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Introduction

@cms

The CSU Temporary Faculty Contract Data component is used to process appointment data for lecturers.
In general, the HCM 9.0 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: 11/1/2013
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Processing Steps

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

Create a New Temp Faculty Contract

The CSU Temporary Faculty Contract Data component is used to process appointment data for lecturers. Once entered, this
data is used by the Department to print the Lecturer Transaction Form (LTF), by APS to generate the lecturer’s appointment
notification email, and by Payroll to complete the hiring process.

© To create a contract, the lecturer 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 lecturer’s appointment.
The “contract” that is printed at the end of this process is still called a Lecturer Transaction Form (LTF). At the end of
the process, the lecturer will receive an email appointment notification from APS. For our purposes, the “contract”
conveys the details of the lecturer’s 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 . CSU Contract Data
(Important: if employee already has
a contract from previous semester
you would use Find Existing Value [ ] Add a New Value

and stack on top of previous contract
by adding a row, see Stacking

Process Flowchart) pp—

EmpliD: 010025623 |4
Enter Empl ID. CSUC " b
Use the Q to search by name for the ontract Number:

Empl ID. Department: D20003 Q

Accept the default CSU Contract
Number “NEW?” (grayed out). This
number is assigned by the system. Add
See Contract Description (below)
for HSU contract number.

Enter the Department number, e.g. Find an Existing Value | Add a Mew Value
D20003

. Add |
Click on the button.

Last Revised: 11/1/2013 Page 2 of 16
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Contract Status/Content Page Steps

Use the Contract Status/Content page to enter basic information about the lecturer’'s appointment, including the beginning and ending
dates, type of appointment, compensation, position number, term, WTUs and any comments.

Note: Because of your security access, you are limited to creating contracts only for your department(s).

© Contracts are created one semester at a time. For an academic year appt, you first create the contract for fall semester. At a later
date, you will add a row and stack the contract for next semester worked or revisions.

©® Once the contract is saved, you must be in Correction Mode (using Ml) 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.

*** This guide is written for creating lecturer contracts. Fields with *** indicate special instructions for FERP, TA and GA contracts, found on
Page 6 — Special Instructions for FERP, GA and TA Appointments.

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 Fa\fovr'rtes MainvMenu > C5U Temvp Faculty > CSU Contract Data
start of the temporary appointment,

normally, the first day of the Contract Status/Content || TE Coniract Courses ||| TF Coniract Total
semester.
John Wayne Person ID: 011913418
»  8/xx/20xx- Fall; 1/xx/20xx-Spr o o
e The Effective Date will default to IR ST BT View Al <B4 o0 B
i i +
the current datg. Override it by B i T DeptiD: 020024 FHE
manually entering the correct date,
if necessary. Eff Date: 081712012 [ Effective Sequence: 0 Contract Desc: [ENGL 1213 JW
*Contract Status: Active ¥ Entitiement: 225 Term End Date: 121192012 [+
2. Accept the Effective Sequence
P q Reg Region: usa Q Multiple Term End Date: 0512212013
default of 0.
Contract Type: 014 @ 12.12 Entitlement - Yr 1 of 3

. Enter the Contract Description***
e  The format for the HSU Contract

Approvedby:  _|Approvert  [[]Approver2  [] Approver3

Description is: TF Contract Detail Find | View Al First B0 4 or 1 I Last
DEPT AY Lecturer’s Initials ==
e.g. ENGL1213 Jw “position Nbr: 00020521 C  LECTURER AY /3 YEAR Bus.Unit:  HMCMP HSU
Department: D20024 ENGLISH JobCode: 2358  SalPlaniGrd: 335 /2 | Q
4. Accept the default Contract
Status of “Active”. Term: 2124 |Q Cycle: 1 Q ~Comp Rate: 3458.000000
e HSU uses only “Active” or Latestartz N Q Academic Days Paid: Totalwry: | 0.00000
“Cancelled”
Comments: Mew Hire @

5. Enter the Entitlement WTUs for
lecturers that have a AY or 3YR
appt (Dept entitlement sheet is

provided by APS). The entitlement & save | [Z] Notify Eradd | Flupdatemisplay | 4 Include History | [ Correct History
WTUs is for the year. Contract Status/Content | TF Contract Courses | TF Contract Total
Format = ##.#

6. Enter the Term End Date***.. The
term end date is the end of the
semester, regardless of the type of
appointment.

»  12/xx/20xx- Fall
»  05/xx/20xx-Spring

Last Revised: 11/1/2013 Page 3 of 16



HCM 9.0 Create a New Contract
Temporary Faculty Contract BPG

@cms

Processing Steps

Screen Shot

7. Accept the Regulatory Region
default of “USA”.

8. Enter the Multiple Term End Date

e This is the end date of a lecturer’s
AY or 3 year appt, if semester appt
only leave this field blank.

e See Contract Reminders under
Temporary Faculty Contracts AY
year for correct dates to use:

APS Processing Guides webpage.

. Enter the Contract Type.***

e There are several different contract
types depending on the status of
the lecturer, e.g. lecturer with
semester appt only, AY lecturer, 3
year lecturer in year 1, 3 year
lecturer in year 2, etc.

e Clickon Q for list of all values.
For incumbent lecturers, refer to
your dept's “Lecturer Entitlement
Worksheet” for the correct type of

appt.

10. Skip the Approved by boxes

TE Contract Detail:

11. Enter the Position Number***

e This is the department pool
position number for part-time
lecturers, or for part-time 3YR
lecturers.

e  Each_full-time lecturer has unique
position numbers.

e See the “Position Number” table on
the APS website.

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

12. Check the Salary Grade ***= the

lecturer’s range.

The default is a “standard” value

assigned to the pool position # and

could be incorrect. Check with your
college for correct salary grade if
unknown or accept the default
value for college review.

13. Enter the Term for the contract.
e  Term number = unique four digit
code to designate year and

semester. Examples:
» 2124 =Fall 2012
» 2132 = Spring 2013

Favovr'rtes MainvMenu s C5U Temvp Faculty » CSU Contract Data

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

John Wayne Person ID: 011913418
Contract StatusiContent View Al | 4] 10f1 b.
CSUContract# NEW DeptiD: D20024 =
*Eff Date: 0811712012 [ Effective Sequence: Lo Contract Desc: [ENGL 1213.JW
“Confract Status: Actve ¥ Entitiement: 225 Term End Date: 121912012 [+
RegRegion:  USA | Q Multiple Term End Date: 0512212013 [+
Contract Type: W Q 12.12 Entitlement - Yr 1 of 3
Approvedby: | Approvert  [|Approver2  [] Approver3
TF Contract Detail Find [ View Al First Kl 4 or4 I Last
+Posifion Nbr: /00020521 Q LECTURERAY/3YEAR Bus.Unitt  HMCMP HSU L
Department:  D20024 ENGLISH JobCode: 2358  SalPlanfGre: 335 /2 Q
Term: M Q Cycle: ’1_ Q *Comp Rate: 'm
*Late Start? NQ Academic Days Paid: Totalwry: | 0.00000
Comments: Mew Hire @
%l [=] Notify | Eradd | ZlupdateDisplay | J2 include History | [ Correct History

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

Last Revised: 11/1/2013
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Processing Steps

Screen Shot

14. Accept the Cycle default of “1”.

15. Enter the Comp Rate = Full time

Salary Rate (Monthly Base Pay)

e 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.)

e |f Comp Rate is unknown, enter
1.00. The College will enter the
correct rate after review.

16. Accept the Late Start default of

“N” HSU does not use.

17. Skip Total WTU

e The Total WTU field will populate
based on the courses that are
entered on the next page TF
Contract Courses.

e NOTE: Total WTUs may never be
greater than 15.0. If a lecturer is
doing a voluntary overload,
overwrite this number to 15.0

18. Enter Comments, if applicable, for

either “New hire” or “Rehired

annuitant”. (Also used for
revisions.)

Comments will print on the LTF

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

Favarites Main Menu > C5U Tenlp Faculty » CSU Contract Data

Contract StatusiContent || TE Confract Courses [ TF ContractTotal
John Wayne Person ID: 011913418
Contract Status/Content
CSU Contract#  NEW DeptiD: D20024 =
“Eff Date: 081712012 5  Effective Sequence: L0 ContractDesc: [ENGL 1213JW
*Contract Status: Active T Entitlement: 225 Term End Date: 121812012
RegRegion:  |USA Q Multiple Term End Date: 05/2212013 [
ContractType: 014 & 1212 Entitiement- Yr 1 of 3
Approvedby: | Approvert [l Approver2 [l Approver3
TF Contract Detail Find | View Al First Kl 1 or 4 Il Last
*PositionNbr: 00020521 /@ LECTURERAY /3 YEAR Bus.Unit  HMCWP HSU HE
Department:  D20024 ENGLISH JobCode: 2358  SalPlanfGrd: 335 /2 Q
Term: W Q Cycle: ’1_ Q *Comp Rate: 'm
*Late Start? N Q Academic Days Paid: Totalwry; | 0.00000
Comments: New Hire @
M [=] Notify | Evadd | updateisplay | /2 include History | [E# Correct History

Contract Status/Content | TF Contract Courses | TF Contract Tatal

Last Revised: 11/1/2013
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Special Instructions for FERP, GA and TA appointments:

Field

Instructions

Effective Date:

Contract Description:

Contract Type:

Position Number:

Salary Grade:

Contract Expected End Date:

FERP and TA: same as lecturer dates — beginning of semester
GA: Fall = 9/1/20xx; Spring = 1/1/20xx

Same as for Lecturers (Dept AY Initials) with the additional identifier, as follows:
FERP: Use FP prior to the contract description to designate a FERP appt

» FPENGL 1213 ABC

TA: Use TA prior to the contract description to designate a Teaching Assoc appt
» TABIOL 1213 ABC

GA: Use GA prior to the contract description to designate a Graduate Asst appt
» GAKRA 1213 ABC

FERP and TA: same as lecturer dates — end of semester or end of academic year

GA: Fall = 1/30/2013 (may change every year by a day or two based on payday for the
month of January (check Green and Gold calendar);

Spring = 6/30/2013 (this may also change every year, check Green and Gold calendar.

FERP, TA and GA: Only 2 contract types are used:
» 006 (1 semester appt, normally used)
» 001 (academic year appt)

FERP, TA and GA: Use the dept’s pool position number for each of these appts.
(See the Position Number table on the APS web site, or use the look-up feature.)

FERP: Use rank at time of retirement (override if necessary)

» 4 (Associate Prof)

» 5 (Professor)

TA and GA:

» 1 (should default in from the position number — double check)

All other steps to enter contract data for FERP faculty, Teaching Associates, and
Graduate Associates are identical to those for Lecturers. This includes the use of
the same letter codes, use of the Notepad, and use of the Comments box to
record new hires or changes to timebase, etc.

Last Revised: 11/1/2013
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TE Contract Courses Page Steps

Use this page to enter the lecturer's course assignments and any non- teaching assignments (Assigned Time) to generate the total WTUs
for the appt.

@ 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 2 CSU Contract Data: TF Contract Courses tab

Processing Steps Screen Shot

Course Assignments:

NOTE: WTUs do not automatically .
calculate when you enter units and # of Favorites Main Menu > CSU Tenlp Faculty » CSU Contract Data

sections. You must manually enter these
values under the WTU heading_ Contract StatusiContent | TF Contract Courses | TF Contract Total
i John Wayne Person ID: 011913418
1. Skip Class Nbr.
Contract Data Find | View Al First (] 1of1 B Last
2. Enter Subject Area e.g. C5U Contract Number:  NEW DeptiD:  D20024 Eff Date: 081712012 Sequence: 0
ENGL, PSC|, ENRS etc, Contract Detail Find | View Al Firstn 1or1 B Last
*Position Nbr: Bus Unit:
3. Enter Catalog Number = course sition Nbr: 00020521 LECTURER AY/3YEAR us Uni HMCMP
number e.g. 105, 306 etc. Department: D20024 ENGLISH Job Code: 2358 Plan/Grade: 335 [ 2
Term: 2124 Cycle: 1
4. Enter DeSCI‘IptIO.n (OPTIONAL)'.e'g' Late Start: N Academic Days Paid: Total WTU:  10.00000 Comp Rate: 3458.000000
can be used to differentiate special
topics courses or for clarity, if A ST Customize | Find | £} First B 42 o2 I st

desired. F’i Catalog Nbr | Description F’I’@’E #Students |WTU ’7’7

5 E Section # = ber of . 1| [EncL  [100 \ 2k 3.00 6.000000 [+] [=]
. nter Section # = number of sections 2| EneL e ‘ ,1— |K—Q ,— m ,m =

of each course taught

Other Assignments Custﬂmi:elm|@ Firstn 1or1 Bl Last
6. K,S-—Kfactor. Defaultsas K. FM Ressoncoge [N Souce [Academc [y Seaerton
Change to S if supervised instruction — —

course. 1 Q Q - | Q| 0000000 | =

Supervised instruction courses must
be entered on the first rows of the

course assignment section. B save | (=] oty Evads | Flupatemispiay | /2 ciude History | [ Comect History
7 Enter Class Units - Either the Contract Status/Content | TF Contract Courses | TF Contract Total

Student Credit Units, OR “per
student” unit values for supervised
instruction.

> .33 for 499; .50 for 699

8. If an S-factor course is entered, the
Students box will display. Enter
Students = Enrollment, only for S-
factor courses.

9. Enter WTU = Student Credit Units
multiplied by mode of instruction (K-
factor).

» ENGL 050 =3.9 WTUs (3.0
SCUs x 1.3 K-factor) for
remedial instruction.

Last Revised: 11/1/2013 Page 7 of 16
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Processing Steps

Screen Shot

e The total WTUs entered here will
populate the WTU field on the first
page, Contract Status/Content and
on the TF Contract Total page.

Click the to add another course.
Click the El to delete a course.

10.

Other Assignments:
e If apptincludes Assigned Time,
complete the following:

11. Enter Assignment Type

Time code

= Assigned

e Usethe Q to search for values or
see the Assigned Time Codes on the
APS web site.

e |f the appropriate code is not
available please put in description of
the assigned time.

12. Skip Reason Code.

13. Enter Time Source Code = funding

level. Use drop down box to select

correct value.

14. Skip Academic Org/Dept.

15. Enter WTU value

e The WTUs entered here will be
added to the WTUs entered in the
Course Assignments section, and
will populate the WTU field on the
Contract Status/Content page and
on the TF Contract Total page.

16. Enter Description of assignment:

e.g. ENGL100 excess

enrollment = 92

Next click the TF Contract Total Tab on
the top of the page.

Mainll‘lenu > CSU Tem'p Faculty » CSU Contract Data

Favarites :
=

Person ID:

011913418

Contract Status/Content | TF Contract Courses | TF Contract Total
John Wayne
Contract Data
CSU Contract Number:  NEW DeptiD:  D20024
Contract Detail
*Position Nbr: 00020521 LECTURERAY/3YEAR
Department:  D20024  ENGLISH
Term: 2124
Late Start: N Academic Days Paid:

Course Assignments

rChssNbrM Cataloq Nbr |Description Section|*k/§ |KFactor |Units  |#Students |WTU

First B 4 or 1 Bl Last

Sequence: (
First B 1 or 1 Bl Last

Find | View Al

Eff Date: 081772012

Find | View All
Bus Unit: HMCMP
JobCode: 2353 PlaniGrade: 335 /| 2
Cycle: 1
TotalWTU: ~ 11.00000 Comp Rate: 3458.000000

First L] 1-2 of 2 n Last

il

Customize | Find | @|

1 [EneL 100

k& |

3.00

| 8000000 [+] [=]

2| [EncL  [315 |

ke |

400 [ 4000000 [#] 5]

Other Assignments

Assignment Time Source cademic
F Reason Code Code OraiDept wru

Customize | Find | @| i First |4 1 of 1 ] Last

Description

111 q Q, Department + | Q|

=

1.000000 \ENGL 100 excess enrollment =92

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

|§+Add| UpdateIDisp\ayl Z nclude History | [ Correct History

Last Revised: 11/1/2013
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TF Contract Total Page Steps

(mns

Use this page to review all of the contract information entered and to prepare the record for printing the transaction form. Contracts may be
printed either in a “batch”, as a group, e.g. for the initial appt process, or individually, e.g. for a revised contract.

@ 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.

1. Accept the default for the Print flag.

. Enter the Letter Code

e The Letter Code is used by APS to
determine which type of appt
notification to send the lecturer,
NEW, REVISED, CANCEL - every
contract is NEW at the beginning of
each semester. See table for codes
on page 13 of this document.

=
Click the El button.

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

[E¥Correct History |

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

£\ Return to Search

Search to access

the main Search page.

5. Print the contract (LTF) using either
Batch Print or Individual Print (see
Guides). After the dept chair
approves and signs forward the
original to the College after giving a
copy to the lecturer.

Favovntes Ma\nvMenu » CSU Temp Faculty > CSU Contract Data

‘Contract Status/Content TE Contract Courses TF Contract Total

John Wayne Person ID: 011913418

Contract Data

CSU Contract Number:
Contract Total Detail

Cu;
Dept Job |Sal |Sal Pay o | MO
Title Dept Name cd Plan |Grd Term |Comp Rate Decimal Fraction Rat Term
;E,(;LERERAY' D20024 ENGLISH 2358 335 2 2124 3458000000 0733333 1115 2535870 15215220 11.00000 NEW gi’;ﬁg‘;ﬁ

000003262 DeptiD:  D20024 Eff Date:

08/17/2012  EIT Seq:

CJm23

& save | =] Notify B add Asu\ayl J Include History | [EF Correct Histor

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

Letter codes available:

Look Up Letter Code

Letter Code: begins with v|

Description: begins with ~ |

Look Up Clear | Cancel |Easic|_00kun

Search Results

CHX Check for special handling
CHC Cancelled Appt

NEW 1st letter each semester
REV Revised letter - any after 15t

Last Revised: 11/1/2013
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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 LTF.

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

Click on the m icon.

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

Favorites Main Menu > CSU Temp Faculty > CSU Contract Data

Contract Status/Content

TE Contract Courses

TF Contract Total

John Wayne Person ID: 011913418

Contract Status/Content

CSU Contract# 000003262 DeptiD: D20024 ==
*Eff Date: 0a1viz012 E‘j Effective Sequence: o Contract Desc: |ENGL 1213 JW
*Contract Status:  Active ¥ Entitlement: 225 Term End Date: 12019/2012 [

Reg Region: usa  Q Multiple Term End Date: 05/222013 |5
Contract Type: 014 & 1212 Entitiement - Yr 1 of 3

Approved by: [“Iapprover1  [“|Approver2  [| Approver3
TF Contract Detail First b 1or1 N Last

=

+position Nbr 00020521 | LECTURERAY/ 3 YEAR Bus.UNi  HMCMP HSU

Department: D20024 ENGLISH JobCode: 2358  SalPlanfGrd: 335 /|2 | Q
Term: 2124 | Cycle: 1 Q *Comp Rate: 3458.000000

*Late Start? N, Academic Days Paid: Total wyu: | 11.00000

Comments: Mew Hire @

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

B Add Update/Display | 42 Include History | [E Correct History

Fa\rovr'rtes Mainvl'«'lenu > CSU Temp Faculty > CSU Contract Data

@ Temp Faculty Notepad

} Instructions

¥ Selection Criteria

~ Selected Note(s)

ID:[011913418

CSU Contract Nb: 0 62
*DeptiD:
*Eff Date: |2012-08-17

Eariiest Note Date [ End| 1

Add a New Note |

Existing Notes

[DE[ETE

Select All Motes
Clear Selections

Return To: Contract Data page

Customize | Find | (2]

DeptiD Eif Date Created Subject Select
D20024 2012-08-17 ng%gﬁ{lﬂ Excess Enrollment 0
Return To: Contract Data page

Last Revised: 11/1/2013
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Processing Steps

Screen Shot

8. Enter any notes about the appt., e.g.
why an entitlement was not met,
especially if the lecturer declined
work.

» Maternity leave replacement for
Louisa May Alcott.

» Lecturer declined APS 500 for
fall semester.

5
9. Click El

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.

Favorites Main Menu > CSU Temp Faculty > CSU Contract Data

g Temp Faculty Notepad - Selected Note

* Instructions

Applications
Selected Note
ID: 011913418 Created: 09/14/2012 2:16PM
CSU Contract QQQo03262 Creator: Carlene Marshall
: Last Update: 09/14/2012 2:20PM
DeptiD:
ptiD: D20024 by: CIM23
Eff Date: 2012-08-17
Subject: |Excess Enrollment
Note Text: Only one section of ENGL 100 qualified for excess enrollment. @

Save | = Pravious Mext =

Return To: Mote Selection Page
Contract Data page

Last Revised: 11/1/2013
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Tables of Valid Values

Contract Status/Content Page

Contract Status

HSU uses the following 2 values:

Contract Status Description
Active This is the default value and should only be changed if an appt is cancelled.
This status is used when you cancel a contract that has already been processed (see
Cancelled ! X - ;
Revise Temporary Faculty Contract Guide for more information.)

Contract Type

The Contract Type field is used to identify the type of appointment and entitlement, if applicable. Although contracts are built one semester
at a time, the appointment MUST correspond to the lecturer’s entitlement. This is done by entering appt begin and end dates for the
academic year and by choosing the appropriate contract type.

Contract Type Description
001 Academic Year Appointment (no entitlement)
003 12.3 Entitlement (Academic Year entitlement)
006 Semester Appointment
010 Summer Session Appointment
014 12.29 Entitlement - Yr 1 of 3 (1™ year of 3 year appointment)
015 12.29 Entitlement - Yr 2 0f 3 (2nCI year of 3 year appointment)
016 12.29 Entitlement - Yr 3 Of 3 (3rd year of 3 year appointment)

Salary Grade

These values correspond to the Lecturer’s salary range (and “rank”).

Grade/Range Appointment Level
Lecturer L TA and GA: All
2 Lecturer A
3 Lecturer B
4 Lecturer C FERP: Associate Professor
5 Lecturer D FERP: Professor

Comments

The Comments field replaces some of the information formerly entered on the LTF. All Comments will print on the LTF.
For new contracts, indicate whether the lecturer is a “new hire” or a “rehired annuitant”.
For revised contracts, indicate the reason for the revision, as follows:

Comment Type Definition/Use

A new lecturer appt. May have worked on campus previously,
(e.g. TA), but is new to the lecturer category or over a year break

New hire New in service. Forward copy of the vita with LTF and non-incumbent
justification form.
Rehired annuitant New Any faculty member (lecturer or tenured) who is being appt'd after

retirement (NOT FERP). Total WTUs for the year shall not be
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Comment Type Definition/Use
more 50% of the WTUs taught in the fiscal year (AY) prior to
retirement.

Increase in time base, effective xx/xx/xx Revised Enter the date that the increase in pay becomes effective,

normally the beginning of the semester.

Enter the date that the decrease in pay becomes effective,
Decrease in time base, effective: xx/xx/xx Revised normally the beginning of the semester. To avoid overpayments to
the lecturer, process these as soon as possible, and notify APS.
Reduce WTUs to 0 on the Contract Status/Content page. Do not
Cancel Appt Cancellation | delete the course assignment on the Courses page. Change
status and letter code to Cancel and CNC

Use when course assignment is changed, but the WTUs remain
Change in assignment only Revised the same — i.e. no change to pay. Use Correct History to change
the course assignment.

Use when the instructor does not live locally, and teaches their
course or supervises their students remotely.

Out of Area Instructor New

TF Contract Courses Page

Other Assignments (Assigned Time):

Time Source Code

This value identifies the level at which the assigned time is being “funded”. It is especially important to identify any outside funding — e.g.
Reimbursement for grant funded projects.

Time Source Code (Funding Level)

Chancellor

College

Department

University (and Academic Affairs)

Lottery

Reimbursement

TFE Contract Total Page

Letter Code

Enter a letter code to inform APS which appt notification to send to the lecturer. (See the Revise Temporary Faculty Contract Guide for
more information.)

Code | Action Description
NEW | New appt 1% appt letter for the academic year
REV Revised appt Revised contract — any change after the 1% letter.

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

CHX Special handling | For any contract that needs special processing — not normally used at Department level

Reminder: this refers to the letter that will be sent to the lecturer; not to the lecturer’s appointment status. For example, the first
letter each fall and spring semester will be NEW, whether or not the lecturer is continuing from the previous year/semester, or a
brand new lecturer.
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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 — D2xxxx

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 the College and/or
APS and to document information about the assignment.

Effective Date

The start date of the temporary appointment (when the contract becomes or became effective.) Normally this is
the first date of the semester.

GA appt dates are different than lecturer dates — see Special Instructions.

Effective Sequence

The sequence number. Defaults to O for new appts. You will increase 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
semester would have an effective date 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 format is: “DEPT” (in caps) AY Lecturer’s Initials”.
For example ENGL 1213 LMA — English department ; appointment during the 2012/13 academic year; initials
FERP, TA and GA appts: Use appropriate designation before the contract description (see Special Instructions).

Contract Status

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

Entitlement

The total entittement WTUs for lecturers with either a 3 YR or Academic Year entitlement. The entitlement is
expressed as total WTUs for the year, using 1 decimal place: ##.# . (For incumbent lecturers, refer to your
dept's APS “Lecturer Entitlement Eligibility Worksheet” for WTUs.)

Term End Date

Normally, this is the last date of the semester for one semester appts and for AY appts.
GA appt dates are different than lecturer dates — see Special Instructions.

Reg Region

The Regulatory Region — defaults as ‘USA’ — ignore.

Multiple Term End
Date

For lecturers with 3 YR and AY appts only, leave blank for Semester appts. For AY appts it will be the end fo the
AY year 05/xx/20xx. The approximate end date of the 3 year appt period depending on what year of their 3 year
appt they are in is expressed as 5/15/xxxx. In the 3 year of the appt, this date must be changed to match the
correct end of the AY.

Contract Type

Identifies the type of appt and the entitlement, if applicable. See Contract Type Values.

Approved by

Not used at department level.

Position Number

The dept’s PT pool position # for “non-3YR” part-time lecturers or the dept’'s 3YR pool position # for part-time
3YR lecturers (See Dept Position Number table on the APS web site); OR, a unique position # for all full-time
lecturers — check Job Data for incumbent lecturers, or Form 210 for newly recruited lecturers. Note: Be sure to
use the 3YR position # for newly qualified 3YR lecturers.

FERP, TA and GA: Depts have a separate pool position # for each of these appt types. See Dept Position
Number table or use lookup feature on contract page.

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.)

Last Revised: 11/1/2013
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Field

Definition

Job Code

Ignore — automatically populates when the position # is entered.

Salary Plan/Grade

CHECK! — a default grade (same as lecturer range) that automatically populates when the position # is entered.
The Salary Grade is a “generic” value assigned to the position #. You need to enter the correct salary grade that
corresponds to the lecturer’s range. See Salary Plan and Grade Valid Values. If unknown (e.g. new hire) leave
as the default — after the salary evaluation, College staff will correct.

FERP: use rank before retirement; TA and GA: use 1. See Special Instructions.

Term The semester of the appt — a unique four-digit code made up of the year and semester, e.g. 2124 for Fall 2012
2132 for Spring 2013( First 3 digits represent the year and last is for semester 4 = Fall; 2 = Spring; 3 = Summer)

Cycle Defaults in as ‘1’. The cycle can be used to divide the semester into segments. HSU uses only ‘1'.

Comp Rate The lecturer’s full-time monthly salary rate. If unknown, enter 1.00. After the salary evaluation, College staff will

correct. Whenever a row is added to the contract (because of a revision or the addition of a Spring appt) the
comp rate will automatically update from the current rate in Job Data, reflecting any salary increases since the
last contract.

Late Start?

Defaults in as ‘N’ for None — do not change, not used at this time.

Total WTU The total weighted teaching units of the appt. This will populate based on the course assignments and assigned
time entered on the TF Courses page. NOTE: If lecturer is carrying a voluntary overload, overwrite WTUs on
front page with 15.0. An appt can never be greater than 1.0 or 15 WTUs.

Comments Free form text field used to identify new hires, rehired annuitants, and revisions to the appt. This is different than

the information entered on the Notepad. See Comments for standard entries.

TF Contract Courses Page

Note: this section is designed to pull data from the course schedule, once we integrate our PeopleSoft Student system. For now, manually
enter the course assignment data, as indicated:

Field

Definition

Class Number

Ignore — HSU does not use.

Subject Area

Course subject area, as listed in Banner and the schedule of classes, e.g. WLDF

Catalog Number

Course number, as listed in Banner and the schedule of classes, e.g. 101, 310A

Description OPTIONAL. Can be used for a course title, e.g. Special Topics courses.

Section Number of sections of this course assigned to the lecturer

KIS Defaults in as ‘K’. Change to ‘'S’ if for a supervised instruction course in which the WTUs are calculated based
on the enrollment, e.g. 499, 690, 699

K Factor Ignore — HSU does not use.

Units Student Credit Units for the course. The number of units students receive for the course.

# Students This field will display if an ‘'S’ factor course is entered. Used only with ‘S’ factor courses. The number of students
enrolled (or anticipated to be enrolled.) Used to calculate WTUs.

WTU The total WTUs for each course entered. This field does not automatically calculate the value. You must enter it
manually. WTUs equal the Student Credit Units multiplied by the K (or S) factor and then multiplied by the
number of sections assigned. Generally for lecture classes, the K factor is 1, so the WTUs and the SCUs are the
same. In some cases, e.g. remedial or lab instruction, the K factor is greater than 1. Check the SCACRSE in
Banner if you're unsure of the K factor.

Assignment Type Assigned Time code used for FAD reporting.

Reason Code

Ignore. HSU doesn’t use at this time.

Time Source Code

The funding source of the assigned time.
See Time Source Code Values

Academic Org

Ignore — HSU doesn’t use at this point.

Description

Description of the assignment. For “excess enrollment” assigned time, enter the class and the enroliment, e.g.
RS 300, enrollment = 83

Last Revised: 11/1/2013
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TF Contract Total Page

Field Definition

Comp Rate The lecturer’s full-time monthly salary rate

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

Fraction Pay fraction. Calculated 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 TF Courses page.

Monthly Rate

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

Term Rate

Total pay for the semester. Calculated by multiplying the Monthly Rate by the Number of Pay Months. Fall
semester = 6 pay months (Sept. — Dec.; the last 2 payments are in the following July and Aug.) Spring semester
= 6 pay months (Jan. — June.)

Letter Code

Identifies which appt notification APS will send to the lecturer. See Letter Code Values.

Date Printed

The date the Contract (LTF) 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 user id and the date stamp. Will not
update if changes to the contract are made using Correct History.

Last Revised: 11/1/2013
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