated by VIP will be sent.  Each faculty/department has chosen how their PSU groups are set up and can be seen on the organization documentation on the HRIS/VIP website (http://umanitoba.ca/admin/human_resources/services/hris/documentation/index.html).

Work Location:  This field should be completed with the actual ‘global’ location of where the employee will be working.
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Building:  Should be the building name or hospital where the employee will normally be working, if there is no building name, the name of the town and province should be entered.

Section C – Appointment Information
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Appointment Start Date:  Must be a Monday (or weekend date if the person actually started working on Saturday or Sunday) if teaching, or CUPE Grader/Marker or Teaching Assistant.  For other types of appointments included on this form, such as Student Office Assistant, the Appointment Start Date should be the employee’s actual start date.
NOTE:  The formatting of the date fields on this form must be correct, that is it must be the 4 numbers for the year followed by the / key then either the two numeric characters for the month OR the three alpha characters for the month, followed by the / key then the two numeric characters for the day in the month.  Example:  2009/04/06 or 2009/apr/06 or 2009/APR/06
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Appointment End Date:  Must be a Friday if teaching, or CUPE Grader/Marker or Teaching Assistant, otherwise the actual end date of the appointment should be used

Salary:  This field, along with the Position Title field, is one of the two most important fields on the web based form.  At this time there are no controls as to which type of salary you can choose.  If you select the wrong type of salary the remaining fields on the form will be INCORRECT and if caught the form will be returned to you.  If the error is not caught the employee will be set up in VIP incorrectly and most likely will be overpaid or underpaid.
Important:  if you are paying per annum or per session there must always be a set amount of hours (either given through course credit information or hours per week) that go along with the money.  For per annum and per session this information shows on the appendix.  Example:  if you are paying $5000 per session, hours as 0-35 are NOT acceptable.  You can only use a range of hours where you are using an hourly rate, and then submitting actual hours as they are worked.
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Per Annum (12 months or more with fixed FTE) – choose this IF:

a) The appt is for at least 12 full months

b) The appt has a fixed number of hours per week that they employee will be working (fixed FTE)
Human Resources will set up a derived schedule based on the information provided on the Appendix section of the form.  The earnings will normally be shown on the salary screen in VIP.  As the appointment is for 12 months or longer the employee is entitled to vacation time in accordance with the vacation policy.  If the appointment is for less than a 1 year period and Per Annum has been selected the form will be returned and a corrected form will be required.

Per Session (course rate or sessional rate) – choose this IF:

a) The appt is for a time that is less than 12 full months

b) The appt has a fixed number of hours per week that the employee will be working OR is being paid dependant on the course(s) being taught.

For HR/Payroll purposes the amount paid in this field should be the total amount to be paid for the length of the appointment (and is inclusive of the vacation and all statutory holiday pay).  Human Resources will set up a derived schedule based on the information provided on the Appendix section of the form.  The earnings will be reflected on the Premium and Allowance screen in VIP. 
Per Hour (total pay dependent on hours worked) – choose this IF:

a) You are appointing any ‘excluded student positions’ or ‘CUPE Teaching Assistant’ or ‘CUPE Grading/Marking’ positions.
b) You are unsure of the hours per week and will be submitting hours as they work them.
When this choice is selected the rate should be an hourly amount which excludes vacation pay as VIP will automatically add pay vacation pay for the hours the employee works.  With the selection of per hour, you must also indicate information on the hours the employee will be working.
Total Hours/Week:  This section will only be reflected if you selected ‘Per Hour’ in the Salary field.  Depending on the type of Position Title you selected will determine which choices you will be given for this field.

Derived Schedule – This option is only available for certain position titles, such as a lecturer/instructor, a grader/marker, or a teaching assistant.  When you select derived schedule you will be required to provide the total number of hours per week the individual will be working.  Based on this information and information provided on the Appendix section of the form, Human Resources will derive an appropriate schedule.  This derived schedule will be used in the calculating of commitments.
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Fixed Schedule – When the Fixed Schedule is selecting you must also provide the exact hours the employee is expected to be working each week.  Please remember to use a 24 hour clock when completing the Time field(s) to avoid any confusion and possible conflicts in schedule with other appointments.  The form automatically totals the hours indicated in the duration fields, remember to check the total to ensure the total on the form matches the expected working hours per week.  As actual expected hours are provided, these hours will be used in the generation of commitments.
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Variable Hours – If variable hours is selected you will need to complete the Weekly Range of Hours field.  The hours indicated in the Weekly Range of Hours field will not be attached to the employee’s appointment, and therefore no hours will generate when schedules are generated for time entry, or for the purpose of commitments.  The Weekly Range of Hours is used for information purposes to ensure the appointment is in agreement with collective agreements (example: Excluded Student positions remain below 20 hours per week during fall and winter sessions), as well as on occasion for benefit purposes.

As a zero hour schedule is attached to the employee’s appointment, the schedule attached to the employee’s position will not project any expenses for the purposes of commitments.  If you have an employee who has a variable schedule and you wish to reflect the cost of the employee’s appointment for commitment purposes you need to indicate ‘Yes’ in the Generate commitment in the General Ledger field and the hours per week you wish to have on the commitment.  Remember the hours per week entered for commitments must be a fixed number of hours, and not a range.  If you do not want anything reflected in the way of a commitment for the employee, answer ‘No’ in the Generate commitment in the General Ledger field.
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Default GL:  For all appointments the GL reflected in this field must be a budget GL, the GL cannot be a Grant FOP or a Billing FA.
Is 100% of the salary being paid from the default GL?:  If all of the salary, benefit and Statutory Holiday charges are to be charged to the default GL provided, click on Yes and no other GL questions will be reflected.  Answering No in this field opens up additional fields which allow the salary and benefits to be charged to either a Grant FOP or a Billing FA as well as indicating which GL should be charged for any Statutory Holiday pay paid after the contract end date of the appointment.
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Grant Funded:  If the answer to this question is No, you will be given the opportunity to give either a Billing GL or a Budget GL for the Paying GL information.
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Billing Account?:  If you answer Yes only the Fund and Account (FA) fields will be reflected on the Paying GL fields.  If No is answered the Paying GL fields will reflect the Fund, Organization and Program (FOP) fields.
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Paying GL:  Whether FOP or FA fields are reflected, at least the one line must be completed with the appropriate paying GL.  In addition to the FOP or FA, the percentage paid from the GL and the start and end dates the GL is to be used must also be completed.  If more than 2 GLs to be charged during the length of the appointment, a Funding Allocation form will also be required for the remaining GL information.

GL for Stat Holiday Pay after the Contract End Date to be paid from Billing Account?:  This question will be asked for all per annum, hourly paid appointments or where you have indicated that 100% of the salary is not paid from the default GL.  The field is not required for paid per session appointments as these appointments are not subject to the Statutory Holiday rules as the statutory holiday pay is considered to already included in the paid per session amount the employee receives.  If this question is answered No, the appropriate fields for a FOP will be reflected, otherwise the fields for a FA are shown.
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Total Estimated Cost of salary excluding Benefits (to be charged in the current fiscal year): This field is used by Budgets and Grants and is neither used by Human Resources nor reflected in VIP.  Budgets & Grants use this information to confirm the GL has enough room to cover the expense of the appointment.
Section D – Attachment
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The Attachment section gives the possible attachment options for the type of appointment you are submitting.  Check off all the appropriate types of attachments.  
For New Hires a copy of the Personal Information Form (PIF) and a copy of the employee’s Social Insurance Number card are required.  
Please see the legal documents notes to determine what addition legal documents are required when you are hiring or re-appointing a foreign employee. 
When the web page is submitted and changed to the printable version of the form, only those attachments selected will be reflected on the form.  Please ensure all indicated attachments are stapled to the form before the form is forwarded.
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The Comments field can be used to draw Human Resource’s attention to any unusual attachments or circumstances with the Appointment. 

Appendix
The Appendix is shown ONLY when the combination of Position Title and Salary require information provided in the Appendix.  The information provided in the Appendix is posting information, course name, credit hours or classroom hours, and/or types of duties.  The Appendix is never required for Excluded Student appointments and may not be required for some other types of appointments that are paid an hourly rate (examples Invigilator, Faculty Advisor).  If you choose a Position Title of Other (as specified) you will always have to complete some part of the Appendix as a description of the duties will always be required and depending on the Salary types selected other fields may also be required.  For additional information on when you should see the Appendix and what should be reflected on the Appendix see the Appendix Matrix – What You Should See on the Appendix section later in the document.
Position & Appointment Information
Actual Appointment Start &End Dates (for CUPE students only)

We require the Actual Start and End Date information For CUPE Grader/Markers and Teaching Assistants when the appointment duration is less than 6 weeks as these types of appointments are required to start on a Monday and end on a Friday in VIP.  As a result the dates reflected on the first page of the appointment form and in VIP can extend beyond 6 weeks when the appointment may in actuality be only 4-6 weeks in duration.  

Posting Information
Posting is required for Instructors in degree credit programs, and for Teaching Assistants, Grader/Markers, and Lecturer/Instructors in degree credit or certificate credit programs.  Posting is also required for some Counsellors and for CUPE Librarians whose appointments are over 6 months.  If you have failed to post the appointment, the reason for NOT posting must be in the Reason for Not Posting field as only these reasons have been approved by the Unions.  If the ‘reason for not posting’ is not a valid reason the form may be returned to the department for posting. 
If you select ‘Other reason’ for not posting, the appointment requires the approval of HR’s Labour Relations Officer and the appropriate union.  If you have such approval please attach it to the form.  Without attached approval this form will be held and will not be processed until the approval is received

The most common example of when the ‘Vacancy created by last minute/leave’ reason is used is unexpected sections of a course being offered due to high enrollment, or unexpected leaves creating the need for hiring.
For degree credit courses, if you do not require a type of Practicing Professional to instruct the course or are not sure that an UMFA member will be teaching the course you must post the appointment.  
What can be put on the same form (for TA’s, Graders, and Instructors)

If you are hiring an individual to teach, assist, or grade multiple courses where posting reasons are different you must supply one form per reason.  However, if you are hiring the same individual for the same posting reason but different posting numbers you can use the same form as long as:

- the maximum amount of hours per appointment form does not exceed 40 hours per week,

- the appointments are for the same type of course (degree or certificate, etc.),
- the courses start and end on the same date, and

- the position title and type of salary are the same. 
Each Course and each course section should be on a separate line so Human Resources can properly determine the accurate service.
Other duties (for instructors only)

The ‘I would like to add other duties’ field should rarely be used and only when the “other” duties directly relate to the course being taught and the instructor is being paid additional money for these additional duties.  Example: Instructor is responsible for a field trip in addition to the teaching the course.  This is especially crucial for employees in CUPE.  If the employee is an UMFA member or a practicing professional there will be more leeway given.
The total number of hours of work per week related to these responsibilities field should be equal to the total number of hours expected to be worked divided by the total number of weeks of the appointment. Example: 34 hours expected to be worked on field trip divided by a 17 week appointment = 2.0 hours per week.
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Amending a form
NOTE:  If you are AMENDING information (meaning a change going back to the beginning of the appointment) that is on the Short-Term Part-Time form, make a copy of the original form, print “AMENDMENT” in large letters on the top of the copy & then cross off and change the original information to the amended information (please put ** around the amended information to make it stand out).  Then get new signatures & send the form to Human Resources.

Amending a form is acceptable when more money is being paid, a g/l is being changed, or incorrect information was originally put on the form that does not substantially change the format of the form itself.  Amending a form will not be accepted if the form reflects wrong data/fields.

‘Next Step’ and the printable form
To change the web page to a Form format that can be printed, click on the ‘next step’ button at the bottom of the web page.  If the form you are completing has an Appendix, the ‘next step’ button will be after the fields required for the Appendix .

If the form you are completing has no Appendix, the ‘next step’ button will be after the Attachment section, immediately following the information the contact information.
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An Error Message will occur if you have not completed all the required fields or there is a formatting error in a field.  The error message will indicate which fields requiring completion or that have a formatting error.  Clicking on the OK button will close the error message so you can make the appropriate changes and retry clicking ‘next step’. 
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If there are no errors in the form completion, the form will return with a printable version of the form.  A HARD copy of this form should be signed and sent to Human Resources @ 309 Admin.
Printing & Saving the Form
Once you’ve hit ‘next step’ and no errors were found you will get the actual printable & saveable form.  At the bottom of the form should be a button that looks like this:[image: image24.png]Printthe Form




If this button is ‘greyed out’, which means it looks like a watermark there could be 1 of 2 potention problems.  They are:

1) You must use Internet Explorer as your browser

2) The ‘activex’ control may need to be installed.  Usually there is a pop-up that shows up at the top of the screen.  If you click on it, then it will ask you if you’d like to install this program and you must say yes.  If the popup does not appear please contact your IT person to have it installed for you.  Using the print button on the File menu at the top may result in improper formatting, so please make sure this button is working.

You can save the form for future reference, but once you’ve shut the web form version down you will not be able to change it again as the saved version of the form is locked against editing.
Scrolling back to make changes
At any time AFTER hitting ‘next step’ and getting the actual form, but BEFORE you shut your browser down, you can scroll back to the questions by hitting the [image: image25.png]


 key at the top of the web page.  Make any changes that are required and then hit ‘next step’ again to go back to the form.   You should remember to ‘refresh’ the form after you’ve made your changes, as the questions may develop glitches if too many changes are made.  The refresh button is also at the top of the browser and looks like[image: image26.png]


.  Once you’ve finished making your changes, click ‘next step’ again to take you back to the form.  
Note:  As most of the programming in the form centres around the ‘position title’ and ‘type of salary’ it’s suggested you start a new form if you are changing either one of these fields.
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