Run Batch Contracts for
J U Temporary Teaching Associates

and Graduate Assistants

Overview

This business process guide demonstrates how to generate and print the TA or GA contracts in a batch
process. Use this process if you want to print multiple contracts for different individuals in a single batch.

Note: The contracts must exist in the system before you can run this process.
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Generate and Print the Teaching Associate Contracts Using the Batch Process

The contract data that exists in the system for the teaching associate will appear on the Contract
Appointment letter/Terms and Conditions page. This section demonstrates how to generate and print the
teaching associate contracts using the batch process.

Note: You can run the TA batch contracts only for those TAs who have the same Supervisor.

Log in to SUSU @
Work

1. From the Main Menu,
navigate to SJSU Human
Resources > Workforce
Administration.

2. Click Batch Contracts for

TA.
The Batch Process for TA Batch Process for TA Contracts
Contracts search page Enter any information you have and click Search. Leave fields blank for a list of all values,
displays.

play; Find an Existing Value

3. Click the Search button. Search by: Run Control ID begins with |

[Icase Sensitive

Search | pAdvanced Search

Find an Existing Value | Add & Mew Yalue
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The Batch Process for TA Batch Process for TA Contracts

Contracts search results Enter any information you have and click Search. Leave fields hlank for a list of all values.

d'SPIay - Find an Existing Value Add 3 Mew Walue
Search b% Run Control ID hegins with

4. Select a Run Control ID N

o . [Jcase Sensitive
by clicking the appropriate
hyperlink.
yp Search | advanced Search
Search Results
“Wigne &l First [4] 1-10 of 10 [)] Last
Run Control ID Language Code
Aftendance Englizh
BatchContractsTA Enalish
BatchCaontractsTempFac English
Expenseidiustment English
RUNTIMESHEET English
SYMHAPTIS English
StuTimeApprviEen Enalish
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The TF Batch Contract page
displays.

un Control ID:  BatchContractsTA Report Manager Process Monitor Run

5. Term: Use the lookup
button to search the Term 2064 Q Due Date: 1)
appropriate term. Dean’s Name: [XYZ

6. Due Date: (Optiona|_) Supervisor's Name & Phone |John Smith 408-924-1000

Enter due date.

-
Customize | Find | B R lé 1-2 of

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

8. Enter criteria to run by tjoossor7es Q- [#H B
either EmplIDs or Dept: 2 (003867137 @ =

2

e EmplID: Enter the @save | QRetunto search | [=]motity | Evdd |
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 EmplD.

9. Click the Run button.
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The Process Scheduler
Request page displays.

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

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

11. Click the OK button.

The TA Batch Contract page
displays.

12. Click the Process Monitor
hyperlink.

Process S&eduler Request

User ID: Run Control ID: BatchContractsTA

Server Name: *| Run Date: 0112007 EN

Recurrence: Run Time: 11:83:43AM Resetto Current DatedTime |
Time Zone: Q

Process List

GATA Bateh Contracts SJTFONY SGR Report Distribution
Ok Cancel
TA Batc_:h Contract
Run ControlID:  BatchContractsTA Report Manager |Process Monitor Run
Term 2064 Q Due Date: : 34

Dean’s Name: XYZ

Supervisor's Name & Phone \John Srnith 408-924-1000

First (U 1.2 of

an
Customize | Find | =5

| Last

2
EmpliD | 2
1003601784 =
2 (003867137  Q =

& save | S\Returnto Search | [Z] Motify | [ExAdd
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The Process List page
displays.

13. Wait at least 15 seconds,
and then click the Refresh
button.

14. Continue waiting and then
clicking the Refresh button
until Run Status changes
to Success and
Distribution Status
changes to Posted.

15. Click the Details link.

The Process Detail page
displays.

16. Click the View Log/Trace
hyperlink.

Process List | SenerList
View Process Request For
User ID: | Q. Type: | f 1 |Last: | 5 |Days : Refresh

Server: V.i Name: | Q. mstance: to |
Run | « | Distribution | v [¥]Save On Refresh
Status: — Status =

Process List Customize | Find | View &1l | B8 First [ 49

Select ’@l; Process Type Process Name |User Run DJ | %‘ﬂm Details
219638 50R Report SUTFOO1 TISTRY JLIORO0THLABZAM - guecess  Posted
219637 SGR Report SJTFOO1 TMISTRY gg:_urzuu:f TIA42TAM  gicess  Posted  Details
21963  SGRReport SJTFOO1 visTRy JUNO00TALAOIIM  gccess  Posted  Details
219635 50R Report SJTFO01 misTRy JUNO00TALITOIM  gccess  Posted  Details
219634 SOR Report SUTFO02 TmisTRY JUAOZ00T10SSASM . guocess  Posted  Details

Process Dotail

Instance: 219638 Type: SQR Report
Name: SJTFOO1 Description: GA/TA Batch Contracts
Run Status:  Success Distribution Status: Posted
ran
Run Control ID: BatchContractsTA Hold Request
Location: Server Queue Request
Server: PSUNX Cancel Request
Recurrence: O Delete Recuest

Restart Request

pateftime ___________________________ JActions |

Request Created On: 01/10/2007 11:46:25AM PST Parameters Transfer
Run Anytime After:  01/10/2007 11:46:23AM PST Message Log

Began Process At:  01/10/2007 11:46:38AM PST Batch Timings

Ended Process At:  01/10/2007 11:46:51AM PST View LogfTrace
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The View Log/Trace page
displays.

17. Click the PDF hyperlink.

The Statement of Terms and
Conditions of Employment
PDF document displays.

18. Verify the data to make
sure that it generated
contracts for all the
EmplIDs you entered in the
criteria, or if you ran the
process by DeptlD, it
generated the contracts for
all TAs for that department
with the same supervisor.

View Log/Trace

ReportID: 733049 Process Instance: 219638 Message Log
Name: SJTFOO1 Process Type: SOR Report
Run Status: Success

GATA Batch Contracts
Distribution Node: HSJTST Expiration Date:
File List
Name File Size es! Datetime Created
Messadge Log 1,573 0171042007 11:46:51.000000AM PST
Sitf001 219638.PDF 6,227 0171042007 11:46:51.000000AM PST
race File 418 01/10/2007 11:46:51.000000AM PST

Distribution ID Type *Distribution ID

User TMISTRY

EBtatemant of Terms and Condfions of Employment
Collega of Mumandies & Aris
San Jose State University

T Tom Cruse Date  Jamsary 10, 2007

O the recormrredahon of the Deparred Sobod of Torege Languages and on Sehall ol the Piovost, | am pleaned o ofler
¥ 2 temporary Teaching Sssooale apporiment al San Jose Slate Unversty  The posibion = covered by the CEULLAW

Agresrwr June 24 200 - Seplembes 30 2000 For addional miarmation Trom the LW go e Sl Meses wawel 120 org

et apsolfe; nmvey s Comreiibons of e ATt e i iplovr) e
Appointmerd LevslFTE Apporintmarn Pericd EMsctive Dates l
Part-teme 033 (173 Semester Sppontme- - Fal 2000 2 TG 008 o 2M-DE C 2008
Barik Full Time Manthly Bage Total Term Salary
Teaching Associaie 1 807 00 B3 ookt 03

Supsrvitor's Comact Nams & Campus Phore: i Semth 400 604 1000
Fiat any sppaintment &u 8 Tesching Aisocine, with & tims fractian of 0 50 or grestss for mors than § manths, comect
Humar Resources Tor imfermation regasding bensfis ot |408] 524-2250 To view the Dersfit summary shest go io
hitp Mwww calsiate L. A% 2008_T Rl LT _pdd For additona’ information pisase refer o
Thes apporvinent i govemed by e appioprate tules of the Unnersity and by the iules snd regulatcons of Be Trustess
ol the Caforsa State Universty For a Teaching Assocrie  appostment of muttipie academc srme employmend for fhe
wulial ataseme imim sl nol b condmioned upen budgel o sniolment Erpiopfien by subssquenl §atetal S shal
b conifered on gt and eniment  Nothiog hiesn [Eeris s (e 8 B sik deosion fom ofsrsy an
I appirimaent for mutigie scadee iers whenstby smpioymant folostng the mnitial eem i net condoned upon budget o
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Generate and Print the Graduate Assistant Contracts Using the Batch Process

The contract data that exists in the system for the graduate assistant will appear on the Contract
Appointment letter/Terms and Conditions page. This section demonstrates how to generate and print the
graduate assistant contracts using the batch process.

Note: You can run the GA batch contracts only for those GAs who have the same Supervisor.

The Workforce
Administration page
displays.

1. From the Main Menu,
navigate to SJSU Human
Resources > Workforce
Administration.

2. Click Batch Contracts for
GA.

The Batch Process for GA
Contracts search page
displays.

3. Click the Search button.

Search: Bl htcic e > SISU Human Resources >
| &2 [ ) Workforce Administration
I My Favorites
I C8U 8A Baseling
> Campus Info == Update Business Title = Appointment End Date Report
L SelfService A1 Update Business Tiie 1= eppontment End Date Report
> Manager Self Service },;"
[» 8J8U Campus Solutions i
= 8J8U Human ?"...i Batch Comtracts for GA 1—:.: Batch Contracts for T, Faculty

© Enterprise Leaming | = Batch Contracts for GA W==] gatch Contracts for Temp. Facuy

0 Glabal Payroll & Absence

Mamt
== Contract for GA == Contract for TA
P-Qrganizational 1= Contract for GA. =] Cortract for TA
Development

D Payroll for North America

b Recruiting g Eligibility List To1 Promotion =

0 Time and Labar | Eigmity List for Promotion =] eromtovee Job proiite

~ Workforce Administration |

D == HR Studein Job Termination == Link APPLID to EMPLID
£ | Student Job Termination Process snd Report 87=] Link APPLID to BMPLID

= New Tenure Track Faculty Rept

B==] e Terwre Track Facuty feport

e Procass UCAT Finnlovass

Jatch Process for GA Contracts

== PERS Eliaibile Temp Faculty
1= PERS Eigiois Temp Facuty

e S0 Finlovaa Refrash

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

Find an Existing Value Add a Me

Search by: Run Control ID begins with ||

[case Sensitive

gearch | advanced Search

Find an Existing Yalue | Add a Mew Yalue
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The Batch Process for GA atch Process for GA Contracts

Contracts search results Cnter any information you have and click Search. Leave fields blank for a list of all values.

display.

Find an Existing Value Add a Mew Yalue
4. Select a Run Control ID Search by: Run Control ID begins with
by clicking the appropriate
hyperlink. [1case Sensitive
Search | advanced Search

Search Results
iy Al First E 1-11 of 11 |E| Last
Run Control ID Language Code
Attendance English
BatchiContracts Ga English
BatchiContractsTA English
BatchContractsTempFac English
Expensefdiustment Ennlizh
EUNTIMESHEET Englizh
SYMAFTIS Englizh
StuTimeApprlRep Enalish
TIMEAD R Enalish
TWISTRY Enalizh
regort Enalizh
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The GA Batch Contract page
displays.

Run ControllD:  BatchContractsGA Repord Manager Process Monior Run

Process Instance 219672
5. Term: Use the lookup

button to search the Term 2072 Q Due Date:
appropriate term. Dean's Name: Satns Hayek

6. Due Date: (optional.) Enter Supervisor's Name & Phone S3ndra Bullock 408-924-0000
due date.

7. Dean’s Name: Enter your Customze | Eing | B Fust /

Dean’s name. _l_ OR Dept: 1208 &

8. Enter criteria to run by B e ™

either EmplIDs or Dept:

e EmplID: Enter the B sove | O RetuntoSearch | *EPrevicusinlist | sENetinList | [ Notity _':".Ad:]
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 EmplD.

9. Click the Run button.
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The Process Scheduler Process Scheduler Request
Request page displays. User ID: TMISTRY Run Control ID: BatchContractsGA

Server Name: | Run Date: 011162007 [
Recurrence: Run Time: T0:41:10AM Resetta Current DateiTime |
Time Zone: Q

10. Verify settings if you are

running this for the first Process List
time. Otherwise, the Description Process Name Process Type “Type *Format i
settings remain: GAITA Batch Contracts SJTFO01 SCR Repart Weh v || PDF + | Distribution

e Server Name: PSUNX
° Type: Web Ok | Cancel |
¢ Format: PDF

11. Click the OK button.

The GA Batch Contract page | BEXZEIZIER
displays.

Ram Comtiol i BatchContractsOA Bepod Manager | Process Monfos Run

all

|
I Process Instance 219672
12. Click the Process Monitor
hyperlink. Term 2072 Q Due Date: W

Dean's Name: S8ima Hayek

Supervisor's Name & Phone $8n0ra Bullock 408-924-0000

OR Dept: 1200 Q&

@ Seve | SRstuntoSeach| tEPrevicsinlist | sENetinlst | Tinctity | Faass
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The Process List page
displays.

13. Wait at least 15 seconds,
and then click the Refresh
button.

14. Continue waiting and then
clicking the Refresh button
until Run Status changes
to Success and
Distribution Status
changes to Posted.

15. Click the Details link.

The Process Detail page
displays.

16. Click the View Log/Trace
hyperlink.

Process List | SeperList

View Process Request For

User ID: 5678001 X Type: v|last | 5 [Days v| Refresh
Server: ¥ Name: ‘ -Q Inslance:i ] to |
Run | | Distribution | - [# save On Refresh

Status:
Process List

- Status

219673 SOR Report SITFOO1 TMISTRY 2191;”20"”":“:1”""" Success  Posted

219672 SOR Repont SJTFOO1 TwigTRY JUTVA00TI02ASAM - guecess  Posted  Details
219671 SOR Repart SJTFO02 TMISTRY 01/11/2007 9:51:494M PST Success  Posted  Details
218670 SOR Report SUTFO02 TMISTRY 01/11/2007 9:40:564M PST No Success Posted  Details
219638 SGR Repart SJTFOD1 igTRyY JUAA00THIABZIM gueess  posted  Detalls

Process Detail

Instance: 219673 Type: SQR Report

Naie: SJTFOO1 Description: GA/TA Batch Contracts

Run Status:  Success Distribution Status: Posted

Ron

Run Control ID: BatchContractsGA Hold Request

Location: Server Queue Request

Server: PSUNX Cancel Request

Recurrence: £ADsteix Bagiosl
Restart Request

Request Created On: 01/11/2007 10:42:16AM PST Parameters Transfer

Run Anytime After:  01/11/2007 10:41:10AM PST Message Log

Began Process At:  01/11/2007 10:42:29AM PST Batch Timings

Ended Process At:  01/11/2007 10:42:41AM PST View Log/Trace
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The View Log/Trace page
displays.

17. Click the PDF hyperlink.

The Statement of Terms and
Conditions of Employment
page displays.

18. Verify the data to make
sure that it generated all
the new contracts for the
GAs of that department
with the same supervisor.

View LogiTrace

ReportiD: 733081 Process Instance: 219674 Message Log
Name: SJTFO01 Process Type: SQR Report

Run Status: Success

GA/TA Batch Contracts
Distribution Node: HSJTST Expiration Date: 011342007
File List
Name File Size es Datetime Created
il L a7 01/1152007 10:50:00.000000AM PST
Is'tfﬂm 219674 PDF I 6,062 01411/2007 10:50:00.000000AM PST
Trace File 418 0141142007 10:50:00.000000AM PST

Distribute To

Distribution ID Type *Distribution ID

User TMISTRY

Sumemart of Term b Cordmiont of Dmdsyman
Collsge of s & Aris
far o Ursivaraity

T2 Angeline Jolie Date  January 11 2007
i1 e reCormrmniahor of B Depammeol Sobeol of Foregr Lnguasges s o befll of B Piowosl | @ pledsed o oflei
WU 3 eemipoeany O pieats Aucetiand apposntmeent af Sa0 Joce Riate | Wtveraity  The potBe i DO by T CS1LLEYY
Ageemert June M 2000 . Septemibse M0 008 For sdcfacnal edorrmaion om B DATY go o Wip Owees wiwd 17 aig
__The specris terms ame conotaons of P appomement are as foliows .
Appp-rnest | sve | FTTE A ppeta e Paciad EMsct v Dmes
| Pareme 020 (1% | Semevier Appomiment  Spiwng 2007 | 20 3AN 2007 te 20-WAAY 2007
Rlamnis Full Tema Monthiy Bass
| Ceaduaie Aarstan AY $ 10,000 00

Supervitors Conthet Mame b Camput Phoms 00 S 800008 i

For sdditionsl information plesse reler 10 the Acsdemic Senste policy at g Verww] wsu edusensmes00-T bam or
comact the DMice of Facuhy Afairs 2 408 924-2480

Thit SPEOInireses 1 Joedesd iy th pprapiune fudes of T | ineersly and by P nded and reguiatons of B Trosiess

of P Califoresd Slte Universdy For g Gradusle Aswstarl apoorirnen of mullpis BCaoems; her snpboymen] o e
il e acberer B sl (vl e coneoret upan Bge! of srvolment | epiopment b sbseguent S0 ade Terms shal
be pordkbored on budiged and ereniiment  hoflerg heren prevesis a campus, af & sole dacrebon bom oflesng ar
appos-fmert for muliple acaderic ferme wheety employment ioliowng e il ferm © nof condd@nned upor budget or

et St

Wheee an apponbimen ko an sCadera =rm s o0 3 condiional bases. The Uriverslly buas The undefiersd nght 1o resomd
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