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OVERVIEW

Beginning January 2009 CSUF will begin using the baseline CSU Temp Faculty to process all temp faculty lecturers,
graduate assistants, and teaching associates. In order to receive access to this functionality all users must request
access via the Human Resources Access Request Form and attend training.

Additional information about processing is detailed below:

e  Who will process the appointment(s)?
- It will be up to each individual college to determine who will be processing the appointment(s)
in PeopleSoft.

e Who will approve the appointment(s)?
- 1% level of approval: Once the department/college has processed the appointment, it will need
to be approved by the college.

- 2" evel of approval: Once approved by the college, Faculty Affairs and Records (FAR) will
approve the appointment and notify the college.

e How is the approver(s) notified an appointment is ready for approval?
- Processors should notify the 1% level approver (college) via email and deliver the Faculty
Payroll report.

e When can the contract be printed?
- Colleges will notify the processors when contracts can be printed. Processors can retrieve
their contracts from FileNet once FAR has run the print process. Verify with your college to
determine how contracts should be handled.

e Where does the signed contract go?
- All signed contracts should be filed withinthee mp | oyeeds per sdepartmehtorf i | es
college.

e How is Payroll notified of new and/or returning contracts?
- Processors will print the Faculty Payroll report. This report is submitted to the 1% level
approver when the appointments are ready for approval.

e Who do | contact for errors or data entry mistakes?
- Ifthe contract has not been approved at the 1% level, contact your college coordinator.
- Ifthe contract has been approved at the 1% level, contact FAR.

**Depending upon the circumstances you may need to re-print the Faculty Payroll Report and re-
submit to your 1% level approver (college).

e | dondét untkrenrosfield im #eopleSoft.
- Review the Field Definitions page at the end of the manual to learn more about field definitions
found throughout this manual and the PeopleSoft system.
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é To view online tutorial, visit: http://www.fullerton.edu/cms/Training/docs/index.html

CSU CONTRACT DATA

The CSU Contract Data process is used to process contract data for temporary faculty by allowing
departments/colleges to enter their appointment information directly into PeopleSoft (CMS) and subsequently create
a contract for the appointment. This process allows for the hiring of part-time lecturers, graduate assistants and
teaching associates. Processing should not begin until courses have been identified for the lecturer.

Creating a New Contract

Type of New Contracts:

¢ New Semester Contract

e New 1% Semester in Year 1 of a 3 Year Contract
e New Fall semester of an Academic Year (AY) Contract

Frequency: Ad hoc. Most transactions will occur at the beginning of each semester.

Step 1: Creating a New contract

Navigate to the correct page:

Main Menu > CSU Temp Faculty >
CSU Contract Data.

You can navigate from either
the menu or folder.

Menu

« CSU Temp Faculty
[ CSU Temp Faculty
Reports

— C8U Temp Faculty
Approvals
— C8U Temp Faculty

Processing
- ) B alch Frint
— C8U TF Individual Print
b CSUF HR
I Fullerton SA Conversion
[> Fullerton A Customizations

[> Self Senice
" Manamne ol Saninn

B waoerg- |

CSU Temp Faculty
Maintain contracts for CSU Temporary Faculty

CSU Temp Faculty Reports
CSU Temporary Faculty Reports

CS5U Temp Faculty Processing
CSU Temporary Faculty Processing

CSU Contract Data
Add or Update a Temp Faculty Contract

E“ CSU TF Individual Print
Print an individual Temp Faculty Contract

Step 2:

Once you have selected

CSU Contract Data you will be
promptedtofi Fi nd an EX
AfAdd Newo.

First, search for the person to
verifyanactivecontr act
already exist.

It is recommended you search
using one of the following criteria:
1) EmplID (CWID), or

2) Name (Last Name, First), or
3) Last Name

To determine whether a
contract is active, review the
contract effective and multiyear

EmpliDy:;

Department:
Contract Status:
Term:
Description:
Name:

Last Name:

Search |

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 Mew Value

|begins withj|

CSU Contract Number: | begins with ||

|begin5 withj| (&}
= = | =
|begin5 withj| (&}

|begin5 withj|

|begins withj|

|begin5 withj|
" Include History [~ Correct History [~ Case Sensitive

Clear | Basic Search Save Search Criteria

effective date(s).

Find an Existing Yalue | Add a Mew Value

CSUF Date Last Revised: 12/14/2008

Page 4 of 59



http://www.fullerton.edu/cms/Training/docs/index.html

TF Processing Guide

Business Process Guide

Step 3:

Once the appropriate criteria have
been entered, click ~Sarch

CS5U 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 Value

EmpliD: [ begins with =]/
CSU Contract Number:| begins with »||

Department: [ begins with =|| Q
Contract Status: |= = =l
Term: [ begins with =|| Q
Description: |begins withj|

Name: |begin5 withj|MaId0n,Mark

Last Name: |begins withj|

I Include History

Clear | Basic Search (5] Save Search Criteria

Find an Existing Value | Add a Mew Value

Step 4:

If no contract is found click on the
s ERRERENTE tab or link.

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 Mew Value

EmpliD: [ begins with ||
CSU Contract Number:| begins with = ||

Department: [ begins with || Q
Contract Status: |= = =
Term: [ begins with = || Q
Description; |begin5 with j|

Name: |begins withj |Mald0n,Mark

Last Hame: | begins with ﬂ |

[ Include History

Search | Clear | Basic Search [E) Save Search Criteria

No matching values were found.

Find an Existing Value L Add a New Value

CSUF Date Last Revised: 12/14/2008
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Step 5:

The Add a New Value page
appears.

Next, enter the appropriate values
for:

- EmplID

- Department ID

Use the Q to lookup the

appropriate values for these fields.

Note: By using the department

IookupQ , only a list of approved
departments will be displayed
under the lookup tool. Users can
only create contracts for the
departments they are authorized
to do so for.

CSU Contract Data

Find an Existing Value Add a New Value

EmpliD: Q

C5U Contract Number: NEW

Department: (&}
Add

Find an Existing Value | Add a New Value

Y,

To continue processing the TF faculty or GA/TA must already have an
EmlpID in PeopleSoft. If an EmplID does not exit, contact your Class
Scheduling Coordinator.

Step 6:

When the appropriate fields are

completed, click M.

CSU Contract Data

Find an Existing Walue Add a New Value

EmpliD: 897826855 a,

C5U Contract Number: MNEW

Department: 10036 QL
Add |

Find an Existing Value | Add a New Value

CSUF Date Last Revised: 12/14/2008
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Step 7:

The Contract Status/Content tab
page is displayed.

The CSU Contract # is set to
NEW. Once this appointment is
saved, a contract number will be
assigned.

Next, enter in the effective date for
the start of the appointment.

The Effective Date defaults
to the current date. Override, this
date by choosing the appropriate
effective date (usually the 1% day
of the term).

®

Effective Date = The date
the contract should become
effective.

Step 7b:

For the new contract, leave the
Effective Sequence at 0.

Contract Status/Content

Mark Maldon

TE Contract Courses | TF Contract Total

Contract Status/Content

*Eff Date:

Reg Region:
Contract Type:

Approved by:

*Position Nor:
Department:
Term:

“Late Start?

‘Comments:

CSU Contract #:

*Contract Status:

Person ID: 897826855
NEW DeptiD: 10036 =
’m@ Effective Sequence: I_U Contract Desc: .
[acive =] entiiement: Contract Expected End Date: B
[usa @ Multi-Year End Date: &
[
[~ Approvert [ Approver2 [ Approver3

First [l 10f 1 (¥ Last

Q Bus. Unit: =
10036 Job Code: sal Plan/Grd: [ e
[ a Cycle: [ ]a ~compRate:| |
’ILTQ Academic Days Paid: Total WTU: ’m
ﬂ@

Wark Maldon

Contract StatusiContent TE Contract Courses TF Contract Total

Person ID: 897826855

Contract Status/Content

CSU Contract#
*Eff Date:
*Contract Status:

Reg Region:

Contract Type:

Approved by:

NEW DeptiD:

010172009 b ptfachve Sequence: [0 mrad Desc:
[acive =] Entitlement: Contract Expected End Date:
jlusa & Multi Year End Date:

[ a

™ approver1

10036

[~ Approverz [ Approver3

CSUF Date Last Revised: 12/14/2008
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Step 8:

Enter the Contract Description.

This will help you identify the appropriate contract if a lecturer has multiple contracts in the system.
The format for this field is:

Job Contract Description

Code

2358 Part Time Faculty, (current term description)
2354 Teaching Associate, (current term description)
2355 Graduate Assistant, (current term description)
2325 Graduate Assistant, Monthly

Contract Status/Content TE Contract Courses TF Contract Total

Mark Maldon Person ID: 807826855
Contract Status/Content
CSU Contract# NEW DeptiD: 10036 =
~Eff Date: 0110112009 B Lractive RGeS [0 Contract Desc: |Part Time Faculty Spring 2009
*Contract Status: |*“°““e =l Entitement: 125 Contract Expected End Date: El
Reg Region: lusa @ Multi-Year End Date: El

Contract Type: Q
Approved by: [ approvert I~ Approverz [~ Approver3

TF Contract Detail Find | View Al First 1] 1 0f1 [ Last
=

*Position Nbr: Q, Bus. Unit:

Department: 10036 Job Code: Sal Plan/Grd: ! Q

Term: Q Cycle: Q *Comp Rate:

*Late Start? N Academic Days Paid: Total WTU: 0.00000

Comments: ﬂ@

For example 7 Part Time Faculty Spring 2009
Step 9: Contract StatusiContent | TE Confract Courses | TF Confract Tota
Mark Maldon Person ID: 897826855

Contract StatusiContent

The Contract Status is defaulted to

Active. You do not need to CSU Contract# NEW DeptiD: 10036 ==

Change this value. *Eff Date: 0110122009 |5 Effective Sequence: [ 9 Contract Desc: Part Time Faculty Spring 2009
~Contract Status: | Acive =] entitlement: Contract Expected End Date: ]
RegRegion:  |USA |[Q Multi-Year End Date: ]

Other Contract Statuses are
available; however, most colleges
are only using the status of

Contract Type: Qa
Approved by: ™ Approvert [~ Approver2 ™ Approver3

ﬁ ac t | vV e 0 . TF Contract Detail View Al F\rstEﬂ nf1L
*Position Nbr: S8 Bus. Unit:
¢ Department: 10036 Job Code: Sal Plan/Grd: 1 a
For more information Term: [ & cyce: [ @ scomprate:| |
regarding the appropriate status «Late Start? N]a AT TR TotalwTy: | 0.00000
type, contact your College Comments: ﬂ@
Coordinator or D -

CSUF Date Last Revised: 12/14/2008 Page 8 of 59
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Step 10:

If applicable, enter the Entitlement
WT U 6 slecfurers with either an
AY or 3 year appointment.

For 3YR appt i Total Entitlement
WTUb6s for the ye
formation of ##.# (i.e. 12.5 or
13.0).

Contract Status/Content

TE Contract Courses | TF Contract Total

Mark Maldaon Person ID: 897826855
Contract StatusiContent < 1 of 1 =
CSU Contract# NEW DeptD: 10036 =
*Eff Date: 0110112009 ) Effective Sequence: | 0 Contract Desc: | Part Time Faculty Spring 2009
*Contract Status: |Active :l' Entitlement: 125 Contract Expected End Date: £
Reg Region: lusa 1@ Multi-Year End Date: e
Contract Type: ’_ Q
Approved by: [~ approvert [ Approver2 [~ Approver3
TF Contract Detail First (4] 1 oF 1 [M] Last
+
*Position Nbr: Q Bus. Unit: =
Department: 10036 Job Code: sal Plan/Grd: i a
Term: [ & Cycle: [ & “Comp Rate:
*Late Start? Nja Academic Days Paid: Total WTU: 0.00000
‘Comments: ﬂ@

Step 11:

Enter the Contract Expected End
Date for this appointment.

Normally, this is the last day of the
semester or the last day of the
academic term based on the
academic calendar.

Contract Status/Content TE Coniract Courses TF Contract Total

Mark Maldon

Person ID:

Contract Status/Content

CSU Contract#: NEW

0110172009 Effective Sequence: 0

“Eff Date:

Approved by: ™ App 1 [ Appi 2 [ App 3

=Contract Status: | Active =l Entitlement: 125
Reg Region: usa  Q
Contract Type: Q

897826855
=
DeptiD: 10036 =
Contract Desc: | Part Time Faculty Spring 2008
Contract Expected End Date: | 5/28/2009
Muiti-Year End Date: 1]

TF Contract Detail Find | View Al First [ 10f1 [T Last
*Position Nbr: Q Bus. Unit: =
Department: 10036 Job Code: Sal PlaniGrd: i la
Term: ’7 QU Cycle: ’7 Q *Comp Rate:
*Late Start? |N— Q Academic Days Paid: Total WTU: ’m
Comments: I ﬂ@
Step 11a:
Contract Status/Content | TE Coniract Courses | TF Contract Total
The Regulatory Region defaults to Mark Maldon Person ID: 897826855
USA YOU dO nOt need tO Change Contract Status/Content EI
thIS value. CSUContract# NEW DeptiD: 10036
“Eff Date: [010172009 5 Erracive sequence: | 0 Contract Desc: | Part Time Faculty Spring 2009
*Contract Status: | Active =] entitement: 125 Contract Expected End Date:  (05/28/2009 |[:
Reg Region: usa  Q Multi-Year End Date: El

Contract Type: Q

CSUF Date Last Revised: 12/14/2008
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Step 12: For AY and 3 year Contract StatusiContent | TE Contract Courses | TF Contract Total
appts only! Mark Maldon Person ID: 897826855
Contract Status/Content
. . . =
Enter the Multi-Year End Date. CSU Comtracts: - NEW LS 10036
“Eff Date: 011012009 - grrectve sequence: | 0 ContractDesc: . PAM Time Faculty Spring 2003
~Contract Status: [Acive 7] Enttiement: [125 | ContractExpected EndDate: 051292008
RegRegion:  |USA QL Multi-Year End Date: 053112012 |[5]
@ Contract Type: ’WO\ 12.12 Entitlement - Yr 1 of 3
In the final year of the doprovedby: T foprovert 1 Approver2 T Approvers
appointment both the Contract e L e Lm
Expected End Date and Multi-Year | |leositontor | @ Bus. Uit =
End Date should be the same. ToEITIR G ETS salPlanGra: 1] @
Term: [ & Cycle: [ & compRate:|
*Late Start? ,N_Q Academic Days Paid: Total WTU: ,m
Comments: ﬂ@é
Step 13:
Mark Maldon Person ID: 897826855
Next, enter the Contract Type. TS LR =
q ) ) . CSU Contract# NEW DeptiD: 10036
Use the to view a list of valid “Eff Date: [01/0172009 & gfrochve sequence: | O Contract Desc: P2 Time Faculty Spring 2009
value types. “Contract Status: |*1 =] Enitiement: 125 Contract ExpectedEnd Date: 051292009 [
RegRegion:  |USA QL Multi Year End Date: 0513112012 [
Contract Type: ’WQ 12.12 Entitternent - Yr 1 of 3
Approved by: " approver1 | Approver2 [ Approver3
heed C SUF will only utilize the TF Contract Detail Vew Al Frot 1 o4 ] Lact
following values: vostionnor 1 Bus. Unit HE
- 003 12.3 Entitlement ToETR s EYEE= salPlanGre: /[ Q
(1AY) Term: [ Cycle: [ “Comp Rate:
- 006 Semester Appt +Late Start? [N Academic Days Paid: Total WTU: 0.00000
- 014 Year1lof3 Comments: ﬂ@é
- 015Year2of3 =
- 016 Year 3 of 3

CSUF Date Last Revised: 12/14/2008 Page 10 of 59
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Step 14:
Contract Status/Content | TE Contract Courses | TF Contract Total
Skip the Approved by boxes as Mark Maldan Person ID: 300085599
they are not being Used at CSUF Contract StatusiContent
CSU Contract#  NEW DeptiD: 10036 =
Next, enter the appropriate “Eff Date: 0100112009 5  Effective Sequence: | O Contract Desc: | Pari Time Faculty Spring 2009
Position Number. *Contract Status: | ACtive = entitiement: 125 Contract Expected End Date:  05/29/2009 (i
C)\ Reg Region: usa | Q Multi-Year End Date: 0513112012 [
Use_ the tosee a IISt Of active Contract Type: ’WQ 12.12 Entitlernent - ¥r 1 of 3
positions for your department. y——A0 Agp =
TF Contract Detail Find | View Al First [1] 1 or 1 [M] Last
.. . FE
Ontce t(;l(tehPO;Itlon NUeretr IS *Position Nbr: 00027904 O, Lecturer AY Bus. Unit: FLCMP  CSU-Fuller
entere € business unit,
department, Job Code, and Salary Department: 10036 Biological Science JobCode: 2358  Sal PlanfGrd: 335 @
! . ! . Term: Q Cycle: Q *Comp Rate: I
Plan/Grade will automatically
populate; however, you may need *Late Start? Na Academic Days Paid: Total WTU: 0.00000
' ' Comments: =&
to change the Grade. ments j

ed |- YOU DO NOT KNOW THE

POSITION NUMBER TO USE,
CONTACT YOUR DEA
OFFICE.

Step 15:
Enter the Term for the contract or Mark Maldon Person D: 800085599

use the @ to see a list of terms.

Contract Status/Content

CSUContract#: NEW DeptiD: 10036 =
Terms used at CSUF are: Eff Date: 010172008 [ Effective Sequence: | 0. Contract Desc: | Part Time Faculty Spring 2009
1 - Intercession . ~Contract Status: |A®ve  ~| Entiiement: 125 Contract Expected End Date: 05/29/2009 [
37 Spring Reg Region: usa  Q Multi-Year End Date: 05/31/2012 51
5 - Summer Contract Type: 014 | 1212 Entiiement - Y7 1 of 3
7 Fall Approved by: I approver1 [~ Approver2 [ Approver3
TF Contract Detail Find | View Al First [ 1 o4 [F] Last
=l
*Position Nbr: 00027904 | Lecturer AY Bus.Unitt  FLCMF CSU-Fuller
Note: TF mod wil only use the Department: 10036 Biological Science JobCode: 2358  SalPlanGrd: 335 /1 Q
Spring (3) and Fall (7) terms. Term: 2083 0 Cycle: 1A ~CompRate:
*Late Start? & Academic Days Paid: Total WTU: 0.00000
Comments: ﬂ@

Term Example: 2093

2 = Century
09 = Year
3=Term

CSUF Date Last Revised: 12/14/2008 Page 11 of 59
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Step 16:

The Cycle defaul
not need to change this value.

Next, enter the Comp Rate which
is the full time salary rate or base

pay.

The Compensation Rate will be
multiplied by the time base
fraction (derive
calculate the monthly salary rate.
This is a CSU calculation.

The monthly salary rate will
display on FUEEEIEETIET |

Contract Status/Content | TE Confract Courses | TF Confract Total

Mark Maldon Person ID: 800085599
Contract Status/Content < [ 401 M =
+
CSU Contract# NEW DeptiD: 10036 =l
*Eff Date: 01/0172009 [ Effective Sequence: 0 Contract Desc: | Part Time Faculty Spring 2009
“Contract Status: |A%ve ¥ Entitlement: 125 Contract Expected End Date:  05/29/2008 [
Reg Region: usa @ Multi-Year End Date: 0572112012 [
Contract Type: (014 (2 12 12 Entitiement- Yr 1 of 3
Approved by: ™ Approvert [~ Approver2 [~ Approver3
TF Contract Detail First (4] 1 or 1 [ Last
=
*Position Nbr: 00027904 O Lecturer AY Bus.Unit:  FLCMP  GSU-Fuller
Department: 10036 Biological Science JobCode: 2358 SalPlaniGrd: 335 /1 O
Term: 2003 Q Cycle: 1 Q “Comp Rates 3200.000000
*Late Start? N a Academic Days Paidk: Total WTU: 0.00000
Comments: I ﬂ@

®Comp Rate will default for previous TFl ect ur er s, GAO s,
default rate can be overridden by typing in a new rate.

Step 17:

Next, identify whether the contract
is an Early Term or Late Start.

The appropriate values for this
field are:

- ET Early
- L7 Late
- Ni None

If an Early Term or Late Start is
entered, you must also enter the
Academic Days Paid.

The Academic Days Paid
identifies how many working days
the temp faculty should be paid
for.

Contract Status/Content | TE Contract Courses | TF Coniract Total

Mark Maldon Person ID: 800085599
Contract Status/Content view a1 < [ 101 [P -
¥
CSUContract# NEW DeptiD: 10036 =
“Eff Date: 0110112009 [ perective sequence: | 0 Contract Desc; | Fart Time Faculty Spring 2009
*Contract Status: | Active = Entitement: 125 Contract Expected End Date;  05/28/2000 [
Reg Region: usa QL Multi-Year End Date: 05/31/2012 [
Contract Type: 014 @ 1212 Entitlement - Yr 1 of 3
Approvedby: | Approvert [ Approver2 I Approver3
TF Contract Detail Find | view Al First "4 1 of 1 (%] Last
[=]
*Position Nbr: 00027904 CL  Lecturer AY Bus. Unit:  FLCMP  CSU-Fuller
Department: 10036 Biological Science JobCode: 2358  SalPlaniGrd: 335 /1 O
Term: 2003 Q Cycle: 1| ~Comp Rate: 3200.000000
*Late Start? Na Academic Days Paid: Total WTU: 0.00000
Comments: ﬂ@

Select one of the following values:

|E Early Term
L [Late Start
N [None

Cancel

CSUF Date Last Revised: 12/14/2008

Page 12 of 59




TF Processing Guide Business Process Guide

Step 18:

1,

Do not enter any information in the | HESSUEEREE ing | Vie.
Skip this field. It 5

Total WTU field, unless hiring a *positionNbr- 00027904 @ Lecturer AY Bus.unit A il atito populate
2355 (Graduate Assistant) or 2325 . o . 2%  slateninthe:-
Graduate Assistant - monthly) job pepariment. 1003 giological Seience JobCoder T process.
f:ode ] Term: 2093/ cycle: 1A ~compRate: Q0000

' *Late Start? N Academic Days Paid: Total WTU: 0.00000.#

The total WTU will populate based

upon the courses entered on For Job Codes: 2355 and 23257 enter the Total WTU.
TE Contract Courses |

Stel ) 19: Contract Status/Content | TE Contract Courses | TF Contract Total
Mark Maldon Person ID: 800085599
Skip this field. CSUF will not utilize | [SiteSSeitlos view Al j< [ 1014 D -
.
the comments field. CSu Contract#  NEW Deptin: 10036 EE
*Eff Date: 0110172009 5 Effective Sequence: a Contract Desc: | Part Time Facully Spring 2009
*Contract Status: | Acive =] entitiement: 125 Contract Expected End Date: | 05/29/2009 [
Reg Region: usa @ Muiti Year End Date: 0513112012 5
ContractType: 014 & 1212 Entitlement - Yr 1 0f 3

Approved by: [~ approver1 [~ Approver2 [ Approver3

'TF Contract Detail Find | view a1 First (4] 1 op 1 [Pl Last
*Position Nbr: [o0027904 @ Lectureray Bus.Unitt  FLCMP CSU-Fuller -
Department: 10036 Biclogical Science Job Code: 2358 Sal PlanGrd: 335 / ’1_ Q
Term: ’M Q Cycle: ’1_ Q *Comp Rate: ’m

*Late Start? & Academic Days Paid: Total WTU: 0.00000
Comments: SKIP THIS FIELD ﬂ@
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Contract Courses Page

This page is used to enter courseandnon-t eachi ng assignments to generate total WT
Information listed at the top of this page is for display purposes only. It is based upon the information entered on the
Contract Status/Content page.

Step 1:
Contract Status/Content rm] TF Contract Total
Click on the Mark Maldon Person ID: 800025599
tab. Contract Data Find| view Al First (114

CS5U Contract Number:
Contract Detail

000000378 DeptiD: 10036 Eff Date: 082012009 Sequence: 0
Find | View Al Fist [4] 4 |

Contract Details displayed on the

page are VieW only ThIS *Position Nbr: 00027904 Lecturer AY Bus Unit: FLCMP

information comes from the Department: 10036 Biological Science Job Code: 2358 Plan/Grade: 335 / 1
Contract Status/Content page. Term: 2002 Cyetes !

Late Start: N Academic Days Paid: Total WTU: 3.00000 Comp Rate: 3200.000000
If courses have been identified for Course Assignments Customize | Fing | 3 Fist (41014

the Instructor |n Student ’7 Class Nbr ﬁﬂl Catalog Nbr | Description Section (*K/ S |K Factor |Units #Students |WTU

Administration. click on the 1] 10873 [BIOL [174 |Biological Diversity 1 k@ |

Default COUrses |ink. R RN = : Custonize | Find| # First 4 1ot 1
r;ﬂgnmem Reason Code LSoun:e 3‘:3(;"':: wTu Description
If instructors have not been ! i < E [__voooooo]]

identified contact your course —

scheduling coordinator.

mAdding or deleting rows of

course data WILL NOT update
Term Workload or the Schedule of Note: For Graduate Assistant-2355 and 2325, the Course and Other
Classes in Student Administration. Assignment fields should remain blank; however, a position description

should be provided upon acceptance of the appointment.
®Remember WTUOB s

page will populate the Total WTU
field on the Contract
Status/Content page and TF
Contract Total pages but can be
modified as necessary.
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Step 2: Other Assignments

If necessary you may add Other
Assignments to the appointment.
These assignments are
considered non-teaching units.

Enter the Assignment Type or use

the Q to lookup a list of valid
values.

Confract Status/Content | TF Contract Courses

Mark Maldan

Contract Data

CSU Contract Number:
Contract Detail

000000378

DeptiD:

*Position Nbr: 00027904  Lecturer AY

Department: 10036 Biological Science
Term: 2093
Late Start: N Academic Days Paid:

Course Assignments

TF Contract Total

Person ID: 800085599

10036

08/20/2009

Bus Unit: FLCMP
Job Code: 2358
Cycle: 1

Total WTU:  4.00000

Find |

Plan/Grade: 335 / 1

Comp Rate: 3200.000000

Customize | Find |

Catalog Nbr |Description Section |*Ki S |K Factor Units #Students  (WTU

1] 10873 [BIOL [171 |Biological Diversity 1 K 2.00 3.000000
2| 10878 [BlOL |200 |Biotogy Lab 1 Kk a 1.00 1.000000

View All First |°

10of1

First 1 4-2 0f 2 LF] |

Other Assignments

Customize | Find

Assignment Time Source Academic —
— Reason Code Code Org/Dept WTU Description

First 12/ 1 of 1 L2 |

i [ el |

Q | 0.000000 |

Step 3:

Skip reason code. CSUF is not
using this field.

Other Assignments

13 Q

Assignment | Time Source Academic _
T Recson Codz Cod oo WTU Description
[ =@

Customize | Find

[ 0.000000 |

Step 4:

Next, enter the Time Source
Code.

This field identifies the funding
source for the faculty member.

The valid values are:
Chancellar

College
Department
Lottery
Reimbursed
Revenue
LIniversity

Contract StatusiContent TF Contract Courses

Mark Maldon

Contract Data

C5SU Contract Number:
Contract Detail

000000378 DeptiD:

*Position Nbr: 00027904  Lecturer AY

Department: 10036 Biological Science

TF Contract Total

Person ID: 800085599

08/20/2009

Bus Unit: FLCMP

Job Code: 2358

PlaniGrade: 335 / 1

Term: 2093 Cycle: 1
Late Start: M Academic Days Paid: Total WTU: 400000 Comp Rate: 3200.000000
Course Assignments First 141 12 of 2 L7 |
Catalog Nbr | Description
1] 10873 BIOL 171 Biclogical Diversity 1 kal [ 3o | 3.000000
2| 10876 BIOL 200 [Biology Lab i kel [ 100 | 1.000000

Find | View All

First (%] 4 of 1

Other Assignments

Assignment Time Source Academic
s [ e e

First (%1 4 of 1 L7 I

131 (&} (&} IDepanmem vl \

Q| 0.000000 |

Default Courses

B save | £\ Return to Search | [=] motify |

Confract Status/Content | TF Contract Courses | TF Contt

ract Total

CSUF Date Last Revised: 12/14/2008
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Step 5:

Enter the Academic Org/Dept
code. The format for this field is
###-Dept.

Click on the Q to receive a list of
the valid Academic Org/Dept
values.

Coniract StatusiContent | TF Contract Courses

Mark Maldon

CSU Contract Number:
Contract Detail

000000378

DeptiD:

10036

*Position Nbr: 00027904  Lecturer AY
Department: 10036 Biological Science
Term: 2003

Late Start: N Academic Days Paid:

Course Assignments

TF Contract Total

Person ID: 800085599

08/20/2009

Bus Unit: FLCMP
Job Code: 2358
Cycle: 1

Total WTU:  4.00000

Find | View Al

2
Customize | Find | 5#

First |11 12 of2 L*| La

’7 Class Hbr [ Y2t | Cataloq Hibr |Description Section|*/S |KFactor [Units  [#Students |WTU ’V
1/ 10873 BIOL [174 Biological Diversity 1 [k 3.00 3.000000
2| 10876 BIOL |200 Biology Lab 1 [ 1.00 1.000000 [

First U

1 of

PlaniGrade: 335 | 1

Comp Rate: 3200.000000

1 [

Other Assignments

Customize | Find | # First 11 of1 ¥/ La
’7 #anment Reason Code z_lklurce Ac:a%eemic WTU Description ’7
131 Q@ Q. [Department =| [146-B10LC | 0.000000 | I
Step 6:
Department: 10036 Biclogical Science Job Code: 2358 PlaniGrade: 335 [ 1
Enter the WTU value for the =T 20 Cycle: L
assignment. Late Start: N Academic Days Paid: Total WTU: 400000 Comp Rate: 2200.000000)
Course Assignments Customize | Find | B First
The WTUOGs ent ewik FM%F Catalog Nbr | Description Section|*K[S |KFactor Units [#Students
be added t oenterddén 1[ 10873 [BioL [171 Biological Diversiy [1 ke | [ 300
the Course Assignments section 2[ 10876 [BIOL [200 Biology Lab [1 Kl | [ 100

and will populate the total WTU
field on the Contract
Status/Content and TF Contract
Total pages.

Other Assignments

Assignment Time Source Academic .
T Reason Code Code OraiDept WTU

Description

Customize | Find

131 Q@ Q. [Department =+ [148-B10LQ |

145 |

Step 7:

Next, enter a Description of the
assignment.

Course Assignments

mize | Find |
Class Hbr ﬂﬂ Catalog Nbr | Description Section *K/ & |K Factor |Units #Students

Customizs

1| 10873 [BIOL [171 Biological Diversity

Find |

First

1-2 of 2 X Last

wTu

k[

3.00

2| 10876 [BIOL 200 |Biology Lab

| 2000000 [=]

b ke[ ]

1.00

| 1.000000

-

B

If necessary click on the |+ to add
additional assignments.

Other Assignments

Assignment Time Source Academic
T Reason Code o Ora/Dept WTU

Customize | Find |

Description

First [

10f1 X Last

121 Q . [Department x| [146BIOLCL, |

1.450000 |A:M5mg Undergrad Bio stdnts

[CIE

Continue on to the

TF Contract Total
tab.

CSUF Date Last Revised: 12/14/2008
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TF Contract Total

This page represents a summary of the information that will appear in the contract. You will use this page to review
all contract information and prepare to print the contract.

Step 1:

Click on the ZLEZlEn i E tap,

Review the information on the
page.

To update information on the
page, you must return to the
appropriate tab to update the data.

TF Contract Total .

Contract Status/Content | TE Contract Courses |

Mark Maldon Person ID:

C5U Contract Number:
Contract Total Detail

Y

NEW

Lecturer AY 1pp3s Diological oops o3g 3200.000000
Science
&l save | .S\ Returnto Search | [=] Notify

Contract Status/Content | TF Contract Courses | TF Contract Total

Step 2:

By default, the Print column is
checked. This box must be

Contract Status/Content TF Contract Total

TE Contract Courses

Person ID:

Mark Maldon

800085599

Contract Data

checked in order to print the CSU Contract Number: NEW DeptlD: 10036 Eff Date: 08/20/2009 EﬂSeq:
‘Contract Total Detail

contract.

Step 2a: Mark Maldon Person ID: 800085599

The Letter Code field is used to
determine the type of contract
being used.

To choose from a list of valid

values, use the Q . Then, select
the appropriate code.

®Values used:

- PTF
- GA
- TA

CSU Contract Number:
Contract Total Detail

e [ E

10036 BiO109Ial 5355 335 1 3200000000

Science
Look Up Letter Code

NEW. EffS 0

%

DeptiD:

10036 08/20/2009

Term Letter

Code

Title
Printed |DLTm

12/05/2008
10:47:54AM HNEE

Lecturer AY

Letter Code:[zgins with =] |
Description: [agins with » |

Look Up | Clear | Cancel | Basic Lookup

Search Results

Letter Code |Description

AT e AY Lecturer {General
2BA e AY Lecturer (BAE Y

A Academic Year (General
COA Coaches

EMT Entitlernent FT Lec {General
ETE Full Time Faculty {Semestar
GA Graduate Assistants

LIE Librarian

ETE Fart Time Faculty (Semester’
TA Teaching Associates

TST Testing

CSUF Date Last Revised: 12/14/2008
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Step 3:

Once the information has been
verified for accuracy, click (2s==|.
This will save the information in
PeopleSoft.

Once the data has been
saved, a CSU Contract Number
will appear.

TF Contract Total

Contract Status/Content

TE Contract Courses

Mark Maldon Person ID: 800085599

Contract Data

C5U Contract Number: 0000003738 DeptiD: Eff Date: 08/20/2009  Eff Seq:

Contract Total Detail

Job |(5al | 5al Comp Rate Eraction Month |Term Tota\ Leti|
= Ll Name Cd Plan (Grd |mal Rate Rate Cod

Title
Lecturer AY 1003 Eiological 5ap0  oap 545000 [
Science

@l | £\ Return to Search | [=] Notify
—

Step 4:

4
No changes may be made

once the appointment has been
saved.

To make changes you must
contactt he Deanédés of
Once an appointment has been
saved the Notepad feature

appears on the

Contract StatusiContent e

TE Contract Courses

TF Contract Total

Mark Maldon Person ID: 800085599

Contract StatusiContent

| *_IEI

CSUContract# 000000378 DeptiD: 10036
Eff Date: 08/20/2009 [ prrective Sequence: 0 Contract Desc: | Part Time Faculty Spring 2009
~Contract Status: | Actve =l Entitement: 125 Contract Expected End Date:  05/3112010 &
Reg Region: usa @ Multi-Year End Date: 0573112012 [
Contract Type: (014 &4 12.12 Entitiement - Yr 1 of 3

............. ™ Annrouart ™ Annrmuary ™ Annrovar:

Step 4a: Optional

The notepad allows processors to
add a brief note or other
information about the contract.

Click EEEEAREREINE » add a

new note to the appointment.

This information will not print
on the contract and should not
contain confidential data.

Temp Faculty Notepad

~ Selected Note(s)

ID: 800085599 Mark Maldon Search | Delete
CSU Contract Np: 000000378 Select All Motes
*DeptiD: | 10036 Clear Selections
*Eff Date: 2009-08-20
Earliest Note Date| FH  End| El

Add a New Note Return To: Contract Data page

There are no existing notes for the specified search criteria

Return To: Contract Data page

Example data to enter in Notepad:
- Verification of Degree
- Waiver form information
- Etc.

CSUF Date Last Revised: 12/14/2008
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Step 4b:

Enter information into the subject
and note text as necessary. Then,

. s
click 2 S ]

Each note will contain the name of
the creator and the date/time the
note was created.

} Instructions

Selected Note

ID: 800085599
CSU Contract 000000378
Nb:

Mark Maldon Created: 10/24/2008 3:31PM

Creator: Lyn Ledyard
Last Update:

DeptiD: 10036 by:

Eff Date: 2009-08-20

Subject: |Testing Note feature

€

Note Text: || am testing this note feature for training purposes.

Save | Undo Changes |

Mote Selection Page
Contract Data page

Return To:

Step 4c:

The note now appears under the
Temp Faculty Notepad.

To review a note, simply click on
the note link.

Otherwise, click the
Contract Data page link to return

to the Contract Data page.

Temp Faculty Notepad

- Selected Note(s)

ID: |B00085598

CSU Contract Nb: (000000378
*DeptiD: 10036

*Eff Date: |2009-08-20

Mark Maldon Search | Delele

Select All Notes
Clear Selections

Earliest Note Date | [ End E
EREEIEIEE Return To: Contract Data page
Existing Notes
10036 2008-08-20 ;%?;ﬁoos Testing Mote feature I

Return To: Confract Data page

CSUF Date Last Revised: 12/14/2008
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Step 5:

To process additional
appointments click the =X
button.

Next, print the Faculty Payroll
Report and notifyyour De an 6 s
office that contracts are ready for
review.

Instructions for the Faculty Payroll
Report are detailed in the Faculty
Payroll Report section of this
manual.

Each college will notify processors
when contract(s) can be printed.

@Contract printing instructions
are found under the section
Printing Contracts of the TF
Processing Manual.

Mark Maldon Person ID: 800085599
Contract Status/Content \
CSU Contract# 000000378 DeptiD: 10036
*Eff Date: 08/20/2009 Eﬂ Effective Sequence: 0 Contract Desc: _Pan Time Faculty Spring
*Contract Status: |*“Cﬂ\fe :l' Entitiement: 12.5 Contract Expected End Date:  |05/31/20
Reg Region: usa  Q Muiti-Year End Date: 05/31/20
Contract Type: (014 & 1212 Entitlement-Yr 1 of 3
Approved by: [ Approvert [ Approver2 [ Approver3
TF Contract Detail Find | View Al First [4]
*Position Nbr: 00027904 C  Lecturer AY Bus.Unitt FLCMP CSU-Fuller
Department: 10036 Biological Science Job Code: 2358 Sal Plan/Grd: 335
Term: 2003/ Q Cycle: 1@ scompRate: 3200.000000
*Late Start? N & Academic Days Paid: Total WTU: 1.45000
Comments: \

Bl save | £\ Return to Search | [=] Notify |

CSUF Date Last Revised: 12/14/2008
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Updating an Existing Contract

This section covers updating current active multi-year contracts. These steps will allow a processor to update a multi-

year contract only.

Step 1: Updating an Existing
Contract

Navigate to the correct page:

Main Menu > CSU Temp Faculty >
CSU Contract Data.

You can navigate from either
the menu or folder.

Menu =

“csutemo raeuy B e

[ CSU Temp Faculty
Reports ﬁ CSU Temp Faculty

- SSU Te:n Faculty Maintain contracts for CSU Temporary Faculty
Approvals

- CSU Temp Faculty ﬁ CSU Temp Faculty Reports
Processing CSU Temporary Faculty Reports

- CSU TF Individual Print e = CSU Contract Data
[> CSUF HR - CSU Temporary Faculty Processing Add or Update a Temp Faculty Contract
[> Fullerton S4 Conversion

[> Fullerton SA Customizations N N
L8 E CSU TF Individual Print
o

elf Senice
Print an individual Temp Faculty Contract

nnnnnn QAlF S

Step 2:

Once you have selected

CSU Contract Data you will be
prompted to AFin
Valued

Using the search criteria, search
for the person or contract.

It is recommended you search
using one or more of the following
criteria:

- EmplID (CWID)

- Name (Last Name, First),

- Last Name

- CSU Contract Number

Person ID: 800085599

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 Mew Value

EmplID: | begins with ~ ||

CSU Contract Number: | begins with ||

Department: |begin5 withj| &}
Contract Status: |= = =
Term: | begins with ~ || Q
Description: |begins withj|

Name: |begins withj|

Last Name: | begins with ||

[" Include History [~ CorrectHistory [~ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

Step 3:

Once the appropriate criteria have
been entered, click ~Sarch

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

Find an Existing Value

EmpliD: [egins with =]

CSU Contract Numher:| hegins with j |

Department; [begins with =]| Q
Contract Status: [= =l =l
Term: | begins with = &
Description: [ begins with =] |

Name: | begins with =l

Last Name: [oegins with =] [maLDoOMN

™ nclude History I case Sensitive

Clear | Basic Search Save Search Criteria
S — -

Find an Existing Value | Add a Mew Yalue

CSUF Date Last Revised: 12/14/2008
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Step 4:
Results will appear on the page.

Next, click on the appropriate
contract.

EmpliD: [ begins with =] |

CSU Contract Numl)er:l beging with j |

Department: | begins with j| Q
Contract Status: [= = |
Term: [ begins with =] | Q
Description: | beging with j|

Name: [ begins with =] |

Last Name: [ begins with =] [maLDON

" mclude History [ Correct History | Case Sensitive

Search Clear Basic Search ﬁ Save Search Criteria

Search Results

gl JCSU Cortrac Nurberferm Deparimerieserigion |

599311682 000000324 hlank) 10159 Ermergency Hire- 1 Year Only  Active Maidon, Alicia MALDOMN
Qoo CReNalurnintuintuiernl Ll IEENLR=F] Eiaditbauaat s ki m Lidl Cuohl
600085599 000000378 2083 10036 Maldon, Lynne- Fall 2008 Active Maldon, Lynne MALDON

Step 5:
The active contract is displayed.

To update the contract for the
current semester, click the [+]
button under the Contract
Status/Content area.

Contract Status/Content 2

Lynne Maldon Person Il: 803740224

Contract Status/Content
CSU Contract #  MEWY DeptiD: 10036

*Eff Date: 082002008 [ Effective Sequence: I_U Contract Desc; | Part Time Facully Spring 2009
*Contract Status: lm Entitlement; 105 Contract Expected End Date: 05/31/2009 [
RegRegion:  [USA | Q oon MultiYear End Date: ps12011 (5
Contract Type: ’WQ 12.12 Entitlerment-%r 1 of 3

Approved by: r Approver r Approver2 r Approver3

TF Contract Detail Al First [0 1 f 1 [F] Last
*Position Nbr: ’MQ Lecturer A Bus. Unit: FLCMP  CSU-Fuller EI
Department: 10036 Biolngical Stience JobCode; 2358  SalPlamGri: 335 f[3 O
Term: |2003 Cycle: [+ & ‘CompRates | 4200.000000,

‘Late Start? N ]e Academic Days Paid: TotalWTU: | 15.00000

Comments: &

Step 6:

A new Contract Status/Content
page appears.

Fields are populated based upon
the previous semester. Override
the appropriate data as necessary.

®

Note: The CSU Contract #
remains the same.

Contract Status/Content

Lynne Maldon Person ID: 802726315

Contract Status/Content

CSU Contract # 000000384 DeptiD: 10171
*Eff Date: 01/22/2009 [% Effective Sequence: I_U Contract Desc: |Part Time Faculty, Spring 08
*Contract Status: Entitlement: 30WTU Contract Expected End Date: ’m El
Reg Region: W Q, Mutti-Year End Date: 051202011 [31
Contract Type: 'W Q 12.12 Entitlement-%r1 of 3
Approved by: Clapprovert D approver2 [ approver3
TF Contract Detail Find First [ 4 ot 1 [*] Last
‘Position Nbr: 00022881 G Lecturer AY Bus.Unit:  FLCMP  CSU-Fuller =
Department: 10171 Music Job Code: 2338 SalPlaniGrd: 335 i[z |Q
Term: ’ﬁ Q Cycle: "‘7 Q *Comp Rate: ’m
“Late Start? W Q Academic Days Paid: Total WTU: 0.50000

Comments: [ @
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Step 7:

Next, enter in the new effective
date for the start of the

Lynne Maldan

Contract Status/Content

TF Contract Total

Person ID: 02726315

appointment_ Contract Status/Content
CSU Contract # 000000384 DeptiD: 10171 E
o 'Eff Date: 08r22/2009 [ Effective Sequence: | 0 Contract Desc: |Part Time Faculty, Spring 2004
The Effective Date is usually ‘Contract Status: Entitlement: 30WTU Contract Expected End Date: | 052972008 [
the 1% day of the term. RegRegion:  [USA | Multi-Year End Date: baisi011 [
Comtract Type: (014 /@ 1212 Entiflement - ¥r 1 of 3
° Approved by: D.ﬁpprweﬁ Dﬁpprwerz thprwerii\
Effective Date = The date
the contract should become
effective.
Step 7b: Contract Status/Content

For the new contract, leave the
Effective Sequence at 0.

Lynne Maldan

Person ID: 02726315

Contract Status/Content
CSU Contract # 000000334 Deptil: 10171 =
“Eff Date: D822/2008 [5 Effective Sequence: m Contract Desc: Part Time Faculty, Spring 2008
‘Contract Status: Entitlement: 30T Contract Expected End Date: (052812009 [
Reg Region: W Q Multi-Year End Date: 05292011 [+
Contract Type: ’WQ 1212 Entitlerment- %r 1 of 3
Approved by: O Approver1 O Approver2 O hpprwerii\

Step 8:

Update the Contract Description.

This will help you identify the
appropriate contract if a lecturer
has multiple contracts in the
system.

The format for this field varies by
Job Code. Use the appropriate
contract description as noted to
the right.

Contract Status/Content

Lynne Maldon

Person ID: 02726315

Contract Status/Content o =

CSU Contract# 000000384 DeptiD: 10171 =]
“Eff Date: 08222009 [ Effective Sequence: m Contract Desc: |Part Time Faculty, Fall 2008
*Contract Status: Entitlement: ’W Contract Expected End Date: ’m@
RegRegion:  USA |2 Multi-Year End Date: 0572912011 |5
Contract Type: ’WQ 12.12 Entitlement-¥r1 of 3
Approved by: O Approver1 O Approver2 O Approver3

Job Contract Description

Code

2358 Part Time Faculty, (current term description)

2354 Teaching Associate, (current term description)

2355 Graduate Assistant, (current term description)

2325 Graduate Assistant, Monthly

For example i Part Time Faculty Spring 2009

CSUF Date Last Revised: 12/14/2008
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Step 9:

The Contract Status is default to
Active. You do not need to
change this value.

Other Contract Statuses are
available; however, most colleges
are only using the status of
factiveo

®

For more information
regarding the appropriate status
type, contact your College

Contract Status/Content

Lynne Maldon

Contract Status/Content
CSU Contract # 000000384 DeptiD: 10171 m
“Eff Date: 08/22/2009 [% Effective Sequence: I_U Contract Desc: |Part Time Faculty, Fall 2009
‘Contract Status: Entitlement: I0WTY Contract Expected End Date: | 05/28/2009 [
RegRegion:  [USA QU Multi Year End Date: 0512972011 [
Contract Type: ’WQ 12.12 Entitlernent-vr1 of 3
Approved by: O Approver1 O Approver2 O Approver3

itract Total

Person ID: 9027268315

Coordinator or D
Step 10 Contract Status/Content
Lynne Maldon Person I: 802726314
. Contract Status/Content
The Entitl ea@nt =
. CSU Contract# 000000364 DeptiD: 10171
defaulted based upon the previous
semester 'Eff Date: 08222000 [ Effective Sequence: | 0 Contract Dese: |Part Time Faculty, Fall 2008
' ‘Contract Status: Entitlement: 30WTU Contract Expected End Date: 051292009 [
. Reg Region: uss QL Multi-Year End Date: 05i28/2011 [
Update the value if necessary.
Contract Type: (014 12.12 Entitlernent - ¥r 1 of 3
Approved by: anprweﬂ anprwerz anprwerﬂ

Step 11:

Contract Status/Content

TE Contr

Lynne Maldon Person ID: 802726315
Update the Contract Expected Conlract Status/Content
End Date for this appointment. CSU Contract # 000000384 DeptiD: 10171 HE
“Eff Date: M@ Effective Sequence: ,7[' Contract Desc: |Part Time Faculty, Fall 2008
Normally, this is the last day of the ‘Contract Status: Entitlement: 30T Contract Expected End Date: 0170152010 [
semester based on the academic ReyRegion: US4 | Q Multi-Year End Date: [osr23z011
calendar. Contract Type: (014 QL 1212 Entiflement- ¥ 1 of 3
Approved by: Clapprovert  Tlapproverz T Approver3
Step 1la: Coniract Stalus/Content

The Regulatory Region defaults to
USA. You do not need to change
this value.

Person ID: 802726315

Contract Status/Content =
CSU Contract 82 000000384 DeptiD: 10171 =
“Eff Date: 087222009 | Effective Sequence: I_U Contract Desc: | Part Time Faculty, Fall 2010
‘Contract Status: Entitlement: 30ATY Contract Expected End Date:  [05/29/2010 [5
RegRegion:  USA & MukiYear End Date: 08202011 [5
Contract Type: ’WQ 12.12 Entitlernent - ¥r 1 of 3
Approved by: Capprovert  [lapproverz [ approvers

CSUF Date Last Revised: 12/14/2008
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Step 12:

The Multi-Year Contract end date
should not change.

Contract Status/Content

Person ID: 8027263145
Contract Status/Content
CSU Contract #: 000000384 DeptiD: 10171 EI
“Eff Date: 03222009 [ Effective Sequence: W Contract Desc:  Part Time Faculty, Fall 2010
‘Contract Status: Entitlement: 30ATU Contract Expected End Date;  |05/29/2010 [+
Reg Region: WQ Multi-Year End Date: 05/28/2011 [
Contract Type: WQ 12.12 Entitlernent- 1 of 3
Approved by: O Approver1 O Approver2 O Approver3

Step 13:

Next, update the Contract Type.

Use the Q to view a list of valid
value types.

y
CSUF will only utilize the

following values:

003 12.3 Entitlement
(1AY)

006 Semester Appt
014 Year 1 of 3

015 Year 2 of 3

016 Year 3 of 3

Contract Status/Content

TF Coniract Total

Lynne Maldon Person ID: 802726315

Contract Status/Content

CSU Contract 2 000000384 DeptiD: 10171 m

“Eff Date: 0%/22/2009 [ Effective Sequence: I_U Contract Desc: |Fart Time Faculty, Fall 2010
‘Contract Status: Entitlement: 30WTU Contract Expected End Date:  [05/28/2010 5
Red Region; W Q Multi-Year End Date: 05/28/2011 31
Contract Type: ’WQ 12.12 Entitlernent - %r 2 of 3

[approver2  [Iapprovers

Approved by: [l approvert

TF Contract Detail First (4 1.t 4 [ Lot
*Position Nbr: ’W QL Lecturer AY Bus. Unit: FLCMP  CSU-Fuller EI
Department: 10171 Music Job Code: 2358 SalPlanGrd: 335 /2 Q
Term: W Q Cycle: ’1_ Q ‘Comp Rate: ’m

“Late Start? [mey Academic Days Paid: TotalWTU; | 0.50000

Comments: F

Step 14:

Skip the Approved by boxes as
they are not being used at CSUF.

Next, verify the Position Number is
correct. You should not have to
change this value.

Contract Status/Content

Lynne Maldon Person v 803726315

Contract Status/Content

CSU Contract # 000000384 DeptiD: 1071 (] FHE]
*Eff Date: 08/22/2008 [ Effective Sequence: I_U Contract Desc: |Part Time Faculty, Fall 2010

“Contract Status: Entitlement: 30WTU Contract Expected End Date: | 05/29/2010 [+

Reg Region: ’W Q Multi-Year End Date: 0512972011 [+
Contract Type: ’WQ 12.12 Entitlement - ¥r 2 of 3

-A'ppmued'by.—g'kppmcﬁ—g*ppmae—g'kppmaﬁ—

TF Contract Detail First 4] 1 o1 1 ¥ Last
=

*Position Nbr: 00022891 G Lecturer AY Bus. Unit: FLCMP  CSU-Fuller
Department: 10171 Music Job Code: 2368 SalPlaniGrd: 336 /2 |Q

CSUF Date Last Revised: 12/14/2008
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Step 15:

Update the Term for the contract
or use the % to see a list of terms.

Terms used at CSUF are:
1 - Intercession

31 Spring
5 - Summer
771 Fall

Note: TF mod will only use the
Spring (3) and Fall (7) terms.

Contract Status/Content

Lynne Maldon Person ID: 802726315

Contract Status/Content iy 2
CSU Contract#: 000000384 DeptiD: 10171 m ®HE
“Eff Date: 08/2202009 [5 Effective Sequence: I_U Contract Desc: |[Part Time Faculty, Fall 2010
*Contract Status: Entitlement: 30T Contract Expected End Date: | 05/29/2010 [
RegRegion: U3 | Mult-Year End Date: 052912011 |5
Contract Type: ’ﬁo\ 1212 Entitlernent - ¥r 2 of 3
Approvedby:  [lApprovert  [lapproverz2  [lapprover3

TF Contract Detail First (4 1 06 4 [H] Laet
‘positionNbr:  |00022881 U  Lecturer AY Bus.Unitt  FLCMP  CSU-Fuller =
Department: 10171 hiusic Job Code; 2398 SalPlanGrd: 335 [ '2_ Q
Term: ,ﬁ Q Cycle: ,17 Q ‘Comp Rate: 3775.000000

‘Late Start? |N— Q Academic Days Paid: Total WTL: 0.50000
Comments: %

Step 16:

The Cycle defaul
not need to change this value.

Comp Rate does not change for
the existing appointment.

The Compensation Rate will be
multiplied by the time base
fraction (derive
calculate the monthly salary rate.

The monthli salaﬁ rate will

Contract Status/Content

TF Contract Total

Lynne Maldon Person ID: 802726315

Contract Status/Conternt
CSUContract# 000000384 DeptiD: 10171 BHE
“Eff Date: 08/222009 [ Effective Sequence: m Contract Desc: |Part Time Faculty, Fall 2010
“Contract Status: Entitlement: 30T Contract Expected End Date: | 05/29/2010 [
RegRegiom:  [USA @ Mult-Year End Date: 052912011 |
Contract Type: ’ﬁq 12.12 Entitlement-¥r 2 of 3
Approvedby:  [lApprovert  [lapproverz2  [lapprover3

TF Contract Detail First (4 1,06 4 [H] Lot
‘positionNbr:  |00022881 U  Lecturer AY Bus.Unitt  FLCMP  CSU-Fuller =
Department: 10171 Music JobCode: 2358 SalPlanGra: 335 (2| Q
Term: ,ﬁ Q Cycle: ,17 Q ‘Comp Rate: 3775.000000

‘Late Start? |N— Q Academic Days Paid: Total WTL: 0.50000
Comments: %
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Step 17:

Next, identify whether the contract
is an Early Term or Late Start.

The appropriate values for this
field are:

- ET Early
- L7 Late
- NT None

If an Early Term or Late Start is
entered, you must also enter the
Academic Days Paid.

The Academic Days Paid
identifies how many working days
the temp faculty should be paid
for.

Contract Status/Content

TE Contract Col

Lynne Maldon Person ID: 802726314

Contract Status/Content o =
CSUContract %1 000000384 DeptiD: 10171 =
“Eff Date: 08/22/2009 5 Effective Sequence: W Contract Desc:  PartTime Faculty, Fall 2010
“Contract Status: Entitlement: 30T Contract Expected End Date: | 05/20/2010 [
Reg Region: W Q Multi-Year End Date: 051292011 [
Contract Type: W Q 1212 Entitlement - ¥r 2 of 3
Approved by: Clapprovert D approverz [l Approver3

First E 1 of 1 El Last

TF Contract Detail

FHE

Bus. Unit:

00022891 QL Lecturer AY

*Position Nbr: FLCMP  CSU-Fuller

Department: 10171 Music Job Code: 2358 SalPlaniGrd: 335 /|3 O
Term: 2087 Q Cycle: 1 Q ‘Comp Rate: 3775.000000
‘Late Start? G Academic Days Paid: TotalWTU: | 050000

Comments: ’@

Step 18: Skip Total WTU

Do not enter any information into
the Total WTU field, unless hiring
a 2355 (Graduate Assistant) or
2325 (Graduate Assistant -
monthly) job code.

The total WTU will auto update

based upon the courses entered
] [E Contract Courses |

Contract Status/Content

ract Total

Lynne Maldon Person ID: 802726315

Contract Status/Content

DeptiD: 10171 =]

CSU Contract# 000000334

“Eff Date: ’m@ Effective Sequence: I_U Contract Desc: |Part Time Faculty, Fall 2010
‘Contract Status: Entitlement: 30WATU Contract Expected End Date: 05282010 [
Rey Region: W Q Multi-Year End Date: 082942011 5
Contract Type: ’WQ 12.12 Entittement-Yr2 of 3

Approved by: Clapprovert  Clapproverz [ approvers Total WTU will auto
AT e update based upon
Shaces information on the next
*Position Nbr: on0zzee1 CL Lecturer AY Bus. Unit: AP

RRU-HPE'I’

Department: 10171 Music Job Code: 2358 Pl
Term: 2007 Q Cycle: 1 Q “Comp Rate: 600000
“Late Start? |N—Q Academic Days Paid: Total WTU: 0.50000

Comments: F

For GA Job Code (2355 or 2325) i enter the Total WTU.
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Step 19:

Comments will not be utilized at
CSUF.

Now, continue processing by
adding course information to the
contract.

Contract Status/Content TE Contract Courses

Lynne Malden

TF Caontract Total

Person ID: 802726315

Contract Status/Content Al
CSUContract # 000000384 Deptil: 10171 m El
“Eff Date: 08/22/2009 [ Effective Sequence: W Comtract Desc: Fart Time Faculty, Fall 2010
“Contract Status: Entitlement: 30 WTU Comtract Expected End Date: | 05/29r2010 [3{
Reg Region: W Q Multi-Year End Date: 0512972011 [3)
Contract Type: WQ 1212 Entitlernent - ¥r 2 of 3
Approved by: O approvert  [approver2 [ Approvers

TF Contract Detail First (4 101 1 (¥ Lot
‘Position Nbr: (0022891 QL Lecturer AY Bus.Unit:  FLCMP  CSU-Fuller =
Department: 10171 Music Job Code: 2358 SalPlanGrd: 335 /2 |Q
Term: W Q Cycle: ’1_ Q *Comp Rate: 3775.000000

‘Late Start? WO\ Academic Days Paid: Total WTU: 0.50000
Comments: ‘ F‘é

To continue processing, refer to the TF Contract Courses tab located on
pagel4 of the TF Processing Guide.
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TIMEBASE CHANGE

A Timebase Change is processed for contracts where a change in timebase (WTU) is made to the contract (either
up or down) after the start of the semester. This process is only used for a true timebase change. Processors should
only complete the timebase change after the class schedule has been modified. Contact your Class Scheduling
coordinator to make modifications to the class schedule.

Step1:
Performing a Timebase Change

Navigate to the correct page:

Main Menu > CSU Temp Faculty >
CSU Contract Data.

You can navigate from either
the menu or folder.

Menu

* CSU Temp Faculty
[ CSU Temp Faculty

Reports

— C5U Temp Faculty

Approvals

— C5U Temp Faculty

Processing
— CSU Contract Data
- O Balch Frint

— CSU TF Individual Print

[» CSUF HR

[> Fullerton SA Conversion
[> Fullerton 54 Customizations

[> Self Service
oM

nnnnnn CAIf Caninn

T
[~/ csu Temp Facuity
Maintain contracts for CSU Temporary Faculty

ﬁ CSU Temp Faculty Reports
CSU Temporary Faculty Reports

C5U Temp Faculty Processing
CSU Temporary Facutty Processing

E" LCSU Contract Data
Add or Update a Temp Faculty Contract

E" CSU TF Individual Print
Print an individual Temp Faculty Contract

Step 2:

Once you have selected

CSU Contract Data you will be
prompted to AFinN
Valuea

Using the search criteria, search
for the person or contract.

It is recommended you search
using one or more of the following
criteria:

- EmplID (CWID)

- Name (Last Name, First),

- Last Name

- CSU Contract Number

Person ID: 800085599

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

EmpliD: [begins with =]|

CSU Contract Number: | begins with = ||

Department: |Deg|ns wltnj| Q,
Contract Status: |= =l =l
Term: |begin5withj| (&}
Description: |begin5withj|

Name: |beginswithj|

Last Name: |begin5withj|

[ Include History [~ Correct History [~ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a Mew Value

Step 3:

Once the appropriate criteria have
been entered, click ~S&arch

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

Find an Existing Value
EmpliD: begins with j ||
CSU Contract Number: | hegins with j |
Department: begins with 7| Q
Contract Status: [= =l =
Term: [ begins with =] Q
Description: [ begins with =
Name: [ begins with =]
Last Name:

[egins with =] [maLooN

I™ case Sensitive

Clear | Basic Search Save Search Criteria
S =

Find an Existing Value \ Add a New Value

I~ Include History

CSUF Date Last Revised: 12/14/2008
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Step 4: EmpliD: [ begins with =] |
CSU Contract Numl)er:l beging with j |
Results will appear on the page. Department [oegins wih ]| “
Contract Status: |: j | d
- . Term: [ begins with =] | Q
Next, click on the approprlate Description: [ begins with ]|
contract. Name: [ begins with =] |
Last Name: | begins with x| [mALDON

" mclude History [ Correct History | Case Sensitive

Search Clear Basic Search ﬁ Save Search Criteria

Search Results
1

First |I| 124 of 24 m Last

EomglD [CS0 ConiracHurmber Term peparimend pessrign —[Contzae Sguslilame ——Losilame

599311682 000000324 hlank) 10159 Ermergency Hire- 1 Year Only  Active Maidon, Alicia MALDOMN
00045512 000000020 e Eaditlaraant Lol i g i Dol
500085599 000000378 2083 10036 Maldon, Lynne- Fall 2008 Active Waldon, Lynne MALD O )

Step 5:

Contract Status/Content

. . . Lynne Maldon Person Il: 803740224
The active contract is displayed.
Contract Status/Content |= |I| 1of 1 |I| =

T d t th t b f th CSU Contract #  pNEWY DeptlD: 10036

oup ta e ; € ::mel istf] Oerl e “Eff Date: ’W@ Effective Sequence: I_U Comtract Desc; | Part Time Faculty Spring 2009
Eurren COdn ra; ’ EIC e *Contract Status: | Active 'I Entitlement; 105 Contract Expected End Date: 05/31/2009 [

utton under the Contract Reg Region: DETREY Mutti-Year End Date: [osrz172011 [
Status/Content area.

Contract Type: 014 O 12.12 Entitlement - ¥r 1 of 3

Approved by: r Approver r Approver2 r Approver3

TF Contract Detail First (1] 1 o7 1 [M] Last
*Position Nbr: ’MQ Lecturer A Bus. Unit: FLCMP  CSU-Fuller EI
Department: 10036 Biolngical Stience JobCode; 2358  SalPlamGri: 335 f[3 O
Term: |2003 Cycle: [+ & ‘CompRates | 4200.000000,

‘Late Start? N ]e Academic Days Paid: TotalWTU: | 15.00000
Comments: &

Step 6:

Contract StatusiContent

Lynne Maldon Person ID: 802726319

A new Contract Status/Content

Contract Status/Content
page appears. CSU Contract & D0DOD0384 epiL: Lo =
i “Eff Date: 01/222009 [ Effective Sequence: ’_U Contract Desc: |Part Time Faculty, Spring 09
Fields are pOpUIatEd based upon ‘Contract Status: Entitlement: 30WTU Contract Expected End Date:  |05/20/2005 [
the pI’eViOUS screen. Req Region: W QL Multi-Year End Date: 05292011 3
® Contract Type: WQ 12.12 Entitlement-¥r1 of 3

Approved hy: D Approver1 |:| Approver2 D Approverd

Note: The CSU Contract #

) TF Contract Detail d | view &l First 41 or 1 [ Lot
remains the same. ‘PositionNbr: 00022891 O Lecturer AY Bus.Unit:  FLCMP  CSU-Fuller .
Department: 10171 Music Job Code; 2358 SalPlanGrd: 335 f ’2_ &%
Term: [z083 1 Cycle: [ *Comp Rate: 3775.000000
‘Late Start? |N— Q Academic Days Paid: Total WTL: 0.50000
Comments; ‘ @
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Step 7:

Next, override the following data:
- Effective Date

®

Effective Date = The date
the timebase should become
effective.

Contract Status/Content

Lynne Maldon Person ID: 802726315

Contract StatusiContent

CSU Contract # 000000441 DeptiD: 10171

“Eff Date: 021152008 [ Effective Sequence: I_U Contract Desc; |Part Time Faculty, Spring 08
‘Contract Status: lm Entitlement: 30T Contract Expected End Date:  |05/29/2009 [5]
Reg Region: W Q Multi-Year End Date: 05/29/2011
Conract Type: ’WO\ 12.12 Entitlement- ¥r 1 of 3
Approved by: - Approveri - Approver2 - Approverd
TF Cantract Detail Firet 1] 1 o 1 [ Last
‘Position Nbr: [oooz2881 (@ Lectureray Bus.Unit:  FLCMP  CSU-Fuller =
Department: 10171 Music JobCode: 2358 SalPlamGrd: 335 12|
Term: ’ﬁ [} Cycle: ’17 Q *Comp Rate: ,m

Step 8:

Next, select Late Start.

The appropriate values for this
field are:

- L7 Late

If a Late Start is entered, you must
also enter the Academic Days

Contract Status/Content

Lynne Maldon Person ID: 802726314

Contract Status/Content
CSU Contract# 000000441 DeptiD: 10171 EHE
“Eff Date: 0211502009 [5 Effective Sequence: I_U Contract Desc: |Part Time Faculty, Spring 09
‘Contract Status: lm Entitlement: E Contract Expected End Date:  [05/28/2008 i
Reg Region: W Q Multi-Year End Date: 052872011 [5
Contract Type: ’WQ 12.12 Entitlerment-¥r1 of 3
Approved by: r Approveri r Approver2 r Approver3

Paid. TF Contract Detail Firet [ 4 of 4 [ Lagt
*Position Nbr: 00022691 C  Lecturer AY Bus.Unit:  FLCMP  CSU-Fuller BHE

The Academic Days Paid Department: 10171 Music Job Codes 2358 SalPlaniGrd: 335 /[ | Q

identifies how many working days Term: [z003 @ Cycle: [T @ compRate:|  3775.000000

the temp faculty should be paid ‘Late Start? Lla Academic Days Paid: | 55 TotalWTU: | 0.50000

fOr. Comments: ‘ @

Ste 9: Sklp TOtal WTU ausmnmem E— Person ID: 802726315

Do change any information in the
Total WTU field.

The total WTU will auto update

based upon the courses entered
A [E Contract Courses |

Contract Status/Content =
CSU Contract £ 000000441 DeptiD: 10171 =
*Eff Date: 0211512009 [ Effective Sequence: I_U Contract Desc: |Part Time Faculty, Spring 09
‘Contract Status: I Active ~| Entitlement: 30T Contract Expected End Date:  |05/28/2008 [3]

Reg Region: W Q Multi-Year End Date: 050292011 [
Contract Type: ,WO\ 12.12 Entitlernent-r 1 of 3
Approved by: r Approver r Approver2 r Approver3

TF Contract Detail

*Position Nbr: IWQ Lecturer A Bus. Unit: ék;' !“: =
Department: 10171 Music Job Code: sal li!&kflﬁ il Q@
et ’m Q Cycle: IW_ Q *Comp Rate:

‘Late Start? La Academic Days Paid: | 55 TotalwTu: | 050000

Comments: T &
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Step 10:

Skip the comments field.

Contract StatusiContent

Diane Alancraig Person I: 802726314

Contract Status/Content
CSU Contract #2 000000441 DeptiD: 10171 m =
“Eff Date: 02415/2009 [ Effective Sequence: I_U Contract Desc: |Part Time Faculty, Spring 09
“Contract Status: lm Entitlement: 30T Contract Expected End Date: ’m [

0528i2011 [

PN

Rey Region: Multi-Year End Date:

Contract Type: ’WQ 12.12 Entitlernent-%r 1 of 3

Approved by: I approvert [ Approverz | Approver3
TF Contract Detail First (4 1 or 1 (M Lot
*Position Nbr: IW QL Lecturer AY Bus. Unit: FLCMP  CSU-Fuller =
Department: 10171 Music Job Code: 2358 SalPlaniGrd: 335 f ’2_ Q
Term: ’M Q Cycle: ’1_ Q “Comp Rate: 3775.000000

‘Late Start? |L— Q Academic Days Paid: I? Total WTU: 0.50000

Comments: &

Step 11:
Click on the

tab.

Contract Details displayed on the
page are view only. This
information comes from the
Contract Status/Content page.

Click on the Default Courses |ink

to update the courses for the
individual.

mdding or deleting rows of

course data WILL NOT update
Term Workload or the Schedule of
Classes in Student Administration.

®Remember WTUOS s

page will populate the Total WTU
field on the Contract
Status/Content page and TF
Contract Total pages. Update the
Total WTUG6s fiel
Status/Content page if necessary.

TF Contract Courses

Person ID: 802726315

Lynne Malden
w et o2 O Laet

02152008 : 0
Firct 4] 1 o1 4 [H] Lot

Contract Data
CSU Contract Number:

000000441 DeptiD: 10171 Eff Date:

Contract Detail
‘PositionNbr: 00022891  Lecturar &Y Bus Unit: FLCMP
Department: 10171 Music Job Code: 2358 PlaniGrade: 335 [ 2
Term: 2083 Cycle: 1
Late Start: L Academic Days Paid: 113 Total WTU: 050000 Comp Rate: 3775.000000
Course Assignments elpind| M First (04202 [ Lagt
E% :ﬁﬂ :i:.—hl Desc ’Q’Em Ui #Students |WTU
V] teoaz WU 92 nwmerrwe | k@ | am (3000000 [£] [
2| 18102 [Mus |23 [Indfiv INstr: Flute kel oas | 0190000 =

Other Assignments Customize | Find First (1] 1 or 1 [F] Last

Description

FHE

Q| 0.000000 |

Default Courses
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Step 12:
. TF Contl'ad TOtﬂ' Co El nten ECo ctc S TF Contract Total
C“Ck on the tab Lynne Maldon Person ID: 802726315
Review the information on the CSU Contract Number: 000000441 DeptlD: 10171 Eff Date: 02152008 Eff Seq: 0
Contract Total Detail e | Find 1 of 4 LE Last
age. Job [Sal [sal Term Tntll Letter |Date |LastUpd
pag Dent u-m= cd  |Plan [Gra |Some Rate u=:|m-| F'“"‘"' Rate POt |code  |Printed |DtTm LastUpd By
:3“”“” 10171 Music 2358 335 2 3775000000 0.3BE700 11/30  1384.290 5250.755 550000 Q 1224'8‘2122‘?”5 800188260

To update information on the
page, you must return to the
appropriate tab to update the data.

Step 13:

By default, the Print column is UIF (T T

checked. This box must be Lypgs Maldeg Person I0: 802726315

checked in order to print the
CSU Comtract Number: 000000441 DeptiD: 10171 Eff Date:  02/15/2008  Eff Seq: 0
contract. Contract Total Detail

Lecturer

v 10171 Music 2358 335 2 3775.000000 0.366700 11030  1384.290 5250.755 5§ SDDDD

Step 13a:
TF Contract Total
The Letter Code field is used to Lypgs Maldeg Person I0: 802726315
determine the type of contract
being used CSU Contract Number: 000000441 DeptlD: 10171 Eff Date:  02/15/2009 Ef Seq:

Contract Total Detail

To choose from a list of valid — ’;ﬁ ’ETTE’; T e ’LHIT ’ﬁm

LECWIBT 45174 Music 2358 335 2 3774000000 0366700 11/30 1384780 5250 755 550000

values, use the Q . Then, select

the appropriate code. Look Up Letter Code
Letter Code:l begins with j|
Description: | begins with j|
“¥ Values used:
PTE LookUp | clear | cancel | Basic Logkun
- GA Search Results
TA 1-11 of 11 [}] Last
[3AY 3T AY Lecturer (General
3BA 24 AY Lecturer (BAE
[ Academic Year (General)
COA Coaches
ENT Entitlernent FT Lec {General
FTF Full Tirme Faculty (Sermester’
A Graduate Assistants
LIB Librarian
PTE. Part Time Faculty (Sermesters
TA Teaching Associates
TST Testing
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Step 14:

Once the information has been
verified for accuracy, click ﬂl.
This will save the information in
PeopleSoft.

TF Contract Total

Person ID: 8027263148

Lynne Maldon

CSU Contract Number:

000000441 DeptiD: 10171 Eff Date: 020152009 Eff Seq:
Contract Total Detail L

- Dept |Job |Sal (Sal Pay . Month Term Total .
L Dept |yome |Cd  |Plan |Gra |[S@MBREte |5 imar |[EF2CHO0 |poie Rate wry  |Prnt
;\?,“”rer 10171 Music 2358 335 2 3775000000 0.366700 11/30  1384.290 §250.755 5.50000 @ |

Step 15:

’A No changes may be made
once the appointment has been
saved.

To make changes you must
contacttheDeands . of fi

Once an appointment has been
saved the Notepad feature
appears on the

Contract Statusi/Content Ny

Contract Status/Content

Lynne Maldon Person ID: 802726315

Contract Status/Content 1 = 1 of 2 |
CSU Contract 2 000000441 DeptiD: 10171 m« =
'Eff Date: 02/15/2009 [ Effective Sequence: I_U Contract Desc: |Part Time Faculty, Spring 08
*Contract Status: lm Entitlement: 30WTU Contract Expected End Date: 05/28/2009 [+
Reg Region: W Q Multi-Year End Date: 05292011 [+
Contract Type: ’W Q 12.12 Entitement - ¥r 1 of 3

Step 15a: Optional

The notepad allows processors to
add a brief note or other
information about the contract.

click ddaNewNole - 14a

new note to the appointment.

This information will not print
on the contract and should not
contain confidential data.

¥ Instructions

+ Selected Note(s)
Search | Delete

ID: 200085599

CSU Contract Nb: 000000372
*DeptiD: | 10036

*Eff Date: |2009-08-20

Mark Maldon

Select All Motes
Clear Selections

Earliest Note Date | H  End| EJ

Add a New Note Return To: Contract Data page

There are no existing notes for the specified search criteria.

Return To: Contract Data page
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Step 15b:

Enter information into the subject
and note text as necessary. Then,

. s
click 2 S ]

Each note will contain the name of
the creator and the date/time the
note was created.

Temp Faculty Notepad - Selected Note

} Instructions

Selected Note
ID: 800085599 Mark Maldon Created: 10/24/2008 3:31PM
CSU Contract 000000378 Creator: Lyn Ledyard
Nb: .
DeptiD: 10036 Last ""d‘"’;?:
Eff Date: 2009-08-20
Subject: ‘Testmg Mote feature
Note Text: | am testing this note feature for training purposes ;l@

Save

Return To:

Undo Changes I

Mote Selection Page
Contract Data page

Step 15c:

The note now appears under the
Temp Faculty Notepad.

To review a note, simply click on
the note link.

Otherwise, click the
Contract Data pade |ink to return

to the Contract Data page.

Temp Faculty Notepad

 Selected Note(s)
Mark Maldon Search | Delete

Select All Notes
Clear Selections

ID: 800085599

CSU Contract Nb: 000000378
*DeptiD: 10036

*Eff Date: 2009-08-20

Earliest Note Date 5 End| [
ESIE CETIE Return To: Contract Data page

Existing Notes
Eff Date Created Subject
10i24/2008 .
- lesting Mote feature
10036 2008-08-20 31PN Testing Note feature r

Return To: Contract Data page

Step 16:

To process additional
appointments click the Evraa]
button.

Next, print the Faculty Payroll
Report and notify your 1% level
approver that contracts are ready
for review.

Instructions for the Faculty Payroll
Report are detailed in the Faculty
Payroll Report section of this
manual.

Each college will notify processors
when contract(s) can be printed.

®Contract printing instructions
are found under the section
Printing Contracts of the TF
Processing Manual.

Contract Status/Content

Lynne Maldon

Person ID: A027263145

Contract Status/Content

DeptiD: 10171 [ =

CSU Contract £ 000000441

*Eff Date: 021152008 [% Effective Sequence: ’_D Contract Desc: |Part Time Faculty, Spring 09
*Contract Status: lm Entitlement: 30T Contract Expected End Date: 05/28/2009 [3]
Reg Region: W Q Multi-Year End Date; 052902011 3
Contract Type: WQ 12.12 Entitternent-¥r 1 of 3
Approved by: [~ approvert | approverz T Approver3
TF Contract Detail First [ 1 o 1 [¥] Last
*Position Nbr: ’W Q. Lecturer AY Bus. Unit: FLCMP  CSU-Fuller =
Department: 10171 Music Job Code: 2358 SalPlaniGrd: 335 / ’2_ Q
Term: 2003 Q, Cyele: e *Comp Rate: 3775.000000
“Late Start? Lia Academic Days Paid: | 55 TotalWTu: | 5.50000
Comments: |T|mehase change - late start &

Esave I “Returnto Searchl +EPrevious in List I +E Mext in List I [Elniatity |.
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FACULTY PAYROLL REPORT

The Temp Faculty Payroll Report replaces the college/department process of submitting signed copies of part time
lecturers, graduate assistants and teaching associate contracts to Payroll Services. Processors submit this report to
the 1% level approver (College) once the processing of all appointments is complete. Once appointments are
approved, the College will forward the Faculty Payroll Report to the 2" level approver (FAR). After all appointments
are approved FAR will forward the report to Payroll Services for final processing.

Faculty Payroll Report by Dept

Frequency: Approvals will be ad hoc based upon frequency of temp faculty appointment/change in appointment
transactions. Most of these transactions will occur at the beginning of each semester.

Step 1:

Navigate to the correct CMS page:

Home > CSU Temp Faculty
> FUL Temp Faculty Reports -
DEPT > Faculty Payroll Report by

Dept

Search: = | WEET e

b Wiy Favorites CSU Temp Faculty

[ C5U SA Baseline Maint=in contracts for CEU Temporary Faculy

- C5U Termp Faculty CSU Temp Faculty Reports FUL Temp Faculty Reports DEPT
[ C5U Temp Facully Reports CSLU Temporary Faculty Reports FUL Temporary Facutty Reports
[ FUL Termp Faculty = CEU DIP/Sabbatical Eligibility R erat-Roporb- B
Reponts-DEPT = CSU Emplavees with = 1.0 FTE P IEPavroll Report by Dept )
[ FUL Temp Faculty =l C2U Range Elevation Report
Reporis-FAR 12 More...
= C8U Ternn Faculty = CSU Temp Faculty Approvals

Fraocessing CSU Temporary Faculty &pprovals

= C5L Contract Data

= CSU Contract Data
E Add or Update a Temp Faculty Contract

Step 2:

Once you have selected Faculty
Payroll Report by Dept you will
need to enter a Run Control ID.

Run Control ID identifies specific
run control settings for a particular
report or process.

A Run Control ID must exist in
order to run a CMS report or
process.

Click Search o see what run

controls you have available to you.

If this if your first time running the
report, click Add a New Value.

TF Payroll Rpt by DeptlD-DEPT

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

Find an Existing Value

Search by: Run Control ID begins with

I case Sensitive

Search | Advanced Search

Find an Existing Walue | Add & Mew Walue
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Step 3:

E n t €F _Payroll_Report_Deptd
the Run Control ID box (or any
other name you want to create).

TF Payroll Rpt by DeptlD-DEPT

Add a New Value

Eind an Existing Yalue

Click __*dd Run Control ID: |TF_F'ayrnII_Repnrt_Dept
Add )
Find an Existing Value | Add a Mew Value
Step 4:

The Faculty Payroll Report tab
displays. You must complete all
fields.

® From Date: Enter the
appropriate effective date from
the contract data information.
PeopleSoft will run the Payroll
Report for all transactions
starting with this effective date.

® Thru Date: Enter the
processing end date.
PeopleSoft will run the Payroll
Report through this date for all
transactions with this effective
date.

® Department: Enter the 5-digit
department ID of the
department you are going to run
the report for.

® Job Code: Enter the job code
2358 (part-time lecturer), 2325
or 2355 (graduate assistant) or
2354 (teaching associate). To
run the report with additional job
codes, use the * button.

Once you have entered the
required fields, click R4

FUL TF Payroll Rpt by DeptiD

Report anager FProcess wMonito gf

Run Control I TF_Payroll_Report_Dept
I English 'l

Report Request Parameters

Language:

Effective Date Range

From Date: |01/01/2009 [:{] Thru Date: |01/3172009 [

Department: |10183 Q

Fsychology

First El 1af 1 El Last

Count

o [+ [=]

List of Job Code

’_’m Description I:

o5
ize | Find | Wiew & | %8

12358 Q

Lecturar AY
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Step 5:
Process Scheduler Request
The following fields need to be User ID: LLEDYARD Run Control ID: TF_Payroll_Repon_Dept
CompIEIed as follows: Server Name: PSUNE ~| RunDate: 120082008 [+
Recurrence: *| Run Time: 9:50:49AM Resetto Current Date/Time |

Server Name: PSUNX Time Zone: Q
T W Process List

ype eb Description Process Name Process Type “Type ‘Format Distribution
Format' PDF - FTF Payroll Report FULPRFTF Crystal Weh 'l I PDF | Distrihution

=2 TF Payrol Report by Depanment FULTFOD1 SGR Repaort Wigh 'l I FDF ~| Distribution

Select the Faculty Payroll Report
by Department. ok__| _cancal

Step 6:
Process Scheduler Request
For troub|eshooting purposes, you User ID: LLEDYARD Run Control ID: TF_Payroll_Report_Dept
mu st spec i f y the Server Name: PSURK ~| RunDate: 12/08/2008 2]
information. Recurrence: | Run Time: 9:50:404M Resetto Current Date/Time |
Time Zone: Q
R Distribution Process List
C“Ck on the Ilnk' Description Process Name Process Type *“Type *Format Distribution
r FTF Payroll Report FULFRPTF Crystal Weh 'l I FCF ¥ | Distribution
Note: This step must be M TF Payral Repart by Department FULTFOO1 SGR Report [wen = [PoF = Distibution’)

completed only once per report.

Ok | Cancel

Step 7: Distribution Detail
The Distribution Detail page Process Name:  FULTLOOZ
appears. Process Type:  SOR Report
Folder Name: | ﬂ

Click on the button to add a

Distribute To
new row. .

[user =] [sa2z43628 a(FDi=]
Step 8: Distribution Detail

Process Name: FULTLOOZ
In the new row, complete the

following fields: Process Type:  SOR Repaort
Folder Name: -
- ID Type: Role I J
- Distribution ID: FS HR Distribute To
*Distribution ID
i i U ~ | 392248626 T
Then click the look up icon Q‘ I =er =l | Q (=]
[ Rote MIELRR . B
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Step 9:

The Distribution ID look up page

appears. Click on the link
|FS HRRepart Distribution List

Look Up Distribution ID
Search by: IDistributinn ID vl begins with F5 HR

Look Up | Cancel |Advanced Lookup

First T, 1 of 1

Digtribution ID Description
IFS HEReport Distribution LISPHR Report Distribution List

Step 10:

Verify the Distribution Detail page
for accuracy.

Once complete, click ok |

Distribution Detail
Process Name: FULTLOOZ

Process Type: SGR Report

Folder Name: | j
Distribute To

*Distribution ID
[user ~| [saz248625 Q [+ [=]
[Role | Fs HRReport Distribution List q [ [=
Emaiony |
Email Subject: Email With Lag - Email Web Report r

Message Text:

Email Address List:

( Ok, |D Cancel |

Step 11:

At the Process Scheduler page,

click ok |,

Process Scheduler Request

User ID: LLEDYARD Run Control ID: TF_Fayroll_Report_Dept

Server Name: IF’SUNX | RunDate: 12/08/2008 [50

Recurrence: I *| Run Time: 92504940 Reset to Current DaterTime
Time Zone: QL

Process List

Description Process Hame Process Type
[ PTF Payrall Report FULPRPTF Crystal eh 'I IF’DF *| Distribution

W TF Payrol Report by Department FULTFOD1 SQR Report Wieh 'I I FOF x| Distribution

Cancel |

CSUF Date Last Revised: 12/14/2008 Page 39 of 59




TF Processing Guide () () Business Process Guide
| Desk Manual

Step 12:

Once you have initiated the Run Control ID:  TF_Payroll_Report_Dept Process Manitor Run
process you can check the status .

) Language: | English 'l Process Instance: 230349
and view the report generated by
clicking Report Manager.

Report Request Parameters

Effective Date Range

From Date: [01/01/2008 51 Thru Date: (0173172008 [31]

Step 13:

Explarer Administration Archives

WhewPofstedd appea \iew Reports For

the process that you ran you can Useri:  |LLEDYARD Type: | “Jiastt | 1[Dwe =] Refresh |}

view the report that you Status: | =l Folder:| | mstance: to:

generated i Customize |F|r||i| A1 ofa
Report |Pres Description Request Format |Status (Details

| f y ou d o no t s e = D Instance DItel'Tlrne

process is not complete. Click r 109370 239349 TF Payrol Report by Department gzggsgf\sf ?f;%%at Posted  Details

Refresh g ypdate its status
periodically.
Step 14:

If the report name does not appear
in a hyperlink, the process has not
finished. Click Reftesh to update

the status of the process. You

Explorer Administration Archives

may have to click this button [0 e e
several times before the process ezilie ECSh Tvpe: | Sltast [ 1[oms I Retresn )
is Posted Status: | j Folder:l j Instance: to:

Report List First % 1 of 1

When the status Posted appears T Details

next to the process you initiated, - 109370 239349 E Payrol Repor by Depatment | 1_””_8‘2””8 Actobat EreET)) Details
you can click the Report name to L asEITAM - (pdD 4

access the report.
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Step 15:

The Faculty Payroll Report opens in a new window.

Faculty Payroll Report Department  : 10036 Bioclogical Science

e C o 1T & T E
Agency 1 242
F LLERTON by Department Reporting Unit : 157
Job Code : 2358 Lecturer AY
300 \ State College Bivd., Fullerton, CA 92331-3599 Tel: 714-278-2011

Run Date Time : 12/15/2008 11:37:29 AM

Employee Name EmplID  Red SSN Action/  CMS SCO

Appt. Appt. Appt. Timebase Range Salary Dept  School
Reason  Position  Position Start DT End DT Dur Code Code
Maldon, Lynne 800286312 0 552574527 DTA/APT 00023015 242-157-2338-001  01/19/2009  03/312009 51 35 2 $3870 146 66
Signature : Date :
Page lof 1

Print this document, obtain the appropriate signatures and send it to 1% level approver (College).

You have successfully run a Faculty Payroll Report by Department.
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Faculty Payroll Report by EmplID (CWID)

The Temp Faculty Payroll Report replaces the college/department process of submitting signed copies of part time
lecturers, graduate assistants and teaching associate contracts to Payroll Services.
Access to run the Payroll Report by Emplid will depend upon Payroll processing dates. An email notification will be

sent to processors each semester.

Frequency: Approvals will be ad hoc based upon frequency of temp faculty appointment/change in appointment
transactions. Most of these transactions will occur at the beginning of each semester.

Step 1.
Navigate to the correct CMS page:

Home > CSU Temp Faculty

> FUL Temp Faculty Reports -
DEPT > Faculty Payroll Report by
EmplID

emrch:

| hitain Menu = CSL Temp Faculty =
@ FUL Temp Faculty Reports-DEPT
FUL Temporary Faculty Reports
FPayroll Report by EmpliD

=T
Temporary Faculty Payroll Report by EmpH[D

[ My Favarites

[ CSU 5A Baseline
-~» CEU Temp Faculty
[ C5U Temp Faculty Repaorts
 FUUL Temp Faculty

TF Payroll Report by Dept

Temporary Faculty Payroll Report by Department

Reparts-DEPT
= TF Payroll Report by
EmpliD
= TF Paytoll Repott by Dept|

Step 2:

Once you have selected Faculty

Payroll Report you will need to
enter a Run Control ID.

You need to have a run control ID
in order to run reports in CMS.

Run Control ID identifies specific
run control settings for a particular
report or process.

Click F8arth to see what run
controls you have available to you.

If this is your first time running the
report, click Add a New Value.

TF Payroll Rpt by EmplID-DEPT
Enter any information vou have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Add a MNew Value

Run Control ID: [ begins with =] |

™ case Sensitive

Search | Clear | Basic Search Sawve Search Criteria

Find an Existing Walue | Add & Mew Value

Step 3:

Ent 8FPayroll _Repq
in the Run Control ID box (or any
other name you wish to use for
this run control ID).

Click __Add

TF Payroll Rpt by EmplID

Eind an E;

Add a New Value

Run Control ID:|TF_Payroll_ Report_EmpliD

Add '

Find an Existing Yalue | Add a Mew value
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Step 4:
The Faculty Payroll Report by
Emp|ld tab dISplayS.' You must Run Control ID:  TF_Payroll_ Repart_EmpllD Eeporthanager  Process WMonitor Run |
complete all bold fields. Language: English

Report Request Parameters
® From Date: Enter the

appropriate effective date from i e
the contract data information *From Date:|01/01/2009 5 *Thru Date: |01/31/2008 5]
PeopleSoft will run th? Payroll Department: 10035 QL Biolsgical Sefence
Report for all transactions s a
starting with this effective date. Job Codo; LT (37
® Thru Date: Enter the _ Clear_|

processing end date.
PeopleSoft will run the Payroll
Report through this date for all
transactions with this effective
date. Esave | =] hatify | |

® Department: Enter the 5-digit
department ID of the
department you are going to run
the report for.

® Job Code: Enter the job code
2358 (part-time lecturer), 2325
or 2355 (graduate assistant) or
2354 (teaching associate). To
run the report with additional job

l—llevi:ed? Empl Red# |Hame ’_’_
Q m 0 Duohg, Cindy A [=]

1800286312

codes use the - putton.

® EmplID: Enter the EmplID of
the employee you are going to
run the report for. You may also
use the magnifying glass icon to
choose from an available list of
Empl i dés. To a
Empl i dés cT butok.

Once you have entered the
required fields, click Fun

CSUF Date Last Revised: 12/14/2008 Page 43 of 59




TF Processing Guide () () Business Process Guide
| Desk Manual

Step 4a:
Run Control I TF_Payroll_ Report_EmpliD Eepott Manader Frocess Monitor Run |
Next, specify whether the contract Language: English
is Revised. Report Request Parameters
Effective Date Range
*From Date: 01/01/2009 @ *Thru Date: |01/3152009 @
Department: |10036 Q Biological Stience
Job Code: |2358 Q@ Lecturar &
Clear |
List of Employee ID
*EmpliD Revised? Empl Red# |Hame
1 200286312 Q |No -l o Duong,Cindy & [=]
Step 5:
Process Scheduler Request
The fOIIOWing erIdS need to be User ID: LLEDYARD Run Control ID: TF_Payroll_Rpi_EmpliD
completed as follows: Server Name: | PSUNK =] RunDate:  [1202008 5
Recurrence: I 'I Run Time: 10:25:08AM Resetto Current DateiTime |
Server Name: PSUNX Time Zone: &
Type: Web Description Process Name Process Type "Type *Format Distribution
Format: PDF ¥ TF Payroll Report by EmpliD FULTFO03 5QR Report [wes =] [FOF =] Distribution
Step 6:
Process Scheduler Request
For trOUbleShOOting pUrpOSES yOU User ID: LLEDYARD Run Control ID: TF_Payroll_Rpt_EmpliD
mu st spec if y t he Server Name: IPSUNX 'I Run Date: 121072008 £
information. Recurrence: I 'I Run Time: 10:25:08AM Resetto Current DatefTime |
Time Zone: QA
; Distribution |; Hipcexklbis
C“Ck on the ————— link. Description Process Name Process Type "Tvpe *Format Distribution
¥ TF Payroll Report by EmpliD FULTFO03 SOR Report [wes =] [POF = @
Note: This step must be
completed only once per report.
Step 7: Distribution Detail
The Distribution Detail page Process Name:  FULTLOOZ
appears. Process Type:  S0R Report
] Folder Name: | j
Click on the button to add a —
Distribute To
new row.
User x| |p92248628
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Step 8:

In the new row, complete the
following fields:

- ID Type: Role
- Distribution ID: FS HR

Q

Then click the look up icon ™.

Distribution Detail

Process Name: FULTLOOZ
Process Type: SER Report
Folder Name: | j
Distribute To
“Distribution 1D
[User =| 392243628 Q [# [=]
[Rale =lFsHr ' =

Step 9:

The Distribution ID look up page

appears. Click on the link
|FS HRERepart Distribution List

Look Up Distribution ID
Search by: IDistributinn D "I hegins with F5 HR

Look Up | Cancel |Advanced Lookup

Distribution 1D

IFS HREReport Distribotion LispHR Report Distribotion List

Step 10:

Verify the Distribution Detail page
for accuracy.

Once complete, click LL

Distribution Detail

Process Name: FULTLOOZ
Process Type: SGR Report
Folder Name: | ﬂ

Distribute To

*Distribution 1D

[user ~| [saz248625 Q [+ [=]
[Role | F5 HRRepor Distribution List Q [ =

Email Subject: Email With Lag - Email Web Report r

Message Text:

Email Address List:

' Cancel |
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Step 11:

At the Process Scheduler page,

click ok |,

Process Scheduler Request

User ID: LLEDYARD Run Control ID: TF_Payroll_Rpt_EmpliD
Server Name: PSUME x| mpater  [12/10i2008 B
Recurrence: ~| RunTime: 10:25:08AM Resetto Current Date/Time |

[ a

Time Zone:

W TF Payroll Report by EmpliD

=

FULTFOO3 SQR Report

IWeb 'I PDF x| Distribution

Step 12:

Once you have initiated the
process a process instance
number will appear.

You can check the status and view
the report generated by clicking

Report Manager.

Run Control ID: - TF_Payroll_Rpt_EmpliD

Heport Manager Frocess Monitor

Language: English Process Instance:239374

Report Request Parameters

Effective Date Range

*From Date: (01/07/2009 [
‘ Department: |10036 Q

“Thru Date: |01/31/2008 [

Biological Science ‘

Step 13:

WhePostedo appea
the process that you ran you can
view the report that you
generated.

If you do not se
process is not complete. Click

Administration

UseriD:  LLEDYARD | Type: : | 1[oas =] (Refresh )
Status: | j Folder:l jlnstance: to:

& |F|rui 5

> L2 Last
Details

Refresh ; 1201062008 Acrobat .
to update its status r 109395 239374 TF Pavroll Report by EmpllD b ot (*pdf) Posted  Details
periodically. | e
Step 14:

If the report name does not appear
in a hyperlink, the process has not
finished. Click Reftesh to update
the status of the process. You
may have to click this button
several times before the process
is Posted.

When the status Posted appears
next to the process you initiated,
you can click the Report name to
access the report.

Administration

View Reports For
Userip:  |LLEDYARD Type: [ 1[Das [ Refresh_|

Status: | j Folder:l Jlnstance | to:

Report List

121102008 Acrohat
r 109395 239374 ITF Payroll Report by EmpliD I‘ [Posted | Details
E | 1D:a722AM (* pdf) |
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Step 15:

The Faculty Payroll Report appears.

Department : 10036 Biological Science

e C AL STATE Faculty Payroll Report
i Agency 1242
ﬁ{% Fl LLERTO |\ by Department Reporting Unit : 157
\ Job Code : 2358  Lecturer AY
300 M. State College Blvd., Fullerton, CA 928313599 Tel: 714-276-2011
Run Date Time : 12/15/2008 11:37:29 AM

Employee Name EmplID Red S5N Action/  CMS SCO Appt. Appt. Appt. Timebhase Range Salary Dept  School
Reason  Position  Position Start DT End DT Dur Code Code
Malden, Lynne 800286312 0 552574527 DTA/APT 00023015 242-157-2358-001  01/19/20090 05312009 S1 35 2 $3879 146 66
Signature : Date :
Page 1of 1

Print this document, obtain the appropriate signatures and send it to 1% level approver (College).

You have successfully run a Faculty Payroll Report by EMPLID.
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é To view online tutorial, visit: http://www.fullerton.edu/cms/Training/docs/index.html

APPOINTMENT APPROVAL

The Temp Faculty Approval process is required to generate the contract for a part time lecturer, graduate assistant,
and teaching associate. Once a department has processed an appointment or job data change, information will be
displayed on an approval page for a specific department and term. The processor must notify the 1% level approver
via email the appointment is ready for approval.

Frequency: Approvals will be ad hoc based upon frequency of temp faculty appointment/change in appointment
transactions. Most of these transactions will occur at the beginning of each semester.

Step 1:
'—ﬁjtﬁ AL ST AEE
, EAFULLERTON
Navigate to the correct CMS page:
Search: badl] Main Menu =
CSU Temp Faculty > CSU Tem ®
p / \% p b Mg Pz CSU Temp Faculty
FaCU|tV PI’OCESSInq [- CEU SA Baseling Mairtain contracts for C3U Temporary Faculty
~ G8U Temp Faculty CSU Temp Faculty Reports = CSU TF Batch Job Updates
b G5 Temp Facully Reparts €51 Temporary Faculy Reports == 50 Temparary Faculty Batch Jobs Updistes
= CSUTF Bateh Job Updates ] ¢5U DIPisabhatical Eicibility
= LU Termnp Faculty =1 C2U Emplovees with = 1.0 FTE
AQDH =] C3U Range Elevation Report
12 hlore:
= CSU Temp Faculty Processing ) = CSU Contract Data
_ m bl il E Add or Upcate a Temp Facutty Contract
Step 2:

The CSU Temp Faculty
Processing page appears.

Enter the Department ID number

and Term, or use the Q to
receive a list of valid values.

Then, click S&arch

Step 3:

The active contracts for the
specified Department and Term
will appear.

Verify all the data on the approval
page.

Verify the Contract Effective

Date is correct.
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