
Faculty Assigned Time Submission Instructions 

Via InfoReady 

Please review the documentation below, if you have additional questions after reviewing, please contact the 
InfoReady Administrator(s).  

Before You Begin 
Before you log into InfoReady to report Assigned Time, it is important you have all necessary information and 
documentation to submit on time. For each assigned time you need to report, you should be prepared with the 
following information: 

• Weighted Teaching Units (WTU’s)  
• Category & Sub-Category (refer to the Assigned Time Categories documentation to identify the appropriate 

categories) 
• Description of the work being performed 
• Funding Agency 

o Specific funding agency selections will require you reporting the funding contact person name, 
email, and Project Title/Number 

• If any of your assigned time work is funded by the Office of Sponsored Projects, you must have completed 
the Grant Reimbursed Time form before you can submit your application in InfoReady. You will be required 
to upload the completed form 

IMPORTANT: If there are errors in your submission, you will be required to submit another application. Please 
ensure the information you report is accurate. See the Common Errors section for an overview of common issues 
that will result in an application being declined. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.csusm.edu/par/at-categories.pdf
https://www.csusm.edu/research/grants/policies/grantcontracts/reimbursedtime.html


Accessing the Form 
Step 1: Go to 
https://csusm.infoready4.com/ 
to locate the Assigned Time 
submission form 
 
Note: If the submission 
deadline has passed, you 
will no longer see the 
submission form linked 
 
Step 2: Select the Log In or 
Submit Assigned Time 
buttons to be redirected to 
the log in page.  
 

 

Step 3: Select CSU San 
Marcos Login and use your 
CSUSM credentials.  
 

 
Step 4: Once logged in, you 
will be directed to the 
submission form. It is 
recommended you go to the 
form details to review 
relevant information and 
links to helpful documents 
to assist you in reporting 
assigned time.  
 
Otherwise step to the next 
section.  

 

https://csusm.infoready4.com/


Step 5: In the Details tab, 
you will find the 
information on the 
deadline, names for the 
current InfoReady 
Administrators, description 
of the form, and notes on 
any recent updates to the 
form or submission process 
and links.  
 
IMPORTANT: The 
Assigned Time Categories 
documentation provides 
general description of 
various work and indicates 
what category and sub-
category the work should 
be reported under. It is 
advised you reference this 
document to ensure 
accurate reporting and 
prevent your application 
from being declined.  
 
Step 6: Go back to the 
applications tab or select 
Submit Assigned Time in 
the lower left corner to 
access the form. 

 

Completing the Form 
InfoReady is designed to pre-populate some of your faculty data such as your name and home department 
information from Peoplesoft. You may not edit some of these pre-populated fields and that is by design – if you see 
any errors with the pre-populated data and you cannot edit, please reach out to the InfoReady Administrator(s). 

 Step 1: Your first and 
last name should be 
pre-populated.  
 
This information 
comes from 
Peoplesoft records 
and is based on your 
preferred name. 
 
Step 2: The 
application title 
should reflect your 
full name and the 
reporting term. 

 



Step 3: Indicate your 
Primary Organization 
but selecting on Add 
Primary 
Organization.  
 
Your response 
should be limited to 
your default 
academic 
department.  
 
Select your 
department and then 
Save & Close. 

 

 
Step 4: The APDB 
Department ID and 
Employee ID 
sections should be 
auto filled from 
Peoplesoft data.  
 
If you encounter 
issues, reach out to 
the InfoReady 
Administrator(s). This 
information is 
needed for proper 
routing to your 
department/college. 

 
Step 5: Select your 
Faculty Status from 
the available options 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



Step 6: Select Next 
to begin entering 
assigned time 

 
Step 7: Up to 10 
individual entries are 
allowed per 
application form. To 
begin, select on Add 
New to begin 
entering your first 
assigned time entry.  

 
Step 8: A subset of 
questions will appear 
for each entry you 
need to report.  
 
You can add 
additional entries by 
selecting Add New. 
 
If you need to remove 
an entry, select 
Remove.  

 
Step 9: In the first 
subset of questions, 
enter the workload 
associated with the 
entry. You may report 
numbers up to the 
first decimal. 
 
Do not enter negative 
numbers or 
fractions.  

 

Step 10: Select the 
appropriate category 
for this assigned 
time. Applications 
with the incorrect 
use of category and 
sub-category will be 
declined and faculty 

 



will be required to re-
submit with 
corrections.  
 
Reference the 
Assigned Time 
Categories 
documentation for 
assistance.  
 

 

Step 11: Once you 
select the Category, 
an additional 
question for sub-
category will appear. 
Repeat step 9 for 
reporting the 
appropriate sub-
category. 

 
Step 12: Next, enter 
a description of the 
assigned time you 
are reporting – 
please provide an 
adequate 
description. 
 
Course-related 
entries (e.g. Excess 
Enrollment and 
Extended Learning 
In-Load Instruction 
should contain the 
CRN in the 
description. 
 

 

https://www.csusm.edu/par/at-categories.pdf
https://www.csusm.edu/par/at-categories.pdf
https://www.csusm.edu/par/at-categories.pdf


Step 13: Select the 
funding agency for 
the assigned time.  
 
Routine Service & 
CSUSM Funded 
Assigned Time 
should be reported 
as funded by 
Academic Affairs. 
 
 
 
 
 
 
Note: If the funding 
agency is any of the 
following 
(Chancellor’s Office, 
RSCA or Faculty 
Center Grants, 
University 
Foundation Award) 
you will be asked to 
provide additional 
information. 
 

 
 

 

Step 14: Once you 
have entered all your 
assigned time, you 
will be asked to 
indicate if any of your 
entries were funded 
by the University 
Office of Sponsored 
Projects 
(Corporation).  
 
If yes, you will be 
required to the 
reimbursed time 
form before moving 
onto the next 
section. 
 
If no, move onto the 
next section. 

 



Step 15: Select Next 
to move onto the 
next section. 

 
Step 16: Read and 
select the 
acknowledgement 

 
Step 17: Click on 
Preview to review 
your submission 
prior to submitting 

 
Step 18: If you need 
to make any edits, 
select edit for that 
section and update 
as needed 
 

 
Step 19: Once you 
are ready to submit, 
select Submit 

 



Step 20: You will 
receive a 
confirmation email 
from InfoReady 

 
What’s Next Your application will be routed to reviewers within your college.  

 
If there are any errors found in your application, the reviewer will get in touch with you 
inform you that you need to submit a new application with corrections. Review the next 
section for more information on re-submitting 
 
If there are no errors, all reviewers will approve and you will receive notification from 
InfoReady when your application received final approved (‘Awarded’). No further action 
is needed on your end unless there are updates to your application – in this case see the 
next section on re-submitting. 

Re-Submitting 
If you need to make changes to your original submission or you have been notified that your application contains 
errors, you will need to submit a new application. You cannot edit your prior submission. You may create a new 
application following the steps in Completing the Form section or you can make a copy of your prior submission 
and make changes to your prior responses. The copy prior submission feature is only allowed as long as your 
application is still in the system. Applications that have been declined will be removed from the system within a 
couple days, at this point you will no longer have a submission to copy. Please re-submit promptly after being 
notified. 

Below are steps to create a copy of your prior submission. 

Step 1: After logging into 
InfoReady and accessing 
your submission, you will 
see any prior submission in 
the My Applications section.  

 
Step 2: In the banner that 
appears, select on Apply 
Again 

 



Step 3: A pop-up will appear. 
Select the application you 
want to copy and select 
Copy. 

 
Step 4: A copy of the form 
will generate with the title of 
“Copy of…” 
 
Go to the section you need 
to make edits to and update 
as needed.  
 
Preview and submit.  

 
Step 5: After submitting, you 
must notify the InfoReady 
administrators and/or your 
Department Chair that you 
have done so and indicate 
the application ID for the 
new submission. 
 
The application ID is the 6-
digit number next to your 
application title.  
 
You should only have one 
application submitted to 
prevent over-reporting your 
workload and to keep the 
review system manageable.  

 
 

 
 

 



Common Errors 
To ensure your assigned time submission is approved in a timely manner and avoid having to re-submit, make sure 
you follow reporting guidelines. Below are general descriptions of common errors.  

Incorrect Category or Sub-Category Report 
Most assigned time work can be captured under existing categories/sub-categories identified in the Assigned Time 
Categories document. Using an incorrect category when the description of the work indicates another category 
was appropriate may result in the application being declined until the work is reported under the appropriate 
category. 

All work reported as Other will be flagged for review since this category should rarely be used and is often an 
indicator of incorrect category use. 

Incorrect Funding Agency 
Your college will need to seek reimbursement for some assigned time – accurate reporting of the funding agency 
assists in this process. Assigned time should be reported under the appropriate category. For example, all Routine 
Service and CSUSM Funded Assigned Time should be reported under Academic Affairs.  

Missing Grant Reimbursed Time Form 
If you indicated one or more of your assigned time entries is funded by the Office of Sponsored Projects (CORP) 
and you do no include the Grant Reimbursed Time form, your application may be declined.  

Reporting Multiple Extended Learning In-Load Courses as One Entry 
For every Extended Learning course you are teaching as in-load, you should have a separate entry in your 
application. For example, if you are teaching two in-load courses, you should have 2 separate entries.  

Insufficient/ Missing Information in Description 
For review and audit purposes, your description of the work being performed should be adequate and contain the 
necessary information. Cite work, research, committees, project purpose. Re-iterating the category title does not 
provide sufficient information for reviewers and auditors to evaluate the work being performed. 

Certain assigned time work will require specific information is reported within the description. For example, 
assigned time for excess enrollment and Extended Learning In-Load require you report the CRN associated with 
the course in the description.  
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