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APS: TF and ISA Separation Reports

Introduction

This Business Process Guide describes how to generate separation reports for temporary faculty (Lecturers, FERP
faculty, Teaching Associates and Graduate Assistants) and for Instructional Student Assistants (ISAs). Using this
guide, you will learn the steps in running the separation reports in the Hyperion data warehouse, and completing the
separation forms. Data from CMS PeopleSoft is uploaded into Hyperion during a nightly process, so Hyperion
reflects accurate, prior day job data.

All temporary faculty and Instructional Student Assistants must be separated at the end of each academic year.
Those with Fall semester only appointments must be separated at the end of the Fall semester in order to prevent
salary overpayment.
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APS: TF and ISA Separation Reports

Processing Steps

Navigation: Login to the Hyperion data warehouse at:
https://hyperion.humboldt.edu/Hyperion/browse/login

Your User ID and Password in Hyperion are the same as for your HSU email.

Processing Steps

Screen Shot

1) Locate the Root in the left
hand column

2) Click Human Resources

= Under Human Resources, a

subfolder marked APS will
appear

3) Click APS

4) Select the Separation Report
by clicking on its name

=  The report will open on the
Query View screen
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Processing Steps Screen Shot

JEIR Y

5) Click Process in the top
section of your screen

J File Edit View Insertt Format Query Databodel Tools Help
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=  You may have to wait a few
moments for the report to
process
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j Fequest

6) After Processing is complete,
select TF Separation or ISA
Separation from the column

g8 =
on the left I TF Tahle Exec levell .|
Execl Descr
. : hle MU Levelz Last Mame
= Your results will display. If - e Fist Name
you have access to data for Sub Urit Levelz Courtry
Sub Urit2 Desc address1
more than one department, Deptid City
your results will display for Eentilbeecy Caunty
each department - o
Home Phane
Sex

7) To export data to work with in
MS Excel, select File, then
Export, then Section...
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B T4 E S Hreem | w2 @@2-F -7 5| Qzom ~
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Save Options
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Import Data File
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Properties
Separation Report.bqy

- TF Separation
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 Ezoleod - Data blocked for confidentiality purposes El
eolcode

[ EeoJob Group
[ Job Family
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8) Enter a File name, then in the EXportiSectic [? %]
“Select as type” box, choose Savein [E3 APS Repotts ~| 4« & cf BE-
Microsoft Office Web
Archive (*.mhtml)

My Recent
Documents

= The .mhtml file type allows
you to work with the document Dasktop
in MS Excel, while maintaining
the report formatting [

®

€

9) Save file to an appropriate b Eamputer
location on your computer

i

tdy Metwork File narne: |TF Separation Feport LI Save I
Flaces
Save as lppe: I ticrosoft Office Web Srchive [*.mhtml) ;I Cancel I

E ncoding: I _-I
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Processing Steps

Screen Shot

10) Open MS Excel

11) Go to File, then Open

12) Locate and select your file,
then click Open

=  The default File type should
be All Microsoft Office Excel
Files. If not, you will need to
select using the drop down
menu

= After opening the file, your
results will display in the Excel
worksheet

13) Open the appropriate APS

Separation form

. For TF Separations, use Form
510, located at
http://www.humboldt.edu/~aps
/docs/forms/Form510 Separat
ion.xls

=  For ISA Separations, use
Form 610, located at
http://www.humboldt.edu/~aps
/docs/forms/Form610 ISA Se

p.xls

14) Cut the separation data from
the Excel worksheet and
Paste into the Separation

Form

Fill out the remainder of the
Separation Form and route for
signatures as indicated on the
form.

15)

e

Look in:
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1 HUMBOLDT STATE UNIVERSITY
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% PART-TIME & FULL-TIME LECTURERS, FERPS, TEACHING ASS0CS & GRAD ASSTS
E Dept Name:l | DeptID #
|7 [The employee(s) listed below should be separated effective:
E End of Fall Semester 20 New
g End of Spring Semester 20 Revised
10| Other (specify date):
el
Job [Empl |Appt  [Will be reappointed? Check
12 [HSUID Last Name First Name Code |Class |Length |one:
3 77 o | Sume | Fall | Spr
a0g
1; 5
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17 fiion Data blocked for confidentiality purposes
E%ﬁl
10 o0
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22
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25
26 |Department Chair Signature Date Diean Signature Date
El
26 |Jah Code: 2354 Teaching Assoc; 2355 Grad Asst; 2358: Lecturer; 2360 FERP; 2920 Librarian
29 |Empl Class H: Temporary; 32 2 Y Lecturer; F: FERP; E: Rehired Annuitant (hot FERP)
30 [ApptLength:  $1: Semester; ¥1: Acaderic Year
Deadline:
31 Submitto Payroll by efiecive clate - normally this is the last day ofthe semester unless another date is speciied ahove
2 Distribution:  college submits approved original to Payroll; College distibutes copies 10 1) Academic Personnel Services, 2) Human
33 Resources, 3) College/Library, 4) Depariment
34|
35|

&

4 4 » w[\Sep Form 510/
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