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RUTGERS

Overview

PTL & Coadjutant Requests Online

— Entire process online
e Requests/Approvals
e Appointment Letters — generated and emailed
e Copy to department
— Benefits
e More efficient
e |Less paper
e Faster processing



Key Features

[ SAS - Anthropalogy v | [All Subs. v | Show Prev. Cycles:
Show entries Search: | |
Name % Job Class Status % Last Modified . Actions Accepted? & Cycle &
Date
SAS - Anthropology
Cabrera, Gabrielle Coadjutant Approved: Business -- In Queue: Area 3/26/2019 Delste Pending Spring
Casual Dean 10:15am 2019
MNonteaching
Sansevere, Keri Part Time In Queue: Editing/Revision 3/14/2019 Delsete Pending Spring
Lecturer 12:30pm 2019
Sansevere, Keri Coadjutant In Queue: Editing/Revision 3/14/2019 Delete Pending Spring
Casual 12:06pm 2019
Bird, Evan Part Time In Queue: Editing/Revision 3/14/2019 Delete Pending Spring
Lecturer 12:00pm 2019
Shapiro, Darshana Part Time Approved and Sent to Candidate 2/13/2019 None Yes v Spring
E Lecturer 11:34am 2019

View requests at all stages

— Pending in your queue (default)

— Pendingin all queues
— Completed Submissions
— All submissions
Sort records by last modified date or name
See current status of request
See candidatesresponse to offer
View previous cycles
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Work Flow Process

Department |
Preparer

.| Department
"|  Approver

SAS
Personnel

Budget
Approval

Final
Approval

Sent to
Candidate




System Access

School of Arts and Sciences Central Authentication Service

PTL/COAD ArPoINTMENT REQUEST

UNAUTHORIZED USE OF THIS SYSTEM 15 PROHIEITED

Net ID: | |
Password: | |

& Rutgers University

e Direct Page — https://secure.sas.rutgers.edu/apps/appointment/main
e Web portal — http://sas.rutgers.edu/custom/appointment/
e Sign in — NetID and Password

e Access is granted by SAS Human Resources team
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Department Preparer— New Entry

Back To Queue

PTL/Coad Appointment Request

Status: New Entry

I. Candidate Information

Department/Unit: | SAS - CCB - Ctr Biomaterials v |

Employee ID: | | MNew Employee?: (If checked, Employee ID not required)

Title: I:l Last Name: | | First Name:| |

Address 1: | | Address 2: | |

City: | | State: Zip Code: I:I Gender: Email: | |
Job Class: | -- Select Job Class -- v | Type: | | Term: Fall Spring Date Span: | |t0| |

e Department/Unit — Access limited to areas of responsibility

e Employee ID must be entered if they have an HCM record (name, address,
gender and email fields will auto-populate)

e |fentering for new hire that doesn’t have an Employee ID, check “New
Employee” and fill out manually. An email must be provided.

e Select Job Class — Type will auto-populate

e Select Term — Date Span will auto-populate to full semester, change as 6
needed



Main Screen

Logged in as Mary-Elizabeth Thompson /

| New Submission | | Dept List | | Export Excel | | Edit Employee IDs | | -- Select Who Gets Reminder - ¥ | | Send Reminders |

| All Depts v | [Pending In Queue v | Show Prev. Cycles: ¥

Actions:  Mark all as Approved |

Show entries Search: | |

Name %+ Job Class Status %+ Last Modified . Actions Accepted? & Cycle 3
Date

o

Access - area and level of responsibility

Default — Pending in Queue and Sorted by Last Mod Date
New Submission — Enter new requests

Export Excel — export a report of entries in current view
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Department Preparer— New Entry

I1. Course Information

Index #: I:I Enter By Course #7: Course #: |:| Course Title:

Course Duties: | -- Select -- ¥ | Number of Students: I:I

Credits: I:l Cost per Credit: I:l *Course Salary will be automatically calculated by credits and cost per credit
Course Salary: s |:| UDO#: | | Project/Grant: Yes Mo

Project/Grant 1 #: I:l Project/Grant 1 Amt %: |:|

Cross-listed: "' Yes ' No If Yes, Cross-listed Course Index #: |

One Time Higher Salary Clause:

e Based on the Job Class Code you selected, certain boxes will be greyed out
if they are not applicable

e Courses should be entered by index number. This is used to verify course
enrollment

e Course salary can be entered either as cost per credit (totally salary will be
automatically calculated) or enter total salary in “course salary” box

e Select course duties

e Enter number of students

e Enter cross listed information if applicable

e For PTLs ONLY, select One Time Higher Salary Clause if applicable



Department Preparer— New Entry

I1. Course Information

Enter By Course #?: ¥/ Course #: |:| Course Title: |

Course Duties: | -- Select -- ¥ | Number of Students: I:I

Credits: I:I Cost per Credit: I:I *Course Salary will be automatically calculated by credits and cost per credit
Course Salary: s I:I UDO#: | | Project/Grant: Yes Mo

Project/Grant 1 #: I:l Project/Grant 1 Amt %: I:l

Cross-listed: Yes Mo If Yes, Cross-listed Course Index #: |

One Time Higher Salary Clause:
Entering By Course Number Comments:

e |f using course number “Entering By Course Number Comments” box
will open

e Mustinclude index numbers for all the courses or provide an
explanation for why there is no index number




Department Preparer— New Entry

I1. Course Information

Index #: |:| Enter By Course #7: Course #: |:| Course Title:

Course Duties: | -- Select -- v | Number of Students: I:l

Credits: Cost per Credit: *Course Salary will be automatically calculated by credits and cost per credit
Course Salary: $ UDO#: | | Project/Grant: Yes No

Project/Grant 1 #: |:| Project/Grant 1 Amt §: |:|

Cross-listed: Yes MNo If Yes, Cross-listed Course Index #: | |

One Time Higher Salary Clause: ¥/ One Time Higher Salary Amount Above Base: % (1000
Mote: Base Salary should be entered in Course Salary box

One Time Higher Salary Reason (Due to <reason>, ...):

e If youneedto pay a PTL a larger salary for a specific semester, select
“One Time Higher Salary Clause”

e |n course salary box, enter the normal base salary

e Enter the amount over their normal salary they will be making in the
“One Time Higher Salary Amount Above Base” box

on their contract

Must provide a reason for higher salary — this reasoning will be printed



RUTGERS

Department Preparer— New Entry

IT1. Personnel Information

Will the candidate hold another Rutgers salaried or hourly appointment during the time of this PTL/CoAd

appointment? ves
Citizenship Status: | US Citizen Al

Is the candidate enrolled in a Rutgers grad program? Yesg
Does candidate work 50% or more time for any agency listed in Question #1 of the Declaration Form? Yag
Does the candidate work for a law firm which has represented or is presently representing Rutgers? Yosg
Is the candidate otherwise employed by Rutgers for 50% or more of their time? Yes

Number of Completed Union Eligible Semesters Taught: I:l

MNo

Mo
Mo
Mo
Mo

Fill in questions and drop down questions as applicable in form

For “Is the candidate otherwise employed by Rutgers for 50% or more
of their time?” select yes if they hold a Class 1 or Class 6 appointment.
Otherwise, the answer should be no

Number of Union Eligible Semesters should be calculated by goinginto
HCM, viewing job attachments, and counting the number of semesters
they have held with the 99902 Job Code

— After 12 unioneligible semesters, they must receive the one-time 5% salaryincrease
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Department Preparer— New Entry

IV. Attachments (Optional)

* Please attach PDF documents which may assist in approving or expediting this appointment process. (Prior approval from Area Dean regarding low enrollment,
Class 1 dual appointment or prior commitments.)

| Choose File |No file chosen |

Note: Files must now be uploaded before the appointment is saved or submitted. File size limit: 13M

V. Comments

e

| Submit to Dept Approver | | Save Without Approving |

e QOption to attach files to show approval for things such as higher salary, low
enrollment, etc

e Comments box — Use to communicate information forward to approver levels for
review
— Revised Appointments: Reason for revision required in comment box
— Anyinformation which will assist approversin understandingunusual
circumstances (funding exceptions, new appointment replacements)

e Submit to Department Approver
12
e Save without approving - save and return to request later



Department Preparer— Revision

| Back To Queue | | Course Salary History | | Revise Appointment |

PTL/Coad Appointment Request

Status: Approved and Sent to Candidate

All fields (except for comments) are read-only.

I. Candidate Information REVISED:

e Letter should only be marked revised if the original letter already went
out to the candidate

e Torevise a contract, go to the original record of completed contract
and click “Revise Appointment” and make any necessary contract
changes and resubmit for approval

e New contract will automatically be marked “REVISED”

13
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Department Approver

Review Request
approve or reject

| New Submission ‘ ‘ User Perms ‘ | Dept List | | Export Excel | | Edit Employee IDs ||— Select Whe Gets Reminder — v | | Send Reminders |

[ SAS - Women's & Gender Studies v | [Pending In Queue v | Show Prev. Cycles:

Actions: | Mark all as Approved - ACtI O n S CO I u m n : TO

approve or reject from
Show entries Search: l:l
Name ¢ JobClass  Status ¢| LostModified  _ Actions Accepted? % Cycle % Status page

SAS - Women's & Gender Studies

.
Smith, Andrea Part Time In Queue; Department Approval 3/22/2019 3:39pm Delete Pending Spring — S b t h
it pelete 20 uomit changes

Showing 1 to 1 of 1 entries (filtered from 14,441 total entries)

— Click on name to view
| individual submission

Submit Changes . .

information

14



Department Approver

PTL/Coad Appointment Request

e Recordis read only.

Al fields {except for comments) are read-only.

1. Candidate Information REVISED: .
Department/Unit: SAS - Women's & Gender Studies . A r OV e S u b m It re C O r d
Employee ID:[ | NewEmployes?: ¢ (If checked, Employes 10 not required)
Title: ¥] Last Name: Emith | First Name: [andrea ]
Address 1: [123 Collinz Road | Address 2: [ |
City:Piscataway | State: Zip Code: 03854 | Gender: [Femalz ¥ | Email: [smith.andrea@rutgers.zdu | O rWa r O r e rs O n n e p p rova
3Job Class: [Fad Time Lecturer - 56802 ¥] Type:[_| Term:  Fzll * Spring Date Span: o
. .
e I e Reject—Sendrecord backto
Index #: Enter By Course #7:  Course #: [01:988:350 | Course Title: [Gendera Soirituality J

Coursa Duties: [Tzaching V| Number of

One Time Higher Salary Clause:

Index #: Enter By Course #%:  Course #: [ | Course Title:

Credi Cost per Cradit: || *Course Salary will be sutomatically calculsted by credits and cost per cradit D e a rt m e n t P r e a re r
Course Salary: $ 5178 uDo#: 45058830000 Project/Grant: Ve © ho p p
Cross-listed: ' Ves ® No If Yes, Cross-listed Course Indexx #:[ ]

e Comments box—to
Course Duties: [~ Seisct = V] Number of
Credits:[ | CostperCreditt[ | *Course Salary will be automatically calculated by credits and cost per credit . e, .
Course Satary: 5| ] upox[ ] Project/rant: s o communicate add|t|ona|
Project/Grant 1 #: Project/Grant 1 Amt $:

Cross-listed: © ¥ Mo 1f Yes, Cross-listed Course Tndex #:[ ]

information or reason for

Index #:[ | Enter By Course #2:  Course #:| ] Course Tithe: [

Course Duties: [-- Select -- ¥ | Number of

Credits:[ | Cost per Creditt[____|*Course Silaw%el automatically calculated by credits and cost per credit r e 1 e Cti O n if n e e d e d
J ,

Course Salary: § | | upo#:[ ] Project/Grant: ~ Ves Mo
Project/Grant 1 #: Project/Grant 1 Amt $:
Cross-listed: ' ver O No If Yes, Cross-listed Course Indexe #:[ ]

One Time Higher Salary Clause:

Click here to add mora cour:

III. Personnel Information

il the candidate hold another Rutgers salaried or hourly appaintment during the time of this PTL/CoAd Yas ' No
appointment?

Type, Title, and Dept: [fype 7 PTL, Women & Gander | Expr. Date: p1/20/2015

Citi Status: [US Citizen v

Is the candidate enrolled in 2 Rutgers grad program? Yas @ No
Dees candidate work 50% or mare time for any agency listed in Question =1 of the Declaration Form? Yes ® No

Does the candidate work for @ law firm which has represented or is pra:

ntly representing Rutgers? Yes ® No
1s the candidate otherwise employed by Ruzgers for 50% or more of their time? Yex o

Number of Completed Union Eligible Semesters Taught:[f___|

IV. Attachments (Optional)

* Please ztrach PDF documents which may assist in approving or sxpediting this appeintment process., (Prior approval from Arzz Dean regzrding low enroliment,
Class 1 dual appointment or prior commitments.)

| chocse File | No file chasen

=d or submitted. File size it

: Files must o be uploadsd befors the appointment is 5

V. Comments

15
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Human Resources (Personnel) Approver

e Human Resources representative from Dean’s Office reviews request
e Approve—Submit forward for budget approval
e Reject —Send back to department preparer
— Resubmission must go through department approver again
e Comments box— If appointment is rejected, reason will be communicated

16
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Budget Approver

| New Submission | [ User Perms | | Dept List | [ Export Excel | | Edit Employee IDs | [ Select Who Gels Reminder — v | | Send Remind

Showing 1 to 1 of 1 entries (filtered from 14,441 total entries)

Submit Changes

[ 5AS - Women's & Gender Studies ¥ | [Pending In Queue ¥ | Show Prev, Cycles:
Actions: | Mark all as Approved
Show 100 | nres Search:| |
Name % Job Status % Last Modified . Actions
Class Date
SAS - Women's & Gender Studies
Smith, Andrea Part Time Approved: Personnel -- In Queue: 3/22/2019 3:48pm — Select - v | Delete
Lecturer Business

Business Office
Approval

Review Request &
approve or reject

— Actions Column: To
approve or reject from
status page

— Submit changes
OR

— Click on name to view
individual submission
information

17



Budget Approver

PTL/Coad Appointment Request
Status: Approved: Personnel - In Gueue: Business
Al fields (exeept for comments) are read-snly.
1. Candidate Information REVISED:

Department,/Unit: SAS - Women's & Gender Studies

Employee ID: New Employee?: © (I checked oyes 10 1

Tithe: [ ¥ Last Name: [Smith ] First Name: [indrez ]

Address 1:[123 Collins Reoad Address 2: [ |

City: State:[N]_¥ | Zip Code: 18854 | Gender: [Female ¥ | Email: fmith.zndrea@rutgers.2du

Job Class: [Fan Tome Lecturer - 0002 ¥ Tywe: [[_| Term:  Fall * Sprie Date Span: [2/1/20138 1o [5/20/2019

I1. Course Information

Index & Enter By Course #7: Course #: [01:588:350 | Course Title: [Gender& Spirituality

Course Duties: Wumber of Students: IS |

cregits: [ | Cost per credit: [ | *Course Salary will be autsmatically caleulated by credits and cost per redit
Course Salary: $ 3178 ] ubos: sosess0000 | Project/Grant:  es * Mo

Crosselisted: © ¥es ® No If Yes, Cross-listed Course Index #:

One Time Higher Salary Clause:

Index w:[ | Enter By Course 17 Course #: [ | course Titie:[

Number of Students: [ |

credits: | Cost per Credit: [____] *Course Salary will be automatically calculated by credits and cost per credit
Course Salary: § | ] ubos: | Project/Grant: = ves M

Project/Grant 1 #: Project/Grant 1 Amts:[ |

Cross-listed: © Wes O No If Yes, Cross-listed Course Indexcs:[ ]

One Time Higher Salary Clause:

Course Duties:

Index #:[ | Enter By Course #2:  Course #: [ | Course Titte: [

Course Duties Wumber of Students: ||

cregits: [ | Cost per Credit: || *Course Salary will be automatically calculated by cradits and cost per credit
Course Salary: $ | ] ubo
Project/Grant 1 4: Project/Grant 1 Amt $:

Cross-listed: © ves O No If Yes, Cross-listed Course Index s:| |

One Time Higher Salary Clause:

| Preject/Grant:  Yes Mo

Click here to e co

IIL Personnel Information

a

Wil the ca
appaintr

Type, Title, and Dept: [Typs 7 PTL, Women & Gander | Expr. Date: [01/30/201% |

Citizenship Status: [US Citizen A

Is the candidate enrclled in a Rutgers grad program?

licate held anctier Rulgers salaried uring the time of this FTLS
>

& or more time for any agency listed in Question #1 of the D

1 which has repressnted or is pre

Iy rep

Is the candidale etherwise employed by Rutgers oF more of their L

Number of Completed Union Eligible Semesters Taughti |

IV. Attachments (Optional)

ior approval fre

Chaosz File | Mo file chosen

st mow b2 uploaded before the appeinnnert is savsd or subusted File size it 15A

+ Please attach PO docurmes
Class 1 dual appair

1 Area Dean regarding

w enrollment,

V. Comments

]
[ Budpat Approvad - Submit for Area Dean Approval |

Recordis read only

Approve— Click on
“Budget Approved” at
bottom of record

Reject — Sends back to
Human Resources
(Personnel)

Comments box— Use to
communicate reason for
rejection or additional
information if needed

18
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Final Approval — Dean’s Office

e Letter reviewed and sent to candidate’s email address provided in system
e Copy sent to email provided in Department List

— Be sure to contact a Human Resources Associate when there is a
change in Staff so email address can be updated in appointment portal

e Letter can be viewed as a PDF in the system
e Payroll paperwork can be prepared and submitted as needed

e Candidate must return signed letter and waiver as directed to both the
department administrator and SAS Dean’s Office
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