Employee Personnel Transaction Form
Faculty Additional Employment

Prior to completing the employee personnel transaction form (e-PTF) you will need to complete the 2403 or 2359/2361
calculator so that you know how many days to use, as well as the base pay and time base. This calculator can be found
on Faculty Advancement’s Additional Employment website. Instructions can be found in Appendix A.

1. Navigate to MySacState at my.csus.edu

2. Select OnBase Forms:
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3. From the forms page that opens, select Employee Personnel Transaction Form.

Faculty/Staff Forms
« Petition to Add/Drop/Withdraw from Courses (Staff)

« Grade Change for Faculty

« Incomplete Grade Completion Form

« Course Waivers (behalf of Student)

+« CSU Employee Fee Waiver Application

= _Declaration/Change of Major/Minor/Concentration

Employee Personnel Transaction Form

« Expenditure Transfers Request

s« Event Parking Request

« Faculty Release Time



https://www.csus.edu/academic-affairs/faculty-advancement/internal/additional-employment.html
my.csus.edu

4. Follow the instructions in order below to complete the EMPLOYEE INFORMATION section.

EMPLOYEE INFORMATION

HR Form #

EmpliD *
| 211570672
(® REGULAR

() POI
() NO EMPLID

First Name

Preferred First Name

College /Program ID
22200

Defaults to employee’s home

the college/program ID in which
approvals for this
take place. 3. Check

Employee Type* Current

() New Temp
I-:E:- Current Employe€]

college/program. If necessary, edit

Employee.

1. Type in the Employee ID and hit TAB
on your keyboard (do not hit Enter).
The information will autofill.

Middle Name Last Name

Preferred Middle Name Preferred Last Name

B

2. If the work is being approved outside of their home college, enter the
college/program ID of the college/program that is approving the work.
This could also be the Division ID, VP Office ID, etc. — but NOT a
department ID. This field drives which Quality Control the form is sent to.

jd

Personnel Transaction Categories

@

'

Employment Status *

@® Probationary 4. Check the appropriate status. For lecturers, check
) Temporary Temporary. For tenured/tenure-track faculty,

() Permanent grade 3 = Probationary, grade 4-5 = Permanent.

-

APPOINTMENTS

FACULTY ADDITIONAL APPOINTMENT

5. Select these
transactions.

Explanation or Remarks

Transaction Form

&

FT'IDLJI"It.|

escription of work /project/award/etc. Include total compensation

Please provide a detailed explanation for submitting the Personnel

6. Enter the description
of work and total

Office of Faculty Advancement

Last Day physically worked (if applicable)

compensation.
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1. Click Load Data to populate the Current/Unchanged Info column.

Does Employee have
Subordinates?

) YES () NO

CMS Position # Load Data

Working title

2. Inthe window that opens, locate the faculty’s primary job.

Unigue HR ; , , ;
) deptlD textbox197 workingTitle textbox107 textbox10
Key Status
3-121355?305?2- I Will have A for |- |00000456 |LECTURER | Will have a 4/2010
211570672- Active status. L|om CONSTR faculty title.
e I A T 00010668 ¢ - 23/2018
211570672- CONSTRUCTION ASSISTANT
| 12-2360 A 23400 | anacemenT 29019565 proressor 7/1/2019
211570672- CONSTRUCTION .,
s I 23400 | o ACEMENT | 00012976 |FAC-ADD EM 10/31/2020 [10/30/2020

3. Scroll to the right and click Select on the primary job row.

hox189 classcode375 fte375 flsastatusdescr384 jobhourlyrate509

1 0.133333|EXEMPT $19.94 ;iCTURER Select

1 0.133333|EXEMPT $23.00 kEKCTURER select
INSTR

1 1.000000 |EXEMPT $42.33 e select
FT
FACULTY

1 2922N 0.250000 | EXEMPT $111.21 UNIT- Select
ADDTL
EMPLYMT
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4. The Current/Unchanged Info column is populated and is grayed out. It should not be necessary to make any

modifications.

5. Select Yes/No as appropriate for the question Does employee have subordinates? in both columns.

CURRENT/UNCHANGED INFO

Does Employee have

Does Employee have

Office of Faculty Advancement

Subordinates? Subordinates?
() YES (@ NO () YES (@ NO
ASSISTANT PROFESSOR
Fi1/2019
Updated 12/8/21




6. Follow the instructions below for filling out the New Information column.

CMS Position #
Working title
Effective Date

End Date

Job Code

Job Code Description

CBID (Union Code)

Department ID
Department Description
Supervisor Position #
Supervisor Name

Grade

FLSA Status

Step

Base Pay (Comp Rate)
Time Base (FTE)

Salary (Monthly)

Salary (Hourly)

Load Data

Pay Frequency (Mo/Daily/Hr)

CMS Fund Code

CMS Class Code

Full Time / Part Time Status

Office of Faculty Advancement

CURRENT/UNCHANCE NEW INFORMATION

Does Employee have

Does Employee have Subordinates?

Subordinates? ) YES () NO
() YES O NO
1. Effective dates must
correspond to the
number of working
/ days in the calculator.
10/04/2021
2. Job code 2403 (if
10/18/2021 tenured/tenure-track
or full-time lecturer).
—— Use 2359 for part-time
lecturers.
e.g.: RO3, RO9 e.g.: RO3, RO9™ 3. Must select R0O3 for
RO3 v IRCS b faculty.
23400 23400

JCOMSTRUCTION MANAG

loooi0663

MIKAEL | AMDERSON JMIKAEL ] ANDERSON

4. Enter the Dept ID
and description where
work is being paid
from.

0

|

5. Enter the position #
and name of whoever
is supervising the
additional appointment
position.

6000

.25

1500

6. Enter the base pay,
time base, and salary
(these numbers MUST
correspond with the
fields starred * on the
calculator on page 7).

IMDmth "l

fMoson

T

7. Pay frequency is
Monthly.

Updated 12/8/21
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8. Enter the fund code
and class code.




7. Click Attach to attach supporting documents. The system will accept any type of file, but PDF is preferred. It is
also preferred to combine multiple files into a single PDF prior to uploading, when possible. You will need to
upload the calculator and any other supporting documents.

Attach Supporting Documents (0)

8. If you are a staff member (ASC) in the department and the form needs to go to the department chair, enter the
SacLink ID of the department chair in the SacLink ID of the next Approver field. If it does not need to go to the
chair, but should go straight to the college analyst (quality control), you can leave this field blank. If it needs to
go somewhere else, or you are unsure, contact your OFA Analyst.

If you are the college analyst who is also listed as your college’s QC (quality control), you can only send the form
to the dean. It is not possible at this time to send the form to both the department chair and the dean. Enter the
dean’s saclink ID in the SacLink ID of the next Approver field.

View Appendix B to learn how to find a person’s SacLink ID.

PREPARED BY

First Last
Phone Date
Other Phone

Enter the Sac State User Name of the next approver in your college/division. (Example: If the user's Sac State email is Herky.Hornet@csus.edu, the Sac State User
Mame is Herky.Hornet)

To find the next approver’s Saclink 1D, go to Outlock/Address Book, search for the approver’s info and find the field ALIAS.

If you need to send the form to the next approver, please enter their Sac Link ID/User Name in the Approver’s field. If you leave it blank, the form will move to the
QC of your division or HR.

Saclink ID of the next Approver (if

aEEIi cab Ie!

Clear ID

9. Check the box to verify the form is complete and click Submit. You will receive an email with an image of the PTF
once it has gone through all levels of approval. If you need to know where it is in the workflow before it is
completed, reach out to your OFA Analyst.

READY TO SUEBMIT

EI verify the form is complete and ready to be submitted. *

Submit

HR Personnel Transaction Form v1.04162020
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Appendix A: How to fill out the additional appointment calculator

The 2403 and 2359/2361 calculators can be found on the Faculty Advancement Additional Employment website. For
assistance with the 2359/2361 calculator contact your OFA analyst.

Additional Appointment Calculator for Job Code 2403

Fill out all fields Must be included with all Additional Appointment PTFs.
outlined in red.

Follow the * Base salary (whole number, between $4229 and 526,594 from 2403 salary scale effective 7/1/19)
parameters next to * Time Base (No more than .25 if during academic year)
each field.
*Adjusted Monthly Salary
These fields will help
you know what to 22 |Number of work days in the month (enter 21 or 22, based on Payroll Calendar on Payroll website)

enter on the PTF.

55 18181818181813 Day rate

If!

Enter the number of days working (cannot be more than the number of work days in the month)

750.00 Total Compensation

Instructions:
1. Use the payroll calendar from Payroll's website to determine whether the month
has 21 or 22 workdays (be sure to check the 12-month days on the left side, not the
AY days on the right side):

I 2 e INOVEMBER 2021 = woa

s M I w I F S
@

2. Edit the base salary, time base, and number of days working to come up with the desired
total compensation.
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https://www.csus.edu/academic-affairs/faculty-advancement/internal/additional-employment.html

Appendix B: How to Find SacLink ID

Open a blank email from Outlook and click the To button:

Clipboard = Basic Text

From = casey.valdez@csus.ed

:El To. ||
S5end

CL.

Bcc...

In the search bar, type in the name of the approver you are looking for. Scroll to the right and view the name under the
Alias column.

Search: @Namennly (:)Mnrecnlumns Address Book

valdez, casey Go Offline Global Address List - casey.valdez@ -~ Advanced Find
| Department Email Address Company Alias
155 Academic Affairs casey.valdez@csus.edu C5U, Sacramento casey.wvaldez
cheriselopezi@csus.edu C5U, Sacramento cheriselopez

chloevaldezi@csus.edu C5U, Sacramento chloevaldez
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