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The Workload Planning Tool is an application that allows faculty to plan their Teaching Load, Reassign Time, and 

Research/Service time for the  upcoming academic year. Once a plan is submitted, it can be reviewed by the Dean (or 

designated approver) for final approval within the application. 

Login:

• Access the NLU Portal and select Self-Service

• On the Self-Service Menu select Faculty Work Plan



3

Faculty Work Plan Maintenance:

• Select your name from the Choose ID & Name drop-down menu

• Your NLU ID number should appear after your name has been selected

• Next, enter the Fiscal Year that you are planning. (Example: For the 2022 – 2023 fiscal year, enter 2223) 

Choose ID & Name:
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The planning tool is divided into three sections: Summary, Approved, and Enter and Maintain.

Let’s take a look at the Summary Section. Here you’ll find your Faculty Information and two workload summary sections:

• Total Workload Summary (All Four Terms) consolidates your planned workload into academic year totals

• Term Workload Summary displays your planned workload by term.
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The Approved Section is populated after your planned workload has been reviewed and approved. This section includes:

• Assigned CRN’s – reflects the courses and CRNs assigned in Banner

• Approved Teaching Load – reflects the planned courses approved by the Dean or designate

• Approved Reassign Time – reflects the approved reassign time

• Approved Research/Service – reflects the approved research and service time
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The Enter and Maintain section is split into three areas:

1. Enter and Maintain Load (Teaching/Overload)

2. Enter and Maintain Reassign Time

3. Enter and Maintain Research/Service

This is the section where you enter your planned workload for the academic year.
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To Enter a Course:

• Click on                         and select the Term and Load Type from the respective drop-down menus.

• Enter a subject in the Subject Field (Ex: PEA062)

• Click on                     

• The SH or QH will populate once you have saved the record, and the Certified to Teach indicator will be displayed

• To add more courses, repeat the steps above

Note: if an entered course has a range of hours (like EDL598 in the above example) the SH or QH will populate as .00 

• Faculty should remove the .00 and enter the hours they will teach

• Click on                   to save the entry, then click on                     to view the updated hours 
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To Enter Reassign Work:

• Click on                         to add an empty entry 

• Select the Type of Work from the drop-down menu, enter a description of the work and the SH or QH, then click  

• Repeat the steps above to add more reassign time

To Enter Research/Service:

• Click on                         to add an empty entry row

• Select the Type of Work from the drop-down menu and enter a description of the Research or Service. Then click  

• Repeat the steps above to add an additional type of work (See note in graphic below)

Note: Enter only one entry per Type of Work 

for an Academic Year
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Your planning is done!

Upon completion of your entries, your planned workload is PENDING until approved by the Dean or Designated Approver.

When your Courses, Reassign Time, and Research/Service have been approved, the approved items will be moved to the

Approved Section of the Workload Planner for your review. This section cannot be modified.
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FAQ:

1. What happens if I’m assigned to courses in Banner after they are already planned and approved?

Those courses will not appear in the Assigned CRN’s section of the Approved Section, but they will remain listed under the Dean 

Approved Teaching Load from Workplan Table section.

2. Can I remove assigned courses from the Assigned CRN’s in the Approved Section?

If faculty wants to mark courses that are already listed in the Assigned CRN’s as Overload, add the course in the Enter and 

Maintain section as overload, and request approval. Once approved, the course will be removed from the Assigned CRN’s 

section.  

Example: To mark EDL521 for Summer 2021 as Overload:

• Select the term and add subject EDL521 as Overload

• Click 


