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Temp Faculty Contracts - Batch Print Process 

Introduction 

Use this process to print a group of Transaction Forms all at one time – e.g. at the 
beginning of an appointment cycle. 

Note that this produces one PDF file – each Transaction Form will be a separate page in 
the file. 

Processing Steps 

TF Contract – Batch Print Search Page 

Navigation:    > CSU Temp Faculty > CSU TF Batch Print 

Processing Steps Screen Shot 

Go to CSU TF  
Batch Print.  See 
navigation above. 

Enter a Run Control 
ID  
• If one doesn’t

already exist, use
Add a New Value
to create one.

• The Run Control
ID can be any
name you choose
(e.g. batch) and
will save your
settings for your
next print job.
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TF Contract –Batch Print Page 

Processing Steps Screen Shot 

Check the Include 
Courses? box so 
that the Course 
Assignments 
(and/or Other 
Assignments)  will 
print on the Trans 
Form. 

Select Term as the 
Run Parameter 
Type 

• Empl ID will
print all 
contracts for all 
semesters for 
that person. 

• Department, will
print all 
contracts for all 
semesters for 
the Dept. 

• Job Code will
print all 
contracts for all 
semesters for 
that job code. 

The Department/ 
Term box will 
display. Enter 
Department # and 
the Term you wish 
to print. 

Note: You can add 
rows to print 
contracts for 
multiple depts. at 
the same time (e.g. 
All of the Athletics 
“sports” depts.) 

Click Run 
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Process Scheduler Request Page 

Processing Steps Screen Shots 

Process Scheduler 
Request page 
displays: 

Check settings: 
• Server Name =

PSUNX

• Select  the
appropriate form for
the type of
appointment on the
process list:

• Lecturer = HSU TF
Contract
Generation,
HUMHR005

• FERP = HSU FERP
Batch Contract
Print, HUMHR006

• TA or GA = HSU
TA/GA Batch
Contract Print,
HUMHR007

• Coach = HSU
Coach Batch
Contract  Print,
HUMHR009

• Summer = HSU
Summer Batch
Contract Print,
HUMHR011

• Type = Web;

• Format = PDF

Click OK 

Note: More than one type of form can be selected in a print session.  
Forms will process by job code for each group at the same time – 
separate .pdf files will be created for each group. 
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Process List Page 

Processing Steps Screen Shots 

When returned to 
the 1st page – Click 
Process Monitor link 
to display the 
Process List: 

Click Refresh until  
Run Status = 
Success  

and  

Distribution Status = 
Posted 

Click on Details 
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Process Detail Page 

Process Steps Screen Shot 

Process Detail 
page displays: 

Under Actions, click 
on View Log/Trace 
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View Log Trace Page 

Process Steps Screen Shot 

Under File List, click 
on the PDF report 
link. The report 
name will begin with 
humhr and end 
with .PDF 
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PDF Output – Transaction Form File 

Process Steps Screen Shot 

A PDF file of all the 
contracts printed in 
the batch will 
display. 

To navigate out of 
report screens: 

• Close .pdf 
window.

• On View
Log/Trace page, 
click Return

• On Process 
Detail page, 
click OK.

• On Process List 
page, click on 
Go Back to 
CSU TF Batch 
Print hyperlink.

This returns you to 
the first page to start 
a new print job. 
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