
 

PERSONNEL - PART-TIME 
Fall of Current Academic Year 

INSTRUCTIONS
If your institution uses part-time faculty, choose the “yes” option. Otherwise, choose “no.” A message will 
remind you that any data already entered on this form will be lost. 

NUMBER OF PART-TIME FACULTY: 

Enter the combined total of: 
(a) those who teach on a part-time basis during the year, 
(b) those teaching full-time for only part of the year. 

Do not count full-time faculty on sabbatical leave who may teach part of the year. Do not include on-
site field supervisors. 

FULL-TIME EQUIVALENT (FTE) OF PART-TIME FACULTY: 

Divide the total number of courses taught by all part-time faculty by the average teaching load of a full-
time faculty member. 

In most cases, all individuals reported on this form should NOT have a corresponding entry reported on 
the ATS Salary form. 

ARF PROGRAM NOTES 

There are some fields in which you will not be allowed to enter data, such as Total fields that are calculated 
or contain amounts that are brought forward from another part of the form—the type in these fields will be 
navy blue. 

Totals: Column and row totals will be generated automatically during data input—the type in these fields 
will be navy blue. Some forms require certain totals to match other forms’ totals or totals on previous pages. 

Decimals: Most fields on ATS forms require whole numbers. If you enter decimals for these fields, the 
program will round the number to the nearest whole. 

Comments: A comments field has been added to each of the ARF forms. The comments field is accessed by 
clicking the Comments button located in the upper left corner between the Print and Close buttons. 

Printing: Because of a change in the Windows operating environment, some users are unable to send a copy 
of their reports to their local printer by clicking on the Printer icon.  There is, however, another way to print 
your forms: 

• Select the Print button from the data entry screen as usual. 
• Once the printable version of the report appears, drop down the menu attached to the “Export” icon 

near the top of the window and choose the Acrobat (PDF) file option. (see figure 1) 
• Select Open when prompted 
 When using Microsoft Internet Explorer: The prompt may appear at the bottom of the window and 

look similar to figure 2. 
• A new window will open the report independent of the database and can be saved or printed. 
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