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HCM 8.9 Create a New Contract

Coach Faculty Contract BPG ﬁc ms

Introduction

The CSU Temporary Faculty Contract Data component is used to process appointment data for coaches and other temporary faculty.
In general, the HCM 8.9 Business Process Guides should be used in the following order:

CSU ID Search

Add a Person of Interest (if new hire)

Create a New Contract

Temp Faculty Contract — Batch Print

Revise Temporary Faculty Contract

Temp Faculty Contract — Individual Print

The guide listed in bold is the guide you are working on now.

Business Process Diagram
Business Process diagrams are posted as supporting documents to this guide at the CMS training website.

Process Prerequisites/Assumptions:

Prerequisite/Assumption Detail

An Empl ID has been created Employee already has an Empl ID or one has been created through the Add a
Person (Person of Interest) process

Last Revised: 3/12/2008 Page 1 of 11
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Processing Steps

The first step in Creating a New Coach Faculty Contract is to navigate to the correct PeopleSoft page and enter the appointment
information for the contract.

Create a New Coach Faculty Contract

The CSU Temporary Faculty Contract Data component is used to process appointment data for coaches. Once entered, this data is used
by the Athletics Department to print the Coach Transaction Form, by APS for compliance review, by the Office of the Vice President for
Student Affairs (VPSA) to generate the coach appointment letter, and by Payroll to complete the hiring process.

© To create a contract, the coach must have an Empl ID — either an already existing ID, or an ID assigned through the Add a Person
(Person of Interest) process in Workforce Administration. See the Add a Person Guide for more information.

© This component refers to the temporary faculty “contract”. At HSU, this is the same as the coach appointment. The “contract” that
is printed at the end of this process is called a Coach Transaction Form. It will be processed the same way as the manually
created Coach appointment form used in previous years. At the end of the process, the coach will still receive an appointment
letter from the VPSA. The “contract” conveys the details of the coach appointment for the hire process.

© If viewing this Guide on-line, you can access tables and documents with the hyperlinks.

Navigation: CSU Temp Faculty - CSU Contract Data

Processing Steps Screen Shot

1. Click on the Add a New Value

hyperlink. CsSU Contract Data

2. Enter Empl ID.

@ Use the “A to search by name for the [ 1 Add a New Value
Empl ID.

3. Accept the default CSU Contract EmpliD: 010002028 Q
Number “NEW” (grayed out). This o . .
number is assigned by the system. CSU Conmtract Number:

See Contract Description (below)

for HSU contract number. Department: D40015 Q

4. Enter the Department number, e.g.
D40015, D40010, D40018, etc. Add

. Add |
5. Click on the button.

Find an Existing Walue | Add g Mew Value
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Contract Status/Content Page Steps

Use the Contract Status/Content page to enter basic information about the coach appointment, including the beginning and ending dates,
type of appointment, compensation, position number, term, WTUs and, for 10-month appointments, the two months of the year the coach
will not be working.

©® The Contract Type is used to define the type of appt (10-month, 12-month, or academic year).

© Once the contract is saved, you must be in Correction Mode (using MI) to update or revise information on the
Contract Status/Content pages.
© Detailed information about each field is provided in the Field Definitions section at the end of this Guide.

Navigation: CSU Temp Faculty & CSU Contract Data: Contract Status/Content tab

Processing Steps Screen Shot

Contract Status Content:

1. Enter the Effective Date for the
start of the temporary appointment.

Contract Status/Content TE Contract es TF Contract Total

Richard Brown Person ID: 010002028
See Contract Dates for 2008-09 s T
csUContr§ct # 000001881 DeptiD: 040011 =
& The Effective Date_ de_faU|tS to the *Eff Date: 0810112008 [ prective Sequence: | O Contract Desc: |ATHL 0803 RAB
(I‘:];Jar:']eurg:”?/aé?]tgl\:]egr?ﬁee é;??;ct date, ‘Contract fatus: | Aclive B Entitlement: ’7 Contract Expected End Date: ’m@
if necessary. Reg Regiof: usa @ Multi-Year End Date: El
Contract Tpe: ’W Q 10 Month Appaintment
2. Accept the Effective Sequence Approved fy:  Capprovert  Clapproverz [ Approvers
default of 0. TF Contract Detail Find | view a1l First (4 4 o1 1 [ Laet
A ) =l
3. Enter the Contract Description. ‘PosttionNfr: 00020963 QL COACH - 10 MO Bus.Unit:  HMCMP  HEU
€ The format for th.e HSU_CoaCh Departmelf:  D40011 ATHLETICS-KCOUNTRY JobCode: 2377 SalPlanGrd: 343 1[0 Q
ATHL 4-cigit year Coach Intials. Tern: o8 oy T o M
> ATHL 0809 RAB ‘Late Start (YR Academic Days Paid: Totalwry; | 1200000
> ATHL 0809 DPT Commentd B/1J09 - 7531108 &

4. Accept the default Contract
Status of “Active”.

> HSU uses only “Active” or
“Cance”ed” Contract StatfeiContent | TE Contract Courses | TE Contract Total

Bl save L Return to Search | [ hotify Eradd | FEUpdateDisplay | & Include History B |

5. Skip the Entitlement field.

Contract St tus/Content TF Contract Total

6. Enter the Contract Expected End
Date for this appt.

Person ID:

Richard Brovin
Contract Status/Content

010002028

7. Accept the Regu|at0ry Region CSU Contract # 000001581 DeptiD: D40011 EE
default of “USA”". ‘Eff Date: 080172008 [ Erfective sequence: | 0 Contract Desc: |ATHL 0809 RAD
i . ‘Contract Status; | Active D Entitlement: ’7 Contract Expected End Date: ’m@
8. fSi:II g the Multi-Year End Date Rou Region: UsA QL Wi Year End Dafor  ®
Contract Type: ’W Q 10 Month Appointment
9. Enter the Contract Type. approvedby:  [1Approver1  [JApproverz2  []Approver3
» 001 for AY. ety . ______________________________ ______ __ .. |

» 002 for 12-Month.
» 012 for 10-Month

¢ Click on " for a list of values.

10. Skip the Approved by boxes —
HSU does not use.
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@cms

Processing Steps

Screen

Shot

12.

13.

14.

15.

16.

17.

18.

TF Contract Detail:

. Enter the Position Number.

This is the dept’s specific position
# for each coach position.

The position # will automatically
populate the Business Unit,
Department, Job Code, and Sal
Plan/Grade.

Accept the Salary Grade default of
0 for coaches.

Enter the Term for the contract.
Term number = unique four digit
code to designate year.
» 0809 = 2008/2009

Accept the Cycle default of “1”.

Enter the Comp Rate = Full time
Salary Rate (Base Pay).

The Compensation Rate will be
multiplied by the time base fraction
(derived from the total WTUS) to
calculate the monthly salary rate.
(The monthly salary rate will
display on the TF Contract Total

page.)

Accept the Late Start? Default of
‘N

See Field Definitions for appts that
start after the beginning of the
semester.

Enter Total WTU value.

The Total WTUs are based on the

timebase of the appointment. To

calculate Total WTUs, multiply the

desired timebase by 15 WTUs (the

equivalent of full-time).

» .80 timebase x 15 WTU =12.0
Total WTU

» 1.00 timebase x 15 WTU =
15.0 Total WTU

Enter months off in Comments
field, if 20-month appointment.
Information entered in the
Comments field will print on the
transaction form.

Click the TF Contract Courses tab at
the top of the page.

Contract Status/Content

Richard Brown

Person ID:

010002028

Contract Status/Content .
CSU Contract # 000001881 DeptiD: 040011 El
“Eff Date: nin1/zo0a Eﬂ Effective Sequence: ’_D Contract Desg; ATHL 0209 RAR
‘Contract Status: | Active D Entitlement: Contract Expected End Date: 0513112009 [3]
Reg Region: usa  Q Multi-Year End Date: El
Contract Type: ’W Q 10 Month Appaintment
Approved by: Clapprovert  [lapproverz [ Approver3
1F Contract Detail First [ 1 ot 1 [F] Last
‘PositiohNbpr:  |00020863 QL COACH- 10 MO Bus.Unit:  HMCMP HSL =
Departhient:  D40011 ATHLETICS-HCOUNTRY Job Code: 2377 SalPlanGrd: 348 /[0 O
Term: [oa0s Cycle: e ‘Comp Rate: 5047.000000
‘Late Start? |N— Q Academic Days Paid: Total WTLE 12.00000
G T Bi1/09 - 7131709 &
Bl save | S\ Returnto Search | [ hotify Eradd | FEUpdateDisplay | & Include History B |
Contract FatusiContent | TE Contract Courses | TF Contract Total

HPPIUVET Y. e e o [ R T e epeges

TF Coniract Detail First [ 4 o 1 [F] Last
=

‘Position Nbr: 00020865 QL COACH- 10 MO Bus.Unit:  HMCMP  HSU

Department: 040011 ATHLETICE-XCOUNTRY Job Code: 2377 SalPlanGrd: 345 /0 Q

Term: 0809 Cycle: 1 Q “Comp Rate: 5047.000000

‘Late Start? (TS Academic Days Paii: Totalwry: | 12.00000

Comments: £41/09 - 731108 @
B save | S\ Returnto Search Motify Eradd | FEupdateDisplay | & Include Histary E |

Contract StatusiContent | TF Confract Courses | TF Confract Total

Last Revised: 3/12/2008
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TF Contract Courses Page Steps
Use this page to enter the coach working title/assignment.

@ The information listed at the top of this page is for display purposes only and comes from the information entered on the Contract
Status/Content page.

Navigation: CSU Temp Faculty = CSU Contract Data: TF Contract Courses tab

Processing Steps Screen Shot

Course Assignments:

TF Contract Courses | TF Contract Total

Skip Course Assignments Section.

Richard Brown Person I 010002028

CSU Contract Number:

. 000001881
Other Assignments: Contract Detail

DeptiD:

040011

08152008

i . "Position Nbr: 00020963 COACH-10MO Bus Unit: HMCMP
Und?r De.SC” ptl.O n 1 enter the CoaCh Department: 040011 ATHLETICS-RCOUNTRY Joh Code: 2377 Plan/Grade: 343 / 0
working title/assignment. Term: 0508 o ,

Late Start: M Academic Days Paid: Total WTU: 1200000 Comp Rate: 5047.000000

Course Assignments

Click the TF Contract Total Tab on the r“"“ o ren “"""’ - """i =

top of the page.

A1 0f 1 L8 Last

Other Assignments

ﬁsEvel LiRetunto SEErEhI [ Matify | E+Add| UpdatEJDisplay'l £ Include History | ¥ Correct History: |

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

Last Revised: 3/12/2008 Page 5 of 11
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TF Contract Total Page Steps

Use this page to review all of the contract information entered and to prepare the record for printing the Coach Transaction Form. Contracts
may be printed either in a “batch” as a group, or individually.

@ The information listed at the top of this page is for display purposes only and is populated based on the information entered on the
other pages in this contract.

Navigation: CSU Temp Faculty = CSU Contract Data: TF Contract Total tab

Processing Steps Screen Shot

Upon review, if any data needs to be
corrected, return to appropriate page and

re-enter.
Rew iindow | Help | Custornize Page | B
1. Accept the default for the Print flag. jCornt ] TE Corliact Cauises | IF Contract Total
Richard Brown Person ID: 010002028
2. Enter the Letter Code. e
i CSU Contract Number: DeptiD: Eff Date: EfT S
@ The Letter Code is Used to Cnmruall}il 000001881 | 040011 e; (13/01/2008 EI
designate new (NEW), revised
(REV), and cancelled (CNC) COACH-10MO  D40011 QE%EEGCRE 2377 348 0 0808 5047000000 800000 45 4037600 48451200 1200000 (A NEW QL ff’léfggfﬂ mih3
appomtments. | g N7 |
@ Save | S\Returnto Search | [Z] Natify S Al UpdatelDlsplay‘ A Include History | 5 ‘
i ﬁ Sa"..'e Cantract StatusiContent | TF Contract Courses | TF Contract Total
Click the 4| button.

@ w

Once the contract has been saved,
any revisions must be done in
Correction Mode using

[E# Correct History |

4, Click on Add [+ Add | to create
other contracts, or on Return to

&EL Return to Search

Search to access
the main Search page.
5. Print the contract using either Batch |NEW Q

Print or Individual Print (see Guide).
After the director approves and signs,
forward the original to the Office for
the VPSA.
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Processing Steps

Screen Shot

Notepad Feature:

& After saving the contract, the
Notepad icon will appear on the
Contract Status/Content page.

@ A brief note, information about the
appt, may be entered here. The note
will not be printed on the Coach
Transaction Form.

% Each note contains the name of the
creator, the date and the time the
note was created.

6. Click on the g icon.

7. Click on Add a New Note to open up
note page.

8. Enter any notes about the appt. Any
notes added here will not print on the
contract, but will be available for
Athletics, APS or VPSA to view.

5
9. Click M

10. Click on Contract Data page
hyperlink to return to the contract.
The notepad icon now displays
“lines” indicating that a note has been
added to this contract.

Contract Status/Content

Richard Brown Person I: 010002028

Contract Status/Content |
CSU Contract # 000001881 DeptiD: D40011 =
*Eff Date: 080172008 [ Effective Sequence: I_D Contract Desc: |[ATHL 0808 Raj
‘Contract Status: | Active D Entitlement: Contract Expected End DpfE: 053172009 [+
Reg Region: usa G Multi-Year End Date El
Contract Type: W Q 10 Month Appointment

Approved by: Clapprover1t  [JApprover2 [ Approver3

TF Contract Detail s Fiest 41 of 4 [F] Last
[=]
‘Position Nbr: 00020263 (L COACH- 10MO Bus.Unit:  HMCMP HSU
Department: D40011 ATHLETICS-XCOUNTRY Job Code: 2377 SalPlaniGrd: 343 /[0
Term: 0303 & cyele: aQ ‘Comp Rate 5047.000000
“Late Start? N a Academic Day#Paid: Total WTu; | 12.00000
Comments: 61409 - 7421/09 &«
4
& Save | EReturnto SSEFCANWY | Eeadd | FElUpdateDisplay | Zl Include Histary | 7 ‘

Contract StatusiContent Contract Courses | TF Confract Total

Temp Faculty Notepad

* Instructions

~ Selection Criteria ~ Selected Note{s)

ICx: Richard Brown Search |
CSU Contract Nb:
‘DeptlD:
‘Eff Date:
Earliest Note Date | H  Enal E

|
| e |

Select All Motes
Clear Selections

Add a Mew MNote Return To: Contract Data page

The o notes for the specified search criteria.

Return To: Contract Data pange

Selected Note

ID: 010002028 Richard Brown Created: 03/11/2008 1:46PM
CSU Contract ggoon12e21 Creator: Melissa Koval
Nh: o
DeptiD: D40011 Last ”"d“:;;
Eff Date: 2008-08-01
Subject: |[Brown Appt
Mote Text: 10 month appointmeant will he reviewed for changa to 12 manth appointmerd k&

Save Undo Ghanges

Return To: Mote Selection Page
Contract Data page

Last Revised: 3/12/2008
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Tables of Valid Values

Contract Status/Content Page

Contract Status

HSU uses the following 2 values:

@cms

Contract Status

Description

Active

This is the default value and should only be changed if an appt is cancelled.

Cancelled

This status is used when you cancel a contract that has already been processed.

Contract Type

Contract Type

Description

001 Academic Year Appointment
002 12-Month Appointment
012 10-Month Appointment

Contract Dates for 2008-09

Duration of Appointment Contract Type Appointment Begin and End Dates *
Academic Year Appointment 001 8/18/2008 - 5/20/2009
12-Month Appointment 002 7/1/2008 - 6/30/2009
10-Month Appointment 012 7/31/2008 - 5/31/2009

* Whenever possible, appointment begin and end dates should coincide with pay period dates

TF Contract Total Page

Letter Code

Code | Action

Description

NEW | New appt

1 contract for the academic year.

REV Revised appt Revised contract — any change after the 1% contract.

CNC Cancelled appt | Cancelled appt — if the initial contract has been processed.

Last Revised: 3/12/2008
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Field Definitions

@cms

Contract Status/Content Page

Field Definition
Name Name of the person. Automatically populates based on the Empl ID entered on the Add a New Value page.
Person ID Same as Empl ID. For new hires, this is a unique employee identification number assigned by the system when

the Person of Interest personal data record is created.

Contract Number

The unique contract number, automatically assigned by the system when the contract is saved. (The Contract #
will display as “NEW” until the contract is completed and saved.)

DeptID

The PeopleSoft department number — D4xxxx.

Notepad

Any brief ‘notes’ about the contract. Notes can only be added after the contract is saved. (The Notepad icon will
not appear until the contract is completed and saved.) Use to communicate information to Student Affairs and/or
APS.

Effective Date

The start date of the temporary appointment (when the contract becomes or became effective.)

Effective Sequence

The sequence number. Defaults to 0 for new appts. You will increment this number by ‘1’ for every contract
revision on the same effective date, e.g. decrease in time base that is effective from the beginning of the
appointment would have an effective date the same as the original contract and a sequence number of ‘1'. The
sequence number identifies this revision as a change to the appt. (Also see Revise Temporary Faculty Contract
Guide for more info about the use of sequence numbers.)

Contract Desc

Contract description. The HSU coach format is: “ATHL (in caps) Year (4 digits) Coach Initials”. For example, a
coach contract for Michael Alan Bradshaw would be: ATHL 0809 MAB.

Contract Status

Status of the contract. Defaults in as ‘Active’. See Contract Status Values.

Entitlement

Ignore — not used for coaches.

Contract Expected
End Date

The end date of the temporary appt for the current year.

Reg Region The Regulatory Region — defaults as ‘USA’ — ignore.
Mult-Year End
Ignore — not used for coaches.
Date
Contract Type Identifies the type of appt. See Contract Type Values.

Approved by

Ignore — not used by HSU.

Position Number

The dept’s specific coach position #s.

Business Unit

Ignore — automatically populates when the position # is entered.

Department Ignore — automatically populates when the position # is entered. (But, if it's not your dept #, you've probably
entered the wrong position number! — check again.)
Job Code Ignore — automatically populates when the position # is entered.

Salary Plan/Grade

Automatically populates when the position # is entered. This number should be 0 for all coaches.

Term The term of the appointment. For 2008/09, the 4-digit term is 0809.
Cycle Defaults in as ‘1. The cycle can be used to divide the semester into segments. HSU uses only ‘1'.
Comp Rate The coach full-time monthly salary rate. Whenever a row is added to the contract (because of a revision, for

example) the comp rate will automatically update from the current rate in Job Data.

Late Start?

Defaults in as ‘N’ for None — starting at the beginning of the academic year. In special circumstances, this is
used for an appt that begins after the start of the term. (e.g. maternity leave replacement). For these appts,
select “L” for Late start.

Last Revised: 3/12/2008
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@cms

Field

Definition

Academic Days
Paid

This field ungrays when the Late Start value is chosen in the Late Start field. Enter the number of academic
days from the beginning date of the appt to the end of the semester for which the coach should be paid.

Total WTU The total weighted teaching units of the appt. The system will calculate the pay decimal based on the WTUs
entered here.
Comments Free form text field used to identify two months off for 10-month coach appointments.

TF Contract Courses Page

Field Definition

Other

Assignments: Description of the assignment — coach working title. Ignore all other fields on page — not used for coaches.
Description

TF Contract Total Page

Field Definition

Comp Rate The coach full-time monthly salary rate.

Pay Decimal FTEF. Calculates by dividing the total WTUs by 15. Used to compute Monthly Rate.

Fraction Pay fraction. Calculates by dividing the total WTUs by 15. Used in the PIMS system to generate pay.
Total WTU Populated from the assigned WTUs entered on the Contract Status/Content page.

Monthly Rate

Monthly salary. Calculated by multiplying the full-time monthly salary rate by the Pay Decimal.

Term Rate

Total pay for the appointment.

Letter Code

Identifies new, revised, or cancelled appointments.

Date Printed

The date the Contract is printed. Updates automatically every time the contract is printed.

Last Upd DtTm

The time the contract was last updated. Will not update if changes to the contract are made using Correct
History.

Last Upd By

Identifies the last user who made a change to the Contract. Displays the userid and the date stamp. Will not
update if changes to the contract are made using Correct History.

Last Revised: 3/12/2008
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Suggested My Favorites Additions

Process Step

Screen Shot

Suggested additions to “My
favorites" when creating
Coach Faculty Contracts.

PeopleSoft.
Personalize Content | Layout
Menu =
Search:
®

— 08U ID Search
— Add a Person
— Contracts

— Contract Batch Print
— Contract Individual Print
— Add tn Favatites
— Edit Favorites
[» CSU Termp Faculty
I> WWiorkforce Administration
[ Organizational Development
[ Wiarklist
[» Reporting Tools
I> PeopleTools
— CSUID Search
— Change Wy Password
— hiv Personalizations
— iy Systermn Profile
— Lty Dictionary

Menu

— CEUID Search
—Add a Person
— Contracts
— Contract Batch Print
— Contract Individual Print
— Add to Favarites
— Edit Favarites
[= 5L Temp Faculty
[=Workforce Administration
[+ Drganizational Development
[= Wyorklist
[ Reparting Tools
[ PeaopleTools
— 8 ID Search
— Chanoge by Passwiard
— My Personalizations
— My Systerm Profile
— My Dictionary

Horme

" BeopleSoft

Last Revised: 3/12/2008
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