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Business Process Diagram

Revise TF Contract Process
(for Corrections, Revisions, Cancellations)
Navigation: CSU Temp Faculty > CSU Contract Data

Add a new row of
Has LTF been sent YES Does change YES Contract data to
to College? affect pay? CANCEL CANCEL the
contract
NO
l 1) Navigate to CSU Contract Data;
2) Select Contract using “Find an Existing Value”;
3) Add a row using plus button;
Use Correct NO (e.g. Change (Data from previous row will default in to new row)

History to update f@——————— in Course

contract data Assignment only)

1) Navigate to CSU Contract Data;

2) Select Contract using “Find an Existing Value”;
3) Use Correct History to overwrite incorrect
contract data;

4) Save contract.

Reprint LTF;
Chair review and
sign; original to
Dean

YES
REVISION

Add a new row of
Contract data to
REVISE the
contract

4) Increase sequence # by 1;

(Use View Al to see last sequence #)

5) Add a Note on the Notepad explaining reason

the appt was cancelled,

6) Change Status to Cancelled;

7) Reduce WTUs to 0 (be sure to “tab out” of field.);

8) Add Comment: Cancel Appt — will print on the LTF;
9) On Total page, enter CNC as Letter Code;

10) Save contract.

Reprint LTF;
Chair review and
sign; original to
Dean

1) Navigate to CSU Contract Data;

2) Select Contract using “Find an Existing Value”;

3) Add a row using plus button;

(Data from previous row will default in to new row)

4) Increase sequence # by 1;

(Use View All to see last sequence #)

5) Add a Note on the Notepad explaining the revision;

6) Update Contract Data;

7) Add a Comment — will print on the LTF;

8) On TF Courses page, update Course Data, if needed.

X 9) On Total page, enter REV as Letter Code; y
10) Save contract.

Finish Finish

Copy of
Revised LTF to
Lecturer

Copy of
corrected LTF
to Lecturer

Reprint LTF;
Chair review and
sign; original to
Dean

Copy of
Revised LTF to
Lecturer

Refer to Revise a Temporary
Faculty Contract guide for
more details A

Finish

Revised 8/17/2007
APS\SJD\HCM 8.9 Training: 20070816 Revise TF Contract.vsd
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Introduction
The CSU Temporary Faculty Contract Data component is used to process appointment data for lecturers.
In general, the HCM 8.9 Business Process Guides should be used in the following order:

e CSUID Search
e Add a Person of Interest (if new hire)
Create a Temporary Faculty Contract
Temp Faculty Contract — Batch Print
Revise a Temporary Faculty Contract
e Temp Faculty Contract — Individual Print
The guide listed in bold is the guide you are working on now.

Overview
Revisions to lecturers’ appointments include:
e Revisions that affect pay — e.g. increase or decrease in time base;
e Cancelled appointments.
e Changes in the lecturer’s course assignment that do not affect pay — e.g. the courses change, but the total WTUs are the same;
e Corrections to data entry errors;

A revision that occurs before the Transaction Form is sent to the Dean, can be done using the Correct History function. Correct History
overwrites the data previously entered on the contract. This is also the method used to make changes to course assignments.

A revision that occurs after the Transaction Form is sent to the Dean, is done by inserting another row, with a new effective sequence
number, and updating the contract data. This is also the method used to cancel an appointment.

After the corrections/revisions/cancellations have been completed, a new Lecturer Transaction Form is printed and processed.

Revising a Temporary Faculty Contract
The first step in Revising a Temporary Faculty Contract is to navigate to the CSU Contract Data page and search for the existing contract.

Please see the Create a Temporary Faculty Contract guide for more detailed information and field definitions.

Last Revised: 11/06/2007 Page
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Navigation: CSU Temp Faculty = CSU Contract Data

Processing Steps Screen Shot
1. Click on the Find an Existing Value CSU Contract Data
hYPe”mk- Enter any information you have and click Search. Leave fields blank for a list of all values.

2. Enter one or more of the following Find an Existing Value [ AddaNew Value

Search Criteria (e.g. Last Name,

Empl ID, Contract Description). Use Saved Search:

3. Click on the Search button. EmplID: begins with v |
C5U Contract Number:| hegins with v|
4, Selgct the contract you wish to Department: begins with v Q
revise. Contract Status: = v| | vl
The Contract Status/Content page Description: (begins with v||
displays. Name: begins with + |
Last Name: begins with » | WHARTON
Second Name: begins with |+ |

[Dinclude History [Correct History []Case Sensitive

Search | Clear | BasicSearch (B Save Search Criteria  Delete Saved Search

Search Results

View All First [4] 1-20of2 [}] Lag
EmpliD C5U Contract Number Department |Description  (Contract Status [Name Last Name |Second Ha
010025454 000001385 0200023 APS 2074 EW Active Edith Wharton WHARTOM (blank)
010025454 000001403 D20003 APS 2082 EW Active Edith Wharton WHARTOM (blank)

[ ]

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

Processing Steps Screen Shot

Contract Status/Content Page

To revise or cancel a contract (after Contract Status/Content TE Contract Courses TF Contract Total
the Transaction Form has been sent Edith Whartan Person ID: 010025454
to the Dean), you must insert a new Contract Status/Content View Al
contract row: L -
CSU Contract#: 000001385 DeptiD: D20003
Cl k h b *Eff Date: 08/17/2007 E‘J Effective Sequence: 1 Contract Desc: |AFS 2074 EW
1. ick on the utton to insert a : ] 12182007
new row *Contract Status: Entitlement: Contract Expected End Date: 12118/2007 E‘J
. ion: UsSA = :
“  The contract data you entered in Reg Region: = Multi-Year End Date: &
the previous row will default Contract Type: 008 @ T
forward into the new row. Approved by: [ approvert  []Approver2 [ approver3s

2. Accept the Effective Date default.

& The Effective Date defaults from
the data entered in the previous
contract row. If this revision is NOT
effective at the beginning of the
semester, OVERRIDE with the
correct date.

Last Revised: 11/06/2007 Page 3 of 8
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Processing Steps

Screen Shot

3. Change the Effective Sequence

©  The Sequence defaults to 0. Every
contract revision with the same
effective date must have a new
sequence number — increase the
sequence by 1.

& Click on View All on the_Contract
Status/Content navigation bar to
see all previous contract rows and
the last sequence #.

P

The Effective Date and the
Effective Sequence work in
combination to differentiate each
contract revision. One or the other
must be different than on the
original appointment.

If the Effective Date of the revision
is different than that of the original
appointment, the Effective
Sequence remains at 0. (e.g. a
lecturer is assigned additional work
after the beginning of the semester
as a maternity leave replacement.
In this case, the effective date of
the revision is the date the pay
change becomes effective, and the
sequence stays at 0.)

4. Enter a note on the Notepad
explaining the reason for the
revision.

Contract Status/Content TE Contract Courses TF Contract Total

Person ID: 010025454

Edith Whartan

Contract Status/Content 2 nm
CSU Contract#: 000001385 DeptiD: D20003 :
*Eff Date: 08M17/2007 B Effective Sequence: ’_1 Contract Desc: |AFS 2074 EW
*Contract Status: Entitlement: Contract Expected End Date: 12118/2007 E‘J
Reg Region: ’W Q Multi-Year End Date: IEJ
Contract Type: WQ Semester Appointment
Approved by: [ approvert  []Approver2 [ approver3s
. -
Contract Status/Content TE Contract Courses TF Contract Total
Edith Wharton Person ID: 010025454

Contract StatusiContent

CSU Contract#: 000001385 DeptiD: D20003 &=
*Eff Date: 0817/2007 [ Effactive Sequence: [ 1 Contract Desc: |APS2074EW
*Contract Status: Entitlement: Contract Expected End Date: 12118/2007 E‘J

Reg Region: W Q lMulti-Year End Date: ki
Contract Type: WQ Semester Appointment

Approved by: [CJapprovert  [Japproverz  []Approver3

. -

Temp Faculty Notepad
) Instructions |

* Selection Criteria - Selected Note(s)

1D: Edith Wharten Search |
CSU Contract Nb: Select All Notes
*DeptiD: Clear Selections
*Eff Date:
Earliest Note Date | El  End| E
Add a3 New Note Return To: Contract Data page

Existing Notes Customize | Find
Eff Date Created Subject Select
05/13/2007 ;
08~ : -
020003 2007-08-17 5GP Eevised appt- FO7 O
Return To: Contract Data page

Last Revised: 11/06/2007
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Processing Steps

Screen Shot

Enter a Comment (see standard
comments) stating the reason for
the revision, e.g. Increase in time
base. This will print on the
transaction form.

Click on the TF Contract Courses tab

6. To make changes to Course
Assignments and (Other
Assignments):

& Click the to add another
course.

‘& Click the El to delete a course.

7. Continue with corrections to the
course assignments, as
appropriate.

& Referto the Create a Temporary

Faculty Contract guide for further
instructions and field definitions.

Selected Note

ID: 010025454
CSU Contract Qpoon13ss
Hb:

Edith Wharton Created: 05/13/2007 4:36PW

Creator: Suzan Logwood

Last Update:

DeptiD: D20003 by:

Eff Date: 2007-08-17

Subject: Revised appt- FO7

MNote Text:|Courses cancelled for low enrollment - decrease in time base.

= Previous Mext =

Save |

Return To:

Lindo Changes |

MNote Selection Page
Contract Data page

TF Contract Detail 1of1 = Last
+PositionNbr: 00022366 O LECTURER - AY Bus.Unitt  HUMCMF HSU =
Department: D20003 ACADEMIC PERSONNEL SERVICES JobCode: 2358 SalPlanGrd: 335 /[3 Q
Term: 'HQ Cycle: ’1—Q *Comp Rate: ’m

“Late Start? ITHS! SRR Total WTu: | 13.00000

|Decrease intimebase, eff. 817/2007.

" s 4 -
Other Assignments Customize | Find | ¥ First 10f1 Last

Assignment Time Source Academic e
T Reason Code Code Fo— wTu Description

el al s

Comments: %
[
Contract StatusiContent TF Contract Courses TF Contract Total
Edith Wharton Person ID: 010025454
Contract Data Find | View All First (1] 1012 O Last
‘CSU Contract Number: 000001385 DeptiD: D20003 Eff Date: 081712007 Sequence: 1
Contract Detail Find | View Al First =] 10f 1 L= Last
*Position Hbr: 00022386 LECTURER-AY Bus Unit: HMCIMP
Department: D20003 ACADEMIC PERSONMNEL SERVICES Job Code: 2358 Plan/Grade: 335 | 2
Term: 2074 Cycle: 1
Late Start: N Academic Days Paid: Total WTU:  13.00000 CompRate: 3500.000000
Course Assignments customize | Find | B First [ 16 018 ¥ Last
rchss Nbr %;& Catalog Nbr | Description ’;’E K Factor |Units #Students |(WTU rr
il s s [ kal [ s 3000000 [+] []
2| 8PS 50 [ [ s [ [ os0f 200 [ 1.000000 =
3 |4PS [200 [ [k [ =200 [ 2000000 [+ [=]
4| 5E [z50 [ [k [ [ =00 ["zoooooo [#] [=]
5 4P5 [300 | [ ke[ [ 300 | 3000000 [+] [=]
6 [aPs [330 [ [k [ =20 ["zoooooo [ =
Be
=l

Q| 0.000000 |

B save | SReturn to Search | +EPrevious i List | B Nextin List | EIwotity | Bhacd| EUssscDioky | 8 inclde History | B Comect History |

Contract StatusiContent | TF Contract Courses | TE Contract Total

Last Revised: 11/06/2007
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Navigation: CSU Temp Faculty = CSU Contract Data: TF Contract Total tab

Processing Steps Screen Shot

TF Contract Total Page

ReVIeW your rev|s|0ns, |f any data needs Contract Status/Content | TE Contract Courses | TF Contract Total
to be corrected, return to appropriate Edin Wharton
page and re-enter.

CSU Contract Number: 000001385 DeptiD: D20003
Contract Total Detail

ACADEMIC
2_ Enter the Letter Code REV LECTURER-AY D20003 PERSOMMNEL 2358 335 3

Person ID:

Eff Date:

1. Accept the default for the Print flag. ’rg’m@’ggmm’pﬂi

2074 3500.000000 0.866667 13115

010025454

08/17/2007

Find | View Al First 1] 4 or2 I 1ast

Eff Seq:

0511472007 N
[REICQL oslar007 o2 00 said

. . . SERVICES
‘= This notifies APS to send a revised

appointment natification to the

lecturer.
Save
Click the LI button.

Once the contract has been saved,
any corrections to this contract row
must be done in Correction Mode,

EFcorrect Histary |

ESave| L\ Return to Sesrchl +[E] Previous in Lis | &ElNaxtmLisll ENntify|

rantract Statisitantent | TR Cantrart Canrses | TF Cantract Tatal

Hw

using

4. Click on Add @ to create

other contracts, or on Return to

=\ Return to Search
Search "—l to access

the main Search page.

5. Print the Transaction Form using |H E I:l [

either Batch Print or Individual Print
(see Guide). After the dept chair
approves and signs, give a copy to
the lecturer and forward the original
to the College.

EeAdd | | FupdateDispla | ﬂlncluneHis{nryl [E4™

Last Revised: 11/06/2007
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Cancelled Contracts
To cancel a lecturer’s appointment, use the same steps as for a contract revision:
Search for the contract using “Find an Existing Value”;
Select the contract to be cancelled.
On the Contract Content/Status page:
Top section (Contract Content/Status):
» Insert a row with a new effective sequence number (increased by 1 from the previous row).
» Add a note on the Notepad, explaining the reason for the cancellation.
» Change the Contract Status to Cancelled.

Bottom section (TF Contract Detail):
» Reduce WTUs to 0
» Inthe Comments section, enter: “Cancel appt.”

On the TF Contract Total page, confirm that the WTUs display as “0".

» Enter the Letter Code of CNC for APS to send the cancelled appointment notification.
Print and process the transaction form.

Correction Mode

Once the contract is saved, you must be in Correction Mode (using wl) to update or revise information on the Contract
Status/Content and TF Contract Courses pages.

Correction Mode allows you to overwrite the data you have previously entered. This should be used only to correct data errors before the
Transaction Form has been sent to the Dean, or to make changes to course assignments that don'’t affect pay.

The lecturer’s contract record should reflect a history of the initial appointment, and all revisions. When Correct History is used, the original
data is lost.

CAUTION: The Correct History button will “gray out” when clicked, to indicate you are working in Correction Mode. You will stay
in Correction Mode until you uncheck the Correct History box on the Search page, or until you leave the current session (log out
of PeopleSoft).

Once you have made your corrections to the contract, print and process a new transaction form.

If in doubt about whether or not to use correction mode, insert a new row and process your change as a revision.

Change in Course Assignment only
For changes to course or other assignments that do not affect pay, i.e. the total WTUs remain the same, use Correction Mode.
On the Contract Content/Status page, enter “Change in assignment only” in the Comments section.
On the TF Contract Courses page, add, delete or change course assignments.
On the TF Contract Total page, confirm that there is no change to the lecturer’s time base and salary.
Print and process the transaction form.
(Note that APS will not send another appointment notification to the lecturer for an assignment change.)

Last Revised: 11/06/2007 Page
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Tables of Valid Values (partial)

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 Revise Temporary Faculty Contract Guide for more information.)

Comments

The Comments field replaces some of the information formerly entered on the Transaction Form. All Comments will print on the Form.
For new contracts, indicate whether the employee 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.
New hire New TA), but is new to the lecturer category. Forward copy of the vita

with Transaction Form.

Any faculty member (lecturer or tenured) who is being appt'd after
Rehired annuitant New retirement (NOT FERP). Total WTUs for the year shall not be more
50% of the WTUs taught in the fiscal year prior to retirement.

Enter the date that the increase in pay becomes effective, normally

Increase in time base, effective xXx/xx/xx Revised L

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.
Cancel Appt Revised Reduce WTUs to 0 on the Contract Status/Content page.

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.

TFE Contract Total Page

Letter Code

Enter a letter code to inform APS which appt notification to send to the lecturer.

Code | Action Description

NEW | New appt 1* appt letter for the academic year — for all but 3YR appointments.
3YR 3 year appt 1% appt letter for the academic year — for 3YR appointments

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

ADD Add Spring appt to Fall contract | Add spring assignment to AY appt — for both AY and 3YR appointments.

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

CHX Special handling General catch-all for any contract that needs special processing — e.g. no email address.
Enter reason on the Notepad.

Last Revised: 11/06/2007 Page
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