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TEMPORARY FACULTY/GA/TA REAPPOINTMENTS
January 4, 2007
This notice is to clarify the process for reappointing Temporary Faculty & GTA (Lecturers, Coaches, SSP-AR’s, etc) into the same department who had active appointments as of fall 2005 and still show as “Active” in PeopleSoft.  If you are unsure of the status for this faculty group, the two most expedient methods to confirm status is to:

Use Express Reappointment:

(see Chapter 6 of E-TRAC faculty user manual)

Navigate: Home > SFO Self Service > E-TRAC > Use > E-TRAC Home 

1. In the Create a New E-TRAC box, click Express Reappointment

2. Click the Add button

Here, you can reappoint temporary faculty/GTA’s who worked last fall ‘06 only if the position, job code (classification), Grade (range) and salary are not changing from last year’s appointment.

*********OR********

Perform a single E-TRAC reappointment transaction for each employee using E-TRAC Employee Change.  With this method, you may select a different position number effective with the reappointment, if necessary.

Navigate: Home > SFO Self Service > E-TRAC > Use > E-TRAC Home 

1. In the Create a New E-TRAC box, click Employee Change

2. Click the Add button

3. Enter the Effective Date

4. Click Select Employee

5. Enter the last name of the faculty employee
6. Tab down to the last name field.

7. Click Search

Under “Search Results”, find the name of the faculty member.  If the corresponding column title Status indicates “Active”, the Job Code reflects the appropriate temporary faculty/GTA classification of (2358, 2354, etc.), the column Dept Descr indicates your department (the same department from the semester), and the date in the Appt End column is prior to the beginning of the spring 2007 semester (i.e. 01/03/2007), then click on the faculty name in that row to continue to reappoint the faculty member using Employee Change Request (See chapter 8 of the E-TRAC faculty user manual). DO NOT use E-TRAC type “Employee Hire.”  If the faculty name appears with a terminated row or does not appear at all, then you click the E-TRAC Home Page link and select E-TRAC type “Employee Hire”.  Otherwise, proceed and select:

Action:


Data Change

Reason:

New Temporary Appointment

Review the data in the Current Values box on the left of the page and make appropriate changes as necessary in the Proposed Values box (Time base, Appt End date, position, etc), and submit the transaction.
