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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.

Main Menu vI

Search Menu:

CSU Temp Faculty
Alert-5J50U

Campus Infa

Self Service

Manager Self Senvice
SJ5U Campus Solutions
SJ5U Human Resources
Recruiting

Workforce Administration
Workforce Development
QOrganizational Development
Enterprise Leaming
Campus Community
Student Admissions
Records and Enrcliment
Curriculum Management
Set Up HRMS

Set Up SACR

Reporting Tools

PeopleTools

(Y] G G S S S S I G A I I I o

CSU 1D Search

L1
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The CSU ID Search page
displays.

2. Enter the search criteria,
and then click Search.

You can perform
multiple searches:
e Name only

e Partial name

e SSNonly

CSU ID Search
CSU 1D Search

Search

Empl 1D

Mational 1D
Applicant ID:

First Name:

Last Name:

Search

CSU ID Search

CSU ID Search

Search

Empl I1D;

National 1D:

Applicant ID:

First Mame: TEMP

Feset

Feset

FReset

Last Name: FACULTY

Search

Reset

Academic HR ProcessingManual
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TheSearchResultsdisplay
at the bottom of thepage.

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

This example shows a
result with data.

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

4. ClicktheResetbutton
to clear the current
search criteria and

enter new information.

The CSUID Search
should be your first
step when you have
to add a new person
to the system.

CSU ID Search

CS5U ID Search

Search

Empl 1D

Mational 1D:
Applicant ID:

First Name:

Last Name:

Search

Detail Name

1 Detail

Detail MName

41 Detzil Lastname, First name

2 Detail
3 Detail

Feset
TEMP
FACULTY
Reset
Matl .
Applicant DOB
EmpllD 1D . [
(Last 4) I (mm/dd)
Hatl .
EmplID 1D Applcant DOB |0 pey
(Last 4) D (mmidd)
Applicant
Applicant
Employee
Reset

Academic HR ProcessingManual
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Field Name

Detail

Field Description List: CSU ID Search Page (above)

Description

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 toit.

Screenshot

Detail HName

1 Detail Last name, First name

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.

Natl
Empl ID ID
(Last 4)

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.

DoB

i—— Org Rel

Applicant
Applicant
Employee

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.

Empl Class PO Type

Fegular

HR Status

The status of the person will display as
Active or Inactive.

Academic HR ProcessingManual
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Field Name Description Screenshot
Empl
HR Status Red
This will display a different record number for Nbr
Empl Red Nbr each department the person works in.
Active 0
If the person is an employee, the job code of
Job Code their position will display.

Job Code Descr

The title of the job code displays if an
employee.

Job Code Job Code Descr

R} Admin Coordinator

The DeptID in which the person is employed

DeptID will display, along with the Dept ID. DeptiD Dept ID Descr
D Foremployees a department name will
escr appear. 1237  Human Resources
Institutional Description will display San Jose
Inst Descr

State if a student.

Academic Career

Displays student career:

e UGRD
e POST
e GRAD

Academic

Inst Descr
Career

Business Unit

Employees will display SJO0O.

Business Unit

54000
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Chapter 2a: Overview of Hire, Rehire and Add Concurrent jJob
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.

Academic HR ProcessingManual
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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 ContractData.

2. Generate and print theTerms and Conditions form.

3. Generate and print the AppointmentForm.

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

Verify whether the person exists in the database.

1. Navigate to CSU ID Main Menu
Search: Main Menu > Search Menu:
CSU ID Search. (>
SU Temp Fac ulty b
& Alert-SJ5U 4
—  Campus Info ;
all Serv|
Nz r Sgif Sa § v
1 =JSU Campus Solution 3
= SwJ5U HUMan Resources ¥
ruiting .
Vorkio T al ¥
L] orkforc e Developmen 4

Student Admissions b

L
i

L1 Records and Enroliment 4
= Urniculum Management ’
| ! ¥

Sat Up SACRH [

1 Reporiing Tools 4
1 PeopeTools ’

Search I

Academic HR ProcessingManual
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CSU ID Searchdisplays.

2. Do several searches

using different criteria
to verify if the person is
already in the

database.

In this example the
first andlast nameis
used. A second search

would also be made

using SSN/NationalID.
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 personisfoundin
your search in the
database, you can
complete the contract
data.

If the person is not
found in the database,
contact Faculty
Services for
information.

Detail

1 Detail

CSU ID Search

CSU ID Search

Search Hesst

Empl ID:

Naticnal 1D:

Applicant ID:

First Name: TEMP

Last Name: FACULTY

Search Reset

Natl
Hame EmpllD 1D
(Last 4)

Applicant DOB

ID (mmidd) R

Empl Clazs

Academic HR ProcessingManual
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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.

. Navigate to CSU Main Menu -
Contract Data page: Search Menu:
Main Menu > CSU ®
Temp Faculty> CSU "
Contract Data. £3  CSU Temp Faculty El  csu Contract Data
—a .- e P |

The CSU Contract Data page CSU Contract Data

displays.
Enter any information you have and click Search. Leave fields blank for a list of all values.
2. Click the Add aNew Find an Existing Value | Adda New \Value
Value tab.

Search Criteria

Empl ID | begins with |

CSU Contract Number-| begins with »

Department begins with Q
Contract Status: = vl | v/
Term: i |
Description: begins with
Last Name: begins with vl
[linclude History Ll correct History | case Sensitive

Search Clear | Basic Search g Save Search Criteria

Find an Existing Value | Add a New Value

Academic HR ProcessingManual
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3. Enter the followingdata: CSU Contract Data

e EMPLID:EnterthelD
for the person just
added or the
existing empl id.

Find an Existing Value Add a New Value

e CSU Contract Empl ID: GOOG05500 &}
Number: Leave as CSU Contract Number: [NEW
NEW. Department: 1033 '
e Department: Enter
your 4 digit
department #. Add
4. Click the Add button.

Find an Existing Value | Add a New Value

The Contract Status/content Contract Status/Content TF Contract Tota
page diSplays. Temg Faculty Person ID: SLCOLLOLD
Coniract StatesTonbend iew All 1< & q001
CSU Comtract 82  NEW DepaiDe 1038 =
“Ef Dale: 03220016 5 Efective Sequence: U Coniraci Desc:
*Contractk Statys: Al V: Entrilemant; Term End Date; ]
Reg Regioa: Lisa, a Multiple Teima End Date: W
Contract Type: aQ
Approeed by: Japprovert  [approverz [l Approvers
T ontract Dat Fird | View Al Fist & 1al1 S Last
=
“Posibon Nbr: Q, Bus. Unit
Departmant: e Job Code: Sal Plan/Grd: . = |
Term: a Cyche: 2, “Comp Rate:
‘Late Stari? N Academic Days Pald Tital WTU 020000
Comments [ E K'Ff
|
£l Save =] Nofify + Add | UpdateDisplay el Include Hslory * Comect Hishory

Coniract StatusContent | TF Contract Total

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

Contract StatusiContent ~ TF Gonfract Toks
Tewg Faculky Person 1Tk e )
Contract Status/Content Wi Al le & qaft R A
] -
CSU Contract 2  NEW DepdiD: 1038

0822209 M| Emective Sequence: 0

"EM Date: Comtract Desc: |[FACULTY_F16_JMC
*Comiract Status: (M8 % Enditlement: Term End Duabe: 12232006 |[H)
Reg Region: Multipts Term End Date [

Contract Type: Samesier Apponsmant

Approved by: I Approvert  [Clapproverz  [Clapprover

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.

TF Contraci Dela Fird | Wiew All Fiat ‘A& 1of1 & Last
=l

“Position Nbr: '.-::r.!l.rnl A= Bus. Unit: 54000  SJ5U

Department: 1038 Joumalism & Mass Comm Job Code: 2358 Sal PGl 335 £3 0 |G

“Late Slan? NG Academic Days Paid: Takal WTU:

Commants: I Hre for Fak 2016 at §.0 'WTLs | *f

Academic HR ProcessingManual
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Field Description List: TF Contract Detail Page (above)

Field Name Description

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

Position Nbr Lecturer B, Lecturer C or Lecturer D

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
Term 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.
Use only if the person is a Late Start or Early Termination — Enter L — Enter
Late Start E for Early Term.
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
Number of Days Paid 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.

Academic HR ProcessingManual
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9. Click the + to insert

Contract Status/Conient

another semester if el s Pesoni: 500050000
needed. Contract Status/Content Viw Al e W yold W s
CSUConfract #  NEW Deptin: Joo ][]
(ThiS example is for one *ENT Date: UEGAR0E W Eactive Sequence: L Coniract Deag: [FACULTY_F16_JMC
semester appointment.) Coutit Same: [P V] Eaeent i il D 12EEnte |
0. Navigate to the TF e Region: (55412 st Term End Oat: d
Contract Total page. Contract Type: 202 [ Semester Appoiniment
Approved by: L Approvert  [lApproverz [ Approvers
TF Contract Dietail Find | View All Fedd & 1aft b Lasi
*Pogition Mbr: (0001420 [0 Lecturar 47-B Bus, UNit: 52000 S50 e

Departmsent: 1038 Journalsm & Mass Comm Job Code: 2368  Sal PlanmfGrd- G5 /3 |0,
Term: Hed |3 Cyche: 4 =1 *Comgp Rale: AN COO000
*Lale SLan? N|Q Academic Days Paid: Total WTL: 6 DO
Comments: [Hira for Fail 2096 a1 60 WTUs |l¢f
The TF Contract Total page el AT ]
dis la s. mTe Facuity Person 1D DEODGIEGD
p y » el 4 Find | Wiesw Ad Fist '& §ol1 % Lasi
X Dephilc 1038 EM Daie;  [EOX20E  EN Seg
1. Letter Code: Enter CNI. SifmrsnTeE, 1 BT YR Y
12 Review all data for Titke Dupd  Dapt Hame :d" .5.-1.. ::‘Ij Tarm Comp Rzl :.::r-u Fraciion ::I':Ih Tarm Bate I:‘z':l' Print :::: ::-.:.\r-l !‘I‘r;: Lami Upd By
. = MHim
accuracy. " W 00 00000 0 400000 A8 1820000 115200 s00mm B [ow o A2
13. Click the Save button.
hoAcd ||} UpdsinDespiay | a inchede ey Cormect History
Contract StatusiComtent || TF Consract Tatal
Note: If the Contract
Tamp Faruly Persan ID: p e
Status/Contact tab after r— = -y
- R Cantract Stabus/Contan View All | 1al o
Is clicked, the notepad e
that appears on the €S0 Contract . 000028157 won: o [O] %

Contract/Status page "ENf Date: f-.‘j'.:-"-'-":""-;' ’_!- Effective Sequence L Contract Desc: |FACULTY_F16_JMC
can be used to enter “Contract Satus: M0V | Entitlement: Tedrn Enl Diarte: 12232016 |[H]
information Data Reg Region; US4 |G, Muttigila Term End Date: li
entered here will not Contraci Type: 0% |3, Semester Appointmed
print on any forms. The Approved by: | JApprovert [lapproverz [ Apgrovers
notepad will only TF Contract Deta Find |View Ml  Eist 4 fof1 & Last
appear after the Save %=
button has been clicked. *Psition Mbe 00001420 |3, Lecturar AY-B Bus. Unil: 50000 SJ5U

Department: 03s JOUmEism & Mass Comm Job Code: 2352 SalPlawGet: 315 /3 G
14 ClickontheNotepadto Torm: 2188 1A cyo: R Comp Rate: AR

add a new note. “Latn Start? NS Academic Days Paid: Tkl WTU: £ 00000
Comiments: i-u-e‘-'_- Fall 2016 at 6.0 WTUs 13
|-|: Save =] Nolity Al | Uptane/Display w Include Hislony Cornect History

Cortrac | StatussConbeml | TF Coniract Tobs

Academic HR ProcessingManual
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15. Click on Add a New @ Temp Faculty Notepad
Note.

b Instructions

+ Selectbon Criteria * Selected Note

I0- [CoE590ee Tk =)
C5U Comtract Nb: DODO23157 C g
"DepdiD: 1033 Select Al Notas
*ENf Date: 2016-08-22 Chear Seleclions
Earfiest Note Date i End Gl

I I Mo Return To: Contract Data page

There are no eXisting notes for the specified search criteria.

Redurn Ta: Contract Data page

16. Enter the subject and Temp Faculty Notepad - Selected Note
information in the Note

Text area. Click the Save

button. Applications
Selected Note

F Instructions

ID: 0e00o000D Created: 03222016 O48AM
CS5U Contract 000028157 Creator:
Mb:
DeptiD: 1033 Last Update:
Eff Date: 2016-08-22 e
Subject:| Enter Subject
Note Texty Enter internal text hera. It will not be printed esewhans. IS mainly for your own -
use
Save
Return To: Mate Selection Page

Confract Data page

Academic HR ProcessingManual
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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.

. Main Manu
. Navigate to Temp Fac '1
C . 3. Search Menu:
ontract by Emplid: 9
0
SJSU Human Resources " .
> Workforce & CSU Temp Facully J
Administration >Temp B AlertSJsU b
Eac ?cointraCt by ~ Campus Info ; mployee Self Service
mpid. = Seif Service 4 E] Alert-5J50 =] Time Reporting
3 wmanager Sell Service b )
00 s5)5U Campus Solutions » Aleri-5J5U Summary Ermpiayee Batanc
Report Teme
£3 sJSU Human Resourcd = Global Payroll & Absanta Mot 4 e Time
0 Recruiting L Organizational Development r
& workiorce Aaministratie] = Payrol for North America i’ &l Learning and 0
01 Workforce Developmen{ = Recruiting : WK
£3 Organizatonai Develop| 3 Tmeandiabor FREmSN T
[0  Enterprise Leaming [0 \Workdorce Administrati] =/ Batch Contracts for GA
G Campus Commuity . Batch Contracts for T. Faculty
L1 giudent Admissions ¥ j,_gi Recry ™ Batch Contracts for TA 1
8  Rsconds and Enolbet " : Contract for GA
. ki Confract for TA
= Curriculum hManagement L g
B SotUpHRMS 3 Current Job Data Status Report
B3 SelUpSACR . Empigyes Job Profila
B8 Reporing Tooks » =| Position & Job Reporting Struc
B3 PeopleTook . TFITAIGA Appl-Revision Form
= £8U ID Search = Temp. Fac. Coniract by Emgplid
The TF Contract by Emplid TF Contract by Emplid
page displays.
Enter any information you have and click Search. Leave fields blank for a list of all values.
2. AttheFind theExisting Find an Existing Value | Add aNew Value
Value tab, Click the
Search button. = Search Criteria
Run Control ID:] begins with %
[ |Case Sensitive
Search Clear |BasicSearch [§] Save Search Criteria
Find an Existing Value | Add a Mew Value

Academic HR ProcessingManual
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3.

Click a Run Control ID
link.

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

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

Find an Existing Value Add a New Value

* Search Criteria

Run Control I1D: | begins with s

[Icase Sensitive

| Search || Clear |Basic Search (& Save Search Criteria

Search Resulis

View All  First ' i4ief11 B Last

Run Control ID Language Code
English
English
TF Contract by Emplid

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

| Find an Existing Value Add a New Value

w Search Criteria

Run Control ID;

[ case Sensitive

i .
| Search Clear | Basic Search & Save Search Criteria

Academic HR ProcessingManual
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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.)

TF Contract by Emplid

Eind an Existing Value Add a New Value

Run Conirol IDE

Add

Find an Existing Value | Add a Mew Value

TF Contract by Emplid

Run Control ID: 0 Report Manager Frocess Monitor Run

*Empl 1D Q| Temp Facully
*Contract B AL Q
Due date:
Dan's Hnmei Dean's hame ]
lZave ||l Retumn to Search pvipus i List | (o MextinList || Moty b Add || F] UpdataiDespls

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
Requestpage displays.

9. Verify settings if you
arerunning thisfor
the first time,
otherwise settings
remain.

e Server Name:
PSUNX

e Type: Web
e Format: PDF

10. Click the OK button.

The TF Contract by EmplID
page is displayed again.

A Process Instance is
assigned.

1. Click the Process
Monitor link.

TF Contract by Emplid

Run Control ID; 0

b i 99958 |Q, Temp Fatulty
*Contract FACULTY_F18_Ji
Due date: ITOAE0NG (W]

Dean's Mame: Dean's Mams

il 3ave |||4* Return bo Saarch

Process Scheduler Request

Usar I
Server Mame | PSLINX ¥
Recurience w|

Time Zong

Process List

Lalect  (escrpiion Peoceas Hames

=] Temp Fac. Cortract by Emplid SJTFODE

TF Ciontract by Emplid

Run Contral 10z 0
"Enpt ) 999099939 3, Temp Faculty
*Coniract FACULTY_AY 1817 _MIC
Due dabe: 0702016

Dean's Nasmea: Your Mame and Phone Number

i Save i Rilum 1o Search

Rieport Managsr Process Monfior Fun

Mt in Lisk | Molify & Add

Fum Conérol ID O

L )
Rigsad 10 Current Dabe'Tima
Process Type “Type “Frmat [kt
S0 Repot [Web ™ }[FOF i F’sh biior

Repart Manager

Mo im LSt = Mobly L Add
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12

13.

ClickRefreshtoupdate
the Run Status.

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

4. Click the View

Log/Trace link.

Process List || Sereer L

Wiew Proceas Requesi Foo

s I A Tyee | | [ Lt | 1| [Days |
Serwer] PELUNE v Mame o Inslamce 5]
Run Status| ~|  Distibution Status | ~| B sawe On Retresh
Proscerss List Parsonaiing | Find | Ve Al | L2 | L:: First ‘& ol & Lot
Process ustriburiion
Selsct baisnce  San Process Ty Mamn [T Fun NaieTime Hun Skaus Ty Clrtaiin
AT SO, Riggent BUTFINE AN E 1103 0Eas POT | Suceesss Pested] | Cotis]
£33 ek o TF Conbract by Empis
5 | Nottly
Procses Lo | Sefved Ll
Process Detail
Process
Instance 3504553 Type SQR Repor
Name SJTFO06 Description Termp Fac Comtract by Emplid
Run Status Success Distribution Status Posted
RHun Update Process

Run Comtral 10D {

Location Serves

Senver PSLRAX
ReCumenos

DatelTime

Request Created On 03222016 1103 26AM POT
Riumn Anytime Afler 052202016 11:02-004AM POT
Began Process At DA2272016 1103:59AM POT
Ended Process A1 0227018 11:04:07AM POT

0K Canged

Hodd Request
Queowe Request
Cancel Reguest
_ Delete Reguest
Re-serd Content Restart Request

Actions

Parametars Trarsier
Message Log
Batch Timings

Yiew LogMrace
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15. Click the PDF link. View Log/Trace

Report
Report ID 1137506 Process Instance 3504503 Message Log
Name  SJTFO0S Process Type SOR Report

Run Status Success

Temp Fat. Contract by Emplid
Distribution Details

Distribution Node  HASJFRJ Expiration Date  0506/2016

File List

Marme File Size [bytes) Datetirme Creafed

S0R_SJTFODG_3504583 log 1,608 03222016 11:04:07 458575aM POT
| sito0e_3504953 POF| 5817 03222016 11:04:07 459575AM POT

Sjf006_3504993, out Ho2 03222016 11:04:07 458575AM PDT

Distribute To

Distribution 1D Type *Distribartion 1D

Lser

Return

3 Staternent of Terms and Conditions of Employment
16. Verify the data. College el Agefied Kol & Arte

17. Print the Termsand San Jose State University

ps TD: Temp Faculty Dabe:  March 22, 26
Conditions.
DnunmmrmmmﬂlbndmDWMMHMMEMmemWNMHM_ImpHmn

affiar you & lemparary appontment to the faculty of San Jose State University. The specric iems and conditions of thes appont.
mant are a5 folows

Appaintment Type Appointment Period Effective Dates

Part-time: 040 (615 Samester Appointment - Fall 2016 22 ALG-H016 to 23-DEC-HE
Rank Full-Time Base Salary Actual Menthly Salary Total Term Salary

Lesclurer KY-B £4,800,00 $1,97000 £11,520.00

‘fou may be eligible to enrgll in C5U Health Plans within §0 days from the date of hire if your appointment or combination
of appointments totals .40 or greater in one or more semesters{0.50 for counselors Elibrarians). Please cantact your
benefits service repressntative at B24-2250 for more details.
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Generate and Print the AppointmentForm

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.

. 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

PRE

Main Menu -I

Search Menu: i
CS5U Temp Faculty ki
Alert-5J5U d
Campus Info * hployee Self Service
Self Service ’ @ Alert-5J5U Tzl Tim
Manager Salf Service L g
SJSL Campus Solutions_ L it ek =it
SJSU Human Resourcd !  Global Payroll & Absence Mgmt b “Z:
Recruiting I 3  Organizational Development k
Workforce Administratid —  Payroll for North America L r_j"_'l_i Lea
Workforce Deveiopmen — Recruiting : [$4 !
Organizational Develop| —  Time and Labor ~ -
Enterprise Leaming —  Workforce Administratid = P et s
Campus Community k| I | I
Student Admissions > ;‘53 Ry SR
Records and Enroliment v Coinn = A
Curriculum Management L l sl
T " | Current Job Data Status Report
il = — Employee Job Profile
Reporting Tools ’ - ot b ot Lo
A ; I d TFITAIGA Appt-Revision Form
s e Temp. Fac. Contract by Emplid

IPPRERRERRPRPPRRRERRRE @

TFITAGA Appt-Revision Form

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

Find an Existing Value

Search by

Search Cnteria

Run Control ID begins with

[Jcase Sensitive

Search

fdvanced Search

Find an Existing Value | Add a Mew Value

Add a New Value

Academic
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3. Click a Run Control ID
link.

TheTF/TA/GA Appt-
Revision Form
parameters page
displays.

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

e EmplID
e Contract Desc

e New Appointment
Form

e Action/Reason Code
¢ Initiating Official
e Appointing Official

e Dept. Contact-Name
and Phone Number

5. Click the Run button.

TFITA/GA Appt-Revision Form

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

Find an Existing Value Add a New Value

Search Criteria

Search by Run Control 1D begins with

[Icase Sensitive

Search Advanced Search

Search Results

View All First ‘4" 1110f11 ' Last
Run Control ID Language Code

[o] English

TFRMTARGA Appl-Revision Foam

Run Control ID: 0 Feegort Manager Frocess Monios Run
“Esmijd I TR =1 Tamp Faculky
“Coniract Desc. I""": LILTY_F15_JMC '-LI
Sedect a form
I & g Apposiniment rmnl U Revision Foam
Id.l.'I:l-_lu R Reason APT |
Effective Date W Action Reason
Initiating Cificial Ceespuariment Chair
Appointing Cificial Cuilepe Dean
Depl, Contact - Namej Ph, Daparment Tamp Faculy PIOCessor and Fhong Number
Funding Changes
Uepartment  penariment Mamae Fand  Class  Project Parcent EIM Date End Date
- Cogle  Feeld
iy ) "
3 ) i}
o Save o Betum o Search A Mexctin Lt ] Wotiky & Add
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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

Use only if you have another action reason such as a funding change or other
Effective Date 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
second set changes, such as splits. JED FSC for funding changes.

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

Enter the Appointing Official for you department. (Typically an official in the Dean’s

Appointing Official office.)

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

Optional. Used if appointment is being funded differently from the position setup.

Funding Changes section 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.

Enter the percentage number being funded from the info provided. Make sure

Percent the total percentage is 100 percent.

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.

Efft Date & End Date
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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
populatedwith
department and/or
funding changes with a
percentage that totals 100
percent.

6. Enter data to generate
and populate the
appointmentform.
(See thepreviouslist of
field descriptions
table.)

o EmplID
¢ Contract Desc

* New Appointment
Form

¢ Action/Reason Code
¢ Effective Date

¢ Second set of Action
Reason code

+ Initiating Official
+ Appointing Official

o Dept. Contact-Name
and Phone Number

¢ Department

¢ Fund Code

o Percent

* Effective Date
o EndDate

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

¢ Click the Run button.

TETAGS Appl-Revison Form

Run Condrol I0: e 5 Run
*Contract Desc.: I e —~]
Sedact a form
I *® Wew Appomntment -'_l||n| Revision Foam
|.ﬂ.".||:|' HIR Reasoon AF |
Efeclive |_|4|,—[_ A u_lr-.".n:r EL Reasom F5 ]
Inatiating Ceficial | ERanme I
Appointing Olficial | ege Dea |
Dol Contact N.'n._ncl.'-.l'-"'.""' Temp Faculty Processor and Phane Mumber I
Funding Changes
n i
MDA 1 Depariment Name Fund Class  Project Percent B Dale Emd Dage
= T
. oumaliam & Mass Comm y ] 1
oliege of Appiied £ e - - -
& Save 2 Retum to Search 4] Noxdm List Kottty & i
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The Process Scheduler
Request page displays.
7. Verify settings if you
arerunning thisfor
the first time,
otherwise settings
remain.
e Server Name: PSUNX
e Type: Web
e Format: PDF

8. Click the OK button

The prior page displays.

A Process Instance is
assignhed.

9. Click the Process
Monitor link.

10. ClickRefreshtoupdate
the Run Status.

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

1. Click the Details link.

Process Scheduler Request

Usar I
Server Hamsi'-"",,_n._x \..-'I
Hecumence |

Time Zone L]

Process List

Select  Detcriglion Procesd R
wd) TRMAJGA Appt-Revssion Fom SJTFIAG
TFTAGA Appt-Revision Form
Run Comtred B0: 0
"Empl [0z [S90E000H00 D, Temp Faculy
“Contract Desc.: FACULTY_F16_JMC

Select a form

® New Appointment Form Revision Foom

Action HR Reason AT
C s Date w Acton Heason
Depariment Chair
Enitaking Oficial Leparment L
Appointng OMcial Colege Dean
Dept. Condact - Hame & Ph. | Deparment Temp Facuty Procs
Funding Changes
Departmenl  nppartment Hama Fuend
- Code
.
L=
o Save i Rebum bo Search +
Procsass List
Wiew Process Hequest For
Ui 1D O Type w! | Last
Sarwnr | P R ¥ Rame =
Run Status| w DeslriEnfion $Sahes
Process List
Seleel inslinee  Seq Procers Type :‘f‘:“ tiner
S0 S0R Repon SITFOD
W3 magk 1 TFTANEA Apei-Rewsion Form

=] Moy

| G

Process List | Sanvar List

Risn Tiimee 2.27.34

Run Condrod 1D [

Run Date D4TE2018 "

T="v] Reset to Current DatedTime

Dvisaribwiticn

b t: siribution

Process Typ

ot

SR Bapors

.
(hin.]

Fapor Mg

5500 and Phona Mumber

Class  Project Pescent Ef Dade End Date
Fisslidl
& ]
n) "
Meaa i List =] Moty » Add
e [ e Refresh
Instance ]
| B Sawe On Refresh
Personalize | Find | View A | &7 | e At & 1007 4 Lasl
Furi CiteTene i Sirts :E"'_':'""' Detumtn
CMOEGIE T37. 34PW FOT [Eucross Fosiled |  [Deimis]
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12. Click the View
Log/Trace link.

13. Click the PDF link.

Process Detail

Process
Instance 3505023 Type S0R Repor
Name SJTFAD Descripiion  TRITAGA App-Revison Fom
Run Status Success Distribwion Status Posied
Rum Upsdate Process
Run Comtrol il O Fiilid Resgise st
Location Sarser Cheun Request
Server PEUNX g Cancel Request
= ) Delate Request
WONFmON Re-send Comlenl Restan Regues]
MateTime Actions
Requesi Created On DADGR016 2:28:599W POT Paramelers Trarsher
Run Anytime After 0462016 227 P PDT Megsage Log
Began Process AT D4MG2016 2 30013PM PDT Baich Timngs
Emviled Process Al D4M62016 2-30168FW POT View LogTrace
0K Cancel
View Log/Trace
Report
Report I 1197926 Process Instance 3505023 beszage Log
Name  SJTFD10 Process Type SOR Repadt
Run Status Success
TRITA/GA Appt-Revision Form
Distribution Details
Distribution Node  HASJPR. Expiration Date 03212016
File List
MHame File Size (byles) Diatetime Created
S0OR_SJTFIM0_3505023.109 1,608 D4/D620M6 2:30:18.502107PM PDT
10_3505023.POF 8,656 04/062016 2_30C18.502187PM PDT
tfH0_3505023 out 171 041062016 - 2-:30018.502197PM POT
Distribute To
Distribation I Type Dasiribution 1D
¥
Retum
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The Appointment Form
Displays.

This is an example of an
Appointment Form with
split funding

Sam Juve Sdate Unaveryidy
Temparary Faralty' Gradaste Avivant Teaching Avociste Appoimtment Form

— | g P

Im Iﬂ [y ru-r‘-_m ]

ot Exd Diwin Yot Y Exd Thin
| I DEC-2NLE

P e |
o ——
bt Sk Fppalty A o 0 G

v rn

Lomrns Emtbiemeri i D 5] ommmer
[ e [ ]
Currsst Conmact Da Sl Plsn
Tarm Thar Cycis Posmion o/ Deparisant 14/ S TobCode Warkey: Teds Gt Complls ActolComp WTU FIE Fracaoe.
T4 MG & DG HOOK . Feuradis B bl Coma IS Laoraw £78 FLEE AEE OEE 0000 BANON0 815
oy T—

TN Toibam Ao Taisss Masars kg Tale Dot Miss  TIE Rimasd Comgy  Chdast ChjPot o Bame

Do b £ o By assacusnad Wtk i pociacs.

[e— T ———— fmdzg f=""1 BBy EsdDaty Daperssss s
Fall 3006 Cycle:d-—-Hire for Fall 20082 6 09T L m % . E&M LR ] frani v
Fe ——
- .kt
[Erre—— rae m
| Calnge Pyun
Apparsi Ttan e .

Sam Jose Skate Universih
Temporary Facubty Graduate Assistant Teaching Associate Appsintment Form

e, ] Moo’ Enmen’ s Do o
ATHE =n AT DETIHE AT :

AR
Tubret Fom '@ Facefty &feny
o™ Conted Fsousy Afany of 04280

pearywd [T Rod Ersplone M Congac Humbe & Dwscrp Efecrus Tus EE
o] (] [ v | |
Looeed S owTE o Ed Dy - Eod Thin Ay Hew By ] T
885 temr e Jppmntmer | 13DEC-I1E [ ]
Corrm Conirxi Dwin il P
Tem Tew Crcle Fosisen *  Degeres | Hame Mok Cods  Wesliiag Tile Ol Complaw AcrmlComg WTU e Frazies.
1M W04 4 WRIIA20 0 TRE  Mewmaines i Man Commz am Lo AT-D mEy W Pl Ll L LI
Jub Hisway

Xk Pz Actaa Fawcs. Hisary Waking Trds Dot Hams ik Acultong Cgdox (MgPo  Comp R

Thare & e i B moly bl WER B porchas

e, sgeial

Fall 2008 Cycle:4—-Hoe far Fall 006 m .0 WTUs

STy
L Dmparimged Char Cwpairemrs Anabyd oot |
b s ke ol ..
Gothge Dran | =ansm
ST 7O ke ol .
| LTI ET.
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Comments (1.e., special compensation instructions)

Comments: Fall WA Tvela-d_Hira for Fall WA at 6 NWTT T
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

Fmpl Feod
blank until HR enters the |_:|
Hire.

The Job History section will | P History
. Effdt Position ActionFeason History Werking Title Dept Name FTE
not populate with data
until HR enters the hire for There is no job history associated with this position.
this job.
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Chapter 2¢: 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:

e Entering the ContractData

¢ Generating and print theTerms and Conditions form

¢ Generating and print the AppointmentForm

e 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.

I Navigate to CSU ID Main Menu ~]
Search: Main Menu > Search Menu:
CSU ID Search. @

L1 CSU Temp Faculty 3
[ Alern-5JsU ¥
J  Campus Info k
L1 Zelf Service r
1 Manager Self Service k
1  $sJsSU Campus Solutions r
1 8JSU Human Resources r
d  Recruiting r
1 waorkforce Administration r
O Workforce Development k
1 Organizational Development »
1  Enterprise Leamning k
d  Campus Community b
1 student Admissions »
[ Records and Enroliment r
3 Curriculum Management k
[ SetUpHRMS r
O SetUp SACR »
1 Reporting Toals b
1  PeopleTools k
5 csuip 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, Nameis
used. A second search
would also be made
using SSN/National ID. A
third search would be
by Empl ID

Click the Search button.

Verify the correct
person and write down
the Empl ID for the TA
or GA.

C3SU ID Search

CSU ID Search

Search Feset
Empl 1D
Mational 1D:;
Applicant ID:
First Name: TEACHING
Last Name: ASSOCIATE
Search Feset
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Enter the Contract data

Create the Terms and Conditions form using the CSU Contract Data pages.

L

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

The CSU Contract Data
page displays.

Click the Add aNew
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.

Main Menu vI

Search Menu:

®

e
¥

D sl Temp Fam_”y U C5U Contract Data

CSU Contract Data

Enter any information you

Find an Existing Value

Search Criteria

Empl ID b

have and click Search. Leave fields blank for a list of all values.

Add a New Value

egins with /|

CSU Contract Number 'Leg ns with »

Depariment [begins with v|

Contract Status:

Term:
Description:
Mame:

Last Mame:

[include History [l correct History [l case Sensitive

Search Clear

Il
Basic Search & Save Search Criteria

Find an Existing Value | Add a New Value
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3. Enter the followingdata: C5U Contract Data
e EMPLID:Enter theID

(this is the same as Find an Existing Value || Add a New Value
their student id)

e CSU Contract
Number: Leave as Empl 1D: 899999999 Q
NEW CSU Contract Number: NEW

e Department: Enter Department: 1038 Q,
your 4 digit
department #

4. Click the Add button. Add

Find an Existing Value | Add a New Value

Conbract Slatus/Conlenl TF Canlract Total
The Contract Status g Al oo iy STS00000
content page displays. Comtract Status/Content View Al |« 1ar1
5. Enter information about C5U Contract#: _00D0J2158 DepuD: 10158 3=
the overall contract. M Dato (5] toctive Soquence: 0 Controct Deac:| TAASSOCWTE 710 M
(See the following list of “Contract Status: [AcTe ] vt Watw: End i
field descriptions.) RegRegion:  |USA  |Q Musttiple Term End Date: L
Coonitract Type: Semesiar Appaintment
Approved by: | Approvert  [lapprovera [l Approver3

Field Description List: Contract Status Content Page (above)

Field Name Description

Eff Date Override with the first date of the contract.

Enter a name for the contract. Include GA or TA for graduate assistant or
Contract Desc 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 TF Contract Detail Find | View All First ‘& 1of1 ‘&' Lagt
. | =
ContraCt Detall (bOttom “Pasition Nbr Teaching Assoliale Bus. Umil: SJ000 SJSU t) =l

section). (See the Depariment: 1038 Jaurnalism & Mass Comm Job Coge; 2354 Sal PlaniGrd: 114 /|1 a
following list of field SR Cyele: ;
descriptions.) "Late Siart? N ":;'\ Academic Days Paid: Tokal WTL:

Comments; I|-I:'\q- for Fall 2016 appomement 28 3.0 WTL I [+

Field Description List: TF Contract Detail Page (above)

Field Name Description

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

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

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
Term year. 2015 is 15. The last digit is usually a 2 or 4. 2 indicates spring semester
while 4 indicates the fall semester.

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

Cycle default
Comp Rate Enter the fulltime monthly rate of pay.
Use only if the person is a Late Start or Early Termination — Enter L — Enter
Late Start E for Early Term.
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
Number of Days Paid 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.

Enter information about the hire. Prints on the appointment form. Does not
Comments printonthe contract/terms and conditions. Example: Hire for Fall 2016
appointment at 3.0 WTUs

Academic HR ProcessingManual
Page50



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 CNL

10. Review all data for
accuracy.

1. Click the Save button.

Condract Status/Conient

Taaching Associala

Contract Stalus/Comont

C5U Conbract ¥:

“ENf Date H Effective Sequence

"Condraci Skatos: _: __"‘_‘_'_ Enfithemaent:

Peisan 10 e )
gy Al I & 1501 B ow|
DeptIll: 1038 =
L Contract Desc: | 1A ASSOCIATE_F16_JMC

Term End Date:

Reg Region i Multiple Term End Date 5
Contract Type noe |0, Semasiar Appontment
Approwed by Japprovert [l Approverz L] Approverd
TF Contract Detail Fird | Views Al First ‘& 1001 & Last
: (=
*Position Nbr: DOOI2151 |0} Teathing Sssccisle Bus. Unit:  2J000  SJSU
Department: 1038 Jourmalisn & Mass Coamm Job Code: 2354 SalPlaniGrd: 114 1)1 |G
5 - - b 00 OO0
Team £164 Cycle 4 Comp Rate: AN LU0
“Late Smn? L= Academic Days Paid Todal WTL: ERLLELS)
Comments; Hire for Fall 2016 appomémant a8 3 0'WTL '3;!’
il Save i Retum ip Search | [] Mobfy » A UpdateTesplay | Inclucia History
Contract StahusiComient | TF Contract Toltal
i 1 SRR T 1l Comiract Tolat
T tury Awsor sty Parsom [0 AR
we | [iaits Findl | View Al Fist & 1081 W Lot
CBU Contract Rumbsi:  HEW [ ER Dale  08TIG04E BN San:
Contiact Tolal [hetad Persoraiize | Fing | L7 Lk Fiesi & Jof1 & Last
f . - . L
Tl Dot gt R _’.""I" ::: :.: o Comp Hale !.""_"'_H: Fraztan ::f"_' ':II': ::.I'_’I Pl ::';_: :'_"ﬁm :-l?::l Ll g By
Teaching L} < 0 J00000 15 S0 00 300 D00 3 D003
Axmt Lile
=] Moiey & A UpsamDeplyy ! Inchude Helory o] Hstory

Comtact StabuConteet§ T Comrac Tota
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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 aNew
Note button.

Contract StatusConient TF Contraci Tota
Teaching Associale Persan iD: SRLOLIAGG
Conmfrac] StalusiComont Wiew All N for s
+#][=
CSU Contract & (00028153 Depid: e -
*Eff Date 18222016 W Efective Sequence: g Contract Dese: [TAMSSCCIATE F15_JMC
“Candract Status: |ACIWE | Entittement: Term End Diate: 1HZIRME [
Reg Region usa 4, Mutiple Term End Dase: [
Contract Type: L IE Sermesiar AppoeTimant
Approved by Clapprovert [l approverz L] Approvers
IF Contract Deatail Find | View A First '& 1of1 'L Last
+ -
*Pogition Nbr: DOOO2151 |0 Teaching Associsle Bus. Unit:  S0000 SJasU
Department: 1038 Journalism & Mass Comm Job Code; 2354 Sal Plan/Grd: 494 11 Q
Team: ral- O =] Cycte: 4 =8 “Comp Rate: 2E00 000000
“Late Stast? Moa Academic Days Paid: Total WTL: 3 OOKHH]
Comments:; Hira for Fall 2016 appointmant at 30 WTL F
i Save | = Moty & A S Update Tsplay : Inchudg Hestony o7 Commect Hisbory

Cantract StatusiGortent | TF Condract Total

=| Temp Faculty Notepad
F Instructions

w Selection Criteria
im:
CSU Contract Nb: 000028158
*Depril: 1038
“EM Dade: 2016-08-22
Earliest Mole Dale

r Add a New hole —I Refum To:

There are no exisling notes for the specified search criteria.

Retum Toc Contract Data page

W End W

v Selected Note

5)
Search {

Salact Al Notes
Claar Selechons

Contract Data page
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3. Enter the subject @ Temp Faculty Notepad - Selected Note
and text.

14. Click the Save button.

F Instructions

Applications
Selected Mote

K Created: D4/D&2016 352FM
CSU Contract 000028158 Creator:
Nb:
DeptiD: 1038 Last Update:
by

EM Date: 2016-08-22

MNote Text: | Enter intermal ted hens that will not be prnted elsewhang =

Save

Return To: Mote Selection Page

Contract Data page
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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.

Main Menu -|

Search Menu:

CSU Temp Faculty
Alart-SJS1L

Campus Info

Sell Service

Manager Self Service

SJ5U Campus Solutions

'prqalu'.rer-: Self Service
]

| Alert-SJ5U

Alart-5.J5U Summary

SJSU Human Resourcd
Recruiting

Worklorce Adminisiratia
Workforce Developmen|
Organizational Develop|

Enterprise Leaming

Global Payroll & Absence Mgmit
Organizational Development
Fayroll for North America h e 10

Recruiting

Time and Labor

Batch Contracts for GA

Waorkforce Adminisiratig

Campus Community
Student Admissions
Records and Enroliment

Curmiculum Management

Contract for TA

Batch Contracts for T. Faculty

[}5 Recrd Batch Contracts for TA
e Contract for GA

Contract for TA

Canse

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

Search Criteria

Find an Existing Value Add a New Value

Search by: Run Control 1D begins with

| |Case Sensitive

Search Advanced Search

Find an Existing Value | Add a New Value
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3.

Click a Run Control ID
link.

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

Contract for TA

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

Find an Existing Value Add a New Value

w Search Criteria

Search by: Run Control ID begins with

[_| case Sensitive

| Search | Advanced Search

Search Resulis

View Al First ‘&' s110f11 ‘& Last
Run Control 1D Language Code

0] English

TA Contract by Emplid

Run Contral 1ID: 0 Repar Manager

“Empd 1D 5L a Teaching Associabe

i Th_ASSOCIATE_F16_JMC Y

“Coniract:

Due Date: | OR22016 |5

Dean's Hame: | College Dear's Mamse

Procets Monar

Supervisors Mame & p'l,:,m,l Teaching Associaie’s Superisor and Phong Mumber

[save | (& RetumioSearch | 1] PreviousinLst | 4 Nextin List |53 Notity

| Al
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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. LA Contm by Emetid
Run Contral ID; 0 Repan Manager Process Morsar
“Empd 10 Eesestent) Q Teaching Associabe
sConTack: Ti_ASSOCIATE_F18_JMC a
Due Date: ~ O83100M6 5§
Dean's Mame: olbege Dear's Name
Supervisors Mame & Phone Teaching Aszociale's Superasor and Phons Number
[l 2ve | |G Retemio Searen | A7) Prewousinlsl | f Medinlst  [ZiNodly | 5 Aod UipaateDiaglay
The Process Scheduler Process Scheduler Request
RequeSt page dlSplays. User 1D Run Contred 1D 0
| PEUNY ) Run Date 04072016 I
6 if . i Recumence w Ruun Time [10-27 0648 Feset i Cument DateTime
. Verify settings if you i a
arerunning this for Process List
h fir im Babeet  (wracipien Prowes s Mame Preceaa Typse 'Tp:p: : "Fu:rl':l : T irokmatecsry
the stt e, M TAorG@A Contract by Empiid BJTFO11 S0R Repont ll'-\"'-":' | [POF I""'II:""E':"":"-F'':'ﬂ:

otherwise settings
remain.

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

7. Click the OK button.

I
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The prior page displays.

A Process Instance is
assignhed.

8. Click the Process
Monitor link.

9. ClickRefreshtoupdate
the Run Status.

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

1. Click the View
Log/Trace link.

TA Contract by Emplid

Run Contral ID: D

011465142 Q

Report Manager Run

Frocess Monfor

[F'lu'.-_-ss Irsdamce J'IIECI:I:]

“Empt i0: Teaching Assoc iabe
sContract: Th_ASSOCIATE F18_JMC aQ
Due Dafe: OR3ME W
Dean’s Mame; |Coilepe Dear's Name

Supervisor's Name & Phone | T2aching Asscciate’s Supendsor and Fnone Numiber

AiSave | [of Refum o Search

Process List || Server st

View Process Bequesi For
User I A Type ] [t
Sarwar [PELIME \"

Hame =4

Feun Status| |  msinbution Stams [

Insdance

& Mexdin List =] Matity e Add pctateTHap

| 1| [Dars |

| b save On Retresh

Process List Personalier | Find | view & | 2| B2 Firmt ' 1-20f2 B Last
Selert WSl 56 Process Tape ',;':':“"' User Rt DI Time Tt Sakis ":h':"n" Detins
3505037 SOR Repor BJTRON DROTIE 10027 M POT Bucimss Posied I Ceatarls
FE0E) SOR Repon SJTROM QaRI018 T2T. 3P POT Success Prrgies) Dty
e gagk o Conraet for TA
| G | Moty
Process Lid | Sarvar List
Process Detail
Process
Instamce 3505002 Type S0R Repor
Hame SJTFO1Y Descriplion TA or GA Coniract by Emplid
Run Stalis Success Distribaition SLabus FPoshad
Run Update Process
R Contnol ID D Holl Reguest
Location Servar Qurue Regues!
Server PELIN Cancel Reguest
L) Dalein Reguest
Recumance
Re-send Conbend Réstarl Reguesl
DateiTima Actions
Reqguest Created On  DASTZ016 10-45:454M POT Paramehars Transher
Rian Anvytime Afer DLOT2016 1027:094M POT Mesaags Log
Began Process Al O407016 1046 Z8AM POT Baleh Timings

Ended Process Al D4A0Ti3016 1046 2240 POT

R Cancal

Wiew LogTrace
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12. Click the PDF link.

13. Verify the data.

Supervisors Name &

Campusphone

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.

View Log/Trace
Report
Report1D 1197935
Mame  SJTFO11
Run Status  Success
TA or GA Contract by Emphd
Distribution Details
Distribution Node HASJPR.J
File List
Mam

S0R_SJTF011_3505032.log

5{if011_3505032.POA

SM011_3505032. out

Distribute To
Distribution ID Type

User

Return

Process Instance 3505032 Message Log
Process Type SOR Report
Expiration Dale 05222016
File Size (bytes) Datetime Created
1,608 04072016 10:46:38 S16753AM PDT
6,200 04/072016 10:46:38 516753AM PDT
238 04072016 10:46.38.516753AM POT
*Distribstion ID

Statement of Terms and Conditions of Employment

College of Applied Sci & Arts
San Jose Stale University

T Teaching Associate

Datec  Apnl OF, 2016

On the recommaendalion of the DepartmantScheol of Journalism & Mass Comm and on behall of the Provast, | am plaased 1o
oller you & lemporary Teaching Assotate appoirment al San Jose Stale University, The position is covered by the

CSL-UAW Agresment Movember B, 2000 - Septemiser 30, 2013 For detals on the Caliomia Loyalty cath please wsit
hetpe/iveww calstate edw/LabarfelContracts. HTML/CBA_Contractindex shiml. For addiional nfomation from the UAW go o

hfip wawn uEwd 123 ong . The specilic terms and condiions of this appaint: are s Tollows
| Appointment LevelFTE Appointment Period Effective Dates

Parime: 020 {175) Samester Appointment - Fall 3016 22 ALNE- 016 to 23-DEC-2018
| Rank Full Time Monthly Base Tatal Term Salary
|_Teachng Associale £2.500.00 $3,000.00

Supervisor's Contact Name & Campus Phone:

Teaching Associale's Supervisor and Phane Number

For any appointment as a Teaching Associate, with a tirne fraction of 0,50 or greater for mare than B months, contact
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Generate and Print the AppointmentForm

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.

I Navigate to ok 'i

TF/TA/GA/Appt- Search Menu:

Revision Form Main ®

Menu > SJSU Human . :

Resources > —  CSUTemp Faculty L

Workforce —  Alert-3JSU '

Administration > = Campus Info * hployee Self Service

TF/TA/GA/Appt- 0O self Senvice b At ik = T

Revision Form. £  Manager Self Service ’ Ii:t'_:/"
03 sJSuU Campus Solutions LA e s i, A =
03 SySU Human Resoured = Gilobal Payroll & Absence Momt b 5
0 Recruting B Organizational Development 4
01 Workforce Administratiq —  Payroll for North America 4 aglll Le
03  Workforce Developmen| —  Recruiing " ' 4
3 Organizational Develop| 1 Time and Labor - ¥ .
e £ Workforce Administratiq |_.. Batch Contracts for GA
B Compen Communiy . [Zl Batch Contracts for T Faculty
0O student Admissions » 3l HECFI—i I ’ Batch Contracts for TA
0 Records and Enroliment b a0 e RO S S
00 cumiculum Management v ’ I_f Contract for TA
£3  SetUp HRMS . L- Current Job Data Status Report
£3  setUpSACR ¥ . | .I Employee Job Profile
B Reporting Tools b | = Position & Job Reporting Struc
B FocoeTook 4 II_: TEITAIGA Appi-Revision Eorm I

TheTF/TA/GAAppt- Revision TFITAIGA Appt-Revision Form

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

Find an Existing Value page
displays Find an Existing Value || Adda New Value

Search Criteria
2. At the Find an Existing
Value tab, click Search. Search by: Run Control ID begins with

[Icase Sensitive

Search Advanced Search

Find an Existing Value | Add a New Value
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3. Click a Run Control ID
link.

TheTF/TA/GAAppt-
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
thefollowinglist of field

descriptions.)

TFITA/IGA Appt-Revision Form

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

Find an Existing Value

Search Criteria

Add a New Value

Search by. Run Control 1D begins with

[ case Sensitive

Search

Search Results
View Al First 4

Run Control ID
EI English

1-11 of 11

TERTAGA Appa-Rewison Foom

Run Control ID: O

Agdvanced Search

Last
Language Code

Report Manager

"Emp 102
"Contract Desc. A_ASSOCIATE_Fu8_Jhh "-lLI
Salect a form
' Now Appointment Form 1 ) Revision Form
| Action HIR Reason |&FT |
Efactne Nate w Action Reason

Imiliating Official Department Chair

Appssinting Official Leikege Daan

DL CoMBCE - N & P""-i Your Mama and Phona Numbar

Funding Changes
Depaniment  ponanmant Name
aQ,

a

i Save || o Retorn fo Search

Funid
Cosde

&

Class  Progect Parcant EFT Dwin End Diata
Field
il
]
oot i i 7 Naotrfy & Add
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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

Use only if you have another action reason such as a funding change or other
Effective Date 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
second set changes, such as splits. JED FSC for funding changes.

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

Enter the Appointing Official for you department. (Typically an official in the Dean’s

Appointing Official office.)

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

Optional - Only used if appointment is being funded differently from the

Funding Changes section 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.

Enter the percentage number being funded from the info provided. Make sure

Percent the total percentage is 100 percent.

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

Efft Date & End Date 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
arerunning this for
the first time,
otherwise settings
remain.
e Server Name: PSUNX
e Type:Web
e Format: PDF

7. Click the OK button.

The prior page displays.

A Process Instance is
assignhed.

8. Click the Process
Monitor link.

9. ClickRefreshtoupdate
the Run Status.

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

1. Click the Details link.

Process Scheduler Request

Uiser I
Server Ham:st[ PELM v'l
Recurrence | |
Timee Zone )

Process List
Select  Description

W TRTAGA Appt-Revision Fomm SITFOMG

CHHLEI

TRTRAGA Appt-Revesson Form

Run Conéral 100 O
‘Empl D  [F99999999 a, Taaching Associahe
“Contract Desc TA_ASSOCIATE FI6_JWC
Select a loem
% Now Appointmesnt Form Revision Fomm
Action HIR Reason AF

Effece Date e Achan Hsazon

Imitiating Official Depariment Chair

Appainting (tficial Coliege Dean

Depl Contact - Name £ Ph.

Funding Changaes

Department Dhe i Tinnese] Marne Fuand
5 Code
%
I.{
& Save i Feham 1o Saanh +
Frocess List
Wirw Process Request For
e I A Type w||Last
Sarwar| PEUNK ~|  Hame =
Feun Status | v  Destributon Status |
Process List
Selsci Wnslance  Seq. Frocess Type ::‘“I":" Lser
3505033 53R Report BITROH
S SOR Regan SITF
505033 S0 Repor SJTFD
Goback o TRTANGA ApphRevision Fom
il S =] Moty

Process List | Senver List

Process Mame

Yo Mafme and Prone Number

Run Cosrtral 1D 0

Run Dabe D417 (]
Ruan Time |11 12 2240 Fesel i Current DabeTime
Process Type "Type “Fcarmiat CHainibasace
503 Report Wb w|[FOF W I.:-::r buson
Faport Manager Run
Process Instance 3505033
a
Cladsa  Progesl Peqceml EM Date End Dane
Field
H W
" i
Meot in Lt | ] Nitity » Add

Ingtance (-]

*| b Save On Refresh

erspnaize | Find | View A | = Firm 4 E
[tk b
Time R =1
a Sl e B2
< [!--.'. 25 '-".h:".-cl | Dexta :I
Sucess L Doty
= Success Posied Ditails
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12. Click the View
Log/Trace link.

13. Click the PDF link.

Process Detail

Process
Instance 3505003
Mame SJTFD0
Run Staius Success
Run

Ruin Contral 100 0
Location Senser
Sorver PSURX

Recurrence

DatalTima

Resquest Created On 4072016 11-20:404M POT
Rum Anytime After 04072018 11192246 POT
Began Process Al D4/0072018 11.21.02AM POT
Ended Process Al 4072016 1121 1346 POT

Ok cancel
View Log/Trace
Report

ReporiID 1197935
Name SJTFO10
Run Status  Success

TRITAIGA Appl-Revision Fom
Distribution Dwtails

Distribution Node HASJSPR.J

File List

Mame File Size (bytes)

SOR_SJTFO10_3505033 Ing 1,808
|sitm10_3s05033.P0F | 8,642
&l 10_3505033 0ul 171

Distribute Toa
Distribution I Type
Liger

Retumn

Process Instance 3505033

Type S0F Repor

Description  TR/TAGA Appl-Revision Form
Distribution Status Postad

Update Process

Hodd Request
Dueue Regues]
Cancel Request

) Delete Request

Re-semnd Conbent Restart Request

Actions

Paramedens Traresser
Message Log
Baich Timings

Message Log

Process Type SOR Report

Expiration Date 082272016

Datetime Created

D4I072016 11:21:13.017213AM PDT
04072016 1121:13.017213AM POT
D4/072016 11:21:13.017213AM POT

*Distribution ID
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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 eventualhiring.

San Jose State University [rspsinimant Farn Prist s samra]
Temporary Faculty/Graduate Assistant/ Teaching Associate Appointment Form Submit Form i Facusy Aflsin,
Quenitions? Contest Faculty Afsin o 024-2450
Efestwd Date Az’ Fiagien" Efgctive Date Acgen®  Bwaon”
A HIR AET

Consraect Humber & Desonphion Effective Date: Eff Saq
PO0IE1E8 T _ASSOCIATE _F16 _JAIC I1-AUGC-DEL6 [ ]

-Emu'b'pt Contract Expected End Date Kula.Vear End Dhie Erncemeni Ompna] Hie Daie ST Commir
[r— ' | aoEce | | | | | [ 11 |
Current { sneract Doty Sal Plam /
Tem Year Cyole Postion # ' Departsent 1d / Name: Jok: Code  Working Titde o Comp Fae  Actual Comp WTU FIE Frachon
INs4 201E 4 ODOOTLSE /1038 7 Jomsmalizm & Mass Comem 354 Taactung Amocesis 141 1500.00 300 00 3.00000 0.200000 175
Job Hintory

Edfd Pouhos  AchonTassen Hiviary Werlang Tisla Dot Hama FTE Actasl Comp  Chg A=t Chg Pt Comsp Ra

Thars 33 2o jo hustory avsociased with e ponstion.

K (i, special compeemstion instructions) Fmdng Dept Fund Cho  Frog Pt ES&  EndDuse Departmen Nume
Fall 2016 Cycle:4—-Hire for Fall 2016 appotntment Cumest 1038 70000 10000 070115 ToumCome
at 3.0 WTLr Chonge o

Department Chair

iniafing Cficiai Sgrurare e
College Dean

Appanng o Sipumre oues
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Comments:

17. Reiterate the
appointment
informationor
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.

Comment: {i.e., special compensation instructions)
Fall 2016 Cycle:4--Hire for Fall 2016 appointment
at 3.0WTU

Job History
Effdt Position ActionFeason History Werking Title

There is no job history associated with this position.

Dept Name FTE
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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:

e Enter contract data inPeopleSoft

¢ Generate and Print the Terms and Conditions form

e Generate and print the AppointmentForm

e 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. EnterEmplIDtoFindan
Existing Value Tab.

3. Click the Search button.

Note: Thisis to
double- check there
Is not a contract in
existence.

Main Menu v|

Search Menu:

e,

®

[d CSU Temp Faculty ‘ J

CSU Contract Data

Entar any infarmation you have and click Search. Leave fislds blank for 2 list o

Find an Existing Value Add 3 MNew

Empd 1D Finsg will VI:
C5U Contract Mumber:| begins with

Department: | begins with

Contract Stafus: | = L

Term: ns with %

Description: ns with

Mame: ns wilk v:

Last Name: .

|Include History [ Correct History  [] Case Sensitive

CSU Contract Data

Search Clear 'BasicSearch [ Save Search Criteria

search Results

Ermpl 1D CEU Contract Numbser Term Department Descripl
Ji] b2d4 1038
o 032 1034

First Ll 4 )
ol Contract Stalus Rame
Aciive

Active
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4. Click the Add aNew
Value tab.

5. Enter the followingdata:

e EMPLID: Enter the ID

e CSU Contract
Number: Leave as
NEW

e Department: Enter
your 4-digit
department
number

6. Click the Add button.

C5U Contract Data

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

Find an Existing Value Add a Mew Yalue

= Search Criteria

Empl 1D beqgins with
C5U Contract Number:| begins with
Department: begins with Q
vi

<

Contract Status:
Term: begins with aQ
Description: begins with

Hame: beqgins with

Last Hame: beqgins with

[Jinclude History [ Correct History []Case Sensitive

Search Clear |BasicSearch [E] Save Search Criteria

CSU Contract Data

Eind an Existing Value Add a New Value

Empl 1D: GO9509509 Q

CSU Contract Number: NEW

Department: 10358 ')
Add

Find an Existing “alue | Add a Mew Value
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The Contract
Status/Content page
displays.

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

Contract Status/Content TF Contraci Total
Tamg Facufty Persan iD: BODLAGOND
Contract StaiusComent Wiew All e S folt s
CSU Contract #  NEW a— 1038 ==
“Eff Daie 04072016 [ Effective Sequence: a Contract Desc
“Contract Status: [ACIRE | Entitiement: Term End Date: (!
Reg Region Usa  Q Mubtiple Tenm End Date: ¥
Contract Type: a
Approved by: Clapprovert [ approverz [ Approvers
TF Conlraet Detail Find | View All Fist '& 1of1 & Lasl
[#[=]
“Position Nbr: Q, Bas. Unit:
Department; 1038 Job Code; Sal Plan/Grd: ! Q
Term: 3 Cyiche: aQ, *Comp Fale:
“Labe Slan¥ L= Academic Days Pasd: Tabal WTU: Rl UL
Commants; [ Igl'
il Save || [ Notity & Add a1 Update/Display 2 Include History Cormegt Hishory
Coniract StataiConmient | TF Condract Total
Contract StatusiCombent = TF Confract JTota
Temp Facuity Person 1D A
Confract SlalusiConbeni e Al [ - S
CSU Contract #  NEW [heptil: j0n8 ETIE

“EN D Effective Sequence: a Coniract Desc: |FACULTY_ATITIE_JMC
“Comtract Statug: | A<TVE ~| Entitlemant: :I Term End Date:

Reg Region: usA

a,
Contract Type Acadamec Year Appoinimst

Approved by Clapprovert [ approverz [ Approverd

i1
Multipie Temm End Date: i)

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.ForTAorGA’s
enter the correct TA or
GA position number.

TF Contract Detail Find | View Al First A& 1001 &
*Position Hir: Bus. Unit: - 5000 SJSU

Department: 103 gumalism & Mass Comm Job Code: 2358 Sal PlamiGrd: 335 /(3
Tem: Cyche: 4 3, *Comp Rate:

“Late Start? LA Y Academic Days Paid Total WTL:

Comiments: |[reriee tor av 2017-2018 at 6.0 WTus |

Field Description List: TF Contract Detail Page (above)

Field Name Description

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

Term

Enter one digit number for the semester Fall = 4 Spring = 2, should
Cycle populate.
Comp Rate Should default with the fulltime monthly rate of pay from Job Data.

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

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

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

— 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 TF Conleact Deta Find | View Al First ‘% 2of2 & Raat

insert another semester P— a Bus, Uit 2k
if needed. Department: 1038 Job Code: Sal Plani\Grd: ! a,
Term: 3 Cycle: = *Comp Rate;
“Lade Start? L= Academic Days Paid: Total WTLE 0.0
(This example is for an S w
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: 1of 2.
12. Repeat the same NEE S Find | View Al

data entry as the *Paosition Mbr= Lucturer A¥-8 Bus. Unit: 20000 SJ50
first row but for the G i e JobCode: 2398 SalPlaniGed: 338 1T |G
spring semester. Sk T 8] cyde: 2 1Q]  compraw]_____se0000000n]

FEnter a different “Late Sart?® MG, Academic Days Pasd; Tatal WTL;

Total WTU if the Comments; !ir-eemre for AY 2017-2018 6.0 WTUs I R
Spring appointment [

Is different.

13. Navigate to the TF Comract Status/Comant | TF Contract Total
Contract Total page. it o i i
Contract Status/Content View Al = W ol @
CSU Contract #  NEW DeptlD 1038 +=|
“EN Dale: W Effective Sequence: 0 Contract Desc: FACULTY_AY1T10_JMC
*Contract Statss: [ACve %] Ennisement: Term End Date: 0530a018 [
fieg Region: usa 0, Muitmie Term End Date: "
Contract Type: 001 |3, ACanemic Year Appainiment
Approved by: [lapprovert  [approverz Ll Approvers
TF Contract Datail Find | View Al Fisl ‘& fol2 * Last
] =]
*Position Nbr- 0001420 |3, Lecturer AY-B Bus. Unit  SJ000  SJ5U
Department: 1038 cumsaitem & Mass Comm JobCode: 2350 Sol PaniGrd: 335 1j3  |Q
Term: FTE O Cyche: 4 4 “Comp Rabe; 4500, D000
"Late Start? N |Q Academic Days Paid: Todal WTL: 600000
Coinamenls: -l.;._r."_:'.;:_':.l-'-1}“2-:['-;-.'__"'.;71 60 WTLs "T\(
_.,l Save = | Pbarlify » Al & | UpssteTesplay w | Bnclude Histany Cairecl Hislory

Canlract StatusiCanient | TF Contract Total
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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.

18 Lenliand Tolal

Sl

DepsD;  t03:

Parsos |t e
Fird on A L
EN Ciie 7 EN Senq:
Personaiira | Find | 1Y | B Firsl '8 12afZ & Lasi
i
3 vy ST = Telal . Leler D LN
Comp Hale il Fraciza P Teem Raiw WTU Prini Ciode Prisind .::Iul Lani U By
i AROD DEOGDD G 400000 R 0000 1150000 800000 BA
TH2 400000000 0400000 G5 1620000 11520000 500000 A
& A | UpdaeiTeplay +] Inchsoa Hisnony Cimeet History

E%U Contract Numbes; * HEW
Comirscd Total Dulail
= = - Job Sal
[ Depl  Depl Nerm Flan G
g e
;":_I: = M A MEss 2350 1% )
L i - -
KFE 3 33
Conirari StaiuskConiem | TF Contract Tos

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.

Main Manu vl

Search Menu:

IE PR PRRPRPRRERRPRPRRRD PO EE

CEU Temp Faculty
Alert-SJSL

Campus Info

Seif Service

Manager Sell Sarvice

58U Campus Solutions

FJ5U Human Resownce
Recruiting

‘Workiorce Adminisiratio
‘Workforce Developmen

Organizational Develop

Enterprise Leaming
Campus Community
Student Admissions
Records and Ennoll ment
Curriculum Management
Set Up HRMS

Sel Up SACR

Reporting Tools
PeopleTooks

CEU 1D Search

®
-
B
b
13
k| E ;
inplnl,,ln-e Self Service
v
E Alari-5J 50U [=]_ Time Reporting
¥ el '_;
¥ Aler-5050) Summany Balanc
3  Global Payroll & Absence Mgmt 4
1 Organizational Development k
= Payroll for North America ") @ allll Learning and 0
Recruiting r "|f W
B Time and Labor : | ! it i ,-;r"'l
1  Workforee Administiatiq = Batch Condracts for GA r
’ |  Batch Contracts for T. Facutty
[ |Recry =) Batch Contracts for TA b
= ]
» Coniract fior GA
Cafee
1 | Confract for TA
¥ Current Job Data Status Keport
¥ Empiloyes Job Profile
. =| Posstion & Job Reporting Struc
% TRITANGA Appl-Revision Form
I | Temp. Fac. Confract by Emgpiid
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The Find an Existing Value
pagedisplays.

2. Click the Search button.

3. Click aRun Control ID
link.

TF Contract by Emplid

i Find an Existing Value [ Add a New Value

w Search Criteria

Run Control ID

[lcase Sensitive

]
| Search | Clear | Basic Search & Save Search Criteria

Find an Existing Value | Add a New Value

TF Contract by Emplid

| Find an Existing Value | Add aNew Value |

¥ Search Criteria

Run Control 1D

[l case Sensitive

| Search Clear | Basic Search [& Save Search Criteria

Search Results

View All First ‘& t110011 ) Last
Run Control 1D Language Code
| English

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

Enter any information you have and click Search. Leave fields blank for a list of all values.
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4. Enter information. (See RE Comppart by Epl

the following list of field

ipti s Report Manager  Process Manitor Aun
descriptions.)
*Empl ID BEnganoog Q| Temp Faculty
“Contract | FACULTY _AY1617_JMC CLI
[ue date; OTHERDE [§

Dean's Namei DCean's Mame

il Save | [gF Rebsm o Search 1] Previcus in Lst & | Maxtin List (=1 Motify L Ackd I il isnlay

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.
Use the magnifying lens to look up. Select the correct one by making
Contract Number sure it's the one that has just been created.
Due Date Required for TA & GA.
Temp Fac Optional.

Enter the Dean’s name or designee.

Dean’s Name Note: TA & GA Contracts Supervisors Name & Phone mustbe
entered.
5. Click the Run button. R Coninct by Comptd

Run Control B0z D Repor Manager Process Mondbor

“Empl ID Ll 0, Temp Facuity
“Contract FACULTY_AY1617_JMC a,
Due data: OTIER0E (|

Dean's Name: Dear's Mame

filSave | [GF Rebsm io Search 1 Eoous in List | |40 Nextinbist | (=] Notify L Aod
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The Process Scheduler
Request page displays

6. Verify settings if you
arerunning thisfor
the first time,
otherwise settings
remain.

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

7. Click the OK button.

The prior page displays.

8. Click the Process
Monitor link.

A Process Instance
number will appear.

9. dlickRefreshtoupdate
the Run Status.

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

Precess Scheduler Request

User 1
Servar Hamel'-'--'_ LINX e
Recumence LY
Tims= Fone —hy

Process List
Select  Description

wl emp Fac. Cordract by Emplid

IF Contract by Emplid

Roun Condrol i0: D

“Empl ID I A, Temg Facuity

FACULTY_AY1617_JMC

"Contract

)\ ITEI0IE
[um date: 082016 5

Dean's Name: Dear's Mame

i Save * Rebamn 1o Search

Piocass List

Wiew Process Request For

e i0 1 T
Sarwar | FELINK hod R
Run Statius | Distribition Seams |
F exs List
Frucess
slect Waiznce el 3 i
T

3 Bogin ol
e Moty
Prionets g

Rumn Times 340

Process Hames

Run Controd 100 0

Run Dabe 04073016 [

Resat bo Current DatedTime

Process Type Type *Format

S0OR Raport I Web

Disaribution

we| [POE W * sinbution

Report Manager

I Procass Instance: 3508037 |

Mgt im List =1 Mobify + Ak

InHance {1}

| B save On Refresh

Pensonalize | Fing | View Al | | B il Wb Ll
R D Tirms Run Stanus __'II‘::;':""" beimis
LTS | Cetai=]
T4 csed wtans
Bestad -
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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

Process Detail

Process
Instance 3505057 Type SOR Reporl
Name SUTFO06 Descripiion Temp Fac. Contract by Empikd
Run 5datus Success Distributeon Stahes Posied
Rum Upsdate Process
Run Control i3 0 Hold Request
Locabion Server Qusue Requaest
Server PSLNK o Cancel Requast
- Dedgte Requeest
TRy Re-send Content Hestart Request
DateTima Actions
Reguesi Created On  DAOT016 341:57F8 PDT Faramelers Transsar
Ruini Amylime Afer D480772018 34003598 PDT Mlessage Log
Bagais Process Al 0407018 1422008 POT Balch Thtangs
Ended Process A1 QL7018 2433108 POT Vi LogTrace
oK Cancal
View LogiTrace
Report
ReportID 1187940 Process Instance 3505037 Message Log
Name  SJTFODG Process Type SOR Report
Run Status Success
Temp Fac. Contract by Emiplid
Distribution Details
Distribution Node  HASJPRJ Expiration Date 052202016
File List
Maime File Size (bytas) Diatetimie Created
SOR_SJTFD06_3505037 log 1.608 D40T2016 3:42:31.335001PM PODT
| sitfo06_3505037 POF| 8,214 /0772016 3:42:31.335001PM POT
SifD06_3505037 ouwt 802 04073016 3:42:31.335001PW POT

Distribute To

Diztributeon ID Type *Distribation 1D

Lser

Relum

Statement of Terms and Conditions of Emplayment
Cellege of Applied S&i & Arts
San Jose State University

T Tamp Facuky Datec  Apnl OF, 2016
Ot rescommundiation of B DepartmentSchool of Joumalism & Mass Comim and on behall of the President, | am plisased o

offer youi & lemporary appointmen o the Tadilty of San Jose State Univessity, The spacific tame and conditions. of this appoint-
mant are as folows:

Appointment Type Appointment Periad Effective Dates
Part-tme:0.40 {615) Academec Year Appointment - Fall 2017 22-AUG-HNAT o 23 DEC-2M7
Rank Full-Time Base Salary Actual Monthly Salary Taotal Term Salary
Lecharar AY-B 450000 $1.020.00 $11,520.00

‘fou may be eligible to enroll in CSU Health Plans within 60 days from the date of hire if your appointment or combination
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Generate and Print the AppointmentForm

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

Main Menu -i

Search Menu:
®

= CSU Temp Faculty *

3 Alert-SJ5U J

0O  campusinfo ' nployee Self Service

1 Self Service ; Alert.5Js0 Ii%-l"' Tit
£  Manager Self Senvice (3 15
03 sJSU Campus Solutions r RS- Summary. ="
03 SJSU Human Resourcg = Global Payroll & Absence Mgmt b y
£ Recruiing O Organizational Development 2

03 workforce Administratid —  Payroll for North America Al &'*.* i Le
£3  wWorkforce Developmen| =  Recruiting k ' e
01  Organizational Develop| —  Time and Labor -— - -
= £ : w4 [Z]  Baten Contracts for GA

£  Enterprice Leaming Workforce Administratiq =

T £ | |E] Batch Contracts for T. Faculty
U Campus Community b | s ) 4

O swdent Admissions v Eﬁ.i R“”—i . D CARG

r [E] Contract for GA

3 Records and Enroliment b TR 1 a S

0O  cumiculum Management b i l_l AL T

C1  SetUp HRMS i | =l  Curent Job Data Status Report

W -
R i | (=]  Employee Job Profile
hor y

B Reporting Tooks y =l Position & Job Reporting Struc

B PecolTook " B TrTaca Appi-Revision Form
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The Appt-Revision Form
displays.

2. ClicktheSearchbutton.
3. Select a Run ControllD.

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.

TF/TA/GA Appt-Revision Form

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

Find an Existing Value Add a New Value

Search Criteria

Search by Run Control ID begins with

[Icase Sensitive

Search Advanced Search

Search Results
View All  First ‘4 1410f11 B Last

Run Control IDv Language Code

[0] English

TRTARGA Appt-Revision Fom

Run Comtrod I0c O

“Emid I

=Coatract Desc.: 1"‘-- LTY ATt

Select & b

|_ W Mew Appodniment Fr.nv.J L Revision Fomn

| Acon OTA  Reason APT ;

Effactive Date A Achon Reason
Initiating Cifecal
Appoinling Cifecial
Dapt. Comtact - Mame & Ph, | Y0 Name and Phone Number I
Funding Changes
Depammem  peqartment Mame Fund Class  Project
- Ciose  Fiedd
L
5]
o save (2 Retum to Search et i st 5= Molity

Feeport Managar

Frocess Moritor Run

Percent B Dabe End Date

» Aad
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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

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 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

second set changes, such as splits. JED FSC for funding changes.

Enter the Initiating Official for your department. (Typically, the Chair of

Initiating Official the dept.)

o o Enter the Appointing Official for you department. (Typically an official
Appointing Official in the Dean’s office.)
Dept. Contact Name & Ph: Enter your name and phone number

Optional - Only used if appointment is being funded differently from the

Funding Changes section 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.

Enter the percentage number being funded from the info provided. Make
Percent sure the total percentage is 100 percent.

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.

Efft Date & End Date
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The Process Scheduler
Request page displays.

8. Verify settings if you
arerunning thisfor
the first time,
otherwise settings
remain.

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

9. Click the OK button.

The prior page displays.

10. Click the Process
Monitor link.

11. ClickRefreshtoupdate
the Run Status.

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

Process Scheduler Request

User |0
Server Hamel'ui:,'_';'r:; :‘;-.
Recumence |
Time Zone i

Process List
Sulecl  Deacrpten

B TRTAIGA Appt-Revsion Fom

TFTAGA Appd-Reéviason Form

Run Control I0: O

"Empl i | FOSEG0005 A Temp Faculy
“Condract Desc.; FACULTY_AY 1718 _JAC

Salect & form

% New Appointmenl Form Revision Form

Acton DT

EMectre Date  Action Reason

itiaging OfMcial Depariment Chair

fuppinting OfMicial TR L
Dept. Condact - Nams & Ph, | Your Hame and Phane Number
Funding Changes

Depariment

Department Mame Fund
- Cosda
9
4,
HiSave || Retum o Search i 4
Procass List
WView Procass Hequest For
Usr 1) A Type | | |
Sarpei PSLINE w Hame i
Run Stabes b ol Dusiribartion Siatus
Princaas List
Sefect Instance Sen Frocess Type :'f:.r‘ [
3505028 TR Repon SJTFIND

S0R Regon

S0R Report

VS0S012 S0 Regon

Rusn Temss £°31 54501

Hriocees Narmes

Run Contred 1D 0

Run Date 0477 G016 i
Reset to Curent DaleiTme

Process Typs Format [HaSibubon

SOR Report w|[POF W ||: istribution

Repoit Manages

Process Monioe Rur

Process Instancec 3505038

Reasocn AFT

I'_l
Chass  Propect Percenl EMt Daie End Dle
gkl
W i
n i)
Mzt in (List = Mokify & Aidd
Instance L]
w1 B Savn O Redroah
Perscnalze | Find | view an | 22 B Firek ‘4 f-4afd & Last
Disribstion
Fun Duria Tims Fun Stehus Cimts Netaly
B ‘o | | |
SRR Posiad Daatacts
Surcess Posted Dutais
ae ] Ageiad [estints
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. . Process Detail
13. Click the View
Log/Trace link. s
Instance 3505033 Type 30R Repon
Hame SJTFD10 Description TFRTAGA Appt-Retsaon Fam
Run Status Success Distribaution Stabus Posied
Run Update Process
Foum Contral 1D 0 Hold Reguest
Locathon Server Craiewe Reques
Sarver PSLME u Cancel Request
= ) Deiete Reguest
TR Re.send Content Restart Request
DatedTime Actions
Request Created On 4072016 4.22:05FMW POT Paramebers Transfies
Run Anylime Afer [40772018 4.21:54P8 POT Message Log
Began Process Al D4M072016 42233308 POT Balch Timings
Emded Process Al [4072016 4233550 POT Wirw LogiTrace
OK Camcel
. . View Log/Trace
14. Click the PDF link.
Report
ReportID 1197941 Process instance 3505038 Tberssage Log

Hame  SJTFO10
Run Status  Success

Process Type S0OR Repon

TRTANGA Appt-Revision Fom
Distribution Cetalls

Distribution Node  HAS PR Expération Dale DaR22016

Flle List

Hame Fiile Sire (e} Distetions: Created
SOR_SJTFO10_3505038 g 1,602 04072016 4:23:36 543837PM POT
87H Q4OTRME 4:23:36. 543637PM POT
i1 0_3505038 out 171 (4IO72076 - 4:23-36. 543637PM POT

Distribute To
Deatribirtion 1D Type "Distribution 1D

User

Relamn
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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 eventualrehiring.

San Jose State University

Temporary Facultyv/Graduate Assistant Teaching Associate Appointment Form

[ fnctrue Dt Agtion” __ Reason’ Efecive Dime

Acton®  Reason’

| saegnr Lo [aer | |

h@gwt Foem Print Diade QAT
Tl Form w0 Faouly Afsrs
Destions T Contaot Faculy ARty ot B24.2450

Ereplervuen ID Red Esploves Numos byt Mt & Do Effeznve Data BN
|E_m‘i| Tamp Faculty | [omozsiss FACULTY avi7is snc ] [mravcam )

Contrset Tvpa Ceatract Expacied End Daiw Mhuln-Yar Fed Diata Enpak O] Hivw Dt 541 Counnban
801 Acnilemic Vear Appoinmment ] 1 sAnvns | | | [ [ [ |
Current Comtract Data 5al Plam
Term Tear Cycle Poution#  Deparanent Id / Hame Job Code Working Trtle e Comp Rate  Actml Comp WTU FIE Fraction.
N7 01T 4 00001430/ 1038 Jewsmaheen B Mlass Camin 1315 Lachzee AY-B 133/3 4B .00 1530000 & 00000 0800000 613
2182 WIE 2 O0001430 ¢ 1035/ Jossmaliom & Mllaxs Comm it ] Lecturse AY-8 333/3 4E0.00 193000 & 00000 0 400000 613
Joh History

Effide Posiion  Aciion Reason Hisioey Worlazg Title TDrept MName FIE Acteal Comp  Chghm ChgPFet  Comp Raie

There is zo job hishory assaciabed weth s ponihon
C ey special comp ion insoructions) Fmding Depet FPund Clas  Proy Pet Efh Exd artment Hame
Fall 2017 Cycle:4--Felare for AY 2017-2018 ﬁ.q Cmrexe: 1038 70000 10000 970113 JoumComm
WTUs Chanps o
Spring 2018 Cycle-2~Rehire for AY 2017-2018 6.0
WTUs
RPN SHTLIL

Diepartment Chair varworons Wow Name and Phone Humber

nEang oo Sgrann St

Colbege Dean |_Fh grofiizie

hppoirgng Ol fegrarure D

R ST
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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:

e Enter contract data inPeopleSoft

e Generate and Print theTerms and Conditions form
e Generate and print the AppointmentForm

e 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 Main Menu ~
Contract Data:Main Search Menu:
Menu > CSU Temp D)
Faculty > CSU Contract s
Data. £3 CSU SABaseline v ager Info & Tasks

L1  Cs5U Temp Faculty

C3U Caontract Data
O aler-5J5U E

The CSU Contract Data page CSU Contract Data

displays.

play Enter any infarmation you have and click Search. Leave fields blank for & list of all values
Find an Existing Value

2. Enter EmplIDtoFindan

Existing Value Tab.
3. Click the Searchbutton. | ™" Lottt VIII

C5U Contract Mumber | begins with
Note: Thisisto Department: n'. with  §
double- check there Contract Status: [= b b
Is not a contract in Term: [vegins with ~| A
existence. Description: [ segins witn w|

Mame: [ tegins wit ‘-‘:

Last Name: :-_.__-._,..n'- V:

|Include History [ Correct History []Case Sensitive

Search Clear 'Basic8earch [ Save Search Criteria

Search Resulis

o Al Firzl

Ermpl I0 CEU Coniract Humber Term Depariment Descripiior Coniract Slalus Hame Las
i} b2d 1033 Active
(L] 03z 1038 Active
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4. Click the Add aNew
Value tab.

5. Enter the followingdata:

o EMPLID: Enter the ID

e CSU Contract
Number: Leave as
NEW

e Department: Enter
your 4-digit
department
number

6. Click the Add button.

C5U Contract Data

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

Find an Existing Value Add a Mew Yalue

= Search Criteria

Empl 1D beqgins with
C5U Contract Number:| begins with
Department: begins with Q
vi

<

Contract Status:
Term: begins with aQ
Description: begins with

Hame: beqgins with

Last Hame: beqgins with

[Jinclude History [ Correct History []Case Sensitive

Search Clear |BasicSearch [E] Save Search Criteria

CS5U Contract Data

Find an Existing Value Add a New Value

Empl 1D: 309559599 2

C5U Contract Number: [NEW

Department: 1033 &'
Add

Find an Existing Value | Add a New Value
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The Contract Contract StatusiContent | TF Contract Tota
Status/Content page Evsicsiesd Faf R L -
diSplaYS- Contract Status'Contant Wi A I W 1o R
C5U Contract 8 MEW Capti: 1038 r=
*EIT Dabe: 0413016 ([ Epppetive SEquUenie: a Contract Desc:
“Confract Status: [A<Eve *| Entitiomant: Term End Date: H
R Regeon: LISA &1 Multiple Term End Dafe: C
Contract Type: aQ
Approved by: L lapprovert  [lapproverz [l approvers
TF Contract Deta Find | View Al First & 1af1 &' Last
“Posstion Mbe = Bus. Unit: e
Deepaniment: i) Jub Coai: Sal PlaniGri: ] &
Torm: = Cyche: = *Ciamyp Rabe:
"Late Start? o Academic Days Faid: Total WTLU: LRELLLL
Commeents: &
it Save | Notify & Add | B Update/Display &l Inglugs Histary * Comact History
Confract StalusAContent | TF Contract Tola
7. Enter information about Contract StatusiConbent TF Confract Tots
the overall contract. Publl-metFAohf Persan I0: SRR
(See the following list of N M P T e
field descriptions.) CSU Contract # NEW DepiD: 1038 —_—
“Eff Daie: CRRIEI1E "!- Effective Sequence: a Contract Desc: | PACULTY_AYIE17_JMC
“Contract Stalus: | A0V | Enlitlemenl: A0 Temm End Dabe: I 0502017 -":I
Feg Regien:  MSA 9 Multiple Term End Dare:
Contract Type: | 115 0 12,12 Entitlement - ¥r 2 of 3
Approwved by Clapproveri  [approvers [l Approverd

Field Description List: Contract Status Content Page (above)

Field Name Description

Efft Date Override with the first date of the contract.
Enter a name for the contract. Include the Last Name, Dept Name and
Contract Desc Term. Example: FACULTY_AY1617_JMC
. Only if your employee has entitlement. Enter in a three digit format.
Entitlement 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.

Use the lookup to select the appropriate type. If your employee has an
entittement, make sure to select a contract with Entitlement in it and the

Contract Type .
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.ForTAorGA'’s
enter the correct TA or
GA position number.

TF Contract Deta Find | View &1l Frst ‘4 iy b
“Positicn Nbr: Lecharer AY-A Bus. Unit:  2J000 545U
Department: 1035 Joumalism & Mass Comm Job Code: 2358 Sal Mandard: 335
“Late Start? L Acagemic Days Paid: Total WTU:
CoamaTeens: [ 400 Entitement Year Z of 3

Hire for AY 16017 3t 6.0 WTUs

Field Description List: TF Contract Detail Page (above)

Field Name Description

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

Term

Enter one digit number for the semester Fall = 4 Spring = 2, should
Cycle populate.
Comp Rate Should default with the fulltime monthly rate of pay from Job Data.

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

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

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

— 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.

TF Contract Dwtail Find | Wiew Al First (4] 2 pr2 I8 | aat
*Poaition Nt | Bus. Linit
Department; 1038 Jabs Code: 50l PlaniGrd: ! F-:'\
Torm: ] Cycles =} *Comp Ratec
“Late Sart? M| Academic Days Pasd: I Tatal WTLE 000000
Commenis; 'ﬁ?:
IF Contract Detail Find | View All First ‘4 Zof2 &/ Last
L EE
=Mrasition Nbr: DOODTH0 (L Leclurer AY-C Bus. Unet: 54000 545U
Departmsnt: 103 Joumalim & Mass Camm Job Code; 4338 Sal Man/Grd: 335 14 'T't
Tem: nr: q Cycle: i 19 "Comp Rate: 4117, 000000
"Late Start? N Acagemic Days Paid Total WTL: 6 00000
Commenis: A0 Enmmement. Year 2 of 3 $‘
Hira for &Y 16T at 6.0 ' WTLUs
Contract StatusiContent
Entfiament Facuif Person ID: COLCLOnG
Contract StatusiComent Wids All [ERCERT E T A
+| [=
CSU Contract # NEW Depdil: 1038 H=
*EN Dale DZ2Rme | Effecive Sequence: Q Contract Dese: FACULTY_AVIBIT_JMC
*Contract Status: [Acive ~| Enitlement: 4 Tarm End Data: 05202007 [
Reg Regicn: ) Q‘ Multipbe Terrm End Date: 057302018 M
Contract Type: (075 |0 12.12 Entiement - ¥r 2 of 3
Approved by Approvert [ approverz [l Approverd
TF Contract Detail Fird | Wiesy All Frst ‘4 2002 b Las
# =]
*Position Mor; (00007510 |3 Lacturar AY-C Bus. Unit:  SJ000  SJ51
Department: 1038 Joumaksm & Mas= Comm Job Codge: 2358 5al PlandGrd; 335 [ 4 a,
Term FILZI = C e 2 A “Comp Rats: 4117 D000
“Late Start? LY Academic Days Paid: Total WTL: £ 00000
Comments: 40} Entitiement. Year 2 of 3
Hirg for AY 16177 at GOWTLUS
i Bave | [ Motify 200 | | UpdateDesplay 2 Inckxig Hslory Comect Hishary

Caontract StahsiContent | TF Comract Toba
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The TF Contract Total page
displays.

14. Enter Letter Code: CNI1.

Review all data for
accuracy.

15. Click the Save button.

omiract BlahusiComent TF Contract Tolsd

Ertifement Facuif Prinon Ik RS
oniract Data Fr = A il 1 i
CHU Contract Mumber: HEW Depdl: 100 Eff Dwie: pepao0is  EH Seq:
Cemiract Total Detail Pesonpze | Fing |0 Bl Prw 4 vioi2 b Lam
- Lawt
A 2 b el Sal L Fay Mo Term Telsl .. Leter  [mi - i
e gt Depritame 20 B e comgame P Freeson NoT Ligdil e B[ e W Laetupa by
o 1038 2356 335 2 2164 $007,000000 0400000 515 1805500 5640800 6 000N WA
Lecuer T 5 4017 000 0 i5 1508800 B : Ch1 10
e 138 3 15 2 ITE ADYT (00000 0 400000 & 08 803 BE40 500 6 D000 [
] Mebly # M3 | ] UpsamTepiy wl Inciude Hmlory Comec] Wisiony
Contrac) StausConient | TF Contract Tota

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.

Search Menu:

> |

(3 CSU Temp Faculty 3

=  Alert-SJSU ¥

'_‘J Campus Info * hployee Self Service

8 self Senvice k Alert-SJ5U |i=_L Ul

L3 Manager Self Service (3 -t

3 SJ8U Campus Solutions L ool il

3 sSJSUHuman Resourcd —  Global Payroll & Absence Mgmt L Wi

03  Recruiting 1 Organizational Development r

03 Workforce Administratif —  Payroll for North America el e gild] L

00 workforce Developmen —  Recruiting g ﬁ"*-

01 Organizational Develop{ = Time and Labor - L | 2

C3  Enterprise Leaming (1 Workforce Administratig — Batch Contracts for GA

B  Campus Communiy - i Baich Contracts for T. Faculty

1 student Admissions K L3 - SR

L1 Records and Enroliment §10 1 i .: Cunfract e f&

0 Cumiculum Management v Sl

01 Sel Up HRMS * | Current Job Data Status Repon

B SetUpSACR " = Empioves Job Profile

B8 Repoiting Touks : :f Posifion & Job Reporiing Struc

B2 PaoplaTools N - TRTA/GA Appt-Revision Form
¥ Gan s =| Temp. Fac. Contract by Ernpllci
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The Find an Existing Value TF Contract by Emplid
agedisplays.
pag play Enter any information you have and click Search. Leave fields blank for a list of all values.

2. Click the Search button.
Find an Existing Value Add a New Value

w Search Criteria

Fun Control ID: | begins with s

[Icase Sensitive

| Search || Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

3. Click a Run Control ID TF Contract by Emplid
link. Enter any information you have and click Search. Leave fields blank for a list of all values.

' Find an Existing Value Add a New Value

w Search Criteria

[l case sensitive

-
| Search || Clear | Basic Search & Save Search Criteria

Search Results
View All First ‘4 411011 ‘& Last
Run Control ID Language Code

[o] English
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4. Enter information. (See
the following list of field
descriptions.)

TF Coniract by Emplid

Run Control iD: D Report Manager Prooess Monitor Run

“Empi 1D

‘Contract  |PACULTY_AV1617_IMC a |
Duedate:  |L7AE2006 |

Dean's Name{ Dean's Name

i Save | |ah Rebsm io Search 7] Premcas in st & | MaxtinList (=1 Notify L4 Add E] updatalisplay

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.

TF Coniract by Emplid

Fum Condraol i0: D Repart Manager Process Maonitor
“Empl 1D ennanEa 0, Enttiament Facutty
“Contract FACULTY_AY1617_JMC a
D chate: O7IB2016 |

Dean's Name: Dear's Mame

i Save | |oh Reham o Search 7] Presous in List &| Maxtin List (=] MNotify L Acd
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The Process Scheduler
Request page displays

6. Verify settings if you
arerunning this for
the first time,
otherwise settings
remain.

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

7. Click the OK button.

The prior page displays.

A Process Instance is
assigned.

8. C(lick the Process
Monitor link.

9. ClickRefreshtoupdate
the Run Status.

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

Precess Scheduler Request

Uisar ID
Sarver Hams | FELMK w
Recurrengs | ]
Time Zone = §
Process List
abect  [wncriphic Procens Rame
o  Temp Fac. Con Emphid 54T
oK Cancel
IF Contract by Emplid
Run Control IO
“Empl ID (o00a0e9n %, Eniitiament Facuth
“oniract FACULTY _AY1617_JMC
Dum date: i
Dean's Naime: Dean's Mams
2 Qoo ¥ Rahxm i Sazerh
Process List || Server List
View Process Bequesi For
Usir 1D g T W) | Last
hlrl’:l:::‘- X v Wame -,
Run Status | w Tk [Tt SLaMus
F ews List
Seleol inslinee  Seq Process Type ',4"":':" Uner
S0R Ropor BJTFIDE

3k I E i
miaEe = Moty
P gis L5 | Sarv

R Contral 100 0

Run Date 045117501 i1

Run Time 2 285078

Resed fo Curnent DateTime:

Process Typ= “Type Fovmal
SOR Repor el w | FOF o
Report Manager Frocess Manitor Run
| Frocess insance: 505043 |
=
Mgt i i = Mnhfs L Ard
: .
Instance [
*| B save On Retresh
Personalize | Find | View & s First s
n Cale Tere iue Stk L"I [T
¥l Pt P Dl

Academic HR ProcessingManual

Page 88



11. Click the View
Log/Trace link.

12. Click the PDF link.

Process Detail

Process
Inglance 1505043
Name SUTFI0E
Run Stabus Syrcess
Run

Run Control 1D 0
Location Seavey
Sarver PEUNX
Ricurremnts

DatelTima

Request Created On 041112016
Ruin Amytime After 04112018
Began Process AL 041112016
Ended Process At 04M 12006

O Caneal
View Log/Trace
Report

ReportID 1107046
Mame SITFO0E
Run Status  Success

Temg Fac. Contract by Empld
Distribution Details

Distribution Node HASJPRI

File List

MHams

SOR_SJTFO06_3505043 log
|sitooe_3s05043.POF|

s{i006_3505043 out

Distribute To

Distribmation 1D Type

Lisar

Type S0A Report
Description Temp Fac. Conlract by Emplid
Distribution Stabus Posied

Update Process

Hodd Reguest

uaue Reguest

Cancel Request
) Delete Reguest

Re-send Content Restan Reguest

Actions

2 33PMW POT Faramesars Transier
2.33:25PM POT Message Log

+39:58PW POT
S4003FM POT

Balch Timings
wiew LogiTrace

Process Instance 3505043
Process Type S0OR Report

Message Log

Expiration Date 05126/2016

File Size [bytes) Diatetime Created
1,603 04/11/2016 2:40:03.137720PM POT
B.289 041172016 Z2:40:03.137780PM POT
BOZ 041112016 2:40:03.137790PM POT

*Distribution 1D
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. Staternent of Terms and Conditions of Employment
13. Verlfy the data College of Applisd Sci & Arts
. San Jose State University
An Academic Year

. TOr Eniiement Faculy [ ] Aprl 11, 2016
contract will generate
tWO pages On the recommendason of the Depantment'Schood of Joumalism & Mass Comm and on bahalf of the President, | am plaesad 1o
° offer you & temporany appointment 1o the faculty of San Jose State University. The spacific tamms and conditions of this appoint-
. ment are o5 fnllows
GA contracts will not
. Appointment Type Appointment Period Effective Dates
display a Total Term Partfime: 040 (§15) 12.12 Entitimant - ¥r 2 of 3 - Foll 2015 2 ALICS-2016 to 23-DEC-2016
Salary. AD0_ENTITLEMENT
Rank Full-Time Base Salary Actual Manthly Salary Total Terrn Salary
Leciures AY-A 34 117.00 51,646 80 £4 8E0 BO

14. Print the Contract.

‘You may be eligible to enrgdl in CSU Health Plans within 60 days from the date of hire if your appointment or combination
of appointments totals 40 or greater in one or more semesters(0.50 for counselors Rlibrarians). Please contact your
benefits service representative at 924-2280 for more details.

Generate and Print the AppointmentForm

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.

I NavigatetoTF/TA/GA Main Menu +f

Appt-Revision Form: Search Menu:

Main Menu > SJSU ®)

Human Resources > =

Workforce 0 CSU Temp Faculty b

Administration > B Alert-sisu b

TF/TA/GA/Appt- J S - . mployee Self Service

Revision Form. O self Service b g =
O  Manager Self Service b =0
O  sJsU Campus Solutionsg b S — ;;‘
O SJSU Human Resoured 3 Global Payroll & Absence Mgmt b he
1 Recruiting 3  oOrganizational Development ’
3 workforce Adminisiratic B3 payroll for North America L ! ,|$;| ™
[ Workforce Developmen| )  Recruiting ’ "Lf X
3 Organizational Develop (3 Time and Labor . s =
(3 Enterprise Leaming | = oridorce Adminisirasg =  Batch Contracts for GA
0 campus Community e o 1 ._.! Batch Contracts for T. Facuity
O student Admissions b LE Recry = Batch Confracts for TA
3 Records and Enroliment il Care RO har- s
03 cumiculum Management C = Contract for TA
£3  SetUpHRMS ; = Curmment Job Data Status Report
B3 setUpSACR " | Employee Job Profile
B Reportng Tools % _ Position & Job Reporting Struc
{3 PeopleTools " _ TRITAIGA Appl-Revision Form
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The Appt-Revision Form
Find an Existing Value page
displays.

2. ClicktheSearchbutton.
3. Select a Run ControlID.

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.

TF/TAIGA Appt-Revision Form

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

Find an Existing Value Add 3 New Value

Search Criteria

Search by: Run Control ID begins with

| | Case Sensitive

Search Advanced Search

Search Results

View All First ‘&' 1110r11 ‘&' Last
TFTANGA Appl-Revision Form
Run Controd I0: 0 Rosport Manager
Emplin:; | Sesesesnd QL] Enfifeman] Facury
*Contract Desc.: |_ FACULTY_AY 1617_JMC Q, I

Salact a farm

® Mew Appoantment Form [ " Revision Form

| Action OTA | Reason AFT !

Eftective Date Reason

i ACE

Initiating Cificial

Appointing Cificial

Dpt. Contact - Mame & Ph, I foar Name and FPhane \{*-’"i-"-':]

Funding Changes

Dt Department Mame Fund Ciass  Progeci
- Cistle Feled
-,
L 2l
o B f metum b Seanch & | Mextin List O] Mality

Proseess Morilor Hun

Fercent B Date End Date
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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

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 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

second set changes, such as splits. JED FSC for funding changes.

Enter the Initiating Official for your department. (Typically, the Chair of the

Initiating Official dept.)

o o Enter the Appointing Official for you department. (Typically an official
Appointing Official in the Dean’s office.)
Dept. Contact Name & Ph: Enter your name and phone number

Optional - Only used if appointment is being funded differently from the

Funding Changes section 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.

Enter the percentage number being funded from the info provided.
Percent Make sure the total percentage is 100 percent.

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.

Efft Date & End Date
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The Process Scheduler
Request page displays.

8. Verify settings if you
arerunning thisfor
the first time,
otherwise settings
remain.
e Server Name: PSUNX
e Type: Web
e Format: PDF

9. Click the OK button.

The prior page displays.

10. Click the Process
Monitor link.

Process Scheduler Request

tsar D
Sarver Namnl' PSUME v:]
Recurmence | |
Tirmee Zone L+
Process List
Select  Description Brocess Mame
o FITANGEA Appl-Revesion Fom LATEMO

THTAMNA Appl-Revision Form
Rumn Comirod 10 0
EE ey (a1 T S——

“Empl I

*Coniract Desc.: FALUL

Salect a torm

¥ Hew Appointment Form Revisicn Foom

Risn Times 3:09 32

Rumn Camirod 1D 0

Ruar: Dabe 04r11/23018 [

ey Resgef io Current DateiTime

Process Typ= Type Dhstribution

SR Report -.".!::: V r.

Rapot Manager

Frocess Monior Fun

Action DTA | Aeason AF
Effac tve Date W Action Heason
Initkaging OMficial
Appainzing Official i
Dept. Contsct - Kame & P, TOUr Names & Fhone Humber
Funding Changpas
Department  nonariment Mame Fand Class Project Perceni EHT Date End Datn
F Cosle  Field
. =
n L)
Q i n
ilSawm | o* Retum o Search 4 Mastin List Nolity s Aod
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1. ClickRefreshtoupdate
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.

ProcessList | Server st
View Process Reguest For

Type |
Hama

Usar IO =3
Server| FEUME -

Fun Status| - Distribution Status. |

Process List
Progess

Bedecd rmdarce  Beq. Peocess Type gy
Jb0&0aL EOR Report SITFO0
3505043 S0OR Rapot SJTFO0E

Go back i TRITAGA Appt-Aevson Fomm

Sawn | [ Wobly

i)

Process List | Senver List

Process Detail
Process

Instance A505044
Mame SJTFIND
Run Stalus Sucoess

= | 1

a

Ut

Days w|

Inslasa L]

| B Save Om Hetiman

Potsfciize | Fnd | View A | |..". ;ﬁ Firsl & i-24af2 ‘& Lasd
A DuiedTime [ I — D“':,::_T""'"' [ ——
Q4 Arae 209387 POT | Susrmes Posied | [Detais]
D4r e F3025PW POT Burass Pl Desianks

Typs S0R Report
Descripibon TRITAGA Appl-Revgion Form
Destribution $18ius Posied

Run Update Process
Run Contred ID O Hold Requaest
Location Server Queue Request
Server PELINK - Cancel Request
' Debete Raquest
Hecurrence
Re-send Conlent
DataiTima Actions
Request Created Om 04M11/2016 310C3TPM FOT Paramelers Transiar
Rum Anytime After 04112006 209 38PN POT Iebesage Log
Began Process Ar 04112006 3:91:03PW POT Badch Timings
Ended Process At 04r12000 3:9107PM POT
oK Cancel

Restar Request
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14. Click the PDF link.

View Log/Trace
Report
Report D 1197047

Name SJTFO10

Run Status Success

TRTAMGA Appt-Revision Form
Distribution Details

Distribution Node HASIPR.
File List

Mame
SOR_SJTFO10_3505044 109
!mfmﬂ_:iﬁﬂﬁﬂu PDF|
sf010_3505044 out

Distribute To
Distribution 10 Type

Us=er

Return

Process Instance 3505044

Message Log
Process Type SOR Report

Expiration Date DSr26r2016

File Size (bytes) Datetime Created

1,608 04112016 311:07.192868PM POT
8,927 04112016 31107 192965PW POT
174 412016 31107 192060PW POT

*Destribution 1D
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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 eventualrehiring.

San Jose State University Popaintment Fom Prnt Date aamne
Temporary Faculty/Graduate Assistant/ Teaching Associate Appointment Form Submit Form fo: Faculty Afars

Gueshons™ Contact Faouky Aftars 2t B04-2450

Effsctws Duts Action’ Fisanon’ Efsctve Duts Action®  FAsason’

faie OTA AFT

loyee ID Red IJN—‘N-* %‘ Effective Cair [lﬁ_‘
I i ] Erfziemant Faculty DEMIZELED FACTULTY _AYIS1T JMC ::mc- i ]

Comtract Trpe Coniract Expacted End Diate Mnilti-Vaas End Dlate  Hirs Date ss:r:m
[Co12-12.02 Fusitiomant - Y 2 of 8 ] [ seamsvsns SALAN-T0LE "'l-d.ll:-\.m
Cwrrent Comtract Dara Sl Plan
Tems Vewr Cvele Postions | Departsset I ( MName Job Code  Workomg Thile Cade Comp Fxie Achul Comp WTU FIE Fracmon
165 2016 4 000013307 103 7 Jommmaliven & Mane Comms 1358 Lechow AV-A 3512 #1700 154650 £.00000 0400000 615
T M7 T G00DI3E0 (1035 ¢ Joewmaliomn & Mz Comms 198 Lechaw AV-A 3502 4700 163630 600000 0400000 615
Jok Hisoary
ES Pesiion  ActionReason History Woeking Title Deptliame  FTE Acal Comp ChgAme ChgFet  Comp Rase
01F15 00001330 Dhia ChangeNew Temp Appoitment Lecearer AT-A JoursComes 00000 24730 B40 000 411700
[ T Q000LE10  Duta ChangeMew Tatap Appocstmest Lectmw AT-A Jow=l ooz 0400000 1,546 50 (=1 1] [T -] 411700
onols 0000L Y30 nyhbﬂl.q:'hnillcyh:ru- Lactarar AY-A Jowr=l oo 04000 | S48 50 £500 300 411700
c i spacial instrucns) Fundeg Dapt Fund  Clas  Fagj P Efflt EodDuw Dwpartmess Hase
Fall 2016 Cycle:4— 400 Entitiement Year 2 of 3 Cunees: 1038 70000 10000 OTALIS JT———
Hire for AY 1617 at 6.0 WTUs Chanps 8
Spring 2017 Cycle 2 400 Entiflement. Year 2 of 3
Hire for AY 1617 20 6.0 WTUs
[CHRATTMES] COPGRT.
st Chait samingre Your Name snd Phons Humiber
ey e Sgnawe Cate
| College Dean =
AppoinSng Ofcal Zignatew Dais
"
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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:

e Review POI Security Data

e Enter contract data inPeopleSoft

e Generate and Print the Terms and Conditions form

e Generate and print the AppointmentForm

e 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 POl 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 POl 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 POl but the
Security data or POI History data should be updated via integration.

Check the POI security Main Wienu +
data to ensure the data Sadrch Men:

is there. Temporary ® i
Faculty must be [ Col Teme Eacully ;
entered as a B eSSy '
Future Hire. B Campus Info ' hployee Sell Service
. . = Self Service " L= Alori-SJSU =] Time Reporting
1. Navigate to Main Menu B Mo Sl Baici , 8
> Workforce ] ZJSU Campus Sciltions + jeintt 15U Fyrsonel Piones
Administration > L1 BJSU Human Resountes 4 =N al £
Personal Information oS SR : =
erso .a . © at © > 3 workforce Adminigtratd = Personal informabion —  Biographical : l'
Organizational i g———— e e i  Organizasonal Retation Adr 3 POl Rieistionship
Re]ationships > B Fwmanctona fosinn 5 Labor Adminissration hdd 3 Parsan | Miaintain a Parson's POI Reln I
Maintain a Person’s POI
Reltn
The Maintain POI Types page Maintain POl Types
displays. . :
Enter any information you have and chck Search. Leave fields blank for a list of all values
. Find an Existing Value
2. EnterEmplIDtoFindan g
EXlStlng Value Tab. Search Criteria

3. Click the Search button.

Empl ID: [begins with v/ |999202959
Person of Interest Type: begins with w Q,
Mame |".|PH ns with VI|
Last Mame: begins with w
Second Name:

Second Last Name begins with

Alternate Character Name |!:|e;;| ns with v|

[!Inr:ludeHismry [lcorrect History [l case Sensitive

1]
Search Clear Basic Search & Save Search Criteria
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5.

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

Ifthereisno Future
Hire POI or the Future
Hire data is not
current, contact
Faculty Services.

Edit MO Relaticnship
Temp Faculty
Person of Interest Type Fuguie Him

*Effective Date: DENERD1S

*Security Access Type Enabled Walue 1
BUSINESS UNIT w| o Business Un  [SJ000
w Business Uni

0 DEFARTME St

Person of Interest History

Personalize | Find | &7

Persaon i

Find | View Al First ‘A B Last
Ll (=]

Personalze | Find | €Y | First 130f3 B/ Last

Value 7

q, ==

=1 o F=HE

0, Department aFHE

s First ‘A& 1-Z2of2 '} Last

*Effective Oale *Slatus Planned Exit Moan Informadon
115206 [ I 3, W | | EINE
2 03MeRHs @ (A 3, 1HamE | [Lecturer - NG jEHE
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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.

Maintain POI Types

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

Find an Existing Value

= Search Crntena

Empl ID: begins with | 992999909

Person of Interest Type: begins with Q
Name: begins with

Last Name: begins with

Second Name: begins with

Second Last Name: begins with v

Alternate Character Name:| begins with

LA

[linclude History []CorrectHistory []Case Sensitive

Search Clear |Basic Search [§ Save Search Criteria

Mo matching values were found |

Maintain POl Types

Enter any informatican you have and cick Search, Leave Belds blank for a st of all values:

Find an Existing Valse

= Search Crena

Eirapl 1D i mEging with w0 Sleeatdd

Parson of Intarest Type: W a,
Mamae: | Beging with v

Last Name: beoing wn v}

Second Mame:

Second Last Namme:

Climchude History ] Correct History [ Case Sensiiive

Search Clgar 'Basic 3earch H Save Search Crikera

Search Results

Wiaw &l First .ﬂ 2 of 2 |,_|,| Last
Ermipl Iy Person of interest Type Name Last Mame Secomd Hame Second Lest Nemes Alternate Character Bame Middies Hame
BEBIsas goona TETil FACONY FACULTE (blank} FACULTY [miland) {Blank)
W Temp Faculfy FAEULTY (blank) FACLILTY [Blank) {Blank)

Academic HR ProcessingManual
Page 100



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 EmplID toFind an

Existing Value Tab.

Click the Search button.

Note: Thisis to
double- check there
Is not a contract in
existence.

Main Menu vI

Search Menu:

)

E
.

(3 ©SU Temp Faculty | E  csu contract Data

CSU Contract Data

Erter any infarmation you have and click Search. Leawe fields blank for a list of all values

Find an Existing Value

Add a New Value

» Search Criteria

Empd 1D
C5U Contract Mumber:| ¢

ins with |

Diepartrment: | negins .a.-.r: LY a
Contract Status: | = L L
Term: negins with : 3,
Description: Im

Mame; | Degins with V:

Last Hame: | bagins with |

[Jinciude History [ Correct History [ Case Sensitive

Clear Basic Search ﬁ Save Search Critena

Search Results

Sia Al

Ermpl 1D CEU Contract Number Term Deparimeant Descriplicn
i} k24 1033
aa 032 1038

Contract Statlus Rame

1 B 1-27 of 2

Las
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4. Click the Add aNew
Value tab.

5. Enter the followingdata:

¢ EMPLID: Enter the ID

e (CSU Contract
Number: Leave as
NEW

e Department: Enter
your 4-digit
department
number

6. Click the Add button.

CSU Contract Data

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

Find an Existing Value Add a New Value

Search Criteria

Empl 10: begins with |
CEU Contract Number:| begins with |

Department begins with w| Q
Contract Status: E v| [ v
Term: |'.l;|-é|§||n5 with ‘Vr Q
Description | begins with |

Name [begins with v|

Last Name [begins with v/

(include History [(Jcorrect History [l case Sensitive

3

Search Basic Search &

Clear Save Search Criteria

Find an Existing Value | Add 3 New Value

CSU Contract Data

Find an Existing Value Add a New Value

Empl 1D: SO095095399 QI

CS5U Contract Number: NEW

Department: 1033 Q
Add

Find an Existing Value | Add a New Value
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The Contract Contract Status/Combent | TF Contract Totl
Status/Content page "armp Faculty PersoniD: 550050500
displays_ Contract Status/Conberd “Wihew All = A4 af 1 &' w
C&U Condract 12 NEW Depatil: 1058 [ ;
*EN Date: 04130016 | Emoctive Sequence: L Contract Desc
*Conbract Stabus: [Active w| E i Term End Dale: [
R FRegion: uss |0 Multipse Tesm End Dibe: [H
Contract Type: 3
Approved by: | Approvert  Clapprover? [ Approverd
TF Contrach Detad Find | View All Frst ‘& fof1 b Last
“Position Hbr L} Bus. Umit: A=
Department: 0= Job Code: Sal PlanGrd: ¥ a,
Tem: 2 Cyele AU Comp Rate
*Late Stari? NG Academic Days Paid: Total WTL: 1 LK)
Commenis: 2 @ﬁ
#'ESM '-r'I_Nthl & Al:ld £ Lpfllln:'ﬂupl:.'.l _;' Im:_l.nu History L I;m'l::_rﬂuh:'y
Contract StatuséConter | TF Coniract Tota
7. Enter information about Confract StatusiComtent | TF Coniract Totsl
the overall contract. ;5” Fa::” » ccncce S T ; .
See the follow1n liSt Of samiract SlatusiConbent View Al I« 1af1 =]
f:leld deSCI'iptiOl'lS% L CONEREREE. D e -
“EM Date: 'E'I'I't'l.'l'.rru Sefuence: o Contract Desc: | FPACULTY_AY1616_JMC I
"Contract Statws: | Actve ~| Entitlement: Term End Date DSEM01T fiﬂl
Hep Hegion: usA  |Q Multipie Tarm End Date: (¥
Contbract Typa: Semestar Appoartmend
Approved by; Capprovert  Clapproverz [ Approvers

Field Description List: Contract Status Content Page (above)

Field Name Description

Efft Date Override with the first date of the contract.

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

Contract Desc Term. Example: FACULTY_AY1617_JMC

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

Use the lookup to select the appropriate type. If your employee has an
Contract Type entitlement, make sure to select a contract with Entitlement in it.
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8_ Complete the TF TF Contraci Deta Fimsd | Ve Al Fist ‘&' 9of1 ' Lost
Contract Detail (bottom
section). (See the
following list of field
descriptions.)

"Position Mbr: Bus. Umit: 50000 SJSU

Departmeni: 1035 Joumalism & Mass Comm Job Coge: 2258 Sal PlaniGrd: 335 f2 |0

Term: 7164 |Q g N — 3605, 000000
N Academic Days Paid: Total WTU:

9. Enter the Position Nbr: Comments: [[Hove tor Fai 2015 at 3.0 wTus | ke
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.ForTAorGA’s
enter the correct TA or
GA position number.

o

“Late Start?

Field Description List: TF Contract Detail Page (above)

Field Name Description

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

Enter one digit number for the semester Fall = 4 Spring = 2, should
Cycle populate.
Comp Rate Should default with the fulltime monthly rate of pay from Job Data.

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

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

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

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
Number of Days Paid 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: 1of 2.

12. Repeat the same
data entry as the
firstrow.

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

13. Navigate to the TF

Contract Total page.

TF Contract Deta

Fired | View Al Frst ‘4 2al2 ) Last
*Position Nbr; L} Bus. Unit:
Department 1038 Job Code il P Cind ! Q
Tem: Q Cycle: -1 “Comp Rate:
"Late Start? L L= Y Academic Days Paid; Total WTU: 000000
Comments F
TF Contraci Dela Fimd | Wi Al Firat ‘4 2of2 ‘&' Lasf
1 (=
“Position Nir: Leclurer AY-A Bus. Unit: 54000 SJ5U
Departsment: 1038 Joumnalsm & Mass Comm Job Code: 2353 SalPanGrd: 335 f2 |G
Term: 2172 C'.; Cycle: 2 :]\ *Comp Rabe:
“Lale Stan? NG Academic Days Paid: Todal WTLU:
Comments: Hire $or Spring 2017 F}'f
|
Contract StatesiConiant
Termp Facully Persan I0: ST
Contract StatusContent i Al e & ot B s
| (=]
CSU Contract 1 NEW Depin: 138 )
“Ef Date: 08220ME | H Efective Spguence: Condract Desc: | FACULTY_AY1616_JMC
*Contract Status: [Ae *| Entittement; Temm End Date: DSE0A01T
Reg Region: usa 0, Multigle Term End Date: =
Contract Type: 00 'j\. Semesier Appointmeant
Approved by [lapproveri [Approverz [l Approvers
TF Contract Detail Fing | “Wiew All First ‘A" 2af2 &' Last
H =
“Position Nbr; DO0012330 |, Lecturesr AY-A Bus. Unit 5000 590
Department: 1038 Joiumeaitem & Mass Comm Job Code: 2358 Sal PlaniGrd; 335 12 L=}
Torm: Iz 1O, Cyale: 3 | womp R 3505000000
"Late Stant? NGy Academic Days Paid Todal WTU 300000
Comments: [Hire for Sporg 2007 E
Hoave | [ Moty b oAdd || k| UpdmeDisplay ] Inciuss Histary * Cumract History

Contrack StahsiComtent | TF Comdract Total

Academic HR ProcessingManual
Page121



The TF Contract Total page
displays.

14. Enter Letter Code: CN1.

Review all data for
accuracy.

15. Click the Save button.

¥F Contract Tolal

CS0 Contract Musber MNEW Depdl: 103
Comirect Total Detall
iah Sl sal
Dl [t Msns b= Plart | ol T&r

Pargan Ik GLllabll
Fr - Al A
Ef Daie:  Qerzanin EN Seq:
Parsonahse | Fieg || E§ Faed

. oy [ Tats ahe Dais ut
i Rale Fracion _ L -~ Pria s ipd L Upsd By

Deacaral = faw wWru Code Pravied e

o 9 [5]

&M | F] UpsamOnpiay 2 Inciuce Helory Comecl History

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.

Main Menu -I
Search Menu:
®
& CSU Temp Faculty ¥
= Alert-5J4SU k
B s I ¥ 2
Campus info nployee Self Service
. e
d  Self Service 4 hE AlertSJSU
—J Manager Self Service Ll (=
= S5JSU Campus Solutions ¥ Alert-SJEU Summary ;
(3 SJSUHuman Resourcd —  Global Payroll & Absence Mgmt g
£3  Recruiting J  Organizational Development b
£3  workforce Aaministratiq —  Payroll for North America ") r'i.i.'l".' L
C1  Workforce Developmen| —  Recruiting i s
C1  Organizational Developl —  Time and Labor . ; .
33 Enterprise Leaming 00  workforce Administratiy = Batch Confracts for GA
1 Campus Community . =  Batch Contracts for T. Faculty
Campus C in E ?
3 student Admissions » i Recny BN Commechy by 10
] Contract for GA
C31 Records and Enroliment A T = bl oy
03  cCuriculum Management C 2 Contract for TA
C1  Set Up HRMS ' =| Current Job Data Status Report
(3  set Up SACR 5 =l Employee Job Frofie
(3  Reporting Tools ¥ Position & Job Reporting Struc
83  PeopleTools , TFITA/GA Appt-Revision Form

CS5U 1D Search

| |Temp. Fat. Contract by Empiid]
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The Find an Existing Value
pagedisplays.

2. Click the Search button.

3. Click aRun Control ID
link.

TF Contract by Emplid

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

Find an Existing Value Add a New Value

Search Criteria

Run Control 1D: | begins with s

[ case Sensitive

Search Clear Basic Search & Save Search Criteria

Find an Existing Value | Add a Mew Values

TF Contract by Emplid

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

Find an Existing Value Add a New Value

Search Criteria

Run Control 1D: | begins with s

[l case Sensitive

Search Clear Basic Search & Save Search Criteria

Search Results

View Al First ‘4 141011 B Last

Run Control ID Language Code
English
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4. Enter information. (See TE Commect iy Emptl

the following list of field

. . Run Control ID: 0 Report Managar Procass Monstor Run
descriptions.)

“Empl ID Q| Temp Faculty

Contract | FACULTY_AT1617_JMG o

e cladte; O7T0aRNME [§
Dsess e narsioms |

ol Save ||l Return fo Search ewios i List | [oF] Mexdin List =] Nalify b Acd Fl UpcaleiDisplay

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.

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

Required for TA & GA.

Due Date Optional for Temp Faculty
Enter the Dean’s name or designee.

Dean’s Name Note: TA & GA Contracts Supervisors Name & Phone mustbe
entered.

5. Click the Run button. NE amtmctiy

Run Contral I; 0 Raport Managar Procass Momitor

“Empl 1D WIS 0L Tems Faculty
“Contract FACULTY_AY1617_JMC a
Dise e 0TmeRME |

Deai's Maime: Dean's Name

ol Save ||[5™ Return to Search f] Prewiousinbist | |f5 Meod in List | Malify Lk Acd
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The Process Scheduler
Request page displays

6. Verify settings if you
arerunning this for
the first time,
otherwise settings
remain.

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

7. Click the OK button.

The prior page displays.

8. C(lick the Process
Monitor link.

9. ClickRefreshtoupdate
the Run Status.

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

Frocess Scheduler Request

Lz 1D

Run Control ID 0

Server Ndnll{ PELINX

~|

Run Dabe 14013

Recurrence ]
Time Zone 3
Process List
Salerf  Descripbion
¥ Temp Fac. Coniract by Emplid

G

TF Contract by Emplid

Run Coniral i1 [

“Emipl ID =4

“Contract FACULTY_AY1517_

0TERME |[§

[Dhee date:

Dean's Mame: Dean's Mame

| — P A T

Piocass List

Wirw Process Request For
Ui i A Type
\-II-III_":"-'-\.\ e Raine
Run Status w [os traug i
Process List

Selec! lnslance  Seq. Process Type

oo toack b TF Contract by Empig

S Moty

Prodess Ll | Sener Ll

Process Hame

o Fon Time (172 Resat to Curment DaeTime

Process Type Type "Foamal Déstribartion

BITFO0E 50R Report l Wen | [FDF yi-:.-.--,;__..-.-
Ruapcet Managar Run
Frocess Instance: 3605053
Temg Fac
JMC s ]
MLt e 1 e LT, P

- Instance L)
on Satus | B Save On Refresh

Personaiize | Find | view A | &2 | &6

:f_:“ U Hun Chate Y e Hum Statas
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11. Click the View
Log/Trace link.

12. Click the PDF link.

Process Detall

Process

Instance 3500053
Mame SJTFI0G
Run $atus Success

Type S0R Repor

Descripteon Tesnp Fac. Contract by Emplid
estnibution Status Posied

Run Update Process
Run Conired I O Hald Request
Location Sesver Quetie Reguest
Server FSUNK ? Concel Request
: ) Detete Requsest
mEsmENC Re.send Contant Resiart Redquaast
Dhated Tirme Actions
Request Creaded On D4M320068 11,30 2440 POT Paramelors Tramsler
Run Amytime After 04M 32006 11:27 2540 POT NMassage Log
Beganm Process AT D4M32006 11:30050AM POT Bafich Timings
Ended Process Af D4M32016 11:30:58AM POT View LogTrace
oK Cancel
View Log/Trace
Report
ReportID 1197856 Process Instance 3505053 Message Log
Mame  SJTFODG Process Type SOR Report
Run Status Success
Temp Fac. Contract by Emplid
Distribution Details
Distribution Node ~ HASJPRJ Expiration Date 05222016
File List
Hame File Size (bytes) Datetime Created
SQR_SJTFODE_3505053 log 1,608 2016 11:30:58 352365AM PDT
| sitfo06_3505053 POF| 8,212 04/13/2016 11:30:58 352365AM PDT
SitfO06_3505053.out 802 0206 11:20:58. 352365AM PDT
Distribute To
Dhstribition 1D Typs "Destribution 1D
Ligar
Retumn |
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Staternent of Terms and Conditions of Employment
College of Applied Sci & Arts
Ban Jose State University

13. Verify the data.

An Academic Year
contract will generate
two pages.

T Temg Faculy Dabte:  Apnal 13, 2016

Cn the recommeandation of the Department'School of Journalism & Mass Comm and on bahalf of the Presidant, | am pleased to
aoffer you & emporary appointmant to the faculty of San Josa Stade University. The spacific terms and condions of this appoint-
ment are o5 folloes

GA contracts will not

. Appaintment Type Appointmant Period Effective Dates
display a Total Term Part-time:_0.20 {115} Ar Yaar Appointmeant - Fall 2016 22.ALIG-2016 10 Z3-DEC-2016
Salary- Rank Full-Time Base Salary Actual Monthly Salary Total Term Salary

Luschures AY-A £3.605.00 S721.00 £4.376 00

You ray be efigible to enrall in CEU Health Plans within 60 days from the date of hire if your appointment or combination
of appaintments totals 40 or greatsr in one of More sermesters|0.50 for counselors Alibrarians). Please contatl your
benefits service represantative at B24-2250 for more details.

Generate and Print the AppointmentForm

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.

Navigate to TF/TA/GA Search Menu:

Appt-Revision Form: ® i

Main Menu > SJSU 4

Human Resources > TR iy g

Workforce o Ale-S55U i

Administration > 8 campus info £ nployee Self Service

TF/TA/GA/Appt- B sef service ' les AlertsJsu = T

Revision Form. & Manager Seif Service v (E - E-’
O  sJsU Campus Solutions : k il okdoebllors %i
1 2JSU Human Resourcd = Global Payroll & Absence Momi " b
B Recruiting 8 organizational Development L
B3 wWorkforce Administratid = Payroll for North Amarica s
(3  workforce Developmen| —  Recruiting ’
£3 Organizational Deveiop| —  Time and Labor : i
L Enterprise Leaming £ Worldorce Administrati =] Bateh Contracts for GA
o e s . - J Batch Contracts for T. Facully
B el » (1] Recry J Batch Contracts for TA
3 Records and Enroliment 18 o J CRRRERL O
O  Curiculum Management ¥ —I SRR T
B iR . =l  Cument Job Data Status Report
B setunsAcH . | Employee Job Profie
B Rsgoring Took ¢ ] Position & Job Reporting Struc
B PeopleTools A | | TRTAGA Appi-Revision Form

Academic HR ProcessingManual

Page 127



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

2. ClicktheSearchbutton.
3. Select a Run ControlID.

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.

TF/TAI/GA Appt-Revision Form

Enter any information you have and chick

Find an Existing Value

Search Criteria

¢ Search. Leave fields blank for a list of all values.

Add a New Value

Search by: Run Control ID begins with

[l case Sensitive

Search Advanced Search

Search Results

View All First ‘& 1110f11 Last
Run Control ID Language Code
m English
TRTAMNGA Appt-Revision Foom
Rum Controd 10z 0 Report Manager Process Monior
*Empd 0 | [990005EER O, | 1
“Comiracl Desc.: | FACLLTY_AY1617_JMC o,
Sebect a form
* Now Appointmant Fomm I Fawisican Foam
|.ﬂ.r.1|m REH Reason REH |
Effective Daie [ Actios Raaso
Appointing Ol |'M' e e
Dapt. Contact . Hame & Ph, | Your Name and Fhone ‘.'..-r:-.r-l
Funding Changes
Department  [ppariment Hame Fund Class  Project Percenl EML Date End [sie
= Code  Field
= 0 i
a i Wi
1] Save 1" Relum bo Seaich M iy List =7 Nolify » Ak
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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: REH REH for temp faculty/TA/GA who have a break in
Action Reason boxes service.

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 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

second set changes, such as splits. JED FSC for funding changes.

Enter the Initiating Official for your department. (Typically, the Chair of

Initiating Official the dept.)

Lo . Enter the Appointing Official for you department. (Typically an official
Appointing Official in the Dean’s office.)
Dept. Contact Name & Ph: Enter your name and phone number

Optional - Only used if appointment is being funded differently from the
Funding Changes section 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.

Enter the percentage number being funded from the info provided. Make
Percent sure the total percentage is 100 percent.
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Field Name Description

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

Efft Date & End Date 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 Process Scheduler Request
RequeSt page dlSplays. Liser 1D Run Comtrol 1D O
. . . Server Namel PSUNY v'l Rum Dae (04132016 [w
8. Verify se.ttlng§ if you Recurrence v RunTime|1:3623FM G DT
arerunning thisfor Tima Zoe a
the first time, Process List
. . Selecl  [escriphion Frocess Mams Frocess Typs “Type Tormal [henbubon
other.w15e settings R S r—r— s soRRepor  [[Web w][For  wipeteuson
remain.
e Server Name: PSUNX
e Type: Web —
e Format: PDF
9. C(lick the OK button.
The prior page displaYS. TETAMGA Appt-Ravision Form
Rumn Comirol 10z O Report Manager FRun

10. Click the Process l s ebbiasbecsii

EmpliD: SRS L Temp Faculty

Monitor link. ‘Comlract Desc.:  FAGULTY_AY1E17_JMC o,
Select a form
¥ jow Appointment Form Ravisicn Form

Action REH Raasocn REH

Effectrre Daie M Action Reasodn

Initiating OfMicial Degariment Char
Appointing Official~ “okepe Dean
Dapl. Condact - Mame & Ph Your Mame and Phong Humber

Funding Changes

Dipdiment  [ypariment Mame Fand Class  Project Percenl ENT Date End Dale
it Fiald
G i Ll
a i) L
wiSawe || ot Retum o Search ¥ . il Mestin List ] Nolidy i Add
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Procass List || Sereer List

1. ClickRefreshtoupdate
the Run Status.

Wiew Process Hequest For

I 1 (o X

Uit I A Type [ i
12. When Run Status shows s - Weme — = %
Run Status | bl Déstribution Status | w| b Sawe On Refresh

Success and

DiStl‘ibution Status Process List i ralvesaiE B i e o R
ShOWS POSted’ CliCk the Sebect imalsnce  Seq. Procee Type :::“ Jenn Bty Dt Tirrse Rl Sdaliia 3::?"“ o
i i H0E054 SR Roport SITFOBD D4AX2016 1:36:73FM FOT [Buccess Posimd]  [Datais]
Details link. 305053 SR Report SITFO08 Bt o A POT s o _—
e gtk 10 TRITAKRS Apel-Ression Farm
i Gae | Moty
Process Lt | Sarvar Lisl
O < Process Detall
13. Click the View
Log/Trace link. Process
Instance 35040454 Type S0R Reoort
Nams SJTFOAD Description  TFTAGA Appt-Revison Form
Run Status Success Distribution Status Posted
Run Update Process

Run Controd 10 0 Holdd Reguest

Location Serer Duaue Aequast
Sarver FSUNK Cancel Regues!
o L Delete Request
e Re-semnd Conbent Restart Reguest
DatelTime Actions
Reguest Crealed On D41 L2016 1.4054PM POT Parametan Tranafes
Run Amytime Afler 041 L2016 138 23PW POT Message Log
Hegan Frocess AF DAMALAITE 1°49202PM POT Hatch Timings

Ended Process At 04M3HE 141 26PM FOT

OK Cancel
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14. Click the PDF link.

View Log/Trace
Report

ReportID 1187957
Hame  SJTFO10
Run Status = Success

TRTAMGA Appl-Revision Form
Distribution Details

Distribution Node HASJPR.J
File List

Narme
S0R_SJTFO10_3505054 100

| sitfa10_3505054 POF |
5iif010_3505054.out

Distribute To
Distributicn ID Type

User

Retum

Process Instance 3505054

Massage Log
Process Type SR Report
Expiration Date 52872016
File Size [bytes) Datetime Created
1,608 04132016 1:41226.376688FM POT
8,476 D4MARME 1:41:-26.37T6688FM PDT
174 41372016 1:41:26.376688PM PDT

*Distribution K
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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 eventualrehiring.

San Jose State University ¥ e Frea 131
Temporary Facalty/Graduate Assistant Teaching Associate Appointment Form St Fgrm e sty A

rwmrbtat Cormtmet F oty dpey o §14-3450
BT REH REH i

b PACRATN ) bl JN]

e e —
Comnmry i)

- rw

ce a 1 Anin are Fnd Do Fasslemens Ehh 551 C oo

Curvons Camiraet Disin Sl Plaw ¥
Tam Yau Coels Poston o/ Deparsma 1 1 Maiss JehCads Wakey Tak i Comp Rate  Actial Coamp WTU FIE Faictiom
e N0 4 0000130 1Ok Femsalios & M Comm »a Lsemwras AY-A L1l T S ) il 100000 8300000 14
N7 MY 2 O0OLAND ) IS Rk B My Camn plle ] Lacmsa AV-A 1552 L T 100000 5 X000 11
sk Hnrary
Bl B imany Acrri T e Hi oy Womhsag Tls (= mE Armgal Comnp  Chg Azt Chyg Pri  Comp Fats
CROIOE CO0GIIM Temsnehen el Tewpewy Appeutesw  Laows A5 el e 2200000 ni poo (-1 -] B0
STRL0E EODUEM0 Pav Raw Clonge(easarad Salary loviasw  Lacnaw AY4 lomnloams  ©NOKD T e o AE
A6 o0 Da ChagsCoanwios Lascoares A4 lernConms  C2000 k1 aod a0k N 50000
Lot (e e bl R STl L ATt Fomdoy Dupt Famd Dl Figg B ES®  FodDwie Dhepirtmest Mo
Fall 7014 Cycle:4--Hare fior Fall 2016 at 3.0 WTL Commt 1038 70000 lo00s eIelns oot am.
Speng 2017 Cycle-2~Hure for Spreng 2017 at 3.0 e v
WTUs
| Dottt C hubir
mng v S anre £
i pllege Dean
BRI SR S B
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Chapter 2g: Rehire a TA or GA After a Break In Service

The processtorehire 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:

e Enter contract data inPeopleSoft

¢ Generate and Print thecontract

e Generate and print the AppointmentForm

e 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. EnterEmplIDtoFindan
Existing Value Tab.

3. Click the Search button.

Note: Thisis to
double- check there
Is not a contract in
existence.

Main Menu v|

Search Menu:

.

@

O £SU Temp Faculty: ‘

E csu contract Data

C5U Contract Data

ler any information you hav

Find an Existing Value Add a Mew %

Search Criteria

for a list of all values

Empi ID | begins with | 999999500
CSU Contract Number: | begins with
Department: |:ﬂ: ne with &
Contract Status: [= v | v
Term: |_:_~;--; ns with W a,
Description |um, ns bl
Mame begins with
Last Name |:'~"r5-.r. W
L[| Include History [ comect History | | Case Sensitive
Search Clear Basic Search 87 Save Search Criteria
Search Results
Wiesw All
Empl ID C5U Contract Number Term Department Description Contract 5t
SEOSE0SET DODDDOSES 2072 1038 SA_ASSISTANT _SO7 Acfive
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4. Click the Add aNew
Value tab.

5. Enter the following data:

e EMPLID: Enter the ID

e (CSU Contract
Number: Leave as
NEW

e Department: Enter
your 4-digit
department
number

6. Click the Add button.

CSU Contract Data

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

Find an Existing Value Add a New Value

- Search Criteria

EmpI 1D
CSU Contract Numner:

pepartment a
Contract Status: I= v |

Term: Q

Description:

Mame !;_:»_e_-;_;ms_jq'_ig?_v

Last Name [-t:—:-'éﬁiﬁé-fn"it'ﬁuﬁ]

[l include History [l Correct History [ Case Sensitive
Search Clear Basic Search & Save Search Criteria

CSU Contract Data

Find an Existing Value Add a New Value

Empl 1D: 995995399 ')

C5U Contract Number: [NEW

Department: 1038 '
Add

Find an Existing Value | Add a New Value
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The Contract Contract Status/Content | TF Coniract Tot
Status/Content page Craduata Fewstant Person i: EEEETE
displays_ Contract StatusiContent Wiy Al = & qafi o
+ [=]
CSU Contract #:  NEW Deptil: 1038 -
SEH Durte: D4N32016 | Efjective Sequence: Contract Deac:
“Contract Status: [Active | E Term End Date: C
Reg Region: LS4, 5% Muftiple Term End Date: I
Contract Type: Qq
Approvedby: L Approvert [ lapproverz [ lapproverd
TF Centract Detal Fird | View Al Firsi ‘& 1ol 1 &/ Last
+[=]
*Position Nbr: i} Bus. Unit:
Department: 1038 Jolb Code Sal PlaniGrd: J %X
Term: Qa, Cycle; I':]-. *Comgp Rabe:
“Late Stari? N |G Academic [xeys Paid: Tatal WL 000000
Comments: W
i Save | =] Motify G A || ] Updateiisplay || el Incluse History * Commecl History
Caniract Slalus/Conlerd | TF Coniract Tota
7. Enter information about ETmYRE SEA-asteeNl 1T Contras: o
the overall contract Graduaie AsiEtan] Parsan 10 beE
(See the following list of S i
. s e S— 4 . [ [=]
field descriptions.) CSU Contract#: NEW DepeiD: 1038
“Ef Date: 0EEHINE 1 | Enective Sequence: Contract Deac: ||SAASHSTANT_F16_JMC
"Contract Status: | A< ~| Entitlemeant: Tenm End Date: IHRE |5
Feg Ragian: UsA  |Q, Multipls Term End Duate: '
Contract Type: Samester Appoitmet
approveany;  _Approvert  [Clapproverz [l approvers

Field Description List: Contract Status Content Page (above)

Field Name Description

Efft Date Override with the first date of the contract.

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

Contract Desc GA_ASSISTANT F17 CE

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

Use the lookup to select the appropriate type. If your employee has an

Contract Type 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.ForTAorGA’s
enter the correct TA or
GA position number.

F Contract Detail Fing | View Al First & 1of1

00002342 0 | Graduste Assistant Bus. Linil: 50000 SJSU

“Position Nbr

Department: 1038 Journaiism & Mass Comm Job Code: 2355 Sal PanfGrd: 115 7
TeEnm: Cyche: 4 11 *Comp Rabe:

“Late Sian? N Academic Days Paid: Tiodad WTU:

Comments: J!Hl.—'ll'l: for Fall 2016 at 3.0 WU |

Field Description List: TF Contract Detail Page (above)

Field Name Description

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

Term

Enter one digit number for the semester Fall = 4 Spring = 2, should
Cycle populate.
Comp Rate Should default with the fulltime monthly rate of pay from Job Data.

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

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

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

— 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: 1of 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.

TF Contract Datlail Find | View All First 4 20f2 F'|Last
= S
“Position Nbr: X Bus. Unit:
Oepariment; 1058 Job Code: Sal Plan/Grd: ! |
Tem: a Cych: a "Comp Rate:
*Late Starf? NG Academic Days Pasd: Tatal WTL: DLODO0:
Comments: |<f
TF Condract Detail Fimd | “few All La!-l
#|[=]
“Position Nbi: Graduata Agsisian Bus. itz 5000 SISl
Dapartment; Le! Journalism & Mass Comm Job Code:; 2354 Sal Plam/Grd: 115 1 [1 Q\
Teqm: Cyche: 2 =t *Comp Rate 2500000000
*Late Start? W Academis Days Pad: Total WL
(Coamameeits: I Rehire for Sprng 2017 &
Contract Status/Content TF Caniract Tota
Graduate Ast slan Persan iD: ) e T
Contract Status/Contam View Al W el W
+| =]
CSU Condraci @ WEW Deptill; 1038 .
SE Dabe: 08220016 |[[ Effective Sequenos: a Conract Desc: |GA_ASSISTANT_F16_JMC
*Contract Statuss [AChve ~| Entsiomant: Tarm End Dt 12220018
Ry Region: usa |G Multiple Term End Date: C
Conlract Type: 000 Q, Semester Appoirdment
mpproved by: | Approvert  [lapprover2 [ lapprovers
TF Contract Deta Find | View Al First ‘& 1al1 ‘& Last
*=
*Posstion Mba- 00002242 0 Graduate Assistant AY Bus, Unit: 50000 SJ5U
Dvepanmeni: 1038 Joumalsm & Mass Comm Juls Code: 2355 Sal Planfrd: 115 11 Q
Term; 2164 |3 Cycie: 4 1, “Comp Rate: Z500. 000000
*Latn Start? NG Academic Days Pakd: Tootal WTL: 00000
Commenls: 'E-.:-lz for Fal 2016 al 3.0 WTus ;__;f
1 Save %'| Moty & Add | UpdateDisplay 5l Incluce Histany Caowrec] Heslory
Confract Status\Content | TF Contract Total
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TF Comviract Total

The TF Contract Total page

displays‘ T i Person I
wraci Data inf = ¥
C8U Contract Numbar:  KEW Dapiile  {pag EN Date:  (Rg20l0  EM Sy
Contract Todal Dt Personales | Fred | L] BH Fist 'S of 1 & L
14. El’lter Letter COde: CNI. £:5 Dept Dol Hasme :'_:' -:-I:- ?I;'" R :_::'_I“ Fimtl :"1"_"' ;":I'_' :\Irl:.ll Prist ;r-: ::::“__ 'EI:I.: L Ll By
Review all data for e : i 0 @
accuracy.
. Agave | = oty b ABE || Liptiaiees play 2] Fehads Mkt ] Hkdory
15. Click the Save button. . g/Corment TF Conpici Toka

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 Main Menu

Contract: Main Menu > Search Menu:

SJSU Human Resources )

> Workforce =

Administration > J  CSU Temp Faculty b

Contract for TA or O Aert-sisu b

Contr for GA. G ¢ 2

ontract fo 3 campus info b Ihl?lﬂ‘j'e‘ﬁ Self Service
il s ’ ) et susu BN
3  Manager Seif Service L = 4]
O sJsU Campus Solutions | Alert-SISU Summery €
3 sJSUHuman Resourcd —  Global Payroll & Absence Mgmt *
B Recning 0 organizational Development 0
(3 workforce Administratif —  Payroll for North America a gl L
O  Workforce Developmen —  Recruiting ’ i s
1 Organizational Develop| —  Time and Labor — X 4
3 Enterprise Leaming 00  Workforce Administratia Siatch Conlracts for GA
B3 campus Community k| 1! - Batch Confracts for T. Faculty
O Student Admissions » g Recrd — Batch Contracts for TA
T AH Feap
£3 Records and Enroliment 3 MRS SO o
L-Aresy ~ t'a"‘ P T-"|,

&= ericulum anansamant k | Ontract b :
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The Find an Existing Value Contract for GA
pagedisplays. Enter any information you have and click Search. Leave fields blank for a list of all values.

2 Click the Search button. Find an Existing Value Add a New Value

* Search Criteria

Search by:  Run Control ID begins with

[Icase Sensitive

| Search ||Advanced Search

Find an Existing Value | Add a New Value

3. Click a Run Control ID Contract for GA
link. Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existi ng Value Add a New Value

w Search Criteria

Search by: Run Control ID bagins with
[lcase Sensitive

[ _Seaﬂ:h ] Advanced Search

Search Results

View All First ‘4 1110011 B Last
Run Control ID Language Code

[0] English
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. . GAC A by Emaplid
4. Enter information. (See e

the following list of field

Fun Controd 1D; 0 FRepor Manager Process Monsar Run
descriptions.)
“Empd 10 L ':"\ Gradudie Assstar
“Contract:  |/GA_ASSISTANT_F18_JMC a|
Due Dmie: | 08212016 W

Deean's Mame: I Diean’'s Name

Supervisor's Name & Phone | Graduate Assoliate's Supervisor and Phone Mumiber

& Save || Return bo Search Fresious st &_| Mext imList =1 Nobly e Pudd pobate T pla

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.
Use the magnifying lens to look up. Select the correct one by making
Contract Number 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. S Lomma i Emed.

Run Control ID; 0 Repon Manager Process Monsor

“Fampd I0: ) "-\'\ Graduaie Assstand
*C ontract: GA_ASSISTANT _F16_JMC [ |
Due Date: m3Ne

Dean's Name; [2ans MName

Supervisor's Name & Phone Sraduste Associate's Supenvisor and Fnons Number

lsave || Rewmtw searn | €] Freousist | (4] Mextinist  [ZINomy | (b Add
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The Process Scheduler
Request page displays

6. Verify settings if you
arerunning thisfor
the first time,
otherwise settings
remain.

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

7. Click the OK button.

The prior page displays.

8. Click the Process
Monitor link.

A Process Instance
number will appear.

9. ClickRefreshtoupdate
the Run Status.

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

Process Scheduler Request

Liser 1D

Foun Cantrod 10 0

Served Halmi-l'-i-',\.::

il Run Dade D441 52006 "

Recurnends |
Time fome Q,

Process List
Select  Description

™) TA of GA Contrac! by Empha

Car( 2

Gk Contract by Emplid

! Fun Time 5295384 Rasat 1o Cumant DT ims

Process Mame Process Type “Type *Formmat Destribartion

SJTFO11 S0R Repoit | |PDF bl ISle':::n.'!l:"

Run Control ID: 0 Reépon Manages Run
Process instanoa: A0S0
[FlomT Tt s - "
“Emg 10 SSEEEEEEE L ~B0UES MEsisiant
*Coniract: GA_ASSITTANT_F1E -,
Daug Dt DaNEME  n
Dean's Mame: DEaTs Name
Supervisor's Hame & Phope '3r30uale Associate's Supenvsor and Fhana Numbes
A Save 3 Redurn bo Search & Ml im LSt 7| Moy & Add
Procass List
Wihirw Process Hequest For
LT ] QL Type b b Redrezh
Sarwar | PN w Kame & Instance -]
Run Siatus el Destrakusfon Status | b Save On Refresh
Process List Personaiize | Find | View A1 = Arst A 1oy b
Taleci Taisnce Sag. Process Typs :‘::“ Unar Hon CalaTme Run Siwtus L':_:'r“- wtmln
Shadd FOT [Fectaes | (ESEE |

oo tack o Confract for GA
x| Sar Moafy

Process Lisd | Gerver Lst
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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.

Process Detail

Process
Imstance 3505059
Hame SJTFO11
Run Status Syccess
Rumn

Run Contral 1D 0
Location Sarer
Sorver PELMK

RECUTence

Dated Time

Request Creabed Om 04152018
Rum Anytime After 41502016
Began Process Al DMM52016
Ended Process Al [4/152016

0K Gancel
View LogiTrace
Report
Report D 1197962
Nam SJTFO11
Run Status  Success

TA or GA Confract by Emplid
Distribution Details

Distributicn Node HASJPRJ

File List

Mame
SOR_SJTFOM1_3505059 log
S{f011_3505059.PDF
S{f011_3505059 out
Distribute To

Distribution 1D Type

Liser

Return

Type S0R Report

Description TA of GA Contract by Enala

Distribution Status Fosied

Update Process

Hold Reguest
Cueue Reguest
Cancel Reguest

[ Deletn Request

Re-send Content Restart Request

Actions
31380 POT Parameters Trarssier
& 205340 POT Message Log
B32MAM POT Balch Timings
BC32:07AM PDT “iew LogiTrace
Process Instance 3505059 Message Log
Process Type SOR Report
Expiration Date 053072016
File Size (bytes) Datetime Created
1.608 DMHSZ016 83207 253968AM POT
B,070 D4/5/2018 8:32:07 2530968AM POT
238 D4/ 1572018 8:32:07 253968AM POT
*Dimtribation 1D

Statement of Terms and Conditiens of Employment

College of Applied Sci & Arts
San Jose State University

T | Graduate Assistan

Date:  April 15, 2016

Cin thea recommendation of the Depariment’School of Joumnalism & Mass Comm and on behalf of the Provost, | am pleasad o
aoffier you a temporary Graduate Assistant appointment at San Jose State Linivarsity. The position is cowared by the
CEU-aW Agreament Novembaer 9, 2010 - Seplembar 30, 2013, For detasds on the Califomia Loyalty oath please st

hittgy e colstate. eduwLaborRelContracts HTMUICBA_Confractindes shiml. For additional mormation from the UAW go 1o

§2 50000

Full Time Monthly Base

Samester Apporntment - Fall 2016

Effective Dates
L2-AUGANE o 23-DEC- 26

Supervisor's Contact Name & Campus Phone:  Graduate Assonate’s Supervisor and Phone Mumber
For additional information please refer to the Academic Senate policy at hitp2iwwas_sjsu sdu/senate/docs/500-7 pdf or
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Generate and Print the AppointmentForm

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

Main Menu -I

Search Menu:

ik

3 CSsU Temp Faculty b

8 Aerd-sisu b

Ifl Campus Info d mployee Self Service

3 Selt Serviee ; (5) Alert-SJsU =] Tir
L3 Manager Self Service b et

3 sJSU Campus Solutions v Alert-SJ5U Summary -%:':
3 SJSUHuman Resourcqy —  Global Payroll & Absence Mgmt 5 Vie
9 Recruiting =] Organizational Development L ‘

£3  Workforce Administratiq —  Payroll for North Amenica il il Lei
L1  wWaorkloree Developmen| = Recruiing k [ WY
3 Organizational Develop — Time and Labor LA =
B B i C3  Workforce Administratig =)  Batch Contracts for GA

B Ccampus Cc:mmu".i;',' . 1 | | Batch Contracts for T. Faculty
3 student Admissions Y 2 ey I I NN COMREREL I

3 Records and Enroliment N B ] I I N

& Cumiculum Management ¥ '_I Contract for TA

3  SetUo HRMS i [Z  Current Job Data Status Report
B SatUoSACH : | | Employee Job Profile

G Reporing Tooks i [El Position & Job Reporting Struc
B PecisTook : El | TFTAaGA Appt-Revision Form |
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The Appt-Revision Form
Find an Existing Value page
displays.

2. ClicktheSearchbutton.
3. Select a Run ControlID.

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.

TF/ITA/GA Appt-Revision Form

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

Find an Existing Value

Search Criteria

Search by:  Run Control 1D begins with

[l case Sensitive

Search

Advanced Search

Search Results
Wiew Al First A

TFTAGA Apgt-Revision Form

| Run Contral 1D: 0

Grellale AsEElant

"Emgpl 10:

-11of11 b Last

“Contract Dese.: I GA_ASSISTANT_F16_JMC

Select a form

E & Wew Appoinitmsat Form ] Revision Form

l.n-'-'u:'ul REH @ Reason REH

Efective Date 5 Action Regsan

Imitiatineg Cificial

Appodanting Otficial

Depl. Contact - Namse & Ph, |70ur Name and Phone Number

Funding Changes
Deparimenl  pepariment Mame Furad

Code
A,

L

AiSave (o Retum o Seach

Add a New Value

Fospor! Manage: Process Morilor Run

Project Percend Eff Dabe End Chake:

1 Met in List | Moty b Ao
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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

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 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

second set changes, such as splits. JED FSC for funding changes.

Enter the Initiating Official for your department. (Typically, the Chair of the

Initiating Official dept.)

o o Enter the Appointing Official for you department. (Typically an official
Appointing Official in the Dean’s office.)
Dept. Contact Name & Ph: Enter your name and phone number

Optional - Only used if appointment is being funded differently from the

Funding Changes section 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.

Enter the percentage number being funded from the info provided.
Percent Make sure the total percentage is 100 percent.

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.

Efft Date & End Date
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The Process Scheduler
Request page displays.

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

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

9. Click the OK button.

The prior page displays.

10. Click the Process
Monitor link.

1. ClickRefreshtoupdate
the Run Status.

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

Process Scheduler Request

User 1D Rum Coptrod ID 0
SErver Ndrllel PELINK v'l Run Dabe 04157016 A
Recuimence | Run Time 9 3007 4% Raesat o Cunent DaleTima
Teme fone [+ ]
Frocess List
Select  Descipbon Fncess Kame Pancess Type “Type “Formal Lhatnbarhon
B TFITAKGA Appt-Revisian Fom SJTFIMD SOR Repont Weh v [FOF  w F‘sn Eusice

cone

TFTAMGA Appl-Revision Form

Run Congral ID: 0 R Wanage Process Morilor Run

I Pricess instanes 9505060

"Emgpl 10: s e O, Gravvas sssEant
“Contract Desc; [SAASEIETANT_F16_JMC <4

Select a form

® Werw Appossrimsat Form Ravision Form
Action REH | Reason REH
EMective Date ] ACHOn Rieagnn
Imitiating Ctficial LCrepartment Craur
Appoanting Official Colege Dear

Depl. Contact - Name & Ph. [T0U7 Nama and Fnona Hums

Funding Changes

Departmeri Dapartmanit Mamss: Fumd  Class  Project Percent Bt Date Erd Date
. Cods Fiald
& L E
L L1 ]
Hsave |2 FRetum o Search i |4 et in List | Moty 4 Aok
Precoss Lt | Sensr List

View Process Heguest For

- ; 3 T
it ki i L = iy =

Sarwar| PELINK W Mame = | Instance ]
Hun Siatus el [istibubon Stalus el '1{ Save On Redresh
Process List Fersoralze | Find | View AR | &Y | 08 First & 1-2o0f2 < Lasi
Sebect Irlance  Sog  Process Typs ::..f'rll Uwer Hun Gale(Time Fun Slatus I;I:::::ulnh Lclara
SITFOS Cl d POT | Sutcass Pisiod | | Dutais |
BITFON Sugress Posins Cetarn
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13. Click the View
Log/Trace link.

14. Click the PDF link.

Process Detail

Process

Instance 3505060
Mame SJTFOMD
Rifi SLalis Success

Run

Type S08 Repod
Description  TR/TAMGA Appl-Rewson Fam
Distribuition Stahis Posiad

Update Process
Run Control I 0 Hodd Request
Location Sarear Queoe Reguest
Cerver PELINX - Cancel Request
e L) Delets Request
RN, Reserl Content Restarl Request
DateTima Actions
Request Created On DAA 52016 231 31AM POT Paramehars Transfer
Rian Anytime Afer 04N 52016 S300TAM POT Mesaags Log
Began Process At 04N520168 901564 POT Bateh Timings
Ended Process Al 04152018 931594 POT Wiew LoQiTrace
=3 Cancal
View Log/Trace
Report
Report ID 1167363 Process Instance 3505060 Message Log
Hame SJTROD Process Type SOR Repor
Run Status Success
TRITAIGA Appt-Revision Form
Distribution Details
Distribution Node  HASJPRJ Expiration Date 033002016
File List
Mame File Size (bytes) Datetime Created
SOR_SJTFIMD_3505060. log 1,608 04152016 3159 1302485M POT
]5;1HJ1|]_35|}5DED.F'BF| 8,640 04152016 93159 1302488M POT
Sf010_3505060.0ut 171 041152016 2:31:59.1202488M POT
Distribute To
Distribution ID Type *Distribution 1D
Liser
_Héh.lm
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The Appointment Form displays.
I5. Verify the data.
16. Print the form.

17. Obtain signatures and forward to appropriate offices for eventualrehiring.

San Jose State University Form Prws s Bay
Temparary Faculiv/Graduate Avsivtant Teaching Associate Appointment Form JukmE Farmt Facdty Amar
vrbtaed T Dottt Bk A% o 20d 2450

e ] [T (o

[ navcws ]

Comtract Trpa C ot P P Chicin. Wbl Vi Pol Dhslis Fainih Dingeal More Disis 551 i oo
VY P E————— ] LDEC e I | | | [oogaxower J[ ]
Carvomt Csmarad Dans P

Tom Yem Cyels Fouten i Deparsset fd /Mo loh Cols  Wimbiong Titls s Comploe ArsalCemp WTU Fir Frachem
N M6 4 0000/ 1034 Jeermalicnn & Mass Commm nis Gty At A nir 500,00 500.00 1 00000 0 200000 [ ]

Fols Hicvai

Eifihs Fouben  Actes Ko Moty Warkuyg Title Dowpt e FIE AcalComp Chyhed (hgPrt Comp Ko

Thaws ut e pioly honmry & iisinated wyil di o,

C im iperial oo e ATt Fondag Dept Pand  Chen By Fgy EfS  ExdDwie Departmes M
Fall 2016 Cyele 4—Rebere for Fall 2016 21 30 oe—— T Hose oroLls fonsrt canin
WTUs g b
T ey et
| Deperimpnt Uiy
Ty G ] e
|__Colege Deun
s T Lt =
.
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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 Appointmentform

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 Student Info & Tasks Employes Info B Tasks
Search.

Searche

Note: If you already

know the employee id, ;3_,?;&3””_7
please skip to next ra1) Temnp Faculty
section to create the Aler-os)
contract. Campus Info

Sell Senvice

Manager Self Service

3 SU Campus Solubons
5J5U Human Res ources
Racruiting

Workforce Administration

Workforce Developmeant

ganizational Developmamt

m a

larprisa Leaming
Campus Commumity

Admissions

Records and Enroliment
Curricudurm Managemant
Student Financials

SetUp HRME

Setlp SACR

A

eporting Tools
PeopleTaols

Student Cender

To Do List
Holds

Other Indicators
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The CSU ID Search page

displays.

Search Rosat

Empl ik

Hatsonal I0

Applicand Ik

First Harmse:

The information for
the person displays.

2. Make note of the
Employee ID and the
next unused record
number.

L&l Hame

Resel

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 > CSUTemp
Faculty > CSU Contract
Data.

Main Menu vl

Search Menu:

3 CSU Temp Faculty ‘

re

)

El  c©su contract Data
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The CSU Contract Data page
displays.

2. EnterEmplIDtoFindan
Existing Value Tab.

3. Click the Search button.

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

4. Click the Add aNew
Value tab.

C5U Contract Data

E riad &y w0 B0 pind Mol S0l G

fmd an [aneng Vale 33 3 Maw v ahal

Layc® Cniend

Emwpi IDx Dpnc walh W
C i Comtract Mamber | 56 0ed el v
mpprtrenl. | begnes walh et
Comrec] iy * W
Tedm s Wil W
[t pog s So e 3 el |
tiami= sagns il W
1 anl P Sl (i Wl W
L Inchads Mmiory | Corract Meuiaey l i gue Leredsee

Search Clear  Dasc Searcn [ Sove Search Cotena

Seaich Hesults

o e il
£ il HD) L 5 iyt Warmsbetr Torr ot Dne g Trmee o] Dt el iy
i 24 19248
X2 1008

C5U Contract Data

Seath Ledw Teds 6 Por & il of Sl value

Farst i 0 ol 30 [ Lasd
Comtrimt Tistan Rt L 1 Biahitwe
ARl
L ]

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

Find an Existing Value Add a MNew Value

= Search Critena

Empl 1D:

CSU Contract Number: | begins with V

begins with »

Department: @ a
Contract Status: = v| | v|
Term: ;gins with V; Q
Description: @

Name: W

Last Name: ;gins wi‘t_h_.:;:

[Jinclude History [ Correct History

| Search

Find an Existing Value | Add a New Value

[|case Sensitive

Clear Basic Search [@ Save Search Criteria
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5. Enter the following data: CSU Contract Data
e EMPLID: Enter the ID

e CSU Contract FEind an Existing Walue Add a New Value
Number: Leave as
NEW

Empl 1D: 9999399999 ')

e Department: Enter |
your 4 di git C5U Contract Number: [NEW
department # Depariment: 1033 Q

6. Click the Add button.
Add

Find an Existing Value | Add a New Value

7 Enter information in the Contract Status/Conbent TF Coniraci Tolal
Contract Status Content s e i
page (See the following Comiract StatusiConbernl Vigw All R T R
list of field descriptions.) CSU Contract 8- NEW Deptl: 1038
“EN Date: E!TH‘:M Segisenoe: 0 Contracl Desc:
*Contract Status: | Aeive “| Entitiement; Term End Darte:
Feg Region: usa |4 Muitipie Term End Date: w
Contract Type: Sermesier Appontrment
Approved by --lhppln'mn [ -.Appmvﬂ) O Apprower

Field Description List: Contract Status Content Page (above)

Field Name Description

Efft Date Override with the first date of the contract.

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

Only if your employee has entitlement. Enter in a three digit format.
Entitlement 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 TF Contract Deta Fimdl | View Al First ‘&' 1af1 b (ol

+] [=

Contract Detail Section. —— Lacturer AY-A Bus.Unlt:  SJ000  SJSU
(See the following list of Department J0as ol & kass Comn Job Code; 2358 SalPlanGr: 336 52 |3
field descriptions table.) e 2164 18] cyom: ~Comp Rate]_____ 4026 0aoann]

9. Enter the Position. “Late Start? M1 Academic Days Paid: Total WL:

Commanis: IH"P“‘:!r Fall 206 at 3.0 'WTUs I F

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

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

Term
Cycle Enter the one digit number for the semester Fall = 4 Spring = 2
Comp Rate Enter the fulltime monthly rate of pay.

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

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

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
Number of Days Paid 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 [+] iconto
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.

Condract Status/Conient

IF Contrac Total

Temp ~acuty Passan I0: bopoopony
Contract Status/Coment i Al W el B
CSU Contract #  MEW DhegtiL): 1038 H=
“ENf Date: SEANE W Efective Sequence: L Conitract Dese: |PAGULTY_F18_J40C
*Contract Statas; |'*-“""'-' | E niith E Term End Daie: 1220018 M
Reg Regian: LA a Multiple Term End Date: H
Contract Type: (006 | Semasier Appointment
approvedty:  JApprovert  [Clapproverz Dl approver3
TF Contract Detail Fird | Wi Al First ‘& 1ol 1 % Last
= [
sPozition Nbr: DO001330 |3, Lechurer AY-A Bus. Undt:  Su00d  SJsS0
Department: 1038 Joumaiism & Mass Comm Job Coge: 2358 Sal PlaniGrd: 335 /|2 a
Term: H5d G Cyche: 4 ':"«. *Comp Rabe: 4038 00000
“Late Start? N Academic Days Paid: Total WLz 300000
Comments: |Hire: for Fall 2016 at 3.0 WTUs KE
HlSave | [ Malify Lk Add || K| Updsie/Display ] Enciue Higtary * Carecl Hislory
Caniract Stalus/Conilent | TF Cordract Tolal
Lochat SashratCnent T Comirgcy Tolal
e FaLu i Person I0: e
Contracd Data Fird | wisrw Al Frsi ‘& i W Lasi
C5U Contract Mumber:  HEW Depll: 36 EF Date: [t EN Sex
Comtrmct Total Detail Peesonain | Fng | G B Feml A 11 b Lasl
T i e R B - Rt
Lichany e fi:lli:cual £ I358 35 T TE4 4038 000000 O 200000 15 EO7.600 &45500 100000 | Ol 0y

o Comm

[ e

WASt |0 UpasieDeapiey || o) inelule Helany Cieavat] Hidisy
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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.

Main Menu
Search Menu:
®
3 CSU Temp Faculty ¢
B Alert-SJSU 4
= Campus info " mployee Self Service
L1 Self Service v Alert_SJSU |=__=-5L. =
3 Manager Self Service b E L
0O  s4sU Campus Solutions v | Alert-SISU Summary : £
£1 545U Human Resourcd = Gilobal Payroll & Absence Mgmi b
0O Recruiing 3 Organizational Development k
O workforce Administratig —  Payroll Tor North America *s S L
2 R ['TLH

8O worklorce Developmen| —  Recruiting k W
[  Organizational Develop| —  Time and Labor : : -
B3  Enterprise Leaming (3 worklorce Adminisiratig |  Batch Contracts for GA
0O campus Community r = = Batch Contracts for T, Faculty
O student Admissions * 2 Recn| =l Baich Contracis for TA
& Recoras and Enroliment = AL ,] L Ror G
& Ciiicuu Miskgemel " _| Contract for TA
03  SetUp HRMS i ] Current Job Data Status Report
[l setUp SACR " B Employee Job Profile
03  Reporting Tools i ] Position & Job Reporting Struc
Ll PeopieTools b J TRITAIGA Appl-Revision Form

-1 e TN — ; I ac, Contract by Emplid

TF Contract by Emplid

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

Find an Existing Value Add a Mew Value
< Search Criteria

Run Controd ID:| begins with Vi

[]case Sensitive

Search Clear |BasicSearch & Save Search Criteria

Academic HR ProcessingManual
Page 156



3. Click a Run Control ID
link.

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

TF Contract by Emplid

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

Find an Existing Value

Search Criteria

Run Conirol ID: | begins with s

[Icase sensitive

Add a New Value

Search Clear Basic Search & Save Search Criteria

Search Results

View Al First ‘4 1110811

Run Control 1D

TF Contract by Emplid

Language Code

[0] English

Run Controd 10 0 Fiaport Manager Frocess Monfior Run
*Empl 1D 9059 |Q,| Temp Faculy
*Contrac I FACULTY_F16_JMC QY
Due date:  |O7O8NE 5]
d| Mexdin List | Ratify » Add

ol Save ||lo Return bo Seanch
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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.

Required for TA & GA.

Due Date Optional for Temp Faculty

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

Supervisor's Name and TA & GA Contracts Supervisors Name & Phone must be entered.

Phone Number Temp Faculty will not have this area to fill out.

5. Click the Run button. 1E Gontenct by Eovelid

Run Control ID; 0 Raport Manager Process Monfor E

*Empl ID FIHGIIG O, Temp Facully
“Coniraci FACULTY_F16_JMmC L=1
Duegate:  OTOAGINE i

Dean's Mame: Dean's Namea

[l Bave |||4* Return bo Search Preyipus | Mextinlist | B Notity | [ Add
The Process Scheduler Process Scheduler Request
Request page displays. ey fim Contral 10
Sarvar Namel FEUNN -;-| Rizn Date 04152016 [H
. . . Fecumence | | Run Time 11535758 Reset o Curvent DiateiTire

6. Verify settings if you S a

arerunning this for Process List

. . Sebaci DS Ml Process Haime Proceas Typs Ty “Fomas Diisdribartion
the first time, &  Temp Fac Confract by Empiid SITFO0E H0R Renart I Wan  w|[FOF  »||Distribution

otherwise settings
remain.

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

7. Click the OK button.

oo
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The prior page displays.

TF Contract by Emiplid

LT

I Process Inslance ¥F\-2h.’fﬁ'-|

Run Control ID: 0 Report Manager

8. Click the Process

Monitor link.
*Empl ID SOSHSGHSS  |D,  Temp Facully
“Contract FACULTY_F16_JMC a
Due date: 97082096 |

Dean's Mame:; [ean's Nama

ol Bave ||| Return bo Search Previous i List | o] Mesd in List =] Matify » Add Ahe s
. Pr L Server Lt
9. ClickRefreshtoupdate i
View Process Requesi For
the RunStatus. R ]
10. When Run Status shows ServarlPELURX w1 Mame iy e 5
Run Status, | i Status [ | & Save On Refresh

Success and the

D]Stribut]on Status iS Process List Permonaios | Find | view A | 7] B8 Frst & -3of3 W Lawt
Posted CliCk the Details Seberl Inplanoe  Seq. Prooid Type ::::“ Ui iy Dt Tives e Sadirn I;::I::"m' T
’ S050E1 S0R Report EuITFODE D&ST016 11:53:574M POT I Sl “ac-'.\e:] | Cwrtaiis |

link.

11. Click the View Process Detail

Log/Trace link.

Process

Ingtance 3505051
Name SUTFO0G

Run Status Success

Rumn
Run Controd 00 0
Locaticn Server
Sarver FSLINX
Recurrence
DratedTima

Request Created On 0452016 11:54:504M POT
Run Arytime After 04N 52016 11-53:57AM POT
Began Process AT 04N 52016 112550848 POT
Ended Process At 040152016 11:55:154M PDT

OK Cancel

Type SOR Repor
Descripion  Temp Fac. Comiract oy Emplid

Distribution Stafus Posled

Upddate Process

Hold Request
Cueus Request
Cancel Reqisest

 Destarte Request

Re-send Conlenl Restar! Regues!

Actions

Faramalers Trareshar
Message Log
Baich Timings
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12. Click the PDF link.

13. Verify the data.

View Log/Trace
Report
Report I 11970684
Wame  SJTFODG

Run Status  Success

Temp Fac. Contract by Emplid
Distribution Details

Distribution Node HASJPRJ

File List

Hame

SOR_SJTFODE 3505061 log
| sjl:ruoa_}ﬁumm.PDF[

SJU00E_3505061. 0t

Distribute To

Distribution 1D Type

Liser

Retsm

Process Iinstance 3505061 Message Log
Process Type SOR Report
Expiration Date 053002016
File Size (bytes) Datetime Created
1,608 Dui 1502016 11:55:15.232508AM POT
5817 Ddi1552016 11:55:15.232503AM POT
502 0441552016 11:55:15.232503AM PDT
*Deatribution ID

Statement of Terms and Conditions of Emplayment

College of Applied Sci & Arts
San Jose State University

T Temp Faculty

Date:  April 15, 2016

Cin tha recommendation of the DepaftmeantSdhool of Jounalism & Mass Comm and on bahalf of the Prasident, | am pleased to
fer you @ lmparany apgoniment to the Baculty of San Jose Stabe University The specific leems and conditions of this appoint-

menl are s falows:

Appointment Type Appaintment Period Effective Dates |
Par-dirmé; 020 (1/5) Samestid Appointmen - Fall 2016 F2-AUG-2016 10 Z3-DEC-2016 |
Reank Full-Time Base Salary Actual Manthly Salary Teal Term Salary |
Lecturer AY.A 5403800 807 60 £4 84560 |

You may be eligible to enroll in C5U Health Plans within 50 days from the date of hire if your appointment or combination
of appointments totals 40 or greater in one or more semesters(0.50 for counselors Alibrarians), Please contact your
benefits service representative at 924-2250 for more details.

Academic HR ProcessingManual

Page 160



Generate and Print the AppointmentForm

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- Main Menu q

Revision Form: Main Search Menu:
Menu > SJSU Human )
Resources > Workforce

L

Administration > 3 csuTemp Faculty »

TF/TA/GA/Appt- 8  Aertsisuy g

Revision Form. B campus Info ' Inployee Self Service
B seif service " = Atertsusu =] T
3 Manager Self Sevice * L)
0 sJsuU Campus Solutions * Alerl-5JSU Surnmary ;—q
3  SJSU Human Resourcd —  Global Payroll & Absence Mgmt >
3  Recruiting 3 Organizational Development b
3 Workforce Administratiy —  Payroll for North America " b aglll] Le
O wWorkforce Developmen 0 Recruiting » Ty
(3 Orpanizational Develop 8 Time and Labor —— k l .
B Entesise Loaning 03 workforce Administratid |_. Batch Contracts for GA
B3 Campus Communily " 1 |_. Batch Contracts for T. Faculty
8  student Admissions v ﬁd Recry I—' E:m,n '3'3':'”“5 for TA
I_! Records and Enroliment E - E ;Z:Lz: :r f:
3 cCumiculum Management L et = g
£3  SetUp HRMS * I_. Current Job Data Status Report
£9 setUp SACR i |_.| Employee Job Profile
3 Reporting Tools g | _.: Position & Job Reporting Struc
B PeopleTools 1 Il | TFITAIGA Appt-Revision Form |
B fEiissia i =l Temp. Fac. Contract by Emplid
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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.

TFITAIGA Appt-Revision Form

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

: Find an Existing Value Add a New Value

w Search Criteria

Search by: Run Control ID begins with

[l case Sensitive

| Search ||Advanced Search

Find an Existing Value | Add a New Value
TFITA/GA Appt-Revision Form

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

Find an Existing Value

Search Criteria

Search by:  Run Control ID begins with

[Icase Sensitive

| Search | Advanced Search

Search Resulis

View All  First 4
Run Control IDv

[

-11eof11 B Last

Language Code
English

Add a New Value
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TheTF/TA/GAAppt- TFITANGA, Appt-Revision Fom
Revision Form
parameters page Hun Conbral 10: 0 Repor kanages Process WMandor Run
displays. g
*Coatract Desc.: |”' Y_F16_MC 3, I
Select a form
4. Data entered in the [ ® bew AppointmeeiiForm | Revision Form
fields will print on the [ Action i Reason o | |
appointment form. (See Effective Date 4 Action Reason
the fo}loyvmg list of field i
descriptions.) Appointing Oficial _|[Cotege Dea
Click the Run button. Dept. Cotact - Nams & P [ Your tarme anc Phone Humter
Funding Changes
6. Enter the data to Deparment  Depamment Name Fand  Class  Project Pescenl ENL Date End Date
generate and a - j i
populate data on the 2 H L
appointment form. Hsavn || G Aehon to Seaecn || . o Metinlist || 5] sty b kd

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

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
Effective Date date of the contract will automatically populate from the contract.

only used if you have another action taking place, typically for funding

Action Reason boxes changes, such as splits. JED FSC for funding changes.

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

Initiating Official dept.)
L. . Enter the Appointing Official for you department. (Typically it would
Appointing Official 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 usedifappointmentis 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
arerunning thisfor
the first time,
otherwise settings
remain.
e Server Name: PSUNX
e Type: Web
e Format: PDF

8. C(lick the OK button.

Process Scheduler Request

Usar 1D Foun Controd ID 0

sarver Hamﬁl_P-h_L,.’:h v-l Rum Date 04152016 H
R“"-U"‘*"'-"i‘: v Run Time 1:2240PM Resel 1o Curent DateTame
Timse Zone a,
Process List
Skt Descrigilion Prittas Maime Prootas Typss Typst *F it CHat it
= TRITAIGA Appt-Revision Fom SJTFOD SOR Feport ;_.‘.‘-'_h: w| |PDF w | Distribution
Cancel
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The prior page displays.

A Process Instance is
assigned.

9. C(lick the Process
Monitor link.

10. ClickRefreshtoupdate
the Run Status.

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

11. Click the Details link.

TFTAGA Appl-Revision Foim

Rus Coedrod i: 0

“Empl 1D:
“Contract Desc FACLATY._ F1A_ M o
Select a larm

® Mow Appaintmant Form Revision Foam

Aciion HR Reason CON
Efective Date W ACEDN Reason
ImiliatEng Official Departmant Chair
Appodniang Official Callege Dean

Dept. Contact - Hame & Ph. |70 Name and Priane Numbes

Repor Manager

Process Monfor Run

Frocess Irstance 350505

Fumnding Changes
Deparimant  papartment Name Fund  Class  Project Percent EM Date Emil Date
" Code  Fheld
0, 2
C i
3 I} H
o Save =" Relum ko Search i) Mextm List ] oy 4 Add
Process List || Sereer List
View Process Request For
User I O Twpe | w) [Last ' Days w
Sarwar|FELUNE v Kame 4, Instance e
Run Staius | ] s tridasticn. Saanis | %| B Sawe On Resrosh
Process List Persoralze | Find | View Al | L] o First ‘& 14008 & La=t
felecl iilinée  Seq. Pyocei Type ;:::“ liser T Db Tirse: Ths Sharkes ',:;_:""’ Detmin
05063 S0 Regor SITFOIO WISGIE 123 0P% FOT [Euztass Fokd] [DeEe]
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12. Click the View
Log/Trace link.

13. Click the PDF link.

Process Detail
Process

Instance 3505062
Namg SSTFO1D
Run Stabus Success

Run Control M) 0
Locabon Sarvel

Server PSLUMK
RECUmens

DateTime

Request Created On 04185018
Run Anytme Afer 04152016
Bepan Process Al D4N152016
Ended Process Al DA 52016

View Log/Trace
Report
ReportID 1197965
Name  SJTFOI0

Rumn Status SUCCess

TRITAIGA Appl-Revision Farm
Distribution Details

Distribution Node HASJPRJ

File List

Hame

SOR_SJTF010_3505062 log
| sitro10_3s05062 POF |

S0010_J505062 oul

Distribute To

Distribastion I Type

Liger

_Refum

Type S0R Report

Description  TFRTAGA Appl-Revison Fam

Distribution Status Posted

124, 16PM POT
1-22:49FW POT
1-25.04PW POT
1-25:10FM POT

Process Instance 3505062

Update Process

Hodd Reguest
Queue Reguest
Camcel Reguesl

) Delete Reguest

Re-saml Content Restart Request

Actions

Parameters Transfes
Message Log

Batch Timings

Wiew LogiTrace

Message Log

Process Type S0R Report

Expiration Date 32016
File Size [bytes) Datetime Created
1,608 04/1512016 1:2510.155261FM POT
3,656 D4 15/2016 1:25:100155261PM POT
1 04152016 12510015526 1PM POT
"Distribution 1D
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The Appointment Form displays.

San Jose State University

[opsrant o Prnt Lt B4y

Temporary Facultv'Graduoate Assistant Teaching Associate Appointment Form Fukani Fam k- Fasculy A3y

Cremuieom " Coniscl Faoulty L8gm, o POL.2850

ESpctwe Jlaie Achon" Awmon® Efyciwe Do Acion’ Heanon”

Eﬁ I L] [ ]

R Bt I

Conhac Ty

Coniract Exred Diaim Bifults- Ve Ered Dhiw Entiloant Oriral Hire Dute E51 Conmte
| ILDEC-2016 1 TAN- 5081 I

Curremi Ceniract Tt SalPlan |
Tom Vew Cyole Foonon # | Departeest [d  Hame ot Codle Wemking Tithe (FEE Comg Ko Acnol Comp WTU FTE Frsnen
it 2 4 OREOLIN I05E Mewmalian & Mas Comn ikt | Lesmam AT-A el Ltk K=o | ol 5 00000 0 I i
Jab Hisdary
Efih Porirem Fucresy Faatm My Woaking Tick Dt Moo FTE Acrasd ¥ oo Chg Amn ChyPer Lo Rane
Thitt 15 B o hazmory aseociased wovd thas [ocimon
L ey —— Pesiug Dep Fud Clos B Fo LB EodDos Deparmsen Hes
Fall 2016 Cyele:4--Hire for Fall 2016 at 3.0 WTUs Correei= 1038 70000 10808 070115 N
e oy
D, Ll
Diepaiimienil Chair s trors  Your Hanee el Phions Blumi=sr
VP O R Dt
Crodl=ge Dean
azparerg C=za Sagrare. L
-
(Comment: (1.2, special compensation mstructions)
"
Comments: Fall 2016 Cuvele-d--Hire for Fall 2016 at 30 WTT s

Reiterate the appointment
information or other info as
needed.

Example: Hire for Fall 3.0
WTUs

14. Write inthe 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.

I
:

Job History
Effdt Position ActionFeason History Werking Title Dept Name FTE

There is no job history associated with this position.
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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
contractin 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 effectivedate

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 printa Temporary Faculty Contract Revision Form from the Reports section of PeopleSoft.
Using thisRevision Form will clearly communicate to Employee Support Services thatthisisa
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 willlearn the procedure for printing and completing the TF Faculty
Contract Revision Form.
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Revision with a Same EffectiveDate

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

Main Menu vl

Search Menu:

®

B2 CSU Temp Facully ||D CSU Contract Data

r

C5SU Contract Data

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

Find an Existing Value Add a MNew Value

Search Criteria

Empl ID: [begins with w | 999299999

CSU Contract Number: | begins with s

Department: Q
Contract Status: [= v | v|

Tem Q
Description:
Last Name:

[ Include History [ correct History [ | case Sensitive

=
Search Clear Basic Search & Save Search Criteria

Find an Existing Value | Add a New Value
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4. Select the
appointment that
needsupdating

The Contract
Status/Content page
displays.

5. Double check to make
sure the selected
ContractDatais
correct one that
needs updating.

6. Ifitis correct, click
Correct History.

CS5U Contract Data

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value || Adda New “alue

w Search Criteria

Empl 1D begins wilh | SOSG0G508
CEL Contract Number: | begins with
Departrmant i

Contract Status: |
Term: beging with ~
Descriplion; begins wilh
Name; W
Last Name DEQIng Wil v/

[Tinciude History Ccomect History [Clcase Sensitive

Search || Clear  Basic Search & Save Search Criteria

Search Results
Wiaw All First ‘& 12062 &/ Last

EmplID  CSU Contract Number Term Department
| BaEI9509 (DO0O2ZE15T 2164 1038
SEEHEEES | DD002E 159 21541038

Description Contract Stalus
| FACULTY_F16_JmC pctive
FACULTY_F15_JMC Active

Mame Lax! Name
Faculty, Temp FACULTY
Faculty, Temp FACULTY

Find an Existing Value | Add a New Value

Conbact ST osenl || TF Gontact Tote

Tem Facuh Prarnasa 10 Ee ]

Coniract SlatusContent VemAl & e o
CSU-Contract ! DOOCEM1ST DeetiD: 1 m Hi=l
E Date RN B et Sequence; Costract Desc; FACTY_FIG_JMC
“Cenbme Slatua: ;_"-_'f_-_"__ ™ Enlitrrmnl Tairn Esd Glalic i aing {5
RegRegho:  [UBA_ [0 Muigla Term End Dute: L
Corrsct Typee 000 |04 e ASpOiTR
Apmovedty:  [l&pprovert  [lagprowerz  [apperven
TF Coniact Detad Find | Wirw A Fimt & 1001 & Lasl

|
Posiion e [S0001620 |0 Lectunr AYE Bus, Unit SO0 B
Dgparin: 1038 Jourmaiem B Mass Comm JowCoge: 2308 SdPendind: 33n 03 0
Tanm HE Cyuie: L. Q ‘Comp Rais 4£00 030000
i Slart? W Acadernic Days Pasl: Tertal WL A oo
Comsimls: [Fira for Fal 2008 @l EDWT LS rf
HSwve || Relum i Sean il metinust (et (Dhoaon || B Upsswleges ) sk Hstary Cioat] Hetory:

Carkac S Cosian | FF Cosirac Tl
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7. Inthe Lower section, TF
Contract Detail, click
ViewAll to locate the SU Conlract & oz ]
row you arerevisingor | "™ : o
use the arrows to e . e
toggle between ———
semesters. b R e

If there is only one N e, L e Ut
semester, it will be — RE——— bob o e Phasvti: 53

the only one that g . -

appears. oo, TR — = «
8. Entertherevised WTUs oy : o

in the correct '

semester. £3 Canract & Dupc; 13 &) i

Comments: Enter ontrect siatuy; 5% gatimemen: Torrs Ex Datr

additional notes about B il Mutigh Torms End Dt

the revision in the o s

appropriate semester. w1 Dt P | view & .

Enter the date and your eontton o, BO0TTER [0, Loctue A 2 Bus. Uit wa
initials on when this was Dispartmart . 2t & WA : ot s Sal Panin
done. il = '

Note:Each semester [S— ey R | &
has its own Comments
bOX. e b Rl b Sagier &) kaelid sl Mty b A2 RN T PRE i HEKy

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

15. Click the TFContract gt [
Total page. a1 D

16. Verify therevised - o e
data for the Toe  Ompt Dm0y g T ey Fectegn Tembes o R e Oimo
semester(s). 6 B ; E W oo

17. Click the Save button. T o e [ [ e e

18. Printanew contract and
a nhew revisionform.
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Revision with a Different EffectiveDate

1. Navigate to CSU Main Menu -I
Contract Data >CSU Saarch Menu:
Temp Faculty >CSU

Contract Data.

2. Atthe Find anExisting CSU Contract Data

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

3. dick Search

Find an Existing Value

Search Criteria

)

ry

B3 CSU Temp Facully ||D CSU Contract Data

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

Add a New Value

Uinclude History

Search Clear

Find an Existing Value | Add a New Value

Empl 1D: begins with s 999395999

CS5U Contract Mumber:| begins with s

Department: QL
Contract Status: [= v | v|
Q
Description:

Name:

Last Name:

[Icorrect Histony [ case Sensitive

=
Basic Search [ Save Search Criteria
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4. Select the
appointment that
needsupdating

The CSU Contract Data page
displays.

5. Click the Correct
History button.

C5U Contract Data
Enter any information you have and click Search, Leave fields blank fior a list of all values

Find an Existing Value | Add a New Value

w Search Criteria

Empi 1D 500060008

CSU Contract Number. | begins with w

Departrant: Begins with |
Confract Status: [= wl | e
Term: begins with

Descriglion; Begins with

Name: beging with W

Last Name: Degins with w

[Jinclude History ] Cormrect History [ Case Sensitive

Search | Clear | Basic Search F g Save Search Criteria
Search Results
Wiew All First ‘& 1202 & Last
EmpdID  CSU Contract Number Term Departrment Description Confract Status  Name  Last Name
992599599 |000028157 21641038 |FACULTY_F16_JMC pctive Fatulty, Temp FACULTY
HEEEEEET | 000028159 21541038 FACULTY_F15_JMC Active Faculty, Temp FACULTY

Find an Existing Value | Add a New Valus

Cinmesct SlalsiContem | TF ot Tos

Tarap Fazsty Frraoa B [l

Coonnh et SRalicaiC o it Wiew Al TR ST L ]
CSU Contrast B:  [DONZRLST Mg 10 o] =
*EN Dt 210G | Ensctve Sequsca: [ Comirael Desez FACULTY_F16_JWG

“Consract Siates: S~ Enisterment; Term Endd Ciaie; e L

Hay Ragoa: uss 9 Whaltgrbs Tovrm Eng Duata: [0
Contraci Type: 0 3, Samanler Ajportiment

Apgrowed by Clapprovart  CTapp [ ape 3

TF Cortract Detadl Frd [VewAl  Frst ‘& 1ot b Lasi

Hi=l

Possion Mbr;  DOO0TAZ0 R Lagiere AY-8 B Une G0 S

L parlirsaal: Elice) Jogrmaer & Wass Some JobCedee 2356 Sl Plankind: 335 70 o
Torm: T | Cych: 4 A *Comp R S0 D000

"Late Stari7 N Q Acanamic Ny Peid: Torial WTLE B0

[ i fod Fad 3006 af .0 WTl r

Twvisan 1; Inreaem WL hom 5 0 k30 for Pl 205 7-30-708 3

i fam | G Bt Bagen | 4] fretes i (o i | (Bt | [ Ae | S Upstemapy | et iy

Cortrac! Stah saConten | TF Conia! Totsl
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Contrecd Sistuslonieni TF Coaniract Tokal

6. Click Add [+] sign once

Termp Facty Parsan I sEagnasin

(upper level) at the Coniract Stalus Caman w4 a N oyl
Contract Status/Content CSU Contract & (00029327 Dagall o 0 (==
s *EN Dt DRI 6 Efecive Sequence: o Comiesct Desg;  PACULTY_F18_JaC
area t‘o lnsert anew “Contract Siahm: |2 .‘-'-_ Titfement: Term En Dute: e LR
effective dated row. i TR T it 9
Contract Typee 006 10 O T a——

Amproved by;  approwert  Llagpioeen:  [lagpioeans

TF Contact Detad Fisd [Viem Al Frsl 4 18t b Lanl
HE

Posiion Wi D000 (O Lechuer AY-§ Bus UsC 5000 SJUS5U

Deparimeet 1038 Jousmaian & Maia Conm JobCode; 1958 BalPlanGrd: 115 /3 10

Tem: L Cycie: L o oo Hafer 4300 0son

*Laie Sart? Mo Acadamic Deys Paid: Tl WL RELL

Comments: e fov Fl 20100 31 B0 AT [

s
Fiirvein 1 e fikid T LS froem €00 %0 2.0 Fef Fall 26, 7-30-2008 4

il Save | G Astem b Seans Provin I W WetnLst | O] oty o As0 || e UpdaleDaplay | heiuos Histn

Corract SubsiCoraon | TF Convas Tl

7 Click the arrows by thel Contract Stadus/Condent TF Caantract Total
of 2 to view the Teny Faculty Person i) T
Contract Contract StatusiContent \igw Al (= W 1otz
Status/Content. They C5U Contrect # (00025157 DepeiD: 103 = ¥ [=
are identical until the "EN Date Erre-:uve sequence; | C Contract Desc: [FACLLTY_F15_MC
newest Effective Date is “Contract Status; (410 | Enttement: ferm End Date:
updated Rep Region: usA | Multiple Tesm End Date: [\l

Contract Type: (105 |C4 Semesier Appointment

Enter new Effective
Date.

Approved by: [ Apprower] ;-.:Amnnuﬂ? [._.Appm'uHJ

(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.)

TF Contract Detail

“Position Nbr,

DO0018H0 0, Lechurer AY-B

Joumalism & Mass Comm

Cyche:

4

Academic Days Paid;

Fest & 1pf1 &' Last
[ [=]

215U
Sal PlaniGrd: 335 /|3 = 3

Fird | View All
Bus. Umit: = 35000
Job Coge: 2358

'S
oy,

“Comp Rabe:

A300, COD000

Total WTL: | E"3'M3'3|

Depariment: glic-:]

Term: 2164 |Q,
*Late Start? LS R
i —

Aeasion 2 Dacraase 'WTUs from 5040 50

Reision 1 Increasa WL fram 6.0 b % 0 for Fall 2016, 7202016 Jl
Effective Data 10-1-2016 Ji

A

Field Description List: TF Contract Detail Page (above)

Field Name Description

WTU Enter the revised value in the correct semester.
Enter notes about the revision in the appropriate semester (large
rectangular box).
Comments 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.
. Conract SabesContant || TF Comtract Tl
9. Click the TFContract B TTE————
TOtal tab. Cipndvacl Dula
. . C3U Confeact Humbss: D000 2EH87 Depiill: 4003
10. Verify the revised data Contract Tetal Detal
for the SemeSter(S). Tria Dmpi  Cwpt Aams .!:' % .:'" Tem Complss L Pracion m”“
— Jinsmak T
Make sure you are :..':-F'T{': 1 g;:: THAE 135 3 7184 AB00 00000 0400000 &5 1ECN 00D 1
viewing the correct
effective dated row. s || Rntum i Saact o0 Metmlst Mokl | [k Asd | ) Updslemeptey sl inclos Hisry
) Cariract StaiusiCoriani | TF Comirad Toty
Ot S TF Conwact Tot
11. Enter Letter Code: CN1. T T e———
12. Review all data for e R A
CSU Combrac! Nember 300023157 Dl L] CN Dade: 001308 TR Seg: o
accuracy. Contesct Total Deind Porsonaiza | Find 100 B Femr 0 dorn @ Lasi
Tetis Mgl Dol B __:': ;,:n t"; Tem Comg Ruis ::Iu Fes=yar, ::r:r Tadwr. Gans :,:,'.I-‘_' Prr :,';; :"T:H :;:'T:"" L mar Lipd Ty
13 Cth the Save bUtton. ‘;": ;": :{j:_l{xc‘ 7380 I 1 FIES 00000000 GA00000 ANNA FEGO D03 18450 000 6 0000 A ';"._‘.'_‘;:_1}
14. Print a new contract,
andrevisionform 7 etar m Seaen 0 esinim | Enomy | A% || A UdmeDustny | a1 wciwes ey
and Send Offfor Contract SaheiContent | TF Confract Tokal
approval.
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Generate and Print the revised Terms and Conditions form

Generate anew contract with therevised information. Navigate tothe 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
pagedisplays.

2. Click the Search button.

Main Menu -|

Search Menu:

Ak

CSU Temp Faculty
Alert-SJS1U L

i e ImE [ 3 7
Campus Info he Self Service

ol B arsin
Seif Service Y brtsJasu =| Time Reporting

Manager Self Service v i

Empioyes Balanc

SJ5U Campus Solubong_ .
Report Time

Wiew Time

SJSU Human Resourcd —

Recruiting 3 oOrganizational Development g

L3

3

=

2

L3

B

3

]

8  workforce Administratid = Payroll for North America g1l Learning and [

1 waorkforce Developmen| = Recruiing '

03  Organcational Develop| ) Time and Labor — L e T

£l Enterprise Leaming £3 Workiorce Administraid =  Batch Contracts for GA

5 campus Community : el = =l Batch Conlracts for T, Faculty

0  student Admissions v [rTuiting A _-' Batch Contracts for TA

B4  Records and Enoliment b - _ Contract for GA

8 Cumiculum Management v I o

L1  SetUp HRMS ¥ =l Current Job Data Status Report

£  setUpSACH b |  Employee Job Profile

B)  Reporling Tocks . . Position & Job Reporting Struc

1 PeopleTools b _.! TRTA/GA Appl-Revision Form
P —— |5l Temp. Fac_Contract by Emglid |

TF Contract by Emplid

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

Find an Existing Value Add a Mew Value

Search Criteria

Run Control ID:| begins with s

[l case Sensitive

Q
Search Clear | Basic Search [&° Save Search Criteria

Find an Existing Value | Add a New Value
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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.

TF Contract by Emplid

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

. Find an Existing Value Add a New Value

w Search Criteria

Run Control 1D:

] case Sensitive

| Search || Clear | Basic Search ;lt':d Save Search Criteria

Search Results

View All First ‘& 1110011 ‘& Last

Run Contral 1D Language Code

English

TF Contract by Emplid

Run Contrad ID: O Repor Manajer
*Empl ID el 2 T Q| Temp Faculty
“Contract  |FACULTY_F18_JMiC a
Due date: [
T
HiSave & RetmioSearch | 1 J MetinList | [ENosty | [ Acd | | 5] UpsaleiDispia

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
arerunning this for
the first time,
otherwise settings
remain.
e Server Name: PSUNX
e Type: Web
e Format: PDF

7. Click the OK button.

The prior page displays.

8. C(lick the Process
Monitor link.

A Process Instance is
assigned.

9. ClickRefreshtoupdate
the Run Status.

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

Process Scheduler Request

Usar 1D

Foum Contrcd B0 0

saryer Namcl: PELIMY

¥
Recurmancs |

Time Zone a,
Process List
Select  Des
»  TempFac. Gontra Emgiid

oK Cancel

IF Contract by Emplid

Run Control B0z D

W | Run Date 04252018 H
“y Cuirieat Ir
v Rum Time © 21 02AM Resel o Cuirent DalaiTene
Proceas Mame Procias Typs Ty *Frormat Chstibitie
SITF0G SR Regort I web  w|[FDF I!' BiTibution

Report Manager

Process Manitor Fun

*Empl ID Frabataaty Tesmg Facully
*Coniract FACULTY_F16 i
Dhue diae: =
Dean's Namee: D=an's Name
T Save Rl 1o Seasch & | Ml ir List = Mobify 4 Add
Procass List
Wew Process Hequest For
Ui 1D A Type | b bod i =
Sarwnr | POLINK | ame Instance -]
Kun Slatus| ol Lo Doy . S8alus | b Save On Refresh
Process List Personalioe | Find | Vies Al | B | At 4 |
T Froces i i1 . 4
Seq. Process Type i Uner e Date/Tine Hue Stk e Dctmin
""" S0R Regon SJTFIE S4DSO0E %21 02AM POT I Sl ass Pusie :| I.'J'-.'h -’.l

ek 10 &
x| S Moty
Process ..
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11. Click the View
Log/Trace link.

12. Click the PDF link.

Process Detail

Priscess

Instance 3506075
Mame SJTFO0G
Run Status Syocess

Type S0R Repor
Descripthon Temnp Fac, Contract by Emplid
Disiribution Satus Pggied

Hun Update Process
Riusn Control ID D Hold Request
Location Servar Gueue Reguest
Sarvor ‘PALINY ﬁcu:el Reisest
L Daberte Request
i Re-send Condent Restart Reques?
DateTims Actions
Request Created On D4R52016 922 13AM POT Patamelers Transter
Run Amytime Afer 04252016 9371.024M POT Ieberiacage Log
Began Process Al D4050016 9:22 50aM POT Batch Timings
Ended Process At Da0%0016 23 4aam POT View LogTrace
O Cancal
View Log/Trace
Report

ReportID 1197978
Naime SJTFODG
Run Staius Success

Temp Fac. Contract by Emplid
Distribution Details

Distribution Node HASJPR.

Process Instance 3505075
Process Type SOR Report

Message Log

Expiration Date  DGAS2016

File List

Mame File 5ize (bytes) Datetime Created

SOR_SJTF006_3505075 Iog 1.608 D4/25/2016 92258 062499AM POT
| sitiooé_as0s075. POF] 8188 DARSR0ME §:22-58 D62499AM PDT

StD06_3505075 out 799 DAIPS20ME 0-22-58.062499AM POT

Distribute To

Distribution D Type “Natribution ID

Liges

; Rdl.m_ :
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13. Verify the data.

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

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

Statement of Terms and Conditions of Employment

College of Applied Sci & Ars

San Jose State uﬂﬂ'l‘rl-ﬂ"'

T Temp Faculy Date:  Beptamiber 30, 2016

On ihe recommendation of the Depanment'Schood of Joumaksm & Mass Comm and on behalf of the Presigent, | am pleased to

affer you a lEmporary appaintment 1o the oty of San Jose Stale University. The spedific lerms and condiftions of [his appoint-
ment are a5 Tollows:

Effective Dates
O1-CHET-2016 1o F3-DEC-2016
otal Salary

§11.530.00

Appointmant Type

Part-ime. 0,40 (15
Rank
Lecturer AY-B

Appointmant Pencd

Semesher A rimenl - Fakl 2016

Full-Time Base Salary Actual Monthly Salary
54 500000 31.520.00

Yau may be eligibbe 1o enroll in C5U Health Plans within 60 days from the date of hire if your appointment of combination
of appolntments totals 40 or greater in one of More semasters(0.50 for counselors Alibrarians). Please contact your
benetis service representative at 324-2250 for more detalls.,

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.

Curmiculum Management
Sal Up HRMS

Set Up SACR

Reporting Tools

Peopie Tools

A

Confract for TA

Current Job Data Status Report
Employee Job Profile

Position & Job Reporting Struc

TFITAIGA Appt-Revision Form |

Main Menu -I
Search Menu:
3 CSU Temp Faculty 4
O Alert-8JSU J
3 Campus Info ' be Self Service
£3  self Servi =1 Ti i

Self Service Y brsJsu (=21 Time Reporting
—1  Manager Self Service ¥ o
_'I S\:S'LI 'C-af'-ll:-.JE S{“U.":ln & ¥ ft-SdsL I‘."-I.I'l'1"'|F|I':|- !*ﬂ'lpl'.uéé Balance

g I z 5 = FerT— TR ] Report Time
£  SJSU Human Resourcd 1 Global Payroll & Absence Mgmt ' Yiew Time
E1  Recruiting £ Organizational Development b
C1  \orkforce Administraiq —  Fayroll for North America . '.;rﬂii Leaming and D
C . 'y

3  Workiorce Developmen| —  Recruiting F1a
£3  Organizational Develop L3 Time and Labor = ¥ ! 5J- Enroltin Traini
C1  Enterprise Leaming 3  Wondorce Administratiq =  Balch Contracts for GA
3 Campus Community b ]  Batch Contracts for T. Faculty

Can WTILNi
B it Advissions s kruiting 4 = Batch Contracts for TA

] Confract for GA

—J Records and Enroliment k =l Hompuct e
i |
|
B |
|
i |

2l N Qearrh

4

Temp. Fac. Contract by Empiid
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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
appointmentform.
(See the following list
of field.)

5. Click the Run button.

TFITA/GA Appt-Revision Form

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

Find an Existing Value Add a New Value

Search Criteria

Search by: Run Control ID begins with

[Icase Sensitive

Search Advanced Search

Search Results

View Al First ‘4 1110011 B Last
TEITAMNA Appl-Revision Foam

Run Control ID: 0 Fieport Manager Process Manitor Foun

Temp Faculty

“Contract Desc.: |_|""' ULTY_FIE_JMC '"{J

Select a form

New Appointment Form ® Revision Form

I FEan ] Spring 2| Revision Numbes I
EHective Ilmw| 108012018 *i; .'.'l{tlnn‘4"-‘-'-' I RE@&DI“ TBC ]
Iitiating Cfficial Department Char

Appointing Official Cpllage Daan I

{ept, Contact - Nama & Ph, | Yiour Mame and Fhane Number [
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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

e Fall: Click the box for a Fall Revision.
e Spring: Click the box for a SpringRevision.

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

arerunning this for
the first time,
otherwise settings
remain.

e Server Name: PSUNX

e Type: Web
¢ Format: PDF

7. Click the OK button.

Precess Scheduler Request

Usar 1D Run Cosbrgl 1D O
sarver Mams] PSLIR v]|  RunDate uz5201E il
Recarmence | | Run Tirme |2 56 20PM Fiersed 10 Cuiment DateTime
Tirme Zone & |

Process List
Sebect  Description Process Mams Process Type “Type *Format Distritetion

o  TFITAKGA Appt-Rovision Fom SITFO10 S0R Report l".;.'.-h w|[POF w|jOmstrizton

(= Cancal
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The prior page displays.

A Process Instance is
assigned.

8. Click the Process
Monitor link.

9. ClicktheRefresh
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.

TR/ TANGA Appl-Revisson Fosm

Rum Controd 1D; 0

‘Empl ID; | FESREE % ramp Fac ity

“Contract Desc.: FACULTY_F16_JMC
Sebect a form

2 New Appointmsent Fonm % Ravisbon Foom

B Fan " Spaing 2 Revesaon Numbser

Effective Date 100012016 W] Actian PAY

Imiliating Oifcial Diapariment Char
Appointing Official Colege Dean

Depl. Comtact - Nams & Ph | Tour Hame &0d Fhone Numibe

{ii Save | (G Retum o Search Fraviows 0 List [

Procass List || Sereer L

Wiew Procoess Request Fos

Reasaon THC

Negxl in List

Fropess Monitor Fun

Repor Manages

Process Instance: 3505081

= Nty

10w v [Es—

U il A Tres [ b | L
Squmi‘_-l_\ﬁt__v LELC =4 Wsiance L
Run 5.1.::1::;: T‘-" Disdribution Stalis _ '-'\-"‘E Bl Save Om Aetesh
Process List Permonaize | Fid | view i | 7] £ Fast & 122 W Lasd
Select inamnoe  Sen. Provess Type ""‘l'l"l‘-‘:“ s P Dl Time s Saatis um";:HMI Deteibs
380505 S0R Report EJEFOHD DS 256287 POT | Suciess Posied | ['_'\ela sl
505075 SOR Repon SITFO0E DSOS 21 024N POT St Laks Proaled Dty
G0 mack tn TFTAGA Appl-Rewision Fom
o Save |5 Motity
Process List | Seover Lisi
Process Detail
Process
Instance 3505081 Typé S0R Raport
Nama EJTFOD Duscripion TFITAGEA Appt-Fevision Form
Run Stafus Sucoess Distribution Satus Postes
Rumn U pdate Process
Rum Control Ik O Mol Redguest
Locaton Sefs Dueue FRequest
Server PEUMX Cancsd Requast
B ./ Dalabs Requast
i Ae-send Conbent Restart Requast
DigtaiT hames Acihons
Requast Creaded On 04252016 57 43°M POT Parameiers Transfar
Rain Arytines Afes QL2506 56 F0M POT Wi E0E LoG
Began Process Al J4R25016 2521400 POT Safch Timngs
Ended Process Al D4Q52016 252 F1PM POT Wi LogiTracs
0 Canced
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12. Click the PDF link.

View Log/Trace

Report
Report I 1197284
Hams SJTFDM0
Run Status Success

THRTAGA Appl-Revision Form
Distribution Details

Distribution Node HASJPRY

File List
Namse
SOR_SJTFO10_3505081 Jog

|sitm10_3505081.POF|
5t10_3505081. out

Distribute To
Distribution ID Type

User

Return |

The Revision Form displays.

13. Review for accuracy.

San Jose Stane Unmiversity
TETAGA Comtract Ervision Form

ru Spng  Amdsio

o o B - - =

el oo A DO T B TR O T e
ROTE  To pvoid ey = roowssng. a0 dcion S eamor Code VUTT be orovided Yo charges 1 Dorinecd Dl

Process Instance 3505081
Process Type S0R Report

Message Log

Expiration Datle DEO2016

Datetime Created

1,608 Q4/25M2016 2:58:21.031105PM POT
B 385 042572016 2,58:21.031105PM PDT
170 0M/25/2016 2:58:21.031105PM POT

File Size |bytesa)

*Distribustion D

e fom = F oy Afam
Gaitern " Contad P ooy ARn, W 42430

i b i LG . B A L fBeras Ty &l
E% IEI‘ [(Temp Tacmitr | [ommr mrorrvneme “
Dals

" B ——— s B copmesamcso

U aimeal el w1 Dt Tl Pl

Tom Ver Cyce Beaen 8 Deparment 1 Mama T G Wshing Tite =T CoepBee kvl Cexp WTU FIE Friwoe.

Jig4 IS 4 QBONOAID ) BGE | Fearmabems & M Comem s Lacrams AT-R AT A pi ] L 1 B0000) e

dliE JHE 4 OB KO el & R O 1349 Lerranmn AVE 35543 AR N (e (Rt Ll

dob Heremey

] Foamay o Toatan Hewy awking Tkt ot Tt FiE Aral Comp Thgdan TP Comp R

Tharw ox i pol kv nasncinsed Wt tha oz

Commenh (L, rpecinl (ompen e mnfrwcimn|

Fall 3018 Cycla:4-—Herw fox Fall 006 21 6.0 WTU=:

Rerriuca |: laomsase WTs from &0 40 90 dor Fall MUE 7-38-280146 IL.
Bavizion I: Decrsns WTL: fom 5.0 40 §.8. Effectres Duts 10-1-2016 L

Lo o
B Ehakt Tur e pod Prore bhudh
rinmg (S ey o
| Cobege Dapn | Eaierie
A T pe -
L1 et e
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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 pagedisplays.

2. Click the Search button.

Main Menu
—L

Search Menu:

&)
Ld CSU Temp Faculty ¥
1 Alerd-5J5U ¥
—  Campus Info ' be Self Service
Ld Self Service & ST =0 Time
L1 Manager Self Service b =.:i:>
1 SJSU Campus Solutions » FHSISU Summery Cmpio
00 =JoU Human Resourcd —  Global Payroll & Absence Mgmit 4 | _pu;
3 Recruiting L Organizational Develop Active Position List

Active Position List

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value
Search Criteria
Run Contral 1D: | begins with w |
| |I:Zaﬁir Sensitive
Search Clear Basic Search & Save Search Criteria

Find an Existing Value | Add a New Value
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3. Click a Run Control ID
link.

The Active Position List page
displays

4. Enter information:

e SETID: Enter SJOOO

e Department: Enter
your department
number

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

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

5. Click the Run button.

Active Position List

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

Find an Existing Value Add a New Value

Search Criteria

Run Control I1D: | beqins with s

[Icase Sensitive

=
Search Clear | Basic Search @ Save Search Criteria

Search Results
-11of11 B Last

Language Code

View All  First A
Run Control ID

[T] English

Active Posilion List

Risn Controll ID: 0 Report Manager Process Morsbo
Report Request Parametars
Priefl Attive Posiion List
Setily: || SJ000 s 3 |
Department: [ 1053 O] [ DeaniaVP Report
Sort Oplions
! Bort by Name within Job Grodps
! Sort by Job Tithe, Nams
® Sort by Position Nember, Hame
il Save ' Retum i Ssarch U] Mexiin List = Nty & Add
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The Process Scheduler
Request page displays.

6. Verify settings if you
arerunning thisfor
the first time,
otherwise settings
remain.

e Server Name: PSUNX
e Type: Web
e 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. ClickRefreshtoupdate
the Run Status.

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

Process Scheduler Request

User IO Run Contral 1D 0
Server ham-.-l PELIN e Run Dain 252006 W
Recurmencs | Hum Tema 317 50PM Figesed f0 Currend DabeTime
Tima fons L=}

Process List

fmlect  (mwcrgption Srrcra Kams Proceas Type “Typa *t mmal Amibartaee
Active Position List SUHRO ] SOR Report I [Weo  w][POF  w||Dustribuson
[0  Activeinacive Erghoyes List SJHROZ1 S0R Report | wiat ! | FOF w | DistribasSion

Active Posation List

Run Contred I0: 0 REsnon Manager

Report Request Parameters

ACtie Position Lis
Splil: | SJ000 a,
Department: | 1035 A [ Dean'AVP Report

Sort Options
Sart by Mame within Job Growps
501t by Job Tite, Narme

% Saort by Position Mumber, Nams

i Save 7 Rehen to Saarch & | Mot in List Matity & Add

Process Lisi

Wiew Process Request For
Lisewr 1D 4, Type | | Last e Ciarys - Refrasn
Sarwnr| FELINY w Wame 1 Inslance
Flun Status W [ st Soabis | W Gawe On Refeesh
Pocsowas Lisr Aeesoraize | Foad | View &l | Y | 5
Select nalance  5e0 Process Typs :_,I,.,_':“ Iner Run CunesTims Run St '__1.“ Cewdy
J 5 ] [O=ais]
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12. Click the View
Log/Trace link.

13. Click the PDF link.

Process Detail

Process

Instance 3505082
Name SUHRO1D
Run Status Syuccess

Type S0R Report
Description Acfwe Postion Lst
Distribution Status Pggied

Hun Update Process
Run Control 80 0 Huold Request
Location Server Dusug Request
5 r FELNX --\. Cancel Request
- () Desete Request
it Re-send Content Restart Requesd
DiateTime Actiods
Request Created On 04252018 314.45PM POT Paramsiars Transter
Ran Amytsme Aftgr DA252016 3 1250PM FOT MigEzage Log
Bagan Process At DER252016 3 15:2TPM FOT Baich Timings
Ended Process Al 04252016 I 1538PM POT “Wiew LogTrace
Onl Cancel
View Log/Trace
Report
Report ID 1157385 Process Instance 3505032 Message Log
Name SJIHROM0 Process Type SOR Repoit
Run Stalus Success
Active Positson List
Distribution Details
Distribution Node HASJPRJ Expiration Date DE0R2016
File List
Mame File Size [bytes) Datetime Created
S0OR_SJHRO10_3505082 log 1,608 04252016 31538 850245PM POT
[ gjhr010_3505032 PDF | 9340 04/25/2016 3:15.38.850245FM POT
sihri10_3505042 out 176 042612016 3:15:38.850245PM POT
Distribute To
Distribastion ID Type *Distribastion I
Lrser
Retum
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Report ID: EJHRO10 San Jose State University Report Date: 06/23/06

Dage 1 of 3 Active Position List Report Time: 15:06:58
Department: 1008 Rocket Science Sert by Name within Job Group
Posn Type/
Pogitien Job Pogiticon Short CSU Reg Poa Pocs Pos Max EE
Humber Code Descriptien Deacr Unt Tmp FTE Budg Pool Ine | Emplid/Red Incumbent Name FTE Fund-Account-Class-Project*
Faculty
Q0004678 2360 Professor IF AY-5 oe3 R 0.80 T 100 1||co000 40 Namel 0.60|| 10005-601100
0000453% 2481 Dept Chair DC 12-5 ag3 R 0.40 Y 100 1| 00000 /1 Name 2 0.40/) 10005-601101
Q0001210 2358 Lecturer AY-L LEC A¥-L 0832 T 1.00 ¥ 100 539%|/00003 /0 Name 3 0.20/| 10005-£01812
Q0004446 23539 Professor IF RY-5 og3 R 1.00 T 100 1l|jcooo2 Jo Name4 1.00]| 10005-€01100
00001300 2358 Lecturer AY-A LEC AY-RA ag3 T 1.00 Y 100 %9%| 00422 /o Name 3 0.60/) 10005-601813
00001300 2358 Lecturer AY-A LEC AY-RA ag3 T 1.00 ¥ 100 %3%| 00010 /0 A\iME6 0.20/) 10005-601813
Q0001230 2358 Lecturer AY-B LEC AY-B 083 T 1.00 Y 100 %3%5| 00480 /2 _\731115? 0.40/| 10005-€0181%
Q0001290 2358 Lecturer AY-B LEC AY-B 083 T 1.00 ¥ 100 93%|/00521 /0 ::_ﬁ:g 0.27|| 10005-601813
Q0001290 2358 Lecturer AY-B LEC AY-B 083 T 1.00 Y 100 93%|/00482 /0 Name 10 0.2 10005-60181%2
00002120 2354 Teaching Associatse TCHNG ASAY 083 T 1.00 ¥ 100 %9%| 00438 1 Name 11 0.13]| 10005-601304

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 andis notindicative of any employeelevel 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.

Report ID: STHRO21 S8an Jose State Univeraity Report Date: 06/23/0&

Pages 1 of 3 Active/Inactive Position List Report Time: 15:40:12

Department: 1006 Rocket Science Sort by Name within Job Group

Posn Type/ Pos Pos

Position JebCd/ Poaitien Short C8U Reg Pos Poa Pos Max Bff Bff EE

Number Grade Description Descr Unt Tmp FTE Budg Pool Inc Date Stat Emplid/Red Incumbent Name PTE Report To Name

Faculty

00004678 2360/5 Profeasor IF AY-5 083 R 0.60 Y 100 1 07/01/05 A 000! /O Name 1 0.60 [ Santari

00004539 2481/5 Dept Chair DC 12-5 082 R 0.40 Y 100 1 07/01/05 A 000( /1 Name 2 0.40 D Santari

00001210 2358/1 Lecturer AY-L LEC AY-L 083 T 1.00 ¥ 100 989  01/01/01 A 000¢ /o Name 3 0.20 [ Santari

00004446 2299/5 Profeasor TF AY-5 083 R 1.00 Y 100 1  07/01/05 A  000( Jo Name 4 1.0p D dentaz
’ ’ ’ Name 5 D Santari

00001200 2358/2 Lecturer AY-A LEC AY-A 082 T 1.00 Y 100 8%% 0L/01/01 A 004 /9 Name € 0.80 5 sancazs

00001300 2358/2 Lecturer AY-A LEC AY-2 082 T 1.00 Y 100 999 01/01/01 & 000! /0 Name 7 0.20 D Santari

00001350 2358/3 Lecturer AY-B LEC AY-B 082 T 1.00 Y 100 999 01/01/01 A  004f /2 Name 8 0.40 D Sancari

000013280 2258/2 Lecturer AY-B LEC AY-BE 083 T 1.00 ¥ 100 993  01/01/01 A 0052 /O Name 9 0.27 & Johmsen

00001350 2358/3 Lecturer AY-B LEC AY-B 082 T 1.00 Y 100 999 0Ll/01/01 A  004f /o Name 10 0.3 D Saneari
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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

Navigate SJSU Human
Resources: Main Menu
> SJSUHuman
Resources >
Workforce
Administration >
Current Job Data Status
Report.

Main Menu ]
1

Search Menu:
|f}.3::l
s
-
w
d CSU Temp Faculty ¥
= Aern-5J5U ¥
C-am 10 2 . . 1
CAMTIR0 S e Self Service
—  Selfl Service k :
elf Service brl-SJ50L =] Time Reporting
—d Manager Self Service ] =
3 sJSU Campus Solutions g, Jabit) chuniney. REVLYSE e
0 548U Human Resource Giobal Payroll & Absence Mgmt ’ iew Time
Crganizational Development b

= Recruiting

e

orce Administratic

ERDPRPEE

Fayroll for Morth Amenca

; 'b_-|ﬂ_ Learning and De

i | Recruiting e

3 Time and Labaor ¢ | S4Enrollin Trainin
1 Workforce Administratig Batch Contracts for GA

9 Campus Community ¥ | Batch Contracts for T. Faculty

1 Shedent Admissions
1 Records and Enrollment
= Cumculum Managamant

— SetUp HRMS

]

“ruiting A Batch Contracts for TA

Contract for GA

Conftract for TA

Cumrent Job Cata Status Report ]
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2. Click Search to use an
existing run controllD.

3. Click a Run Control ID
in the results.

The Current Job Data
Status Report page
displays.

4. Enter information:

e Department: Enter a
department ID

e Dean/AVP Level:
Check if you have
security access and
enter adeptid ata
Dean or AVPLevel

e Sort by:
¢ (J)ob Function
e (P)ayroll Status
e (A)ction Reason:

Enter]J. Thisis the
most useful
report display.

5. Click the Run button.

Current Job Data Status Report

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

Find an Existing Value

Search Criteria

[ Case Sensitive

Search Clear

Search Results
Firgt 'A k' Last

Run Control 1D Language Code

@ English

Wiew All 1-11 of 11

Cunrenl Joly data Stabus Reponl

Run Control I0: 0

Deparment] 173 L Dean AVE Level

Soit by (JiobFuncion  {Phayrodl Status | (AJCHon H.M:quI

) Save || [ Foetunn to Seanch A

Basic Search &

Meeod iin List

Add a3 New Value

Save Search Cnteria

Fepart Manager Process Morilor

=] Maotify & AL
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The Process Scheduler
Request page displays.

6. Verify settings if you
arerunning thisfor
the first time,
otherwise settings
remain.

e Server Name:
PSUNX.

e Type: Web

e Format: PDF

7. Click the OK button.

The original parameters page
displays.

A Process Instance is
assigned.

8. Click the Process
Monitor link.

9. dlickRefreshtoupdate
the Run Status.

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

Process Scheduler Request

Rum Controd B0 0

Run Dwie D472 5000E

Run Teme 333:00PW

Usir D
Seiver *rﬂu:q PELMX ey I
Recurmens w
Tirme Zone aQ,
mcass Lisi
it ez i Prodea s Maimne
_1,- S.JHR0ES B HRMS
Current Job dala Slatus Repodl
Run Comtrod I0; 0
Department: | 1055 4, DeaniAVP Level

Soat by [FlobFunciion | (Phayroll Status | (Apction Reason; =

n Save F Return [ Search

Procass List

Wihirey Pl ot For
Uses iD 1 Type || Lt
Sarwer | FELINE et Hame
Run Sizius, fd Disiribuiion Siatus
Prostess Lise
=it pe  San Process Typs u'f" [[EF2

el o Lisd

natanie

e

Proceas Typs

Repart Manage

=] Moy

(L

| Sawe On Halresh

Reset o Curent DateiTime

*F it

Diatfibuiticn

Sl

Academic HR Processing Manual

Page 192



11. Click the View
Log/Trace link.

The Report/Log Viewer page
displays.

12. Clickthe PDF link to
open the report.

Process Detail
Process

Instamce 3505085
Name SJHRO1S
Rish Stakis Sacess

Return

Type S0OR Report

Descriplion SJHRO1E
hstribution Stalus Posted

Run Update Process
[Rusn Controd D0 0 Hiold Redquest
Location Seryer Gusue Request
Servar PEUNX ’.EM:H Rejisest
L} Defete Requeest
Roomrmnce He-send Conient Reslard Hequesi
DateTime Actions
Reguesi Created On 02252016 348 3TPM POT Paramsiers Transher
Run Anyleme Aler 04242018 33300PM POT IMassage Log
Began Process At DARSA016 345:54PM POT Bafch Timings
Ended Process At 04252016 3 4500PM FOT Wiew LogTrace
(54 Cancal
View Log/Trace
Report
ReportiD 1197943 Process Instance 3505085 Message Log
Hame  SJHRO15 Process Type SOR Report
Run Status Success
BJHRDMS
Distribution Details
Distribution Node HASIPR Expiration Date DE0E2016
File List
Mame File Sire (byles) Datetime Created
50R_SJHRO15_3505085 109 1.608 Q4252016 3:45:00.486588FPM POT
lﬁi"'l'ﬂ'lf-_:lﬁﬂ'ﬁﬂﬂﬁ F'DFI 7402 Q42526 3:49:00.486588PM PDT
sjhr(15_3505085 out 152 Q42652016 3:40-00 486588PM POT
Distribute To
Distribution 10 Type *Destribution ID
Liger
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An example of the report follows:

Report [D: SIHRO1S San Jose State Universily Report Date: 04710003
Page 1ol 2 Current Job Data Status Report Repor Time:  (&:41:26
Department: 1023 Urhan & Regional Planning Sort by Job Funetion Process Instance: 111326
Posilion Action Action Joh Comp. EIT. EIE Appl. Appl. Exp. Payrall PPT.
Emplid - Red Namg Numbear Action Reason Date  Code Rate FTE WL Fraction  Seq.  Dule End Date  Dur  Rin, Date Slatug Run Dt
Faculty
Joh Function DC Department Chair
00007970- 1 Testd, Tesi 4433368628 O000E4327 FAY  DCH 1271202 2481 1486 0.2 000 R 1] (83002 FPT Generated 1271202
Job Function TEN Tenure Track
000007970- 0 Test4, Tesi4433368618 O0DDZ32E PAY  TBC 0970402 2360 4724 08 00 bbb 1] 08/22/02 FPT Generated 090402
000011090- 0 Test4, Tesi44333T1748 0004693 RFL PDL 082302 2360 GAEL ] 0.0 R 1] (18/22/02 FPT Generated OR300
O00099867- 0 Test4, Tesi 4433459914 OpODT7476 HIR - APT 0970302 2360 4641 1 K] bbbl 1] (8/22/02 FPT Generated 090302
Job Function Temp LEC Lecturers
000027171- 0 Test4, Tesi4433387429 OOOB13A9 REH  REH 0271703 2338 LX) 15 0 412103 052703 81 FPT Generated 02717038
00003336 1- 0 Test4, Tes4433396019 ORODL3AY REH - REH 010903 2338 EX] 15 n 012103 052703 81 FPT Generated 0212038
O0003GRGED- 0 Tesid, Tesi4433397327 00001430 REH  REH 0370202 2338 A0 15 1} (82202 052703 ¥l FPT Generated 091502
O00042537- 0 Test4, Test4433403 195 OOODL3AS DTA - APT 0772502 2338 am 15 n (8/22/02 0527103 Y1 FPT Generated 1071702
ODOOETI08- 0 Testd, Tesi443344H1376 OD0DL439 HIR  APT 0171802 2338 X /5 o 012202 052902 Await Furthur Act,
0300493 0 Tostd, Tesi 4437047065 o0p0D13AS HIR  APT LX) 15 o 012103 0527403 81 FPT Generated 02RO
O036T1637- 0 Tast4, Tesi 4437048239 OpOD1439 HIR - APT EX] 15 n 012103 052703 81 FPT Generated 030703
OO3TO9941- 0 Test4, Tes 4437066300 ODDDL439 HIR  APT 0172403 2338 W /s o} 012103 052703 51 FPT Generated 03DE03
Job Function Temp TA Teaching Associate
002235611- 0 Testd, Tesi4435594397 O0DOZ190 HIR  APT 0272103 2354 1227 04 00 bbb 1] 012103 052703 81 FPT Generated 2/2103
Student
Job Funetion STD Student Assistant
O0009TRO0- 0 Testd, Tesi4433457925 ODDDZT60 HIR - APT 0872202 1870 121 0 R 1] 080102 (80106 Awail Furthur Act,
O00097&00- 1 Testd, Tesi4433457925 Op0DZTAS HIR  CON 1171202 1870 121 0.0 R 1] 490102 LG Mo FPFT Required
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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

Mumber

Position Number The position the employee is hired into. OUHI06G 2

OO04THR

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 Action Action
(TBC). The lower employee had a Data Change (DTA) Action Reason Date

because of an Education Degree Update.

Action Reason

PAY  TBC 091502

Indicates when Personnel Services entered the DTA  EDU 0701701
information into PeopleSoft. (Do not confuse this with

Action Dat
ction Date Effective Date.)
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Field Name Description Screenshot
Number that corresponds to the type of job the ﬁzlu
employee holds. -
Job Code In this example, both of these employees are =300
Instructional Faculty. 2360
Comp Rate Refers to the monthly full-time salary.
Caomp.
R:LICP FTE WTL Fraction
All of these numbers refer to the amount of time the
FTE WTU Fraction employee has been hired to work. The numbers will 1821 (0 13.50 910
vary betweenemployees.
Number of entries in Job Data on the same effective date
for the employee. In this example, the top employee shows Eff
a 1. This means the employee had two entries to their job Seq.
Effective data on the same day. The first event was zero and the
Sequence second event was one. The lower employee had only one I
event take place, indicated by the 0. 0
Effective Date Date the job record began.
Appointment End Date the appointed job will end.
Date
Length of the appointed job:
e S1: one semester appointment
. e Y1:one year appointment EfT. Appt. Appt.  Exp.
Appon_ntment ) Dhate E',n-.ll[).;m: nlm Rin, Date
Duration e Y2: two yearappointment
e Y3: three yearappointment
&0 090102
0121703 052703 51

Expected Return
Date

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

Payroll Status

Description

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).

Screenshot

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
currentdate.

Payroll PPT.
Status Run Date
PPT Generated 06/14/02

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.

Await Furthur Act.

No PPT Required
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Chapter 5: Where to find what you are looking for — Personal and
Job Data

View Personal Data

. Main Menu
. Navigate Workforce '|
Administration:Main e ——" .
Menu > Workforce 2 i
Administration > X
. 1 C8U Temp Faculty L
Personal Information >
. 1 Alert-5J5U ]
Modify a Person.
—1 Campus Info ' ke Self Service
<l Self Service " brsusu =] Time Reporting
J  Manager Sell Service k 1
SJ30 Campus S g b [rt-5J5U Summary Employes Balance ing
—1  SJSU Campus Solutions rl- J Persongl Phonas Rapor Time
1 SJSU Human Resowrces b rt-5050 Personal Email iew Time
1 Recruiting ]
| | = ranhic:
01 workforce Administrati] —  Personal Information S
083 workforce Developmen| —  Job Information L1 Organizational Relationships
A L dd a Person
03 Omanizatonal Develop{ —  Labor Administration - M.
&1 Fntemrisa | aaminn g L= __Modify a Persan I
2. Enter Search Criteria Personal Information
such as an employee Enter any information you have and click Search. Leave fields blank for a list of all values.
id or Name.
3. Click the Search button. Find an Existing Value
Search Criteria
Empl 1D begins with “ |/999990990
Name: | begins with W
Last Name begins with v|
Second Name [begins with V|
Alternate Character Name -n.f,-g ns with v|
Middle Name -:'JE{]-’!E; with » |
[l include History Ll case Sensitive
=
Search Clear | Basic Search & Save Search Criteria
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The Biographical Details
pagedisplays
biographical
information.

Contact Information

Displays address, phone
and email related
information.

Note:Contactinfocan
be updated by the
employee inthe Self
Service pagesof
PeopleSoft.

The address type of
Campus will display in the
campus directory.

Biographical Details

Temp Faculty
Mame
Effective Date:
Format Ty pe: Eniglish

Display Name:
Biographic Information
Date of Birth:

Birth Country: Usa
Birth State:

Birth Location:

Biographical History

Etfective Date:

Gender:
Highest Education Level:

Marital Status:
Language Code:

Alemate 1D:

* National ID

D3NG62016

Temp Faculty

Contact Information

Person ID;

Find | Wiew All First ‘& {1of1 &' Last

View Name

Years Months  Date of Death:

United States

Waive Data Protection:
Find | View All First ' far1 ‘& Last
D3MB/I2016
Female
Mastars Leval Daegrae
Linknown Asof:  pauem0is

Full-Time Student

Personaize | Find | View Al | 2| & First ‘& 1of1 &' Last

Country Hational ID Type Haticnal ID Primary ID
LIS Social Sacurity Mumbear of
Biographical Details Contact Information

Temp Faculty Persan 1D: D00000000

Current Addresses
Address Type As Of Date

Home 031672016

Phone Information
Phaone Type

Business

Email Addresses
Email Type

Business

A

Telephone

Email Address

Personalize | Find | View Al | 2] ] First ‘A& 1o0f1 &' Last
Status  Address

“View Address
Detail
First ‘&' {of1 &' Last
Prefermed
o

Personalize | Find | (2| ER

Eglension

Personalize | Find | £ | iR First ‘&' 10of1 & Last
Preferred

'

Academic HR Processing Manual
Page 199



View Job Data

1. Navigate to Workforce
Administration: Main
Menu > Workforce
Administration > Job
Information Job Data.

2. Enter Search Criteria
such as an EmplID.

3. Click the Search button.

[ include History

w2 Self Service
rt-SJ S0 —

i-SJISU Summarny
ri-SUSU Perzonal Phones
rt-SJSU Personal Email

Main Menu -I
Search Menu:
® =

8  CsU Temp Faculty

0O Aert-sJsu L
3  campus info ¥
O self Senvice r
03 wmanager Self Service L
03 sJSU Campus Solutions »
[3  5JSU Human Resources ;
03 Recniting »
8 workforce Aﬂminigtraﬁc1 3 Personal Information
3  workforce Developmen

Job Data

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

Find an Existing Value

Search Criteria

£3  Job Information : l_l

Job Data

[Icase Sensitive

Search Clear

Empl ID: [begins with | (299999929

Empl Red Mbr: = v

Last Name:

Department SetlD: QL
Department: QL
Department Description:

HR Status: [= v v
Job Code SetiD: Q

Job Code: QL

Basic Search & Save Search Criteria
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The Work Location page
displays.

This displays the most
recent job action:

e Effective Date:Date
of most recent action.

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

Job Information

e FTE: Shows the
percentage of time
the person is
working.

Work Location Joh Info
Merrick Mendoza EMF ID: 999999999 EmplRcd# 0
HR Status: Active Payroll Status:  Active
Effective Date: 0812212005 Sequence: o Job Indicator  Frimary Job
Action / Reason: Data Change Mew Temp Appointment
Current
Last Start Date: 012311934 Termination Date:
Expected Job End Date 0573072006
Position Number: 00001200 Lecturar AY-4 Position Entry Date: 08/22/2005
Override Fosition Data | I~ Position Management Record
Regulatory Region: LISA Lnited States
Company: 5J5 San Jose State University
Business Unit: SJooo San Jose State University
Department: 1006 Rocket Science Department Entry Date: 0172352001
Location: nog3 Rocket Science
Establishment ID: SJsuU San Jose State University
Date Created: 09/22/2005
Job Data Employment Data  Earnings Distribution Benefits Program Paricipation
Merrick Mendoza EmMP ID: 999999999 EmplRcd # 0

Job Information

Effective Date: 08i22/2005 Effective Sequence: 1] m Job Indicator:  Primary Job

Action / Reason: Diata Chy Meswy Ternp Appointment Current
Job Code: 2358 Lecturer AY Entry Date: 0172352001

Supervisor Level:

Supervisor ID:

Reports To:

Regular Temporary: Temporary FullPart: Pan-Time

Empl Class: Temp 37T Officer Code: Mane

Regular Shift: A Shift Rate: i
Classified Indc: All

Standard Hours: 16.00

Work Period: i) ‘e ekl
‘ FTE: 0.400000 [~ Adds to FTE Actual Count? [~ Encumbrance Override
Contract #

Contract Number: AY0506_BURTOM_CEE Contract Type:

Academic HR Processing Manual
Page200



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 ontheir
position.

CSU Faculty Job page
displays. (Faculty only data

page.)

Faculty Fraction:
Temporary Faculty
Lecturers, TA & GA
value. Correlates with
the FTE, but appearsina
fraction form. Used by
the State Controller’s
office.

CSU Job

Job Infarmation

ID: 999999999 Empl Red #

Effective Date: 0822520058 Effective Sequence: 1] m Job Indicator:  Primary Joh
Action / Reason: Data Chy Mew Temp Appointment Current
PPT Status: Generated Run Date: 09/22i2005
Probation Code: MNone Prob End:
Anniversary Code: S51 Max Anni Month /Year: !
Retirement Code: 08 PERS-SS/MED Pay End Date: 08/31/2006
Leaal Reference: Red Circle Date:
[ AY Dur of Appt: 1 ear Empl History Remarks:
Unit: 1K) CivEnvEng
Primary Fund: GFMD General Fund
PPT Processing I ﬂ
Comments: -

Job Data Employment Data  Earnings Distribution Benefits Prograrm Participation

Job Information Joh Compensation
Merrick Mendoza EMP Ip: 999999993 EmplRcd# 0
Compensation ing 1 First El 1 of 12 0 Last
Effective Date: 08/22i2005 Effective Sequence: 1] m Job Indicator:  Frimary Job
Action / Reason: Diata Chy Mesy Ternp Appointment Current
Compensation Rate: xxxxx.mﬂﬂﬂﬂﬂ Frequency: M Manthly

¥ Comparative Information

Default Fay Companents |

Pay Components e | Find | s First [ 1af 1 [+ Last
[ Amounts T Controls T
e Code Comp Rate Currency Freguency Percent
1 CEUMTH i XXXXXAXX 00000057 USD 1
Calculate Compensation |
| Joh Data Employment Data  Earnings Distribution Benefits Prograr Paricipation
tk Location Jaob Infarmation
Merrick Mendoza EmMP 1D 000014964 EmplRed# 0
First [ 1t 12 O Lot
Effective Date: 0812212005 Effective Sequence: 1} m Job Indicator:  Frimary Job
Action { Reason: Diata Chy Mew Ternp Appointrment Current

FERP Eligibility End Date:

Sabbatical Eligibility Month/Year: !
DIP Eligibility Monthivear: [ Faculty SSI Remaining: a
Faculty Fraction: [ 15
C3U RecruitTermination
Joh Data Employment Data  Earnings Distribution Benefits Program Paricipation
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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:

e Demotion

e DataChange

e Hire

e Leave of Absence

e Pay Rate Change

¢ Paid Leave of Absence
e Position Change

e Completion of Probation
e Promotion

e Rehire

e Retirement

e Return from Disability

e Short Term Disability withPay

e Termination
e Transfer

The Reasons for these Actions are as follows:

Actions and Reasons

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

Leave of Absence (LOA) e Administrative (ADM)
e FMLA/CFRA (FML)

e Medical (MED)

e Military Service (MIL)
e Personal (PER)

e Professional (PRO)

e Union Release (REL)

Pay Rate Change (PAY) e Campus Funded Merit Increase (CMI)

e Campus Funded PSI (PCI)

e Partial Leave — Professional (PLF)

e Partial Leave — Family Medical (PLM)

e Partial Leave — Personal (PLP)

e PreRetirement Timebase Reduce (PRT)
e Return from Partial Leave (RPL)

e Student Pay Rate Change (SPC)

e Time Base Change (TBC)

Paid Leave of Absence e Difference in Pay — AY (DFA)

(PLA) e Difference in Pay — 12 Mo/Less (DFM)
o Diffin Pay — 1 Qtr/Sem (DFS)

e Fac Research/Creative Activity (RES)
e Sabbatical — AY - 1/2 Pay (SBA)

e Sabbatical -—1 Qtr/Sem — Full (SBS)

Position Change (POS) e End Temp Job Reclassification (ETR)
o [n-Class Progress/Range Elev (ICP)

e Job Reclassification (JRC)

e Reorganization (REO)

e Temporary Job Reclassification (TJR)

Completion of Probation e Tenure (TEN)
(PRC) e Tenure with Promotion (TWP)
Promotion (PRO) e Promotion (PRO)

e RTP Process (RTP)
e Temporary Promotion (TMP)
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Rehire (REH) e Mandatory Reinstatement (MAN)
e Rehire from Disability Rtrmt (RDR)
e Rehire (REH)

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

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

Termination (TER) e Term of MPP on Admin Leave (ALS)

e Auto Resignation/AWOL (AWL)

e Cancelled Appointment (CNL)

e Death (DEA)

e Dismissal (DIS)

e End Temporary Appointment (END)

e Term Position per Fund Change (FND)
e Faculty - Contract Not Renewed (FNR)
e Failure to Return from Leave (LVE)

e Medical (MED)

¢ Rejctd During Prob/NonRetentn (REJ)

¢ Resign - Professional Advhcmnt (RSA)
e Resignation — Dissatisfied (RSD)

e Resignation - Better Job (RSJ)

e Resignation (RSN)

e Resign - Dissatisf w/Promo Opp (RSO)
¢ Resignation - Personal Reasons (RSP)
e Resignation - Better Pay (RSY)

e Separation by Agency (SBA)
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Transfer (XFR) e Involuntary Reassignment (INV)

e Medical Reasons (MED)

e Pay Plan Chg w/o Fin Settlemnt (PPC)
e Pay Plan Chg w/ Fin Settlemnt (PPW)

¢ Reinstatement - Prob Rejected (RPR))
¢ Reinstatement - Temp Assign (RTA)
e Temporary Reassignment (TMP)

e Voluntary Reassignment (VOL)
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	Generate and Print the revised Terms and Conditions form
	The Find an Existing Value page displays.
	The Process Scheduler Request page displays.
	The prior page displays.

	Generating the Revision Form
	The Appt Revision Form page displays.
	The parameters page displays.
	The Process Scheduler Request page displays.
	The prior page displays.
	The Revision Form displays.


	Chapter 3: Active Position List
	The Find an Existing Value page displays.
	The Active Position List page displays
	The Process Scheduler Request page displays.
	The prior page displays.

	Chapter 4: Current Job Status   Report
	Why would you run this report?
	The Current Job Data Status Report page displays.
	The Process Scheduler Request page displays.
	The original parameters page displays.
	The Report/Log Viewer page displays.
	An example of the report follows:

	Components of the report

	Chapter 5: Where to find what you are looking for — Personal and Job Data
	View Personal Data
	The Biographical Details page displays biographical information.
	Note: Contact info can be updated by the employee in the Self Service pages of PeopleSoft.


	View Job Data
	The Work Location page displays.
	The CSU Job page displays.
	The Compensation page displays.
	CSU Faculty Job page displays. (Faculty only data page.)
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