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1.0

Overview

In January 2009 CSUF began using the baseline CSU Temp Faculty module to process all temp faculty lecturers’,
graduate assistants’, and teaching associates’ appointment notices. Beginning May 1, 2012, instructional student
assistant job codes will be processed via the baseline CSU Temp Faculty module. 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:

Last

Who processes the appointment(s)?
- Itis up to each individual college to determine who processes the appointment(s) in PeopleSoft.

Who will approve the appointment(s)?

- Once the department/college has processed the appointment, it will be approved by the college dean or
program head designee.

How is the approver notified an appointment is ready for approval?
- Processors should notify the college or program approver via email.

When can the appointment notice be printed?

- College or program approvers notify the processors when appointment notices can be printed.
Processors can retrieve their appointment notices from FileNet (e-content). Verify with your college or
program approver to determine how appointment notices should be handled.

Where does the signed appointment notice go?

- All signed appointment notices should be filed within the employee’s official personnel file in the college
or program head office.

How is Payroll notified of new and/or returning temp faculty employees?

- Colleges or program staff will print the Faculty Payroll report. This report is submitted to Payroll Services
by the college approver.

Who do | contact for errors or data entry mistakes?

- Contact your college or program approver. Academic departments should always contact their college
dean office designee first for assistance.

- If the college or program head approver is not available, contact Faculty Affairs & Records (FAR).

I don’t understand a term or field in PeopleSoft.

- 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. If still uncertain, contact Faculty Affairs and Records
(FAR).

Who do | contact if I'm unsure how to process a specific scenario?
- Consult your user guide and/or the online tutorials.

- Contact your college or program approver.

- Contact Faculty Affairs & Records (FAR).

Revised: 07/20/12 Page 4 of 62
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2.0 CSU Contract Data

é To view online tutorial, visit: http://www.fullerton.edu/ittraining/peoplesoft/HR/hr.asp

The CSU Contract Data process is used to process appointment data for temporary faculty, teaching associates,
graduate assistants, and instructional student assistants by allowing departments/colleges to enter their
appointment information directly into PeopleSoft (CMS) and subsequently create an appointment notice once
saved. This process allows for the hiring of temporary lecturers, graduate assistants, teaching associates, and
instructional student assistants. Processing should not begin until lecturers and teaching associates are linked to
their courses. NOTE: instructional student assistants and graduate assistants must be linked to the term for
which they're hired. Please contact the Scheduling Office.

21 Creating a New Appointment Notice (Contract)

This process will yield a new CSU Contract Number.

New Contract Type Definitions:

e Semester Only Appointment
e Beginning a New Year 1 of 3 (12.12 Entitlement)
e Beginning a New Academic Year Appointment (12.3)

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

Processing Steps Screen Shots

Step 1:
Navigate to the correct page: ORACLE’ %

Main Menu > CSU Temp Faculty > T
CSU Contract Data. Eavpites

Search Menu:

o | N -

® Search:

| ] C5U Ternp Faculty |
You can navigate from either ] CSUF HR {7 CSY Temnp Faculty Reports v
the menu or folder. DMy Favorl - £lerton Sa Customization £3 FUL TF Custamizations C

[ CSUSAE : ;
e Zalf Service 1 CEU Temp Faculty Processing

[

[ Fullerton 3 Manager Self Service |.j C5U Contract Data
(=]
[

[ Self Servi Global Payrall & Absence Marmt 3

[» Campus ;
3
R Reporting Tools

b SetUpHE 1 PeopleTools 3
[: Set Lip 5£ ‘j Change My Passwiord

b Repartinc [£] My System Profile

[» PeopleTa

— Change by Password

— My Personalizations

— My Systermn Profile
— Mw Dictionary

Last Revised: 07/20/12 Page 5 of 62
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Processing Steps

Screen Shots

Step 2:

Once you have selected

CSU Contract Data link, the system
displays the Search page,
defaulting to “Find An Existing
Value.”

First, search for the person to verify
an active contract doesn’t already
exist.

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

e EmplID (CWID), or

e Name (Last Name,First) with no
spaces, or

e Last Name

«

To view all rows of an active
CSU Contract Number, select the
Include History box,).

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: [begins with =] | Q

Contract Status: |= = | ~|

Term: [begins with =] | Q
Description: [begins with =] |
Name: [begins with =] |
Last Name: [begins with =] |

" Include History [~ CorrectHistory [~ Case Sensitive

Search

Clear | Basic Search B Save Search Criteria

Find an Existing Value | Add a New Value

Step 3:
Once the appropriate criteria have
been entered, click 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

EmpliD: | begins with = ||

CSU Contract Number: | begins with ||

Department: | begins with = || Q
Contract Status: |= = =l
Term: |begin5 withj| Q.
Description: |begins withj|

Hame: |begin5 withj|Maldon,Mark

Last Name: |begins withj|

[ Include History

Clear | Basic Search [E Save Search Criteria

Find an Existing Value | Add a Mew Value

Last Revised: 07/20/12
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Processing Steps Screen Shots
Step 3a:
=lep ca. . EmpliD: [ begins with =
If a CSU Contract Number is found, £SU Contract Number: [egins wih =]
verify that it was processed Department: [ begins with =] | @
correctly and for the correct term ComractStatus: |- o] | Bl
before moving forward.- e [eagns wan 2| “
Description: Ibggins with j|
Name: [ begins with =
Last Name: [begins with =] [maLDON

"' nclude History [ Correct History I Case Sensitive

Search Clear | Basic Search =] Save Search Criteria

Search Results

FroplD[CSl Conirat Hurmber Term [peparimend beseripon ——[Contzae Sauslilame ——silame

099311662 000000324 (blanky 10158 Emergency Hire- 1 Year Only  Active Maldon, Alicia MALDON

OQadsel 2 000000020 a5 Eotitlarsant Lk il Jialdan Betty TN

§DDDSSSBB 000000378 2083 10036 Maldon, Lynne- Fall 2008 Active Waldon, Lynne MALD O )
L — —

Step 3b:
If no CSU Contract Number is found | |CSU Contract Data
click on the Add a New Value tab Enter any information you have and click Search. Leave fields blank for a list of all values.
or link. _ o —
EmplID: [ begins with = ||
CSU Contract Number: | begins with x| |
Department: [ begins with = || Q
Contract Status: |= = =l
Term: [ begins witn x| Q
Description; |begins with j|
Name: | begins with x| [Maldon,Mark
Last Name: | begins with j |

[ Include History

Search | Clear | Basic Search Bl Save Search Criteria

Mo matching values were found.

Find an Existing Yalue (ﬁdd a MNew Value )

Last Revised: 07/20/12 Page 7 of 62
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Processing Steps

Screen Shots

Step 4:
The Add a New Value page
appears.

Next, enter the appropriate values
for :

e EmplID
e Department ID

Use the magnifying glass ( Q )to
lookup the appropriate values for
these fields if unknown.

By using the department
lookup, only a list of approved
departments will be displayed under
the lookup tool. Users can only
create appointments 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: a,
Add

Find an Existing Value | Add a New Value

&To continue processing, the Lecturer, GA, TA or ISA must already have an
EmIpID in PeopleSoft. If an EmplID does not exit, contact your Dept/College
Scheduling Coordinator.

Step 5:
When the appropriate fields are
completed, click Add.

CSU Contract Data

Find an Existing Value | Adda New Value

EmpllD: 897826855 Q

CSU Contract Number: NEW

Department: 10036 &}
Add |}

Find an Existing Value | Add a New Value

Last Revised: 07/20/12
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Processing Steps Screen Shots
Ste 6: Contract Status/Content TE Contract Courses | TF Contract Total
The C:_0nt_raCt StatUS/Content tab Mark Maldon Person ID: 897826855
page Is dISp|ayed- Contract Status/Content
CSU Contract#  NEW DeptiD: 10036 =l
The CSU Contract # field is set to *Eff Date: 0110112009 [ Effective Sequence: | O Contract Desc:
NEW. *Contract Status: | ACtive j' Entitiement: Term End Date: | £
Reg Region: usa Q@ Multiple Term End Date: I Bl
Next, enter in the effective date for contractType: | %
the start of the appointment. Approvedby: [ Approvert [ approver2  I” Approvers
TF Contract Detail
[=]
L *Position Nbr: Q Bus. Unit:
The Effective Date defaults to Department: 10035 Job Codie: samrr [l
the current date. Override, this date Term: 2 oyoe © compRate:
by choosing the appropriate atestarr [N QU Academic Days Paid: Totalwry: | 0.00000
effective date (usually the 1st day of Comments: ﬂ@‘é
the term). =

®

Effective Date = The date the
appointment should become
effective.

Step 6b:
Leave the Effective Sequence field
at 0.

Contract Status/Content

TE Contract Courses | TF Contract Total

Mark Maldon Person ID: 897826855

[Contract Status/Content 1 of 1 [,
CSU Contract # NEW DeptiD: 10036 El
s *EFff Date: M@ Effective Sequence: I_U Htracl Desc: .
Once this appointment is *Contract status: |2 | entitiement: [ TermEnapate | &
saved, a CSU Contract Number will RegRegion:  |USA QL Multiple Term End Date: | G
be assigned. ContractType: |
Approved by: I” approvert [~ Approverz [ Approver3

Last Revised: 07/20/12 Page 9 of 62
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Processing Steps Screen Shots
Step 7:
Enter the Contract Description. Contract StatusiContent | TE Contract Courses | TF Coniract Total
Mark Maldon Person ID: 897826855

. . . . Contract Status/Content View Al 1 [ 1051 0 5
This will help you identify the : '°f
appropriate CSU contract number EEIETeEE: NEY DeptiD: R
on the search results page if ~Eff Date: 01012009 5 pereive sequence: | O Contract Desc: | Part Time Faculty Spring 2009
multiple CSU Contract Numbers *Contract Status: |*‘\Cﬂ\fe =] Entitiement: 125 Term End Date: el
exist in the system. Reg Region: usa & WMuftiple Term End Date: B

Contract Type: Q
Approved by: " approver1 I Approverz [~ Approver3

TF Contract Detail Find | View Al Firet [4] 1 or 1 [M] Last
+
*Position Nbr: Q Bus. Unit: =
Department: 10036 Job Code: Sal PlaniGrd: i a
Term: ’_ Q Cycle: ’_ Q *Comp Rate: ’7
*Late Start? |N—Q Academic Days Paid: Total WTU: 'm
Comments: ﬂ@
-

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

1150 Instr Student Assistant (current term description)
1151 Instr Student Assistant OCWS

For example — Part Time Faculty Spring 2009

Last Revised: 07/20/12 Page 10 of 62
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Processing Steps Screen Shots

Step 8:

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

Contract StatusiContent | TE Coniract Courses | TF Contract Total

Mark Maldon Person ID: 897826855
Contract Status/Content

CSU Contract#: NEW DeptiD: 10036 =
*Eff Date: ’m@ Effective Sequence: I_U Contract Desc: Part Time Faculty Spring 2009
- *Contract Status: [Adive 7] Entitiement: [ | TermEndDate: [ =
For more information Reg Region: lusa @ Multiple Term End Date: I— El
regarding the appropriate status comroctType: |10

type, contact your College
Coordinator or Dean’s office.

Approved by: I” Approvert [~ Approver2 [~ Approver3

TF Contract Detail Find [ View Al First [ 1 011 [M] Last

*Position Nbr: Q Bus. Unit: =
Department: 10036 Job Code: Sal PlaniGrd: i
Term: ’_ Q Cycle: ’_ Q *Comp Rate:
*Late Start? TGS Academic Days Paid: Total WTU: 0.00000
Comments: ﬂ@
Step 9:
If applicable, enter the Entitlement Contract Status/Content | TE Contract Courses | TF Contract Total
WTU's for lecturers with either an Mark Maidon Person - 297820855
AY or 3 year appointment_ Contract Status/Content View A <[] 10f1 M.
CSU Contract# NEW DeptiD: 10036 =
“Eff Date: [0101/2008 |5 rfective Sequence: | 0 Contract Desc: | PartTime Faculty Spring 2008
Total Entitlement WTU’s = Number ~contract Status: |50 =] Entitlement 25 | TermEndDate: &
of WTU'’s per Academic Year and Reg Region: lusa @ Multiple Term End Date: I—Eﬂ

entered as ##.# (i.e. 12.5 or 13.0).

Contract Type: Q

Approved by: " approveri [ Approver2 [~ Approver3

TF Contract Detail Find | View Al First (4 1 011 [ Last
¥
“Position Nbr: Q Bus. Unit: =
Department: 10036 Job Code: SalPlanGre: /[ Q
Term: [ & Cycle: [ & *Comp Rate:
*Late Start? [N Academic Days Paid: Total WTU: 0.00000
Comments: ﬂ@

Last Revised: 07/20/12 Page 11 of 62
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Processing Steps

Screen Shots

Step 10:
Enter the Term 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 Contract Courses | TF Contract Total

Mark Maldon Person ID:

897826855

Contract Status/Content

+
CSU Contract# NEW DeptiD: 10036 =

*Eff Date: 01/01/2009 [ Effective Sequence: 0 Contract Desc: [Pan Time Faculty Spring 2009
*Contract Status: IAcﬂve 'I Entitiement: 125 Term End Date: |5J‘29.f2009 [E
Req Region: usa Q@ Muttiple Term End Date: I [#]

Contract Type: Q

Approved by: ™ approvert [~ Approver2 [~ Approver3

TF Contract Detail an st (41 o4 [¥] Last
*Position Nbr: Q Bus. Unit: =
Department: 10036 Job Code: Sal Plan/Grd: i la
Term: ’7 Q Cycle: ’7 Q *Comp Rate:

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

Comments: ﬂ@

Step 10a:
The Regulatory Region defaults to
USA. You do not need to change
this value.

Contract StatusiContent | TE Contract Courses | TF Contract Total

Mark Maldon Person ID: 897826855
Contract Status/Content

+
10036 =

CSU Contract# MNEW DeptiD:
*Eff Date: 010112009 B prroctive Sequence: 0 Contract Desc- | Part Time Faculty Spring 2009
*Contract Status: | Active vl Entitlement: 125 Term End Date: 5i2912009 @
Reg Region: W Q Muttiple Term End Date: l— EJ

Contract Type: &

Step 11: For AY and 3 year appts
only!
Enter the Multi-Term End Date.

In the final year of the
appointment both the Term End
Date and Multi-Term End Date
should be the same.

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

Mark Maldon Person ID: 897826855

Contract Status/Content

Approvedby: | Approvert [ Approverz I Approver3
TF Contract Detail

Eind | View Al First 2 1 o1 [ Last
: =
*Position Nbr: Q Bus. Unit:
Department: 10036 Job Code: Sal Plan/Grd: / Q
Term: Q Cycle: Q *Comp Rate:
*Late Start? N Q Academic Days Paid: Total WTU: 0.00000
Comments: ﬂ@

+
CSU Contract# NEW DeptiD: 10036 =
“Eff Date: 01012009 B grrective sequence: | 0 Contract Desc: PartTime Faculty Spring 2009
*Contract Status: | Active ~| Entitement: 12.5 Term End Date: 05/20/2009 [31
Reg Region: usa Q Multiple Term End Date: 53172012 [
ContractType: 014 @ 1212 Entitlement - Yr 1 of 3

Last Revised: 07/20/12
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Processing Steps

Screen Shots

Step 12:
Next, enter the Contract Type.

Use the magnifying glass ( Q ) to
view a list of valid value types.

&CSUF will only utilize the
following values:

- 003 12.3 Entitlement

Contract StatusiContent | TE Contract Courses | TF Contract Tota
Mark Maldon Person ID: 897826855
Contract Status/Content
+
CSU Contract# NEW DeptiD: 10036 =1
“Eff Date: 01012008 [ Effective Sequence: 0 Contract Desc: Part Time Faculty Spring 2009
*Contract Status: IAcTive | Entittement: 125 Term End Date: 0512812008 [5
Reg Region: usa @ WMuttiple Term End Date: 3172012 [
ContractType: (914 & 12.12 Entitlement - ¥r 1 of 3
Approved by: ™ approver1 [~ Approver2 [~ Approver3

TF Contract Detail

First El 1af1 El Last

Note: Grade = Range or Rank.

&IF YOU DO NOT KNOW THE
POSITION NUMBER TO USE,
CONTACT YOUR DEPT/COLLEGE
BUDGET OFFICE.

(PTF/AY) *Position Nbr: Q Bus. Unit: =
- 006 Semester Appt Department: 10036 Job Code: sal Plan/Grd: i a
- 014 Year 1 of 3 ferm: L% ome LS comRae|
- 015 Year 2 of 3 *Late Start? N Academic Days Paid: Total WTU: 0.00000
- 016 Year3of 3 comments ﬂ@
- 011 Graduate Assistant
- ISA Contract Type
Step 13:
Skip the Approved by boxes as they
are not being used at CSUF. Hark batgon Person o 500085559
Contract Statusi/Content
CSU Contract # NEW DeptiD: 10036 EI
Next, enter the appropriate Position £ Date: 01012008 [ Effective Sequence: | U Contract Desc: | Par Time Faculty Spring 2003
Number. “Contract Status: [Ave | Entiiement: [125 | TermEndDate: [05720/2009 59
U th fy | ( Q ) t Reg Region: WQ Multiple Term End Date: 53102012 [51)
se the magnifying glass 0]
see a list of%lctivegpgsitions for your contract Type: TQ [preErtement 1ot
department. T-ntract etall First ({1 or1 [ Lot
i . DositionNbr: 00027904 (O Leciurer AY Bus.Unit.  FLCMP  CSU-Fuller =
e i ® [ s o 2 e 2 D
Department, Job Code, and Salary ferm: [ cyelet [ 1a comp Rate:
Plan/Grade will automatically lote sarrz [N 2 S otalwru; | 000000
populate; however, you may need Comments: ﬂ@
to change the Grade.

Last Revised: 07/20/12
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Processing Steps

Screen Shots

Step 14:
Enter the Term for the contract or

use the magnifying glass ( Q ) to
see a list of terms.

Terms used at CSUF are:
1 - Intercession

3 - Spring
5 - Summer
7 — Fall

Note: TF & ASE mod wil only use
the Spring (3), Summer (5) -and Fall
(7) terms.

Contract Status/Content TE Contract Courses | TF Contract Total

Mark Maldon Person ID: 800085599
Contract Status/Content
S
CSU Contract# NEW DeptiD: 10036 =
Eff Date: 01/01/2009 [ Effective Sequence: 0 Contract Desc: | P& Time Faculty Spring 2009
*Contract Status: | Active :I' Entitiement: 125 Tenn End Date: IDSJZQJZDDQ I
Reg Region: usa Q@ Multiple Term End Date: |5J‘31 2012 [
Contract Type: (014 @ 12.12 Entitiement - ¥r 1 of 3

Approvedby: | Approvert [ Approver2 [ Approver3

TF Contract Detail Find | View All First A 10f1 [v Last
+Position Nbr: [00027004 @ Lecturer AY Bus.Unit:  FLCMP CSU-Fuller -
Department: 10036 Biological Science Job Code: 2358 Sal Plan/Grd: 335 / rq
Term: [003 @ Cycle: [ a *Comp Rate:
*Late Start? Na Academic Days Paid: Total WTU: 0.00000

Comments: ﬂ@

Term Example: 2093

2 = Century
09 = Year
3=Term

Step 15:
The Cycle value should be one of

the following:
- 1= Lecturers, TA's and ISA’s
- GA=GA’s

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
(derived from WTU's) to calculate
the monthly salary rate. Thisis a
CSU calculation.

The monthly salary rate will display
on the TF Contract Total tab.

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

Mark Maldon Person ID: 800085599
Contract Status/Content
=
CSU Contract# NEW DeptiD: 10036 =E
“Eff Date: 01/0172009 [/ Epective Sequence: 0 Contract Desc: | Part Time Faculty Spring 2009
*Contract Status: | Active *| Entittement: 125 Term End Date: 05/28/2009 [
Reg Region: usa @ Multiple Term End Date: 51312012 [
Contract Type: 014 2 12.12 Entitlement - Yr 1 of 3
Approvedby: | Approvert [~ Approver2 I Approver3
TF Contract Detail ast
. ) FHE
*PositionNbr: 00027904 C  Lecturer AY Bus.Unit:  FLCMP CSU-Fuller
Department: 10036 Biological Science JobCode: 2358  SalPlanGre: 235 /1 QL
T [2083 Cycle: 1 @ +compRate: 3200.000000
*Late Start? N Q Academic Days Paid: Total WTy; | 0.00000
Comments: i'@

@Comp Rate will default for previous TF lecturers, GA’s, TA's, and ISA’s. The
default rate can be overridden by typing in a new rate if applicable.

Last Revised: 07/20/12
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Processing Steps

Screen Shots

Step 16:

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

The appropriate values for this field
are:

- E-Early
- L-Late
- N - 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 or teaching associate should
be paid for.

Contract Status/Content | TE Coniract Courses TF Confract Total

Mark Maldon

Contract Status/Content

Person ID:

800085599

FI=l
CSU Contract#: NEW DeptiD: 10036 BE
*Eff Date: 01/01/2009 [ Effective Sequence: 0 Contract Desc: | Fan Time Faculty Spring 2009
*Contract Status: Iﬁ-dNE ~| Entittlement: [125 Term End Date: IOS:‘EQJ‘?UDB ]
Reg Region: uUsa Q Muttiple Term End Date: |5l'31 2012 [
ContractType: (014 @ 12.12 Entitlement- Yr 1 of 3
Approved by: ™ App 1 [ App 2 [ App 3
TF Contract Detail
) FEE
*Position Nbr: 00027904 C  Lecturer AY Bus.Unit:  FLCMP  CSU-Fuller
Department: 10036 Biological Science JobCode: 2358  SalPlan/Grd: 335 /|1 Q
Term: 2093 Q Cycle: & *Comp Rate: 3200.000000
*Late Start? NG Academic Days Paid: Total WTU: 0.00000
Comments: ﬂ\i{/

Select one of the following values!|

E |[Early Term
L

L |Late Start

M [Mone

Cancel

=] im]

Step 17:

Do not enter any information in the
Total WTU field, unless hiring a
2355 (Graduate Assistant), 2325
(Graduate Assistant - monthly) job
code or any Instructional Student
Assistant - job codes 1150 through
1153.-

The total WTU will populate based
upon the courses entered on the TF
Contract Courses tab.

TF Contract Detail

00027904 O Lecturer AY
10036

2003 O
Nla

*Position Nbr:
Department: Biological Science

Cycle:

i la

Term:

*Late Start? Academic Days Paid:

ol of 1 [+ Last
~ Sk pt!iis__ﬁeld. It
will auto populate
sdaterinthe:-
- process.

Bus. Unit:

Job Code:
*Comp Rate:

TotalwTy: | 0000004

For Job Codes: 2355, 2325, 1150, 1151, 1152, and 1153 — enter the Total WTU.

Last Revised: 07/20/12
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Processing Steps

Screen Shot

S

Step 18:
Skip this field. CSUF will not utilize
the comments field.

Contract Status/Content TE Contract Courses TF Contract Total

Mark Maldon

Person ID: 300085599
Contract Status/Content I
+
CSU Contract# NEW DeptiD: 10036 =
*Eff Date: 04/01/2008 E?J Effective Sequence: 0 Contract Desc: | Part Time Faculty Spring 2009
*Contract Status: | Active j' Entitlement: 125 Term End Date: IDSIZEIIQI]I]B £
Reg Region: usa @ Multiple Term End Date: |51311201 2 [
Contract Type: 014 & 12.12 Entitiement - Y 1 of 3
Approved by: [ Approvert I Approver2 [ Approver3
TF Contract Detail First (1] 1 of 1 [F] Last
=
*Position Nbr: 00027904 |, Lecturer AY Bus.Unit  FLCMP CSU-Fuller
Department: 10036 Biological Science JobCode: 2358  SalPlanGrd: 335 /1 Q4
Term: 2003 Q Cycle: 1 Q ~Comp Rate: 3200.000000
*Late Start? Na Academic Days Paid: Total WTU: 0.00000
Comments: SKIP THIS FIELD ﬂ@

Last Revised: 07/20/12
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2.2 Contract Courses Page

This page is used to enter course and non-teaching assignments to generate total WTU's for the appointment.
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.

Processing Steps Screen Shots

Step 1:

Clle on the TF Contract COUrseS Contract Status/Content | TF Contract Courses l TF Contract Total

tab WMark Maldon Person ID: 800085599

irst [4] 1 or 1 [P] Last
CSU Contract Number: 000000378 DeptiD: 10036 08i20/2009 0
Contract Detail Find | V First 4] 1 of 1 [ Last

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 PlaniGrade: 335 / 1
Term: 2093 Cycle: 1

Contract Status/Content page. o ©
Late Start: N Academic Days Paid: Total WTU:  3.00000 CompRate: 3200000000

Course Assignments Cust First [4] 4 o1 [*] ast

If courses have been identified for ru N R F— @’L—s@i #students |wru rr

the instructor in Campus Solutions 1[ 10873 [BIOL [7 [Biological Diversity [ 3.000000 [#] [=]

> CurriCU|um Management >Term Other Assignments stomize First [1] 1 o1 [ Last
Workload, click on the Default | [mommenicssoncoge [[mesouse  [acatemc — R

Courses link. 1 aQ Q = a [ o.oooo00 | =

If instructors have not been
identified contact your course
scheduling coordinator.

&Adding or deleting rows of . ]
course data WILL NOT update Note: For Graduate Assistant-2355 and 2325, and Instructional Student

Assistants, job codes 1150 through 1153, the Course and Other Assignment
fields should remain blank; however, the Academic Student Employee
Description of Duties form should be provided upon acceptance of the

appointment.

Term Workload or the Schedule of
Classes in Campus Solutions.

@ Remember WTU’s from this
page will auto-populate the Total
WTU field on the Contract
Status/Content tab. You may need
to return to the Contract
Status/Content tab to correct the
number of total WTU'’s in the Total
WTU field.
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Temp Faculty Processing User Guide

FINAL

Processing Steps

Screen Shots

Step 2: Other Assignments

In addition to course information,
any applicable “Other Assignments
will also be added to the TF
Contract Courses page.

Course

rse Assigni
rclass Hbr

Customize | Find | B

1| 10873 |BIOL 171 Biological Diversity 1 |K—Q 3.00

2| 10876 [BIOL 200 [Biology Lab

bk [ 1

First [

irst
1 Catalog Nbr | Description Section (*K/S |KFactor |Units #Students | WTU

1-2of2 L7 Last

3.000000 =]
1.000000 [=]

Other Assignments

Assignment Reason Code Time Source
Type —  |Code

Academic .
OrgiDept Ty

Find | Al

Description

First C

| Last

e

10f1

131 |@ 2, [Department ~] [146-B10LCY | 1.450000 [Advising Undergrad Bio stdnts [=]
&Adding or deleting rows of
course data WILL NOT update
Term Workload or the Schedule of
Classes in Student Administration.
Step 3:
Continue on to the TF Contract Contract Status/Content | TE Contract Courses = TF Contract Total
Total tab to continue. Mark Maldon Person ID: 800035599

Last Revised: 07/20/12
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2.3 TF Contract Total

FINAL

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

Processing Steps

Screen Shots

Step 1:
Click on the TF Contract Total tab.

Review the information on the page.

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

TE Contract Courses { TF Contract Total '

Contract Status/Content

Mark Maldon Person ID:

Contract Data

C5U Contract Number: NEW DeptiD:

Contract Total Detail

10036 Biological 2358 335

Lecturer AY
Science

B save | Z4 Return to Search | [=] Motify |

Contract StatusiContent | TF Contract Courses | TF Contract Total

Step 2:

By default, the Print column is
checked. This box must be
checked in order to print the
appointment notice.

TF Contract Total

Contract Status/Content

TE Contract Courses

Mark Maldon Person ID: 800085599

CSU Contract Number: NEW
Contract Total Detail

DeptiD: 10036 Eff Date: 08/20/2009

LecturerAY 10036 g'{;."ew"‘a‘ 2358 335 1 5.4500

Eff Seq:

Customize | Find

. Job |Sal |Sal Month (Term Tclla\
Title Dept Name Cd  |Plan |Grd |SOMRRAE b ima)|FRCO0 pate |Rate

Last Revised: 07/20/12
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Processing Steps

Screen Shots

Step 2a:

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

To choose from a list of valid
values, use the magnifying glass

( Q ). Then, select the appropriate
code.

Values used:

- PTF

- GA

- TA

- ISA

- LB1 (Part-Time Librarian)
- LB2 (Part-Time Librarian)

Mark Maldon

CSU Contract Humber: NEW.
Contract Total Detail

Science

Person ID: 800085599

DeptlD: 10036 Eff Date:  08/20/2009 EfS 0

e S s i e e

Lecureray 10036 D10l091C3l o355 335 4

3200.000000 5450

DiTm

12i05/2008
10:47 5440

KKEE

Look Up Letter Code
Letter Code:| begins with =] |
Description: [ begins with =] |

Look Up | Clear | Cancel |Bas\cLookun
Search Results
L ode [Description
121 12 Month Lecturer Appointment|
3AY 3-Yr AY Lecturer (General
13BA 3-Yr AY Lecturer (MCBE )
AY Academic Year (General
BAY MCBE AY Lecturer
BSL MCBE Semester Lecturer
ICOA Coaches
ENT Entitlement FT Lec (General
FTF Full Time Faculty (Semester)
GA Graduate Assistants
LB1 Temp Librarian Mot Entitled
Le2 ET Temporary Librarian
LIB ET 3vr Entitled Librarian
PTE Part Time Faculty
o1 -
o2 -
oz -
104 -
oS -
o6 -
L Teaching Associates

Step 3:

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

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

&No changes may be made
once the data has been saved.

Contract Status/Content

Mark Maldon

CSU Contract Number: 000000378
Contract Total Detail

Biological
Science

Lecturer AY 10036

TE Contract Courses

TF Contract Total

Person ID: 800085599

Find | View

DeptiD: Eff Date: 08/20/2009  Eff Seq:

Customize | an\

= ob [sal [sal o o traction|Month [Term Tolal e Lener Date  |LastUpd
= Dept Name Cd |Plan |Grd Rate  |Rate Printed |DtTm

2358 335 1 545000 [ ,70\

Al First %] 1 0f1 L2 Last

First %1 1 of1 X Las

10:00:14AM

‘ L Return to Search | [=] Notify

Step 3b:
To make changes you must contact
the Dean'’s office.

Contract StatusiContent | TE Contract Courses TF Contract Total

Mark Maldon

Contract Data

CSU Contract Number: 000000378
Contract Total Detail

Job |Sal Month |Term Tolal
Title Dent Name Cd  [Plan Grd CompRate |pe imal |90 pate  |Rate

Biological
Science

Lecturer AY 10036

Person ID: 800085599

DeptiD: EIT Date: 08/20/2009  EIT Seq:

Find |

Letter |Date Last Upd
Code Printed |DtTm

2358 335 1 545000 & | @

=1 0f1 ] Last

First ) 1 of 1 2 Las

10:00:14AM

‘ L\ Return to Search | [=] Notify
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Processing Steps

Screen Shots

Step 4:

Once an appointment has been
saved the Notepad feature appears
on the Contract Status/Content tab.

Contract Status/Content | TE Confract Courses | TF Contract Total
Mark Maldon Person ID: 800085599
Contract Status/Content -
CSU Contract# 000000378 DeptiD: 10036 Ne—E
*Eff Date: 08/20/2009 Eﬂ Effective Sequence: 0 Contract Desc: | Part Time Faculty Spring 2009
*Contract Status: |Active j' Entitlement: 125 Term End Date: IDSIQ aiz010 [5H
Reg Region: usa  Q Multiple Term End Date: |5131I201 FE:]
Contract Type: 014 & 12.12 Entitlernent - Yr 1 of 2
A A o1 | il a3

Step 4a: Optional

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

Click Add a New Note to add a
new note to the appointment.

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

Temp Faculty Notepad

- Selected Note(s)

ID: |800085599 Wark Maldon Search | Delete
CSU Contract Nb: 000000378 SR s
“DeptiD:| 10036 Clear Selections
*Eff Date: |2008-08-20
Earliest Note Date [ End £l

Add a New Note Return To: Contract Data page

There are no existing notes for the specified search criteria.

Return To: Confract Data page

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

Step 4b:

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

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

Temp Facuity Notepad - Selected Note

Selected Note

ID: 300085599
C5U Contract 000000378
Nb:

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

Creator: Lyn Ledyard
Last Update:

DeptiD: 10036 by:

Eff Date: 2009-08-20

Subject: |Te sting Note feature

=€

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

Save |

Return To:

Undo Changes |

MNote Selection Page
Contract Data page

Last Revised: 07/20/12
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Processing Steps

Screen Shots

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 Hote(s)

ID: 800085599 Mark Maldan Search | Delete
CSU Contract Nb: 000000378 Select All Notes
*DeptiD: | 10036 Clear Selections

*Eff Date: 2009-08-20

Earliest Note Date B  End B
gddialbicwiiot Return To: Confract Data page

Existing Notes Cu
Eff Date ated Subject
10/24/2008 .
g J Testing Mote feature
10036 2009-08-20 331PM Testing Mote feature r

Return To: ( Contract Data page )

Step 5:
To process additional appointments
click the Add button.

Next, notify your Dean’s office that
appointment data are ready for
review.

Printing of the Faculty Payroll report
will be completed by the college.

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

@Appointment printing
instructions are found under the
section Printing Appointments 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: IActive vl Entitlement: 1258 Term End Date: IDSIEQIE
Reg Region: usa G Multiple Term End Date: |5131 i20
ContractType: 014 @ 1212 Entitlernent - Yr 1 of 3

Approved by: [ approvert [ Approver2 [ Approver3

TF Contract Detail

*Position Nbr: 00027904 Q  Lecturer AY Bus.Unitt FLCMP CSU-Fuller
Department: 10036 Biological Science JobCode: 2358  SalPlanGrd: 335
Term: 2093 Q Cycle: 1Q *Comp Rate: 3200.000000

*Late Start? INIa Academic Days Paid: Total WTU: 1.45000
Comments: \

Bl save | L Return to Search | [=] Motify | [Ek Add |

Last Revised: 07/20/12
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Updating an Existing Appointment
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This section covers updating current active multi-term appointments. These steps will allow a processor to
update a multi-term appointment only.

Processing Steps

Screen Shots

Step 1:
Navigate to the correct page:

Main Menu > CSU Temp Faculty >
CSU Contract Data.

You can navigate from either
the menu or folder.

ORACLE

Search Menu:

— Chande by Password
— My Persanalizations
— My Systern Profile

— My Dictionary

en | , EE
Search:
| 1 CSU Temp Faculty |

I T3 CSUF AR (3 C5U Temp Faculty Reports
G My Favorl £ lerton 5a Customization £ FUL TF Customizations
[» LI SAE ;
L OSUEHE [ Seif Service |_'1 25U Ternp Faculty Processing
I Fullertion [ Manager Self Service |Ij €5l Contract Data
g 29"59“” 7 Global Payrol & &bsence Mgmt 3

ampus 3 .
MR 7 Reporting Tools
b SetUp HF 1 PeopleTools 4
[: Set Lp 5£ d Charnge My Password
[ Reporting [£] My System Profile
[ PeopleTo

Step 2:

Once you have selected

CSU Contract Data, you will be
prompted to “Find an Existing
Value”.

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

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

- EmplID (CWID)

- Name (Last Name,First)

- Last Name

Select the “include history”
option to see all appointment data
available.

CSU Contract Data

Find an Existing Value Add a Mew Value

Person I1D:

800085599

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

[ Include History [ Correct History [ Case Sensitive

Search |

Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a Mew Value

EmplID: | begins with x|

CSU Contract Number:| begins with v ||

Department: |begin5 withﬂ| (&}
Contract Status: = = =l
Term: | begins with x| Q
Description; |begin5 withﬂ|

Name: | begins with = ||

Last Name: |begin5 withj|
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Processing Steps Screen Shots
Step 3:
Once the appropriate criteria have CSU Contract Data

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

Find an Existing Value

EmpliD: [begirs with =]

CSU Contract Numl]-er:| begins with j |

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

Name: | begins with = | |

Last Name: [begins with =] [maLDON

™ nclude History I case sensitive

Clear | Basic Search Save Search Criteria
N — =

Find an Existing Yalue | Add a Mew Yalue

Step 4.
Results will appear on the page. EmplD: [[bedins with ]|
CSU Contract Nllml)er:l begins with j |
Department: Ihggms with j| Q
Next, select the appropriate CSU Contract Status: [ = =
Contract Number. Term: [begins with | @
Description: |begms with j|
Name: |begins with j|
Last Name: | heging with j |MN_DON
& If Contract Status is marked [ Include History [~ Correct History I Case Sensitive

as Inactive, do not select. Select the Search Clear | Basic Search Save Search Criteria
most current Active row.

Search Results

FmpiD__[cS0 Contrac Hurmber Term [Depiriment Dencrition —Contac tgusfiame _|Lastilame

009311682 000000324 (blanky 10158 Emergency Hire- 1 Year Only  Active Maldon, Alicia MALDON
[elele T} J2 000000090 it LIS Edillesnaal 1ol ki w LidlCuohl
00085565 000000378 2093 10036 Ialdon, Lynne- Fall 2008 Active Waldon, Lynne MALD O D

Step 5:
The active contract is displayed.

Contract Status/Content

Lynne Maldon Person ID: 803740224

Contract Status/Content 1 =|
To update the contract for the CSUContract % NEW Deptin: 10038 )2
current semester, click the plus sign *Eff Date: 08/2002008 5 Effective Sequence: | 0 Contract Desc: | Part Time Faculty Spring 2009
(m) button under the Contract ‘Contract Status: IActlve 'l Entitlement: 10.5 Term End Date: IDMEUZD[IEI &)
Status/Content area. Rey Region: uss G ALDON Multiple Term End Date: |0513112011 EJ
Contract Type: (014 2, 12.12 Entitlernent - ¥r 1 of 3

Approved hy: r Approver1 O Approver2 | Approver3

TF Contract Detail

Page 1 of 2 is the
; =l
new/current term Page 2is *Position Nbr: 00027803 Q  Lecturer AY Bus.Unit:  FLCMP GSU-Fuller
previous term data. Department: 10038 Biological Gcience Job Code: 2358 SalPlaniGrd: 335 7|3 Q
Term: 2093 Q@ Cycle: 1 Q *Comp Rate: 4200.000000
*Late Start? ’N_Q Academic Days Paid: Total WTL: 15.00000
Comments: &
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Processing Steps Screen Shots
M Contract Status/Content
A new Contract Status/Content Lynne Maldon Person ID: 02726315
page appears. Coniract Status/Content
CSU Contract # 000000384 DeptiD: 10171
Fields are populated based upon 'Eff Date: 017222008 5 Effective Sequence: | 0 Contract Desc: |PartTime Faculty, Spring 09
the previous semester. Override “Contract Status: Entitiernent: WATU TenmEnd Date: [p=rzerz008 5
the appropriate data as necessary RegRegion:  [US4 QL Multiple Term End Date: [osmteTt 5
on page 1. Comtract Type: (014 O 1212 Entifiement - ¥r 1 of3
Approved by: O Approver1 O Approver2 O Approver3
¢ TF Contract Detail d|view sl First U 1 of 4
The CSU Contract number ‘PositionNpr: 00022881 (@, Lecturer AY Bus.Unit:  FLCMP  CSU-Fuller i
remains the same. Department: 10171 husic JobCode; 2358 SalPlanGrd: 335 [[2 Q@
Term: [20031Q Cyele: o ‘CompRate: | 3775000000
‘Late Start? |N—Q Academic Days Paid: Total WTL: 0.50000
Comments: I &
Step 7:

Contract Status/Content

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

Lynne Maldon Person ID: 802726315

Contract Status/Content
CSU Contract 2 000000384 DeptiD: 10171 =
- ‘Eff Date: 022202009 [# Effective Sequence: I_U Contract Desc: |FartTime Faculty, Spring 2009
The Effective Date is usually ‘Contract Status: Entitlement: 30w Term End Date: Im@
the 1st day of the term. Reg Region: lusa @ Multiple Term End Date: lm@
Contract Type: ’WQ 1212 Entitlement-%r1 of 3
¢ Approved hy: O Approver1 O Approver2 O Apprwer3|

Effective Date = The date the
appointment should become
effective.

Step 7b:
For the new appointment, leave the
Effective Sequence at 0.

Contract Status/Content

TE Conti

Lynne Maldon Person ID: 802726315
Contract Status/Content

CSU Contract 2 000000384 DeptiD: 10171

‘Eff Date: 08/22/2009 [ Effective Sequence: I_U Contract Desc: |Part Time Faculty, Spring 2009
‘Contract Status: Entitlement: 30T Term End Date: M@
Reg Region: lusa @ Multiple Term End Date: IW [+
Contract Type: ’WQ 12.12 Entitternent- r 1 of 3

Approved hy: O Approver1 O Approver2 O Apprwer3|
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Processing Steps

Screen Shots

Step 8:
Update the Contract Description.

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

Contract Status/Content

Lynne Maldon

Contract Status/Content

uss Q@
e

O Approve

Reg Region:

Contract Type:

Approved hy:

CSU Contract % 000000384 Deptin: 10171
“Eff Date: 08/22/2008 [ Efective Sequence: 0 Contract Desc: |Part Time Faculty, Fall 2009
*Contract Status: Entitlement; 30WTY Term End Date: |0512 %3009 [5)

tract Total

Person ID: 802726315

Multiple Term End Date:

|us:31:2m1 E]

1212 Entitlement- %1 of 3

1 O Approver2 O Approver3

The format for this fi

ield is:

Job
Code

Contract Description

2358

Part Time Faculty, (current term description)

2354

Teaching Associate, (current term description)

For example — Part Time Faculty Spring 2009

Step 9:

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

Contract Status/Content

Lynne Maldon

Contract Status/Content =
CSU Contract 2 0000003284 DeptiD: 10171 m =
*Eff Date: 08/22/2008 5 Effective Sequence: I_U Contract Desc: |Part Time Faculty, Fall 2009
*Contract Status: Entitlement: 30WTU Term End Date: [8r2niz008 =
Reg Region: lusa @ Multiple Term End Date: (R ETRE]
Contract Type: ’WQ 12.12 Entitlernent - ¥r1 of 3
Approved by: O Approver1 O Approver? O Approver3

Person ID: 802726315

Step 10:
The Entitlement WTU's are carried
forward from the previous term.

This field is only updated at the start
of anew 1 AY or 3 AY entitlement.

Contract Status/Content

Lynne Maldon

Contract Status/Content o =]
CSU Contract# 000000384 DeptiD: 10171 =
“Eff Date: 09/22/2009 [# Effective Sequence: 0 Contract Desc: | Part Time Faculty, Fall 2009

*Contract Status: Entitlement:

Reg Region: usa  Q Muttiple Term End Date: |05r31 12011 [=1
Contract Type: 014 Q 12.12 Entitlernent- ¥r 1 of 3
Approved by: O Approveri O Approver2 O Approver3

TF Con

Person I0: 802726315

30wTu

|05r29r2009 I

Term End Date:
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Processing Steps

Screen Shots

Step 11:
Update the Term End Date for this
appointment.

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

Contract Status/Content

TE Contrac

Lynne Maldon

Contract Status/Content
CSU Contract # 000000384
“Eff Date: 032212009 [5 Effective Sequence: ’_U
‘Contract Status: Entitlement: R
Reg Region: W Q
Contract Type: WQ 12.12 Entitlement - ¥r 1 of 3

Approvedby:  [approver1  ClApprover2

TF Contract Total

Person ID:

DeptlD:

Contract Desc:

Multiple Term End Date:

[ approvers

Term End Date:

B02726315

10171

Part Tirme Faculty, Fall 2009

05/29/2010 B
naraz01

Step 1la:
The Regulatory Region defaults to
USA. You do not need to change
this value.

Contract Status/Content
Person ID: 802726315
Contract Status/Content
CSU Contract # 000000384 DeptiD: 10171 =
‘Eff Date: 08:22/2009 5 Effective Sequence: I_U Contract Desc: |Part Time Faculty, Fall 2010
‘Contract Status: Entitlement: 30T Term End Date: lm E]
Rey Region: [usa @ Multiple Term End Date: IW &
Contract Type: ’WQ 12.12 Entitlerment - Yr 1 of 3
Approvedby:  [lapprovert  Tlapproverz I Approver3

Step 12:
The Multiple Term End Date should
not change.

Contract Status/Content
Person ID: 802726314
Contract Status/Content
CSU Contract # 000000384 DeptiD: 10171 m =
'Eff Date: 08/22/2009 [ Effective Sequence: I_U Contract Desc: |Fart Time Faculty, Fall 2010
‘Contract Status: Entitlement: 30w Term End Date: lm El
Rey Region: [usa @ Multiple Term End Date: IW &
Contract Type: ’W Q 12.12 Entitiement - ¥r 1 of 3
Approvedby:  [lapprovert  Tlapproverz I Approver3
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Step 13:
Next, update the Contract Type. Cantract StatusiContert
Lynne Maldon Person ID: 802726315
Use the magnifying glass (O\ ) to EoniiactiStatiE:ont ot
view a list of valid value types_ CSU Contract # 000000384 DeptiD: 10171 m ®HE
Eff Date: 08222009 [ Effective Sequence: | 0 Contract Desc: |Part Time Faculty, Fall 2010
‘Contract Status: Entitlement: 30WTY Term End Date: 052952010 [+
Reg Region: ushQ Multiple Term End Date: 0ara12011 [+
&CSUF will onIy utilize the Contract Type: 015 G 12.12 Entitlernent - ¥t 2 of 3
following values for Temp Faculty B
serving in a current active multi- IF Contract Detail ing [View A1 Frst 1o g
. +
term appointment: “Position Nbr: 00022891 | Lecturer &Y Bus.Unit:  FLCMP  CSU-Fuller
- 003 12.3 Entitlement (1AY) Department: 10171 Music JobCode: 2358  SalPlaniGrd: 335 /|7 | Q
- 014 Year1of 3 er: 2087 |& Cycle: 1@ compRate: 3775.000000
- 015 Year 2 of 3 ‘Late Start? |N—Q Academic Days Paid: Total WTU: 0.50000
Comiments:
- 016 Year3of 3 ¥
Step 14:

Comrac StatusConterd | T Conlinct Couwses | TF Contiact Totl

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

Lymna Waldon Pessonilk BOZTIBINE

CSU Condract & 000000324 Depti: 10171 0 'z
@ “EH [habec IZAI0E 1 EHective Sevpeenca; ] Comract Desc: | Fard Time FaculBy, Fad 3000
Verify the Position Number is “Contract Status: | A % Eritlement: W Team Ennd Daabes |
correct. You should not have to Foeg Fiegihonc s 0 Budtigde Tt Ervd Eutes ez &
change this value. ComaciTypee 115 O T S ——

|wuu. L TH 000336 O Lechurer AY Bus, Uni:  FLOMP  CEU-Fulles
| Deparime: 10T bl JbCode: 1358  SalPanGid 335 /2 0
Step 15:
Update the Term for the contract or Contrect StatvsiContcnt 4 TEC TF contrar Jota
Lynne Maldon Person ID: 802726315
use the magnifying glass (Q) to P r———— : W
see a list of terms. CSU Contract# 000000384 DeptiD: e O .
'Eff Date: ’m [ Effective Sequence: I_U Contract Desc: |Part Tirne Faculty, Fall 2010
Terms used at CSUF are: *Contract Status: Entitlement: 30WWTL Term End Date: IM &
1 - Intercession RegRegio:  [USA | Q Multiple Term End Date: [osr12011 B
3 — Spring Contract Type: 015 | 1212 Entitlement - vt 2 of 3
5 - Summer Approved by: Clapprovert T approverz [l Approver3
7 _ Fall TF Contract Detail - il Firet B 4 of 4 ) Laet
“Position Nbr: 00022891  Lecturer AY Bus.Unit:  FLCWMP  CSU-Fuller =
Department; 10171 Music JobCode: 2358 SalPlanGrd: 335 f[z O
Term: [20971Q Cycle: e ‘CompRate: | 3775000000
‘Late Start? N Academic Days Paid: TotalwTu: | 050000
Comments: F‘é
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Step 16:
The Cycle defaults to “1”. You do
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
(derived from WTU's) to calculate
the monthly salary rate.

The monthly salary rate will display
on the TF Contract Total tab.

Contract Status/Content

Lynne Maldon

Contract Status/Content

CSU Contract # 000000384

0852252009 [5

“Eff Date:

Reg Region: W Q
Comract Type: 015 QL
Approved by: O Approver1
TF Contract Detail
*Position Nbr: 00022891 &
Department: 10171
Term: 2087 /@
“Late Start? YREN
Comments:

Effective Sequence:

*Contract Status: Entitlement:

Person ID:

1212 Entitlement - ¥r 2 of 3

O Approver2

Lecturer AY

Music
Cycle:

Academic Days Paid:

O Approver3

[ e

802726315

DeptiD: 171 [} =
Contract Desc: |Part Time Faculty, Fall 2010
Term End Date: 08/20/2010 [

|n513112n11 IE]

Multiple Term End Date:

First 1of 1 [b] Last

+
Bus. Unit: EI

FLCMP  CEU-Fuller
2358 Sal Plan/Grd: 335 /|2 Q

*Comp Rate: 3775.000000
Total WTL: 0.50000

Job Code:

Step 17:

Identify whether the appointment is
an Early Term or Late Start.

The appropriate values for this field
are:

- E-Early
- L-Late
- N—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
employee should be paid for.

Contract Status/Content

Lynne Maldon

Contract Total

Effective Sequence:

Entitlement:

Person ID:

o

30T

1212 Entitlernent- ¥r 2 of 3

O Approver2

Lecturer AY

Music
Cycle:

Academic Days Paid:

O Approver3

e

802726315

DeptiD: 10171 [} =
Contract Desc: |Part Time Faculty, Fall 2010
Term End Date: 05282010 [+

|0513112011 ]

Multiple Term End Date:

First [ 1 of 1 [F] Last
; =l

Bus. Unit: FLCMP  CEU-Fuller
Job Code; 2358  SalPlaniGrd: 335 )2 Q

*Comp Rate: 3775.000000
Total WTU: 0.50000

Contract Status/Content
CSU Contract £ 000000384
*Eff Date: e
“Contract Status:
Red Region: lusa @
Contract Type: W Q
Approved by: O Approver1
TF Contract Detail
‘Position Nbr: 00022891 @
Department: 10171
Term: W Q
‘Late Start? M
Comments:
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Processing Steps

Screen Shots

Step 18: Skip Total WTU

the Total WTU field.

Do not enter any information into EontractStal=N:ont e

The total WTU will auto update
based upon the courses entered on
the TF Contract Courses tab.

Total WTU will auto
update based upon

Approved by: O Approver1 O Approver2 O Approver3

TF Contract Detail

*Position Nbr: 00022891 O Lecturer AY Bus. Unit:
Department: 10171 Music Job Code:
Term: 2097 O Cyele: 1 aQ ‘Comp Rate:

“Late Start? |N— Q Academic Days Paid: Total WTU: 0.50000

Lynne Maldon Person ID: 802726315
Contract Status/Content 7
CSU Contract # 000000384 DeptiD: 10171 =
*Eff Date: 08/22/2008 [ Effective Sequence: l_ﬂ Contract Desc: |Part Time Faculty, Fall 2010
‘Contract Status: Entitlement: 30WWTY Term End Date: 05282010 [
Reg Region: W Q Multiple Term End Date: 053112011 [H
Contract Type: ’WQ 1212 Entitlerment- ¥y 2 of 3

information on the next

Comments:

Step 19:

Comments will not be utilized at

Contract StatusiContent

Lynne Maldon Person I: 802726314

CSUF. Contract Status/Content
CSU Contract # Q000003524 DeptlD: 10171 =
Now, continue processing by Eff Date: 08/22/2009 [ Effective Sequence: | 0 Contract Desc: |Part Time Faculty, Fall 2010
adding course information to the ‘Contract Status: Entitlement: 30T Term End Date: [osaerzote [
contract. Rey Region: [lusa Muttiple Term End Date: Im [5
Contract Type: ’ﬁ QA 1212 Entitlerent-Yr 2 of 3

Approved by: anprweﬂ Dm)prwerz DApurwerS

TF Contract Detail Finc First (4] 1.0 1 [M] Last
“Position Nbr: 00022881 € Lecturer AY Bus.Unit:  FLCMP  CSU-Fuller =
Department: 10171 Music JobCode: 2358 SalPlanGrd: 335 /|2 |Q
Term: W Q Cycle: ’17 Q *Comp Rate: ,m

‘Late Start? |N— Q Academic Days Paid: Total WTU: ’m

Comments: ‘ Fé

To continue processing, refer to the TF Contract Courses tab located on

Last Revised: 07/20/12
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é To view online tutorial, visit: http://www.fullerton.edu/ittraining/peoplesoft/HR/hr.asp

A Time base Change is processed for appointments where a change in WTU is made to the appointment (either

up or down) effective after the start of the term. This process is only used for a true time base change.

Processors should only complete the time base change after the class schedule has been modified. Contact your

Class Scheduling coordinator to make modifications to the class schedule.

Processing Steps

Screen Shots

Step 1:
Navigate to the correct page:

Main Menu > CSU Temp Faculty >
CSU Contract Data.

You can navigate from either
the menu or folder.

ORACLE
Favarites

Search Menu:

[» Curriculu
b SetUp HE [ PeopleTools

[ PeopleTo
— Change My Password
— Mw Personalizations

— My Systern Profile
— My Dictionary

Reporting Tools

[ Set Up 8¢ L"l Change My Passwword
[ Repaorting [5] My System Prafie

b
3

ons | . EER
Search:

| 1 CSU Temp Faculty |
I T CSUF HR [ CSU Temp Faculty Reports
bty Favorl £ jlorton 56 Customization (3 FUL TF Customizations
[ B SAE 1 = i
b CBUF HE [ Self Service |_'1 C5U Temp Faculty Processing
b Fulletton [ Manager Self Service ||j -3U Contract Data
[ Self Servi ) Global Payrall & Ahsence Mgmt r
[ Campus &5

Step 2:

Once you have selected

CSU Contract Data you will be
prompted to “Find an Existing
Value”.

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

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

- EmplID (CWID)
- Name (Last Name, First),
- Last Name

CSU Contract Data

Person ID:

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

800085598

EmpliD: | begins with = ||

CSU Contract Number: | begins with =] |

Department: |begins withj|
Contract Status: |= =
Term: |begins withj|
Description: |begins withj|
Name: |begins withj|
Last Name: |begins with j |

™ Include History [~ Correct History I~ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value \ Add a Mew Value

Last Revised: 07/20/12

Page 31 of 62


http://www.fullerton.edu/ittraining/peoplesoft/HR/hr.asp

Temp Faculty Processing User Guide FINAL
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Step 3: CSU Contract Data
Once the appropn ate Cl’ltel'la ha.Ve Enter any information you have and click Search. Leave fields hlank for a listof all values.
been entered, C|ICk SearCh Find an Existing Value
EmpliD: begins with =] |
CSU Contract Number:| hagins with j|
Department: begins with jl Q
Contract Status: = =l E
Term: hegins with j| Q
Description: [ begins with =
Name: [ begins with =]
Last Name: [egins with =] [maLDON
I Include History I case sensitive

Clear | Basic Gearch Save Search Criteria
S =

Find an Existing alue | Add a Mew Value

Step 4.
Results will appear on the page. EmpliD: [[being witn ]|
CSU Contract Numl)er:l begins with j |
Department: [ begins witn = Q
Next, click on the appropriate CSU Contract Status: |- = =
Contract Number. Term: ['oegins with | a
Description: |hegina with j|
Name: [ begins with =] |
Last Name: [ begins with ] [maLDON
T include History [ Correct History I Case Sensitive
Search Clear | Basic Search Save Search Ctiteria
Search Results
ki 4l First E 1-24 o1 24 E Last
Lot
2993116682 000000324 {hlanky 10158 Emergency Hire- 1 Year Only  Active Maldon, Alicia MALDION
[s[eleF} 12 000000020 i Ly 10158 Editbauaaat 4 _of ki m Bl Cunhl
00085599 000000378 2093 10036 Maldon, Lynne- Fall 2008 Active Waldon, Lynne MALD O )
Step 5: . Contract Status/Content | IE TF Corract Latal
Make sure that the current active Lynne Maldon Person ID: 803740224
Contract Status Content row is AT
displayed by double checking the LT ——— T JTiED D
term. You should be on page 1 *Eff Date: ME‘J Effective Sequence: ’_U Contract Dese: | 73 Time Faculty Spring 2008
*Contract Status: IACti\n’e 'l Entitlement: 10.5 Term End Date: |0512912009 [
To Update the time base, add a row Reg Region: usa  |Q Multiple Term End Date: |D513112D11 [
by C|icking the p|us sign (m) button Contract Type: 014 Q@ 12.12 Entitlement - ¥r 1 of 2
under the Contract Status/Content Approvedby: ™ Approvert ™ approver2 ™ Approver3
area. TF Contract Detail Find s First W aora M Lt
*Position Nbr: 00027902 O Lecturer AY Bus. Unit: FLCMP  CSU-Fuller =
Department: 10038 Biological Science Job Code: 2358 SalPlaniGrd: 335 /3 QO
Term: 2003 Q Cycle: 1 Q ‘Comp Rate: 4200.000000
‘Late Start? |N—Q Academic Days Paid: Total WTL: 15.00000
Comments: &
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Processing Steps

Screen Shots

Step 6:

A new Contract Status/Content
page appears. Fields are populated
based upon the previous screen.

«

Contract Status/Content

Lynne Maldon

CSU Contract #:

“Eff Date:

‘Contract Status:

Person ID:

Contract Status/Content

000000334

0102202009 [# Effective Sequence: 0
Entitlement:

TF Cantract Total

30wTu Term End Date:

S02726315

£ F=
Fart Time Faculty, Spring 09

052072000 [

DeptiD: 10171

Contract Desc:

Note: The CSU Contract # RegRegion:  USA O WMultiple Term End Date: [osr3tzot
remains the same. Contract Type:  [014 & 1212 Entitiemant - vr 1 of 3
Approved by: Clapprovert  Clapproverz [l Approver3
& Make sure you are on page 1 1F Contract Detal it (1 o1 [ et
before Updating Contract “Position Nbr: InnnzzEg Q  LecturerAY Bus.Unitt  FLCMP  CSU-Fuller =
Status/Content. Department: 10171 Music JobCode: 2358  SalPlamGrd: 335 (7 Q
Term: 2093 Cycle: [ e ‘CompRates | 3775000000
‘Late Start? N Academic Days Paid: TotalWTU: | 0.50000
Comments: [ |@
Step 7:

Next, override the following data:
- Effective Date

®

Effective Date = The date the
time base should become effective.

Lynne Maldon

CSU Contract #:

“Eff Date:

Reg Region:
Contract Type:

Approved by:

‘Position Nbr:
Department:

Term:

Contract StatusiContent

*Contract Status:

TF Contract Detail

Person Il:

Contract Status/Content

000000441
021152008 [ Effective Sequence: 0
IActive 'l Entitiement:

usa | Q
014 Q 12.12 Entitlernent- Yr1 of 3
r Approver1 r Approver2 r Approver3

pooz2eg1 QL Lecturer AY
10171 Music
2093 Q Cycle: 1 Q

ract Total

30w Term End Date:

802726315

DeptiD: 10171

Contract Desc: |Part Time Faculty, Spring 08

|0512912009 [
|0513112011 IE

Multiple Term End Date:

First E 1of 1 |E| Azt
: =

Bus. Unit: FLCMP  CSU-Fuller
Job Code: 2358 Sal Plan/Grd: 335 /|2 Q.

*Comp Rate: 3775.000000

Step 8:
Select Late Start.

The appropriate values for this field
are:

- L-Late

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

The Academic Days Paid identifies
how many working days the
employee should be paid at the new
time base (WTU'’s). See “Days
Remaining Table” on the FAR
website.

Person ID:

802726315

FHE

DeptlD:

10171 0

Contract Desc:

Patt Time Faculty, Spring 09

IUSJ‘2912EIEIB El
IUSISUZEIH El

Term End Date:

Multiple Term End Date:

First [ 1 o 1 (%] Last
) =l

Bus. Unit: FLCMP  CSU-Fuller
Job Code: 2358 Sal PlaniGrd: 335 /2 Q)

*Comp Rate: 37745000000
Total WTLE 0.50000

Contract Status/Content
Lynne Maldon
Contract Status/Content
CSU Contract# 000000441
“Eff Date: 02115/2008 [ Effective Sequence: W
‘Contract Status: Im Entitlement: AMATL
Reg Region: usa o
Comract Type:  |014 |2 12.12 Entitlemant - vr 1 of 3
Approved by: I approver1 I Approverz I Approver3
TF Contract Detail
“Position Nbr: oonzz2aal S Lecturer AY
Department: 10171 Music
Term: [2003 @ Cyele: [ e
‘Late Start? ||-— Q Academic Days Paid: ,?
Comments:
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Processing Steps Screen Shots

Step 9: Skip Total WTU Conlract Status/Content ] IE

Do not change any information in Lynne Maldon Person I B02726315
the Total WTU field. Contract Status/Content

CSU Contract# 000000441 DeptiD: 171
The total WTU will auto update ‘Eff Date: 02152008 [ Effective Sequence: | 0 Contract Desc: |Part Time Faculty, Spring 09
based upon the courses entered on | || ‘comract Staws: [acive =] Entitemen: e e D [osizerzn0s |
the TF Contract Courses tab. RegRegion:  [USA (& Multiple Term End Date: 053112011 [+
Contract Type: ,W QA 1212 Entitlerment-Yr1 of 3

Approved by: I approvert I approverz I approver3

TF Contract Detail
“Position Nbr: nonz28g1 C  Lecturer AY Bus. Unit:
Department: 10171 Music Job Code:
Term: 2093 Q Cyeles 1 Q *Comp Rate:
‘Late Start? |L—Q Academic Days Paid: | 55 Total WTU: 0.50000
Comments: [ @
Ste 10 - Contract Status/Content

Skip the comments field. Diane Alancraig Person I: 802726315

Contract Status/Content

CSU Contract # 000000441 DeptiD: 10171

“Eff Date: 02115/2008 3 Effective Sequence: 0 Contract Desc: |Part Time Faculty, Spring 09
‘Contract Status: I Active 'l Entitlement: 30wt Term End Date: IDSIQ 972009 [+
Reg Region: usa  Q Multiple Term End Date: |E|5131 2011 [H
Contract Tvpe: 014 G 12.12 Entitlernent - ¥r 1 of 3

Approved hy: r Approver1 r Approver2 r Approver3

TF Contract Detail =t
*Position Nbr: 00022891 O, Lecturer AY Bus.Unit:  FLCMP  CSU-Fuller =
Department: 10171 Music Job Code: 2358 SalPlaniGrd: 335 ([ Q
Term: [zna3 @ Cyele: [ @ ‘CompRate: | 3775000000
“Late Start? |L— Q Academic Days Paid: W Total WTU: 0.50000
Comments: &

Last Revised: 07/20/12 Page 34 of 62



Temp Faculty Processing User Guide

FINAL

Processing Steps

Screen Shots

Step 11:
Click on the TF Contract Courses
tab.

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

Click on the Default Courses link
to update the courses for the
individual.

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

@ Remember WTU's from this
page will populate the Total WTU
field on the Contract Status/Content
page and TF Contract Total pages.
Update the Total WTU's field on the
Contract Status/Content page if

necessary.

TF Contract Courses

Lynne Maldon Person ID: 802726215

CSU Contract Number: 000000441 DeptiD: 10171 EfT Date: 024152009

Contract Detail

‘Position Nbi: 00022291  Lecturer AY Bus Unit: FLCMP

Department: 10171 Music Job Code: 2358 Plan/Grade: 335 | 2
Term: 2083 Cycle: 1

Late Start: L Academic Days Paid: L1 Total WTL: 050000 Comp Rate: 3775.000000

Course Assignments

2120t 2 2 Last
Class ubject

Hbr \Area

1 16042 MUS 193 Indiv Instr: Flute |—Q 3.00 3.000000 [+] [=]
2| 18102 MUS 203 Indiv INstr: Flute [Kla 019 0.190000 =

Other ﬂ:slgnments Fine " First ) 4 of

1 Q Q :I\ QI
|Defaut Gourses e

0.000000 | B

Step 12:
Click on the TF Contract Total tab.

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

Lynne Maldon PersoniD: 802726315

Contract Data

CSU Contract Number:
Contract Total Detail

000000441 DeptlD: 10171 Eff Date:  (02/15/2009 Eff Seq:

Lecturer 121EI4I2EII]E

10171 Music 2358 335 2 2:40:21PM

3775.000000 0.366700 11/30 1384200 5250.755 5.50000 Q. 800188260

Step 13:

By default, the Print column is
checked. This box must be
checked in order to print the
contract.

TF Contract Total

Person ID: 802726315

CSU Contract Number:
Contract Total Detail

kf(d“m’ 10171 Music 2368 335 2 3776000000 0366700 11/30 1384 290 5250.755 5suuuu

000000441

DeptlD:

10171 Eff Date: 02152008 Eff Seq:
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Step 13a:

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

To choose from a list of valid
values, use the magnifying glass

(Q‘ ). Then, select the appropriate
code.

@ Values used:

- PTF

- GA

- TA

- LIB1 (Part-Time Librarian)
- LIB2 (Part-Time Librarian)

TF Contract Total

Person ID: Q02726315

Lynne Maldon

CSU Contract Number:
Contract Total Detail

_ Dept (Job (Sal |Sal - Month Term Total Letter Date
e 9B iome |cd  |Plan |grg [COMERAte mal [F2%pae  |mate  wru [P |Coue Printeﬂ’
ks,cmrer 10171 Music 2358 335 2 3775000000 0366700 11/30  1384.290 5250755 550000 | 1ﬁ

000000441 Eff Date:

DeptiD:

10171 02/15/2009 Eff Seq:

Look Up Letter Code

Letter Code:| begins with =] |
De:i:npnonzlbegms wwtnj|

LnnkUpl Clear | Cancel |BaS\cLUUKUD

Search Results

=
=

12 Wonth Lecturer Appointment|
3-Yr AY Leclurer (General

3-Yr AY Lecturer (MCBE
Academnic Year (General
MCBE AY L ecturer

MCBE Semester Lecturer
Coaches

5
=3

e
ER[E

m
1}
2

=]
=}
=

m
=
5

Entitlement FT Lec (General
Full Time Faculty (Semester)
Graduate Assistants

Temp Librarian Not Entitled

FT Temporary Librarian

FT 3yr Entiled Librarian

Part Time Faculty

RER

F
o
R

=
@

]
5
&

-
=

=
=
=

=
=}
&

=
2
i

=
=
a

=
=}
=3

B

Teaching Associales

Step 14:

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

TF Contract Total

Person ID: 802726315

Lynne Maldon

CSU Contract Number: 000000441 Depti: 10171 Eff Date:  02/15/2009 Eff Seq:
Contract Total Detail {

L
- Dept |(Job |Sal |Sal Month Term Total . 1
Title Dept | e Cd |Plan |Grd Comp Rate Rate Rate WU I’rmt’;
kfft“rer 10171 Music 2358 335 2 3775000000 0.3EETO0 11/30 1364 290 5250755 550000 W |

Save E\Return to Search | tEPrevious in List | HEIMest in List | ElNotify |

Step 15:

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

To make changes you must contact
the Dean'’s office.

Once an appointment has been
saved the Notepad feature appears
on the Contract Status/Content tab.

Contract Status/Content

Person ID: 202726315

Lynne Maldon
Contract Status/Content

CSU Contract# 000000441 DeptiD: 10171
“Eff Date: 0215/2008 [ Effective Sequence: 0 Contract Desc: |Part Time Faculty, Spring 09
‘Contract Status: | Active ~] Entitlement: 30WTU Term End Date: 05/29/2009 [3]

Rey Region: usa  Q Multiple Term End Date: 0563172011 [31
Contract Type: (014 & 1212 Entitlernent- Y1 1 of 3
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Step 15a: Optional

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

Click Add a New Note to add a
new note to the appointment.

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

Temp Faculty Notepad

> Selected Note(s)

ID: 800085599 Mark Maldon Search | Delete
CSU Contract Nb: 000000378 T
*DeptlD: | 10036 Clear Selections

*Eff Date: 2009-08-20

Earliest Note Date [  End e

Add a MNew Note Return To: Contract Data page

There are no existing notes for the specified search criteria.

Return To: Contract Data page

Step 15b:

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

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

Temp Faculty Notepad - Selected Note

Selected Note

ID: 800085599 Mark Maldon Created: 10/24/2008 3:31PM
CSU Contract gpoo00278 Creator: Lyn Ledyard
Nb:
Last Update:
DeptiD: 10036 < pda;.

Eff Date: 2009-08-20

Subject: |Te5tmg Note feature

Note Text: || am testing this note feature for training purposes ;I@
Save Undo Changes
Return To: 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
page link to return to the Contract
Data page.

Temp Faculty Notepad

~ Selected Note(s)

ID: 300085589 Mark Maldon Search I Delete
CSU Contract Nb: 000000378 Select All Notes
*DeptiD: | 10036 Clear Selections
*Eff Date: | 2009-08-20
Earliest Note Date | [ End| EJ
peddibevetobs Return To: Contract Data page
Existing Notes Cu
Eff Date Created Subject
10/24/2008 .
- : lTesling Mote feature
10036 2009-08-20 331PM Testing Note feature r

Return To: ( Contract Data page )
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Step 16:

click the Return to Search button.

Next, notify your 1% level approver
that appointments are ready for
review.

The Faculty Payroll Report will be
printed and processed by the
college.

Each college will notify processors

@Appointment printing
instructions are found under the

TF Processing Manual.

To process additional appointments

when appointments can be printed.

section Printing Appointments of the

Lynne Maldon

TF Contract Detail

Contract Status/Content

Person ID: 802726314

Contract Status/Content

CSU Contract # 000000441

“Eff Date: 02152008 [H Effective Sequence; I_U
‘Contract Status: lm Entitlement: 30WTU
Req Region: lusa @

Contract Type: ’WQ 12.12 Enfitlement- 1 of 3

Approved by i Approver1 i Approver? i Approver3

*Position Nbr: 00022891 2 Lecturer AY

DeptiD: 10171 ] =

Contract Desc: |Part Tirne Faculty, Spring 09

Term End Date; 05/29/2009 [
Multiple Term End Date: 043152011 Eﬂ

First [ 1 of 1 [+ Last

EHE

Bus. Unit: FLCMP  GSU-Fuller

Job Code: 2358 SalPlaniGrd: 335 [|2 O

Department: 10171 Music

Term: 2093 O Cycle: 1Q ‘Comp Rate: 3775.000000
‘Late Start? |L—Q Academic Days Paid: | 55 Total WTLE 5.50000

c o

ITulluua e change - late start

Bsave | SReturnto SEar’chI tEPrevious in List | +E Mt in List | [Elnctity |(§+Add |)
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4.0 Faculty Payroll Report
@To view online tutorial, visit: http://www.fullerton.edu/ittraining/peoplesoft/HR/hr.asp
4.1 Faculty Payroll Report by Dept

The Temp Faculty Payroll Report replaces the college/department process of submitting signed copies of

lecturers, graduate assistants, teaching associate and instructional student assistant appointments to Payroll

Services. This report is run at the college level. Once appointments are approved, the College will forward the
Faculty Payroll Report to Payroll Services.

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.

Processing Steps

Screen Shots

Step 1:
Navigate to the correct page:

Main Menu > CSU Temp Faculty >
FUL TF Customizations > FUL
Temp Faculty Report > TF Payroll

>

ORACLE
Search Menu:
e | NN - -
B

Rpt by DeptID (PT)

You can navigate from either
the menu or folder.

Search:
7 CSU Temp Faculty
I =] (7 C5U Temp Faculty Reports 3

[ by Faworil ) FUL TF Customizations
€2 Fullerton 54 Customizatio [ PO TF Clktomeatins |
- CEUBAE = C5J Temp Faculty Proces | L FUL Ternp FacUlty Report

i CSUF HR [ Seff Serice 151 TF Payrol Rat by DeptiD (P7) ]
- 5L Contract Data -
b Fullerion (7 Manager Self Service El T TF Payrcl At by CWID (P1)

[ Self Seri  ~

s [ Global Payroll S; Absence Marnt 3 J TF Payrall Rt by DentiD (£T)
b Curripuy £ REporting Took [ =) TF Payroll Rt by CWID (FT)
[ SetUp HF (1 PeoplaTools 4

[ SetUp 54 ‘_‘l Change My Password
[ Reporting [ My System Profie

> PeopleTo

— Chanoe Wy Password

— by Personalizations

— My Systermn Profile

[~ My Dictionary

Step 2:

Once you have selected Faculty
Payroll Report by DeptID 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 to 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 DeptiD-DEPT
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Add a Me

Search by: Run Control ID begins with

I case Sensitive

Search | Advanced Search

Find an Existing Yalue | Add a Mew Walue
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Step 3:
Enter TF_Payroll_Report_Dept in TF Payroll Rpt by DeptlD-DEPT

the Run Control ID box (or any

other name you want to create). Eind an Existing Walue | Add a New Value

Click Add. Run Control ID: TF_Payroll_Report_Dept
Blank spaces are not allowed Add '

in the run control id name, use an

underscore instead. Find an Existing Yalue | Add a Mew Value

Step 4.

The Faculty Payroll Report tab

dlsplays. If using a pr.eV|0us run Run Control ID:  TF_Payroll_Report_Dept Eeport Manager Frocess honito @f
control, clear all the fields before .
. Language: I English vl
proceeding.
Report Request Parameters
You must complete all fields. Effectie Date Rarge
From Date: [01/01/2008 [ Thru Date: |01/31/2008 [
e From Date: Enter the
appropriate effective date from
- 10193
the CSU Contract Data Department: Q Psychology
information. PeopleSoft will run List of Job Code Customize | Find | view 21 | B First (4] 4 o 1 [ Lt
the PayroII Report fOf a” Job Code Description Count

transactions starting with this 12388 @ Lectureray 0 =]
effective date.

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

e Department: Enter the 5-digit
department ID of the department
you are going to run the report
for and press the tab key.

e Job Code: Enter the job code
2358 (lecturer), 2325 or 2355
(graduate assistant) or 2354 or
2353 or 2324 (teaching
associate), or 1150, 1151, 1152,
or 1153 (instructional student
assistant). To run the report with
additional job codes, use the plus

sign button ().

Once you have entered the required
fields, click Run.
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Step 5:
The following fields need to be
completed as follows:

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

Select the Faculty Payroll Report
by Department.

Process Scheduler Request

QK | Cancel |

User ID: LLEDYARD Run Control ID: TF_Payroll_Report_Dept
Server Name: I PSLINK 'I Run Date: 12408/2008 El
Recurrence: I vl Run Time: 9:50:484M Resetto Current DateiTime I
Time Zone: Q
Process List
[escrigtion ~~ |ProcessWame  |ProcessType  |dype  [‘format |Distribution |
[T PTF Payroll Report FULPRPTF Crystal [web =] [FOF =] Distribution
¥ TF Payrol Repart by Department FULTFoI SGR Repatt [web =] [FOF =] Distribution

Step 6:

For troubleshooting purposes, you
must specify the “Distribution”
information.

Select the Distribution link.

This step must be completed
only once per report.

Process Scheduler Request

QK | Cancel |

User ID: LLEDYARD Run Control ID: TF_Payroll_Report_Dept

Server Name: I PSUNK 'I Run Date: 12/08er2008 El

Recurrence: I 'I Run Time: 9:50:48AM Resetto Current Date/Time |

Time Zone: Q

Process List

7 PTF Payroll Report FULPRPTF Crystal [wen =] [POF =] Distribution
v TF Payrol Report by Department FULTFOM SR Report

|wen x| [POF [ ={CDistribution’)

Step 7:
The Distribution Detail page
appears.

Click on the plus sign button ()
to add a new row.

Distribution Detail
Process Name: FULTLOOZ

Process Type: S0R Report

Folder Name: |

Distribute To

*Distribution 1D

7| |s92248626

Step 8:
In the new row, complete the
following fields:

e ID Type: Role
e Distribution ID: FS HR

Then click the look up icon (Cl‘ ).

Distribution Detail
Process Name: FULTLOO?Z

Process Type: S0OR Report

Folder Name: |

Distribute To

1D Type *Distribution ID

[User x| [392248636 Q [+ [=]
[ Role =l FsHR - =
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Step 9:

The Distribution ID look up page
appears. Click on FS HRReport
Distribution List.

Look Up Distribution ID
Search by: IDistributiUn I v[begins with F5 HR

Look Up | Cancel |Advanced Lookup

First E 1 af 1 IE Last
Distribution ID Description
IFS HRFeport Distribution LisPHR Repart Distribution List
e ———

Step 10:
Verify the Distribution Detail page
for accuracy.

Once complete, click OK.

Distribution Detail
Process Name: FIULTLOOZ

Process Type: S0R Report

Folder Name: | j

Distribute To

*Distribution ID

[User ~| [e92248626 q [ =

| Rale | [F5 HRRepont Distribution List q =
Email Subject: Email With Lag r Email Web Report r

Message Text:

Email Address List:

' Cancel |

Step 11:
At the Process Scheduler page,
click OK.

Process Scheduler Request

User ID: LLEDYARD Run Control ID: TF_Payroll_Report_Dept

Server Name: I PSUNK ~| RunDate: 12/0812008 [
Recurrence: I | Run Time: 9.50:49AM Resetto Current DatelTime |
Time Zone: Q

Process List

Description Process Hame Process Type ‘Type *Format Distribution
r PTF Payroll Repart FULPRPTF Crystal Wieh 'I PDF > | Distributian

v TF Payrol Report by Department FULTFOO1 S0R Report \Web 'I FODF ~ | Distribution
cancel
& s
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Step 12:
Once you have initiated the process SLIEESEE ) Dyt

you can check the status and view Run Control ID:  TF_Payroll_Report_Dept Frocess Wonitor ___RUN

the report generated by clicking Language: IEninsh | Process Instance:239349
Report Manager.

Report Request Parameters

Effective Date Range
From Date: (01/01/2008 [ Thru Date: |01/31/2008 [5]
Step 13:
If the report name does not appear SIS Administration
as a hyperlink, the process has not View Reports For

finished. Click Refresh to update UseriD:  |LLEDYARD Type: | “Jrast | 1[pays 7] Refresh |}
the status of the process. You may status: | ~] Folder:| ~] mstance: to:

have to click this button several i ize | Find | B Frst (o [ et

times before the process is Posted. Select ]r"’“ s [Description Dm";m ’m’im

12/08/2008  Acrobat ;
r 109370 2393449 I_F Pagrol RegonbgDeganment I GEGITAM  (pdD ‘ Details

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

Step 15:
. C AL § A Faculry Payroll Report Deparnment Blalogleal Science
The Faculty Payroll Report opens in ﬁ& . ) Agency
: FULLERTON by Departuent B ey
a. neW WIndOW- B00 . S College Bivd Faliermom, CA #2831 3559 Tek TL4-278-2911
Run Date Time : 12152008 11:37:29 AM
Print this document, obtain the frolweeSome - TalID RSN e Feina Poiin Eor Pnr g T P sho e SR

approprlate Slgnatures and Smelt It Maldon, Lynng 800284312 0 $52.57.4527 DTAAPT 00023015 M2.157.2358.001 01192000 053172000 S1 5 2 11279 146 66
to Payroll Services.

You have successfully run a Faculty
Payroll Report by Department.

Page 1of 1
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4.2 Faculty Payroll Report by EmplID (CWID)

The Temp Faculty Payroll Report replaces the college/department process of submitting signed copies of
lecturers, graduate assistants, teaching associates, and instructional student assistants appointments 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.

Processing Steps Screen Shots
Step L. s |
Navigate to the correct page: ORACLE
Favarites - [Main Menu |
Home > CSU Temp Faculty > FUL " E....e,..,;
TF Customizations > FUL Temp = Qo
Faculty Report > TF Payroll Rpt by EEn
CW|D (PT) I T SR 7 C5U Temp Faculty Reports »
b My Faronl - erton se customization [ POE T Costomizations |
E ggﬂfﬂé [ Self Service ) CSU Temn Fandty Proces B e K PR | | TF Payroll Rt by DeptiD (PT)
p g ggl‘\fesrg:i [ Manager Salf Sarvice [E] CSU Contract Data e e
e ] tha\tpayr-:\\ S; Absence Mgt : J TF Payroll Rot by DeptiD (7T)
. . : i eporting Toolks
You can navigate from either R peliii S ; Ji TS ParclRntior CWDT)
[ SetUp 54 [ Change My Password
the menu or folder. L SEpstny | vy ot
— Chanie My Passwaord
— hly Personalizations
— My Systermn Profile
| by Dictionany
Step 2:
Once you have selected Faculty TF Payroll Rpt by EmplID-DEPT

Payroll Report by EmplID you will Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

need to enter a Run Control ID. - T
Find an Existing Value

Run Control ID identifies specific Run Control 10: [ agins with =
run control settings for a particular

report or process. I” Case Sensitive

Search | Clear | Basic Search Save Search Criteria

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

Find an Existing Walue | Add & Mew Value

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

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

Last Revised: 07/20/12 Page 44 of 62



Temp Faculty Processing User Guide FINAL

Processing Steps Screen Shots

Step 3:
Enter TF_Payroll_Report_EmplID TF Payroll Rpt by EmplID
in the Run Control ID box (or any
other name you wish to use for this
run control ID).

Eind an Existing Yalue Add a New Value

Click Add. Run Control ID: TF_Payroll_ Report_EmpliD

Add )

Find an Existing WYalue | Add a Mew Value
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Step 4:
You must click on the Clear button Run Control ID:  TF_Payroll_ Report_EmpliD ReporiManager  Process Monitor _ Run |
before completing all bold fields. Language: English
e From Date: Enter the Effective Date Range
appropriate w from ‘From Date:’mg “Thru Date: m@
the CSU Contract Data
information. PeopIeSoft will run Department: |10036 Q Biological Science
the Payroll Report for all Job Code: [2358 @ Lecturar AY

transactions starting with this

o]
effective date. ear |

e Thru Date: Enter the date of the [ [-Empup Revised? | EmplRcd# |Name i
latest appointment start date. 1 800286312 a o =] o Duong,Cindy A =]

PeopleSoft will run the Payroll
Report through this date for all
transactions within this effective Bseve | Ehaiy | |

date.

List of Employee ID

e Department: Enter the 5-digit
department ID of the department
you are going to run the report
for and press the tab key.

e Job Code: Enter the job code
2358 (part-time lecturer), 2325 or
2355 (graduate assistant) or
2354, 2353, 2324 (teaching
associate) or 1150, 1151, 1152,
1153 (instructional student
assistant). To run the report with
additional job codes use the plus

sign button ().

e EmplID: Select the EmplID of
the employee you are going to
run the report for by clicking the
magnifying glass icon (Q) to
choose from an available list of
EmplIDs. To add or remove

EmplIDs click the plus ( ) or
minus (EI) button.
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Step 4a:
When you click on the lookup icon Lookup Employee ID

(Q) next to EmplID, a list of faculty
who meet the criteria appears. SetlD:  FLCMP
Department: 10036

Click Select next to the faculty for JobCode: 2358

whom you wish to print the TF
Payroll Report. From Date:  01/01/2012

Thru Date:  0719/2012

Search Results
Customize | Find | View Al | BJ] B8 First BN 1.3 078 I Last

Empl ID i—':{%’: Hame Effective Date Select

1 800307795 0 Menvielle, Maryanne E 01192008 Select |
2 800721458 1 Anduri Megan E 01/19/2009 Select |
3 800286312 9 Duong,Cindy A 01/19/2009
4 301404740 0O Tran,Tung The 01/19/2009 Select |
Step 4b:
Next, specify whether the Run Control ID:  TF_Payroll_ Report_ErmpliD RegonMansasr  ProcessManitor lmunl
appointment is Revised. A English

Then click on Run.

Effective Date Range
‘From Date:| 0110112008 5 “Thru Date: |01/31/2009 [5{
Department: [1 0036 Q Biological Science
Job Code: 2358 O Lecturer AY

Clear

List of Employee ID

1 (300286312 Q [no x| o Duong,Cindy A =]

Step 5:
The following fields need to be
completed as follows:

Process Scheduler Request

User ID: LLEDYARD Run Control I TF_Payroll_Rpt_EmpllD

Server Name: PELRK 'I Run Date: 12110/2008 [51)
Recurrence: vl Run Time: 10:25:08AM Resetto Current DatefTime |

e Server Name: PSUNX Time Zone: [ a

. Process List
¢ Type Web Description Process Hame Process Type “Type *Format Distribution
e Format: PDF ¥ TF Payroll Report by EmpliD FULTFOO03 SQR Report [wen =] [POF =] Distroution
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Step 6:

For troubleshooting purposes, you
must specify the “Distribution”
information. Server Name: PEUN ~] RunDate:  [12r102008 il

Recurrence: lﬁ Run Time: ’W Resetto Current Date/Time |
Time Zone: ’— Q

Process Scheduler Request

User ID: LLEDYARD Run Control ID: TF_Payroll_Rpt_EmpliD

Click on the Distribution link.

Description Process Name Process Type “Type *Format Distribution
¥ TF Payrall Report by EmpliD FULTFO03 SQR Report [wen =] [FOF = @

This step must be completed
only once per report.

Step 7:
The Distribution Detail page Distribution Detail

appears. Process Name: FULTLOOZ

Process Type: SGR Report

Click on the plus sign button ()

to add a new row. Folder Name: | J

Distribute To

*Distribution 1D

7| |s92248625

Step 8:
In the new row, complete the Distribution Detail
following fields: Process Name: FULTLO0Z

Process Type: SR Report
e |ID Type: Role

« Distribution ID: FS HR Folder Name: | =
Distribute To
a D Type *Distribution ID
Then click the look up icon ( ™). [User = [pa2248628 aQ =
[ Roe =lFFsHR ' =
Step 9:
The Distribution 1D look up page Look Up Distribution ID

appears. Click on FS HRReport

Distribution List. Search by: [Distribution 1D ¥] begins with|F5 HR

Look Up | Cancel |Ad\tanced Lookup

Fir=t E 1 of 1 II' Last
De=scription
HREReport Distributian Lii R Report Distribution List
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Step 10:
Verify the Distribution Detail page Distribution Detail

for accuracy. Process Mame: FULTLOOZ

. Process Type: SGR Report
Once complete, click OK.

Folder Name: | j
Distribute To

*Distribution 1D

[User ~] Baz248626 q [ =]

| Role | Fs HRReport Distribution List q FHE
Email Subject: Email With Log r Email Web Report r

Message Text:

Email Address List:

( 0134 |D Cancel |

Step 11:
Process Scheduler Request
At the Process Scheduler page, a
C|iCk OK User ID: LLEDYARD Run Control ID: TF_Payrall_Rpt_EmpliD
Server Name: 12102003 [51)
Recurrence: 10:25:08AM Resetto Current DaterTime |
Time Zone:
Process List
Description Process Hame Process Type ‘Type *Format Distribution
7 TF Payroll Report by EmplliD FULTFOO3 S0R Report Weh - IPDF 'I Distribution
Cancel
Step 12:
Once you have initiated the process Run Control ID:  TF_Payrall_Rpt_ErmpliD Process Manitor
a process instance number will Language: English Pracess Instance:239374
appear. Report Request Parameters
Effective Date Range
You can check the status and view *From Date: [01/07/2009 “Thru Date: [01/31/2009 [
the report generated by clicking
Report Manager ‘ Department: |10036 Q Biological Science ‘
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Step 13:

If the report name does not appear Ofer | Administration o2

as a hyperlink, the process has not
finished. Click Refresh to update UseriD:  |LLEDYARD TVDE [ liast: | 1[Days =] Refresh |
the status of the process. You may Status: | j Folder:l j Instance: | to: |

have to click this button several

fi b f th is Post d Report List Customize | Find Fir=st E 1-2of 2 |I| Lazt
Imes betore the process IS Fosted.
p %M :;%;"“ Description gﬂﬂ_:tne Format |Status Details

r 108395 230374 |TF Pavoll Report by EmplD | 1?12?335\31 ?f;%%at [Posted | Details

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

access the report.

Step 15: e C AL STATE Faculty Payroll Report Department  : 10036 Biological Science
NS . . Agency o 242
The Faculty Payroll Report appears. ﬂ FULLERTON by Department Reporting Uit 13 Ay
800 N. State College Blvd., Fullerton, CA 92831-3599 Tel: 714-278-2011

Run Date Time : 12/15/2008 11:37:29 AM
Print this document, obtain the :
appropriate signatures and submit it Eumployee Nune FupliD - Red S5 e oaien  Pesion dor G pet Timdwe Ruge Sio D Sl
to Payro” Sewlces Waldon, Lynne 200286312 0 552574527 DTA/APT (0023015 242-157-2358001 01/19/2009 05/31/2009 S1 5 2 33879 146 66
You have successfully run a Faculty
Payroll Report by EMPLID.

Date : / /
Page 1of 1
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5.0 Appointment Approval

é To view online tutorial, visit: http://www.fullerton.edu/ittraining/peoplesoft/HR/hr.asp

The Temp Faculty Approval process is required to generate the appointment for lecturers, graduate assistants,
teaching associates, and instructional student assistants. 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 that 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.

Processing Steps Screen Shots
Step 1:
Navigate to the correct page: ORACLE’ ﬁ
Main Menu > CSU Temp Faculty >
CSU Temp Faculty Processing. Favouites
Search Menu:
: on | . EEE
You can navigate from either nearih. | | | *
[ C5U Temp Faculty
the menu or folder. I 3 CSUF HR "3 CSU Ternp Faculty Reports »
E g‘éiﬂg;ﬂ 7 Fulerton 5S4 Customizatiop 1 FUL TF Custornizations b
" oSUF MR 1 Self Service | [=] ©=SU Ternp Faculty Processing
- Fulleton 3 Manager Self Service [£] C5U Contract Data
[ Self Serd |~ Global Payroll & shsence Mgmt »
[= Manager .
b Global pz Reparting Tools 4
[ Reporting 1 PeopleTools 3
[ PeopleTao d Change My Password
— Change b |j My System Profile
— Ity Syster,
Step 2:
The CSU Temp Faculty Processing
page appears. -~
‘Department: (10277 aQ, ‘Term:  |2093 Q( Search | )‘
Enter the Department ID number

and Term, or use the magnifying

glass ( Q ) to receive a list of valid
values.

Then, click Search.
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Step 3:

The active CSU Contract Data rows
for the specified Department and
Term will appear.

Verify all the data on the approval

CSU Temp Faculty Processing
'Department: 10222 @, TheatreiDance

‘Term: 2003 O Search ‘

Enter the Action/Reason. Then click on the "0k to Load" check box,

Search Results

899419055 0 BabinskiAndrew J 2354 08212008 Active HIRAPT Q Q JDbH\St0W|10222 000000404 01/22/2009

To review job history information,
click Job History.

Previous Job History information
will appear.

Select Return to Search Results
to return to the approval page.

page. Csetectan  Cciear an Save
& Confirm that all fields are

correct based on the previous term

information.

Step 4:

_L EmpliD: 239419055 Andrew Babinski

Job History

=

b i o s e

Date
08/21/2008 0 00022920 10222 Theatre 2354 Acive  HIR s 2.00000 0.133333 01/02/2009

Feturn to Search Results|

Step 5:
Next, enter the appropriate New
Action and New Reason code.

Use the magnifying glass ( C'\) to
look up the valid values for the New
Action, and New Reason fields.

CSU Temp Faculty Processing

‘Department: |10232 Q) TheatreiDance ‘Term: 3093 Q Search

Enterthe ActionfReason. Then click on the "OK to Load" check box.

Search Results

rlew
Reason

Joh History ’E

898418055 0 BabinskiAndrew J 2354 0BI21/2008 Active HIRMAPTY HIR O\ APT (O JobH\SlUWlWZZZ

Save

Osetectan  Clclear an

Step 6:

When the appointments are ready
for approval, select the box under
the “Okay to Load” column.

Then click Save.

To continue processing, send the
Faculty Payroll Report to Payroll.

CSU Temp Faculty Processing

‘Department: 0222 @, Theatre/Dance ‘Term:  |2093 Search

Enter the ActioniReason. Then click on the "0k to Load" check bo.

Search Results

\f 899418055 0 Bahinski Andrew ] 2354  0B/21/2008 Active

HIRIAPT [HIR Q APT Q Jnh History |

Csetectan  Cclear An ( Save D
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Step 7: (If necessary)

If any CSU Contract Data is
incorrect, changes can be made by
the college approver.

Navigate to:

Main Menu > CSU Temp Faculty >
CSU Contract Data

ORACLE

Favorites | Main Menu
- ) b

Search Menu:

o | = c

[ Set Up S5# ﬂ Chanige My Password
U Reporting = wy System Profie

[» PeopleTa

— Change My Password

— My Personalizations

— My Systern Profile

— My Dictionary

Search:
| [ 5L Temp Faculty |

I T CSUF AR 3 C5U Temp Faculty Reports
DMy Favorl g jerton 54 Custormization £ FUL TF Customizations
[ CSU SAE - :
L eSUF UE 0 Self Service |:‘1 CSU Ternp Faculty Processing
 Fullerton [ Manager Self Service |U C5U Contract Data
E gelfBer\xi 7 Global Payrall & Absence Mgt 3

ampus ;
T 7 Reporting Tools »
b SetUpHE (3 PeoplaTools b

Step 7a:

Enter the appropriate criteria to
retrieve the correct CSU Contract
Number.

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 =]

CSU Contract Numl]-er:l beging with j |

Department: |begins with ﬂ| a,

Contract Status: |: =] | =]

Term: [begins with =]| Q

Description: [begirs with j|

Name: | begins with =l

Last Name: [beging with =] [MALDON

™ nclude History [ case Sensitive

Clear I Basic Search Save Search Criteria

S =

Find an Existing Value | Add a Mew Value
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Step 7b: e s | TF Contract Total

Next, select Correct History and Lynne Maldon Person ID: 399413055

update the appropriate fields on any | |EieEBLIEEES

of the Contract tabs. CSU Contract# 000000404 DeptiD: 10222 ] EHE
‘Eff Date: 017222009 [ Effective Sequence: | 0 Contract Desc: | Babinski Andrew - Spr 2009 KK
*Contract Status: Entitlement: Term End Date: 5r29/2008

Then CliCk SaVe. Req Region: uss  Q Multiple Term End Date: [
Contract Type: WO\ Semester Appointment

Approved hy: ¥ Approver1 ] Approver2 O Approver3

TF Contract Detail Find | view &l Fist [ 4.6t 1 (7 Lact
“Position Nbr: 00022820 Q  Teaching Associate AY Bus. Unit: FLCMP  CSU-Fuller E[E
Department: 10222 Theatre/Dance Job Code: 2354 SalPlaniGrd: 114 [t |Q
Term: ,ﬁ Q Cycle: ,1_Q ‘Comp Rate: ’m

“Late Start? W Q Academic Days Paid: Total WTU: 1.56000

Comments: | %
' EReturn to Search | +EPrevious in List | +ENextinList | [Enctify | Eeadd | Flpdstemisplay | Zlinciude History ‘ [E#Carrect History

Step 7c:
Return to Main Menu > CSU Temp ORACLE
Faculty > CSU Temp Faculty
Processing to approve the updated Favorites
contract data by following steps 2-6. Search Menu: &
onu | . BB
Search:
| (1 CSU Ternp Faculty |
I 3 CSUF HR "3 CSU Ternp Faculty Reports 3
E g‘éiﬂg:ﬂ 3 Fullerton SA Customizatioy_£3 FUL TF Customizations "
" oSUF MR 1 Self Service | [=] ©=SU Ternp Faculty Processing
- Fulleton 3 Manager Self Service [=] ©5U Contract Data
[ Self Serd |~ Global Payroll & shsence Mgmt »
[= Manager .
b Global P 7 Reporting Tools »
[ Reporting [ PeopleTodls »
[ PeopleTao U Change My Password
— Change b D My System Profile
— My Swster,

Next Steps: Send the Faculty Payroll Report to Payroll.
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6.0 Printing Appointment Notice

é To view online tutorial, visit: http://www.fullerton.edu/ittraining/peoplesoft/HR/hr.asp

Department processors will be notified by their college when appointment notices are available for printing.
Appointment notices can only be retrieved through the e-content tab by logging into the campus portal. Access to
appointment notices will be based upon a user’s department security in the PeopleSoft system.

Processing Steps

Screen Shots

Step 1:

Open your internet browser (i.e.
Internet Explorer, Safari, Firefox,
etc) and go to
http://www.fullerton.edu.

(j California State University, Fullerton - Windows Internet Explorer

P i—

S e (I@ FRikEpe e Fullerton, eduy )

—

Fle Edit  View v Senaat B g

'ﬂf Favorites ﬁ California State University, Fullerton | |

Favorites  Tools  Help

Step 2:
Under Portal Login, enter your

Click the Login button.

campus username and password.

PORTAL LOGIN  Usemame |[CILTVS Password m

ALIFORNIA STATE UNIVERSITY

| FULLERTON

SEARCH: @ CSUF)

Search CSUF

[plel |38 CURRENT STUDENTS ALUMNI FUTURE STUDENTS FACULTY & STAFF COMMUNITY & VISITORS  INTERNATIONAL

Step 3:
Click on the Titan Online tab.

Faculty/Staff Prtal Log Out

My CSUF Email Services Training BlackBoard Profile
Admin Titan Online

Step 4:
Select My Workplace.

eContent

My WorkPlace

peverrresrrevides access to Electronic
Forme, Workflow Procezses, and Reportz for
Finance, Human Re=ources, and Student
Administration.
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Processing Steps

Screen Shots

Step 5:
Select Faculty Appointments.

CALIFORNIA STATE UMIVERSITY, FULLERTON

larthur | Friday, July 20, 2012

@ My Workplace

Finandal Reports

quest Form
HR. Reports
Faculty Appaointments

My Workplace

[E) Distributs
2 Budget]
Budget

9 Budget]
Budget {

A commil
Crrnemited

Step 6:
Select the Faculty Appointments
(Temp and R11) link.

CALIFORNIA ETATE UNIVERSITY, FULLERTON

larthur | Friday, July 20, 2012

B My Workplace
Finandial Reparts

My Workplace

@ Search Faculty Contracts

irms - Human Lrces

Adrmin

ar

Faculty Appointments

94 Faculty Appointments (Full Time Temp) m

21 Faculty Appointments (Temp and R11) m

Temp Faculty and R.11 Appointments

My Waork

Step 7:

The Faculty Appointments (Temp
and R11) search page opens in a
new window.

Enter search criteria to narrow
down the appointments that will
appear on the page.

You may use any combination of
the search criteria to narrow down
the search results; however, it is
recommended to either enter the
EmplID (CWID) or Department ID.

Then, click Search.

Selected Search Template: PBPRDCE > S Faculty Appointments (Temp and R11)

8 Hide Search Criteria

Select Search Criteria

&b Printable View

Employee 1D

Last_Name contains v |

First_Name contains ~ |

Department_ID 10036 -

Department Name contains v |

Term [ |
Run Date is grester than or equal fo

Run Date I fess than or equal to

T2 Cisar jtyy)
T Gear (it

Pasition Number [

JobCode [

Contract Number [

Restore Defaults

Search

Last Revised: 07/20/12

Page 56 of 62



Temp Faculty Processing User Guide

FINAL

Processing Steps

Screen Shots

Step 8:
The Faculty Contract PDF file(s) will
appear.

Each PDF file contains 1
appointment per EmplID.

Select the appropriate Faculty
Contract by viewing the latest Run
Date and Time field.

You may click on the PDF

e I

Selected Search Template: PBPRDCE > S Faculty Appointments (Temp and R11)
e Hide Search Criteria {3 Printable View

Select Search Criteria

Employee ID

Last_Name contains v

First_Name contains

Department_ID 10036 -

Department Name contains

Term

Run Date & grester than or equal fo T Gear guamasyn)
Run Date is less than or equal fo B Clear (MM/dfyy)

Position Number
JobCode

Contract Number

Restore Defaults

Title ;:"’"’Vee Last_Hame First_Name Department_ID DepartmentName Term RunDate Position Number JobCode Contract Humber|
Icon ( DE) or the Faculty Contract m Feculty Contract 806212007 Bassari  Ayse 10036 Biological Scence 2093 2/11/09 11:00 AM 00025639 2355 000001272
|in k to retri eve the appoi ntment mi  Faculty Contract 892775057 Frankdin Heather 10038 Biological Sdence 2093 2/11/09 11:00 AM 00025699 2355 000000745
' Wheelodk Breck 10038 Biological Science 2093 2f11/09 11:00 AM 00025699 2355 000000807
m| Faculty Contract 899618979 Vogt Sean 10038 Biological Science 2093 2/11/09 11:00 AM 00025699 2355 000001178
] Faculty Contract 899665376 Francois Cristina 10036 Biological Science 2093 2/11/09 11:00 AM 00025699 2355 000001260
| Faculty Contract 898923990 Perrodin Christian 10036 Biological Science 2093 1/27/093:00FM 00022859 2354 000001315
Step 9:
. . . . S . } . . .
The appointment notice will open in A TE Department of Biological Science
Adobe Reader. F' | | ER | O

Appointment notices will be
available via My Workplace for
approximately 48 months (2 years).

Tel: T14-278-2011

December 19, 2003

Alhy=on Titan
111 N. State College
Brea, CA 56620

Dear Dr. Allyson Titan

California State University, Fullerton, Department of Biclogical Seience is pleased to offer you an
appointment as a Graduate Assistant. Details conceming o ssiznment and duration 0f ‘employment are
meluded m the mformation below. This appomiment automatic a]]\- expires at the end of the pen iod stated
below and does not estal n oblization for a subsequent appointment. No other notice shall be provided.

This 15 your teaching assignment for Fall 2004, affactive Angust 21, 2008 and ending May 30, 2014,

Appt Lewel: oo Fac AY Comeract Trpe: | Acadmic Vars Appintment

Start Dae: Exd Diate: Mev 30, 2014 Multi ¥r End De:

Unit- 15,0000 Fraction- 11 Enidlement:

Monrhly Salary: | $5.334.000 Baze Parv: 533 Term Salary: 521,336 000

department chair for the duration of this
ct to collective barzainimg.

sizmument, Voo will be eligible for subsequent

The terms and conditions of this appomiment are covered by the Unit 11 Cellective Bargaming Azeement (CBA)
between the C5U and the TTAW, located at- hitp/amanw calstate.edu/LaborBel/ Contracts HTML 'cument_cha shiml.
Sheould you have any questions regarding your assigmment or the terms of tlus appomtment, please contact your
Department or Collega.

In order for this appointment to be processed, you must sign and retum this letter to the department office
no later than 14 days from the date of this docimment.
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é To view online tutorial, visit: http://www.fullerton.edu/ittraining/peoplesoft/HR/hr.asp

The Faculty Job Roster was developed to allow departments to view employment information for their
employees. The Faculty Job Roster displays all active faculty in a given department. Separated lecturers will
continue to display on the roster for 30 days after their separation date. Once beyond 30 days of separation, they
will no longer appear on the roster. All data displayed for each employee is their current employment information

for the department being viewed.

Frequency: Ad hoc

Processing Steps

Screen Shots

Step 1:
Navigate to the correct page:

Main Menu > CSUF HR >
HR Inquire > Faculty Job Roster.

You may navigate to the
appropriate link using the menu list
on the left or the link in the body of
the page.

ORACLE I —

Favarites - [Main Menu

Search Menu:

ona | .
Search:
7 C5U Temnp Faculty 3
=T
AT ] Fulerton S Customnizatiop [ HR Reports L3
>SS Ter -
b eSUF b [ Self Service 0 2]

Ij CMS CWID Search

> Fullertan Manager Self Service 3 Student Warkers
1 Staff and Mgt Job Roster

]
I Self Servi ) Global Payrall & sbsence 1 (3 Emplaoyes Self Service
[

3 Manager’ Reparting Toals 9 LD | Faculty Job Roster
[ Global Pz =] Student worker Job Roster

[» Repotting L PeopleTools (7 Position Yizard

[ PeopleTo Ij Change My Password

— Change b [ My Systern Profile
— My Syster,

Ij My QLeries

Step 2:
Once you have selected the Faculty
Roster, the search page will appear.

Click Search.

Faculty Job Roster
Enbir amy infonmdficn you hawe and chck Seanth. Lidwd Belds blank for & st of all values

Stk = FLCMWP

Depatmant: | haging with = .

Dascigtion: | hagens with =

™ Case Senshie

Cloar | Basi Search =) Save Seaech Critaria

e
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Processing Steps Screen Shots
Step 2a:
. Faculty Job Roster
If you have security access to Enter any information you have and click Search. Leave felds blank for a list of all values
multiple departments, you will see a
- ;
list of the available departments.
set:  [Z =] FLewr Q@
. Department: i ith =
Select the appropriate Department tment:[begins with =] @
Description: | beging with | ‘
ID number. 0 N
Case Sensitive
Search Clear Basic Search E Sawe Seatch Criteria
Search Results
FLCMP 10001 A&R Data Coordination
FLCMP 10002 Academic Advisement
FLCMP 10003 Academic Senate
Accounting
Step 3:
The Faculty Job Roster appears. e o el

e e
ftmal [Posiion G50 [Job [c50 [inion” | /
ean TONONS ey Elzum Cogo | EatmxSince

(1 Than hanig UM 0 [esghone ONDINST 314 1150 001 OAUODOORT1  ISA Irtemi 05302007 10300000 1785333 DelandPaulN
2 Tt Mark 00N 0 Telghow 00ZN0S 34 260 001 LODNORTY AR pegui 5207000000 5207000  DelandPaulN
3 Tian Teme GUMGOUE) 0 Telsghone OOIST 304 1150 0B OADDOORYI  ISA It 050007 B000000 1560000 DelandPaulN
4 zans, Pt 999060440 0 Telsghone 00065 314 2359 001 OSINNRDY A Temp3V 3Years 0522008 3261000000 1749966  DelandPaulN
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The following table is a list of PeopleSoft field names and their definitions used throughout this guide.

Field

Definition

Academic Days Paid

The field identifies the number of academic days that the lecturer should be
paid for. This field is only used when Early Term or Late Start have been
identified.

Agency

This field contains the State Controller’s Office payroll agency number and is
used to identify the payroll source. This field is used in combination with the
Unit, Job Code (Class), and Serial fields to record the employee’s SCO Position
Number.

Approved By

These fields are not being used at CSUF.

Appt End Date

The date that a temporary appointment expires and is reflected as the Close of
Business. For temporary employees appointed to academic year assignments,
Appointment End Date must denote the last date of the semester or academic
year, in accordance with the CSUF’s academic calendar.

Base Rate

This is the rate that the employee is paid based upon a 1.0 time base. The
value entered here, multiplied by the FTE, determines the actual compensation
rate.

Business Unit

This field contains the number used to separate documents, such as
paychecks, produced by the SCO PIMS System.

Catalog Number

This field contains the course catalog number. This information is pulled in from
the Course Catalog in Student Administration.

Class Number

The filed contains the class number for the course assigned to the contract.
This information is pulled in from the Course Catalog in Student Administration.

Combo Code Identifies what department, fund, and account a position is being funded from. It
replaces the SCO position humber to identify funding.
Comp Rate This reflects the actual salary the employee is paid. The actual compensation

rate amount is generated based on the Base Rate and FTE.

Contract Desc

The contract description field helps determine which active contract to choose
in the search menu. It identifies the job code and term for the contracts.

Job 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

1150 Instructional Student Assistant

1151 Instructional Student Assistant, OCWS

2324 Teaching Associate Summer, (current term

description)

2353 Teaching Associate, Monthly

Term End Date

The end date of the temporary appt for the current academic year. Normally,
this is the last day of the semester or the academic year.

Contract Number

The unique number automatically assigned by the system when the contract is
saved.

Contract Status

Status of the contract. Most colleges will only use “active”.

Contract Type

Identifies the type of appointment and entitlement, if applicable.
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CSU Serial The serial is derived from the CMS Empl Record number. The format is empl
Record number + 001 (e.g. if empl record is 1, then serial number is 002).

Cycle Defaults as ‘1’. The cycle is used to divide the semester into segments. CSUF

also uses GA cycle for graduate assistant contracts.

Date Printed

Identifies the date the contract letter is generated. Once the contract has been
printed, this field will update automatically.

Description (TF Contract Courses)

This field contains the course description. This information is pulled in from the
Course Catalog in Student Administration.

Department ID

This field displays the department number that the person was appointed into.
It auto populates based upon the position number.

Duration of Appointment

This field identifies the length of the appointment i.e. semester, academic year.

Early Term/Late Start

This field is used to identify if the appointment is an early termination or late
start.

Effective Date

This is the effective date for the proposed transaction; usually the first day of
the semester.

Effective Sequence

The sequence number, which defaults to 0 for new appts. This is used for
contracts that have revisions falling on the same effective date; however, CSUF
will not utilize this functionality.

EmplID This is the Campus Wide ID number for the employee.

Empl Class This field defines the type of appointment for this job record i.e. Regular, FERP,
etc...

Empl Rcd Nbr This field contains the employment record number. Employment Record
Numbers uniquely identify job records in the event an employee holds two or
more jobs concurrently. Each additional job held concurrently with the initial job
is assigned the next sequential employment record number.

Entitlement The total entitlement WTU's for lecturers with a 3 year or academic year
entittement. It is expressed as a total WTU in the format of ##.#.

Fraction This field contains the fractional representation of the FTE. This field is used
specifically by Payroll in the PPT generation.

FTE This field contains the calculated percentage of standard hours the employee
works per work period based on the job code definition of standard hours per
work period.

Job Code Identifies the job classification that the employee was appointed into. It auto
populates based upon the position number.

Last Upd By Shows the last user who made a change displaying the userid and date stamp.

This will not update if the update was done in ‘correction mode’.

Last Upd DtTm

This field shows the time the contract was last updated.

Letter Code

This field contains the code to generate the appropriate contract letter.

Monthly Rate

This field contains the monthly rate, which is displayed for informational
purposes. Multiplying the comp rate by the time base derives this field.

Multi Term End Date

For lecturers with 3 year appointments only. The approximate end date of
the 3 year appointment.

Name Name of the person. Automatically populates based upon the EmplID entered
on the Contract Data page.

Name Prefix Mr., Ms., Dr., etc.

Name Suffix Jr, Sr, IV, etc.

Pay Decimal This field reflects the accurate FTE for temporary faculty and is used to

compute compensation rate.
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Field

Definition

Pool ID

Used to identify a group of positions with a funding source.

Position Number

Identifies the CMS position that the employee occupies. Unlike the SCO
position number, the CMS position number has no meaning behind it. Itis a
randomly generated eight digit number that has data elements attached to it
which define an appointment for a person.

Reg Region This is the Regulatory Region which defaults to USA. This value should never
change.
Reports To This is the supervisor of the employee. For faculty this the department chair of

the department that they are appointed to.

Revised Contract

This field is used only if the contract needs to be corrected and re-run.

Salary Plan/Grade

A default grade that auto populates when the position number is entered. The
salary grade is a generic value assigned to the position number. Enter the
correct salary grade that corresponds to the lecturer’s grade.

Section

This field contains the course section number. This information is pulled in from
the Course Catalog in Student Administration.

Subject Area

This field contains the subject area for the course assigned to the contract. This
information is pulled in from the Course Catalog in Student Administration.

Supervisor

This is the supervisor of the employee. For faculty this the department chair of
the department that they are appointed to.

Term

The semester of the appointment. An example of the CSUF term 2093 is: 2 =
Century, 09 = Year,

3 =Term.

Term Rate

This field contains the term rate, which is derived by multiplying the month rate
by the number of pay months.

Time base

This field contains the calculated percentage of standard hours the employee
works per work period based on the job code definition of standard hours per
work period.

Units

This field contains the units associated with the course entered. The total units
from the TF Contract Courses page will populate the Total WTU’s on the TF
Contract Total Page.

Union Code

For represented employees, this field identifies the union and MOU under which
the employee has been appointed. For non-represented employees, Union
Code is used to distinguish between executive, management, excluded, or
confidential appointments.

WTU

Weighted Teaching Units
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