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Temp Faculty Contracts - Individual Print Process

Introduction

Use this process to print one Transaction Form at a time.

Processing Steps

TF Contract — Individual Print Search Page
Navigation: > CSU Temp Faculty > CSU TF Individual Print

o If one doesn’t
already exist,
use Add a New /4
Value to create
one.

trol 1D | beqgins with w

Case Sensitive

=
Search Clear Basic Search 2! Save Search Criteria

e The Run Control

S
ID can be any earch Results

name you View All  First (4 1-3of3 (b Last
choose (e g Run Control 1D Language Code
indiv) and will Frint English
save your load Eng!sh

test1 English

settings for your
next print job.

Find an Existing Value | Add a New Value

Processing Steps Screen Shot

Goto CSU TF CSU TF Individual Print

Individual Print. Enter any information you have and click Search. Leave fields blank for a list of all values
See navigation

above. Find an Existing Value || Adda New Value

Enter a Run

Control ID
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Temp Faculty Contracts - Individual Print Process

TF Contract —Individual Print Page

Processing Steps

Screen Shot

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

Under Search
Criteria enter your
Dept ID # and the
Term.

Click Search.

Search Results will
give you a list of all
contracts matching
your search criteria
—in this case, all
Spring 2024
contracts in your
department. Click
on the Select
hyperlink for the
contract you want
to print.

Note: Search
Results yield more
than one entry for
the same lecturer —
check the Seq field
(sequence
number).

¢ Each contract
revision requires
a different
sequence
number.

o Generally you
will select the
“highest”
sequence numb
er as being the
most recent
revision.

CSU TF Individual Print
Run Control ID:

Print

Search Criteria

Seq

Report Manager

D20034  01/10/2024

*DeptiD: |D20034 Q, Empl ID: Q  Term:
nclude Courses?:
Selected
Empl ID Name Contract Number DeptiD
1 Aronoff, Guy A 000002114
Search Results
Select EmplID  Name onuact  Deptip Eff Date
7 Select Mays ThOMas pyo00s816 D20034
avidson
8 Select GeckPaul 40005085 D20034
Joseph
9 Select Dechida Ryder gopo0s086 D20034
exander
10 Select DschidaRyder 500005315 20034
Alexander
11 Select Dechida Ryder goo0s08s D20034
exander
12 Select Aronoff,Guy A 000002114 D20034
13 Select Aronoff, Guy A 000002114 D20034
J_L}Sava [@r Retumn to Search 4| Ngixtin List

2242 |Q_ CSU Year:

Eff Date

Q

Process Monitor

Run

Clear

Personalize | Find | (2| [

Position
Sed  Number

Term

100020893 2242

U
Year
2024

Personalize | Find | View Al | (1| [

Position

Number Term

Seq
0 00022306 2242

0 00020694 2242

0 00020694 2242

0 00020694 2242

100020694 2242

0 00020693
1 00020693

2242
2242

= Notify

CSU Year

2024

2024

2024

2024

2024

2024
2024

Cycle
1

First
Cycle
1

1

First (4

Bus Unit

10f1 (p' Last

Institution

HMCMP  HMCMP

{ T130f13 (b Last

Bus Unit
HMCMP
HMCMP
HMCMP
HMCMP

HMCMP

HMCMP
HMCMP

[ Add

Business
Uni

HMCMP
HMCMP
HMCMP
HMCMP

HMCMP

HMCMP
HMCMP
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Temp Faculty Contracts - Individual Print Process

Process Scheduler Request Page

Processing Steps

Screen Shot

Click Run

Process Scheduler
Request page
displays:

Check settings:
¢ Server Name =
PSUNX

e Select the
appropriate form
for the type of
appointment:

e Lecturer = HSU
TF Indiv Contract
Print, HUMHR002

e FERP = HSU
FERP Indiv
Contract Print,
HUMHRO003

e TA or GA =HSU
TA/GA Indiv
Contract Print,
HUMHRO004

e Coach =HSU
Coach Individual
Contract Print,
HUMHRO008

e Summer = HSU
Summer
Individual
Contract Print,
HUMHRO010

e Type = Web;

¢ Format = PDF

Click OK

CSU TF Individual Print

Run Control ID:  Print

Report Manager  Process Monitor 0

Search Criteria skl
*DeptiD: |D20034 @ Empl ID: Q@ Term: |2242 Q CSU Year: Qa, Clear
Include Courses?:
Selected Personalize | Find | (1| [ 10f1 (b Last
Empl ID Name Contract Number DeptiD Eff Date Seq Egiﬁ;‘;‘: Term $eSaL[‘ Cycle Bus Unit Institution
1 Aronoif Guy A 000002114 D20034  01/10/2024 100020693 2242 2024 1 HMCMP  HMCMP
Search Results Personalize | Find | View All | (2| [ First (4 7-130f 13 (» Last
Select Empl ID Name ﬁﬁgﬁ? DeptlD Eff Date Seq mi‘:"]g? Term CSUYear Cycle Bus Unit E#islmess
7 Select g::{;g:ﬂ"mas 000005816 D20034  01/10/2024 000022306 2242 2024 1 HMCMP  HMCMP
Geck Paul o
8 Select Joseph 000005085 D20034  01/10/2024 000020694 2242 2024 1 HMCMP  HMCMP
9 Select Dschida Ryder 50005085 D20034 017102024 000020694 2242 2024 1 HMCMP  HMCMP
Alexander
10 Select Dechida Ryder poopgss1s 020034  01110/2024 000020694 2242 2024 1 HMCMP  HMCMP
11 Select Dschida Ryder 50005085 D20034 0171072024 100020694 2242 2024 1 HMCMP  HMCMP
Alexander
12 Select Aronoff, Guy A 000002114 D20034  01/10/2024 000020693 2242 2024 1 HMCMP  HMCMP
13 Select Aronoff Guy A 000002114 D20034  01/10/2024 100020693 2242 2024 1 HMCMP ~ HMCMP
[F)Save ||[@" Retumn to Search Previous in List ||45] NextinList ||[E] Notify & Add Up!
Process Scheduler Request
User ID MLC215 Run Control ID Print
Server Name [ PSUNX v Run Date |07/15/2024 El
Recurrence | v| Run Time | 1:07:38PM Reset to Current Date/Time
Time Zone (&}
Process List
Select Description Process Name Process Type *Type *Format Disfribution
[  HSU TF Contract Generation HUMHRO005 SQR Report Distribuion
[  HSUFERP Batch Contract Print HUMHRO006 SQR Report Distribuion
[J  HSUTA/GA Bateh Confract Print HUMHRO007 SQR Report Distribuion
[ HSU Coach Baich Contract Print HUMHR009 SQR Report Distribuion
[J  HSU Summer Batch Contret Print HUMHRO11 SQR Report Distribuion
QK Cancel
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Temp Faculty Contracts - Individual Print Process

Process List Page

Processing Steps | Screen Shots
CSU TF Individual Print
When returned
st Run Contrel ID:  Print Report Manager{  Process Monitor Run
to the 17 page —
CIICk the Search Criteria S
PFOCGSS—MOHItOF “DeptiD: |D20034 @, EmplID: @ Term: 2242 |Q CSU Year: Q Clear
Ilnk to dlsplay Include Courses?:
the Process List: Selected Personalize | Find | (1] [} First (4) 10f1 (b Last
Empl ID Name Contract Number DeptlD Eff Date Seq iﬁﬂgﬂ? Term g:alr' Cycle BusUnit Institution
1 Aronoff Guy A 000002114 D20034 01/10/2024 1 00020693 2242 2024 1 HMCMP  HMCMP
Click Refresh Search Results Parsonalize | Find | View All | (20| §  First (4« 7130f13 (b Last
until select EmpIID  Name fonuact  DeptD  EfiDate  Seq FOSMON  ferm  CSUYear Cycle BusUnit  LasneSS
Run Status = 7 Select B‘:‘ffd;::m“ 000005816 D20034  01/10/2024 000022306 2242 2024 1 HMCMP  HMCMP
Success 8 Select f:;"p:a”' 000005085 D20034  01/10/2024 000020694 2242 2024 1 HMCMP  HMCMP
9 Select Dechida Ryder 000005086 D20034 0111012024 000020694 2242 2024 1 HMCMP  HMCMP
and Dschida,Ryder
10 Select Arce WASr 000005815 D20034 0111012024 000020694 2242 2024 1 HMCMP  HMCMP
Dschida,Ryder
P . 11 Select 000005086 D20034  01/10/2024 100020694 2242 2024 1 HMCMP  HMCMP
Distribution Alexander
_ 12 Select Aronoff Guy A 000002114 D20034  01/10/2024 000020693 2242 2024 1 HMCMP  HMCMP
Status = Posted 13 Select Aronoff Guy A 000002114 D20034  01/10/2024 100020693 2242 2024 1 HMCMP  HMCMP
. . [G) Save | [ch Return to Search #] Previous in List | |JF Mextin List [=] Notify [E Add || F Updatel
Click on Details - E—
Process List Server List
View Process Request For
user ID|MLC215 Q  Type v| [Last v] 1 Refresh
Serverlj Name & Instance From Instance To Clear
rmsus V] oo saws [ S g e | e
Process List Personalize | Find | ViewAll | (] Bl First (4) 10f1 (b Last
Select Instance Seq. Process Type n[;nc:ee User Run Date/Time Run Status g{::}:mim = Actions
1607243 SOR Report HUMHRO05 MLC215 07/15/2024 1:1454PMPDT  Success Posted - Actions
Go back to CSU TF Batch Print
[Elsave ||=] Notify
Process List | Server List

Last Revised: 07/16/2024
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Temp Faculty Contracts - Individual Print Process

Process Detail Page

Processing Steps

Process Detail
page displays:

Under Actions, click
on View Log/Trace

Process Detail
Process

Instance 1607243
Name HUMHRO05

Run Status Success

Type SOR Report
Description HSU TF Contract Generation
Distribution Status Posted

Run Update Process
Run Control ID Print Hold Request
Location Server Queue Request
Server ESUNX Cancel Request
O pelete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 07/15/2024 1:14:57FPM FDT Parameters Transfer
Run Anytime After 07/15/2024 1:14:54PM FDT Message Log
Began Process At 07/15/2024 1:15:07PM FDT
Ended Process At 07/15/2024 1:15:20PM FDT View Log/Trace
OK Cancel

Last Revised: 07/16/2024
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Temp Faculty Contracts - Individual Print Process

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

View Log/Trace
Report
Report ID 955380
Name HUMHRO005
Run Status Success
HSU TF Contract Generation

Distribution Details

Distribution Node HHUMPRD

File List

Distribute To
Distribution ID Type

User

Return

Process Instance 1607256 IMeszage Log
Process Type SQR Report

Expiration Date 08/28/2024

File Size (bytes) Datetime Created

1,665 07/15/2024 2:58:52 635737TPM PDT
45702 07/15/2024 2:58:52 635737PM PDT
14,047 07/M15/2024 2:58:52 635737PM PDT

*Distribution 1D
MLC215

Last Revised: 07/16/2024
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Temp Faculty Contracts - Individual Print Process

PDF Output — Transaction Form File

Process Steps

Screen Shot

A PDF file of the
contract will display.

Print the file to
generate the
transaction form for
signature and
processing.

To navigate out of
report screens:

e Close .pdf
window.
e On View

Log/Trace page,
click Return.

¢ On Process
Detail page, click
OK.

e OnProcess List
page, click on
Go Back to CSU
TF Individual
Print hyperlink.

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

TEMPORARY CAL POLY HUMBOLDT
LECTUFREE TRANSACTION FORM
(Please attach oumrrent vita and justiication fonm for non-incumbent hires.)
FevizionMotes: Term: Fall 2024
Letter Code: NEW
Contract Desc:  ART 2425 AH
Eff Seq: (]

condifions of emplovment.

NOTE TO LECTURER: This is a provisional worklead azsignment. This form dees NOT constitute an appointment.
After review amd approval, vou will receive an email notification of your appointment, which will include your

Name: H5U ID: Email:

Position #: Title: Department Name:
00022121 LECTURER AY /3 VEAR ART

College Code: Department Code: Department TD:

37 136 D20023

Contract Trpe: Job Code: Entitlement (WTTs):
12.12 Entitlerent - ¥7 1 of 3 2358 156

Start Date: Semester End Date: Appointment End Date:
Amgust 10, 3024 December 23, 2024 May 20, 2027

Total WTTs: Pay Decimal: Time Baze Fraction:
7.80 0520000 13725

Salary Range/'Grade:
5

Full-time Monthly Salary Fate:

5140.00

Actual Monthly Salary:

267280

Total Salary for the Semester (Actual):
16,036.80

Total Salary for the Serpester (Acmal) is your total pay for the semester, which will be
pro-rated for less than full semester appointments. For explanation of pay distriburtion, see:

hetps:(hraps. umbaoldt adu/node’1174

Alternate Chartfield String:

(If different than default fimding source - for College uze only)

Course Assignments

Subject Course 2 % of Section: | Total WIU: | Deseription
ART 251 1 1.900000 PHOTOGRAPHY I
ART 251 2 3.900000 PHOTOGRAPHY I

Dept Chair Signature & Date

Diean Signatwre & Date

Chair signature certifies that the Department has

complied with the Order of Assignment of Work
provisions, Article 12, of the faculty collective

Academic Personnel Services Review & Date

bargaimng agresment.
APSUse PS Entry- RECEIVED IN APS:
Omnly:

Fauting: Diept gives copy to Lectarer. Fouwte original to Collese for review and sigpaure. College forwands original to APS for processmg

ADPS Distribation: Origmnal o Budzet for review and routing to Payrod

APS Form 500: Lecturer Transaction Form

Date Printed: 15-JUL-2024
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