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A. System Overview 

- From the Faculty Follow-up menu, the college dean can select the screen 

“Overload Workflow” to search for the staff members with (Request Status, Load, 

Nationality, Contract) 

 

 

 

  

Figure 1 – Overload Workflow 
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B. Instructions 
This screen allows the College Dean to filter staff members based on many criteria, 

which help him/her to view request details, approve and reject the request. 

   1. Searching: 

- College Dean can select the search criteria. 

- Also can filter for specific member as to search for “Faculty Name” 

and select specific one. 

- Also can filter the search with (Request Status, Load, Nationality, 

Contract) 

- Then press “Search” button 

- System display the search result of the faculty members. 

 
Figure 2 – Search for Staff Members 
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2. Request Details 

College Dean can press the “>>” to open the screen “Request Details” 

- System display in the header of it the staff member info, 

- Also display a link “Preview Details” to preview the college instructor schedule 

report, which preview the courses of the staff, teaching methods, scheduled 

days/time 

- Also system display in the request details screen, the notes entered by the approvers 

like (HOD Notes, College Dean notes, Council Notes, HR Notes) 

- Then College Dean should enter his notes and press “Save Notes”, system display 

message Data is successfully saved”. 

 

 
Figure 3 -  Request Details Icon 
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Figure 4 – Request Details Screen 
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3. Request Follow up 
 

College Dean can press the “>>” to open the screen “Request Follow up” 

- System display in the header of it the “Request Status” ,”User” and “Approve Date”. 

 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 

Figure 5 – Request Follow up Icon 
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Figure 6 – Request Follow up Screen
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4.  Preview Details 
The College Dean can press the “Preview Details” to view the “College 
Instructor Schedule”. 
 

 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Figure 6 – Preview Details Button 
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5.  Approve / Reject Request 

For the request status “Validation Status”, College Dean can press 

“Approve” or “Reject” buttons. 

- System display message “Data is successfully saved”. 

- System change the request status to “Approved By College Dean”. 

- System change the request status to “Rejected By College Dean”. 

 

 

 

 
 

 
 
 

Figure 7 – Approve / Reject Request 
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6.  Bulk Saving 
Bulk Save Selected: 

1. College Dean can select multiple requests form the search result 

2. Write in the “Notes” text. 

3. Then press “Bulk Save Selected” button 

4. System display message “Data is successfully saved”. 

  
Bulk Save for All: 

1. Write in the “Notes” text. 

2. Then press “Bulk Save for All” button 

3. System display message “Data is successfully saved”. 

 
 

Figure 8 – Bulk Save Selected 
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Figure 9 – Bulk Save For All 


