
Adjunct Professional 
Development eForm

Select your form type



eForm Landing Page



Landing Page – List of Approved 
Activities

List of Approved activities



List of Approved Activities Pop-up

SAM
PLE of LIST



Please Note  



Definitions & Due Dates



Landing Page Options

Start

To Start a 
new eform

View

To View 
an eForm 
without 
access to 
making 
changes 
or 
submitting

Evaluate

To 
Evaluate 
an eForm 
for 
Approval 
or to 
Recycle 
for 
updates

Update

To make a 
change to 
an existing 
eForm that 
you 
haven’t 
approved 
or 
submitted 



Full 1st Page of eForm



Start an ADJ Faculty PD eForm – 
Information



Start an ADJ Faculty PD eForm – 
Faculty Information



Term Lookup



Academic Year Totals button is 
now active



Clicking Academic year totals

Summary of previously submitted 
hours and activities



Adjunct with Flex Obligation

If a Flex obligation is due this table must be completed prior to the PD table being 
completed.



Flex Obligation



Adjunct must meet Flex hours 
Prior to entering PD hours



Total Flex due and total entered



ADJ Faculty PD eForm –
Directions to complete CS & PD



ADJ Faculty PD eForm – CS and 
PD Activities



ADJ Faculty PD eForm – List 
Activities completed



Activity ID Lookup Table



Activity Entry - Example



Select AA 
Displays when the person starting the form is the adjunct or the super user – 
This is the regular process. 

Required when the Administrative Assistant is not the initiator of the form.



Adjunct Faculty Certifying 
contract content



Adjunct Faculty Acknowledging 
the Certification



Submit without certifying if 
Admin is completing



Confirmation after Submit

Note: 
• You can view the approval route
• Print a copy for your records



Approval Routing Popup – 
Adjunct or Super User submits 

Submitted by Adjunct 
or Super User - Routes 
to AA and then Dean 
(or Super User if the Adjunct does 
not have an assigned Dean or 

Manager 2 levels up)



Approval Routing Popup – AA 
submits on behalf of the Adjunct
In rare cases an 
Administrative 
Assistant may need 
to submit on behalf 
of an Adjunct. The 
form then routes 
directly to the Dean 
(or Super User if the Adjunct 
is not assigned to a Dean)



Approval Routing Popup – No 
Supervisor in system (2 levels)

When an Adjunct does 
not have a Direct 
Manager, nor one up to 
2 level above, then form 
routes to a Super User. 



Print for your records



Landing page –to approve select 
Evaluate



Evaluate- To Approve, Recycle or 
Deny an eform



Search Options
Search by 
using the 
following 
options

Leave Search option fields blank 
and just Search – this will give you 
a full list of all ADJ PD eForms 
pending your action
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