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Gideon Taylor Additional Compensation Faculty eForm

The Additional Compensation Faculty eForm is used to pay regular and contingent faculty (tenured,

tenure track, clinical, visiting, lecturers, and adjunct) for non-teaching assignments that are in addition
to their regular workload.

Only faculty members with an active job can be paid via the Additional Compensation Faculty eForm.

The departments funding the additional compensation assignment should be the department initiating
the Additional Compensation Faculty eForm.

The system will perform budget checks at the parent level for 502000 and 502200. Sufficient funds
should be available prior to initiating an eForm.

All questions regarding the Additional Compensation Faculty eForm should be sent to
PBO@towson.edu.
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Section 1: Initiators
Logging in to Gideon Taylor Additional Compensation Faculty eForm
1. From myTU, select PeopleSoft HCM.

TOWSON STUDENTS 3]

UNIVERSITY m R ADLS

FACULTY/STAFF 3]
SIGN IN

.

Welcome to myTU
A hub for all Towson University faculty, staff and students
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2. Login using TU NetID.
Secure Login

Faculty ! Staff Entry to PS Human Capital Management

NetlD:

Password: | Password

Login

Manzge My MetlD



3. Click on PeopleSoft Desktop Menu. Click on compass icon.

TOWSON v My Homepage H '
| L) universiry. Y pag fa O\ * @
Perscnal Data Summary Peoplesoft Desktop Menu
i

4. Select Additional Comp Faculty eForms.

NavBar: Navigator a'
'
i Towson Mods >
Recent Places Department Self Service >
Manage GT eForms >
LR FEEIEES Additional Comp Faculty eForms >
Self Service > |
¢
MNavigator
Workforce Administration >
-
| Workforce Development >
Peoplesoft
Desktop M
e Organizational Development >
Set Up HCM >

5. Select Addl Comp Faculty Home Page.

I NavBar: Navigator ﬂ

- |—:‘ Additional Comp Facult... ‘?‘
:©

Recent Places Addl Comp Faculty Home Page

Initiator’s Home Page

Favorites | Main Menu > Additional Comp Faculty eForms > Addl Comp Faculty Home Page

Additional Compensation Faculty Home Page

Create an Additional Compensation Faculty eForm
Click here to create one of the Additional Compensation Faculty family of eForms.

Update, Resubmit or Withdraw an Additional Compensation Faculty eFomm
Click here to make changes to and resubmit an Additional Compensation Faculty
eForm that has already been created, or to withdraw one.

View an Additional Compensation Faculty eForm
Wiew a recently submitted Additional Compensation Faculty eForm, including

information about itz handling so far. Additional Compensation Faculty eForms
submitted in the last month are listed here. Thiz is & read-only view.

& N



A. Initiate an Additional Compensation eForm

1. Select the create option from the Additional Compensation Faculty Home Page.

Create an Additional Compensation Faculty eForm
Click here to create one of the Additional Compensation Faculty family of eForms.

2. Select Addl Compensation Faculty eForm.

Favorites Main Menu > Additional Comp Faculty eForms >  Addl Comp Faculty Home Page

Start an Additional Compensation Faculty eForm

== Addl Compensation Faculty eForm

The Additional Compensation Faculty eForm is a
working template that can be copied to quickly
create new eForm types. In its template form, it
creates a new User 1D

Addl Compensation Faculty eForm

Feturn to Additional Compensation Faculty Home FPage




The eForm is automatically assigned the next available Contract ID number.

Favovfiws © Main 'Menu > Additional Comg Faculty eForms >  Addl Comp Faculty Home Page

Authored by

Create a AddICmpFac eForm 11 GIDEON TAYLOR

Step 1 of 2: Submit AddiICmpFac Data

Fill out the fields below and hit Submit to create a new User ID. The new user will be created with the default password.

v: Appointee

ContractID: 174 Employee Type:
*Empl ID: Q Appointee Home Dept:
Name:

Email: Phone:

Contract Data
*Contract Amount: *Contract Begin Date: [ *End Date: IE1 Fiscal Year:

*Assignment Description

*Assignment Category: | M

*Appointing Department: Q

Funding Department: Q Grant: Q
Job Code: Account:
*Payment Option: *Pay Range Begin: [ *Pay Range End: E]
Payroll Type: Number of Pays: Payment Amount:
Budget Check Status:  Not Checked ["| Budget Override
| Add File Attachment
Your Comment: |—==Previous - | | Submit-—|

’@ Gl || osae |




3. Enter appointee’s Empl ID or Click the search icon Q to search for the appointee by last

and/or first name. Appointee must have a current faculty contract.

Look Up Empl ID

Empl ID: begins with V||

Last Name: | begins with “|[FAKE
First Name: | begins with ||

LookUpI Clear | Cancel IBasic Lookup

Search Results

> =
0147426 Fake
0469113 Fake

The appointee information is automatically populated when the Empl ID is entered.



Contract Data (all fields are required)

4. Enter Contract Amount.
5. Enter Contract Begin Date and Contract End Date.
(Note: contract date cannot cross fiscal years)
6. Select Assignment Category from drop down menu.
(Note: Do not select “Chair PBO Only” on the regular faculty eForm)
7. Enter detailed Assignment Description (field can accommodate 254 characters).

Favgrib% : MainvMenu > Additional Gomg Faculty eForms > Addl Comp Faculty Home Page

Authored by

Create a AddiICmpFac eForm 11 GIDEON TAYLOR

§tep 10f 2: §upmit Ad(iICmpFiaciDaita

Fill out the fields below and hit Submit to create a new User ID. The new user will be created with the default password.

~ Appointee

Contract ID: 174 Employee Type: Lecturer
*Empl ID:  |0147345 Q Appointee Home Dept: 13020  Education Tech Literacy EDTL
Name: Suzanne S. Fake

Email: addicmp@gmail.com Phone: 410/704-2000

Contract Data

*Contract Amount: 2500.00 *Contract Begin Date: |09/01/2015 [3] *End Date: [12/31/2015 [3{ Fiscal Year: 2016

*Assignment Description

*Assignment Category:

Academic Services

Estimated hours per wee| Advising )
period expected to work Develop Course Material
Director

Non Credit Teaching
*Appointing Department: | Principal Investigator

Research
Summer Grad Program Director Grant: Q

Funding Department:

8. Enter estimated hours (Lecturers and Adjuncts only).
(Note: This question does not appear on regular faculty eForm)

*Contract Amount: 2500.00 *Contract Begin Date: 020172015 | *End Date: [12312015 [ Fiscal Year: 2016

*Assignment Description
AR Colgony: » riogCredvt Teacﬁr}q vJ | No':redn Teacmng‘:or EDTL course

Estimated hours per week overa30day | 300
period expected to work on this project:
*‘Appointing Department: = O

Funding Department: = @ Gant: | = Q
Job Code: E40345 Educator, Non-Credit Courses  Account: 502419

The Job Code and Account fields are auto populated or will be entered by Human Resources.



9. Enter Appointing Department and Funding Department (Use the look up to search for
departments you can access). Enter grant number if assignment is grant funded (Do not use
look up for grants. Search results will return all grants).

Look Up Appointing Department

Department ID: | begins with V||
Department: | begins with V||
Dept: begins with v

LookUp | Clear | cancel |gasic Lookup

Search Results

10f1

Department ID |Department Dept

13020 " Education Tech Literacy EDTL EDTLstat

*Contract Amount: 2500.00 *Contract Begin Date: |02/01/2015 & *End Date: |12/31/2015 Fiscal Year: 2016

) *Assignment Description
‘Assignment Category: | Non Credit Teaching v Non-credit Teaching for EDTL course

Estimated hours per week overa30day = 300
period expected to work on this project:

*Appointing Department: [13020 Q Education Tech Literacy EDTL
Funding Department: 13020 Q, Education Tech Literacy EDTL  Grant:

Job Code: E40345  Educator, Non-Credit Courses  Account: 502419



10. Select Payment Option from drop down menu.
(Note: “Monthly” payments will be paid the second pay of the month)

11. Enter Pay Range Begin and Pay Range End dates.
(Note: Pay Range Begin date must be equal to or later than the Contract Begin Date and equal
to or later than the current date. Pay range cannot cross fiscal years.)

Please refer to the Payroll Office’s Payroll Schedule when entering pay range dates.

https://www.towson.edu/financialservices/payroll/

“One Time Pay” option: using the payroll schedule, select the desired payroll number. Enter the Pay
Period End Date as the Pay Range End date on the eForm.

Contract Data

*Contract Amount: 2500.00 *Contract Begin Date: |09/01/2015 [} *End Date: |12/31/2015 [3y Fiscal Year: 2016

*Assignment Description
Non-credit Teaching for EDTL course

*Assignment Category: [ Non Credit Teaching v|

Estimated hours per week over a 30 day 2.00
period expected to work on this project:

*Appointing Department: |13020 Q@ Education Tech Literacy EDTL

Funding Department: 13020 @ Education Tech Literacy EDTL  Grant:

Job Code: E40345  Educator, Non-Credit Courses  Account: 502419
*payment Option: = *Pay Range Begin:| 5  *Pay Range End: | [
Biweekly
Payroll Type: Monthly Number of Pays: Payment Amount:
One Time Pay }
Budget Check Status:  Not Checked Budget Override
- Ada File Attachment
Your Comment: <=Prayious Submit

r@“ Clear Save



https://www.towson.edu/financialservices/payroll/

The system will automatically calculate the number of pays and each payment amount.

Favovn't&c ; Main'Menu > Additional Com;l Faculty eForms > Addl Comp Faculty Home Page

Authored by

Create a AddICmpFac eForm §1 GIDEON TAYLOR

Step 1 of 2: Submit AddiICmpFac Data

Fill out the fields below and hit Submit to create a new User ID. The new user will be created with the default password.

v Appointee
ContractID: 174 Employee Type: Lecturer
*EmplID:  |0147345 Q Appointee Home Dept: 13020  Education Tech Literacy EDTL
Name: Suzanne S. Fake
Email: addicmp@gmail.com Phone: 410/704-2000

*Contract Amount: 2500.00 *Contract Begin Date: |09/01/2015 [} *End Date:|12/31/2015 |[3) Fiscal Year: 2016

*Assignment Description
Non-credit Teaching for EDTL course

*Assignment Category: [ Non Credit Teaching V|

Estimated hours per week over a 30 day 200
period expected to work on this project:

*Appointing Department: (13020 @ Education Tech Literacy EDTL

Funding Department: (13020 /@ Education Tech Literacy EDTL ~ Grant:

Account: 502419

Job Code: E40345 Educator, Non-Credit Courses
*Payment Option: Monthly v *Pay Range Begin:|{10/01/2015 [5]  *Pay Range End: |01/31/2016 [3
Payroll Type: Contingent Payroll Number of Pays: 4 Payment Amount: 625.00
Budget Check Status:  Not Checked Budget Override
Add File Attachment
Your Comment: <=Previous '} Submit
’@ : Clear s B Save
Budget Check Status

The system will check for available budget. Before entering an eForm, ensure there is sufficient budget.
Budgets will be checked at the parent level for 502000 and 502200 account codes. If 502000 and/or
502200 is in deficit or 502000 is less than the contract amount, a budget error will occur.

If a budget check error occurs, follow the instructions in the popup message. If you submit a budget
transfer, wait 24 hours before resubmitting the eForm. If a budget override is necessary and has been
approved by the Provost Budget Office, the PBO will check the Budget Override box and the initiator will

be notified via email.

Possible Budget Check Statuses are Not Checked, Valid or Error.



12. Add additional file attachment (if applicable)
(Note: Contract PDF attachment with terms and conditions will be generated when the eForm is
saved or submitted)
a. Select Add File Attachment Button.

Add File Atiachment

b. Select Upload button.

File Attachments

Upload View Description File Name
1 | Upload [ iEW | | =

| Add File Attachment

c. Select Browse button to find file. Click Upload Button.

Upload | Cancel |

d. Enter File Description (required field).

File Attachments

Upload Wiew Description File Name

1 [smldpload | | wiew | [scoring Sheet Scoring_Shest xXisx [=]

| Add File Attachment |

13. Enter comments for additional notes if needed.

Note: all approvers, except the appointee, will see the Comment History. However, appointees can add
a comment.

Your Comment: l==Previous | | Submit |
MNew non-credit course % | Clear | | Save |

14. Submit or Save eForm.

Submit
Select | | to send contract to the next approver.
Save |
Select | | to put eForm on hold.
| Clear

| will clear the eForm data and assign the next available contract ID number.

11



Submit and save buttons will take you to the workflow screen.

Favgritos : Main'Menu > Additional Comg Faculty eForms > Addl Comp Faculty Home Page

Authcred by

Create a AddICmpFac eForm 17 GIDEON TAYLOR

Step 2 of 2: FormiFiDaIiEed

Congratulations, you've done it!

ContractID: 173 Employee Type: Lecturer

Empl ID: 0147345 Appointee Home Dept: 13020  Education Tech Literacy EDTL
Name: Suzanne S. Fake

Email: addicmp@gmail.com Phone: 410/704-2000

~ Form Status

You have just SUBMITTED this form. This action passed the form to Department Approver for further

processing.
Process Visualizer
o

1: Hipkins,Ruth 2: Home Sub 5: Appointing 7: Appointee

A (RHIPKINS) Division Sub Division

Approver Approver
2: Provost ©: Human 10: Human 11: Payroll 12: Integration 12: System
Budget Cffice Resources - Resources - Office Broker
Empl Comp Operstions

View This Form
Return

The Process Visualizer section outlines the eForm workflow.

- Check mark indicates the eForm has been approved by that queue.
- Wavy arrow indicates an approval queue has been bypassed.

- Boxindicates the eForm is in that approval queue.

- Shaded queues are the remaining approval queues in the workflow.

View This Form . )
to go back to eForm to view Contract PDF file and next approver.

Return
to return to the Additional Compensation Faculty Home Page.

12



View Contract PDF File and Next Approver in Create Mode

View This Form L .
1. Select from Step 2 of 2: Form Finalized screen (previous page).

2. Select |ﬂ| under the File Attachments section to view the 2 page contract, which
includes the contract terms and conditions.
(Note: The Contract PDF file is generated when the eForm is saved or submitted.
The Contract PDF files will be available in PeopleSoft for 3 years.)

Favovrit&s Main 'Menu > Additional ComE' Faculty eForms > Addi Comp Faculty Home Page

The information below was gathered on the eForm. Choose Next to see the eForm's history.

ContractID: 178 Employee Type: Lecturer

Empl ID: 0147345 Appointee Home Dept: 13020  Education Tech Literacy EDTL
Name: Suzanne S. Fake

Email: addlcmp@gmail.com Phone: 410/704-2000

Contract Data

Contract Amount: 2500.00 Contract Begin Date: 09/01/2015 End Date: 12/31/2015 Fiscal Year: 2016

Assignment Description
Non-credit Teaching for EDTL course

Assignment Category:  Non Credit Teaching

Estimated hours per week over a 30 day

3.00
period expected to work on this project:

Appointing Department: 13020 Education Tech Literacy EDTL

Funding Department: 13020 Education Tech Literacy EDTL ~ Grant:

Job Code: E40345  Educator, Non-Credit Courses ACcount: 502419

Payment Option: Monthly Pay Range Begin: 10/01/2015 Pay Range End: 01/31/2016
Payroll Type: Contingent Payroll Number of Pays: 4 Payment Amount: 625.00
Budget Check Status:  Not Checked [ Budget Override

Please press the View Button to review the Contract Terms and Conditions.

File Attachments
Upload View Description File Name |
1 | Jﬁf?idﬁi ‘7V59w7} Scoring Sheet Scoring_Sheet xlsx E]l\
2 [ Upoad.| | Miew. | |ContractPDF ADCM_CNTR_178_0147345 pdf E],\
Your Comment: | Rrevious | | Next => |
} << Searchif\

Comment History:

** Ruth A. Hipkins
** Wed. Aug 26 15, 11:40:29 AM
New non-credit course

Mext ==
3. Select " to view Form History.

(Select search button to return to the View an Addl CmpFac eForm screen.)



Form History

The Form History Screen shows the Transaction/Signature Log, which includes the date and time the
action occurred, name of user, action taken and status of eForm.

Favczritm Main'Menu > Additional Compv Faculty eForms > Addl Comp Faculty Home Page

Step 2 of 2: Form History

The History page shows everything that has happened to this eForm since its creation.

Form Information

eForm ID 178
Form Status Pending
Form Type ADDLCMPFAC AddICmpFac Form
Condition DEFAULT Default
Next Approver TUWFDEPT_APR
Who can work this form?
%
1: Hipkins,Ruth 2: Home Sub 5 A g 7: Appointee
A_ (RHIPKINS) Division Sub Division
Approver Approver
| | | j=—_=.
8: Provost @: Human 10: Human 11: Payroll 12: Integration 12: System
Budget Office Resources - Resources - Office Sroker
Empi Comp Operstions
Transaction / Signature Log
~ Current DateTime Role Name User ID User Description Action Status
1/08/26/2015 11:40:29AM TUWFINITIATOR RHIPKINS Ruth A. Hipkins Submit Pending
Your Comment: | =<<Previous || Nexi=>
[ <<Search |

Comment History:

** Ruth A. Hipkins
** Wed, Aug 26 15, 11:40:29 AM
New non-credit course

Who can work this form?

4. Select to view next approver.

14



The Current Form Worklist Items list the approvers in the current approval queue. Everyone in the

approval queue will receive an email notification from HCMPRD@towson.edu. Only one person in the
queue will evaluate/approve the eForm.

Current Form Worklist ltems

|WIZER |David R. Wizer

| Rewm |

- =< Previous
5. Select [ to return to eForm

(Select search button to return to View an Addl CmpFac eForm screen.)

15
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B. Update a saved eForm, Resubmit a recycled eForm, or Withdraw an eForm

Initiators can make changes to an eForm only if the form has been recycled back to initiator’s
queue. Do not make changes while the eForm is in the workflow.

1. From the Additional Compensation Faculty Home Page select the Update...option.

Favorites | Main Menu > Additional Comp Faculty eForms > Addl Comp Faculty Home Page

Additional Compensation Faculty Home Page

Create an Additional Compensation Faculty eForm
Click here to create one of the Additional Compensation Faculty family of eForms.

Update, Resubmit or Withdraw an Additional Compensation Faculty eForm
Click here to make changes to and resubmit an Additional Compensation Faculty
eFomm that hag already been created, or to withdraw one.

“iew an Additional Compensation Faculty eForm

% “igw a recently submitted Additional Compensation Faculty eForm, including
information about itz handling so far. Additional Compensation Faculty eForms
submitted in the last month are listed here. This is a read-only view.

Search |

2. Enter search criteria(s) or Select button to view list of eForms.

Favorites | Main Menu > Additional Comp Faculty eForms > Addl Comp Faculty Home Page

Update a AddICmpFac eForm

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

Find an Existing Value
¥ Search Criteria

Contract ID: begins with V||
Workflow Form Status:| = v | v

Empl ID: begins with V|| Q
Last Name: begins with V||
First Name: begins with V||
Department: begins with V| Q

Search I Clear JBasic Search [E) Save Search Criteria

Search Results

Jiew All First [l 1-70f7 JJJ Last
Contract lDWorkflow Form SlxmsEml 1D Last Name | First Name | Middie NameDeent Descripfion

164 On Hold 0147426 Fake Steven T 13020 Education Tech Literacy EDTL
169 On Hold 0147345 Fake Suzanne Sandra 13020 Education Tech Literacy EDTL
174 On Hold 0147345 Fake Suzanne Sandra 13020 Education Tech Literacy EDTL

Note: search results can be sorted by clicking on any column heading.

16



3. Make changes to form data and resubmit eForm.

Favorites * Main Menu > Additional Comp Faculty eForms > Addi Comp Faculty Home Page
Update a AddiICmpFac eForm n G“jEON TAYLOR

Step 1 of 2: Update AddICmpFac Data

Make any form data changes needed, then click Resubmit.

v Appointee

ContractID: 174 Employee Type: Lecturer

Empl ID: 0147345 Appointee Home Dept: 13020  Education Tech Literacy EDTL
Name: Suzanne S. Fake

Email: addicmp@gmail.com Phone: 410/704-2000

*Contract Amount: 2500.00 *Contract Begin Date: |09/01/2015 [5 *End Date: |[12/21/2015 [5 Fiscal Year: 2016

*Assignment Description
Non-credit Teaching for EDTL course

*Assignment Category: [ Non Credit Teaching v|

Estimated hours per week over a 30 day 3.00
period expected to work on this project:

*Appointing Department: [13020 Q Education Tech Literacy EDTL

Funding Department:  [13020 |Q Education Tech Literacy EDTL ~ Grant:

Job Code: E40345  Educator, Non-Credit Courses ~Account: 502419

*Payment Option: *Pay Range Begin:|10/01/2015 []  *Pay Range End: [01/31/2016 [5{
Payroll Type: Contingent Payroll Number of Pays: 4 Payment Amount: 625.00
Budget Check Status:  Not Checked || Budget Override

Please press the View Button to review the Contract Terms and Conditions.

| Upload View vDesctigﬁonr VFiIe Name |
1| [-Uplpad..| || View...| |ContractPDF ADCM_CNTR_174_0147345.pdf =
2 [elipload | || Views| .|Scoring Sheet Scoring_Sheet xlsx El
| Add File Attachment |
| Wihdaw | Resubmit |
Your Comment:
’@ | =<Search | Save |
Withdraw
Select " to permanently end eForm from processing and archive the eForm.
Resubmit .
Select " to send eForm to next approver with any changes made.
i
: Update a AddIiICmpFac eForm
Select to return to the screen.
Save
Select " to place eForm on hold.

17



Evaluators can Recycle, Deny, or Approve eForms.
Recycled contracts

Recycled contracts are routed back to the initiator for necessary changes. Only the initiator will receive
an email notification from HCMPRD@towson.edu. Only the initiator can make changes to the eForm
data. A resubmitted eForm will route through all the approval queues again.

Denied contracts

Denied contracts will be archived. Only the initiator will receive an email notification from
HCMPRD@towson.edu.

Opt out of online acceptance

An appointee has the option to opt out of the online approval process. If an appointee opts out, the
initiator will receive an email notification instructing the initiator to contact the appointee to initiate a
paper contract. The workflow form status will reflect “Denied”.

18
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Section 2: Evaluators

All evaluators will receive an auto generated email notification from HCMPRD@towson.edu when an
Additional Compensation eForm enters their queue. Evaluators can access the eForm via the email
notification or by logging into PeopleSoft (page 23).

Using the email notification:

1. Click on “Click Here” in the email.
2. Enter User ID and Password.

3. Review eForm data for accuracy.

. . Wiew .
To view contract terms and conditions select * " next to Contract PDF under the File
Attachments section. (Note: Contract PDF files are available in PeopleSoft for 3 years.)

4. Select Recycle, Deny, Approve.

Favgrites | Main Menu > Additional Comp Faculty eForms > Addl Comp Facuity Home Page
Ausncres oy
Evaluate a AddiICmpFac eForm % GIDEON TAYLOR

Step 2 of 3 Review AddICmpFac Data

Please review the form data below. and decide whether to Approve it. Deny it. or Recycle it back to the originator.

Contract ID: 174 Employee Type: Lecturer
Empl ID- 0147325 Appointee Home Dept: 13020 Educstion Tech Literacy EDTL
Name: Suzanne S_ Fake
Email: addicmp@gmail.com Phone: 4£10/704-2000
Contract Amount- 2500.00 Contract Begin Date: 02/01/2015 End Date: 12/21/2015 Fiscal Year- 20186
. Assignment Description
Assignment Category: 3
Son: Cradit 'y aaching Non-credit Teaching for EDTL course
Estimated hours per week over a 30 day 2 00
period expected to work on this project: .
Appointing Department: 13020 Education Tech Literacy EDTL
Funding Department: 13020 Education Tech Literacy EDTL Ofant:
Job Code: E40345 Educator. Non-Credit Courses  AACcount: 502218
Payment Option: Nonthiy Pay Range Begin: 10/01/2015 Pay Range End: 01/21/2018
Payroll Type: Contingent Payroll Number of Pays: 4 Payment Amount: e2s5.00
SBudget Check Status: Mot Checked Budget Override

Please press the View Button to review the Contract Terms and Conditions.

View Descripticn Flis Name
1 Vieve Scoring Sheet Scoring_Sheet xisx =
2 WViews Contrac: FDF ADCM_CNTR_174_0147345.pdf -

Recycie Deny Approve

Your Comment:

Comment History:

= Ruth A Hipkins
— Ww=d. Aug 26 15. 10:13:52 AM
New non-cradit course

[ Recycle '
Select " i “to send the eForm back to the initiator for changes.

**please provide directions in the Comments section that will help the initiator make acceptable
changes**

[ Ben '
Select * _ " to permanently end eForm from processing. eform will be archived.

**please provide an explanation in the Comments section**

Approve .
Select “ to send eForm to the next approver for evaluation.

19
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Selecting recycle, deny, or approve will take you to the workflow screen.

Favovrites i MainvMenu > Additional Comg Faculty eForms >  Addl Comp Faculty Home Page

Authored by

Evaluate a AddICmpFac eForm §7 GIDEON TAYLOR

%) 3 of 3: Form Finalized

Thank you for your attention to this matter!

~ Appointee

ContractID: 132 Employee Type: Lecturer

Empl ID: 0147345 Appointee Home Dept: 13020  Education Tech Literacy EDTL
Name: Suzanne S. Fake

Email: addicmp@gmail.com Phone: 410/704-2000

You have just APPROVED this form. This action passed the form to Sub Division Approver for further

processing.
Process Visualizer
o
1: Hipkins,Ruth 2: Home 3: Home Sub 5: Appointing 7: Appointee
A. (RHIPKINS) Department Division Sub Division
Approver Approver Approver
(2 days
11 minutes)
2: Provost @: Human 10: Human 11: Payroll 12: Integration 13: System
Budget Cffice Resources - Resources - Office Broker
Empl Comp Cpersations

View This Form
Return

The Process Visualizer section outlines the eForm workflow.

- Check markindicates the eForm has been approved by that queue.
- Wavy arrow indicates an approval queue has been bypassed.

- Boxindicates the eForm is in that approval queue.

- Shaded queues are the remaining approval queues in workflow.

View This Form .
Select to go back to eForm and to view next approver.

Return

Select to return to the Additional Compensation Faculty Home Page.

20



View Next Approver

View This Form L .
1. Select from Step 3 of 3: Form Finalized screen (previous page).

Favovrib&s : Main 'Menu > Additional Com;l Faculty eForms > Addl Comp Faculty Home Page

The information below was gathered on the eForm. Choose Next to see the eForm's history.

~ Appointee

ContractID: 173 Employee Type: Lecturer
Empl ID: 0147345 Appointee Home Dept: 13020  Education Tech Literacy EDTL
Name: Suzanne S. Fake
Email: addicmp@gmail.com Phone: 410/704-2000
Contract Amount: 2500.00 Contract Begin Date: 09/01/2015 End Date: 12/31/2015 Fiscal Year: 2016
Assignment Description

Assignment Category:  Non Credit Teaching

Non-credit Teaching for EDTL course

Estimated hours per week over a 30 day 3.00
period expected to work on this project: ’

Appointing Department: 13020 Education Tech Literacy EDTL

Funding Department: 13020 Education Tech Literacy EDTL  Grant:

Job Code: E40345  Educator, Non-Credit Courses  Account: 502419

Payment Option: Monthly Pay Range Begin: 10/01/2015 Pay Range End: 01/31/2016
Payroll Type: Contingent Payroll Number of Pays: 4 Payment Amount: 625.00
Budget Check Status:  Not Checked [ Budget Override

Please press the View Button to review the Contract Terms and Conditions.

File Attachments
Upload View ' Description File Name
1. !7 Lpload we| } View | .Scoﬁng Sheet Scoring_Sheet xlsx [El]
2 [ Uppad, | [ View. | ContractPDF |ADCM_CNTR_175_0147345 pdf 'E||
Your Comment: |mmssRrevious | | Next == f
| <<Search |

Comment History:

** Ruth A. Hipkins
** \Wed. Aug 26 15, 11:40:29 AM
New non-credit course

Mext ==
2. Select " to view Form History.

(Select search button to return to the Evaluate an AddICmpFac eForm search screen.)
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Form History

The Form History Screen shows the Transaction/Signature Log, which includes the date and time the
action occurred, name of user, action taken and status of eForm.
. 5 .
3. Select Who can work this form’ to view next approver.

(Note: Everyone in the approval queue will receive an email notification from
HCMPRD@towson.edu)

Favaorites | Main Menu AddiﬁonalOomeFamltyeForms > Addl Comp Faculty Home Page

Authored by

View a AddICmpFac eForm #¥ GIDEON TAYLOR

Step 2 of 2: Form History

The History page shows everything that has happened to this eForm since its creation.
Form Information

eForm ID 178

Form Status Part Apprv

Form Type ADDLCMFFAC AddICmpFac Form
Condition DEFAULT Default

Next Approver TUWFSUBDIV_APR

Who can work this form? Form Messages

Process Visualizer

1 5: Appainang & OSPR 7: Appointse
A (RHOKNS) Department Ohision Sub Davision Approver
Appravar Approver Approver
3 howrs
38 minutee)
3: Frovost 3 Human 10: Human 11: Fayroil 12: Insagrasion 13: Sysi=m
Buggat Office Resources - R=s0urcss - omce Sroker
Emgl Comp Cparatiors
Current Dab;nmo : Role Name User ID User Description Action Status
1 08/26/2015 11:40:20AM TUWFINITIATOR RHIPKINS Ruth A_ Hipkins Submit Pending
2 08282015 3:10:04FM TUWFDEFT_AFR WIZER Dawvid R. Wizer Approve Part Apprv
Your Comment: [r=sg Previous 1* Next>=
\ << Search
Comment History:
“Ruth A kins
= Wed, Aug 26 15, 11:40:29 AM
New non-cradit coures
| ==Previous
Select ' to return to the eForm
| ==<Search
Select " to return to the Evaluate an AddICmpFac eForm screen.
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Evaluate eForm by Logging into PeopleSoft:

1. From myTU select PeopleSoft HCM.

TOWSON STUDENTS 3] FACULTY/STAFF 3]

UNIVERSITY. STUDENT APPS SIGN IN

Welcome to myTU
A hub for all Towson University faculty, staff and students

Latest News

What do you want to do today?

L] B =

Blackboard Webmail (Students) Outlook (Faculty/Staff)

TU named Maryland's best by
"Washington Monthly'

+
# femanm Publicetion honors greduste progrems, civic

COVID Response & Towson Online engegement, scedemic offerings end socisl mobility

Planning Services / PeopleSoft efforts

Additional Links

Directories

myTY (£3] &3

StudentApps Timesheets Peoplesoft HCM Celendsrs & Events

Mensge NetlD

Sslesforce

arg ﬁ] Information for Stucents
2. Login using TU NetID.
Secure Login

Faculty / 5taff Entry to PS Human Capital Management

MetlD:
Password: | Passward
Lagin

Manage My MetlD

3. Click on PeopleSoft Desktop Menu. Click on compass icon.

Igwgscl)'r\g v My Homepage A O\ H @ '

Perscnal Data Summary Peoplesoft Desktop Menu
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4. Select Additional Comp Faculty eForms.

. NavBar: Navigator n'

i Towson Mods >
Recent Places Department Self Service >
Manage GT eForms >
LB FEIETIED Additional Comp Faculty eForms >
Self Service > |
¢
Mavigator
VWorkforce Administration >
-
.- VWorkforce Development >
Peoplesoft
Desktop M
Ssktop Menu Organizational Development >
Set Up HCM >

5. Select Addl Comp Faculty Home Page.

_I NavBar: Navigator a

- | & ‘ Additional Comp Facult... | & |

. Addl Comp Faculty Home Page

Evaluator’s Home Page

Favorites | Main Menu > Additional Comp Faculty eForms >  Addl Comp Faculty Home Page

Additional Compensation Faculty Home Page

Evaluate an Additional Compensation Faculty eForm
Ewvaluate an Additional Compensation Faculty eForm to continue through the approval
routs

“iew an Additional Compensation Faculty eForm

a Wisw a recently submitted Additional Compensation Faculty eForm, including
information about itz handling so far. Additional Compensation Faculty eForms
submitted in the a2t month are listed here. Thiz is & read-only view.

6. Select the Evaluate...option to review and recycle, deny, or approve an Additional
Compensation eForm.
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Section 3: Appointees

Appointees will receive an auto generated email notification from HCMPRD@towson.edu when an
Additional Compensation eForm enters their approval queue.

Appointees can access the eForm via the email notification (example email below) or by logging into
PeopleSoft (page 30).

Using the email notification:

1. Click on “Click Here” in the email.

2. Enter User ID and Password.

Next ==
3. Check “Agree to accept Online” and select

The appointee may opt out of the electronic process. However, the Provost Office strongly
encourages online acceptance of Additional Compensation Faculty eForms. If the appointee
does not agree to accept the contract in electronic form, the department must generate a
paper contract and obtain the appropriate signatures. Please contact the department’s
administrative assistant for assistance.

Favovrites i Main'Menu > Additional Comg Faculty eForms > Addl Comp Faculty Home Page

Authcred by

Evaluate a AddICmpFac eForm B3 GIDEON TAYLOR

Step 1 of 3: Appointee Online Acceptance

Please review the Contract data below and decide whether to Approve it or Deny it.

ContractID: 1723 Employee Type: Lecturer

Empl ID: 0147345 Appointee Home Dept: 13020 Education Tech Literacy EDTL
Name: Suzanne S. Fake

Email: addicmp@gmail.com Phone: 410/704-2000

Please check the Agree to Accept Online box and click the Next button to review and accept your contract
or check the Opt out Online acceptance box and contact your department to process your contract in paper
form.

Online Contract Acceptance?

| agree to accept this contract in electronic form, in accordance with
Agree to accept Online Maryland Uniform Electronic Transaction Act.

I do not agree to accept this contract in electronic form. | have the right to

[] Opt out Online acceptance enter into this agreement in paper form.

Next ==



mailto:HCMPRD@towson.edu

4. Review eForm data for accuracy.

View
To view contract terms and conditions select |—| next to Contract PDF under the File
Attachments section.

Favgﬁh&s { Main 'Menu > Additional Compl Faculty eForms > Addl Comp Faculty Home Page

Authored by

Evaluate a AddICmpFac eForm B GIDEON TAYLOR

Step 2 of 3: Review AddICmpFac Data

Please review the Contract data below and decide whether to Approve it or Deny it.

ContractID: 173 Employee Type: Lecturer

Empl ID: 0147345 Appointee Home Dept: 13020  Education Tech Literacy EDTL

Name: Suzanne S. Fake

Email: addicmp@amail.com Phone: 410/704-2000

Contract Data

Contract Amount: 2500.00 Contract Begin Date: 09/01/2015 End Date: 12/31/2015 Fiscal Year: 2016

Assignment Description
Non-credit Teaching for EDTL course

Assignment Category:  Non Credit Teaching

Estimated hours per week over a 30 day 3.00
period expected to work on this project: :

Appointing Department: 13020 Education Tech Literacy EDTL

Funding Department: 13020 Education Tech Literacy EDTL ~ Grant:

Payment Option: Monthly Pay Range Begin: 10/01/2015 Pay Range End: 01/31/2016

Payroll Type: Contingent Payroll Number of Pays: 4 Payment Amount: 625.00

Please press the View Button to review the Contract Terms and Conditions.

Upload View Description File Name _ l
1| | Upload. | || Miew. | Scoring Sheet Scoring_Sheet xisx = ‘
2| [ Upload. | | View. | |Contract PDF ADCM_CNTR_175_0147345 pdf E]i
| Deny || Approve
Your Comment:
5. Select Deny or Approve.
| Deny | . . . iy
Select " to permanently end eForm from processing. eForm will be archived. Initiator
will be notified.
**please provide an explanation in the Comment section**
~ Aoprove .
Select " to send eForm to the next approver for evaluation.
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Selecting deny or approve will take you to the workflow screen.

Favovrit&c ¢ Main Menu > Additional Comg Faculty eForms >  Addl Comp Faculty Home Page

Authored by

Evaluate a AddiICmpFac eForm §% GIDEON TAYLOR

Step 3 of 3: Form Finalized

Thank you for your attention to this matter!

ContractID: 1738 Employee Type: Lecturer

Empl ID: 0147345 Appointee Home Dept: 13020  Education Tech Literacy EDTL
Name: Suzanne S. Fake

Email: addlcmp@gmail.com Phone: 410/704-2000

~ Form Status

You have just APPROVED this form. This action passed the form to Provost Budget Office for further
processing.

L7
1: Hipkins,Ruth 3: Home Sub 4: Appointing 5: Appointing 7: Appointee
A (RHIPKINS) Division Department Sub Division (5 minutes)
Approver Approver Approver
(2 days (12 days
3 hours 17 hours
38 minutes) 32 minutes})
©: Human 10: Human 11: Payroll 12: Integration 13: System
Resources - Resources - Office Sroker
Empi Comp Cperations

View This Form
Return

The Process Visualizer section outlines the eForm workflow.

- Check markindicates the eForm has been approved by that queue.
- Wavy arrow indicates an approval queue has been bypassed.

- Boxindicates the eForm is in that approval queue.

- Shaded queues are the remaining approval queues in workflow.

View This Form
to go back to eForm and to see next approver

Return

to return to the Additional Compensation Faculty Home Page
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View Next Approver

View This Form L .
6. Select from Step 3 of 3: Form Finalized screen (previous page).

Faw:lrih&s H Main'Menu > Additional Coma Faculty eForms >  Addl Comp Faculty Home Page

Authored by

View a AddICmpFac eForm §7 GIDEON TAYLOR

Step 1 of 2: View AddICmpFac Data

The information below was gathered on the eForm. Choose Next to see the eForm's history.

~ Appointee

ContractID: 173 Employee Type: Lecturer

Empl ID: 0147345 Appointee Home Dept: 13020  Education Tech Literacy EDTL

Name: Suzanne S. Fake

Email: addicmp@gmail.com Phone: 410/704-2000

Contract Amount: 2500.00 Contract Begin Date:  09/01/2015 End Date: 12/31/2015 Fiscal Year: 2016
Assignment Description

Assignment Category:  Nop Credit Teaching

Non-credit Teaching for EDTL course

Estimated hours per week over a 30 day 3.00
period expected to work on this project: :

Appointing Department: 13020 Education Tech Literacy EDTL

Funding Department: 13020  Education Tech Literacy EDTL  Grant:

Job Code: E40345  Educator, Non-Credit Courses Account: 502419

Payment Option: Monthly Pay Range Begin: 10/01/2015 Pay Range End: 01/31/2016
Payroll Type: Contingent Payroll Number of Pays: 4 Payment Amount: 625.00
Budget Check Status:  Not Checked [ Budget Override

Please press the View Button to review the Contract Terms and Conditions.

File Attachments
| Upload View Description ; File Name |
1 | Lpload. | || View | Scoring Sheet Scoring_Sheet xisx EI.
2| [ Upload..| |- Miew.| |ContractPDF ADCM_CNTR_178_0147345 pdf El]
| Add File Attachment |
[z Previous | | Next =>
[ <<search |
MNext ==
7. Select " to view Form History.

(Select search button to return to the Evaluate an AddICmpFac eForm search screen.)
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Form History

The Form History Screen shows the Transaction/Signature Log, which includes the date and time the
action occurred, name of user, action taken and status of eForm.

Who can work this form?

8. Select to view next approver.
(Note: Everyone in the approval queue will receive an email notification from
HCMPRD@towson.edu.)

Current Form Worklist items

== Previous ]

Select [ to return to eForm.

seann

Select to return to the Evaluate an AddICmpFac eForm screen.
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Appointee Evaluate eForm by Logging into PeopleSoft

1. From myTU select PeopleSoft HCM.

TOWSON STUDENTS 3] FACULTY/STAFF 3]
myQU

STUDENT APPS SIGN IN

UNIVERSITY.

Welcome to myTU

A hub for all Towson University faculty, staff and students

Latest News

What do you want to do today?

L] B =

Blackboard Webmail (Students) Outlook (Faculty/Staff)

TU named Maryland's best by
"Washington Monthly'

+
# femanm Publicetion honors greduste progrems, civic

COVID Response & Towson Online engegement, scedemic offerings end socisl mobility

Planning Services / PeopleSoft efforts

Additional Links

Directories

myTU (‘:’) {oqo}cﬁ

StudentApps Timesheets Peoplesoft HCM Cslendsrs & Events

Mensge NetlD

Sslesforce

arg ﬁ] Information for Stucents
2. Log in using TU NetID.
Secure Login

Faculty / 5taff Entry to PS Human Capital Management

MetlD:

Password: | Passward

Lagin

Manage My MetlD

3. Click on PeopleSoft Desktop Menu. Click on compass icon.

[y fieon ~My Homepage @ Qi '

Perscnal Data Summary Peoplesoft Desktop Menu
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4. Select Additional Comp Faculty eForms.

. NavBar: Navigator n

i Towson Mods >
Recent Places Department Self Service >
Manage GT eForms >
LB FEIETIED Additional Comp Faculty eForms >
Self Service > |
¢
Mavigator
VWorkforce Administration >
-
.- VWorkforce Development >
Peoplesoft
Desktop M
Ssktop Menu Organizational Development >
Set Up HCM >

5. Select Addl Comp Faculty Home Page.

I NavBar: Navigator #

= | @ ‘ Additional Comp Facult... | & |

S E Addl Comp Faculty Home Page

Appointee’s Home Page

Favorites | Main Menu > Additional Comp Faculty eForms >  Addl Comp Faculty Home Page

Additional Compensation Faculty Home Page

Evaluate an Additional Compensation Faculty eForm
Evaluate an Additional Compensation Faculty eFormm to continue through the approval
route

View an Additional Compensation Faculty eForm

% “Wiew a recently submitted Additicnal Compensation Faculty eForm, including
information about itz handling so far. Additional Compensation Faculty eForms
submitted in the last month are listed here. This iz & read-only view.

6. Select the Evaluate...option to review and deny or approve an Additional
Compensation eForm.
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Section 4: View an Additional Comp Faculty eForm from the Home Page

All users can view an eform from the Hope Page.

1. Select View...option from the Home Page

Favorites Main Menu > Additional Comp Faculty eForms > Addl Comp Faculty Home Page

Additional Compensation Faculty Home Page

View an Additional Compensation Faculty eForm
“ Yiew a recently submitted Additional Compensation Faculty eForm, including

information about itz handling so far. Additional Compenszation Faculty eForms
submitted in the last month are listed here. This is a read-only view.

L Search |
2. Enter search criteria(s) or select

Favg_rites Ma'lnvrt-'lenu >  Addibdonal CGI'I'IEFEIG.IH.’!," eForms > Addl Comp Faculty Home Page

button to view list of eForms.

View a AddICmpFac eForm

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

Find an Existing Value

~ Search Criteria

Contract ID: begins with ||

Workflow Form 5tﬂtus:| = V| | v|
Empl 1D: begins with ~ || s}

Last Name: begins with ||

First Name: begins with ||

Department: begins with || (&}

Fiscal Year: = ~| |

Search | Clear | Basic Search [E] Save Search Criteria

Search Results

QMWM Status|Emp! ID [Last Name|First Name|Middie Name|Department|Description

164 On Hold 0147426 Fake Steven 1 13020 Education Tech Literacy EDTL
169 On Hold 0147345 Fake Suzanne Sandra 13020 Education Tech Literacy EDTL
174 On Hold 0147345 Fake Suzanne Sandra 13020 Education Tech Literacy EDTL

Note: Search results can be sorted by clicking on any column heading.
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Additional Comp Faculty eForm

Favoeites | Main Menu » A:Hiﬁonal&lngFauﬂtyeFotms > Addl Comp Faculty Home Page

Authoead by

View a AddICmpFac eForm ¥ GIDEON TAYLOR

Step 1 of 2: View AddICmpFac Data

The information below was gathered on the eForm. Choose Next to see the eForm’s history.

Contract ID: 173 Employee Type: Lecturer
Empl ID: 0147345 Appointee Home Dept: 13020  Education Tech Literacy EDTL
Name: Suzanne S. Fake
Email: addlcmp@gmail.com Phone: 410/704-2000
Contract Amount: 2500.00 Contract Begin Date:  09/01/2015 End Date: 12/31/2015 Fiscal Year: 2016
g Assignment Description
Assignment Category: .
- Y- Non Credit Teaching [Non-credit Teaching for EDTL course

Estimated hours per week over a 30 day 2.00
period expected to work on this project: :

Appointing Department: 13020 Education Tech Literacy EDTL

Funding Department: 13020 Education Tech Literacy EDTL Grant:

Job Code: E40345  Educator, Non-Credit Courses  Account: 502419

Payment Option: Monthly Pay Range Begin: 10/01/2015 Pay Range End: 01/31/2018
Payroll Type: Contingent Payroll Number of Pays: 4 Payment Amount: 625.00
Budget Check Status:  Not Checked |1 Budget Override

Please press the View Button to review the Contract Terms and Conditions.

File Attachments

Uplosd View Description Fils Name
1 | Apigad | | Miew | Scoring Sheet Scoring_Sheet xdsx =
2 | Upo=s | | Miew | ContractPOF ADCM_CNTR_175_0147345.pdf -
Your Comment: [ g2 Rravious oo | [ Next®so |
| <<Search |

Comment History:

“Rulh A Higkins

= Wed, Aug 26 15, 11:40:29 AM

New npon-Ccradit course

 Next==
3. Select " to view Form History.

(Select search button to return to the View an AddICmpFac eForm screen.)



Section 5: Contract Cancellations/Adjustments

Contracts can be cancelled or adjusted by the Provost Budget Office only after an eForm has been
“Executed” (approved by Payroll Office). Contract amounts can be reduced only. If a contract amount
needs to be increased, another eForm should be submitted.

1. Complete the Additional Compensation Cancellation Form available on the PBO website.
2. Email the cancellation form to PBO@towson.edu
3. PBO will cancel or adjust the eForm in PeopleSoft.

Viewing a cancelled or adjusted eForm

If an eForm is cancelled, the WorkFlow Form Status will be “Cancelled” and “Pay Adjust” if the contract
amount was reduced.

Search I Clear IBasic Search [E) Save Search Criteria

Search Results

\ Al F El 1-12of1z [ Last

act 1D |Workflow Form Status |Empl ID |Last Name |First Name |Middle Name | Department | Description scal Year

178 Pay Adjust 0147345 Fake Suranne Sandra 13020 Education Tech Literacy EDTL 2016
181 Part Apprv 0147345 Fake SuFanne Sandra 13020 Education Tech Literacy EDTL 2016
182 Cancelled 0147345 Fake Suranne Sandra 13020 Education Tech Literacy EDTL 2016

The contract cancellation/adjustment information is embedded in the eForm.

Favornes Main Menu > Additional Comg Faculty eForms >  Addl Comp Faculty Home Page
- Acenoreg oy
View a AddIiICmpFac eForm ¥ GIDEON TAYLOR

Step 1 of 2: View AddIiCmpFac Data

The information below was gathered on the eForm. Choose Next to see the eForm’s history

ContractiD: 172 Employee Type: Lecturer

Empl ID: 0147345 Appointee Home Dept: 13020 Education Tech Literacy EDTL

Name:- Suzann= S. Fake

Email: addicmp@gmail.com Phone: £10/704-2000
Contract Amount: 2500.00 Contract Begin Date: 02/0%/2015 End Date: 12/2%/2015 Fiscal Year- 20186

: Assignment Description
Assignment Category: i r
POt Crad Jaschang Non-credit Teaching for EDTL course

Estimated hours per week over a 30 day 3,00
period expected to work on this project: <
Appointing Department 13020 Education Tech Literacy EDTL
Funding Department: 13020 Education Tech Literscy EDTL  Grant
Job Code: E40345 Educator. Non-Credit Courses  Account: 502419
Payment Option: Nonthly Pay Range Begin: 10/01/2015 Pay Range End: 01/21/2018
Payroll Type: Contingent Payroll Number of Pays: 2 Payment Amount: &25.00
Budget Check Status: Not Checked [ Budget Override

Contract Adjustment’Canceilaton

Contract Amount $2500.00 Adj Contract A L = $-500.00 Contract Adjustment Balance: $2000.00

Contract Adjustment Code: Fartial Pay Adjustment

R » for Adju S Reduction in contact hours.

Pay Period End Date:  01/31/2018 New Pay End Date: 01/31/2015

Please press the View Button to review the Contract Terms and Conditions.

¢t

Uplosa View Description Flle Mame

1 ] = Viewe Scoring Sheet Scoring_Sheet xdsx

2 L o Viewe Contract PDF ADCM_CNTR_178_0147345.pdf =
Your Comment:- s=Frevious Next =>
[ << Search

Comment History:

| = Ruth A_ Hipkins
| =" Wed, Aug 26 15, 11:40:29 AM
| New non-cradit course
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Section 6: Tools & Resources

Queries
From the PeopleSoft Main Menu

1. Select Reporting Tools > Query > Query Viewer

2. Enter TU_DEPT and click on ﬂl

Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
xsearCh By [Ouery Name VI begins with TU_DEPT
Search Advanced Search

Search Results

*Folder View | — All Folders — v|

Personalize | Find | View Al | B | 88 First Bl 4 or 1 B Los
Runto |Runto |Runto Add o
HTML |Excel |xmL |Schedule /b orites

Owner |Folder
TU_DEPT_ADCM_CNTRCT_DATA Dept Addl Comp Contract Data Public HTML Excel XML  Schedule Favorite

Workflow Form Status

Workflow Form

Status Description

Authorized N/A

Denied eForm has been denied and archived

Executed eForm has been approved by the Payroll Office

Fully Cancelled eForm has been fully cancelled by the PBO

In Error N/A

On Hold eForm has been saved by the initiator and is in initiator's queue
Partially Approved eForm is in the approval workflow

Pay Adjusted eForm contract amount has been reduced

Pending eForm has been submitted by initiator and is pending department approval
Signed N/A

Withdrawn eForm has been withdrawn and archived
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ADDITIONAL COMPENSATION FACULTY eFORM WORKFLOW

‘.-"[ CONTRACT INITIATOR ]-‘.
l For aoodemic departments Dept Head = Chalr and
}l, BUDGET CHECK f Sphdivision Heod = Dean

Regeded eformes ore rorted bod o the fmtfotor
for ovrections and resubmision

Recycle

Recyclal

9/11/2015 5016 AM
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