Designating Overload in Colleague
To Designate a Section as Overload 

On the FASC screen, used to assigned faculty to a section, enter the code "O" in the field, Teach Arrgt." (This field is the field immediately to the right of Load.) Press enter or tab and then click on File→Save or F9 to save your work. 
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The code should be the letter O, not a zero, and the code should be entered without the apostrophes. It doesn't matter whether the code is entered in lower case or upper case. 

To Designate Released Time As Overload  - refer to documentation on FMBS entitled  FMBS – COLLEAGUE RELEASED TIME.
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