SJ S U Run Batch Contracts

for Temporary Faculty

Overview

This business process guide demonstrates how to generate and print the temporary faculty contracts in a
batch process. Use this process if you want to print multiple contracts for different individuals in a single batch
process. The contract data that exists in the system for the temporary faculty will appear on the Contract
Appointment letter/Terms and Conditions page.

Note: The contracts must exist in the system before you can run this process.

Log in to SJSU @

WOI' k . Th e Search: Lol Miain Merw = SJSU Human Resources =
Workforce ® |/ Workforce Administration
.. . > My Favorites
Administration page I CSU SA Baseline — _
d, I (> Carnpus Info |?_ Update Business Title P Appointment End Date Report
1Splavs. [> Self Senvice 1| Update Business Title 8| Appoirtment End Date Report
p y > Manager Self Service
. > §JSU Campus Snlu!inns“ - =
1. From the Main Menu, - 8IS0 Human R o Batch Contracts fus GA = Batch Contuacts fot L. Eaculy
. [ Enterprise Leaming = Ehriianton - ch Contracts for Temp. Faculty
naVIgate to SJSU Human U Glohal Payroll & Absence
Mamt : z
e === Contract for GA === Contract for TA
Resources > Workforce b Ongmizatore = Gt o om e
Administration. & Payrollfor North America
[ Recruiting = Eligibility List for Promotion =
. [ Time and Labor " Bligibilty List for Prometion [i=| Employee Job Profile
2. Click Batch Contracts for ~ Workiorce Adminisiaiion
T F It - Lipdate Business Title
Appointment End Date === HR Student Job Termination === Link APPLID to EMPLID
- Facu y Report T 187! student Job Termination Process and Repart 8! Link APPLID to EMPLID:
— Appraisal Date Tickier
== New Tenure Track Faculty Rept w== PERS Eligibile Temp Facutt
S News Tenure Track Facuity Report ™| PERS Eiigibite Temp Faculty
Faculty
= ,Ig,_alr__g_f__‘c;m_rg:c_fg._fg_r_ﬁ === Process UCAT Employees = S.| Employee Refresh

The Batch Process for TF

Contract search page = Warkforce Adrministration | A
. — Update Business Title
displays. — Appointment End Date
. Regor_t )

3. Click the Search button. _W
- atﬁh Contracts for GA

Batch Process for TF Contract
Enter any information yau have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search by: Run Control ID begins with |

— Batch Contracts for TA -
— Contract far GA, [case sensitive

— Contract for TA

— Current Job Data Status Search Advanced Search
Report -

— Eligibility List for
Promation

Find an Existing Value | Add & Mew Yalug

— Employee Jab Profile

— Extract Employee to File

— HR Student .Job
Termination
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The Batch Process for TF Batch Process for TF Contract

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

display.

Find an Existing Value Add a Mew Yalue
4. Select a Run Control ID
by clicking the appropriate | Search by: Run Control ID begins with
hyperlink.
yp [[Icase Sensitive
Search | advanced Search

Search Results
Wiewe Al First E 1-9 of 9 |I| Last
Run Control ID Language Code
Attenidance Endlish
BatchContractsTermpFac English
Expenseadiustment English
EUNTIMESHEET English
SYMAPTIS English
StuTimeAppriRep English
TIMEAD M English
Find an Existing Yalue | Add 2 Mew Value
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The TF Batch Contract page
displays.

5. Term: Use the lookup
button to search the
appropriate term.

6. Due Date: (optional.) Enter
due date.

7. Dean’s Name: Enter your
Dean’s name.

8. Enter criteria to run by
either EmplIDs or Dept:

e EmplID: Enter the
employee ID of the
individuals for whom
you want to run the
contracts. Click the
Add [+] button to insert
additional EmplIDs, if
needed.

e Dept: Enter your
department ID.

Note: If you run the batch
process by DeptID, it will only
print the new or unprinted
contracts for that department.
The process will not pickup
any contracts that have been
printed in the past. If you want
to print any contracts that have
been printed in the past, run
the Batch process by EmplID.

9. Click the Run button.

Run Control ID:

TF Batch Contract

BatchContractsTerpFac

Term 2072 Q Due Date:

Bruce Magid

Dean's Name:

Customize [Fing | B8 Fiest (M 1.4 0t
Ml
e
1 000006215 Q =] I
2 000008555 O + =
3 |oooo07853 Q (=]
4 [oooozo1ed] Q[+

& save | ELReturn to Search | +[Z] Previous in List

Report Manager Process Monitor

Run

Q

use the + sign to add more boxes to
add more EmpliDs

sENextinList | EINotity | Eeada| 5
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The Process Scheduler
Request page displays.

10. Verify settings if you are
running this for the first
time. Otherwise, the
settings remain:

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

11. Click the OK button.

The TF Batch Contract page
displays.

12. Click the Process Monitor
hyperlink.

Process Scheduler Request

User ID: Run Control ID: BatchContractsTempFac

Server Name: | Run Date: 0172007 EN

Recurrence: Run Time: 2116:45PM Resetto Current Date/Time |
Time Zone: Q

Process List

Batch Contracts for T. Faculty SJTFOOZ S0OR Repoart

Distribution

Ok Cancel

TF Batch Contract

un Control ID:

rRun |

BatchContractsTempFac Report Manager | Process Monitor

Process Instance:219670

Term 2072 Q Due Date: (9

Dean's Name: Bruce Magid

Customize | Find | L First ._"..1.‘1.«_1
4 ¥ Last
EmpliD Q
1000006215 Q4 =]
2000008555 =]
3000007853 Q =
4000020164 Q =

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530

Run Batch Contracts for Temporary Faculty
Page 4


mailto:info-support@sjsu.edu

Process List Server List

The Process List page
displays
. User ID; ,JSNOW @ Type: :] Lastt | 5 |7Q§y§71
13. Wait at Ieagt 15 seconds, o . m
and then click the Refresh Rin ol + | Distribution | v| [“Isave On Refresh

button.

14. Continue waiting and then

clicking the Refresh button

219671

SQR Report

until Run Status changes 219670 SQRRepor
to Success and 219638 SGR Report
Distribution Status

219637 8GR Report

changes to Posted.
15. Click the Details link.

Process Detail

Customize | Find
| petaits
SJTF002 TMISTRY 01/11/2007 9:51:49AM PST Success  Posted
SJTFO02 TMISTRY 01/11/2007 9:49:564M PST No Success Posted  Details
SUTFO01 TMISTRY g1!11_01200711:46:23;\m Success  Posted  Details
SJTFO01 TMISTRY D1 02007 1EAL2TAM - giccess  Posted  Details

The Process Detail page
displays. _
Click the View Log/Trace Instahce: 219634 Type: SQR Report
hyperlink. o
Name: SJTF002 Description: Batch Contracts for T. Faculty
Run Status:  Success Distribution Status: Posted

Request Created On:
Run Anytilme After:
Began Process At
Ended Process At:

Run ____________________ [undateProcess

Run Control ID: Attendance

Hold Request

Location: Server Queue Request
Server: PSUNX Cancel Request

(O Delete Request
Recurrence:

Restart Request

01/10/2007 10:55:21AM PST Parameters Transfer
011 0/2007 10:55:19AM PST Message Log

011072007 10:55:42AM PST
01/10/2007 10:55:53AM PST

Batch Timings

View Log/Trace
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The View Log/Trace page View Log/Trace

displays.
. . ReportlD: 733045 Process Instance: 219634 Message Log
16. Click the PDF hyperlink.
Name: SJTFOOD2 Process Type: SOR Report

Run Status: Success

Batch Contracts for T. Faculty
Distribution Details
Distribution Node: HSJTST Expiration Date:

Name File Size es Datetime Created

Message Lo 1,561 01/10/2007 10:55:53.000000AM PST
E;‘HUOE 219634.PDF 7,932 01/10/2007 10:55:53.000000AM PST
Trace File 616 01/10/2007 10:55:53.000000AM PST

Distribute To

Distribution ID Type "Distrihuliorl D

User TMISTRY

Return I

The Statement of Terms and PRI Siot A T =
Conditions of Employment College of Business

K San Jowe niversity
PDF document displays.

”
‘7o Tom Hanks Date  January 10, 2007

17. Verify the data to make

On e recommendaton of the Department ™School of Marketing and on behall of the Pressdent, | am pleased 1o

sure that |t generated oifes you a semponary apportment 1o e faculty of San Jose State University The specific terms and condians of this appoint
contracts for all the T T
EmplIDs you entered in the ARst—Tybe SOBEI—— : sy S

. . . Fandene 0.20 (175) Achdems Yea Apposnireen] - Spring 2007 23-2AN-Z007 to 2BIAAY-2007
criteria. Or, if you ran the Rank Full-Time Base Satary | Actusl Monthly Salary | Total Term Salary

5 Lechursr AY-C 43500 3847 00 5322 00
process by DeptID, verify B :
that it generated the For any appointment with atime fraction of 0.40 or greaterin one of more semesters, contact Human Resources
contracts for all temporary NR——
Thes appordment is govemed by the appropnate rales of the University ard by the ndes and reguiabons of the Trustees of the

faCUIty for the department Calfomia Slabs Univetuly . (I the appointment i pari-tme, il is conbingent upon sufftent budgs! and satisteciony enmoliments
that you eXpeCted . iy the daparimeant of pour assigemient. Should i become necessarny 1o cancel course sectons Because of insuffcient budge

or eroiment, the Liniversity reserves the nght 1o cancel or modify appomtment of par-time Gaculty

SJSU Information Support Services Run Batch Contracts for Temporary Faculty
info-support@sjsu.edu, 408-924-1530 Page 6


mailto:info-support@sjsu.edu

