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Agenda
 Hiring Temp Faculty in Page-up

Things to check before submitting offer cards

Offer card user guide updates

 Page-up workflow and how to check the status

 Deadlines, Reminders, and Training

 Dates for Appointments: 2024/25 AY

 The Effective Date & The Sequence No.

 Adding a New Row Vs. Adding a New Value

 Making Changes to Fall Contract for Spring Contract

 Starting a New Contract for Spring 2025

 College Analyst Level Processing Notes

 Temp Faculty Contract Components

 GSI and SSI

 Temp Faculty Evaluations, 3-year, and Range Elevation 

 Onboarding for Temp Faculty

 Miscellaneous Items

 Helpful Links and 2024 Salary Schedule



Hiring Temp Faculty in Page Up
 All approved 2024-25 AY Lecturer Pools have been posted on Sac State career website.  If your 

department/program has not posted one yet, contact Carol (carol.wang@csus.edu) ASAP

 All lecturers (new and existing) are being asked to submit their application once per academic year to remain 
in the pool – except: Unconditional Full-Time 3-Year, Part-Time 3-Year lecturers in Year 1 of 3 and Year 2 of 3

 Submit an offer card for the following groups –

1. All new hires 

2. Faculty returning with break in service over 12 months (separated prior to the Fall 2023 – Spring & Summer 
2023 or even earlier). 

3. Current lecturers from another department on campus 

4. Retired faculty returning to teach within the last 12 months – please contact OFA first 

 Refresh of pool will happen annually in Spring semester after the census date.  Department can hire a lecturer 
from the pool during the academic year at anytime.

 No change in posting details for Spring semester.  Contact OFA if your department has specific needs.

 All user guides are available here:

https://www.csus.edu/administration-business-affairs/human-resources/employment-services/chrs-
recruiting/chrs-training.html

https://careers.csus.edu/en-us/filter/?job-mail-subscribe-privacy=agree&search-keyword=&work-type=instructional%20faculty%20-%20temporary%2flecturer&category=part%20time
mailto:carol.wang@csus.edu
https://www.csus.edu/administration-business-affairs/human-resources/employment-services/chrs-recruiting/chrs-training.html


Things to Check Before Submitting Offer Cards

 Before the department chair approves an offer card, please check all required documents 
according to the job posting are included in the application.  Applicants can 
update/change the documents through their applicant portal. Click “Applicant Login” to update 

or correct an existing application 
for this academic year, not prior.

Click “Apply now” to submit an 
application for this academic year



Things to Check Before Submitting Offer Cards
 New applicants, faculty returning with break in service over 12 months, current lecturers from 

another department, and retired faculty returning to teach within the last 12 months, should select 
– No, I am new or did not teach last AY.

 Please check the highest degree awarded date is listed in the transcript (the degree 
matches with the application)

EX: Can’t be accepted:



Offer Card User Guide Updates
Position Details

 Start date: 01/15/2025
 FTE: 1.0
 Hours Per Week: 40

 Concurrent Hire: 
Yes: This new hire currently works at 
Sac State in another capacity.
No: This new hire currently does NOT 
work at Sac State.

 Rehired Annuitant: 
Yes: This new hire retired from a 
CalPERS agency, and will start 
working at Sac State.
No: Never retired from a CalPERS 
agency.

Please enter 1.0 for FTE and 40 
for Hours Per Week regardless of 
their actual workload.

Select Yes: If this new hire already works on campus 
in another capacity.

Select Yes: If this new hire is a Rehired Annuitant –
retired from a CalPERS agency.



Page-Up Temp Faculty Hiring Workflow –
Department’s responsibilities are highlighted in yellow

 In Pool – New Applicant: New applicants, former Sac State faculty with break in service over 
12 months (for Spring 2025, last semester worked at Sac State was Spring 2023 or prior), 
current Sac State lecturers from another department, and retired faculty returning to teach 
within 12 Months

 In Pool – Existing Lecturer: Taught at your department either one or both semesters in 2023-
24 AY

 Not Qualified for Pool: Department Chair or Search Committee’s decision

 Courses Accepted – Initiate New Hire Request: After the department chair approves, OFA will 
review and approve the offer.

 Offer in Applicant Portal: A Welcome email is sent to the applicant. They need to accept the 
offer and complete the welcome forms in the applicant portal.

 Offer Accepted – Form not Complete: Applicant is still working on it, and please follow up as 
needed.

 Offer Accepted – Welcome Form Complete: Page-up exports the personal data to CMS ONLY
once a day at 3:30PM and OFA will generate/update their employee ID and personal profile in 
CMS within 1-2 business days.



Page-Up Temp Faculty Hiring Workflow –
Department’s responsibilities are highlighted in yellow

 Accurate Background – Background Check Initiated: OFA sends out background check 
notice to the applicant and another email to the department staff with the employee ID.  
Departments can assign classes to the new hires and generate their contracts as well as 
provide them the employee ID.

 Accurate Background – Background Check Pending: Yes, please wait… it might take only 
few days or a while, it depends on which court that Accurate needs to get the information 
from. 

 Accurate Background Check – Results Available: OFA reviews the results

 Accurate Background – Background Check Unsuccessful: OFA will contact your department 
right away

 Hired – New Lecturer: FOR OFA USE ONLY! 
 Hired – Existing Lecturer – Departments update the status

 Pool Closed – Not Hired – Departments update this status after the Spring hiring is 
completed.



How to check the hiring status in Page-Up
After Dept. Chair approved the offer card

 1. From the application list  2. From the application – History tab



Check Your Knowledge – Zoom Poll 

 1. For Spring 2025, you need to submit an offer card for a 
lecturer who taught at your department in

A. Fall 2024

B. Spring 2024

C. Fall 2023

D. Spring 2023

2023-24 AY



Check Your Knowledge – Zoom Poll 

 2. Which of the following individuals should be considered as a new 
applicant to your department’s lecturer pool?

A. A person who has never worked at Sac State

B. A lecturer is currently teaching in another department at Sac State

C. A Professor who finished FERPing from your department in Fall 2024 
and intends to return to teach as a lecturer in Spring 2025.

D. All of the above.



Check Your Knowledge – Zoom Poll 

 3. Which transcript will be accepted – A or B

A:

B: 



Deadlines, Reminders, and Training Resources 
 Spring 2025 Temp Faculty Contract Module has been open.

 The following contracts are to be entered into Temp Faculty Module in CMS:

 1 semester & 1 year appointments (AY appointment)

 3 year appointments - less than full-time (entitlement is less than 30 WTUs)

 Temporary Faculty contracts 

 approve in CMS at Dean’s Office level and load to Payroll by FRIDAY, January 17, 2025

 Training Resources for contract preparation & generation:

 Office Hours (12/5/2024 – 2/4/2025) OFA Zoom Link : 

December 2024: 12/5 (Thu), 12/9 (Mon), 12/10 (Tue) – 1PM to 2:30PM

January 2025 and 2/4/2025: Tuesdays from 10:30AM to 12:00PM

 Temp Faculty Hiring Toolkit and step-by-step instructions (text, PDF, and video demo) on OFA page: 
https://www.csus.edu/academic-affairs/faculty-affairs/internal/temporary-faculty-hiring.html

https://csus.zoom.us/j/81376320181
https://www.csus.edu/academic-affairs/faculty-affairs/internal/temporary-faculty-hiring.html


Dates for Appointments: 2024/25 AY
Please search for an existing Fall 2024 contract first, before you start generating a new one for Spring.

 Contract Desc: Last Name/First Name Initial/Dept/Academic Year

EX: MOUSE M THEA 2024/25

 Spring 2025 Term: 2253

225 -2025, 3 – Spring semester, (8 – Fall semester)

 1-Semester Appointments

Spring Only – S1: 01/15/2025 – 05/21/2025

 1-Academic Year appointment

Same WTUs/time base as Fall: 08/21/2024 – 05/21/2025

Change in WTUs/time base from Fall: 01/15/2025 – 05/21/2025

 3-Year appointment dates

Same WTUs/time base as Fall: 08/21/2024 – 05/21/2025

Change in WTUs/time base from Fall: 01/15/2025 – 05/21/2025

 Multiple term end dates (for 3-Year appointments ONLY):

New 3YR Year 1 of 3: 05/26/2027

Year 2 of 3: 05/27/2026 

Year 3 of 3: 05/21/2025



The Effective Date & The Sequence No.
 Sequence Number: References the order of operation for a single action or 

multiple actions occurring on the same effective date.

 Generating Spring contracts for AY and 3Y – use this roadmap to decide if you 
need to increase the sequence number

With a Fall 
Appointment       

(AY or 3Y)

Same WTUs/Time Base 
as Fall

Add a row – the 
effective date is 

8/21/2024. Increase 
the sequence (+1)

Add a row - the 
effective date is 

01/15/2025 –
sequence number 

defaults to 0
Add a new value – the 

effective date is 
01/15/2025, start 
generating a new 

contract for Spring 2025 
– sequence number 

defaults to 0

YES

YES

No

No



Adding a New Row VS. Adding a New Value

 If there is an existing contract from Fall (term 2248), add a new row (+) on that 
contract to enter the spring information.

 If there is NO existing contract from Fall, add a new value to create a new 
contract for the spring information.

Click “Term” to sort the list to 
have the 2248 on top

Make sure you select the “Approved” 
one from Fall (2248)

Click “+” to add a row for the Spring 
contract



Making changes to Fall contract for Spring contract
AY/3Y – If the WTU is the same, keep the same effective 
date and increase the effective sequence +1.

AY/3Y – If the WTU is different, change the effective date 
to 01/15/2025 and start the effective sequence at 0.

Click the “+” to add a row.

Click “View All” to see the 
previous page and verify the 
data.

Change the status to “inactive”

Change the term to 
“2253”

Always double check the “SalPlan/Grd”, 
“Comp Rate”, and “Total WTU” After you 
add a row.  Data might be changed by the 
system.

Change the end date to 
5/21/2025 for semester 
contract



Making changes to Fall contract for Spring contract

Double check “SalGrd”, “Term”, “Comp Rate”, and 
“Total WTU”

Check “Print” and 
enter “OF1”



Making changes to Fall contract for Spring contract
AY/3Y – If the WTU is the same, keep the same effective 
date and increase the effective sequence +1.

AY/3Y – If the WTU is different, change the effective date 
to 01/15/2025 and start the effective sequence at 0.

Click the “+” to add a row.

Click “View All” too see the 
previous page and verify the 
data.

Change the status to “inactive”

Change the term to 
“2253”

Notes to the College Analysts: 
When you add a row to 
change the contract status to 
active or approved, ALWAYS
double check the SalPlan/Grd
and Comp Rate are correct.  
Click “View All” on top to 
verify the data before you 
save.

Enter notes here salary and/or grade changes, 
range elevation, contract updates or correction Always double check the “SalPlan/Grd”, 

“Comp Rate”, and “Total WTU” After you 
add a row.  Data might be changed by the 
system.

Change the end date to 
5/21/2025 for semester 
contract

Click save when you complete all tabs of this 
contract.



Starting A New Contract for Spring 2025

First thing to do –
CHANGE Eff Date to 
01/15/2025 and status 
to Inactive

START the Sequence # at 0. Increase 
the number for the next row with 
the same eff date – 01/15/2025

Enter Entitlement for AY
and 3Y Contract

Use this “+” to add a row for 
updates or corrections

Last Name F DEPT 2024/25

05/21/2025 for all contract types 

Only for 3Y Appt.

Year 1 of 3: 05/26/2027

Year 2 of 3: 05/27/2026

Year 3 of 3: 05/21/2025

001 – AY

006 – Semester

014 – Year 1 of 3

015 – Year 2 of 3

016 – Year 3 of 3

Select the correct position 
number

Enter 2253

Enter notes here salary and/or grade changes, 
range elevation, contract updates or 
correction

Enter approved salary 
and WTU

2 = A
3 = B
4 = C
5 = D

Notes to the College Analysts: 
When you add a row to 
change the contract status to 
active or approved, ALWAYS
double check the SalPlan/Grd
and Comp Rate are correct.  
Click “View All” on top to 
verify the data before you 
save.

Click save when you complete all tabs of this 
contract.



Starting A New Contract for Spring 2025

Double check “SalGrd”, “Term”, “Comp Rate”, and 
“Total WTU”

Check “Print” and 
enter “OF1”



College Analyst Level Processing Notes

Contract Type
Change in 
WTUs/time base? Effective Date

Contract 
Status

Academic Year No Change Fall date Approved

Academic Year WTU/time base 
Change Spring date Active

3-year No Change Fall date Approved

3-year WTU/time base 
Change Spring date Active

Semester (had 
FA2024 appt) No Change Spring date Active

Semester (had 
FA2024 appt)

WTU/time base 
Change Spring date Active

Semester New Spring date Active

 When College is reviewing Spring contracts, pay attention to the below on the 
Temp Faculty Approval.  Departments should use “Inactive” status ONLY.



Check Your Knowledge – Zoom Poll

4. Your department just hired a new lecturer who will start 
teaching this Spring semester.  What type of contract are 
you going to generate and what is the effective date of this 
contract?

a) An AY contract, effective date is 08/21/2024

b) An AY contract, effective date is 01/15/2025

c) A semester contract, effective date is 01/15/2025



Check Your Knowledge – Zoom Poll

 5. Do you need to change the effective date to 1/15/2025 
and change the sequence number to 0 for an AY lecturer 
who taught 6 WTUs in Fall 2024 and will be teaching 12 
WTUs in Spring 2025? 

– Yes or No



Contact information

General terms and conditions of 
employment including background 

check policy and enrollment 
contingencies

Salary, Rank, Units, and 
Appointment Type & Duration

Endorsement and certifications 



Terms on the contract VS when you generate the contract

 Appt Level: Lecturer AY – Salary Grade (Rank) – Sal Plan/Grd

 Contract Type: Semester, AY, or 3 Years

 Units: Total WTU (Weighted Teaching Unit) 

 Fraction: Units (total WTU)/15, 15 WTU is the full-time workload

 Base Pay: Compensation Rate at the full-time workload

 Monthly Salary: Base Pay x Fraction

 Term Salary: Monthly Salary x 6, Lecturers receive 6 pay checks per semester – please see faculty pay 
distribution schedule. If you have any questions, please contact your payroll technician.

https://www.csus.edu/administration-business-affairs/human-
resources/payroll/_internal/_documents/academic-pay-distribution-24-25.pdf

Entitlement: https://www.csus.edu/academic-affairs/faculty-affairs/internal/entitlement.html

https://www.csus.edu/administration-business-affairs/human-resources/payroll/_internal/_documents/academic-pay-distribution-24-25.pdf
https://www.csus.edu/academic-affairs/faculty-affairs/internal/entitlement.html


Temp Faculty Appointment Notification Check-
boxes

 If either box is checked, please consult with the faculty and/or college to be 
sure this faculty member is not going over 100% total workload (15 WTUs)

 MPP (Management Personnel Plan)/HEERA (Higher Education Employee 
Relations Act) Manager cannot be compensated for teaching

 Changes to the employment at other CSUs can impact retirement 
compensation.  If there is a change to this information, faculty should check 
with Payroll.



Retired Annuitants

 If box is checked or if you know the employee is a rehired annuitant, be sure the 
employment is not exceeding 50% of their time base in the year preceding their 
retirement including all CalPERS affiliated work (CCE, Sponsored Programs, etc.)

 Temporary Faculty retired from CalPERS (a CSU or other state agency):

 Contact OFA AND Payroll if the CalPERS statement is checked

 Must track WTUs to ensure compliance with CalPERS’ Post Retirement Employment limits

OFA Website: https://www.csus.edu/academic-affairs/faculty-affairs/internal/rehired-
annuitants.html

https://www.csus.edu/academic-affairs/faculty-affairs/internal/rehired-annuitants.html


GSI – 5%

 Effective 07/01/2024 – All adjustments for Fall 2024 have been processed in CMS. 
Department should make sure the new salary is updated to the contract module.  
You may have to input the new salary manually. 

 Returning lecturers with Spring 2025 appointment ONLY –

 Lecturers who worked in Fall 2023 and/or Spring 2024, but did not have an appointment 
for Fall 2024, should receive the 5% GSI or the minimum of their range based on the 
salary schedule effective July 1, 2024. 

 Department Staff - Please send a list of these lecturers along with their base pay rates 
including the 5% GSI to your college analyst for review before generating their contracts. 

 College Analysts – after your review, please send the list to OFA (facultyaffairs@csus.edu) 
to confirm their pay rate.

mailto:facultyaffairs@csus.edu


SSI – 2.65%

 SSI was added to the Fall 2024 base pay in October 2024.  Department 
should make sure the new salary is updated to the contract module.  You 
may have to enter the new salary manually.

 OFA will enter the SSI for Spring only eligible lecturers after the census 
date.  If you have questions regarding the base pay, please contact your 
college and/or OFA.



Temp Faculty Lecturer Evaluations, 3-
year, and Range Elevation

 Evaluations for periodic review, Range Elevation, and new 3-year 
appointments should continue to be done electronically.

 3-year Appointment process staying the same. Departments may post an 
electronic eligibility list on a department webpage as long as their lectures 
are notified of this.- https://www.csus.edu/academic-affairs/faculty-
affairs/internal/three-year-appointment.html

 2024/25 Range Elevation – https://www.csus.edu/academic-affairs/faculty-
affairs/internal/range-elevation.html

OFA will be sending out FTAS faculty in February.

https://www.csus.edu/academic-affairs/faculty-affairs/internal/three-year-appointment.html
https://www.csus.edu/academic-affairs/faculty-affairs/internal/range-elevation.html


Onboarding for Temp Faculty

Items covered by OFA 
Onboarding Process:

 New Hire Paperwork

 Parking information

 OneCard information

 SacLink and Email Set-up

 Assorted campus resources via self 
enrolled Lecturer CANVAS course

Items NOT covered by OFA:

 Providing of Employee ID

 SacLink and Email Set-up Reminder

 Textbooks and office keys

 Appointment notification

 Course assignments and CANVAS

 Employment Services offers several 
group I-9 and onboarding paperwork 
sessions during the first week of the 
semester. New hires, departments, and 
colleges will receive a separate email 
with the schedule and additional 
details.



Miscellaneous Items
 Conditions of Appointment and Benefit Handout is available here: 

https://www.csus.edu/academic-affairs/faculty-affairs/internal/temporary-faculty-
hiring.html

 Faculty with AY contract, but who end up getting no Spring Assignment MUST notify 
Payroll, so they can cancel the contract and stop the payment for Spring.

 Hiring staff to teach? MUST CONTACT OFA AND PAYROLL for more information.  They 
must apply to pool and go through the hiring process.  

 Hiring MPP to teach? MUST CONTACT OFA.  MPP can only teach on voluntary basis. 

 New Temporary Faculty Orientation via Zoom – Friday, January 17, 2025 afternoon 

 OFA will be sending “formal” invitations to new faculty.

 Payroll Reminder: Encourage direct deposit for faculty

https://www.csus.edu/academic-affairs/faculty-affairs/internal/temporary-faculty-hiring.html


Helpful Links
Office of Faculty Affairs 
https://www.csus.edu/academic-affairs/faculty-affairs/
Temporary Faculty Hiring
https://www.csus.edu/academic-affairs/faculty-affairs/internal/temporary-faculty-hiring.html
Lecturer Pool User Guides 
https://www.csus.edu/administration-business-affairs/human-resources/employment-services/chrs-
recruiting/chrs-training.html#user-guides-pdf
Entitlement
https://www.csus.edu/academic-affairs/faculty-affairs/internal/entitlement.html
Range Elevation
https://www.csus.edu/academic-affairs/faculty-affairs/internal/range-elevation.html
3-Year Appointment
https://www.csus.edu/academic-affairs/faculty-affairs/internal/three-year-appointment.html
Rehired Annuitants as Temp Faculty
https://www.csus.edu/academic-affairs/faculty-affairs/internal/rehired-annuitants.html
2024-25 Faculty Pay Distribution
https://www.csus.edu/administration-business-affairs/human-
resources/payroll/_internal/_documents/academic-pay-distribution-24-25.pdf

https://www.csus.edu/academic-affairs/faculty-affairs/
https://www.csus.edu/academic-affairs/faculty-affairs/internal/temporary-faculty-hiring.html
https://www.csus.edu/administration-business-affairs/human-resources/employment-services/chrs-recruiting/chrs-training.html#user-guides-pdf
https://www.csus.edu/academic-affairs/faculty-affairs/internal/entitlement.html
https://www.csus.edu/academic-affairs/faculty-affairs/internal/range-elevation.html
https://www.csus.edu/academic-affairs/faculty-affairs/internal/three-year-appointment.html
https://www.csus.edu/academic-affairs/faculty-affairs/internal/rehired-annuitants.html
https://www.csus.edu/administration-business-affairs/human-resources/payroll/_internal/_documents/academic-pay-distribution-24-25.pdf


For reference 
only!
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