
 

 
Payroll Training 

Fund 20290A 
 

 
197 

Ladder 
Rank 

Faculty  
 
 
 
 
 
 

8 
Adjunct 

Professors 
 1 

 
232 

Lecturers 
 
 
 
 
 
 
 
 

159 
Graduate 
Students 

 

Andrea Olaguer, Summer Session, x25064 
Mary Baran, Academic Personnel, x23748 
Becky Burrola, Office of Graduate Studies, x43727 
Linda Vong, Office of Graduate Studies, x46562 

Professor 
Lecturer 

Associate-In 

  



• Appointment Letter Summary Box Format 
• Second Enrollment Snapshot for 

Contingent Agreements 
• Payroll (PPS) Entry Worksheet with 

Snapshot 1 and 2 

Summer 2014 

2 



Overview of Process 
1. Faculty approved by Summer Session 
2. Summer Session sends out appointment letter to the 

Department and Faculty 
3. Faculty accepts appointment 
4. Summer Session sends out spreadsheet to the department 

for PPS/Timekeeping entries 
 

 

 

5. Department enters data in PPS 

6. Faculty—PAID! 

  

Bonus $  
not included 

Preliminary Final 
All compensation 
figures included 
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Calendar - Payroll 

Session 1 
Begins 

JULY 
23 

JULY 
24 

JUNE 
30 

Deadline 
Timekeeping 

Deadline 
PPS 

AUGUST 
1 

Session 2 
Begins 

AUGUST 
20 

AUGUST 
21 

AUGUST 
4 

Deadline 
Timekeeping 

Deadline 
PPS 

AUGUST 
29 

***October 1 – Final Paydate*** 5 



Pay Dates 

1st Session 
Courses 

2nd Session 
Courses 

AUGUST 

1 
AUGUST 

29 

Special Session 
Courses 

Select the date that is 
closest to the last day of 

class 
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Appointment % 
50% 1 course per Session 
100% 2 courses per Session 

DOS Codes 
SSC  “UC” Ladder Rank Faculty: 
  Professor 
  Lecturer (with security of employment) 
 

SST  ALL Others: 
  Visiting Professor 
  Associate-In (1506) 
  Lecturer NSF (1550) 
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Sub Categories 
PPS 

Sub 0 
• All Instructor of Record 
• Teaching Assistant (TA) 
• No timekeeping 
• Flat rate paid 

• Reader and Tutor 
• Timekeeping 

required 
• Hourly reported 

Sub 2 
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Contingent Compensation 
Snapshot of Enrollment 

Full Salary 
 

Salary Amount entered on 
Preliminary Spreadsheet sent to 

Department  

Contingent $400 per Student 
 

Second Snapshot  
(100% refund date) 

 

Enrollment for Salary 

15≥ 
Full Salary 

15˂ 
$400 per student 

Final Spreadsheet Sent to 
Department 

15≥ 15˂ 

First 
SnapShot  

E n r o l l m e n t  E n r o l l m e n t  
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Appointment Letter – 1st Session 
 

PPS Worksheet for 1st Paydate – 08/01/14 
 

PPS Screen Shots - Preliminary and Final 

Samples 
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A new salary policy was created for Summer 2014 to benefit instructors of courses with enrollments less than 15. The new procedure adds a 2nd enrollment snapshot taken at the
100% refund deadline.  If on the 1st snapshot date, the enrollment is 14 or less, the instructor will be offered a contingent salary based on a per student contingent rate.  If the
enrollment on the 2nd snapshot date increases, the instructor will be paid the higher contingent amount, not to exceed their full course salary. The contingent salary amount will  
not decrease if enrollment decreases.  If enrollment on the 2nd snapshot date increases to 15 or more, the instructor will be paid a full course salary.

Columns: Column C=Faculty Type Column E=DOS Code ColumnL=Salary Pct Column R=PSCR Column V=Lab Bonus
LRF=Ladder Rank Facul ty SSC=Al l  LRF and LSOE/LPSOE 2 uni ts=4.25% PSCR=Per Student Contingent Rate Lab Bonus=Course Sa lary x .875

LNSF=Lecturer NSF SST-Al l  other facul ty 3-11 uni ts=8.5% ($100 per uni t)
LSOE=Lecture Securi ty of Employment 12 uni ts=25.5%

VisLect=Vis i ting Lecturer
VisProf=Vis i ting Professor Column J=Units Column N=F or C Column U=Course Salary Column W=Enr Bonus

GradStud=Associate-In Units  wi l l  vary 2-12 F=Ful l  Sa lary or 15> Max=$10,000    0-50=$0/per; 51-200=$20/per; 
Emer=Emeri ti C=Contingent Sa lary or <15 201+=$10/per

Graduate Students are not eligible for 
contingent salaries per the UAW contract.

The purpose of the preliminary worksheet is to allow academic departments and programs to make their PPS entries early. The worksheet includes an applicable lab bonus amounts.
The worksheet only includes enrollment taken on the 1st snapshot date. Please note the course salary may increase once the 2nd snapshot is taken (it will not decrease).  Also, the
worksheet does not include eligible enrollment bonuses, since they are not calculated until after the 100% refund deadline.

Psychology
Payroll Index# PSY1234 Date: 06/10/14
Paydate: 8/1/14
Sub 0

Appt 
Ann/Hr 

Rate
A B C D E F G H I J K L M N O P Q R S T U V W X

Last First
Faculty 

Type
Title 
Code

DOS 
Code

Appt 
Begins

Appt    
Ends

Session CourseID Units
Annual 
Salary

Salary 
Pct

Enr-1st 
Snapshot 
06/06/14

F or C    
1st Enr  

Enr-2nd 
Snapshot  
07/07/14

F or C   
2nd Enr 

Enr-Bonus 
Calc Date 
07/07/14

PSCR
Paydate 
Begins

Paydate 
Ends

Course 
Salary

Lab Bonus Enr Bonus
Total 

Salary 
(U,V,W)

Triton1 Luke GradStud 1506 SST 06/30/14 08/02/14 1st PSYC1 4 $43,856 0.085 16 F  $400 07/01/14 07/31/14 $0

Smith2 Joseph LRF 1103 SSC 06/16/14 09/06/14 1st PSYC1 4 N/A N/A N/A N/A N/A N/A N/A N/A 07/01/14 07/31/14 $500 N/A N/A

Jones Jake LNSF 1550 SST 06/16/14 09/06/14 1st PSYC145 4 $47,584 0.085 7 C $400 07/01/14 07/31/14 $0

Stone Sandra LRF 1103 SSC 06/16/14 09/06/14 1st PSYC132 4 $88,000 0.085 14 C $400 07/01/14 07/31/14 $0

Notes:
1Luke Triton: He is a Summer Graduate Teaching Scholar (SGTS) awardee.  He will be paid a separate $1,200 stipend from Office of Graduate Studies (OGS) in addition to his full course salary.
2Joseph Smith: He is Luke's mentor and will be paid a $500 stipend.  Please immediately contact Andrea, x25064 if the stipend is to be recharged to a research account for the instructor's use.

Appt Line Separate Distribution Lines

Preliminary Worksheet for 8/1/14 Paydate

SAMPLE - 1ST PAYDATE, 08/01/14, PRELIMINARY WORKSHEET
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A new salary policy was created for Summer 2014 to benefit instructors of courses with enrollments less than 15. The new procedure adds a 2nd enrollment snapshot taken at the
100% refund deadline.  If on the 1st snapshot date, the enrollment is 14 or less, the instructor will be offered a contingent salary based on a per student contingent rate.  If the
enrollment on the 2nd snapshot date increases, the instructor will be paid the higher contingent amount, not to exceed their full course salary. The contingent salary amount will 
not decrease if enrollment decreases.  If enrollment on the 2nd snapshot date increases to 15 or more, the instructor will be paid a full course salary.

Columns: Column C=Faculty Type Column E=DOS Code ColumnL=Salary Pct Column R=PSCR Column V=Lab Bonus
LRF=Ladder Rank Facul ty SSC=Al l  LRF and LSOE/LPSOE 2 uni ts=4.25% PSCR=Per Student Contingent Rate Lab Bonus=Course Sa lary x .875

LNSF=Lecturer NSF SST-Al l  other facul ty 3-11 uni ts=8.5% ($100 per uni t)
LSOE=Lecture Securi ty of Employment 12 uni ts=25.5%

VisLect=Vis i ting Lecturer
VisProf=Vis i ting Professor Column J=Units Column N=F or C Column U=Course Salary Column W=Enr Bonus

GradStud=Associate-In Units  wi l l  vary 2-12 F=Ful l  Sa lary or 15> Max=$10,000    0-50=$0/per; 51-200=$20/per; 
Emer=Emeri ti C=Contingent Sa lary or <15 201+=$10/per

Graduate Students are not eligible for 
contingent salaries per the UAW contract.

The final worksheet includes enrollment taken on the 2nd snapshot date. If the enrollment increases from the 1st snapshot date, the instructor will be paid a higher contingent
amount, not to exceed their full course salary. If enrollment increases to 15 or more, the instructor will be paid a full course salary.

Psychology
Payroll Index# PSY1234 Date: 07/10/14
Paydate: 8/1/14
Sub 0

Appt 
Ann/Hr 

Rate
A B C D E F G H I J K L M N O P Q R S T U V W X

Last First
Faculty 

Type
Title 
Code

DOS 
Code

Appt 
Begins

Appt    
Ends

Session CourseID Units
Annual 
Salary

Salary 
Pct

Enr-1st 
Snapshot 
06/06/14

F or C    
1st Enr  

Enr-2nd 
Snapshot  
07/07/14

F or C   
2nd Enr 

Enr-Bonus 
Calc Date 
07/07/14

PSCR
Paydate 
Begins

Paydate 
Ends

Course 
Salary

Lab Bonus Enr Bonus
Total 

Salary 
(U,V,W)

Triton1 Luke GradStud 1506 SST 06/30/14 08/02/14 1st PSYC1 4 $43,856 0.085 16 F  14 F   14 $400 07/01/14 07/31/14 $3,728 $0 $0 $3,728

Smith Joseph LRF 1103 SSC 06/16/14 09/06/14 1st PSYC1 4 N/A N/A N/A N/A N/A N/A N/A N/A 07/01/14 07/31/14 $500 N/A N/A $500

Jones2 Jake LNSF 1550 SST 06/16/14 09/06/14 1st PSYC145 4 $47,584 0.085 7 C 10 C 10 $400 07/01/14 07/31/14 $4,000 $0 $0 $4,000

Stone3 Sandra LRF 1103 SSC 06/16/14 09/06/14 1st PSYC132 4 $88,000 0.085 14 C 17 F 17 $400 07/01/14 07/31/14 $7,480 $0 $0 $7,480

Notes:
1Luke Triton: Though the enrollment decreases to less than 15 on the 2nd snapshot date, the instructor's salary is not reduced.
2Jake Jones: Enrollment increases on the 2nd snapshot date. The instructor will be paid a higher contingent amount, not to exceed their full course salary.
3Sandra Stone: Enrollment increases on the 2nd snapshot date to more than 15. The instructor will paid a full course salary, not a contingent amount.

Final Worksheet for 8/1/14 Paydate

Appt Line Separate Distribution Lines

SAMPLE - 1ST PAYDATE, 08/01/14, FINAL WORKSHEET
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Appointment Letter – 2nd Session 
 

PPS Worksheet for 2nd Paydate – 08/29/14 
 

PPS Screen Shots - Preliminary and Final 
 

Samples 
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A new salary policy was created for Summer 2014 to benefit instructors of courses with enrollments less than 15. The new procedure adds a 2nd enrollment snapshot taken at the
100% refund deadline.  If on the 1st snapshot date, the enrollment is 14 or less, the instructor will be offered a contingent salary based on a per student contingent rate.  If the
enrollment on the 2nd snapshot date increases, the instructor will be paid the higher contingent amount, not to exceed their full course salary. The contingent salary amount will not 
decrease if enrollment decreases.  If enrollment on the 2nd snapshot date increases to 15 or more, the instructor will be paid a full course salary.

Columns: Column C=Faculty Type Column E=DOS Code ColumnL=Salary Pct Column R=PSCR Column V=Lab Bonus
LRF=Ladder Rank Facul ty SSC=Al l  LRF and LSOE/LPSOE 2 uni ts=4.25% PSCR=Per Student Contingent Rate Lab Bonus=Course Sa lary x .875

LNSF=Lecturer NSF SST-Al l  other facul ty 3-11 uni ts=8.5% ($100 per uni t)
LSOE=Lecture Securi ty of Employment 12 uni ts=25.5%

VisLect=Vis i ting Lecturer
VisProf=Vis i ting Professor Column J=Units Column N=F or C Column U=Course Salary Column W=Enr Bonus

GradStud=Associate-In Units  wi l l  vary 2-12 F=Ful l  Sa lary or 15> Max=$10,000    0-50=$0/per; 51-200=$20/per; 
Emer=Emeri ti C=Contingent Sa lary or <15 201+=$10/per

Graduate Students are not eligible for 
contingent salaries per the UAW contract.

The purpose of the preliminary worksheet is to allow academic departments and programs to make their PPS entries early. The worksheet includes an applicable lab bonus amounts.
The worksheet only includes enrollment taken the 1st snapshot date. Please note the course salary may increase once the 2nd snapshot is taken (it will not decrease).  Also, the
worksheet does not include eligible enrollment bonuses, since they are not calculated until after the 100% refund deadline.

Psychology
Payroll Index# PSY1234 Date: 07/15/14
Paydate: 8/30/14
Sub 0

Appt 
Ann/Hr 

Rate

A B C D E F G H I J K L M N O P Q R S T U V W X

Last First
Faculty 

Type
Title 
Code

DOS 
Code

Appt 
Begins

Appt    
Ends

Session CourseID Units
Annual 
Salary

Salary 
Pct

Enr-1st 
Snapshot 
7/03/14

F or C    
1st Enr  

Enr-2nd 
Snapshot  
08/08/14

F or C   
2nd Enr 

Enr on 
Bonus Calc 

Date 
08/08/14

PSCR
Paydate 
Begins

Paydate 
Ends

Course 
Salary

Lab Bonus Enr Bonus
Total Salary 

(U,V,W)

Smith Summer Emer 1700 SST 06/16/14 09/06/14 2nd PSYC138 4 $142,000 0.085 21 F $400 08/01/14 08/31/14 $0

Sess ions Mark LSOE 1608 SSC 06/16/14 09/06/14 2nd PSYC6 4 $60,732 0.085 38 F $400 08/01/14 08/31/14 $0

Sess ions Mark LSOE 1608 SSC 06/16/14 09/06/14 2nd PSYC162 4 $60,732 0.085 19 F $400 08/01/14 08/31/14 $0

O'Toole Tom VisProf 1308 SST 06/16/14 09/06/14 Specia l PSYC193 4 $62,500 0.085 9 C $400 08/01/14 08/31/14 $0

Hi l l Ben LRF 1203 SSC 06/16/14 09/06/14 Specia l PSYC169 4 $87,900 0.085 65 F $400 08/01/14 08/31/14 $0

SAMPLE - 2ND PAYDATE, 08/29/14, PRELIMINARY WORKSHEET

Appt Line Separate Distribution Lines

Preliminary Worksheet for 8/29/14 Paydate
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A new salary policy was created for Summer 2014 to benefit instructors of courses with enrollments less than 15. The new procedure adds a 2nd enrollment snapshot taken at the
100% refund deadline.  If on the 1st snapshot date, the enrollment is 14 or less, the instructor will be offered a contingent salary based on a per student contingent rate.  If the
enrollment on the 2nd snapshot date increases, the instructor will be paid the higher contingent amount, not to exceed their full course salary. The contingent salary amount will not 
decrease if enrollment decreases.  If enrollment on the 2nd snapshot date increases to 15 or more, the instructor will be paid a full course salary.

Columns: Column C=Faculty Type Column E=DOS Code ColumnL=Salary Pct Column R=PSCR Column V=Lab Bonus
LRF=Ladder Rank Facul ty SSC=Al l  LRF and LSOE/LPSOE 2 uni ts=4.25% PSCR=Per Student Contingent Rate Lab Bonus=Course Sa lary x .875

LNSF=Lecturer NSF SST-Al l  other facul ty 3-11 uni ts=8.5% ($100 per uni t)
LSOE=Lecture Securi ty of Employment 12 uni ts=25.5%

VisLect=Vis i ting Lecturer
VisProf=Vis i ting Professor Column J=Units Column N=F or C Column U=Course Salary Column W=Enr Bonus

GradStud=Associate-In Units  wi l l  vary 2-12 F=Ful l  Sa lary or 15> Max=$10,000    0-50=$0/per; 51-200=$20/per; 
Emer=Emeri ti C=Contingent Sa lary or <15 201+=$10/per

Graduate Students are not eligible for 
contingent salaries per the UAW contract.

The final worksheet includes enrollment taken on the 2nd snapshot date. If the enrollment increases from the 1st snapshot date, the instructor will be paid a higher contingent
amount, not to exceed their full course salary. If enrollment increases to 15 or more, the instructor will be paid a full course salary.

Psychology
Payroll Index# PSY1234 Date: 08/13/14
Paydate: 8/30/14
Sub 0

Appt 
Ann/Hr 

Rate
A B C D E F G H I J K L M N O P Q R S T U V W X

Last First
Faculty 

Type
Title 
Code

DOS 
Code

Appt 
Begins

Appt    
Ends

Session CourseID Units
Annual 
Salary

Salary 
Pct

Enr-1st 
Snapshot 
07/03/14

F or C    
1st Enr  

Enr-2nd 
Snapshot  
08/08/14

F or C   
2nd Enr 

Enr on 
Bonus Calc 

Date 
08/08/14

PSCR
Paydate 
Begins

Paydate 
Ends

Course 
Salary

Lab Bonus Enr Bonus
Total Salary 

(U,V,W)

Smith Summer Emer 1700 SST 06/16/14 09/06/14 2nd PSYC138 4 $142,000 0.085 21 F 24 F 24 $400 08/01/14 08/31/14 $10,000 $0 $0 $10,000

Sess ions Mark LSOE 1608 SSC 06/16/14 09/06/14 2nd PSYC6 4 $60,732 0.085 38 F 37 F 37 $400 08/01/14 08/31/14 $5,162 $0 $0 $5,162

Sess ions Mark LSOE 1608 SSC 06/16/14 09/06/14 2nd PSYC162 4 $60,732 0.085 19 F 13 F 13 $400 08/01/14 08/31/14 $5,162 $0 $0 $5,162

O'Toole Tom VisProf 1308 SST 06/16/14 09/06/14 Specia l PSYC193 4 $62,500 0.085 9 C 16 F 16 $400 08/01/14 08/31/14 $5,313 $0 $0 $5,313

Hi l l Ben LRF 1203 SSC 06/16/14 09/06/14 Specia l PSYC169 4 $87,900 0.085 65 F 62 F 62 $400 08/01/14 08/31/14 $7,472 $0 $240 $7,712

Notes:
Mark Sess ions : Though enrol lment on 2nd Snapshot date decreased to <15 for PSYC162, the instructor's  sa lary i s  not reduced.
Tom O'Toole: Enrol lment on 2nd Snapshot date increased to 15>, the instructor wi l l  be pa id their ful l  course sa lary and not a  contingent amount.

Final Worksheet for 8/29/14 Paydate

SAMPLE - 2ND PAYDATE, 08/29/14, FINAL WORKSHEET

Appt Line Separate Distribution Lines
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Questions? 
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