CMS Project Team — Business Process Guide

SAN JOSE STATE Process: Rehire Part-Time Temporary Faculty, TA, or GA
NIVERSITY Module: Workforce Administration

High Level Description

Process Rehire a Part-Time Temporary Faculty, TA, or GA
Module Workforce Administration
Document Type Business Process Guide
Psshr://[Cms/Training, Doc & Support/~Human Resources
File Reference Documentation/Temporary Faculty/Business Process
Guides/Word/BPG_TF Rehire Temp Fac TA GA.doc

Revision Control

Date By Action Pages

02/27/2006 HDunkle Document created 16

12/04/2007 Adam Everett Document converted to accessible template 15
Overview

The process to rehire (reappoint) Temporary Faculty, Teaching Associates, or Graduate Assistants is the same. The
following steps need to occur in either the department or dean’s office depending on the college structure:

1. Enter contract data in PeopleSoft

2. Generate and Print the contract

3. Generate and print the Appointment Form

4. Obtain signatures and send to Faculty Affairs via your Dean’s Office.
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SJSU CMS Project Team Workforce Admistration/Rehire Part-Time Faculty, TA, or GA

Complete the Contract Data pages
Enter contract data in the CSU Contract Data component of PeopleSoft.

1. From the Menu, click
Workforce

Administration. : P
® 1 Workforce Administration

[ My Favorites

Hire employees, add non-employess, maintain personal and job data, administer global assignments, labor relations, absence and vacation.

B [ Self Service

2. Cl |Ck CSU Tem p I Manager Self Service ﬁ Personal Information ﬁ CSU Temp Faculty

F It [ 55U Campus Solutions Mainitain information sbout & person regardless of Jobs Mainitain contracts for CSU Temporary Faculty

acu y . I> 85U Human Resources =] Person Organizationsl Summary. =l CSU Contract Dats
Biographical
‘iorkforce Administration Organizational Relationships

3. Click CSU Contract b G Temp Facuy

Data.

The CSU Contract Data

page displays. Menu &

Search:

4. Click Add a New Value. )]
I My Favarites CSU Contract Data

[ Self Service Enter any information you have and click Search. Leave fields hlank for a list of all values.
[> Manager Self Service

[» 53U Campus Solutions Find an Existing Value

[» SJSU Human Resources
[> Recruiting

Add a Me

= arkforee Administration EmpliD: | begins with j |

b (PEFEENED (HmEng CSU Contract Numher:| begins with j |

= CEU Temp Faculty - -

= C Jats Department: |beg|ns with || Q
[ Warkforce Development Contract Status: I: ﬂ I j
[> Campus Community DU = =]
[> Student Adrmissions escription: [ begins wi
[» Records and Enrallment Name: Ibeging writh j|
[» Curriculum Management - -
I Set Up HRMS Last Name: |beg|ns writh j|
[ Set Up SACR Second Name: [ heging with =||
[ Warklist
I Reparting Tools [ Correct History [ Case Sensitive
[» PeapleTools
— Change My Password ) L
Search | Clear | Basic Search Save Search Criteria

— My Systern Profile

Find an Existing value | Add 2 Mew Yalue

Enter the following data:

= C8U Temp Faculty

I ]

C3SU Contract Data

e EMPLID: Enter the ID.

CESUTF Batch Print
— CEU TF Individual Print
e CSU Contract Number: b CSU Warkfarce Adrnin

Frocess
Leave as NEW. [> Global Assignments

[> Labaor Administration EmpliD: 901099215 Q

[+ Absence and Vacation

Add a New Value

* Depe_lrtment. Enter your [» Leave Administration LSF CSU Contract Number: | MNEW
4 dlglt department #- b F|EXibIPT EiERee EG Department: WO\
[» Collective Processes
[> Self Service Transactions
5. Click Add. b Warldorce Reports A
[ Benefits
[ Compensation
[> Time and Lahar Find an Existing Value | Add a Mew Value

[ Pavroll for Morth America
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The Contract Contract Status/Content
Status/Content page S PersonD: 901099215
displays. Coniract Status/Content
CSU Contract #  NEW DeptiD: 1008 ] =
*Eff Date: 411712006 [ Effactive Sequence: [0 Contract Desc:
‘Contract Status: IActive :I' Entitlement: Contract Expected End Date: EJ
Reg Region: W Q Multi-Year End Date: E‘J

Contract Type: Q
Approved by: [ Approver1t I~ Approver2 [ Approver3

TF Contract Detail Ein | view a1 First [ 4 cr 1 [F] Lot
+
*Position Nbr: Q Bus. Unit: =
Department: 1008 Job Code: Sal PlaniGrd: e
Term: ’— Q Cycle: |— Q *Comp Rate:
‘Late Start? |N— Q Academic Days Paid: Total WTL: 0.00000
Comments: | ﬂ

B save | [=] motify | [Er add | # Include History | [& Correct Histaory |

Contract StatusiCaontent | TE Contract Tatal

6. Enter information about Contract Status/Content | TF Caniract Total

the overall contract (top Rachel Prouet PersoniD: 901099215

section). Contract Status/Content
CSU Contract #  NEWY DeptiD: 1008 g =
‘Eff Date: 08/25/2005 E‘J Effective Sequence: ’_D Contract Desc: |PROUST_AY2005-06_CE
‘Contract Status: IActive :I' Entitlement: 800 Contract Expected End Date;  |05/30/2006 e
Reg Region: W Q Multi-Year End Date: 05/30/2008 [
Contract Type: W 12.28 Entitlement - ¥r 1 of 3
Approved by: " Approver1 [~ Approver2 [~ Approver3

Field Description:
e Efft Date: Override with the first date of the contract.

e Contract Desc: Enter a name for the contract. Include the Last Name, Dept Name and Term. Example:
Proust_AY2005-06_CE

e Entitlement: only if your employee has entitlement. Enter in a three digit format. Example: .800
e Contract Expected End Date: Enter the last date of the Appointment.
e Multi-Year End Date: For Entitlement only enter the date of the last year of the entitlement.

e Contract Type: Use the lookup to select the appropriate type. If your employee has an entitlement, make sure
to select a contract with Entitlement in it.
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8. Enter data in the TF

Contract Detail section TF Contract Detail ind | view & First (0 1 o1 4 [ Last
(lower area). ‘positionhbr: 00001380 [E1 Lecturer Av-B Bus.Unit:  5J000  8JSU =
Department: 1006 Civil & Enwiron Engineeting Job Code: 2358 SalPlaniGrd: 335 [ '3_ Q&
Term: W Q Cycle: '4_ Q ‘Comp Rate: ’m
‘Late Start? N Academic Days Paid: TotalWru; | 7.30000
Comments: ﬂ
-

Field Descriptions:
e Enter the Position Nbr: Use the magnifying lense to search for it if unknown.

9. Click Tab. Data about the position will populate. This example is a Temporary Faculty Lecturer. For TA or GA's
enter the correct TA or GA position number.

e Term: Enter term in a four digit format: 2054 = Fall 2005 or 2062=Spring 2006.

e Cycle: Enter one digit number for the semester Fall = 4 Spring = 2, should populate.

e Comp Rate: Should default with the fulltime monthly rate of pay from Job Data.

e Total WTU: Enter the value that reflects the amount of weighted teaching units.

e Comments: Optional-Enter information about the hire. Prints on the appointment form.

e Late Start: Use only if the person is a Late Start or Early Termination — Enter L — Enter E for Early Term.

e Number of Days Paid: Use only if a late start or early term, count the number of academic working days they
will work (see HR’s Academic Calendar). Note: This will lower the pay.

10. Click the plus sign to

insert another semester if | HEENEETEG] Final [ view sl First K 2 or2 M Lot
needed. =
‘Position Nbr: | Q Bus. Unit: ’—a
Note: This example is for an Department: 1006 Job Code: SallRlaniGrd: !
academic year appointment - Term: Q Cycle: [a ‘Comp Rate:

Fall & Spring, an additional

. ‘Late Start? 'N_ Q Academic Days Paid: Total WTL: 0.00000
row must be inserted.

Comments: =
-
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Workforce Admistration/Rehire Part-Time Faculty, TA, or GA

11. Repeat the same data
entry as the first row.

12. Enter a different Total

WTU if the Spring
appointment is different.

12. Navigate to the TF
Contract Total page.

The TF Contract Total page
displays.

e Letter Code: Enter CN1.

13. Review all data for
accuracy.

14. Click Save (lower left).

TF Contract Detail

000012390 2 Lecturer AY-B
Department: 1006

062 O
Na

*Position Nbr:

Term: Cycle:

‘Late Start?

Civil & Environ Engineering

ERSY

Academic Days Paid:

[I=]

Bus. Unit: SJoon  sJsU

Job Code; 2348 Sal Plan/Grd: 335 1|3 Q
‘Comp Rate: 3400.000000
Total WTU: [

Comments:

Contract Status/Content [T

Rachel Proust Person ID: 001099216
Contract Status/Content |= {14 M =
CSU Contract #  NEWY DeptiD: 1008 O =
Eff Date: 08/25/2005 Eﬂ Effective Sequence: ’_D Contract Desc: |PROUST_AY2005-06_CE
“Contract Status: IActive :l' Entitlement: 800 Contract Expected End Date:  |03/30/2008 il
Reg Region: W Q Multi-Year End Date: 05/30/2008 [+
Contract Type: WQ 12.29 Entittement - ¥r 1 of 3
Approved by: [ approvert [ Approverz [ Approver3
TF Contract Detail as
‘PositionNbr: 00001380 QL Lecturer AY-B Bus.Unit: 50000 SJ5U =
Department: 1006 Civil & Erwiron Enginesting Job Code: 2358 SalPlaniGrd: 335 / '3_Q
Term: W Q Cycle: |2— Q *Comp Rate: 'm
‘Late Start? ’N_ Q Academic Days Paid: Total WTU: 7.50000
Comments: | ﬂ

B save | [=] hotity |

Contract Status/Content | TF Caontract Total

B 2 | A2 Include History | [ Correct History |

Rachel Proust

Contract Data

CSU Contract Number:
(Coniract Total Detail

DeptiD:

1008

Person ID: 901029215

08i25/2005

First E 1of 1 m Last

Eff Seq:
ind First 4 12012 (M Last

Civil &
1006 Enwiron
Engineering
Civil &
1006 Environ
Engineering

Lecturer
-

.8 2358 335 3

Lecturer
AY-B

2358 335 3

B save | =] notify |

Contract StatusiContent | TF Cantract Total

2054 3500.000000 0.500000 1/2

2062 3500.000000 0.500000 1/2

1750000 10500.000 7.50000

1750.000 10500.000 7.50000

Eepdd | Include History | | B Correct History

Business Process Guide
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SJSU CMS Project Team

Workforce Admistration/Rehire Part-Time Faculty, TA, or GA

Generate and Print the Contract/Terms and Conditions

The contract will be generated and printed after creating it. At this step you will navigate to the Temp Fac Contract by
Emplid, or the Contract for TA or the Contract for GA depending on the employee's job.

1. From the Menu, click
SJSU Human
Resources.

2. Click Workforce
Administration.

3. Click Temp Fac Contract
by Emplid or Contract
for TA or contract for
GA.

The Find an Existing Value
page displays.

4. Click Search.

5. Click a Run Control ID
below.

Search:

M

(- My Favarites
[+ Self Service

Carmpus Solution:

Development

[ Warkfarce Administration
> Recruiting

Search:
®

[+ My Favorites

[» Self Service

[ Manager Self Service

[+ SJ5L) Campus Solutions

= SJSU Human Resources

[» Enterprise Learning

[ Organizational
Development

[+ Payroll for Morth America

[+ Recruiting

— Contract for GA

— Contract for TA

— TETAGA Appt- Revision
Form

Search:

®)

[> Wy Favorites
[ Self Serice
[ Manager Self Service
[» §J8U Campus Solutions
= 8J5U Human Resaurces
[ Enterprise Learning
[ Organizational
Development
[+ Payrall for Marth America
[» Recruiting
= Waorkforce Administration
— Contract for GA
— Contract for TA
— TETAGA Appt-Revision

® ﬁ Workforce Administration

> Payrall for Marth Armerica =
I Recruiting Empl

= Workforce Administration [

| v

man

[~ Manager Self Service = Contract for G. = Contract for TA
® =] orract tor GAA\ =] Compact or e
ma B2
I Organizational

= TETA/GA Appt-Revision Form = Temp. Fac. Contract by Emplid
e Job Profile TRTAJGA Appt-Revision Form

TF Contract by Emplid

E" Current Job Data Status Report
Report changes in Job Data and Job Status with
selection and sort options

Temp. Fac. Cantract by Empid

Mewy Window | Help | 15,

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Run Control ID: | begins with ||

[" case Sensitive

Search | Clear | Basic Search B Save Search Criteria

Find an Existing Yalue | Add a Mew Walue

TF Contract by Emplid

Mew Windaw | H

Enter any information you hawe and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Add a Mew Va

Run Control ID: | hegins with 7| |

" case Sensitive

Formn
— Temp. Fac. Contract by

Emplid
[ Warkforce Development
[» Recruiting

Search |

Clear | Basic Search Bl Save Search Criteria

Search Results
5 I

First [4] 151 0f51 [p] Last

Run Control 1D Language Code

000013480

_I 000020151

Englizh
English

Business Process Guide
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6. Enter criteria:
TF Contract by Emplid
e TF Contract by Emplid
Run Contrel ID: 00001390 Report Manager Process Monitar Run
e EmplID: Enter the empl
id or use the magnifying
lense to look up.
"EmpliD 01099215 G Rachel Proust
e Contract Number: Use
the magnifying lense to ‘ontract |PROUST_AY2005-06_CE Q
look up.
Due date: 010842006 [
e Due Date: Required for
TA & GA, Optional Temp Dean's Name: Janice Joplin
Fac
e Dean’s Name: Enter the
Dean’s name or designee
Note: T_A & GA Contracts B save | L\Return to Search Previous in List | +] Meat in List | (=] nctity | b add | UpdateDisplay
Supervisors Name & Phone
must be entered.
7. Click Run.
TF Contract by Emplid
Run Control ID: 00001 390 Eeport htanaget Process Moniar Run
‘EmpliD 801089215 C,  Rachel Proust
‘Contract PROUST_AY2005-06_CE o}
Due date: 01/09/2005 [=1
Dean’s Name: [/anice Joplin
& Save |  ELReturnto Search Previous in List | +E Mest in List Patify | S 2cded | UpdateDizplay
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Workforce Admistration/Rehire Part-Time Faculty, TA, or GA

The Process Scheduler
Request page displays.

8. Verify settings if you are
running this for the first
time, otherwise settings
remain.

e Server Name: PSUNX
e Type: Web
e Format: PDF

9. Click OK.

You are taken back to the
prior page.

10. Click Process Monitor.

11. Click Refresh to update
the Run Status.

12. When Run Status shows
Success, Distribution
Status Posted, click
Details.

Process Scheduler Request

Userip: HROSAS

Run Control ID: 00001330

IPSUN}{ 'l

Server Name:

Recurrence: | Ll

[ &

Time Zone:
Process List

04/24/2006 El
11:38:054M

Run Date:

Run Time: Resetto Current Date/Time |

[V SJTFO0G

Ok | Cancel |

TF Contract by Emplid

SJTFOOG SGR Report

IWeb 'l IPDF 'l Distribution

Run

Run Control ID: 00001390 Eepart Manager Process Monitor
Frocess Instance:G9349
*EmpliD 801099215 & Rachel Proust
“Contract |F'ROUST_AY2005-UE_CE Q,
Due date: 010872006 [+
Dean's Name: Janice Joplin

Process List
user I: [ HROSAS | Type: l—;lLast: [ 1] m Refresh |
Server: l—;l Name: liq Instance:| to |

Run | - l Distribution | - l

Status:
Process List

Status

[¥ save On Refresh

N 6934 SGR Report

Go hackto TF Contract by Emplid

SJTFO06 HROsSAS 042472006 11:38:05AM PDT  Success Fosted

Business Process Guide
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Workforce Admistration/Rehire Part-Time Faculty, TA, or GA

13. Click View Log/Trace.

Process Detail

Instance: 6939 Type: S0R Repaort
Hame; SJTFO0G Description: SJTFO06
Riin Statiis:  Success Distribiion Statiis: Posted
R ]
Rum Control I0: 00001390 ' Hold Request
Location: Server © Oueue Request
a7
Senver: PSUNK e
i Delete Raquest
Recurrence:  Restart Request
Request Created On: 042472006 11:39:228M PDT Parameters Transfer
Run Amytime After: 042472006 11:38:054M FOT Message Log
Began Process Al 04/24/2006 11:39:31AM PDT Batch Timings
Ended Process At 04242006 11:39.44AM FDOT View LogiTrace
Ok Cancel

Business Process Guide
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14. Click the link that shows

-PDF. View Log/Trace
ReportlD: 550174 Process Instance: (939 Message Log
Name: SJTFO0G Process Type: S0R Report

Run Status:  Success

SJTFOOG
Distribution Details
Distribution Node: HSJITST Expitation Date: D4126/2006

Hame [File Size (bytes)  [Datetime Created
Message Log 1,865 04/24/2006 11:39:44 000000AM POT

006 6939 PDF 5,663 04/24/2006 11:39:44 000000AM POT
Trace File 2,802 04/24/2006 11,39:44.000000AM FDT

Distribute To
Distribution |D Type |*Digtribution ID
User HROSAS

Returmn |

15. Verify the data.

H Statement of Terms and Conditions of Employment
An Academic Year contract College of Engineering
will generate two pages. San Jose State University
TO: Rachel Mickey Proust Date:  April 24

Note: GA contracts will not

d|sp|ay a Total Term Salary_ On the recommendation of the Department/School of Civil & Environ Engineering and on behalf of the President
offer you a temporary appointment to the faculty of San Jose State University. The specific terms and conditions
ment are as follows:

Appointment Type Appointment Period Effective Dates

Part-time: 0.50 (1/2) 12.29 Entitlement - Yr 1 of 3 - Fall 2005 25-AUG-2005 to 2
800 ENTITLEMENT

Rank Full-Time Base Salary Actual Monthly Salary Total Term Sal

Lecturer AY-B $3,500.00 $1,750.00 $10,500.00

For any appointment with atime fraction of 0.40 or greater in one or more semesters, c
for information regarding benefits. Contract end date subject to changes in academi

Business Process Guide Page: 10
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Generate and Print the Temporary Faculty Appointment Form
The next step is to generate and print the Appointment Form. The form will be used to communicate the rehire data to
Human Resources. Human Resources will perform the rehire process.

1. From the Menu, click
SJSU Human
Resources.

2. Click Workforce
Administration.

3. Click TF/TA/GA/Appt-
Revision Form.

The Temp Fac Appt-
Revision Form Find an
Existing Value page
displays.

4. Click Search.

5. Select a Run Control.

Search:

i Hum

& ﬁ Workforce Administration
[ My Fawarites
[> Self Service
[ Manager Self Setvice = Contract for GA = Contract for TA
[ 8J5U Campus Solutions = Cortract for G, =l Cortract for TA
SJ5U Human Resources

Development
> Payroll for Morth America Emplovee Job Profile E TETA/GA Appt-Revision Form

- Recruiting
[ Wyarkfarce Administration
> Recruiting
[-Waortkfarce Administration
[ Wworkforce Development
[ Organizational Development

TFITAIGA Appt-Revision Form

> Campus Cammunity

[> Student Admissions

[» Records and Enroliment
[ Gurriculum Management
[- Set Up HRMS

[» Set Up SACR

[ Reporting Tools

[» PeopleToals

— CEUID Search

— Change My Passwaord

— My Personalizations

= by Swstern Profile

Temp Fac Appt-Revision Form

ﬁ Current Job Data Status Report

Report changes in Job Data and Job Status
with selection and sort options

ﬁ Temp. Fac. Contract by Emplid

Temp. Fac. Contract by Emplid

Enter any information you have and click Search. Leave fields blank far a list of all values.

Find an Existing Value Add a

Search by: Run Control ID begins with

" case Sensitive

Search | Advanced Search

Search Results

| First E 1-81 of 61 |E| Last

Run Control 1D Language Code

0oaot 39 English
noaozn English

Business Process Guide
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The parameters page

displays.
. Run Control ID: 000020151 Report Manager P Manit i)

Note: Data entered in the s Hess
fields will print on the
appointment form (see Emplip: (901098215 QB proust
instructions below). ‘ContractDesc;  [PROUST_AVI005-06_CE aQ

Select aform

* New Appointment Form " Revision Form

Action REH Reason |FEH

Effactive Date [ Action Reason
Initiating Official harcella Robles
Appointing Official Gemma Marquez

Dept. Contact - Name & Ph, [Hary Rosas 8241562

Funding Changes

Department  noyartment Name Fund  Class  Project Percent Efft Date End Date
Q Bl El
Q Bl El
Bl save | LLReturn to Search | +[E| Previous in List | +E] Mest in List | [=] rotity | B Aot | Update Display

Enter the data to generate and populate data on the appointment form:

EmplID: Enter the employee id, use the lookup if you do not have it

Contract Number: Use the lookup button to find the contract you need

New Appointment Form: Click the radio button to the left of it

Action Reason boxes: REH REH

Effective Date: Use only if you have another action reason such as a funding change or other actions — This is
not the effective date of the contract. The effective date of the contract will automatically populate from the
contract.

Action Reason boxes: only used if you have another action taking place, typically for funding changes, such
as splits. EDC FSC for funding changes.

Initiating Official: Enter the Initiating Official for your department. (Typically, the Chair of the dept.)
Appointing Official: Enter the Appointing Official for you department. (Typically an official in the Dean’s
office.)

Dept. Contact: Name & Ph: Enter your name and phone number

Funding Changes section: Optional - Only used if appointment is being funded differently from the position
setup. Please contact your Dean’s office for further information.

Department: Enter the department number funding the employee salary.

Fund: Enter the five digit fund number.

Class: Optional — enter the class number if being used.

Project: Optional — enter the Project number if being used.

Percent: Enter the percentage number being funded from the info provided.

Efft Date & End Date: Enter the dates the funding change will cover.

Repeat same data entry as above if this is a split between another fund and/or department.

Click Run.

Business Process Guide Page: 12
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The Process Scheduler
Request page displays.

Field Description:

e Server Name: PSUNX
e Type: Web

e Format: PDF

9. Click OK.

You are taken back to the
prior page.

10. Click Process Monitor.

11. Click Refresh to update
the Run Status.

12. When Run Status shows
Success AND Distribution
Status shows Posted -
Click Details.

Process Scheduler Request

User ID: HROSAS Run Control ID: 000020151

Server Name: PSLUIN:: Run Date: 04262006 51
Recurrence: I 'l Run Time: 10:24:10AM Resetto Current DateiTime |
Time Zone: Q

Process List

Description Process Name Process Type *Type *Format Distribution
I TETAGA Appt-Revision Form SJTFO10 SGR Report IWeb 'l IPDF 'l Distribution

Ok | Cancel |

TFTA/GA Appt-Revision Form
wn Control ID: 000020151 Report Manager Process Monitor R

Process Instance:6966

EmpiD: 901099218 QU posne) proust

*Contract Desc.: |PROUST_AY2005-06_CE Q
Select aform
* New Appointment Form " Revision Form

Action |REH Reason |REH

Effective Date E Action Reason

Initiating Official |MEFCE”E Robles

Appointing Official |Gemma Marguez

Dept. Contact - Name & Ph. [Hamry Rosas 824.1562

Funding Changes

Department  ponartiment Name Fund  Class  Project Percent Efft Date End Date
Q | | | [ B | B
Q | | | [ ] B | e
B save | ELReturn to Search | +[E| Previous in List | +E] Mext in List | [=] motify | [E A | B UpdateDisplay |

Process List

User ID: HROSAS)| O Type: I 'lLas‘t: 3 IMinutes vl Refresh |

Server: I 'l Name: Q Instance:| to |
Run I vl Distribution I vl ¥ Save On Refresh
Status: Status

e | Find |

N [afel el SGR Report SJTFOM0 yrosas OH26/2006 10:24.10AM PDT - Success Posted Details

[

Go hackto Ternp Fac Appt-Revision Form

Business Process Guide
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Workforce Admistration/Rehire Part-Time Faculty, TA, or GA

12. Click View Log/Trace.

13. Click the link with .PDF.

Process Detail

Instance: BA6E Type: SQR Report
Name: SJTFO10 Description: TR/ TAGA Appt-Revision Form
Run Status:  Success Distribution Status: FPosted
R4n

Run Control ID: 000020151 " Hold Request
Location: Samver © Queue Request

'
g — PSUNX Cancel Request

" Delete Request
DSUIRERIAS T Restart Request
Request Created On: 0452602006 10:25:1 TAM PDT Farameters Transfer
Run Anytime After:  04726/2006 10:24:104M PDT Message Log

Began Process At:  04/26/2006 10:25:364M PDT
Ended Process At:  04/26/2006 10:25:46AM PDT

h Timings
Wiew LogTrace

Ok I Cam:EII

View LogiTrace

Report
ReportID: 550189 Process Instance: G965 Message Log
Hame: SJTFO10 Process Type: SGQR Report

Run Status: Success

TFITAIGA Appt-Revision Form
Distribution Details
Distritnmion Node: HEJTST Expiration Date: 04728720086
File List
Bl 1,614 0472602006 10:25:46.0000004M PDT
| jtt01 PDF 4,075 0472602006 10:25.46.0000004M PDT
race File 162 0472602006 10:25:46.0000004M PDT

Distribute To

Distribution ID Type | *Distribution ID
User HROSAS

Return |

Business Process Guide
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Workforce Admistration/Rehire Part-Time Faculty, TA, or GA

The Appointment Form displays.
14. Verify the data.
15. Print the form.

16. Obtain signatures and forward to appropriate offices for eventual rehiring.

L&ppoir‘:ment Form Print Date 04/26/08
Submit Form to: Faculty Affairs

Questions? Contact Faculty Affairs at 924-2450

San Jose State University
Temporary Faculty/Graduate Assistant/Teaching Associate Appointment Form

Effective Date Action” Reason” Effective Date Action” Reason”

Effactive Data
25-AUG-2008

Contract Mumber & Description

000007481 PROUST_AY2005-06_CE | |

Emploves ID Empl Red Employss Name Eff Se
S0109921% 1] Rachel Proust | o

Contract Type Contract Expected End Date Multi-Vear End Date Entil Ouginal Hire Data 581 Counter
[ 014-12.29 Eutitl ~Yrlof3 | 30MAY-2006 | [ 30-MAY-2009 | [s00 | [ 2s-avc-2005 | [o
Current Contract Data
Term Year Cycle Position #/ Department Id / Mame Tob Code Workmeg Title Comp Rate Actual Comp WTIU FIE Fraction
2054 2005 4 00001330/ 1008/ Civil & Environ Enzineering 2358 Lectursr AY-B 3500.00 1750.00 7.50000 0.50000 12
2062 2008 2 00001350/ 1008/ Civil & Environ Enzineering 2358 Lectursr AY-B 3500.00 .00 7.50000 0.50000 12
Job Hiztory
Effdt Position ActionReason History Warking Title Deagpt WMame FIE Actual Comp Chg Ami ChzPet Comp Rate
08/25/05 00001350 Hire/Appointment Lecturer AY-B CivEnvEng 0.500000 3,150.00 0.00 0.00 3.500.00
Comments (ie., special compenzation instructions) Funding Dept Fund Class Proj Pet Effdt EndDate  Department Name
Current: 1006 10003 10000 070103
Change to
Depariment Contast:
Marcella Robles Nameiphone  Harry Rosas 924.1562
alliating OfMclz Signature Date
Gemma Marquez
Appainting Cfficlal Slgnature Catz HR Signoft/Date
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