
HCM 8.9 Business Process Guide 
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Summer Appointments 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Last Revised: 4/10/2009 
 (Updated to add 1) summer session cycles, 2) new process for full term contracts and 3) new 
transaction form.) 

Contract Dates for Summer 2009: 

Sessions Session Dates Processing Notes 

Full Session May 26 to August 3 
May 26 to August 3 
NEW: only build one contract for the full term, for the full number of 
WTUs 

Session A May 26 to June 26 May 26 - June 26 

Session B June 29 to August 3 June 29 - August 3 

Special Sessions varies Use the actual dates of the special session. These dates MUST fall 
within the summer session dates (May 26 – August 3)   
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Introduction 
This addendum addresses appointing faculty during Summer term using the CSU Temporary Faculty Contract process. 
The Create a Temporary Faculty Contract Business Process Guide, currently used for temporary faculty appointments, 
can be used to appoint Summer faculty following the modifications described in this Addendum.    
 
Modifications Screen Shot 
  

 ENGL 2093 JA 

Contract Description 
For all summer contracts, use the 
usual naming method: Dept, term, 
and faculty initials. 

 

 004 (Summer Pay) 

Contract Type 
Summer contract type is limited to: 

 
Position Number 
For all summer faculty, use the 
dept’s summer pool position 
number for job code 2457 (see 
Position Number table). 

 
Salary Plan/Grade 
Keep default of 1 (defaults from the 
contract type).  
 
NEW 

 A – for Session A 

Cycle 
If the Cycle doesn’t default in based 
on the effective dates entered 
above, enter 

 B – for Session B 
 F – for Full Session 
 S – for Special Session 

 

1. For faculty with a Spring appt 
(in your dept), the current comp 
rate will default from Job Data. 

Compensation 

2. For faculty with a Fall only 
appt, look up comp rate in Job 
Data. 

3. For former faculty, check with 
APS to calculate a current 
comp rate. 

4. For new faculty, enter 1.00 for 
the College to calculate comp 
rate. 

The summer session “per WTU” 
rate is calculated from this comp 
rate and appears as the Monthly 
Rate on the TF Contract Total tab. 
 

 
 

Comments 
Use the comments field to indicate 
the session for the course(s) (i.e., 
Session A, Session B, Full 
Session, or Special Session). 
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Summer Sessions 
Summer contracts must be entered 
by Session for pay purposes.   
 
Session A or B appointments: 
Use the appropriate session dates.  
Indicate “Session A” or “Session 
B” in the Comments box. 
 
Special Session appointments: 
Use the actual dates of the session.  
Indicate “Special Session” in the 
Comments box. 
 
 
 
 
 
 
 
 
 
 
 
 
NEW Full Session appointments 
Enter the effective dates for the full 
summer term.  
 
If the Cycle does not default in, 
enter “F” for Full Session. 
 
Enter the full 

 
 
Session A, Session B, or Special Session: 
 

number of WTUs for 
the course. 
(Because pay is issued in 2 half 
payments, previously only ½ the 
WTUs were entered and a second 
contract was built. Now, create only 
one contract for the full number of 
WTUs.) 

 
 
Full Session: 
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Modifications Screen Shot 
Mixed Session Appointments: For 
faculty with both a Session A and a 
Session B appointment, each will be 
entered separately. 
1. Enter Session A dates. 
2. Complete the contract/course 

information for Session A. 
3. Enter “Session A/Session B” in the 

Comments box.   
4. After saving the contract, click on the 

plus sign on the Contract. 
Status/Content page to add a row. 

 
 
 
Note: Remember that when you add a 
row, you only do so once on the 
Contract Status/Content section of 
the first tab.  Do not add a row on the 
TF Contract Detail section! 
 
 
 
 
 
 
5. The information entered for the first 

row will carry forward. 
6. Enter Session B dates (the effective 

sequence number will remain 0 
since the dates have changed). 

7. Complete the contract/course 
information for Session B. 

 
 
 
 
 
 
 
 
 
 
If you have some other mixed session 
combination (e.g., Full session and 
Session A), please contact APS for 
processing instructions. 
 
 
 
 
 

Mixed Session A and Session B: 

 
 

 
 
 
 
 

 
  

Add a row to 
add Session B 
assignment. 
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Modifications Screen Shot 
TF Contract Total 
For Summer Session contracts, the 
Total row does not display the time 
base decimal or fraction, or the term 
rate, since these don’t apply to summer 
payments. 
 
The Monthly Rate becomes the “per 
WTU” rate calculated from the 
Compensation Rate entered on the 
Contract Status/Content page.  
 
This is multiplied by the total WTUs to 
generate the Total Session Pay 
displayed on the Summer Transaction 
Form. 
 
Example: 
Comp rate = 4,625 
Monthly rate (Per WTU rate) = 1,850 
           (4625 * 12)/ 30 
(Annual salary divided by 30 WTUs) 
Session Pay

 

 = 5,550 
            1,850 * 3 
(Monthly Rate * WTUs) 
 
  
 

 
 
 
 
See the Summer Pay Explanation at: 
http://www.humboldt.edu/~aps/docs/SummerPayExplanation.pdf  

  

http://www.humboldt.edu/~aps/docs/SummerPayExplanation.pdf�
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Modifications Screen Shot 

1. Appt forms can be printed 
using batch and individual 
print processes (see Print 
guides).   

Printing Appointment Forms 

2. Select HSU Summer Contract 
Print. 

 
Remember that faculty with a 
Mixed Session appointment will 
have 2 contracts to print – one 
for each portion of the summer 
term. 
 
 
 
 
 
 
 
3. Print the summer contracts on 

yellow paper. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  
 
 

 
 
 
 
 

 
 
Special Notes 
All other steps to enter contract data for summer faculty are identical to the process described in the Create a Temporary 
Faculty Contract Business Process Guide used for other temporary faculty groups.   
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