REVIEW AND ACKNOWLEDGE ASSIGNMENT IN

FLASHLINE (Self-Service Banner)

You will receive an email at your kent.edu account. The subject line in the email will read “PT Faculty
assignment is awaiting your acknowledgement”. Written step-by-step instructions are provided in the
email. Below are the steps with screen shots of each action.
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Compensation and Acknowledgement

7 select desired Term and the Go button. To acknowledge your review of this information, select the checkbox next to Faculty Acknowledgement and then select the Acknowledge
Selected Positions button. You will receive an email upon your acknowledgement which details your job assignment.
To navigate this page: Select the icon next to Contract Notes to view the Contract Notes window. Select the icon under Subject and Course to view the Course Information window.
If available, select the Course link to view the Course Calculation Page. Insert and view previous comments
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Once you have acknowledged your assignment, you will receive an email at your kent.edu account. The
subject line in the email will read “Your PT faculty assignment detail”. This email will provide specific
information relating to your course assignment. For example: term, campus, course/section number,
day/time of the course, room and building, and the total compensation.
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