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HCM 8.9 Business Process Guide
Create a Temporary Faculty Contract Addendum
Summer Appointments

(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
May 26 to August 3
Full Session 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
P within the summer session dates (May 26 — August 3)




HCM 8.9 Create a New Contract

Temporary Faculty Contract Business Process Guide - Addendum

Summer Appointments

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

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

> ENGL 2093 JA

Contract Type
Summer contract type is limited to:

» 004 (Summer Pay)

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

» A —for Session A

> B —for Session B

» F —for Full Session

» S —for Special Session

Compensation
1. For faculty with a Spring appt

(in your dept), the current comp
rate will default from Job Data.
For faculty with a Fall only
appt, look up comp rate in Job
Data.

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

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).

Contract StatusiContent | TE Contract Courses TF Contract Tota

Jane Austen Person ID:

Contract Status/Content

010028353

< Kl 303 [ -

Miew All

FH[=

CSU Contract#: 000002428 DeptiD:
*Eff Date: 05/26/2009 E‘] Effective Sequence: 0 Contract Debc;  [ENGL 2083 JA
*Contract Status: I-“Cﬂ“’e :I' Entitlement: Contract Expected End Date; _ |08/03/2009 [5
Reg Region: usa | Q Multi-Year End Date: E‘J
Summer Pay
Approved by: Approver1 [~ Approver2 [~ Approver3
Find | View Al First [ 1 or1 [M] Last
Kegositi 00020303 it: L
ition Nbr: IF SUMMER SESS - STATE SUPPORT Bus.Unit.  HMCMP HSU
Department: D20024 ENGLISH JobCode: 2457  SalPlaniGrd: 334 @ Q
Term: 2093 & Cycle: @ Q *Comp Rate: 5000.000000
*Late Start? N Academic Days Paid: Total WTU: 3.00000
/_\
(_Comments: IFuII Session ) ¢
=

B save | £\ Return to Search | +[E| Previous in List | +[E] Next in List | [=] Notify | S Add |

plav |  JE Include History | =

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

Last Revised: 4/10/2009

Page 2 of 6
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Temporary Faculty Contract Business Process Guide - Addendum
Summer Appointments

Summer Sessions
Summer contracts must be entered
by Session for pay purposes.

Session A, Session B, or Special Session:

Contract Status/Content TE Contract Courses TF Contract Total

Session A or B appointments:
Use the appropriate session dates.

Jane Austen Person ID: 010028353

Contract Status/Content

Wiew Al

Indicate “Session A” or “Session S —— Dept: 520024 £ FHE
B” in the Comments bOX. *Eff Date: tive Sequence: ’_1 Contract Desc: |ENGL 2093 L

Special Session appointments' *Contract Status: [N titlement: Contract Expected EndDa
Use the actual dates of the session. Regregon: U511 Muli-Year End Date: b
Indicate “Special Session” in the ContractType: 004 Q Summer Pay

Comments box. Approvedby: | Approvert [~ Approver2 I Approvers

First [ 4 of 1 ] Last

TF Contract Detail Find | View All

“positionNbr:  |00020303 | IF SUMMER SESS - STATE SUPPORT Bus.Unit:  HMCMP HSU L
Department: 020024 ENGLISH JobCoge: 2457  SalPlanGrd: 334 /[T [Q
Term: ’m Q Cycle: "\_ Q *Comp Rate: ’m

*Late Start? NG Academic Days Paid: Total WTU: 4.00000

Comments: @ =€
|

B save | £\ Return to Searchl +[E| Previous in List | +[E] Next in List | [=] Motify | |§‘+Auu| U,;cate-‘[:ie,;la_.-'l A Include History | E4

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

NEW Full Session appointments
Enter the effective dates for the full
summer term.

Full Session:

Contract Status/Content TE Contract Courses TF Confract Total

If the Cycle does not default in,

Person ID:

enter “F” for Full Session.

Enter the full number of WTUs for
the course.

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

Jane Austen

CSU Contract #:

Contract Status/Content

000002428

DeptlD:

010028353

i B aora [ -

Wiew Al

D20024 O FE

0572612009 [ _Egdctive Sequence: 0 Contract Desc: |[ENGL 2093 JA
Contract Expected End Date:(_ [08/03/2000 =)

*Eff Date:

*Contract Status: | Active =1 Enttiement

Reg Region: sa Multi-Year End Date: &
Contract Type: W Q Summer Pay
Approved by: [~ Approvert [~ Approver2 I Approver3
TF Contract Detail Find | View Al First (] 1.of4 ["] Last
“position Nbr- 00020303 | QL IF SUMMER SESS - STATE SUPPORT Bus.Unit.  HMCWMP HSU =
Department: 020024 ENGLISH JobCode: 2457  SalPlaniGrd: 334 /[1 | Q
Term: M Q Cycle: ®Q *Comp Rate: ’m
*Late Start? & Academic Days Paid: Total WTU: 3.00000
Comments: Full Session jl@

& save | &4 Return to Search | +E Previous in List | +E] Nextin List | [=] Notify | Ee Add | JFupdateDisplay | A Include History | [EZ

Contract Status/Content | TF Contract Courses | TF Contract Total
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Temporary Faculty Contract Business Process Guide - Addendum

Summer Appointments

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 arow 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 arow to

add Session B
william Gable Person ID: 0] assignment.

Contract Status/Content

Contract Status/Content | TFE Contract C gs | TF Contract Total

CSU Contract % DeptiD: gf0042 ]

*Eff Date: 05272008 (3 Erfective Sequence: [0 Contract Desc: |[PIOL 2083WFG

‘Contract Status: D Entitlement: Contract Expectdd End Dat
Reg Region: ’W Q Multi-Year End [fate: B
Contract Type: WO\ Immediate Pay- Semester

Approved by: CIapprovert  ClApprover2 ] Approver3

TF Contract Detail Find | “igwe Al First [ 1 ot 1 [F] Lot
=
‘Position Nb: 00020276 ', IF SUMMER SESS - STATE SUPPORT Bus. Unit: | HMCMP  HSU
Department: D20042 BIOLOBICAL SCIENCES Job Code: | 2457 SalPlaniGrd: 334 71 Q
Term: 083 & Cycle: 1 Q “Comp Rafe: 4625.000000
‘Late Start? = meadgmic Days Paid: Total W[k 4.00000
Comments: Session AJSession B @é
|
& save ‘ E\Return to Search | [=] Matity | Er 2l | 42 Include History [& Correct History |
Cantract Status/Content | TE Contract Courses | TF Contract Total /
Contract Status/Content TE Contract C TF Contract Total
William Gahle Person Il: 010026676

Contract Status/Content viewal j= gz Oy
CSU Contract #: L1836 DeptiD: 020042 =
'Eff Date: PE02008 [ Efective sequence: [0 Contract Dese: |BI0L 2083 WFG
‘Contract Status: v D Entitlement: Contract Expected End Dat
Reg Region: [usa & Multi-Year End Date: H
Contract Type: WO\ Immediate Pay- Semester
Approved by: CIapprovert  Clapprover2 ] Approver3
TF Contract Detail Find | view &l First (4 1 o6 1 F] st
‘positionNbr: 00020276 (O, IF SUMMER SESS - STATE SUPPORT Bus.Unit:  HMCMP  HSU =
Department: D20042 BIOLOGICAL SCIENGES JobCode: 2457  SalPlaniGid: 334 ([t |Q
Tern: [2083 @ Cycle: ol *Comp Rate: [ e25.000000
‘Late Start? [Na Academic Days Paid: Total WTU: 3.00000
Comments: Session AJSession B @é
Bl save | S Returnto Ssarch | [Z] Motity Er 2l 42 Include History [ Correct History |

Cantract Status/Content | TE Contract Courses | TF Contract Total
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Summer Appointments

Modifications Screen Shot

TF Contract Total

For Summer Session contracts, the
Total row does not display the time es
base decimal or fraction, or the term iliam Gable person I: 010026678

rate, since these don't apply to summer | St o lven e[z O g
paym ents CSU Contract Number: 000001886 DeptiD: 020042

b Contract Total Detail

Title Dept  (DeptHame ;Th T

The Monthly Rate becomes the “per Seoo-otate D200z SPUO0CRL pysr gae 4 003 4525000000 1950000 200000 NEW G, o4ingi2008 A8 i
WTU" rate calculated from the SURRORT SEBEE i 590k
Compensation Rate entered on the
Contract Status/Content page. B save | ARetunio Search | [ hotity Eradd LIpdatElDlsplﬂy'I ] Include History | [B# Correct History

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

This is multiplied by the total WTUs to
generate the Total Session Pay
displayed on the Summer Transaction

Form. See the Summer Pay Explanation at:

http://www.humboldt.edu/~aps/docs/SummerPayExplanation.pdf

Example:

Comp rate = 4,625

Monthly rate (Per WTU rate) = 1,850
(4625 * 12)/ 30

(Annual salary divided by 30 WTUSs)

Session Pay = 5,550
1,850 * 3

(Monthly Rate * WTUS)

Last Revised: 4/10/2009 Page 5 of 6
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Temporary Faculty Contract Business Process Guide - Addendum

Summer Appointments

Modifications

Screen Shot

Printing Appointment Forms

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

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.

Precess Scheduler Request

User ID: SAJT001 Run Control ID: indiv

Server Name: I PSUNX 'I Run Date: 04/10/2009 El

Recurrence: I | RunTime: 105514 Resetto Current Date/Time |
Time Zone: Q

Process List

[escription ~ |Processtame  |ProcessType  |Type  [Format |Distribufion |
™ HSUTF Indiv Contract Print HUNMHR002 SQR Report [wep -] [POF =] Distribution
™ HSUFERP Indiv Contract Print HUMHRO03 SQR Report [wee =] [PDF -] Distribution
™ HSU TAIGA Indiv Contract Print HUMHR004 SQR Report [wee =] [PDF -] Distribution
r HSU Coach Indiv Contract Print HUMHRO08 SQR Report Web j FDF j Distribution
v H3U Summﬂ Indiv Contrct Print HUMHRMD S0QR Report Web ,I FOF ?I Distribution I

oK Cancel |

SUMMER FACULTY HUMBOLDT STATE UNIVERSITY

SUMMER TRANSACTION FORM

(Please attach current vita for new hires)

Print on Yellow Pape:

Summer Session/Notes (Indicate Session A, B, Full or Special):
Session A

Term: Summer 2009
Letter Code:  NEW

Contract Desc:  ENGL 2093 JA
Eff Seq: 0

NOTE TO FACULTY MEMBER: If a course has an enrollment of fewer than 15 students at census date, the faculty member
Summer Session compensation is reduced by 3 percent for each student below 13, but will be reduced no lower than 85 percent of the
full salary. For a full explanation of summer pay administration, please see:
http://swww.humboldt.edu/~aps/docs/SummerPayExplanation.pdf.

Name: HSU ID: Email:

Jane Austen 010028353

Position #: Department Name: Department ID:

00020303 ENGLISH D20024

College Code: Department Code: Start Date:

37 254 May 26. 2009

Total Session WITUs: Job Code: End Date:

3.00 2457 June 26. 2009

Full-time Monthly Salary Rate: | Pay per WTU (1/30th Annual Salary): Session Pay:
5,000.00 2.000.00 6,000.00

Alternate Chartfield String: - - - - -
(If different than default funding source)

Course Assignments

Subject Course # # of Sections | Total WTUs | Description

ENGL 105 1 3.000000 Intro to Literature

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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