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Auto - Generate Reappointment Letters for Adjuncts - SSB9

The instructions below detail the steps required to generate a letter for an adjunct or part time lecturer
reappointment. This guide assumes familiarity with the creation of ePAFs.

STEP 1: Create a PTIAPP
ePAF for a PT
Instructor/Adjunct position. a.

‘ Once TCID is entered above, name will populate here |

Please refer to Reappt - Sem
Based PT Instructional for Query Date *
additional details. 03/08/2023 b. @

Note: The supervisor entered Approval Category *

in the Supervisor TC ID/UNI Reappt - Sem Based, PT Instructional, PTIAPP v
field will be copied on the
email with the final letter.

Status

Supervisor TC ID/UNI *

This person will be copied on the letter email



https://www.tc.columbia.edu/media/administration/human-resources/Reappt---Sem-Based-PT-Instructional---SSB9.pdf
https://www.tc.columbia.edu/media/administration/human-resources/Reappt---Sem-Based-PT-Instructional---SSB9.pdf
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STEP 2: Enter the Program
and Course details in the
comments Comment
PROGRAM=xxx
. PROGRAM=Adult Learning and Leadership Program, in the Department of
XX; Organization and Leadership;
COURSE= COURSE=0QRLD 4025: Facilitating Adult Learning;
c yyyy |
)

Everything between the ‘=’
and the ;" will show on the
letter.

Note: You can put other text in
the comments too. Only the
material between the ‘=" and
the “;" will be shown on the
letter.

The rest will be ignored.

If you make an error then
you can enter a new
comment to update either
the program, the course, or
both.
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OPTIONAL Step 2a: Activate
alternate enrollment text for
the department of
Organization & Leadership

Comment

Organization and Leadership;

PROGRAM=Adult Learning and Leadership Program, in the Department of

COURSE=QRLD 4025: Facilitating Adult Learning;

QORLSPECIAL;
Entering ORLSPECIAL; into the
comments field
OPTIONAL Step 2b: Update Comment

the Job Title

Enter TITLE=xxxxxxx; in the
comments field. This will show
on both the draft and final
letters, and the title will be
updated by HRIS in Banner

Organization and Leadership;

TITLE=Adjunct Assistant Professor;|

PROGRAM=Adult Learning and Leadership Program, in the Department of

COURSE=QRLD 4025: Facilitating Adult Learning;

Step 3: Save the ePAF

Do not submit it until you are
happy with the Draft letter (see
below)

Step 4: Review the Draft letter
(RELOAD the Draft Generator
webpage to reflect ePAF
edits)

Navigate to MyTC > Reports
> Human Resources
External Reporting >
Generate Draft
Reappointment Letter. A
listing of all ePAFs that you
have created that are in
Waiting and Pending status
will show.

Select the transaction you
want to review for the Draft
Letter. Note the TC email
and the Preferred External
email of the Appointee, if it
exists. The Final Letter will
be sent to these addresses.

5

Reports

Support Resources

Banner

Human Resources Internal Reporting

HR Department Reports &

Human Resources External Reporting

Supplemental Positions for Full Time Employees Report &7

Pooled Positions for Part Time Employees Report &

Generate Draft Reappointment Letter &7

Manually Generate A Letter Generate Draft

A draft letter will be generated for the row selection you make in the box below.

TCID First Name Last Name Letter T

pe Transct No.  TC Email

Ext. Email Job Title

118327

Part Time Instructor
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Click the Generate Draft
button, which will create a letter
in a new tab.

Review the Draft, making sure
the wording and details are
correct. If you need to make
corrections on the program,
course or job title, go back to
the ePAF and enter the updates
in the Comments.

You must RELOAD the
webpage using the Refresh
button in your browser for
the ePAF updates to be
reflected in your draft
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A Graduata School of Education, Health & Psychology

042112021
ceor
e are pleased tat ou wil be tsaching n he Exsouive Progran for Nurses In he Deperiment of Grganizaton &

Leacersiip. This message wil sene os yourlele mmwu commence 1 and end on
061572021, for Please revew the acad lendar for dates.

Salary & Benefits information

Tite: Adjunct Associate Professor of Nursing Education

Course: CRL 5000 Nursing Science

Compensation: $1,000.00

Pay-cycle: Semi-Monthly

if you hae worked at Teachers College in the last few m should not have io fil out new HR paperwork ifyou are

ot sure sbout your status orif you sre & non-UIS ctizen, please ‘contact the Offce of Human Resources
o or 21267831

if you are 1o raceive & supplement, an emal with details wil folow.
Enroliment policies

Your appointmentis contngent on your course(s) enraling & minimum of 21 poins_if iendance at the first session
suggests thatthe course is undar-snrolied. please Siscus s with your Program Director as scon 85 possible

0 sinucionsl Guids b scqualntiou wih varous CoSege polcies can be und I he TC porl under e Emplojes
‘expecied i abide by all of the College's policies. The area labeled Insructonal Staff
Gukit and e Cobege's omcalsylaous stmants.

Course Information

Dates, times and locatons of classes may change so please remember 1o check the TC Course Schedule and contact

¥ concems_ Gen . Teachers Coliege continues i offar
ks plneay e M st I your ifyou have any g sbout
he canduct your cours TCIT ia the Support link in MYTC porial

You can now send your course Columbia
ted

in the area. information

course resenes can be found at the Goflesman Libraries homepage. We also encourage all instructionsl staf i
i roxcurces such as Garmes, s T onlos leaming syeem. and the o reduce
e use of pap:

Adjuncs musthod officsnous o ns hour par wsek for eiery lass Mieyissch;ofic Bours mustteincluded i e
yliabus, along with the Teachers College policies which can be found Palicyin the Policy Library. In
dditon, forc o s i e ro(escnpomsulus Finally. we require a copy
ofyurcourse sabus ko ourtles and ask s il e ) Program Secretary before your firstcisss. Your
anyi lasues and queries you may have about College

resources and nmmes

If there i issue 0 later than one week afier the date of this letter. If
W 00 ot hear KO Yo, s et a1 conants Wi s e e Sccepatle oo,

Smoetell

Step 5: Submit the ePAF

Once the review of the Draft
Letter is complete, you may
submit the ePAF for approval
and processing.

Once the ePAF is applied by
HRIS, the final letter will be sent
to the employee, the ePAF
originator, and the supervisor
listed in the ePAF.

The Re-appointee’s TCID is
required to view the final
reappointment letter.

The recipient’s TCID will be
required to open the final
reappointment letter




