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Contract Data: One Semester Appointment

Navigate to CSU Contract Data

Click on the Add a New Value tab

Empl ID: Enter ID number for faculty member
Department: Enter 4 digit dept ID number

CSU Contract Data

Eind an Existing Value Add a New Value

*Empl ID o]

CSU Contract Num@er. | mewy

*Department ')
Add

Effective Date: Start date of semester
Contract Desc:
o Format: Name_Dept_Contract Type_Year
e Contract Status: Active
Term End Date: End date of semester
Contract Type: Semester Appointment

Contract Status/Content TF Contract Total

Buni Bunzel Person ID: 000558234

Contract Status/Content View 1 < (4 1of1 (b |
CSU Contract #: 000047604 DeptiD: 107 0 [+ =]
iEﬁ Date: 08/18/2024 |3y tffecti\re Sequence: 0 | Contract Desc: |BBunzel AAS_AY 24-25 I
IContract Status: |Actve hd Elltitlement: 0 Term End Date: 05/23/2025 |5
Reg Region: USA Q Multiple Term End Date: &
Llontract Type: 008 O~I Semester Appointment

Approved by: O Approverl O Approver2 O Approver3
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TEMP FACULTY/ASE
TRAINING GUIDE: PEOPLESOFT

SJS' | ‘ UNIVERSITY PERSONNEL

Position Nbr:
Dept: Auto populates
Term: Select the appropriate semester term
Cyle: Auto populates based on the selected term
Late Start?: N
o If Late Start is “"L-Late Start”, then enter the number of days worked in Academic Days Paid
field
Comp Rate: Ensure it falls within the Salary Schedule
Total WTU: Enter WTU
Comments: Enter information about semester WTUs

TF Contract Detail Find | View All First (4 10f1 (b Last
— , + (=]

*Dgsiti - 00001288 | Q| Lecturer AY-A Bus. Unit:  SJ000  SJSU

Department: 107 African American Studies Job Code: 2358 Sal Plan/Grd: 335 /|2 Q
I Term: 2244 |Q I ICche: 4 QI I*Comp Rate: 5200-03'0'3:'0'

| ate Sian? N_Q Academic Days Paid: | Total wru: 3.00000 |

Comments: ‘Fall 3 WTU Ff

| %
e Letter Code: CN1

Contract Status/Content TF Contract Total
Buni Bunzel Person ID: 000558234
Contract Data Find | View 1 First (4’ 10f1 () Last

CSU Contract Number: 000047604 DeptlD: 1107 Eff Date: 08/19/2024 Eff Seq: 0

Contract Total Detail Personali 2| BB First (4 10f1 (b Last

) Dept Job  Sal Sal Pay . Month Term Total Letter Date Last Upd

Title Dept  Name Cd Plan Grg €M CompRate  pomg Fraction page Rate wru P code Printed DITm Last Upd By
Lecturer pican - 06/20/2024

1107 American 2358 335 2 2244 5200.000000 0.200000 1/5 1040.000 6240.000 3.00000 ¥4 06/20/2024 , . 010741445

A Studies 9:38:14PM

[§Save ||[@" Return to Search Previous in List 4] Nextin List [=] Notify [k Add 2| Update/Display Jj Include History * Correct History

Contract Status/Content | TF Contract Total

e Press Save

e Example of complete Contract Status/Content tab
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Contract Status/Content TF Contract Total

Buni Bunzel Person ID: 000558234
Contract Status/Content View 1 |< (40 10of1 (b =|
CSU Contract# (00047604 DeptlD: 1107 ﬂ =]
*Eff Date: P8i19/2024 |3 Effective Sequence: 0 Contract Desc: |BBunzel AAS AY 24-25
*Contract Status: Entitlement: 6 Term End Date: 05/23/2025 @
Reg Region: USA Q Multiple Term End Date: £
Contract Type: 006 |Q Semester Appointment
Approved by: O Approverl O Approver2 O Approver3
TF Contract Detail Find | View All First (4 10of1 (» Last
*Position Nbr: 00001288 |Q Lecturer AY-A Bus. Unit:  5J000 SJSU +=
Department: 1107 African American Studies Job Code: 2358 Sal Plan/Grd: 335 /|2 Q
Term: 2244 |Q Cycle: 4 Q *Comp Rate: 5200.000000
*Late Start? N |Q Academic Days Paid: Total WTU: 3.00000
Comments: Fall 3 WTU F
e
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v ep Lt ECRIID A TRAINING GUIDE: PEOPLESOFT

Contract Data: Late Start Appointment

Navigate to CSU Contract Data

Click on the Add a New Value tab

Empl ID: Enter ID number for faculty member
Department: Enter 4 digit dept ID number

CSU Contract Data

Eind an Existing Value Add a New Value

*Empl ID o]

CSU Contract Num@er. | mewy

*Department ')
Add

Effective Date: Start date after start of semester; on or after EVC date
Contract Desc:
o Format: Name_Dept_Contract Type_Year
Contract Status: Active
Term End Date: End date of semester
e Contract Type: Choose appropriate type

Contract Status/Content TF Contract Total

Ben Beak Person ID: 017367428
Contract Status/Content View All [« 40 10f1 (b =]
+ -

CSU Contract# NEW DeptiD: 1189 =

tEff Date: 08/30/2023 |[& *fective Sequence: 0 Contract Desc: |Marketing BBeak Fall 2023

IContract Status: |AClVe V] EnIitIement: 'erm End Date: 12/19/2023  |[3y I
Reg Region: USA Q Multiple Term End Date: )
(Iontract Type: 006 O\I Semester Appointment
Approved by: ) Approvert  [JApproverz2 [ Approver3

Temp Faculty/ASE Training Guide: PeopleSoft 07/25/2024 Page 5 of 57



SJS' l ‘ UNIVERSITY PERSONNEL

TEMP FACULTY/ASE
TRAINING GUIDE: PEOPLESOFT

Position Nbr:

Dept: Auto populates

Term: Select the appropriate semester term
Cyle: Auto populates based on the selected term
Late Start: L

with the Effective Date

Comp Rate: Ensure it falls within the Salary Schedule
Total WTU: Enter WTU

Comments: Enter information about semester WTUs

Academic Days Paid: Count the number of days that the faculty member would receive pay starting

TF Contract Detail Find | View All First (4 10of1 (» Last
_ (+][=]
|*p°5iﬁ°n Nbr: 00001603 | Q ILectLlrerA‘r’-D Bus. Unit:  SJ000  SJSU
Department: 1189 Marketing & Business Analytics Job Code: 2358  SalPlan/Grd: 335 /[5 |Q
I Term: 2234 1Q I ICycIe: 4 Q I I"Comp Rate: 9000.000000 I
| “Late Start? L |Q I Iscademic Days Paid: 76 I I Total WTU: 3.00000 I
Comments: Fall 2023 - 3 WTU: Late start Ff
&
e Letter Code: CN1

Contract Status/Content TF Contract Total

Ben Beak Person ID: 017367428

Contract Data Find | View All First (4 10of1 (» Last
CS8U Contract Number: NEW DeptlD: 1189 Eff Date: 08/30/2023 Eff Seq: 0

Contract Total Detail Personalize | Find | (2] E First (4 10f1 (» Last

Last
Title Dept pobt  dob Al %A term compRate  FA¥. o Fraction Montt  Term o oI prigg Upd  LastUpd By
DtTm
Marketing
Lecturer AY-D 1189 Business 2358 335 5 2234 9000000000 0.200000 1/5 1608 412 9656 471 3.00000 010741445
Analytics
Tl save ||[=] Notify % Add ||%] Update/Display || &1 Include History |57 Correct History

e Press Save

e Example of complete Contract Status/Content tab
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Contract Status/Content TF Contract Total

Ben Beak Person ID: 017367428

Contract Status/Content View All [« (4) 10f1 (b >|
CSU Contract#: NEW DeptiD: 1189 ][]
*Eff Date: 08/30/2023 3 Effective Sequence: 0 Contract Desc: Marketing_BBeak_Fall 2023
“Contract Status: Entitlement: Term End Date: 12/19/2023 3§
Reg Region: USA Q Multiple Term End Date: E
Contract Type: a6 | Semester Appointment

Approved by: O Approver1 O Approver2 O Approver3

TF Contract Detail Find | View All First (4) 10f1 (} Last
) [+][=]
“Position Nbr: 00001603 | Q Lecturer AY-D Bus. Unit:  SJo00  SJSU

Job Code: 2358 SalPlan/Grd: 335 /(5 |Q

Department: 1189 Marketing & Business Analytics
Term: 2234 1Q Cycle: 4 Q *Comp Rate: 9000.000000
“Late Start? L Q Academic Days Paid: | 76 Total WTU: 3.00000
Comments: Fall 2023 - 3 WTU: Late start F
p
5 Save ||[=] Notify % Add || 2] Update/Display _}21 Include History I__j? Correct History

bk b e I bk | T P b b Tkl
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Contract Data: AY Appointment
This example is regarding inputting data in CSU Contract Data for a faculty member on an AY contract
(working fall and spring semesters)

Navigate to CSU Contract Data

Click on the Add a New Value tab

Empl ID: Enter ID number for faculty member
Department: Enter 4 digit dept ID number

CSU Contract Data

Eind an Existing Value Add a New Value

*Empl 1D '

CSU Contract NumBer: | ewy

*Department Q
Add

e *Note: Enter Fall information first, then save

e Contract Status/Content section on Contract Status/Content tab
o Effective Date: Start date of fall semester
o Contract Desc:
m  Format: Name_Dept_Contract Type_Year
Contract Status: Active
Term End Date: End date of AY
o Contract Type: Academic Year Appointment
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Contract Status/Content TF Contract Total

Colleen Coder Person ID: 016456556
Contract Status/Content View All < (40 10of1 (x|
CSU Contract# NEW DeptlD: 1195 # [=]
I *Eff Date: 08/19/2024 |[W) lffective Sequence: 0 IContract Desc: |CCoder_Info_AY 24-25 I
I"Contract Status: I'Q'dh"e—vl IEntitIement: Ierm End Date: U5/2372025 39 I
Reg Region: USA Q Multiple Term End Date: Bl
Iiontract Type: 001 |Q Academic Year Appointment I
Approved by: O Approver1 :]ApproverE O Approver3
e TF Contract Detail section on Contract Status/Content tab
Position Nbr:
o Dept: Auto populates
o Term: Fall semester term
o Cyle: 4
o Late Start: N
o Comp Rate: Ensure it falls within the Salary Schedule
o Total WTU: Enter WTU
o Comments: Enter information about fall and spring WTUs
TF Contract Detail Find | View All First (4 10of1 (b Last
_ H =]
*Position Nbr: 00001511 q Lecturer AY-C Bus. Unit: 5J000 5J5U
Department: 1198 School of Information Job Code: 2358 Sal Plan/Grd: 335 /|4 Q
I Term: 2244 Q.I I Cycle: 4 q i:omp Rate: 7500.000000 I
*Late Start? N_Q Academic Days Paid: | Totawru: 6.00000 |
Comments: |AY 2024-2025 WTU 6 F
I P

e TF Contract Total tab
o Letter Code: CN1
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TEMP FACULTY/ASE
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SJSU ‘ UNIVERSITY PERSONNEL

Contract Status/Content TF Contract Total

Andy An Person ID: 006150014
Contract Data Find | View All First (4 10of1 (b Last
CSU Contract Number: NEW DeptlD: 1116 Eff Date: 08/17/2023 Eff Seq: 0
Contract Total Detail Personalize | Find First (4 10of1 (» Last
Last
Title Dept Bgme é{;b g:;ln (S;:L Term Comp Rate Ezgimal Fraction I;I:[r;(h EZ';: TWO;TJI Print Ei:‘[ed gglt_:l Last Upd By
tTm
School
Lecturer AY-D 1116 of Social 2358 335 5 2234 8101.000000 0.200000 1/5 1620.200 9721.200 3.00000 010741445
Work

E} Save || =] Nofify 5% Add 2| Update/Display J)j Include History |:,‘ Correct History

Contract Status/Content | TF Contract Total‘

e Press Save

e Add a row and enter spring information

o To add a row, click on the + button at the upper right corner. The contract will show “1 of 2”
above the + button

Contract Status/Content TF Contract Total

Colleen Coder Person ID: 016456856

Contract Status/Content View All [< (4) 10f2 (b =|
CSU Contract#: 000047603 DeptlD: 1198 j E] E]
*Eff Date: 08/19/2024 |5 Effective Sequence: Contract Desc: | CCoder_Info_AY' 2275

*Contract Status: Entitlement: Term End Date: 05/23/2025 |5}
Reg Region: USA Q Multiple Term End Date: &l
Contract Type: 001 |Q Academic Year Appointment
Approved by: O Approver1 O Approver2 O Approver3

TF Contract Detail Find | View All First (4 10f1 (b Last
*Position Nbr: 00001511 |Q Lecturer AY-C Bus. Unit:  5J000  SJSU =
Department: 1198 School of Information Job Code: 2358 Sal Plan/Grd: 335 /4 Q
Term: 2244 |Q Cycle: 4 Q *Comp Rate: 7500000000

*Late Start? N _|Q Academic Days Paid: Total WTU: 6.00000
Comments: AY 2024-2025 WTU 6 F

&
[l save ||[=] Notify s Add || 2] Update/Display || &1 Include History ||[7» Correct History

Contract Status/Content | TF Contract Total|

e Contract Status/Content section on Contract Status/Content tab

o Effective Date: Start date of spring semester

o Term End Date: End date of spring semester
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Contract Status/Content TF Contract Total

Colleen Coder Person ID: 016456856
Contract Status/Content View All < 4 10f2 (b >
CSU Contract# (00047603 DeptID: 1198 ] #H (=
Eff Date: 0172172025 [3Y Efffctive Sequence: 0 Contract Desc: |CCoder_Info_AY 24-25
*Contract Status: Entitlement: Term End Date: 05/23/2025 |51
Reg Region: USA Q Multiple Term End Date: Bl
Contract Type: 001 |Q Academic Year Appointment

Approved by: O Approveri O Approver2 O Approver3

e TF Contract Detail section on Contract Status/Content tab
o Term: Spring semester term
o Cyle: 2
o Total WTU: Enter WTU if different from the fall semester
o Comments: Enter information about fall and spring WTUs if different from the fall semester

TF Contract Detail Find | View All First (4 10of1 (» Last

*Pasition Nbr: 00001511 | Q@ Lecturer AY-C Bus. Unit:  5J000  SJSU S

Department: 1198 Schoal of Information Job Code: 23538 Sal Plan/Grd: 335 /|4 Q

Term: 2252 |Q Cycle: 2 Q *Comp Rate: 7500.000000

“Late Start? N |Q Academic Days Paid: Total WTU: 5.00000

Comments: AY 2024-2025 WTU 6 ﬁ)
&

e TF Contract Total tab
o Letter Code: CN1

Contract Status/Content TF Contract Total

Andy An Person ID: 0068150014
Contract Data Find | View Al First 4 1of2 » Last
CSU Contract Number: 000047384 DeptlD: 1116 Eff Date: 01/22/2024 Eff Seq: 0
Contract Total Detail Personalize | g L First (4’ 10f1 (b Last
y Dept Job  Sal Sal Pay - Month Total 3 Letter Date Last Upd
Title Dept Name cd Plan Grd Term Comp Rate Decimal Fraction Rate Term Rate WTU Print Code Printed DfTm Last Upd By
Lecturer AY- SR 03/18/2024
o 1116 of Social 2358 335 5 2242 8101.000000 0.400000 6/15  3240.400 19442 400 6.00000 CN1 955 17AM 010741445
Work :

e Press Save

e Example of complete Contract Status/Content tab
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TEMP FACULTY/ASE
TRAINING GUIDE: PEOPLESOFT

Contract Status/Content TF Contract Total

Colleen Coder Person ID: 016456856
Contract Status/Content E < 4 1-20f2 ) >
CSU Contract#: Q00047603 DeptiD: 1198 D ==
“Eff Date: 017212025 | Effective Sequence: 0 Contract Desc: |CCoder_Info_AY 24-25
*Contract Status: Entitlement: Term End Date: 05/23/2025 |[3)
Reg Region: USA Q Multiple Term End Date: [
Contract Type: 001 |Q Academic Year Appointment
Approved by: O Approver1 O Approver2 O Approver3
TF Contract Detail Find | View All First (4 10f1 (» Last
*Position Nbr: 00001511 |Q Lecturer AY-C Bus. Unit: ~ SJ000  SJSU a=
Department: 1198 School of Information Job Code: 2358 Sal Plan/Grd: 335 /|4 Q
Term: 2252 |Q Cycle: 2 Q *Comp Rate: 7500.000000
*Late Start? N & Academic Days Paid: Total WTU: 6.00000
Comments: AY 2024-2025 WTU 6 %
A
0 H[=
*Eff Date: 08/19/2024 |F Effective Sequence: 0 Contract Desc: |CCoder_Info_AY 24-25
*Contract Status: Entitlement: Term End Date: 05/23/2025 |3
Reg Region: USA Q Multiple Term End Date: £
Contract Type: 001 & Academic Year Appointment
Approved by: U Approver1 O Approver2 O Approver3
TF Contract Detail Find | View Al First (4 1of1 (b Last
+ (=]
*Position Nbr: 00001511 |Q Lecturer AY-C Bus. Unit: ~ 5J000  SJSU
Department: 1198 School of Information Job Code: 2358 Sal Plan/Grd: 335 /|4 Q
Term: 2244 |Q Cycle: 4 Q *Comp Rate: 7500.000000
*Late Start? N |Q Academic Days Paid: Total WTU: 6.00000
Comments: AY 20242025 WTU 6 ﬁ
P
[§] Save ||=] Notify [+ Add || 2] Update/Display || % Include History ||[J# Comect History

Contract Status/Content | TF Contract Total

e Example of complete TF Contract Total
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Contract Status/Content TF Contract Total

Colleen Coder Person ID: 016456856
Contract Data Find | View 1 First (4 1-20f2 (» Last
CSU Contract Number: (00047603 DeptlD: 11938 Eff Date: (1/21/2025 Eff Seq: 0

Contract Total Detail Personalize | Find | (21| E First (4 10of1 (b Last
Title Dept Dept Name é%h 3::1'“ g?.‘lj Term Comp Rate E:zimal Fraction E;gth Term Rate m Print l‘:%l;z' Egtneled Iﬁ:ﬁ#pd Last Upd By
Lecturer ;g Schoolof 5308 335 4 2252 7500.000000 0.400000 6/15  3000.000 18000.000 6.00000 ¥ [CN1 | 0612012024 14741445
AY-C Information : ’ : ) ’ 9:12:21PM

Eff Date: 08/19/2024 Eff Seq: 0

Contract Total Detail Personalize | Find | (2 | E First (4 10of1 () Last
Title Dept Dept Name é%h s:’ﬂln g?_‘lj Term Comp Rate B:gimal Fraction E:;t';m Term Rate m Print E%lgz' Eﬁt:led Iﬁ?_?lt_“Upd Last Upd By
Lecturer  yyqg Schoolof 5309 335 4 2244 7500.000000 0.400000 6/15  3000.000 18000.000 6.00000 oNi @ OB/2012024 4741445
AY-C Information ’ ’ ) ) ’ G12:21PM

|Gl Save ||[=] Notify [% Add || 2] Update/Display j Include History D Correct History

Contract Status/Content | TF Contract Total

Temp Faculty/ASE Training Guide: PeopleSoft 07/25/2024 Page 13 of 57



S S T s TEMP FACULTY/ASE
U_ e TRAINING GUIDE: PEOPLESOFT

Contract Data: AY Appointment with Entitlement
This example is regarding inputting data in CSU Contract Data for a faculty member on an AY contract

(working fall and spring semesters)

Navigate to CSU Contract Data

Click on the Add a New Value tab

Empl ID: Enter ID number for faculty member
Department: Enter 4 digit dept ID number

CSU Contract Data

Eind an Existing Value Add a New Value

*Empl 1D '

CSU Contract NumBer: | ewy

*Department Q
Add

e Contract Status/Content section on Contract Status/Content tab
o Effective Date: Start date of fall semester
o Contract Desc:
m  Should contain: Name_Dept_Contract Type_Year
Contract Status: Active
Entitlement: Enter FTE in a 3 digit number
Term End Date: End date of the AY
Multiple Term End Date: Based on the year of entitlement, enter the end date the multi-year
appointment
m Format: 05/31/XXXX
m 12.12 Entitlement - Yr 1 of 3: End date should be in 3 years
m 12.12 Entitlement - Yr 2 or 3: End date should be in 2 years
m 12.12 Entitlement - Yr 3 of 3: End date should be at the end of the current/upcoming
AY
o Contract Type: Select the appropriate year of entitlement
m 12.12 Entitlement - Yr 1 of 3
m 12.12 Entitlement-Yr2or 3
m 12.12 Entitlement - Yr 3 of 3

O O O O
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Contract Status/Content TF Contract Total

Buni Bunzel Person [D: 000558234
Contract Status/Content View All < 4 20f2 (b =|
CS5U Contract#: Q00047604 DeptlD: 1107 E] =]
I *Eff Date: 08/19/2024 |y Iiffecti\re Sequence: 0 |Ccntract Desc: BBunzel AAS AY 24-25 I
I"Contract Status: |Active hd Hnlitlement: i3 I erm End Date: 05/23/2025 |y
Reg Region: USA Q Multiple Term End Date: =l L

fontract ype: P14 | 1212 Entitlement - Yr 1 0f 3 |

Approved by: U approvert U Approverz [ Approver3

e TF Contract Detail section on Contract Status/Content tab
o Position Nbr:

o Dept: Auto populates
o Term: Fall semester term
o Cyle: 4
o Late Start: N
o Comp Rate: Ensure it falls within the Salary Schedule
o Total WTU: Enter WTU
o Comments: Enter information about fall and spring WTUs
TF Contract Detail Find | View All First (4' 10f1 (» Last
) [+] [=]
Itposiﬁon Nbr: 00001288 QI Lecturer AY-A Bus. Unit:  5J000  SJSU
Department: 1107 African American Studies Job Code: 2358 Sal Plan/Grd: 335 /|2 Q
I Term: 2244 Q.I I Cycle: 4 q I *Comp Rate: 5200-0{"0[‘)0
*Late Start? N |Q Academic Days Paid: I Total WTU: 3.00000 I
Comments: ‘AY2U24-2025: Fall 3 WTU; Spring 6 YTU F’
| &

e TF Contract Total tab
o Letter Code: CN1
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Contract Status/Content TF Contract Total

Beatrice Babbs Person ID: 015909049
Contract Data Find | View All First (4 20f2 (» Last
CSU Contract Number: 000047388 DeptlD: 1142 Eff Date: 08/17/2023 Eff Seq: 0

Contract Total Detail Personalize | Find | (21| [ First (4 10f1 (b Last
Title Dept Depthame 250 S 33 Term compRate [ Fracton BN Temmate (0T prmt]gifer  fOdte o LaSUPDyastupa sy
Lecturer g 03/21/2024

AY-D 1142 Kinesiology 2358 335 5 2234 10000.000000 0.400000 6/15 4000.000 24000.000 6.00000 CN1 Q 9-15-43AM 010741445
Gl save ||[gb Retum to Search ‘=] Notify % Add 2| Update/Display _}ZT Include History 7 Correct History

Contract Status/Content | TF Contract Total

e Press Save
e Add a row and enter spring information

o To add a row, click on the + button at the upper right corner. The contract will show “1 of 2”
above the + button

Contract Status/Content TF Contract Total

Buni Bunzel Person ID: 000558234

Contract Status/Content View All <) '+ 1of2 ’>|
CSU Contract # (00047604 DeptiD: 107 0 ==
*Eff Date: 01/21/2025 |31 Effective Sequence: 0 Contract Desc: |BBunzel AAS AY Je=25
*Contract Status: Entitlement: 600 Term End Date: 05/23/2025 [+
Reg Region: USA Q Multiple Term End Date: 0513112027 |
Contract Type: 014 |Q 12.12 Entitlernent - ¥r 1 of 3

Approved by: O Approver1 O Approver2 O Approver3

TF Contract Detail Find | View All First (4' 10of1 (» Last

*Position Nbr: 00001288 |Q Lecturer AY-A Bus. Unit:  5J000  S8JSU e
Department: 1107 African American Studies Job Code: 2358 Sal Plan/Grd: 335 /|2 Q
Term: 2252 |Q Cycle: 2 Q *Comp Rate: 5200.000000
*Late Start? N |Q Academic Days Paid: Total WTU: 5.00000
Comments: AY 2024-2025: Fall 3 WTU; Spring & WTU F

e

e Contract Status/Content section on Contract Status/Content tab
o Effective Date: Start date of spring semester
o Term End Date: End date of spring semester
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TEMP FACULTY/ASE
TRAINING GUIDE: PEOPLESOFT

SJSU ‘ UNIVERSITY PERSONNEL

Contract Status/Content TF Contract Total

Buni Bunzel Person ID: 000558234
Contract Status/Content View All l< (4 10f2 ’>|
e +||=

CSU Contract#: 000047604 DeptlD: 1107 L] HE=
*Eff Date: 01/21/2025 |3y IIﬁective Sequence: Contract Desc: |BBunzel AAS_AY 24-25

“Contract Status: |Active ~ | Entitlement: 600 Term End Date: 05/23/2025 |34
Reg Region: USA Q Multiple Term End Date: 0513172027 |[)
Contract Type: 014 |Q 12.12 Entitlement - ¥r 1 of 3
Approved by: (] Approver1 O Approver2 O Approver3

e TF Contract Detail section on Contract Status/Content tab
o Term: Spring semester term
o Cyle: 2
o Total WTU: Enter WTU if different from the fall semester
o Comments: Enter information about fall and spring WTUs if different from the fall semester
TF Contract Detail Find | View Al First (4) 10of1 ( Last
_ [+ (=]
*Position Nbr: 00001288 | Q Lecturer AY-A Bus. Unit: 54000  SJSU
Department: 1107 African American Studies Job Code: 2358 Sal Plan/Grd: 335 /2 Q
Term: 2252 |Q Cycle: 2 Q *Comp Rate: 5200.000000
*Late Start? N |Q Academic Days Paid: Total WTU: 6.00000
Comments: AY 2024-2025: Fall 3 WTU:; Spring 6 WTU F
P
e TF Contract Total tab
o Letter Code: CN1
Contract Status/Content TF Contract Total
Beatrice Babbs Person ID: 015909049
Contract Data Find | View All First (4) 10f2 » Last
CSU Contract Number: 000047388 DeptiD: 1142 Eff Date: (1/22/2024 Eff Seq: 0
Contract Total Detail Personalize | | First (4) 10f1 (» Last
Title Dept DeptName "C‘é" ﬁfa'n cs;": Term Comp Rate ;:‘{:imal Fraction ';':t';’“ Term Rate \WJ Prin (";‘ézr E;’:ted '5‘1‘1?:"““ Last Upd By
hoclrer 1142 Kinesiology 2358 335 5 2234 10000000000 0.400000 6/15  4000.000 24000.000 600000 Nl ouani2oad 010741445
[§]save ||[F Return to Search =] Notify [Eh Add 2| Update/Display _}__'T Include History # Correct History

Contract Status/Content | TF Contract Total

e Press Save
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e Example of complete Contract Status/Content tab

Contract Status/Content TF Contract Total

Buni Bunzel Person ID: 000558234
Contract Status/Content View All < (4 20f2 (b =|
CSU Contract#: (00047604 DeptlD: 1107 Ei =]
“Eff Date: 08/19/2024 |[3Y Effective Sequence: 0 Contract Desc: |BBunzel AAS AY 24-25
*Contract Status: Entitlement: b Term End Date: 05/23/2025 |5
Reg Region: usa  1Qq Multiple Term End Date: 053172027 [[{
Contract Type: 014 |Q 12.12 Entitlement - ¥r 1 of 3
Approved by: O Approveri O Approver2 O Approver3
TF Contract Detail Find | View All First (4' 10of1 (b Last
*Position Nbr: 00001288 |Q Lecturer AY-A Bus. Unit:  SJ000 SJ5U iJ :]
Department: 1107 African American Studies Job Code: 2358 SalPlan/Grd: 335 /]2 |Q
Term: 2244 |Q Cycle: 4 Q *Comp Rate: 5200.000000
*Late Start? N & Academic Days Paid: Total WTU: 3.00000
Comments: AY 2024-2025: Fall 3 WTU; Spring 8 WTU F
P

Contract Status/Content TF Contract Total

Buni Bunzel Person ID: 000558234
Contract Status/Content View All |« (40 10f2 (b 2|
CSU Contract#: 000047604 DeptlD: 1107 ﬁ +[=]
*Eff Date: 0172112025 |1 Effective Sequence: 0 Contract Desc: |BBunzel AAS AY 24-25
*Contract Status: Entitlement: 600 Term End Date: 05/23/2025 |
Reg Region: USA Q Multiple Term End Date: 05/31/2027 |5
Contract Type: 014 |Q 12.12 Entitlement - Yr 1 of 3
Approved by: (] Approver1 O Approver2 (] Approver3
TF Contract Detail Find | View All First (4 10f1 (b Last
*Position Nbr: 00001288 |Q Lecturer AY-A Bus. Unit:  SJ000 SJ5U iJ :]
Department: 1107 African American Studies Job Code: 2358 Sal Plan/Grd: 335 /|2 Q
Term: 2252 |Q Cycle: 2 Q *Comp Rate: 5200.000000
*Late Start? N |Q Academic Days Paid: Total WTU: 6.00000
Comments: AY 2024-2025: Fall 3 WTU; Spring 6 WTU ﬁ
A

e Example of complete TF Contract Total
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Contract Status/Content TF Contract Total

Buni Bunzel Person ID: 000558234
Contract Data Find | First (4 120f2 (» Last
CSU Contract Number: 000047604 DeptlD: 1107 Eff Date: 01/21/2025 Eff Seq: 0
Contract Total Detail Personalize | Find | (2] | E First (4' 10f1 (» Last
Title Dept g:me é%h gﬁaln g‘:'lj Term Comp Rate Eae{imal Fraction E:t';m Term Rate w_[tﬂ Print Ié%tdtgt [P)ralheted Iﬁ??:nuud Last Upd By
Lecturer rican 06/20/2024
1107 American 2358 335 2 2252 5200.000000 0.400000 6/15  2080.000 12430.000 6.00000 CN1 | Q 06/20/2024 010741445
AY-A Studies 9:33:12PM
Eff Date:  08/19/2024 Eff Seq: 0
Contract Total Detail Personalize | Find | 2 | E First (4 10of1 (» Last
, Dept Job  Sal Sal Pay - Month Term Total = Letter Date Last Upd
i DePt Name  Cd  Plan Grd '8 COMPRAte  pecig, Fraction gaio Rate ~ WIU P Code  Printed  DfTm pastlndlby
Lecturer African 06/20/2024
1107 Amercan 2358 335 2 2244 5200.000000 0.200000 1/5 1040.000 6240.000 3.00000 CN1 | 06/20/2024 ;55 010741445
AY-A Studies 9:33:12PM

[FlSave ||[E Retunto Search | 4] PreviousinList ||dE] NextinList ||&] Notfy | |[Es Add ||j] Update/Display || & Include History | [E3# Correct History
Contract Status/Content | TF Contract Total
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Contract Data: 12 Month Appointment
This example is regarding inputting data in CSU Contract Data for a faculty member on a 12 month contract

Navigate to CSU Contract Data

Click on the Add a New Value tab

Empl ID: Enter ID number for faculty member
Department: Enter 4 digit dept ID number

CSU Contract Data

FEind an Existing Value Add a New Value

*Empl ID ')

CSU Contract MumBer:| mewe

*Department &'
Add

e Contract Status/Content section on Contract Status/Content tab
o Effective Date: Start date of the contract
o Contract Desc:
m  Format: Name_Dept_Contract Type_Year
o Contract Status: Active
o Term End Date: End date of the contract
m Date should be one year from the start date
o Contract Type: 12 Month Appointment

Contract Status/Content TF Contract Total

Michael Ashley Person ID: 005245462

Contract Status/Content View All |< (4)20f2 (b) >|
CSU Contract# 000047386 DeptiD: 1629 U (=]

I”Ef'f Date: 06/01/2024 |[y d‘fective Sequence: 0 IContract Desc: |MAshley_OI_12mo AY[24-25 I
IContract Status: |Active v | tntitlement: 'Ierm End Date: Ua/3172025 |31J|
Reg Region: USA Q Multiple Term End Date: B
CIontract Type: 002 | 12 Month Appointment I

Approved by: ) Approvert  (JApproverz  (J Approver3
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e TF Contract Detail section on Contract Status/Content tab
o Position Nbr:

o Dept: Auto populates
o Term: 12 Month Faculty or Librarian
o Cyle: 5
o Late Start: N
o Comp Rate: Ensure it falls within the Salary Schedule
o Total WTU: Enter WTU
o Comments: Enter information about the contract’s WTUs
TF Contract Detail Find | View All First (4) 10f1 (b Last
_ [+ (=]
lposition nor: 100014938 @ Jecturer 12 Mo Bus.Unit:  SJ000  SJSU
Department: 1629 Office of Innovation Job Code: 2359 Sal Plan/Grd: 336 /|3 Q
ITerm: 2234 |Q I ICycIe: 5 QI I “Comp Rate: 5934-000010
“Late Start? N_Q Academic Days Paid: \ Total WTU; | 15.00000 |

Comments:

ISummer 2024 6/1/2024-8/20/2024 WTQ 15 full time

e TF Contract Total tab
o Letter Code: CN1

Contract Status/Content TF Contract Total

Michael Ashley Person ID: 005245462
Contract Data Find | View All First (4 20f2 (» Last
CSU Contract Number: (000047386 DeptiD: 1629 Eff Date: 06/01/2024 Eff Seq: 0

Contract Total Detail Personalizey ot ||d_;j First (4) 10of1 (» Last
T o S NP S S compmme D, Frecion MO BB P B Lasupay
Lecturer 12 4509 OMfICBOF 5359 335 3 2234 6934.000000 1000000 111 6934.000 15.00000 P2 312012024 922012024 46741445

Mo Innovation k 1:39:04PM

5l Save ||[Gh Returnto Search | 4] Previousin List | 4=] Nextin List [=] Notify [ Add | 3] Update/Display _jZI Include History i72 Correct History

Contract Status/Content | TF Contract Total

e Press Save

e Example of complete Contract Status/Content tab
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Contract Status/Content TF Contract Total
Michael Ashley Person ID: 005245462
Contract Status/Content View All [< (4 10f1 (b =|
+ -
CSU Contract#: 000047386 DeptiD: 1629 D =]
*Eff Date: 06/01/2024 |3 Effective Sequence: 0 Contract Desc: |MAshley_Ol_12mo AY 24-25
“Contract Status: Entitlement: Term End Date: 05/31/2025 [34)
Reg Region: USA Q Multiple Term End Date: ]
Contract Type: 002 |Q 12 Month Appointment
Approved by: ] Approver1 O Approver2 O Approver3
TF Contract Detail Find | View All First (4) 10f1 (p Last
_ #[=]
“Position Nbr: (00014938 Q" Lecturer 12 Mo Bus. Unit:  SJ000  SJSU
Department: 1629 Office of Innovation Job Code: 2339 Sal Plan/Grd: 336 /|3 Q
Term: 2234 |Q Cycle: 3 Q *Comp Rate: 6934.000000
“Late Start? N Q Academic Days Paid: Total WTU: 15.00000
Comments: Summer 2024 6/1/2024-8/20/2024 WTU 15 full time Fé
5
e Example of complete TF Contract Total
Contract Status/Content TF Contract Total
Michael Ashley Person ID: 005245462
Contract Data Find | View All First (4 10f1 (b Last
CSU Contract Number: 000047386 DeptiD: 1629 Eff Date:  06/01/2024 Eff Seq: 0
Contract Total Detail Personalize | Find | (2| E First (4) 10of1 (») Last
me o D S0 S S em comprae S, FocuenMoNt T g L D LU upasy
kﬂeoct”m”? 1629 ﬁﬁ‘s\fﬁ‘;’m 2359 336 3 2234 6934.000000 1.000000 1/1  6934.000 15.00000 CN1 |Q 03/20/2024 ﬁg%igﬁ 010741445
EISave [@ Retum to Search #-| Previous in List 4| Nextin List [=] Notify % Add 2| Update/Display _5_'1 Include History \T’)-‘ Correct History

Contract Status/Content | TF Contract Total
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Contract Data: Revision on start of semester

This example is how to revise an AY contract at or before the start of a semester

Navigate to CSU Contract Data

Click on the Find an Existing Value tab

Empl ID: Enter ID number for faculty member
Press the Search button

CSU Contract Data

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

Find an Existing Value Add a New Value

Search Criteria

Empl ID: |

T ST COTT T NUMDeTT DEgTTS Wi
Department: Q
Contract Status: (= v v
- a
Description:
Name:
Last Name:

U Include History U correct History U case Sensitive

&
Search Clear | Basic Search 2" Save Search Criteria

e Go to the row that contains the Effective Date that reflects the start of the semester- Do not update
the date

Contract Status/Content TF Contract Total

Beatrice Babbs Person ID: 015909049
Contract Status/Content View All [« 4 10f1 (k) =|
CSU Contract#: NEW DeptliD: 1142 =]
Eff Date: 08/17/2023 |yl Effective Sequence: 0 Contract Desc: |KIN_BBabbs_Fall 2023
*Contract Status: |AC“V9—"| Entitlement: Term End Date: 1219/2023 |[3)
Reg Region: USA Q Multiple Term End Date: [31)
Contract Type: 006 |Q Semester Appointment

Approved by: O Approver1 O Approver2 O Approver3
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e Total WTU: Update this to contain the total WTUs that the faculty will be teaching for the semester
e Comments: Add a comment to document the update the WTUs
TF Contract Detail Find | View All First (4) 10f1 (b Last
(#][=]
*Position Nbr: 00001598 Q Lecturer AY-D Bus. Unit: SJ000 SJs5U

2358 Sal Plan/Grd: 335 /|5 Q

Department: 1142 Kinesiology Job Code:

Term: 2234 |Q Cycle: 4 Q *Comp Rate: 10000.000000

“Late Start? N IQ Academic Days Paid: Total WTU: 6.00000

Comments: Fall 23-6 WTU v
‘Revision 1 Fall 23 -9 WTU 4F)

e Example of complete Contract Status/Content tab

Contract Status/Content TF Contract Total

Beatrice Babbs Person ID: 015909049
Contract Status/Content View All [« 4 10f1 (» =

(4] [=]

CSU Contract#: NEW

“Eff Date: 08/17/2023 |[3] Effective Sequence:
“Contract Status: Entitlement:
Reg Region: USA Q

Contract Type: 006 | Semester Appointment

Approved by: ] Approver1 O Approver2 O Approver3

TF Contract Detail

*Position Nbr: 00001598 |Q_ Lecturer AY-D

Department: 1142 Kinesiology
Term: 2234 |QQ Cycle:
“Late Start? N IQ Academic Days Paid:

DeptID: 1142
Contract Desc: |KIN_BBabbs_Fall 2023

Term End Date: 12/19/2023 |[3)

Multiple Term End Date: [31)

Find | View All First (4. 10f1 (» Last

(#] (=]

Bus. Unit:  SJ000 SJ5U
Job Code: 2358 Sal Plan/Grd: 335 |/ 5 Q

*Comp Rate: 10000.000000

Total WTU: 6.00000

Comments: Fall 23-6 WTU
Revision 1: Fall 23 - 9 WTU

Temp Faculty/ASE Training Guide: PeopleSoft 07/25/2024

Page 24 of 57



S SU ‘ R e T TEMP FACULTY/ASE
v ep Lt ECRIID A TRAINING GUIDE: PEOPLESOFT

Contract Data: Revision after start of semester

This example is how to revise an AY contract after the start of a semester

This example is how to revise an AY contract at or before the start of a semester

Navigate to CSU Contract Data

Click on the Find an Existing Value tab

Empl ID: Enter ID number for faculty member
Press the Search button

CSU Contract Data

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

Find an Existing Value Add a New Value

Search Criteria

Empl ID: |

—CSUC O AT OO DEgTS Wi~
Department: Q
Contract Status: (= v v
Term a
Description:
Name:
Last Name:

U Include History U correct History U case sensitive

=]
Search Clear | Basic Search |2 Save Search Criteria

e Add a row by clicking the + button at the upper right corner
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Contract Status/Content TF Contract Total

Beatrice Babbs Person ID: 015909049

Contract Status/Content View All < (4 10f1 (b >|
CSU Contract#: NEW DeptID: 1142 ﬂ j
*Eff Date: 08/17/2023 |5 Effective Sequence: 0 Contract Desc: |KIN_BBabbs_Fall 2023
“Contract Status: Entitlement: Term End Date: 12/19/2023 |
Reg Region: USA Q Multiple Term End Date: 51
Contract Type: 006 |Q Semester Appointment

Approvedby:  (JApprovert  (JApproverz  (J Approver3

e Effective Date: Date that faculty member will have a change to their WTUs after the start of the
semester

Contract Status/Content TF Contract Total

Beatrice Babbs Person ID: 015909049

Contract Status/Content View All |= 4) 10f2 (b =
CSU Contract#: NEW DeptID: 1142 ﬂ j
*Eff Date: 10/01/2024 |3 [ffective Sequence: 0 Contract Desc: |KIN_BBabbs_Fall 2023
“Contract Status: I'ﬂ"di"’e—"l Entitlement: Term End Date: 12/19/2023 |3
Reg Region: USA Q Multiple Term End Date: [+
Contract Type: 006 Q Semester Appointment

Approved by: ) Approver1 O Approver2 O Approver3

e Total WTU: Update this to contain the total WTUs that the faculty will be teaching for the semester
e Comments: Add a comment to document the update the WTUs

TF Contract Detail Find | View All First 4/ 10f1 (» Last
[+][=]

“Position Nbr: 00001598 | Q Lecturer AY-D Bus. Unit:  SJ000  SJSU

Department: 1142 Kinesiology Job Code: 2358 Sal Plan/Grd: 335 /|5 Q

Term: 2234 |Q Cycle: 4 Q *Comp Rate: 10000.000000

“Late Start? N Q Academic Days Paid: Total WTU: 9.00000

Comments: Fall 23- 6 WTU

asision A O Ao od o Lall D AT

e Example of complete Contract Status/Content tab
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Contract Status/Content TF Contract Total

Beatrice Babbs Person ID: 015909049
Contract Status/Content View All < (40 10f1 () >3]
CSU Contract# NEW DeptlD: 1142 [+ =]
*Eff Date: 08/17/2023 | Effective Sequence: 0 Contract Desc: |KIN_BBabbs_Fall2023
*Contract Status: Entitlement: Term End Date: 1211912023 [[3)
Reg Region: USA Q Multiple Term End Date: £
Contract Type: 006 | Semester Appointment
Approved by: O Approver1 O Approver2 O Approver3
TF Contract Detail Find | View All First (40 10of1 (»' Last
*Position Nbr: (00001598 |Q Lecturer AY-D Bus. Unit:  SJ000  SJSU H=
Department: 1142 Kinesiology Job Code: 2358 Sal Plan/Grd: 335 /|5 Q
Term: 2234 |Q Cycle: 4 Q *Comp Rate: 10000.000000
*Late Start? N |Q Academic Days Paid: Total WTU: 6.00000
Comments: Fall 23- 6 WTU ’@
| P
Contract Status/Content TF Contract Total
Beatrice Babbs Person ID: 015809049
Contract Status/Content View All |« 4 10f2 (» =
CSU Contract# NEW DeptID: 1142 +

*Eff Date: 10/01/2024 |[5] Effective Sequence: 0 Contract Desc: |KIN_BBabbs_Fall 2023
“Contract Status: Entitlement: Term End Date: 12/19/2023 |[5)

Reg Region: USA Q Multiple Term End Date: [51)
Contract Type: aoe Semester Appointment

Approvedby:  (JApprovert  (JApprover2  (J Approver3

TF Contract Detail Find | View All First (4) 10f1 (p) Last

(] [=]

“Position Nbr: 00001598 |Q Lecturer AY-D Bus.Unit:  SJ000  SJSU

Department: 1142 Kinesiology Job Code: 2358 Sal Plan/Grd: 335 /|3 Q

Term: 2234 |Q Cycle: 4 Q *Comp Rate: 10000.000000

*Late Start? N Q Academic Days Paid: Total WTU: 9.00000

Comments: Fall 23-6 WTU

Revision 1: On 10/1/24 for Fall 23 - 9 WTU

&F
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Contract Data: Terminate AY Contract on start of semester

This example is how to cancel an AY contract at or before the start of a semester

This example is how to revise an AY contract at or before the start of a semester

Navigate to CSU Contract Data

Click on the Find an Existing Value tab

Empl ID: Enter ID number for faculty member
Press the Search button

CSU Contract Data

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

Find an Existing Value Add a New Value

Search Criteria

Empl ID: |

T ST COTT T NUMDeTT DEgTTS Wi
Department: Q
Contract Status: (= v v
Term a
Description:
Name:
Last Name:

U Include History U correct History U case Sensitive

=]
Search Clear | Basic Search |2 Save Search Criteria

e Go to the row that contains the Effective Date that reflects the start of the semester- Do not update
the date
e Contract Status: Cancelled
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Contract Status/Content TF Contract Total

Bria Baack Person ID: 016553069

Contract Status/Content View All |< (4 10f2 (b >
CSU Contract#: 000047387 DeptiD: 1111 U =]
“Eff Date: 01/22/2024 §I5 Effective Sequence: 0 Contract Desc: |BBaack_History AY 23-24
“Contract Status: M‘ Entitlement: Term End Date: 05/24/2024 |[3)
Reg Region: USA Q Multiple Term End Date: [31)
Contract Type: w1 Q Academic Year Appointment

Approved by: O Approveri O Approver2 O Approver3

e Total WTU: Zero (0)
o If the faculty has an AY appointment and the faculty will not work during the fall and spring
semester, update the Total WTU fields of all rows to zero (0)
e Comments: Add a comment to document that the faculty will not work

TF Contract Detail Find | View All First (4) 10f1 (» Last
(] [=]

“Position Nbr: 00001415 Q@ Lecturer AY-B Bus. Unit:  SJ000  SJSU

Department: 1111 History Job Code: 2358 Sal Plan/Grd: 335 /|3 Q

Term: 2234 |Q Cycle: 4 Q “Comp Rate: 6929.000000

“Late Start? N Q Academic Days Paid: Total WTU: 0.00000

Comments: Fall 23- 3 WTU; Spring 24- 3 WTU

Faculty resigned: will not work spring semester} 0 WTU

e Press Save

e Example of complete Contract Status/Content tab
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Contract Status/Content TF Contract Total
Bria Baack Person ID: 016553069
Contract Status/Content View All |« 4 10f2 (») =
+ —
CSU Contract# 000047387 DeptID: 1111 El =]

“Eff Date: 01/22/2024 |5 Effective Sequence: 0 Contract Desc: |BBaack_History AY 23-24
“Contract Status: Entitlement: Term End Date: 05/24/2024 |5
Reg Region: USA Q Multiple Term End Date: [
Contract Type: 001 & Academic Year Appointment
Approved by: O Approveri O Approver2 O Approverd
TF Contract Detail Find | View All First (4) 10f1 (b Last
(4] (=]
*Position Nor: (00001415 |Q_ Lecturer AY-B Bus.Unit:  5J000  SJSU
Department: 1M History Job Code: 2358 Sal Plan/Grd: 335 /3 Q
Term: 2234 |Q Cycle: 4 Q “Comp Rate: 6929.000000
“Late Start? N IQ Academic Days Paid: Total WTU: 0
Comments: Fall 23- 3 WTU; Spring 24- 3 WTU

Faculty resigned, will not work spring 24 - 0 WTU
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Contact Data: Terminate AY Contract on date after the start of the semester

This example is how to cancel an AY contract after the start of a semester

This example is how to revise an AY contract at or before the start of a semester

Navigate to CSU Contract Data

Click on the Find an Existing Value tab

Empl ID: Enter ID number for faculty member
Press the Search button

CSU Contract Data

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

Find an Existing Value Add a New Value

Search Criteria

Empl ID: |

T ST COTT T NUMDeTT DEgTTS Wi
Department: Q
Contract Status: (= v v
Term a
Description:
Name:
Last Name:

U Include History U correct History U case Sensitive

=]
Search Clear | Basic Search |2 Save Search Criteria

e Add a row by clicking the + button at the upper right corner
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Contract Status/Content TF Contract Total

Bria Baack

Person ID: 016553069
Contract Status/Content View All |« (4 10f3 (b >
CSU Contract# 000047387 DeptID: 1111 U =]
*Eff Date: P3121/2024 [ Etfective Sequence: 0 Contract Desc: |BBaack History AY 23-24
“Contract Status: Entitlement: Term End Date: 05/24/2024 |5
Reg Region: USA Q Multiple Term End Date: 1)
Contract Type: 001 |Q Academic Year Appointment

Approved by: (] Approver1 () Approver2 (] Approver3

TF Contract Detail Find | View All First (4 10f1 (» Last
(#] (=]

“Position Nbr: 00001415 |Q Lscturer AY-B Bus. Unit:  SJ000  SJSU

Department: 1111 History Job Code: 2358 Sal Plan/Grd: 335 /|3 Q

Term: 2234 |Q Cycle: 4 Q *Comp Rate: 6929.000000

“Late Start? N Q Academic Days Paid: Total WTU: 0.00000

Comments: Fall 23- 3 WTU; Spring 24- 3 WTU

e Effective Date: Date that faculty member stops working after the start of the semester

Contract Status/Content TF Contract Total

Bria Baack

Person ID: 016553069
Contract Status/Content View All < 4 10f3 (b =|
CSU Contract #: 000047387 DeptID: 1111 U =
"Eff Date: 02/01/2024 [ Ilffective Sequence: 0 Contract Desc: |BBaack_History AY 23-24
“Contract Status: IAUWG—VI Entitlement: Term End Date: 05/24/2024 |[5)
Reg Region: USA Q Multiple Term End Date: el
Contract Type: 001 |Q Academic Year Appointment

Approved by: (J Approveri (0 Approver2 (J Approver3

e Total WTU: Zero (0)

o If the faculty has an AY appointment, update the Total WTU fields of all future dated rows to
zero (0)

e Comments: Add a comment to document the date that the faculty stopped working

Temp Faculty/ASE Training Guide: PeopleSoft 07/25/2024 Page 32 of 57



TERS]IT - NINE TEMP FACULTY/ASE
SJSU ‘ UNIVERSITY PERSONNEL TRAINING GUIDE: PEOPLESOFT

First (4 10of1 (p Last

+ (=]

TF Contract Detail Find | View All

00001415 @ Lecturer AY-B Bus. Unit:  SJ000  SJSU
2358 Sal Plan/Grd: 335 /|3 Q

*Position Nbr:

Department: "N History Job Code:

Term: 2234 |Q Cycle: 4 Q “Comp Rate: 6929.000000

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

Comments: Fall 23-3 WTU; Spring 24- 3 WTU =
Faculty resigned on 2/1/24- 0 WTU éFZ

e Press Save

e Example of complete Contract Status/Content tab

Contract Status/Content TF Contract Total

Bria Baack Person ID: 016553069
Contract Status/Content View All |« (4 30f3 () 5|
CSU Contract# NEW DeptlD: 1111 ==
*Eff Date: 08/17/2023 |[B Effective Sequence: 0 Contract Desc: |BBaack_History AY 23-24
*Contract Status: Entitlement: Term End Date: 0572472024 |
Reg Region: USA Q Multiple Term End Date: el
Contract Type: 001 |Q Academic Year Appointment

Approved by: O Approver1 ] Approver2 O Approver3

TF Contract Detail Find | View All First (4 10f1 (» Last

*Position Nbr: 00001415 |Q Lecturer AY-B Bus. Unit:  5J000 SJSU e
Department: 111 History Job Code: 2358 Sal Plan/Grd: 335 /|3 Q
Term: 2234 |Q Cycle: 4 Q *Comp Rate: 6929.000000
*Late Start? N |Q Academic Days Paid: Total WTU: 3.00000
Comments: Fall 23 - 3 WTU; Spring 24 - 3 WTU ﬁ

2
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Contract Status/Content TF Contract Total

Bria Baack Person ID: 016553069

Contract Status/Content View All E <2 of3 (b 3
CSU Contract #: NEW DeptlD: 1111 [+ =]
*Eff Date: 0172412024 B Effective Sequence: 0 Contract Desc: |BBaack History AY 23-24
“Contract Status: Entitlement: Term End Date: 05/24/2024 |5
Reg Region: USA Q Multiple Term End Date: e
Contract Type: 001 |Q Academic Year Appointment

Approved by: O Approveri O Approver2 O Approver3

TF Contract Detail Find | View All First (4) 10of1 (b Last

*Position Nbr: 00001415 | Q@ Lecturer AY-B Bus. Unit:  5J000 SJs5U i] :J

Department: 1111 History Job Code: 2358 Sal Plan/Grd: 335 /|3 Q

Term: 2234 |Q Cycle: 4 Q *Comp Rate: 6929.000000

*Late Start? N |Q Academic Days Paid: Total WTU: 3.00000

Comments: Fall 23 - 3 WTU:; Spring 24 - 3 WTU ﬁ
A

Contract Status/Content TF Contract Total

Bria Baack Person ID: 016553069

Contract Status/Content View All [« 4 10f3 (b =
CSU Contract# 000047387 DeptiD: 1111 D =
*Eff Date: 02/01/2024 |3 Effective Sequence: 0 Contract Desc: |BBaack_History AY 23-24
*Contract Status: Entitlement: Term End Date: 05/24/2024 |[3)
Reg Region: USA Q Multiple Term End Date: E
Contract Type: 001 | Academic Year Appointment

Approved by: ] Approver1 O Approver2 O Approver3

TF Contract Detail Find | View All First (4, 10of1 (} Last
) [+ [=]
“Position Nbr: 00001415 | Q Lecturer AY-B Bus. Unit:  SJ000 SJSU
Department: 1111 History Job Code: 2358 Sal Plan/Grd: 335 /|3 Q
Term: 2234 |Q Cycle: 4 Q *Comp Rate: 6929.000000
“Late Start? N Q Academic Days Paid: Total WTU: 0.00000
Comments: Fall 23- 3 WTU; Spring 24- 3 WTU ~
Faculty resigned on 2/1/24- 0 WTU ,
v
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Contract Data: Terminate AY Entitlement Contract on start of semester

This example is how to cancel an AY contract at or before the start of a semester

This example is how to revise an AY contract at or before the start of a semester

Navigate to CSU Contract Data

Click on the Find an Existing Value tab

Empl ID: Enter ID number for faculty member
Press the Search button

CSU Contract Data

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

Find an Existing Value Add a New Value

Search Criteria

Empl ID: |

T ST COTT T NUMDeTT DEgTTS Wi
Department: Q
Contract Status: (= v v
Term a
Description:
Name:
Last Name:

U Include History U correct History U case Sensitive

@
Search Clear | Basic Search |2 Save Search Criteria

e Go to the row that contains the Effective Date that reflects the start of the semester- Do not update
the date
e Contract Status: Cancelled
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Contract Status/Content TF Contract Total

Ashley Ash Person ID: 005823142
Contract Status/Content View All [« (4 20f2 (b =|
CSU Contract#: 000047611 DeptlD: 1189 U =]
Eff Date: 08/17/2023 [ Effective Sequence: 0 Contract Desc: (AASh_AY23-24 Marketing
Contract Status: (Cancelled  ~ | Entitlement: -500 Term End Date: 05/24/2024 |[5)
Reg Region: USA Q Multiple Term End Date: 05/24/2024 |5
Contract Type: 016 |Q 12.12 Entitlement - Yr 3 of 3
Approved by: O Approveri O Approver2 O Approver3
e Total WTU: Zero (0)
e Comments: Add a comment to document that the faculty will not work
TF Contract Detail Find | View All First (4 1of1 (b Last
, (+][=]
“Position Nor: (00001603 |G Lecturer AY-D Bus. Unit:  SJ000  SJSU
Department: 1189 Marketing & Business Analytics Job Code: 2358 Sal Plan/Grd: 335 /[5 Q
Term: 2234 1Q Cycle: 4 Q “Comp Rate: £000.000000
“Late Start? N |Q Academic Days Paid: Total WTU: 6.00000
Comments: AY 23-24 Entitlement 3/3: Fall 3 WTU; Spring 6 WTU

e Press Save

e Example of complete Contract Status/Content tab
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Contract Status/Content TF Contract Total

Ashley Ash Person ID: 005823142
Contract Status/Content View 1 |= (4 1-20f2 (. =|
CSU Contract#: 000047611 DeptiD: 1189 m =]
*Eff Date: 01/24/2024 5] Effective Sequence: 0 Contract Desc: |AAsSh_AY23-24 Marketing
“Contract Status: Entitlement: -500 Term End Date: 05/24/2024 _|[3
Reg Region: USA Q Multiple Term End Date: 05/24/2024 Eﬂ
Contract Type: 018 |Q 12.12 Entitlement - Yr 3 of 3
Approved by: O Approveri O Approver2 O Approver3
TF Contract Detail Find | View All First (4 10of1 (b Last
(# =]
“Position Nbr: 00001603 |Q Lecturer AY-D Bus.Unit:  SJ000  SJSU
Department: 1189 Marketing & Business Analytics Job Code: 2358 Sal Plan/Grd: 335 /|5 Q
Term: 2234 |Q Cycle: 4 Q “Comp Rate: 9000.000000
*Late Start? N IQ Academic Days Paid: Total WTU: 6.00000
Comments: AY 23-24 Entitlement 3/3: Fall 3 WTU; Spring 6 WTU %
4
0 (#] (=]
*Eff Date: 08/17/2023 |[5 Effective Sequence: 0 Contract Desc: |AAsh_AY23-24 Marketing
“Contract Status: Entitlement: -500 Term End Date: 05/24/2024 3]
Reg Region: UsA Q Multiple Term End Date: 05/24/2024 [
Contract Type: 016 |Q 12.12 Entitlement - Yr 3 of 3
Approved by: O Approveri ] Approver2 O Approver3
TF Contract Detail Find | View All First (4 10of1 (b Last
[+ (=]
“Position Nbr: 00001603 |Q Lecturer AY-D Bus.Unit:  SJo00  SJSU
Department: 1189 Marketing & Business Analytics Job Code: 2358 Sal Plan/Grd: 335 /|5 Q
Term: 2234 |Q Cycle: 4 Q “Comp Rate: 9000.000000
*Late Start? N |Q Academic Days Paid: Total WTU: 0.00000
Comments: AY 23-24 Entitlement 3/3: Fall 3 WTU; Spring 6 WTU

Revision: Cancelled Fall 23: 0 WTU- plans to teach for spring 24 at 6 WTU

Aﬁ

e Example of TF Contract Total tab
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Contract Status/Content TF Contract Total

Ashley Ash Person ID: 005823142

Contract Data Find | View 1 First (4 1-20f2 (» Last

CSU Contract Number: 000047611 DeptlD: 1189 Eff Date: (01/24/2024 Eff Seq: 0
Contract Total Detail Personalize | Find | (2] | First (4' 10f1 (» Last
- Dept Job Sal Sal Pay . Month Total 3 Letter Date LastUpd
Title Dept Name cd Plan Grd Term Comp Rate Decimal Fraction Rate Term Rate WTU Print Code Printed DfTm Last Upd By
Marketing
Lecturer AY- & 06/24/2024
/
D 1189 Business 2358 335 5 2234 9000.000000 0.400000 6/15 3600.000 21600.000 6.00000 CN1 Q 441-47PM 010741445
Analytics
Eff Date:  08/17/2023 Eff Seq: 0
Contract Total Detail Personalize | Find | (2] | E First (4° 10of1 (» Last
, Dept Job  Sal  Sal Pay . Month Term  Total . Letter Date Last Upd
[t Dept  Name  Cd  Plan Grd '™ CompRate  popimg Fraction pate Rate  wru Pt code Printed DtTm EaatUpdEy
Marketing
& 06/24/2024
Lecturer AY-D 1189 Business 2358 335 5 2234 5000.000000 0.00000 CN1 |Q 443.29PM 010741445
Analytics
5 Save ||[=] Notify [ Add || 7] UpdateDisplay || %7 Include History ||[7# Correct History

Contract Status/Content | TF Contract Total
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Generating the Appointment Form: Semester Appointment
e Navigate to TF/TA/GA Appt-Revision Form

e Click the Search button
e Select a Run Control ID

TF/TAI/GA Appt-Revision Form

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

Search Criteria

Search by:  Run Control ID begins with

[l case Sensitive

Search Adyanced Search

Search Results

ViewAll First (4 1-2of2 (k) Last
Run Control 1D | Language Code

1oy : ' English

RUN_PPT English

e Empl ID: Use the magnifying glass and enter the faculty’s employee ID number
Contract Desc: Use the magnifying glass to select the appropriate contract
Select a form:

o New Appointment Form: Select this option for faculty being hired as new hires, new to
department, and reappointments

e First line of Action Reason:

o New hire: HIR/APT

o New to department: HIR/CON
o Reappointment: DTA/APT

o Rehire: REH/REH

Effective date: Leave blank

Second line of Action Reason: Leave blank

Initiating Official: Name of Chair

Appointing Official: Name of Dean, Dean Designee, or DRO

Dept Contact - Name & Ph.: Name and phone number of Department Admin

Click the Run button
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TFITAIGA Appt-Revision Form

Run Control ID:  ActiveList Report Manager | Process Monitor Run

“Empl ID: 014652576 U Abubakr Afushanab

*Contract Desc.: AAbushanab_Fall 24 Q

Select a form

® New Appointment Form O Revision Form

Action HIR Reason APT

Effective Date 3 Action Reason

Initiating Official Dept Chair

Appointing Official DRO

Dept. Contact - Name & Ph. |Dept Contact

Funding Changes

Department  pepartment Name Fund Class Project Percent Efft Date End Date
Code  Field
E1 B
Q E E
[§) save ||[@h Returnto Search | |[=] Notify [Ey Add || 2 Update/Display

Click the Ok button

Click the Process Monitor button

Click the Refresh button until the status in the Run Status says Success and the Distribution Status
column says Posted

Click on the Actions link

Click on the View Log/Trace link

Process List Server List

View Process Request For

User ID| 010741445 Q Type | v | [Last v] 3| [Days v | Refresh
Server|:| Name @, Instance From Instance To Clear
Run Status|:| Distribution Status |:|
Save On Refresh Report Manager fiesel
Process List Personalize | Find | View All | (21| [ First (4) 1-22 of 22 (») Last
Select Instance Seq. Process Type z::_;:ss User Run Date/Time un Status L:E'Ji:lution Details Actions
4702795 SQR Report SJTFO10 010741445 03/18/2024 11:21:18AM PDT uccess asted Details - Actions

e Click on the PDF link
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View Log/Trace
Report
Report ID 2228325 Process Instance 4702795 Message Log
Name SJTFO010 Process Type SCR Report

Run Status Success

TFITA/GA Appi-Revision Form
Distribution Details

Distribution Mode HESJSTG Expiration Date 05/02/2024
File List
Name File Size (bytes) Datetime Created
SOR_SJTF010_4702785.log 1,663 03/18/2024 11:21:54.5112124M PDT
sitfo 10 BOF 8722 03/18/2024 11:21:54 5112124M PDT

ST TO . 171 03/18/2024 11:21:54.511212AM FDT
Distribute To
Distribution 1D Type *Distribution 1D
User 010741445
Return

e The Appointment Form will appear. Save the form and route for signatures
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San Jose State University appo Form Print Date D6/20/24
Temporary Faculty/Graduate Assistant/Teaching Associate Appointment Form Subrmit Form to: University Personnel
Questions? Email tempfaculty_ase_appointments @ sjsuedu
Effective Date Action® Reason® Effective Date Action® Reason’
OB/19124 HIR APT

Employee 1D Empl Fed Employes Name Contract Number & Description Effective Date Eff &
014652976 | Abubakr Abushanab | 000047602 AAbushanab_Fall 24 19-AUG-2024 o

Contract Type Contract Expected End Date Mulii-Year End Date it Original Hire Date 551 Counter
006-Semester Appointment | 20-DEC-2024 | | | | | |
Current Contract Data Sal Plan /
Term Year Cycle Position # / Department Id / Name Job Code  Working Title Grade Comp Rate  Actual Comp  WTU FIE Fraction
2244 2024 4 00001325/ 1111/ History 2358 Lecturer AY-A 335/2 5.500.00 1,100.00 3.00000 0.200000 ]
Job History
Effde Paosition  Action/Reason History Working Title Dept Name FTE Actual Comp  ChgAmt ChgPot  Comp Rate

There is no job history associated with this position.

C (i.e., special ion instructions) Funding Dept Fund Class  Proj Pot Effdt End Date  Department Name
Fall 2024 Cycle:4--Fall 24 semester only at 3 WTU Current: 1111 70000 10000 070123 Histary
Change to
Depanment Contact:
NameiPhone t Contact
Initiating Official Signature Date
Dept Chair
Appainting Olficial Signature Dale
DRO ESS SignofliDate
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Generating the Appointment Form: AY Appointment - Same FTE for AY

e Navigate to TF/TA/GA Appt-Revision Form
e Click the Search button
e Select a Run Control ID

TFITAIGA Appt-Revision Form
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value Add a New Valus

Search Criteria

Search by:  Run Control ID begins with

[ case Sensitive

Search Adyanced Search

Search Results
View All - First (4 1-2of2 (k) Last

Run Control 10 Language Code
1 1 English
RUN_PPT English

e Empl ID: Use the magnifying glass and enter the faculty’s employee ID number
Contract Desc: Use the magnifying glass to select the appropriate contract
Select a form:
o New Appointment Form: Select this option for faculty being hired as new hires, new to
department, and reappointments
e First line of Action Reason: Reason for the spring semester
o If faculty member will have same WTU/FTE for the spring semester: DTA/APT
e Effective date: Start of fall semester
e Second line of Action Reason: Input the appropriate Action/Reason for the fall semester
o New hire: HIR/APT
o New to department: HIR/CON
o Reappointment: DTA/APT
o Rehire: REH/REH
Initiating Official: Name of Chair
Appointing Official: Name of Dean, Dean Designee, or DRO
Dept Contact - Name & Ph.: Name and phone number of Department Admin
Click the Run button
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TFTA/GA Appt-Revision Form

Run Control ID:  ActiveList Report Manager | Process Monitor

*Empl ID: 006150014 @ Andy An

“Contract Desc.: | AAN_S0CIAIWOTK_AY 23-23 Q

Selecratomm

® New Appointment Form (O Revision Form

|Action DTA Reason |APT I

Effective Date |08/17/2023  |[5] uction |HIR Reason | APT

Initiating Official Chair Name I

Appointing Official DRO Name

Dept. Contact - Name & Ph. | Dept Admin x4-XXx

Funding Changes

Department  pepartment Name Fund Class Project Percent Efft Date End Date
Code Field
) Ed
Q & &
[§]save | [&h Returnto Search Previous in List | |45 Nextin List ||[=] Motify Es Add Update/Display

Click the Ok button
Click the Process Monitor button
Click the Refresh button until the status in the Run Status says Success and the Distribution Status

column says Posted
e Click on the Actions link
e Click on the View Log/Trace link

Process List Server List

View Process Request For

User ID| 010741445 Q Type v| |Last v| 3| |Days v | Refresh
Server|:| Name @, Instance From Instance To Clear
Run Satus[ ] Distibution Satus [ ] gy anager Resel
Process List Personalize | Find | View All | | [E First (4) 122 0f22 (») Last
Select Instance Seq. Process Type :;‘:;:83 User Run Date/Time un Status E;i:ution Detailz Actions
4702795 SQR Report SJTFO10 010741445 03/18/2024 11:21:18AM PDT uccess osted Details = Actions

e Click on the PDF link
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View Log/Trace
Report
Report ID 2228325 Process Instance 4702795 Message Log
Name SJTFO010 Process Type SCR Report

Run Status Success

TFITA/GA Appi-Revision Form
Distribution Details

Distribution Mode HESJSTG Expiration Date 05/02/2024
File List
Name File Size (bytes) Datetime Created
SOR_SJTF010_4702785.log 1,663 03/18/2024 11:21:54.5112124M PDT
sitfo 10 BOF 8722 03/18/2024 11:21:54 5112124M PDT

ST TO . 171 03/18/2024 11:21:54.511212AM FDT
Distribute To
Distribution 1D Type *Distribution 1D
User 010741445
Return

e The Appointment Form will appear. Save the form and route for signatures
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San Jose State University

Temporary Faculty/Graduate Assistant/Teaching Associate Appointment Form

Emnhlmenl Forrn Pring Date 0324

Submit Form to: University Persanngl
Cuestons? Email templacully_ase_appoiniments & sjsu.edu

Effective Date Action”  Reason” Effective Data Action”  Reason”
[ o1r2zr2a [omm [ aer | [ osrinizs [ we [ aer
Employee ID Emgl Red Employes Name Contract Number & Description Effective Date Eff Sen
[ oos1s0014 [ Andy An [ oooo4r3ss Ann_s. _AY 2324 | [ zzyan-zoza | [
Contract Type Contract Expecoed End Date hulti-Year End Date Entitlement Oiiginal Hire Date 551 Counter
001-Academic Year A 24-MAY- 2024
Current Contract Data Sal Plan /
Term Year Cycle Position # / Department 1d / Name Job Code  Working Title Grade Comp Rate  Actial Comp WL FTE Fraction
2234 203 A4 00001578 £ 1116/ School of Social Wark 2358 Lecturer AY-I3 335/5 B, 10100 162020 300000 02000000 1
2242 2024 & 0ODD1STE L1116/ School of Social Work 2358 Lecturer AY-13 335/5 B, 10100 162020 00000 0. 20000008 s
Job Histary
Effide Fosition Action/Reason History Working Title Diepe Mame FTE Actual Comp  ChgAmit Chg Fet  Comp Rate
There is no job history associated with ihis position.
[« (ie., special fom ingtructions) Funding Dept Fund Clas  Proj Pet Effdt End Date  Department Name
Fall 2023 Cycle:4--Fall 23 3 WTU, Spring 24 3WTU Current: 1116 70000 100,00 0710123 ColSocWork
Spring 2024 Cycle:2--Fall 23 3 WTL Spring 24 3 Change (o
WTU
Depariment Camact
Nameehone  Dept Admin xd-X0(0
Inisating Ol Sgnature Date
Chair Name
Appnimtng Offcial Sgnature Date
DRO Name ESS Daie
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Generating the Appointment Form: AY Appointment - Different FTE for both semesters

e Navigate to TF/TA/GA Appt-Revision Form
e Click the Search button
e Select a Run Control ID

TFITAIGA Appt-Revision Form
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value Add a New Valus

Search Criteria

Search by:  Run Control ID begins with

[ case Sensitive

Search Adyanced Search

Search Results
View All - First (4 1-2of2 (k) Last

Run Control 10 Language Code
1 1 English
RUN_PPT English

e Empl ID: Use the magnifying glass and enter the faculty’s employee ID number
Contract Desc: Use the magnifying glass to select the appropriate contract
Select a form:
o New Appointment Form: Select this option for faculty being hired as new hires, new to
department, and reappointments
e First line of Action Reason: Reason for spring semester
o If faculty member will have different WTU/FTE for the spring semester: PAY/TBC
e Effective date: Start of fall semester
e Second line of Action Reason: Input the appropriate Action/Reason for the fall semester
o New hire: HIR/APT
o New to department: HIR/CON
o Reappointment: DTA/APT
o Rehire: REH/REH
Initiating Official: Name of Chair
Appointing Official: Name of Dean, Dean Designee, or DRO
Dept Contact - Name & Ph.: Name and phone number of Department Admin
Click the Run button
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TETA/GA Appt-Revision Form

Run Control ID:  ActiveList Report Manager  Process Monitor Run

*Empl ID:  |006150014 2L Andy An

*Contract Desc.: AAN_SocialWork_AY 234 (&}

Select a form

®) New Appointment Form ) Revision Form

Action |PAY Reason TBC

Effective Date |08/17/2023 E Acting DTA Boacnn  APT

prrpe Pave Chai
== salbme

Appointing Official DRO Name

Dept. Contact - Name & Ph, |D&an Neme

Funding Changes

Department Department Name Fund Class Project Percent Efft Date End Date
Q Code  Field
5 a1
Q 5 i
[5]5ave ||[&F Returnto Search Previous in List | |4 Mextin List ||[=] Motify [} Add Update/Display

Click the Ok button

Click the Process Monitor button

Click the Refresh button until the status in the Run Status says Success and the Distribution Status
column says Posted

Click on the Actions link

Click on the View Log/Trace link

Process List Server List

View Process Request For

User ID| 010741445 Q Type v| |Last v| 3| |Days v | Refresh
Server|:| Name @, Instance From Instance To Clear
Run Satus] ] Distrbution Satus [ v] gyt anager Resel
Process List Personalize | Find | View All | (1| [ First (4) 1-22 0f22 (») Last
Select Instance Seq. Process Type z::_:':ss User Run Date/Time un Status E;i:"t'on Detailz Actions
4702795 SQR Report SJTFO10 010741445 03/18/2024 11:21:18AM PDT UCCess osted Details ~ Actions

e Click on the PDF link
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View Log/Trace
Report
Report ID 2228325 Process Instance 4702795 Message Log
Name SJTFO010 Process Type SCR Report

Run Status Success

TFITA/GA Appi-Revision Form
Distribution Details

Distribution Mode HESJSTG Expiration Date 05/02/2024
File List
Name File Size (bytes) Datetime Created
SOR_SJTF010_4702785.log 1,663 03/18/2024 11:21:54.5112124M PDT
sitfo 10 BOF 8722 03/18/2024 11:21:54 5112124M PDT

ST TO . 171 03/18/2024 11:21:54.511212AM FDT
Distribute To
Distribution 1D Type *Distribution 1D
User 010741445
Return

e The Appointment Form will appear. Save the form and route for signatures
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San Jose State University
Temporary Faculty/Graduate Assistant/Teaching Associate Appointment Form
Effective Date Action® Reason® Effective Date Action® Reason®

021125 PAY TBC oanw24 HIR APT

Employes 10 Empl Red Employes Name
000558234 | Buni  Bunzel

Contract Number & Description
| 000047604 BBunzel AAS AY 24-25 21-JAN-2025

{ ppo Form Prin Date 0620024

Submit Form to: University Personnel

Questions? Email tempfaculty_ase_appointments@sjsu edu

Effective Date

Eff Seq
0 J

Caontract Type Contract Expected End Date Mulii-Year End Date Crriginal Hire Date 551 Counter
001-Academic Year Appointment | 23-MAY-2025 | | | |
Current Contract Data Sal Plan /
Term Year Cycle Position # / Department 1d / Name Job Code Working Title Grade Comp Rate  Actual Comp WTU FTE Fraction
2244 2024 4 DODOLZSE / 1107/ African American Studies 2358 Lecturer AY-A 33s/z2 5,200.00 1,040.00 300000 0200000 15
2252 2025 2 00001288/ 1107/ African American Studies 2358 Lecturer AY-A 335/2 5,200.00 2,080.00 600000 0.400000 615
Job History
Effidt Position Auction/Reason History Working Title Dept Name FITE Actual Comp  Chg Amt Chg Pt Comp Rate

There is no job history associated with this position.

C (i.e., special comy instructions) Funding Dept Fund Class  Proj Pot Effdt End Date Department Name
Fall 2024 Cycle:4--AY 2024-2025: Fall 3 WTL; Current: 1107 70000 100,00 O7/01/23 AfricanAm
Spring 6 WTU Change to
Spring 2025 Cycle:2--AY 2024-2025: Fall 3 WTU;

Spring 6 WTU
Department Contact
NamePhone t Admin
Iniiating Oflicial Signature: Date
Dept Chair
Appainting Olicial Signature Dale
DRO ESS SignafliDate
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Generating the Revision Form

e Navigate to TF/TA/GA Appt-Revision Form
e Click the Search button
e Select a Run Control ID

TF/TAI/GA Appt-Revision Form

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

Search Criteria

Search by:  Run Control ID begins with

[l case Sensitive

Search Adyanced Search

Search Results

ViewAll First (4 1-2of2 (k) Last
Run Control 1D | Language Code

1oy : ' English

RUN_PPT English

Empl ID: Use the magnifying glass and enter the faculty’s employee ID nhumber
Contract Desc: Use the magnifying glass to select the appropriate contract
e Select a form:
o Revision Form: Select this option to update a faculty’s contract
e Semester: Select the appropriate semester in which the revision is taking place
e Revision Number: Enter the number of the revision
o This is to document how many revisions has occurred for this faculty member for easier
tracking with the department
e Effective date: Date that the revision takes effect
e Action Reason: Input the appropriate Action/Reason for the revision
o Updating FTE/WTUs: PAY/TBC
o Separation due to resignation: TER/RSN
o Separation due to reasons other than resignation: TER/END
Initiating Official: Name of Chair
Appointing Official: Name of Dean, Dean Designee, or DRO
Dept Contact - Name & Ph.: Name and phone number of Department Admin
Click the Run button
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TF/TA/GA Appt-Revision Form

Run Control ID:  ActiveList Report Manager  Process Monitor Run

“Empl 1D; 006871749 QA  Jamy Abadilla

I “Contract Desc: | AAbadilla_AY24-25_Music Q

Select a form

O New Appointment Form @® Revision Form

Fall O Spring 1/Revision Number

Effective Date|8/19/2024  |[34 I\'-\ction PAY Reason | TBC

Initiating Official Initiating Official

Appointing Official Appointing Official

I
Dept. Gontact - Name & Ph. Dept Contact Name & Phone

Click the Ok button
Click the Process Monitor button
Click the Refresh button until the status in the Run Status says Success and the Distribution Status
column says Posted
e Click on the Actions link
e Click on the View Log/Trace link

Process List Server List

View Process Request For

User[D[010741445  |Q  Type v | [Last v| 3| [Days - I Refresh
Server|:| Name @, Instance From Instance To Clear
Run Status|:| Distribution Status |:| Save On Refresh Report Manager Reset
Process List Personalize | Find | View All | (21| (& First (4) 1-22 0f22 (») Last
Select Instance Seq. Process Type :raorﬁ:” User Run Date/Time un Status L:;i:ution Details Actions
4702795 S0R Report SJTFO10 010741445 03/18/2024 11:21:18AM PDT UCCESS osted Details - Actions

e Click on the PDF link
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View Log/Trace
Report
Report ID 2228325 Process Instance 4702795 Message Log
Name SJTFO010 Process Type SCR Report

Run Status Success

TFITA/GA Appi-Revision Form
Distribution Details

Distribution Mode HESJSTG Expiration Date 05/02/2024
File List
Name File Size (bytes) Datetime Created
SOR_SJTF010_4702785.log 1,663 03/18/2024 11:21:54.5112124M PDT
sitfo 10 BOF 8722 03/18/2024 11:21:54 5112124M PDT

ST TO . 171 03/18/2024 11:21:54.511212AM FDT
Distribute To
Distribution 1D Type *Distribution 1D
User 010741445
Return

e The Appointment Form will appear. Save the form and route for signatures
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San Jose State University frFTAGA Revision Fom Print Date_07/08124
TF/TA/GA Contract Revision Form Submit Form to: Universiy Pessonnel
OQuestions? Email _ASe | sjsu.edu
Fall Sping  Rewision
Revision Revision  Number Effective Date Action®  Reason® Vil Action/Ry codes can be found on the web st www.sisu edu/depisioms. Contact HR for Action/Reason codes not listed.
X I l 1 0a/1ev2d PAY TBC NOTE: To avold delay in processing, an Action/Reason Code MUST be provided for changes in Coniract Data.

Employee 1D Empl Red Employes Name Contract Number & Descrigtion Effective Date EIT $
DOSBT1748 Amy Abadilla (00048111 AAbadilla AY24-25 Music I 21-JAN 2025 o
Contract Contract i End Dite Mubti Year End Date

001 Academic Year Appaintment ] 23 MAY-2025 [ ]

Current Contract Data Sal Plan /
Term Year Cyche Position ¥ / Department Id / Naime Job Code  Working Title Grade Comp Rate  Actusl Comp  WTU FTE Fraction
2240 2024 4 00DD1345/( 1202/ School of Music 2358 Lecturer AY-A 352 5.500.00 1.833.33 5.00000 0.333333 13
2252 2025 2 0ODO1345/ 1202/ School of Music 2358 Lectures AY-A a3s5/2 5,500.00 1,100.00 3.00000 0.200000 s
Juls Histary
Effdt Position Action/Reason History Waorking Title Dept Name FTE Actual Comp ChgAmt Chg Par Comp Rate

There is no job history associated with this pesition.

[& (ie.. special

Fall 2024 Cycle:4--AY24-25 at 3 WTU both semesters

Revision: Fall 5 WTUs and Spring 3 WTUs

Spring 2025 Cycle:2--AY24-25 at 3 WTU both semesters
Revision: Fall 5 WTUs and Spring 3 WTUs

Deparimers Canact
namePhone Dept Contact Name & Phone
Inmating Ofical Sgrature Daie
Initiating Official
Appoiming Oficial Sgrature Daie
Appointing Official ESS SignafiDate
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Generating the Statement of Terms and Conditions

e Navigate to Temp Fac Contract by Emplid
Click the Search button
Select a Run Control ID

e Empl ID: Use the magnifying glass and enter the faculty’s employee ID number

Contract Desc: Use the magnifying glass to select the appropriate contract
Dean’s Name: Enter the name of the Dean or Dean Designee

TF Contract by Emplid

run Confiolibr - Actvetet Report Manager  Process Monitor Run
*Empl ID 006150014 @, jndy An
*Contract AAN_SocialWork_AY 23-24 a

Dean's Name:| Dean Namg|

_EJ_ISa'.re [@r Return to Search Frevious in List +=| Nextin List (=] Motify =4 Add Update/D ;|
e Click the Run button
e Click the Ok button
e Click the Process Monitor button
e Click the Refresh button until the status in the Run Status says Success and the Distribution Status

column says Posted
Click on the Actions link
Click on the View Log/Trace link

Process List Server List

View Process Request For

Pr—————
User ID| 010741445 Q Type | v | [Last v 3| |Days v | Refresh |
Server|:| Name C  Instance From Instance To Clear
Process List Personalize | Find | View All | (1] [E3 First (4) 124 0f24 (3 Last
Select Instance Seq. Process Type nraorﬁzss User Run Date/Time Run 5tatus gg::igution Petails Actions
4702797 SCR Report SITFO06 010741445 03/18/2024 11:20:06AM PDT Success Posted Details ~ Actions

Temp Faculty/ASE Training Guide: PeopleSoft 07/25/2024 Page 55 of 57



NIVERSITY PERSONNE TEMP FACULTY/ASE
SJSU ‘ UNIVERSITY PERSONNEL TRAINING GUIDE: PEOPLESOFT

e Click on the PDF link

View Log/Trace
Report
ReportID 2228227 Process Instance 4702797 flessage Log
Mame SJTFO0G Process Type SOR Report

Run Status Success

Temp Fac. Contract by Emplid
Distribution Details

Distribution Node HBSJSTG Expiration Date 05/02/2024
File List
MName File Size (bytes) Datetime Created
SQR_SJTFO06_4702797 log 1,663 031872024 11:29:41.855246AM PDT
sjtid06_4702797 PDF 12,500 031872024 11:29:41.855246AM PDT
SJ006_A4702797.out ao7 031872024 11:29:41.855246AM PDT
Distribute To
Distribution 1D Type *Distribution 1D
User 010741445

Feturn

e The Statement of Terms and Conditions will appear. Save the form and route for signatures
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Common Action/Reasons for Appointment/Revision Form

e HIR/APT: New Hires
o Use for new hires who never had an employment record in PeopleSoft and are receiving their
first employment record.
e HIR/CON: Hire Concurrent
o Use for faculty who already have records in PeopleSoft in a department but is being newly
hired to an additional department
e DTA/APT: Reappointment
o Use for faculty who are being reappointed; faculty worked in the most recent semester and has
not been terminated and will continue to work in the same department and same job code as
the prior semester.
e REH/REH: Rehires
o Use for faculty who are currently inactive in their employment record and will be reactivated
into the same department and same job code that they previously held.
e PAY/TBC: Update to Timbase/FTE/WTUs
o Use to update the FTE/WTUs to a value that is not zero.
e TER/RSN: Separation due to resignation
o Use to separate a faculty due to the specific reason of resignation. Paperwork that is submitted
must include resignation letter.
e TER/END: Separation due to reasons other than resignation
o Use to separate a faculty due to any reason that is not resignation.
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