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Course Objectives 
 

Part-Time Temporary Faculty, Graduate Assistants and Teaching Associates 
This class will cover how to enter information for part-time temporary faculty members, graduate 
assistants, and teaching assistants. Once a final decision has been made on whom to hire, each 
department will create a Terms and Conditions form for that individual. Contract data will be 
entered into and generated from PeopleSoft. 

 
Active Position List 
The Active Position List is used to view active positions that are both filled and vacant It also shows 
the which account the position is paid from as well as the FTE and position number. 

 
Current Job Data Status Report 
The Current Job Status Report is another extremely useful report, which displays view the ever 
changing FTE, WTU and Fraction of time some of your Academic Staff. It is a snapshot of your 
department and allows you to view the status of the employees working in your department. 
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Chapter 1: CSU ID Search 
This search helps users to find IDs for the new TF/GA/TA. Your faculty member should have been 
created in SJSU@Work during in the integration process with CHRS Recruiting.  

 
 

1. Navigate to the CSU ID 
Search page: Main 
Menu > CSUID Search. 

 
Note: Always perform this 
search. 
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The CSU ID Search page 
displays. 

 
 
 
 
 
 
 
 
 
 
 
 

 
2. Enter the search criteria, 

and then click Search. 

You can perform 
multiple searches: 

• Name only 

• Partial name 

• SSN only 
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The Search Results display 
at the bottom of the page. 

If there are no matches, it 
will display a blank row. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This example shows a 
result with data. 

 

3. Scroll across to view 
the information. (See 
the following field 
descriptions table.) 

 
 

4. Click the Reset button                                                     
to clear the current 
search criteria and 
enter new information. 

The CSU ID Search 
should be your first 
step when you have 
to add a new person 
to the system. 
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Field Description List: CSU ID Search Page (above) 
 

Field Name Description Screenshot 

 
 
Detail 

Link will take you to the personal data of an 
employee, the applicant data of an applicant, 
or the bio/demo data of a student. This is a 
secure link, and not all users will have 
access to it. 

 

 

 
Empl ID 

An employee ID number that is unique to San 
Jose State. This will display an ID if one exists. 
All students and employees will have an Empl 
ID 

 

 

 
Natl ID (Last 4) These are the last four digits of a Social 

Security number. 

DOB (mm/dd) Birth month and day. 
 

 

 
Org Rel 

Organizational Relationship – this displays how 
the person is associated with the university. 
Example: Employee, Contingent Worker. 

 
Empl Class 

The classification of the person will display. 
Regular, Student, Non-Employee, and so forth. 

 
 
 

 

 
 
 
POI Type 

Person of Interest Type will display 
information such as Campus Solution Person 
(student), Future Hire, Emeritus Professor, 
SAL Student, and so forth. This row is for 
people who are not employees but needed to 
be in the database to generate an employee 
ID. 

 
HR Status 

 
The status of the person will display as 
Active or Inactive. 
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Field Name Description Screenshot 

 
 
 
Empl Rcd Nbr 

 
 
This will display a different record number for 
each department the person works in. 

 

 

 
Job Code 

If the person is an employee, the job code of 
their position will display. 

 

 

 
Job Code Descr 

The title of the job code displays if an 
employee. 

 
DeptID 

The DeptID in which the person is employed 
will display, along with the Dept ID. 

 

 

 
Descr 

 
For employees a department name will 
appear. 

 
Inst Descr 

Institutional Description will display San Jose 
State if a student. 

 
 

 

 
 
Academic Career 

Displays student career: 

• UGRD 
• POST 
• GRAD 

 
 
Business Unit 

 
 
Employees will display SJ000. 
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Chapter 2a: Overview of Hire, Rehire and Add Concurrent Job 
Processes for Temporary Faculty, Teaching Associates or Graduate 
Assistants 

 
When do you hire? 
Use the Hire process for a new employee only, someone who is either not in PeopleSoft or, if in 
PeopleSoft, was not employed. (You will find students in the database with an ID but no job 
associated with them.) Hiring new employees is completed through CHRS recruiting. 

 
When do you rehire? 
Use the Rehire process to rehire an existing employee. 

Use the Rehire process for returning employees who have had a break in service. Faculty with a 
break in service for more than 1 year should be rehired through CHRS Recruiting. A break in    
service would be someone who has an inactive row in their job data. They must have one job   
record as a temporary faculty member in your department. If they have a record in your 
department as any other type of employee, you will need to use the Add Concurrent Job process. If 
the employee exists in another department, you will need to use the Add Concurrent Job process    
as well. 

 
When do you add a concurrent job? 
Use the Add a Concurrent Job to hire someone for an additional job when they already have at    
least one employment record in the system. Add a Concurrent Job means you are hiring someone 
new in your department who already has a job record number in the database. The individual will 
have an employee ID and will currently hold or had previously held a job position in another 
department at SJSU. It will still be a Concurrent Hire process if the individual currently works or 
previously worked for your department and is now being hired into another (different) job position 
by your department. If they are brand new to your department, they should be hired through CHRS 
Recruiting. 
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Chapter 2b: Hire a New Temporary Faculty Member 
The Hire process is used when the person has never held a position at San Jose State and does not 
have a SJSU ID number. The individual may have an employee ID or an applicant ID, but they do not 
show a job attached to their name in the CSU ID Search. They must be hired through CHRS 
Recruiting. 

1. Enter the Contract Data. 

2. Generate and print the Terms and Conditions form. 

3. Generate and print the Appointment Form. 

4. Obtain signatures and send to Employee Support Services via your Dean’s Office. 

 
Verify whether the person exists in the database. 

1. Navigate to CSU ID 
Search: Main Menu > 
CSU ID Search. 
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CSU ID Search displays. 
 

2. Do several searches 
using different criteria 
to verify if the person is 
already in the 
database. 

In this example the 
first and last name is 
used. A second search 
would also be made 
using SSN/National ID. 

3. Click the Search button. 
 
 
 
 

The CSU ID Search page 
displays with empty boxes if 
this person is not in the 
database. 

 
4. If the person is found in 

your search in the 
database, you can 
complete the contract 
data. 

5. If the person is not 
found in the database, 
contact Faculty 
Services for 
information. 
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Complete the Contract data for the Terms and Conditions Appointment 
Letter 
Create the Terms and Conditions form using the CSU Contract Data pages. 

 
1. Navigate to CSU 

Contract Data page: 
Main Menu > CSU 
Temp Faculty > CSU 
Contract Data. 

 
 
 
 
 
 

The CSU Contract Data page 
displays. 

 
2. Click the Add a New 

Value tab. 
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3. Enter the following data: 

• EMPLID: Enter the ID 
for the person just 
added  or  the 
existing empl id. 

• CSU Contract 
Number: Leave as 
NEW. 

• Department: Enter 
your 4 digit 
department #. 

4. Click the Add button. 

 
 
 

 
The Contract Status/Content 
page displays. 
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5. Enter information about 
the overall contract. 
(See the following list of 
field descriptions.) 

 
 
 
 
 
 
 

Field Description List: Contract Status Content Page (above) 
 

Field Name Description 

Efft Date Override with the first date of the contract. 

 
Contract Desc 

Enter a name for the contract. Include the Last Name, Term and Dept 
Name. 

Example: FACULTY_F16_JMC 

Contract Expected End Date Enter the last date of the Appointment. 

Contract Type Use the Lookup to (magnifying glass) icon to select the appropriate type. 

 
 
 

6. Complete the TF 
Contract Detail Section. 
(See the following list of 
field descriptions.) 

7. Enter the Position Nbr, 
Term, Comp Rate, Total 
WTU and Comments. 
Use the magnifying lens 
to search for it if 
unknown. 

8. Click Tab. Data about 
the position will 
populate. 
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Field Description List: TF Contract Detail Page (above) 
 

Field Name Description 

 
Position Nbr Enter the position number to indicate if the temp faculty is a Lecturer A, 

Lecturer B, Lecturer C or Lecturer D 

 
Term 

Enter term in a four digit format: 2124 = Fall 2012 or 2132=Spring 2013. 
The format will always start with a 2. The next two digits are the last two 
digits of the year. 2154 is 12. The last digit is usually a 2 or 4. A 2 
indicates spring semester; a 4 indicates the fall semester. 

Cycle Enter the one digit number for the semester Fall = 4 Spring = 2 

Comp Rate Enter the full time monthly rate of pay. 

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

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

 
Number of Days Paid 

Use only with late start or early term. Count the number of academic working 
days left for late start or count the number of academic days worked if early 
term. (See the Office of the Provost’s Academic Calendar.) This will lower the 
pay. 

Comments Enter information about the hire. Prints on the appointment form. 
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9. Click the + to insert 
another semester if 
needed. 

(This example is for one 
semester appointment.) 

10. Navigate to the TF 
Contract Total page. 

 
 
 
 
 
 
 
 
 

The TF Contract Total page 
displays. 

 
11. Letter Code: Enter CN1. 

12. Review all data for 
accuracy. 

13. Click the Save button. 
 

Note: If the Contract 
Status/Contact tab after 
is clicked, the notepad 
that appears on the 
Contract/Status page 
can be used to enter 
information Data 
entered here will not 
print on any forms. The 
notepad will only 
appear after the Save 
button has been clicked. 

 
14. Click on the Notepad to 

add a new note. 
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15. Click on Add a New 
Note. 

 
 
 
 
 
 
 
 
 
 
 

16. Enter the subject and 
information in the Note 
Text area. Click the Save 
button. 
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Generate and Print the Terms and Conditions 
The contract data just entered will appear on the Terms and Conditions Appointment 
letter/Terms and Conditions. 

1. Navigate to Temp Fac 
Contract by Emplid: 
SJSU Human Resources 
> Workforce 
Administration >Temp 
Fac Contract by 
Emplid. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The TF Contract by Emplid 
page displays. 

 
2. At the Find the Existing 

Value tab, Click the 
Search button. 
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3. Click a Run Control ID 

link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. To add a new Run 
Control ID, click the Add 
a New Value tab. 



 Academic HR Processing Manual 
Page 23 

 

5. Type in a Run Control 
ID. 

6. Click the Add button. 

From now on you can 
use this same Run 
Control ID by clicking 
Search on the Find an 
Existing Value Page. 

Note: Run Control ID 
names cannot 
have spaces. If 
spaces are needed, 
use an underscore 
(_). 

 

 
7. Enter information on 

the TF Contract by 
Emplid page. (See the 
following list of field 
descriptions.) 

 
 
 
 
 
 
 
 
 
 
 

Field Description List: TF Contract by Emplid Page (above) 
 

Field Name Description 

Empl ID Enter the Empl ID or use the magnifying lens to look up. 

Contract Number Use the Lookup (magnifying glass) icon to search. 

Due Date Enter Due Date. 

Dean’s Name Enter the Dean’s name or designee. 
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8. Click the Run button. 

 
 
 
 
 
 
 
 
 
 
 

The Process Scheduler 
Request page displays. 

 
9. Verify settings if you 

are running this for 
the first time, 
otherwise settings 
remain. 

• Server Name: 
PSUNX 

• Type: Web 

• Format: PDF 

10. Click the OK button. 
 
 
 

The TF Contract by EmplID 
page is displayed again. 

 
A Process Instance is 
assigned. 

 

11. Click the Process 
Monitor link. 



 Academic HR Processing Manual 
Page 25 

 

12. Click Refresh to update 
the Run Status. 

13. When Run Status shows 
Success AND the 
Distribution Status is 
Posted click Details. 

 
 
 
 
 

14. Click the View 
Log/Trace link. 
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15. Click the PDF link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

16. Verify the data. 

17. Print the Terms and 
Conditions. 
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Generate and Print the Appointment Form 
The next step is to generate and print the Appointment. The form will be used to communicate the 
hire data to Employee Support Services. They will perform the Hire process. 

1. Navigate to Appt- 
Revision Form: Main 
Menu > SJSU Human 
Resources > Workforce 
Administration > 
TF/TA/GA/Appt- 
Revision Form. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The TF/TA/GA Appt- 
Revision Form Find an 
Existing Value page 
displays. 

 
2. Click the Search button 
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3. Click a Run Control ID 
link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The TF/TA/GA  Appt- 
Revision Form 
parameters page 
displays. 

4. Enter data to generate 
and populate the 
appointment form. (See 
the following list of field 
descriptions table.) 

• Empl ID 

• Contract Desc 

• New Appointment 
Form 

• Action/Reason Code 

• Initiating Official 

• Appointing Official 

• Dept. Contact- Name 
and Phone Number 

5. Click the Run button. 
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Field Description List: TF/TA/GA Appt-Revision Form Page (above) 
 

Field Name Description 

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 HIR APT 

 
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 – 
second set 

Only used if you have another action taking place, typically for funding 
changes, such as splits. JED FSC for funding changes. 

 
Initiating Official Enter the Initiating Official for you 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. 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. Make sure 

the total percentage is 100 percent. 

 
 
 

 
Efft Date & End Date 

Enter the dates the funding change will cover. 

Full Fall semester dates: September 1 (year) to April 1 (year) Example: 
September 1, 2016 to April 1, 2017 

Full Spring semester dates: February 1 (year) to September 1 (year) 
Example: February 1, 2017 to September 1, 2017. 

Repeat same data entry as above if this is a split between another fund 
and/or department. 
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For Split Funding, the 
Effective Date and the 
second set of Action 
Reason Codes needs to be 
filled out. The Funding 
Changes area needs to be 
populated with 
department and/or 
funding changes with a 
percentage that totals 100 
percent. 

6. Enter data to generate 
and populate the 
appointment form. 
(See the previous list of 
field descriptions 
table.) 

• Empl ID 

• Contract Desc 

• New Appointment 
Form 

• Action/Reason Code 

• Effective Date 

• Second set of Action 
Reason code 

• Initiating Official 

• Appointing Official 

• Dept. Contact- Name 
and Phone Number 

• Department 

• Fund Code 

• Percent 

• Effective Date 

• End Date 

• Populate second 
Department, Fund 
Code, Percent, 
Effective Date and 
End date of the 
department/fund 
split. 

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

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

• Server Name: PSUNX 

• Type: Web 

• Format: PDF 

 

8. Click the OK button 
 
 

The prior page displays. 

 
A Process Instance is 
assigned. 

 

9. Click the Process 
Monitor link. 

 
 
 
 
 
 
 

10. Click Refresh to update 
the Run Status. 

When Run Status shows 
Success and the 
Distribution Status is 
Posted it is completed. 

11. Click the Details link. 



Academic HR Processing Manual 
Page 43 

 

12. Click the View 
Log/Trace link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

13. Click the PDF link. 
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The Appointment Form 
Displays. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This is an example of an 
Appointment Form with 
split funding 
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Comments:  
14. Reiterate the 

appointment 
information or 
other info as 
needed. 

Example: Hire for Fall 
2016 at 6.0 WTU 

Note: Comments 
entered in TF Contract 
Detail comments box 
populate in this box. 

 
 

The record number will be 

blank until HR enters the  
Hire. 

 
 

The Job History section will 
not populate with data 
until HR enters the hire for 
this job. 
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Chapter 2c: Hire a Teaching Associate or Graduate Assistant 
The Hire process is used when the teaching assistant (TA) or graduate student (GA) has never held 
a position at San Jose State. The individual may have an employee ID or an applicant ID, but they do 
not show a job attached to their name in the CSU ID Search. The process consists of the following 
tasks: 

• Entering the Contract Data 

• Generating and print the Terms and Conditions form 

• Generating and print the Appointment Form 

• Obtaining signatures and send to Employee Support Services via your Dean’s Office 

 
Use the CSUID Search if you do not know the employee/student id. 

1. Navigate to CSU ID 
Search: Main Menu > 
CSU ID Search. 
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CSU ID Search 

2. Do several searches, 
using different criteria, 
to verify if the person is 
already in the 
database. 

In this example, Name is 
used. A second search 
would also be made 
using SSN/National ID. A 
third search would be 
by Empl ID 

3. Click the Search button. 

 
 
 
 

4. Verify the correct 
person and write down 
the Empl ID for the TA 
or GA. 
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Enter the Contract data 
Create the Terms and Conditions form using the CSU Contract Data pages. 

 
1. Navigate to CSU 

Contract Data page: 
Main Menu > CSU 
Temp Faculty CSU > 
Contract Data. 

 
 
 
 
 
 

The CSU Contract Data 
page displays. 

 
2. Click the Add a New 

Value tab. 

It’s best to double-
check and enter the 
SJSU ID in the Empl ID 
area in order to make 
sure the contract being 
entered for the 
semester or academic 
year does not exist 
already. If it doesn’t, 
then click the Add a 
New Value tab. 
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3. Enter the following data: 

• EMPLID: Enter the ID 
(this is the same as 
their student id) 

• CSU Contract 
Number: Leave as 
NEW 

• Department: Enter 
your 4 digit 
department # 

4. Click the Add button. 

 
 
 
 
 
 

The Contract Status 
content page displays. 

5. Enter information about 
the overall contract. 
(See the following list of 
field descriptions.) 

 
 
 
 
 

Field Description List: Contract Status Content Page (above) 
 

Field Name Description 

Eff Date Override with the first date of the contract. 

 
Contract Desc 

Enter a name for the contract. Include GA or TA for graduate assistant or 
teaching assistant, the Last Name, Dept Name and Term. Example: 
TA_PROUST_F16_CE 

Contract Expected End Date Enter the last date of the Appointment. 

Contract Type Use the lookup to select the appropriate type. 
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6. Complete the TF 
Contract Detail (bottom 
section). (See the 
following list of field 
descriptions.) 

 
 
 

 
Field Description List: TF Contract Detail Page (above) 

 

Field Name Description 

 
Position Nbr Enter the Position. Use the magnifying lens to search for it if unknown. Click 

the Tab or outside of the field, position data will populate. 

 

Term 

Enter term in a four digit format: 2164 = Fall 2016 or 2142=Spring 2014. The 
format will always start with a 2. The next two digits is the last two digits of the 
year. 2015 is 15. The last digit is usually a 2 or 4. 2 indicates spring semester 
while 4 indicates the fall semester. 

 
Cycle Enter the one digit number for the semester Fall = 4 Spring = 2 - should 

default 

Comp Rate Enter the fulltime monthly rate of pay. 

 
Late Start Use only if the person is a Late Start or Early Termination – Enter L – Enter 

E for Early Term. 

 
 
Number of Days Paid 

Use only with late start or early termination. Count the number of academic 
working days left for late start or count the number of academic days worked if 
early term. (See the Office of the Provost’s Academic Calendar.) This will lower 
the pay. 

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

 
Comments 

Enter information about the hire. Prints on the appointment form. Does not 
print on the contract/terms and conditions. Example: Hire for Fall 2016 
appointment at 3.0 WTUs 
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7. Click the Add + icon to 
insert another semester 
if needed. Add the 
information again to the 
TF Contract Detail area. 
For a different semester 

 
Note: This example is for 
one semester 
appointment not an 
academic year, only one 
row is needed. 

 
8. Navigate to the TF 

Contract Total page. 
 
 
 
 

The TF Contract Total page 
displays. 

 
9. Letter Code: Enter CN1. 

10. Review all data for 
accuracy. 

11. Click the Save button. 
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Note: The notepad that 
appears on the Contract 
Status/Content page can 
be used to enter 
information. Click on it if 
needed. Data entered 
here will not print on any 
forms. This is an optional 
step 

 
 
 
 
 
 
 
 
 

12. Click the Add a New 
Note button. 
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13. Enter the subject 
and text. 

14. Click the Save button. 
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Generate and Print the Terms and Conditions form 
The contract data just entered will appear on the Terms and Conditions Appointment 
letter/Terms and Conditions. 

1. Navigate to Contract for 
TA or Contract for GA: 
Main Menu > SJSU 
Human Resources > 
Workforce 
Administration > 
Contract for TA or 
Contract for GA. 

 
Note: This example is a 
TA contract. 

 
 
 
 
 
 
 
 

Find an Existing Value 
page displays. 

 
2. Click the Search button. 
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3. Click a Run Control ID 
link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Enter information about 
the contract. (See the 
following list of field 
descriptions.) 
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Field Description List: GA Contracts by Emplid Page (above) 
 

Field Name Description 

EmplID Enter the empl id or use the magnifying lens to look up. 

Contract Number Use the magnifying lens to look up. 

Due Date Required. 

Dean’s Name Enter the Dean’s name or designee 

Direct Supervisor’s Name & 
Phone 

 
Required. 

 
 

5. Click the Run button. 

 
 
 
 
 
 
 
 
 
 
 
 

The Process Scheduler 
Request page displays. 

 
6. Verify settings if you 

are running this for 
the first time, 
otherwise settings 
remain. 

• Server Name: PSUNX 

• Type: Web 

• Format: PDF 

7. Click the OK button. 
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The prior page displays. 

 
A Process Instance is 
assigned. 

 

8. Click the Process 
Monitor link. 

 
 
 

 
9. Click Refresh to update 

the Run Status. 

10. When Run Status shows 
Success and the 
Distribution Status is 
Posted click the Details 
link. 

 
 
 
 

11. Click the View 
Log/Trace link. 
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12. Click the PDF link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

13. Verify the data. 

Supervisors Name & 
Campus phone 
appears toward top of 
contract. 

GA contracts will not 
print a Total Term 
Salary. The box will be 
empty. 

14. Print the Terms and  
Conditions form. 
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Generate and Print the Appointment Form 
The next step is to generate and print the Appointment. The form will be used to communicate the 
hire data to Employee Support Services. They will perform the Hire process. 

1. Navigate to 
TF/TA/GA/Appt- 
Revision Form Main 
Menu > SJSU Human 
Resources > 
Workforce 
Administration > 
TF/TA/GA/Appt- 
Revision Form. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
The TF/TA/GA Appt- Revision 
Form page displays 

Find an Existing Value page 
displays 

 

2. At the Find an Existing 
Value tab, click Search. 
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3. Click a Run Control ID 
link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

The TF/TA/GA Appt- 
Revision Form 
parameters page 
displays. 

 
Enter information about 
the appointment form. 
(See the following list of 
field descriptions.) 

 

4. Click the Run button. 

5. Enter the data to 
generate and populate 
data on the 
appointment form. (See 
the following list of field 
descriptions.) 
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Field Description List: TF/TA/GA Appt-Revision Form Page (above) 
 

Field Name Description 

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

Contract Desc 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 HIR APT 

 
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 – 
second set 

only used if you have another action taking place, typically for funding 
changes, such as splits. JED FSC for funding changes. 

 
Initiating Official Enter the Initiating Official for you 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. Make sure 

the total percentage is 100 percent. 

 
 
 
 
Efft Date & End Date 

Enter the dates the funding change will cover. 

Full Fall semester dates: September 1 (year) to April 1 (year) 
Example: September 1, 2016 to April 1, 2017 
Full Spring semester dates: February 1 (year) to September 1 (year) 
Example: February 1, 2017 to September 1, 2017. 
Repeat same data entry as above if this is a split between another fund and/or 
department. 
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The Process Scheduler 
Request page displays. 

 
6. Verify settings if you 

are running this for 
the first time, 
otherwise settings 
remain. 

• Server Name: PSUNX 

• Type: Web 

• Format: PDF 

7. Click the OK button. 
 
 

The prior page displays. 

 
A Process Instance is 
assigned. 

 

8. Click the Process 
Monitor link. 

 
 
 
 
 
 
 

9. Click Refresh to update 
the Run Status. 

10. When Run Status shows 
Success and the 
Distribution Status is 
Posted it is completed. 

11. Click the Details link. 
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12. Click the View 
Log/Trace link. 

 
 
 
 
 
 
 
 
 
 
 
 
 

13. Click the PDF link. 
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The Appointment Form displays. 

14. Verify the data. 

15. Print the form. 

16. Obtain signatures and forward to appropriate offices for eventual hiring. 
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Comments: 

17. Reiterate the 
appointment 
information or 
other info as 
needed. 

Example: New Hire 
Spring .40 FTE 

Note: Comments entered 
in TF Contract Detail 
comments box populate 
in this box. 

 
 

The record number will be 

blank until HR entered the  
Hire. 

 
 

The Job History section will 
not populate with data 
until HR enters the hire for 
this job. 
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Chapter 2d: Rehire a Continuing Temporary Faculty, TA or GA 
The process to rehire (reappoint) Temporary Faculty, Teaching Associates, or Graduate Assistants 
is the same for all three and only for rehires that do not have a break in service. The following steps 
need to occur in either the department or dean’s office depending on the college structure: 

• Enter contract data in PeopleSoft 

• Generate and Print the Terms and Conditions form 

• Generate and print the Appointment Form 

• Obtain signatures and send to Employee Support Services via your Dean’s Office. 

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

 
1. Navigate to CSU 

Contract Data: Main 
Menu > CSU Temp 
Faculty > CSU Contract 
Data. 

 
 

The CSU Contract Data page 
displays. 

 
2. Enter Empl ID to Find an 

Existing Value Tab. 

3. Click the Search button. 

Note: This is to 
double- check there 
is not a contract in 
existence. 



Academic HR Processing Manual 
Page 65 

 

4. Click the Add a New 
Value tab. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Enter the following data: 

• EMPLID: Enter the ID 

• CSU Contract 
Number: Leave as 
NEW 

• Department: Enter 
your 4-digit 
department 
number 

6. Click the Add button. 
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The Contract 
Status/Content page 
displays. 

 
 
 
 
 
 
 
 
 
 

7. Enter information about 
the overall contract. 
(See the following list of 
field descriptions.) 

 
 
 
 
 

 

 

Field Description List: Contract Status Content Page (above) 
 

Field Name Description 

Efft Date Override with the first date of the contract. 

 
Contract Desc 

Enter a name for the contract. Include the Last Name, Dept Name and 
Term. Example: FACULTY_AY1718_JMC 

Contract Expected End Date Enter the last date of the Appointment. 

 
Multi-Year End Date 

For Entitlement only enter the date of the last year of the entitlement. 

 
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. Complete the TF 
Contract Detail (bottom 
section). (See the 
following list of field 
descriptions.) 

9. Enter the Position Nbr: 
Use the magnifying lens 
to search for it if 
unknown. 

10. 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. 

 
 
 
 

Field Description List: TF Contract Detail Page (above) 
 

Field Name Description 

 
Term 

Enter term in a four digit format: 2164 = Fall 2016 or 2172=Spring 2017. 

 
Cycle 

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

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

 
Total WTU 

Enter the value that reflects the amount of weighted teaching units. 

 
Comments 

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

 
Late Start 

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

 
 
Number of Days Paid 

Use only with late start or early term. Count the number of academic 
working days left for late start or count the number of academic days 
worked if early term. (See the Office of the Provost’s Academic 
Calendar.) This will lower the pay. 

Comments Enter information about the hire. Prints on the appointment form. 
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11. Click the Add + icon to 
insert another semester 
if needed. 

 
(This example is for an 
academic year 
appointment - Fall & 
Spring, an additional row 
must be inserted.) 

Notice on the top right 
hand corner it says 2 of 2. 
That indicates there is 
another semester: 1 of 2. 

 
 

12. Repeat the same 
data entry as the 
first row but for the 
spring semester. 

Enter a different 
Total WTU if the 
Spring appointment 
is different. 

 
 

13. Navigate to the TF 
Contract Total page. 
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The TF Contract Total page 
displays. 

 
14. Enter Letter Code: CN1. 

Review all data for 
accuracy. 

15. Click the Save button. 
 

 

Generate and Print the Terms and Conditions form 
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. Navigate to the 
Contract: Main Menu > 
SJSU Human Resources 
> Workforce 
Administration > Temp 
Fac Contract by Emplid 
or Contract for TA or 
Contract for GA. 



Academic HR Processing Manual 
Page 70 

 

The Find an Existing Value 
page displays. 

 
2. Click the Search button. 

 
 
 
 
 
 
 
 
 
 
 
 

3. Click a Run Control ID 
link. 



Academic HR Processing Manual 
Page 71 

 

4. Enter information. (See 
the following list of field 
descriptions.) 

 
 
 
 
 
 
 
 
 
 
 
 
 

Field Description List: TF Contract by Emplid Page (above) 
 

Field Name Description 

EmplID Enter the empl id or use the magnifying lens to look up. 

 
Contract Number 

Use the magnifying lens to look up. Select the correct one by making 
sure it’s the one that has just been created. 

Due Date Required for TA & GA. 

Temp Fac Optional. 

 

Dean’s Name 

Enter the Dean’s name or designee. 
Note: TA & GA Contracts Supervisors Name & Phone must be 
entered. 

 

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

 
6. Verify settings if you 

are running this for 
the first time, 
otherwise settings 
remain. 

• Server Name: PSUNX 

• Type: Web 

• Format: PDF 

7. Click the OK button. 
 
 
 

The prior page displays. 

 
8. Click the Process 

Monitor link. 

A Process Instance 
number will appear. 

 
 
 
 

9. Click Refresh to update 
the Run Status. 

10. When Run Status shows 
Success, Distribution 
Status Posted, click the 
Details link. 
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11. Click the View 
Log/Trace link. 

 
 
 
 
 
 
 
 
 
 
 
 
 

12. Click the PDF link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

13. Verify the data. 

An Academic Year 
contract will generate 
two pages. 

GA contracts will not 
display a Total Term 
Salary. 

14. Print the Contract 
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Generate and Print the Appointment Form 
The next step is to generate and print the Appointment Form. The form will be used to 
communicate the rehire data to Employee Support Services. They will perform the rehire 
process. 

1. Navigate to TF/TA/GA 
Appt-Revision Form: 
Main Menu > SJSU 
Human Resources > 
Workforce 
Administration > 
TF/TA/GA/Appt- 
Revision Form. 
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The Appt-Revision Form 
displays. 

 
2. Click the Search button. 

3. Select a Run Control ID. 

 
 
 
 
 
 
 
 
 
 
 

The parameters page 
displays. 

 
4. Data entered in the 

fields will print on the 
appointment form. (See 
the following list of field 
descriptions.) 

5. Enter the data to 
generate and 
populate data on the 
appointment form. 

6. Optional: enter data 
entry for Funding 
Changes if this is a split 
funding between funds 
and/or department. 

7. Click the Run button. 
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Field Description List: TF/TA/GA Appt-Revision Form Page (above) 
 

Field Name Description 

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 DTA APT for continuing appointments 

 
 
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 – 
second set 

only used if you have another action taking place, typically for funding 
changes, such as splits. JED 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. Make 
sure the total percentage is 100 percent. 

 
 
 

 
Efft Date & End Date 

Enter the dates the funding change will cover. 

Full Fall semester dates: September 1 (year) to April 1 (year) Example: 
September 1, 2016 to April 1, 2017 

Full Spring semester dates: February 1 (year) to September 1 (year) Example: 

February 1, 2017 to September 1, 2017. 

Repeat same data entry as above if this is a split between another fund 
and/or department. 
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The Process Scheduler 
Request page displays. 

 
8. Verify settings if you 

are running this for 
the first time, 
otherwise settings 
remain. 

• Server Name: PSUNX 

• Type: Web 

• Format: PDF 

9. Click the OK button. 
 
 

The prior page displays. 
 

10. Click the Process 
Monitor link. 

 
 
 
 
 
 
 
 
 
 

11. Click Refresh to update 
the Run Status. 

12. When Run Status shows 
Success and 
Distribution Status 
shows Posted, click the 
Details link. 
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13. Click the View 
Log/Trace link. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
14. Click the PDF link. 
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The Appointment Form displays. 

15. Verify the data. 

16. Print the form. 

17. Obtain signatures and forward to appropriate offices for eventual rehiring. 
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Chapter 2e: Rehire a Temporary Faculty Entitlement 
The process to rehire an entitled Temporary Faculty is just like the normal rehiring process but the 
entitlement must be mentioned in the Contract data and Appointment Form. The following steps 
need to occur in either the department or dean’s office depending on the college structure: 

• Enter contract data in PeopleSoft 

• Generate and Print the Terms and Conditions form 

• Generate and print the Appointment Form 

• Obtain signatures and upload form to OnBase. 

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

 
1. Navigate to CSU 

Contract Data: Main 
Menu > CSU Temp 
Faculty > CSU Contract 
Data. 

 
 
 
 

The CSU Contract Data page 
displays. 

 
2. Enter Empl ID to Find an 

Existing Value Tab. 

3. Click the Search button. 

Note: This is to 
double- check there 
is not a contract in 
existence. 
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4. Click the Add a New 
Value tab. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Enter the following data: 

• EMPLID: Enter the ID 

• CSU Contract 
Number: Leave as 
NEW 

• Department: Enter 
your 4-digit 
department 
number 

6. Click the Add button. 



Academic HR Processing Manual 
Page 82 

 

The Contract 
Status/Content page 
displays. 

 
 
 
 
 
 
 
 
 
 

7. Enter information about 
the overall contract. 
(See the following list of 
field descriptions.) 

 
 
 
 
 
 

 

Field Description List: Contract Status Content Page (above) 
 

Field Name Description 

Efft Date Override with the first date of the contract. 

 
Contract Desc 

Enter a name for the contract. Include the Last Name, Dept Name and 
Term. Example: FACULTY_AY1617_JMC 

 
Entitlement 

Only if your employee has entitlement. Enter in a three digit format. 
Example: .800. .800 is for 12.0 WTUs 

Contract Expected End Date Enter the last date of the Appointment. 

Multi-Year End Date Enter the date of the last year of the entitlement. 

 
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 and the 
appropriate year. 
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8. Complete the TF 
Contract Detail (bottom 
section). (See the 
following list of field 
descriptions.) 

9. Enter the Position Nbr: 
Use the magnifying lens 
to search for it if 
unknown. 

10. 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. 

 
 

Field Description List: TF Contract Detail Page (above) 
 

Field Name Description 

 
Term 

Enter term in a four digit format: 2144 = Fall 2014 or 2152=Spring 2015. 

 
Cycle 

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

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

 
Total WTU 

Enter the value that reflects the amount of weighted teaching units. 

 
Comments 

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

 
Late Start 

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

 
 
Number of Days Paid 

Use only with late start or early term. Count the number of academic 
working days left for late start or count the number of academic days 
worked if early term. (See the Office of the Provost’s Academic 
Calendar.) This will lower the pay. 

Comments Enter information about the hire. Prints on the appointment form. 
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11. Click the Add + icon to 
insert another semester 
if needed. 

 
(This example is for an 
academic year 
appointment - Fall & 
Spring, an additional row 
must be inserted.) 

Notice on the top right 
hand corner it says 2 of 2. 
That indicates there is 
another semester: 1 of 2. 

 
 

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

Enter a different 
Total WTU if the 
Spring appointment 
is different. 

 
 

13. Navigate to the TF 
Contract Total page. 
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The TF Contract Total page 
displays. 

 
14. Enter Letter Code: CN1. 

Review all data for 
accuracy. 

15. Click the Save button. 
 
 

Generate and Print the Terms and Conditions form 
The contract will be generated and printed after creating it. At this step you will navigate to the 
Temp Fac Contract by Emplid. 

1. Navigate to the 
Contract: Main Menu > 
SJSU Human Resources 
> Workforce 
Administration > Temp 
Fac Contract by 
Emplid. 
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The Find an Existing Value 
page displays. 

 
2. Click the Search button. 

 
 
 
 
 
 
 
 
 
 
 

3. Click a Run Control ID 
link. 
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4. Enter information. (See 
the following list of field 
descriptions.) 

 
 
 
 
 
 
 
 
 
 
 
 
 

Field Description List: TF Contract by Emplid Page (above) 
 

Field Name Description 

EmplID Enter the employee id or use the magnifying lens to look up. 

 
Contract Number 

Use the magnifying lens to look up. Select the correct one by making 
sure it’s the one that has just been created. 

Due Date Enter Due Date 

Dean’s Name Enter the Dean’s name or designee. 

 
 

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

 
6. Verify settings if you 

are running this for 
the first time, 
otherwise settings 
remain. 

• Server Name: PSUNX 

• Type: Web 

• Format: PDF 

7. Click the OK button. 
 
 
 

The prior page displays. 
 

A Process Instance is 
assigned. 

8. Click the Process 
Monitor link. 

 
 
 
 

9. Click Refresh to update 
the Run Status. 

10. When Run Status shows 
Success, Distribution 
Status Posted, click the 
Details link. 
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11. Click the View 
Log/Trace link. 

 
 
 
 
 
 
 
 
 
 
 
 
 

12. Click the PDF link. 
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13. Verify the data 

An Academic Year 
contract will generate 
two pages. 

GA contracts will not 
display a Total Term 
Salary. 

14. Print the Contract. 
 
 
 

Generate and Print the Appointment Form 
The next step is to generate and print the Appointment Form. The form will be used to 
communicate the rehire data to Employee Support Services. They will perform the rehire 
process. 

1. Navigate to TF/TA/GA 
Appt-Revision Form: 
Main Menu > SJSU 
Human Resources > 
Workforce 
Administration > 
TF/TA/GA/Appt- 
Revision Form. 



Academic HR Processing Manual 
Page 91 

 

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

 
2. Click the Search button. 

3. Select a Run Control ID. 
 
 
 
 
 
 
 
 
 
 

The parameters page 
displays. 

 
4. Data entered in the 

fields will print on the 
appointment form. (See 
the following list of field 
descriptions.) 

5. Enter the data to 
generate and 
populate data on the 
appointment form. 

6. Optional: enter data 
entry for Funding 
Changes if this is a split 
funding between funds 
and/or department. 

7. Click the Run button. 
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Field Description List: TF/TA/GA Appt-Revision Form Page (above) 
 

Field Name Description 

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 DTA APT for continuing appointments 

 
 
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 – 
second set 

only used if you have another action taking place, typically for funding 
changes, such as splits. JED 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. 
Make sure the total percentage is 100 percent. 

 
 
 

 
Efft Date & End Date 

Enter the dates the funding change will cover. 

Full Fall semester dates: September 1 (year) to April 1 (year) Example: 
September 1, 2016 to April 1, 2017 

Full Spring semester dates: February 1 (year) to September 1 (year) 

Example: February 1, 2017 to September 1, 2017. 

Repeat same data entry as above if this is a split between another fund 
and/or department. 
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The Process Scheduler 
Request page displays. 

 
8. Verify settings if you 

are running this for 
the first time, 
otherwise settings 
remain. 

• Server Name: PSUNX 

• Type: Web 

• Format: PDF 

9. Click the OK button. 
 
 

The prior page displays. 

 
10. Click the Process 

Monitor link. 
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11. Click Refresh to update 
the Run Status. 

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

 
 
 
 

13. Click the View 
Log/Trace link.
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14. Click the PDF link. 
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The Appointment Form displays. 

15. Verify the data. 

16. Print the form. 

17. Obtain signatures and forward to appropriate offices for eventual rehiring. 
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Chapter 2f: Rehire a Temporary Faculty After a Break in Service 
A break in service is someone whose job data HR Status is inactive. There would be a termination 
date in the Job Data too. They should be hired via CHRS Recruiting for Temporary Faculty 

The following steps need to occur in either the department or dean’s office depending on the 
college structure: 

• Review POI Security Data 

• Enter contract data in PeopleSoft 

• Generate and Print the Terms and Conditions form 

• Generate and print the Appointment Form 

• Obtain signatures and upload forms to OnBase. 

 
Review a Person’s POI Relationship 
It is important to review POI security data to ensure temp faculty have their SJSUOne login, email, 
Canvas, wireless, etc. created. This is critical for someone who has not been continuously 
reappointed.  The faculty member should be rehired through CHRS Recruiting and will be 
integrated into SJSU@Work once the recruiting process is complete. 

If a temp faculty member is being rehired continuously every semester or every year, then this 
process may be skipped. 

 

Review the POI Relationship 

Temp faculty that are rehired who worked in the current hiring department should have an 
active future hire POI record.  If you do not see this, Faculty Services team to make sure the CHRS 
recruiting to SJSU@Work integration has been completed. 

After reviewing the POI relationship, enter the contract data for the temp faculty. 
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Review Current Future Hire POI 
Temp faculty who worked in the current hiring department may already have a POI but the 
Security data or POI History data should be updated via integration. 

 
 

Check the POI security 
data to ensure the data 
is there. Temporary 
Faculty must be 
entered as a 
Future Hire. 

1. Navigate to Main Menu 
> Workforce 
Administration > 
Personal Information > 
Organizational 
Relationships > 
Maintain a Person’s POI 
Reltn 

 
The Maintain POI Types page 
displays. 

 
2. Enter Empl ID to Find an 

Existing Value Tab. 

3. Click the Search button. 
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4.  
 

5. The POI type Future Hire 
should appear 
containing your 
department security 
data. 

If there is no Future 
Hire POI or the Future 
Hire data is not 
current, contact 
Faculty Services. 
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Example result of No 
matching values were 
found 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
If the results yield 
multiple POI Types, 
select 00100. It is the 
code for Future Hire. 

If POI Type 00100 is not 
listed, then it needs to 
be added. To add the 
Future Hire POI, go to 
page x.
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Complete the Contract Data pages 
Enter contract data in the CSU Contract Data component of PeopleSoft. 

 
1. Navigate to CSU 

Contract Data: Main 
Menu > CSU Temp 
Faculty > CSU Contract 
Data. 

 
 

The CSU Contract Data page 
displays. 

 
2. Enter Empl ID to Find an 

Existing Value Tab. 

3. Click the Search button. 

Note: This is to 
double- check there 
is not a contract in 
existence. 
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4. Click the Add a New 
Value tab. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Enter the following data: 

• EMPLID: Enter the ID 

• CSU Contract 
Number: Leave as 
NEW 

• Department: Enter 
your 4-digit 
department 
number 

6. Click the Add button. 
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The Contract 
Status/Content page 
displays. 

 
 
 
 
 
 
 
 
 
 

7. Enter information about 
the overall contract. 
(See the following list of 
field descriptions.) 

 
 
 
 

 
 

 

Field Description List: Contract Status Content Page (above) 
 

Field Name Description 

Efft Date Override with the first date of the contract. 

 
Contract Desc 

Enter a name for the contract. Include the Last Name, Dept Name and 
Term. Example: FACULTY_AY1617_JMC 

Contract Expected End Date Enter the last date of the Appointment. 

 
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. Complete the TF 
Contract Detail (bottom 
section). (See the 
following list of field 
descriptions.) 

9. Enter the Position Nbr: 
Use the magnifying lens 
to search for it if 
unknown. 

10. 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. 

 
 
 
 

Field Description List: TF Contract Detail Page (above) 
 

Field Name Description 

 
Term 

Enter term in a four digit format: 2164 = Fall 2016 or 2172=Spring 2017. 

 
Cycle 

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

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

 
Total WTU 

Enter the value that reflects the amount of weighted teaching units. 

 
Comments 

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

 
Late Start 

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

 
 
Number of Days Paid 

Use only with late start or early term. Count the number of academic 
working days left for late start or count the number of academic days 
worked if early term. (See the Office of the Provost’s Academic 
Calendar.) This will lower the pay. 

Comments Enter information about the hire. Prints on the appointment form. 
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11. Click the Add + icon to 
insert another semester 
if needed. 

 
(This example is for an 
academic year 
appointment - Fall & 
Spring, an additional row 
must be inserted.) 

Notice on the top right 
hand corner it says 2 of 2. 
That indicates there is 
another semester: 1 of 2. 

 
 

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

Enter a different 
Total WTU if the 
Spring appointment 
is different. 

 
 

13. Navigate to the TF 
Contract Total page. 
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The TF Contract Total page 
displays. 

 
14. Enter Letter Code: CN1. 

Review all data for 
accuracy. 

15. Click the Save button. 
 

 

Generate and Print the Terms and Conditions form 
The Terms and Conditions 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. Navigate to the 
Contract: Main Menu > 
SJSU Human Resources 
> Workforce 
Administration > Temp 
Fac Contract by Emplid 
or Contract for TA or 
Contract for GA. 
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The Find an Existing Value 
page displays. 

 
2. Click the Search button. 

 
 
 
 
 
 
 
 
 
 
 
 

3. Click a Run Control ID 
link. 
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4. Enter information. (See 
the following list of field 
descriptions.) 

 
 
 
 
 
 
 
 
 
 
 
 
 

Field Description List: TF Contract by Emplid Page (above) 
 

Field Name Description 

EmplID Enter the empl id or use the magnifying lens to look up. 

 
Contract Number 

Use the magnifying lens to look up. Select the correct one by making 
sure it’s the one that has just been created. 

 
Due Date 

Required for TA & GA. 

Optional for Temp Faculty 

 

Dean’s Name 

Enter the Dean’s name or designee. 
Note: TA & GA Contracts Supervisors Name & Phone must be 
entered. 

 
 

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

 
6. Verify settings if you 

are running this for 
the first time, 
otherwise settings 
remain. 

• Server Name: PSUNX 

• Type: Web 

• Format: PDF 

7. Click the OK button. 
 

The prior page displays. 
 

8. Click the Process 
Monitor link. 

 

 
 
 
 
 

9. Click Refresh to update 
the Run Status. 

10. When Run Status shows 
Success, Distribution 
Status Posted, click the 
Details link. 
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11. Click the View 
Log/Trace link. 

 
 
 
 
 
 
 
 
 
 
 
 
 

12. Click the PDF link. 
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13. Verify the data. 

An Academic Year 
contract will generate 
two pages. 

GA contracts will not 
display a Total Term 
Salary. 

 
 
 
 

Generate and Print the Appointment Form 
The next step is to generate and print the Appointment Form. The form will be used to 
communicate the rehire data to Employee Support Services. They will perform the rehire 
process. 

1. Navigate to TF/TA/GA 
Appt-Revision Form: 
Main Menu > SJSU 
Human Resources > 
Workforce 
Administration > 
TF/TA/GA/Appt- 
Revision Form. 
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The Appt-Revision Form 
Find an Existing Value page 
displays. 

 
2. Click the Search button. 

3. Select a Run Control ID. 

 
 
 
 
 
 
 
 
 
 

The parameters page 
displays. 

 
4. Data entered in the 

fields will print on the 
appointment form. (See 
the following list of field 
descriptions.) 

5. Enter the data to 
generate and 
populate data on the 
appointment form. 

6. Optional: enter data 
entry for Funding 
Changes if this is a split 
funding between funds 
and/or department. 

7. Click the Run button. 
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Field Description List: TF/TA/GA Appt-Revision Form Page (above) 
 

Field Name Description 

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 
Action Reason: REH REH for temp faculty/TA/GA who have a break in 
service. 

 
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 – 
second set 

only used if you have another action taking place, typically for funding 
changes, such as splits. JED 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. Make 
sure the total percentage is 100 percent. 
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Field Name Description 

 
 
 
 
Efft Date & End Date 

Enter the dates the funding change will cover. 

Full Fall semester dates: September 1 (year) to April 1 (year) Example: 
September 1, 2016 to April 1, 2017 

Full Spring semester dates: February 1 (year) to September 1 (year) Example: 
February 1, 2017 to September 1, 2017. 

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

 

The Process Scheduler 
Request page displays. 

 
8. Verify settings if you 

are running this for 
the first time, 
otherwise settings 
remain. 

• Server Name: PSUNX 

• Type: Web 

• Format: PDF 

9. Click the OK button. 
 
 

The prior page displays. 

 
10. Click the Process 

Monitor link. 
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11. Click Refresh to update 
the Run Status. 

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

 
 
 
 

13. Click the View 
Log/Trace link. 
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14. Click the PDF link. 
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The Appointment Form displays. 

15. Verify the data. 

16. Print the form. 

17. Obtain signatures and forward to appropriate offices for eventual rehiring. 
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Chapter 2g: Rehire a TA or GA After a Break In Service 
The process to rehire Teaching Associates or Graduate Assistants does not require the Person of 
Interest to be maintained since they are already in the system as students. The following steps 
need to occur in either the department or dean’s office depending on the college structure: 

• Enter contract data in PeopleSoft 

• Generate and Print the contract 

• Generate and print the Appointment Form 

• Obtain signatures and send to Employee Support Services via your Dean’s Office. 

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

 
1. Navigate to CSU 

Contract Data: Main 
Menu > CSU Temp 
Faculty > CSU Contract 
Data. 

 
 

The CSU Contract Data page 
displays. 

 
2. Enter Empl ID to Find an 

Existing Value Tab. 

3. Click the Search button. 

Note: This is to 
double- check there 
is not a contract in 
existence. 
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4. Click the Add a New 
Value tab. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Enter the following data: 

• EMPLID: Enter the ID 

• CSU Contract 
Number: Leave as 
NEW 

• Department: Enter 
your 4-digit 
department 
number 

6. Click the Add button. 
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The Contract 
Status/Content page 
displays. 

 
 
 
 
 
 
 
 
 
 

7. Enter information about 
the overall contract. 
(See the following list of 
field descriptions.) 

 
 
 
 

 
 

 

Field Description List: Contract Status Content Page (above) 
 

Field Name Description 

Efft Date Override with the first date of the contract. 

 
Contract Desc 

Enter a name for the contract. Include GA or TA for graduate assistant or 
teaching assistant, the Last Name, Dept Name and Term. Example: 
GA_ASSISTANT_F17_CE 

Contract Expected End Date Enter the last date of the Appointment. 

 
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. Complete the TF 
Contract Detail (bottom 
section). (See the 
following list of field 
descriptions.) 

9. Enter the Position Nbr: 
Use the magnifying lens 
to search for it if 
unknown. 

10. 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. 

 
 
 
 

Field Description List: TF Contract Detail Page (above) 
 

Field Name Description 

 
Term 

Enter term in a four digit format: 2164 = Fall 2016 or 2172=Spring 2017. 

 
Cycle 

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

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

 
Total WTU 

Enter the value that reflects the amount of weighted teaching units. 

 
Comments 

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

 
Late Start 

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

 
 
Number of Days Paid 

Use only with late start or early term. Count the number of academic 
working days left for late start or count the number of academic days 
worked if early term. (See the Office of the Provost’s Academic 
Calendar.) This will lower the pay. 

Comments Enter information about the hire. Prints on the appointment form. 
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11. Click the Add + icon to 
insert another semester 
if needed. 

 
(This example is for an 
academic year 
appointment - Fall & 
Spring, an additional row 
must be inserted.) 

Notice on the top right 
hand corner it says 2 of 2. 
That indicates there is 
another semester: 1 of 2. 

 
 

12. Repeat the same 
data entry as the 
first row but for the 
spring semester. 

Enter a different 
Total WTU if the 
Spring appointment 
is different. 

 
 

13. Navigate to the TF 
Contract Total page. 
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The TF Contract Total page 
displays. 

 
14. Enter Letter Code: CN1. 

Review all data for 
accuracy. 

15. Click the Save button. 
 
 

Generate and Print the Terms and Conditions form 
The contract will be generated and printed after creating it. At this step, navigate to the 
Contract for TA or the Contract for GA depending on the employee's job. 

1. Navigate to the 
Contract: Main Menu > 
SJSU Human Resources 
> Workforce 
Administration > 
Contract for TA or 
Contract for GA. 
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The Find an Existing Value 
page displays. 

 
2. Click the Search button. 

 
 
 
 
 
 
 
 
 
 

 
3. Click a Run Control ID 

link. 
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4. Enter information. (See 
the following list of field 
descriptions.) 

 
 
 
 
 
 
 
 
 
 
 
 

 
Field Description List: TF Contract by Emplid Page (above) 

 

Field Name Description 

EmplID Enter the empl id or use the magnifying lens to look up. 

 
Contract Number 

Use the magnifying lens to look up. Select the correct one by making 
sure it’s the one that has just been created. 

Due Date Required for TA & GA. 

Dean’s Name Enter the Dean’s name or designee. 

Supervisor’s Name & Phone TA & GA’s Supervisors Name & Phone must be entered. 

 
 

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

 
6. Verify settings if you 

are running this for 
the first time, 
otherwise settings 
remain. 

• Server Name: PSUNX 

• Type: Web 

• Format: PDF 

7. Click the OK button. 
 
 
 

The prior page displays. 

 
8. Click the Process 

Monitor link. 

A Process Instance 
number will appear. 

 
 
 
 
 

9. Click Refresh to update 
the Run Status. 

10. When Run Status shows 
Success, Distribution 
Status Posted, click the 
Details link. 
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11. Click the View 
Log/Trace link. 

 
 
 
 
 
 
 
 
 
 
 
 
 

12. Click the PDF link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

13. Verify the data. 

An Academic Year 
contract will generate 
two pages. 

GA contracts will not 
display a Total Term 
Salary. 
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Generate and Print the Appointment Form 
The next step is to generate and print the Appointment Form. The form will be used to 
communicate the rehire data to Employee Support Services. They will perform the rehire 
process. 

1. Navigate to TF/TA/GA 
Appt-Revision Form: 
Main Menu > SJSU 
Human Resources > 
Workforce 
Administration > 
TF/TA/GA/Appt- 
Revision Form. 
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The Appt-Revision Form 
Find an Existing Value page 
displays. 

 
2. Click the Search button. 

3. Select a Run Control ID. 
 
 
 
 
 
 
 
 
 
 

The parameters page 
displays. 

 
4. Data entered in the 

fields will print on the 
appointment form. (See 
the following list of field 
descriptions.) 

5. Enter the data to 
generate and 
populate data on the 
appointment form. 

6. Optional: enter data 
entry for Funding 
Changes if this is a split 
funding between funds 
and/or department. 

7. Click the Run button. 
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Field Description List: TF/TA/GA Appt-Revision Form Page (above) 
 

Field Name Description 

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 Action Reason: 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 – 
second set 

only used if you have another action taking place, typically for funding 
changes, such as splits. JED 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. 
Make sure the total percentage is 100 percent. 

 
 
 

 
Efft Date & End Date 

Enter the dates the funding change will cover. 

Full Fall semester dates: September 1 (year) to April 1 (year) Example: 
September 1, 2016 to April 1, 2017 

Full Spring semester dates: February 1 (year) to September 1 (year) 

Example: February 1, 2017 to September 1, 2017. 

Repeat same data entry as above if this is a split between another fund 
and/or department. 
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The Process Scheduler 
Request page displays. 

 
8. Verify settings if you 

are running this for 
the first time, 
otherwise settings 
remain. 

• Server Name: PSUNX 

• Type: Web 

• Format: PDF 

9. Click the OK button. 
 
 

The prior page displays. 

 
10. Click the Process 

Monitor link. 

 
 
 
 
 
 
 
 
 
 

11. Click Refresh to update 
the Run Status. 

12. When Run Status shows 
Success and 
Distribution Status 
shows Posted, click the 
Details link. 
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13. Click the View 
Log/Trace link. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
14. Click the PDF link. 
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The Appointment Form displays. 

15. Verify the data. 

16. Print the form. 

17. Obtain signatures and forward to appropriate offices for eventual rehiring. 
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Chapter 2h: Add a Concurrent Job Temporary Faculty, TA or GA 
Add a Concurrent Job means you are hiring someone new in your department who already has a 
job record number in the database. The individual will have employee id and currently holds or 
previously held a job position in another department at SJSU. Moreover it will still be a Concurrent 
Hire process, if the individual currently works or previously worked for your department and is 
now being hired into another (different) job position by your department. If they are new to your 
department, they must be hired through CHRS Recruiting. 

• Perform a CSU ID Search to obtain their employee id. 

• Enter the Contract Data 

• Generate and print the  Terms and Conditions form 

• Generate and print the Appointment form 

• Obtain signatures and send to Employee Support Services via your Dean’s Office 

 
Locate and verify the person exists in the database. 
1. Navigate to CSU ID 

Search. 

 
Note: If you already 
know the employee id, 
please skip to next 
section to create the 
contract. 
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The CSU ID Search page 
displays. 

 
 
 
 
 

The information for 
the person displays. 

 
2. Make note of the 

Employee ID and the 
next unused record 
number. 

 
 
 

Complete the Contract data for the Terms and Conditions Appointment 
Letter 
Create the contract using the CSU Contract Data pages. 

 
1. Navigate to CSU 

Contract Data: Main 
Menu > CSU Temp 
Faculty > CSU Contract 
Data. 
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The CSU Contract Data page 
displays. 

 
2. Enter Empl ID to Find an 

Existing Value Tab. 

3. Click the Search button. 

This is to double-
check there a 
contract does not 
already exist. 

 
 
 
 
 
 

4. Click the Add a New 
Value tab. 
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5. Enter the following data: 

• EMPLID: Enter the ID 

• CSU Contract 
Number: Leave as 
NEW 

• Department: Enter 
your 4 digit 
department # 

6. Click the Add button. 

 
 
 
 
 
 

7. Enter information in the 
Contract Status Content 
page. (See the following 
list of field descriptions.) 

 
 
 
 
 
 
 

Field Description List: Contract Status Content Page (above) 
 

Field Name Description 

Efft Date Override with the first date of the contract. 

 
Contract Desc 

Enter a name for the contract. Include the Last Name, Dept Name and 
Term. Example: FACULTY_S17_JMC 

 
Entitlement 

Only if your employee has entitlement. Enter in a three digit format. 
Example: .400 

Contract Expected End Date Enter the last date of the Appointment. 

Contract Type Use the lookup to select the appropriate type. 
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8. Complete the TF 
Contract Detail Section. 
(See the following list of 
field descriptions table.) 

9. Enter the Position. 

Use the Lookup 
(magnifying glass) icon 
to search for it, if 
unknown. 

10. Click Tab. 

Data about the position 
will populate. 

 
 
 

Field Description List: TF Contract Detail (bottom section) 
 

Field Name Description 

 
Term 

Enter term in a four digit format: 2164 = Fall 2016 or 2172=Spring 2017. 

Cycle Enter the one digit number for the semester Fall = 4 Spring = 2 

Comp Rate Enter the fulltime monthly rate of pay. 

 
Total WTU 

Enter the value that reflects the amount of weighted teaching units. 

 
Late Start 

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

 
 
Number of Days Paid 

Use only with late start or early term. Count the number of academic 
working days left for late start or count the number of academic days 
worked if early term. (See the Office of the Provost’s Academic 
Calendar.) This will lower the pay. 

 
Comments Enter information about the hire. Prints on the appointment form. 
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11. Click the Add [+] icon to 
insert another semester 
if needed. 

12. Navigate to the TF 
Contract Total page. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
The TF Contract Total page 
displays. 

 
13. Letter Code: Enter CN1. 

14. Review all data for 
accuracy. 

15. Click the Save button. 
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Generate and Print the Terms and Conditions form 
The contract data just entered will appear on the Contract Appointment letter/Terms and 
Conditions. 

1. Navigate to the 
Contract: Main Menu > 
SJSU Human Resources 
> Workforce 
Administration > Temp 
Fac Contract by Emplid 
or Contract for TA or 
Contract for GA. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

The TF Contract by Emplid 
Find an Existing Value page 
displays 

 
2. Click the Search button. 
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3. Click a Run Control ID 
link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Enter information about 
the contract. (See the 
following list of field 
descriptions.) 
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Field Description List: TF Contract by Emplid Page (above) 
 

Field Name Description 

EmplID Enter the empl id or use the magnifying lens to look up. 

Contract Number Use the magnifying lens to look up. 

 
Due Date 

Required for TA & GA. 

Optional for Temp Faculty 

Dean’s Name Enter the Dean’s name or designee. 

Supervisor’s Name and 
Phone Number 

TA & GA Contracts Supervisors Name & Phone must be entered. 

Temp Faculty will not have this area to fill out. 

 

5. Click the Run button. 

 
 
 
 
 
 
 
 
 
 
 
 

The Process Scheduler 
Request page displays. 

 
6. Verify settings if you 

are running this for 
the first time, 
otherwise settings 
remain. 

• Server Name: PSUNX 

• Type: Web 

• Format: PDF 

7. Click the OK button. 
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The prior page displays. 

 
8. Click the Process 

Monitor link. 

 
 
 
 
 
 

9. Click Refresh to update 
the Run Status. 

10. When Run Status shows 
Success and the 
Distribution Status is 
Posted, click the Details 
link. 

 
 
 

11. Click the View 
Log/Trace link. 
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12. Click the PDF link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

13. Verify the data. 
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Generate and Print the Appointment Form 
The next step is to generate and print the Appointment. The form is used to communicate the hire 
data to Employee Support Services. They will perform the Hire process. 

1. Navigate to Appt- 
Revision Form: Main 
Menu > SJSU Human 
Resources > Workforce 
Administration > 
TF/TA/GA/Appt- 
Revision Form. 
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The TF/TA/GA Appt- Revision 
Form Find an Existing Value 
page displays 

 
2. Click the Search button. 

 
 
 
 
 
 
 
 
 

3. Click a Run Control ID 
link. 
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The TF/TA/GA Appt- 
Revision Form 
parameters page 
displays. 

 
4. Data entered in the 

fields will print on the 
appointment form. (See 
the following list of field 
descriptions.) 

5. Click the Run button. 

6. Enter the data to 
generate and 
populate data on the 
appointment form. 

 
 
 
 

Field Description List: TF/TA/GA Appt-Revision Form Page (above) 
 

Field Name Description 

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 HIR CON 

 
 
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. JED FSC for funding changes. 

 
Initiating Official 

Enter the Initiating Official for you department. (Typically, the Chair of the 
dept.) 

 
Appointing Official 

Enter the Appointing Official for you department. (Typically it would 
be the Dean.) 

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

 
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. 
Make sure the total percentage is 100 percent. 

 
 
 

 
Efft Date & End Date 

Enter the dates the funding change will cover. 

Full Fall semester dates: September 1 (year) to April 1 (year) Example: 

September 1, 2016 to April 1, 2017 

Full Spring semester dates: February 1 (year) to September 1 (year) Example: 

February 1, 2017 to September 1, 2017. 
Repeat same data entry as above if this is a split between another fund 
and/or department. 

 
 

The Process Scheduler 
Request page displays 

 
7. Verify settings if you 

are running this for 
the first time, 
otherwise settings 
remain. 

• Server Name: PSUNX 

• Type: Web 

• Format: PDF 

8. Click the OK button. 
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The prior page displays. 

 
A Process Instance is 
assigned. 

 

9. Click the Process 
Monitor link. 

 
 
 
 
 
 
 
 

10. Click Refresh to update 
the Run Status. 

When Run Status shows 
Success and the 
Distribution Status is 
Posted, it is completed. 

11. Click the Details link. 
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12. Click the View 
Log/Trace link. 

 
 
 
 
 
 
 
 
 
 
 
 
 

13. Click the PDF link. 
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The Appointment Form displays. 
 

 

Comments:  
Reiterate the appointment 
information or other info as 
needed. 

Example: Hire for Fall 3.0 
WTUs 

 

 

14. Write in the next 
 unused record number 

that was found in the 
CSUID Search. 

 
 

The Job History section will 
not populate with data 
until HR enters the hire for 
this job. 
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Chapter 2i: Terms and Conditions Revision Form 
The Temporary Faculty Contract Revision Form will be used when you have made changes, 
corrections, or revisions to a Temporary Faculty, TA or GA contract. The Temporary Faculty/TA/GA 
Revision form pulls the most current job information. This means if you made a revision to a 
contract in PeopleSoft it will appear on this document. It clearly communicates to Employee 
Support Services that this is a revision to an existing contract. 

 
Contract Revisions 
There are two ways to revise contracts. 

1. Contract has the same effective date (most common) 

The most common contract revision is using the same effective date and making a change to  
the time base of the Lecturer. For example, if you made a data entry error, the WTU was 
changed or some other element in the contract is different, but still has the same effective 
date, you will use correct history. This will override the existing data. 

2. Contract has a different effective date 

If the change to the contract has a different effective date, you must change the contract by 
entering a new effective dated row with the updated information. You will then print the TF 
Faculty Contract Revision Form for the person, and submit it to Employee Support Services who 
submits it to HR for changes to the Job Data pages. Revisions with different effective dates 
typically are caused when a TF member picks up addition WTUs or reduce the WTUs late in the 
semester. 

Printing the TF/TA/GA Appointment – Revision Form 

After you have made any corrections, changes or revisions regardless of the effective date you 
will print a Temporary Faculty Contract Revision Form from the Reports section of PeopleSoft. 
Using this Revision Form will clearly communicate to Employee Support Services that this is a 
revision to an existing contract. The following pages will take you through the process of 
correcting a contract using the same effective date and revising a contract using a different 
effective date. After that you will learn the procedure for printing and completing the TF Faculty 
Contract Revision Form. 
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Revision with a Same Effective Date 
1. Navigate to CSU 

Contract Data: Main 
Menu > CSU Temp 
Faculty > CSU Contract 
Data. 

 
 

 
2. At the Find an Existing 

Value tab, enter the SJSU 
ID number that needs 
the updated contract 

3. Click Search 
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4.  Select the 
appointment that 
needs updating 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Contract 
Status/Content page 
displays. 

 
5. Double check to make 

sure the selected 
Contract Data is 
correct one that 
needs updating. 

6. If it is correct, click 
Correct History.
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7. In the Lower section, TF 
Contract Detail, click 
ViewAll to locate the 
row you are revising or 
use the arrows to 
toggle between 
semesters. 

If there is only one 
semester, it will be 
the only one that 
appears. 

 
 
 
 
 
 

8. Enter the revised WTUs 
in the correct 
semester. 

Comments: Enter 
additional notes about 
the revision in the 
appropriate semester. 
Enter the date and your 
initials on when this was 
done. 

Note: Each semester 
has its own Comments 
box. 

Example: Revision 1 
increase WTU from 6.0 
to 9.0 for Fall 2016. 7-30- 
16. JL 

 
 

15. Click the TF Contract 
Total page. 

16. Verify the revised 
data for the 
semester(s). 

17. Click the Save button. 

18. Print a new contract and 
a new revision form. 
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Revision with a Different Effective Date 
1. Navigate to CSU 

Contract Data > CSU 
Temp Faculty > CSU 
Contract Data. 

 
 
 

2. At the Find an Existing 
Value tab, enter the 
SJSU ID number that 
needs the updated 
contract 

3. Click Search 
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4. Select the 
appointment that 
needs updating 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The CSU Contract Data page 
displays. 

 
5. Click the Correct 

History button. 
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6. Click Add [+] sign once 
(upper level) at the 
Contract Status/Content 
area to insert a new 
effective dated row. 

 
 
 
 
 
 
 
 

 
7. Click the arrows by the 1 

of 2 to view the 
Contract 
Status/Content. They 
are identical until the 
newest Effective Date is 
updated. 

Enter new Effective 
Date. 

(See the following list of 
field descriptions table.) 

 
 
 

Field Description List: TF Contract Detail Page (above) 
 

Field Name Description 

Efft Date Override the date with the new effective date. 

Contract Expected End Date Defaults from the previous row, override if needed. 
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8. Enter information on 
the Contract Status 
Content page (See the 
following list of field 
descriptions table.) 

 
 
 

 
Field Description List: TF Contract Detail Page (above) 

 

Field Name Description 

WTU Enter the revised value in the correct semester. 

 
 

Comments 

Enter notes about the revision in the appropriate semester (large 
rectangular box). 
Note: Each semester has its own Comments box. 

Example: Revision 2 decrease WTU from 9.0 to 6.0 WTU Fall 16 effective 
10/1/15 JL. 

 

9. Click the TF Contract 
Total tab. 

10. Verify the revised data 
for the semester(s). 
Make sure you are 
viewing the correct 
effective dated row. 

 

 
11. Enter Letter Code: CN1. 

12. Review all data for 
accuracy. 

13. Click the Save button. 

14. Print a new contract, 
and revision form 
and send off for 
approval. 
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Generate and Print the revised Terms and Conditions form 
Generate a new contract with the revised information. 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. Navigate to the 
Contract: Main Menu > 
SJSU Human Resources 
> Workforce 
Administration > Temp 
Fac Contract by Emplid 
or Contract for TA > or 
Contract for GA. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Find an Existing Value 
page displays. 

 
2. Click the Search button. 
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3. Click a Run Control ID 
link. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
4. Enter information on 

the TF Contract by 
Emplid page. (See the 
following list of field 
descriptions table.) 

5. Click the Run button. 
 
 
 
 
 
 

Field Description List: TF Contract by Emplid Page (above) 
 

Field Name Description 

EmplID Enter the empl id or use the magnifying lens to look up. 

Contract Number Use the magnifying lens to look up. 

 
Due Date 

Required for TA & GA 

Optional for Temp Fac 

 
Dean’s Name 

Enter the Dean’s name or designee. 

Note: TA & GA Contracts Supervisors Name & Phone must be entered. 
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The Process Scheduler 
Request page displays. 

 
6. Verify settings if you 

are running this for 
the first time, 
otherwise settings 
remain. 

• Server Name: PSUNX 

• Type: Web 

• Format: PDF 

7. Click the OK button. 
 
 

The prior page displays. 

 
8. Click the Process 

Monitor link. 

 

A Process Instance is 
assigned. 

 
 
 

9. Click Refresh to update 
the Run Status. 

10. When Run Status shows 
Success, Distribution 
Status Posted, click the 
Details link. 
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11. Click the View 
Log/Trace link. 

 
 
 
 
 
 
 
 
 
 
 
 
 

12. Click the PDF link. 
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13. Verify the data. 

14. Multiple pages will 
generate if the 
contract has a new 
effective date. Make 
sure to print the 
contract with the 
correct effective 
dates. 

15. GA contracts will not 
display a Total Term 
Salary. 

 
 

Generating the Revision Form 
After you have made any revision to a contract you will generate the new Terms and 
Conditions form and generate the TF/TA/GA Revision Form. 

1. Navigate to the 
TF/TA/GA Appt. 
Revision Form: Main 
Menu > SJSU Human 
Resources > 
Workforce Admin > 
TF/TA/GA Appt. 
Revision form. 
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The Appt Revision Form page 
displays. 

 
2. Create or search for a 

Run Control ID to 
generate the contract 
file. 

3. To add a new run 
control ID, click the Add 
a New Value link. 

 
 
 
 
 
 

The parameters page 
displays. 

 
4. Enter the data to 

generate and 
populate data on the 
appointment form. 
(See the following list 
of field.) 

5. Click the Run button. 
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Field Description List: TF/TA/GA Appt-Revision Form Page (above) 
 

Field Name Description 

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. 

Revision Form Click the radio button to the left of it. 

 

Fall / Spring 

• Fall: Click the box for a Fall Revision. 
• Spring: Click the box for a Spring Revision. 

Note: Click both if the revision affects both semesters 

Revision Number Enter the revision number. 

Effective Date Enter the effective date of the revision. 

Action Reason boxes PAY TBC (in most cases). 

 
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. 

 
 
 
 

The Process Scheduler 
Request page displays. 

 
6. Verify settings if you 

are running this for 
the first time, 
otherwise settings 
remain. 

• Server Name: PSUNX 

• Type: Web 

• Format: PDF 

7. Click the OK button. 
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The prior page displays. 

 
A Process Instance is 
assigned. 

 

8. Click the Process 
Monitor link. 

 
 
 
 
 

 
9. Click the Refresh 

button to update the 
Run Status. 

10. When Run Status shows 
Success  and 
Distribution Status 
shows Posted, click the 
Details link. 

 
 
 

11. Click the View 
Log/Trace link. 
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12. Click the PDF link. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Revision Form displays. 

 
13. Review for accuracy. 
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Chapter 3: Active Position List 
The Active Position List is used to view the active positions, both filled and vacant, in a specified 
department. Many positions are for one person only, while others are multi-incumbent. This 
report will show you each position currently active in your department and the incumbent in 
that position (or Vacant if there is no incumbent). You will also see the funding associated with 
the position. The steps to run this report are similar to all other SJSU custom HR reports. 

1. Navigate to the Active 
Position List: Main 
Menu > SJSU Human 
Resources > 
Organizational 
Development > Active 
Position List. 

 
 
 
 
 
 

The Find an Existing 
Value page displays. 

 
2. Click the Search button. 
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3. Click a Run Control ID 
link. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Active Position List page 
displays 

 
4. Enter information: 

• SETID: Enter SJ000 

• Department: Enter 
your department 
number 

• Sort Options: Click 
the radio button for 
your choice data 
sort on the report 

• Dean/AVP Report: 
Click the box for a 
department at this 
level to generate 
all departments 
under that level 

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

 
6. Verify settings if you 

are running this for 
the first time, 
otherwise settings 
remain. 

• Server Name: PSUNX 

• Type: Web 

• Format: PDF 

7. Check the Active 
Position list or 
Active/Inactive 
Employee List. 

8. Click the OK button. 
 
 

The prior page displays. 

 
A Process Instance is 
assigned. 

 

9. Click the Process 
Monitor link. 

 
 
 
 

10. Click Refresh to update 
the Run Status. 

 

11. When Run Status shows 
Success, Distribution 
Status Posted, click the 
Details link. 
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12. Click the View 
Log/Trace link. 

 
 
 
 
 
 
 
 
 
 
 
 
 

13. Click the PDF link. 
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A: This section of the report shows the Position Type (Faculty, Staff, etc.) and Number, as well as 
the Job Code and Titles for the position. In addition, you will see the CSU Unit (which is where the 
checks are distributed), the FTE for the position and the maximum number of incumbents for the 
position. Positions with Max Inc of 999 are multi-incumbent positions where many individuals 
can be hired. 

 

B: This section of the report shows the information for the incumbent in the position. It includes 
the EmplID and Rcd # as well as the employee’s name and their FTE. The FTE could be different 
from the position FTE. If the position is vacant, only the word Vacant will appear. 

 

C: This section of the report shows the funding source for the position. This is for the position 
ONLY and is not indicative of any employee level funding changes you may have submitted to 
the Accounting office. If you submitted any employee level funding changes, they will be 
reflected on the LCD-Setup Audit report. 
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Chapter 4: Current Job Status   Report 
The Current Job Status Report is used to view job data status of non-terminated/non-retired 
employees by department. It can be run to list employees by Job Function, Payroll Status and 
Action Reason. 

 
Why would you run this report? 
• To view the status of all of your employees in PeopleSoft 

• To confirm changes or updates you have submitted for employees 

• To verify pertinent data about your employees in one report 

• To view how your employees are setup for Payroll 

 
1. Navigate SJSU Human 

Resources: Main Menu 
> SJSU Human 
Resources > 
Workforce 
Administration > 
Current Job Data Status 
Report. 
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2. Click Search to use an 
existing run control ID. 

3. Click a Run Control ID 
in the results. 

 
 
 
 
 
 
 
 
 
 
 
 
 

The Current Job Data 
Status Report page 
displays. 

 
4. Enter information: 

• Department: Enter a 
department ID 

• Dean/AVP Level: 
Check if you have 
security access and 
enter a dept id at a 
Dean or AVP Level 

• Sort by: 

• (J)ob Function 

• (P)ayroll Status 

• (A)ction Reason: 
Enter J. This is the 
most useful 
report display. 

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

 
6. Verify settings if you 

are running this for 
the first time, 
otherwise settings 
remain. 

• Server Name: 
PSUNX. 

• Type: Web 

• Format: PDF 

7. Click the OK button. 
 
 
 

The original parameters page 
displays. 

 
A Process Instance is 
assigned. 

 

8. Click the Process 
Monitor link. 

 
 
 
 

9. Click Refresh to update 
the Run Status. 

10. When Run Status shows 
Success AND 
Distribution Status 
shows Posted, click the 
Details link. 
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11. Click the View 
Log/Trace link. 

 
 
 
 
 
 
 
 
 
 
 
 
 

The Report/Log Viewer page 
displays. 

 
12. Click the PDF link to 

open the report. 
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An example of the report follows: 
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Components of the report 
Let’s take a look at the various elements of the form. To move between fields, use the Tab key. 

 

Field Name Description Screenshot 

 
 
Position Number 

 
 
The position the employee is hired into. 

 

 

 
 

Action Reason 

Shows what has most recently occurred with the 
employee’s job record. 

In this example the top employee had a Pay Rate 
Change (PAY) because of a Time Base Change 
(TBC). The lower employee had a Data Change (DTA) 
because of an Education Degree Update. 

 
 
 
 

 
 
 
 
 

 
Action Date 

Indicates when Personnel Services entered the 
information into PeopleSoft. (Do not confuse this with 
Effective Date.) 
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Field Name Description Screenshot 

 
 
Job Code 

Number that corresponds to the type of job the 
employee holds. 

In this example, both of these employees are 
Instructional Faculty. 

 

 

 
Comp Rate 

 
Refers to the monthly full-time salary. 

 
 

 
 

 
 
FTE WTU Fraction 

All of these numbers refer to the amount of time the 
employee has been hired to work. The numbers will 
vary between employees. 
 
 

 
 
 
Effective 
Sequence 

 
Number of entries in Job Data on the same effective date 
for the employee. In this example, the top employee shows 
a 1. This means the employee had two entries to their job 
data on the same day. The first event was zero and the 
second event was one. The lower employee had only one 
event take place, indicated by the 0. 

 
 

 

 
Effective Date 

 
Date the job record began. 

 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

Appointment End 
Date 

 
Date the appointed job will end. 

 
 

 
Appointment 
Duration 

 
Length of the appointed job: 

• S1: one semester appointment 
• Y1: one year appointment 
• Y2: two year appointment 
• Y3: three year appointment 

 
 
 
Expected Return 
Date 

 
 
When employee will return if on leave. Some fields 
may be blank. 
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Field Name Description Screenshot 

 
Payroll Status 

Where to look to verify the processing status of the 
employee paperwork. 

 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 

 
Await Act 

 
Paperwork has not been processed. 

 
PPT Gen 

Paperwork has been processed and sent to 
payroll for entry into PIMS. 

 
 
Error 

Paperwork has been processed, but a problem 
occurred during processing. 
HR will work to correct the error (which may 
involve contacting you). 

 
Pay Ready 

Paperwork to be processed. Once HR sets the 
value to Pay Ready, they are ready to run the 
process to generate the payroll document. 

 
No PPT 

Action Reason on the job record did not require an 
update to the State Controller’s Office system 
(PIMS). 

 
 
PPT Run Date 

Date the payroll paperwork will be generated. If the 
employee’s Effective Date is less than or equal to 
the current date, the Run Date will default to the 
current date. 

 
 

 
No PPT Required 

 
If the Effective Date is equal to a future date, then the Run 
Date will equal the Effective Date. The Run Date is the 
date that the PPT will be generated when the payroll 
Status is Pay Read. If the Payroll Status is No PPT, then 
this field will be gray. Please note that the PPT Run Date 
does not equate to the date the information was keyed into 
PIMS. 
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Chapter 5: Where to find what you are looking for — Personal and 
Job Data 

 
View Personal Data 

1. Navigate Workforce 
Administration: Main 
Menu > Workforce 
Administration > 
Personal Information > 
Modify a Person. 

 
 
 
 
 
 
 
 

 
2. Enter Search Criteria 

such as an employee 
id or Name. 

3. Click the Search button. 
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The Biographical Details 
page displays 
biographical 
information. 

 
 
 
 
 
 
 
 
 
 
 

 
Contact Information 

Displays address, phone 
and email related 
information. 

Note: Contact info can 
be updated by the 
employee in the Self 
Service pages of 
PeopleSoft. 

The address type of 
Campus will display in the 
campus directory. 
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View Job Data 
1. Navigate to Workforce 

Administration: Main 
Menu > Workforce 
Administration > Job 
Information Job Data. 

 
 
 
 
 
 
 
 
 
 
 

2. Enter Search Criteria 
such as an Empl ID. 

3. Click the Search button. 
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The Work Location page 
displays. 

 
This displays the most 
recent job action: 

• Effective Date: Date 
of most recent action. 

• Action/Reason: 
Displays the type of 
change that has most 
recently occurred. 

 
 
 
 

Job Information 

 

• FTE: Shows the 
percentage of time 
the person is 
working. 
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The CSU Job page 
displays. 

 
• AY Dur of Appt: Shows 

the appointment length 

 
 
 
 
 
 
 
 

The Compensation page 
displays. 

 
 Shows compensation 

related data. Full time 
comp rate and the 
actual compensation 
per month or hour 
based on their 
position. 

 
 
 

CSU Faculty Job page 
displays. (Faculty only data 
page.) 

 
• Faculty Fraction: 

Temporary Faculty 
Lecturers, TA & GA 
value. Correlates with 
the FTE, but appears in a 
fraction form. Used by 
the State Controller’s 
office. 
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Appendix 1: Short list Action/Reason Codes 
In PeopleSoft, every job action requires an Action/Reason code and an effective date. You will be 
required to select the appropriate Action/Reason code each time you submit an Employee Profile.  
A full list of Action/Reason codes is available on the MYSJSU website. There may be times when 
none of these codes is applicable. At that time, you should contact Employee Support Services for 
assistance in selecting the action/reason. 

Numerous actions can be taken related to an employee and their job at the university. The most 
common are: 

• Demotion 

• Data Change 

• Hire 

• Leave of Absence 

• Pay Rate Change 

• Paid Leave of Absence 

• Position Change 

• Completion of Probation 

• Promotion 

• Rehire 

• Retirement 

• Return from Disability 

• Short Term Disability with Pay 

• Termination 

• Transfer 

The Reasons for these Actions are as follows: 

 

Actions and Reasons 
 

Action Reason 

 
Demotion (DEM) 

• Disciplinary Action (DIS) 
• Voluntary (VOL) 

 
 

Data Change (DTA) 

• New Appointment (APT) 
• Extend Appointment (EXN) 
• Extend/Change Leave of Absence (LOA) 
• Reorganization (REO) 
• Serving Terminal Year (STY) 
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Action Reason 

Hire (HIR) • Appointment (APT) 
• Concurrent Job (CON) 
• Appt Former Employee Prior PS (PRI) 

Leave of Absence (LOA) • Administrative (ADM) 
• FMLA/CFRA (FML) 
• Medical (MED) 
• Military Service (MIL) 
• Personal (PER) 
• Professional (PRO) 
• Union Release (REL) 

Pay Rate Change (PAY) • Campus Funded Merit Increase (CMI) 
• Campus Funded PSI (PCI) 
• Partial Leave — Professional (PLF) 
• Partial Leave — Family Medical (PLM) 
• Partial Leave — Personal (PLP) 
• PreRetirement Timebase Reduce (PRT) 
• Return from Partial Leave (RPL) 
• Student Pay Rate Change (SPC) 
• Time Base Change (TBC) 

Paid Leave of Absence 
(PLA) 

• Difference in Pay – AY (DFA) 
• Difference in Pay — 12 Mo/Less (DFM) 
• Diff in Pay — 1 Qtr/Sem (DFS) 
• Fac Research/Creative Activity (RES) 
• Sabbatical — AY - 1/2 Pay (SBA) 
• Sabbatical -—1 Qtr/Sem – Full (SBS) 

Position Change (POS) • End Temp Job Reclassification (ETR) 
• In-Class Progress/Range Elev (ICP) 
• Job Reclassification (JRC) 
• Reorganization (REO) 
• Temporary Job Reclassification (TJR) 

Completion of Probation 
(PRC) 

• Tenure (TEN) 
• Tenure with Promotion (TWP) 

Promotion (PRO) • Promotion (PRO) 
• RTP Process (RTP) 
• Temporary Promotion (TMP) 
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Action Reason 

Rehire (REH) • Mandatory Reinstatement (MAN) 
• Rehire from Disability Rtrmt (RDR) 
• Rehire (REH) 

Retirement (RET) • Disability (DRT) 
• Service (SRT) 

Return from Leave (RFL) • Return from Unpaid LOA (LOA) 
• Return from Paid LOA (PDL) 

Termination (TER) 
 

 

• Term of MPP on Admin Leave (ALS) 
• Auto Resignation/AWOL (AWL) 
• Cancelled Appointment (CNL) 
• Death (DEA) 
• Dismissal (DIS) 
• End Temporary Appointment (END) 
• Term Position per Fund Change (FND) 
• Faculty - Contract Not Renewed (FNR) 
• Failure to Return from Leave (LVE) 
• Medical (MED) 
• Rejctd During Prob/NonRetentn (REJ) 
• Resign - Professional Advncmnt (RSA) 
• Resignation – Dissatisfied (RSD) 
• Resignation - Better Job (RSJ) 
• Resignation (RSN) 
• Resign - Dissatisf w/Promo Opp (RSO) 
• Resignation - Personal Reasons (RSP) 
• Resignation - Better Pay (RSY) 
• Separation by Agency (SBA) 
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Action Reason 

Transfer (XFR) • Involuntary Reassignment (INV) 
• Medical Reasons (MED) 
• Pay Plan Chg w/o Fin Settlemnt (PPC) 
• Pay Plan Chg w/ Fin Settlemnt (PPW) 
• Reinstatement - Prob Rejected (RPR)) 
• Reinstatement - Temp Assign (RTA) 
• Temporary Reassignment (TMP) 
• Voluntary Reassignment (VOL) 
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