Complete an AP101S - Summer Term 2026 in Adobe Sign

During Summer Term 2026, all appointment/assignment requests will be submitted through Adobe Sign. This
will allow for an all-paperless process.

Summary of the process:
e College/department completes the AP101S - Summer Term 2026 form and routes for signatures
e Department head/chair reviews document, signs and routes to the college for review

* A designated person at the college level (i.e., HR business partner, associate dean, budget analyst) reviews the
document, signs and routes to the dean

¢ Dean reviews document, signs and routes to Instructor
e Instructor reviews document, signs and routes to payroll imaging system

¢ Academic Personnel enters assignment into PeopleSoft referencing the imaged document, and sends pay
request to Payroll for processing after summer session(s) concludes

Process Detail

The Adobe Sign AP101S - Summer Term 2026 PowerForm is accessed from the Academic Personnel Summer Term webpage.

Processing Steps Screen Shot

AP101S - Summer Term 2026

o Navigate to the Academic Personnel

Summer Term Webpage' This form should be used for Summer Term 2026 assignments (Job Code 2457 - State Support Immediate Pay)

Please use only Cal Poly email addresses and enter the signers based on the following procedure:

e Click on the AP101S - Summer Term 2026
form link

1. Requester - Enter your email

2 Department Head/Chair - Enter email address

¢ Follow the instructions on the PowerForm
3. College Reviewer - Enter email address of the individual responsible for reviewing the appointment

4. Budget Analyst - (Optional) Enter email address of the individual responsible for reviewing the appointment
5. Dean - Enter email address

6. Academic Personnel Analyst

CAFES, CENG: nhadley@calpoly edu

AIP, BCSM: kabull@calpoly edu

CLA, CAPS: rmoorse@calpoly edu

CAED, OCOB: san07@calpoly.edu

T. Instructor - Enter email address



https://adobesign.calpoly.edu/PowerForm/CBJCHBCAABAAVt9UjPH6Zee4m-y-t4YJ7ssZtEcV2BFK
https://academic-personnel.calpoly.edu/content/summer

Processing Steps

Screen Shot

Establishing workflow - This step
populates email addresses that will be used
to send the form to the correct persons for
signature.

Recipients

e The first Role, the Requestor, is the person
completing the form.
o Enter your email address

¢ The second Role is the
department head/chair
o Enter their email address

¢ The third Role is the college reviewer
(determined by your college
process)
o Enter their email address

e The fourth Role is the budget analyst (this
is optional)
o Enter their email address

¢ The fifth Role is the dean
o Enter their email address

¢ The sixth Role is the Academic
Personnel analyst responsible for your
college.
o Enter their email address

¢ The seventh Role is the faculty member
that is receiving the summer assignment.
o Enter their email address

Fields

o Enter Name:
= Instructor's Last Name-Dept
Submit
o Verify all required fields are entered
correctly, click Submit.

Recipients
Requester*

Enter Recipient's Email

Department Head/Chair*

Enter Recipient's Email

College Reviewer *

Enter Recipient's Email

Budget Analyst (Optional)

Enter Recipient's Email

Dean/Division Head *

Enter Recipient's Email

Academic Personnel Analyst*

Enter Recipient's Email

Instructor *

Enter Recipient's Email

Cc

CCcH

Enter Cc's Email

Fields

Enter Last Name-Dept (Example: Smith-Philosophy)

Submit

¢ You will receive a message of your success
and notice that an email has been sent.

e The email sender is Academic Personnel
Dept

e The subject is: Information Requested
on “AP101S-Summer Term 2026 -
Instructor Name-Department”

AP101S - Summer Term 2026

The agreement has been submitted successfully. The first recipient should receive an email shortly with a link to the
agreement.

¢ Go to your email inbox and locate the email
¢ Click on the Review and fill out button

¢ You will be prompted for your portal login.

&5 CALPOLY | adohe”

Acrobat Sign

Cal Poly Academic Personnel requests your information on
AP101S-Summer Term 2026 - Beaker-Chemistry

Review and fill out

This form should be used for Summer Term 2026 assignments.

CAL POLY ACADEMIC PERSONNEL
academicpersonnel@calpoly.edu




Processing Steps

Screen Shot

e The form will open.

AP101S-Summer Term 2026 - Beaker-Chemistry

5

AP101S State-Support

2026 SUMMER TERM
2457 APPOINTMENT AND ASSIGNMENT RECORD

O amendment

CALPOLY N
» EMPLOYEE DATA Request Type: ) New O
Full Name: 71 College: *select.. o
EmpliD i Org Unit: DeptiD:
Primary Position: select. ~ Salary Plan/Grade: Summer Position #
WORK ASSIGNMENT ACTION ELIGIBLE TO TEACH Yes HNo

_(J_ AY Ten/TT or Dept. Chair

[ AYLecturer available for
Summer Eligibility of.

to teach Summer” column of the Summer Term Eligibility List located on the
Academic Personnel Summer Term website.

[J_ volunteer

WAIVER OF SUMMER TERM TRIAD TEACHING RESTRICTION
Signature of dean below cerlifies facully member is only qualified instructor
Summer IFF ing) WTU of, exceeds

from “Number

OTWTUs eligible

WORK ASSIGNMENT AND PAY

e Complete the form.

TIPS:

o Summer Position #: Refer to Summer
Term 2026 Position Numbers document
on the AP Summer Term webpage. Pay
attention to Position Ldescr Instructional
or Non-Instructional.

¢ Eligible to Teach: Refer to your
college’s summer eligibility list on the
AP Summer Term webpage.

e Attach Appropriate 107 Form: If
assignment includes administrative
time, assigned time, or other support
time, please attach fully executed AP
107 Form.

e Total WTU: Round Total Assignment up
to the nearest tenth.

¢ Current Mo Base Rate: Refer to
Summer Per Unit Rate spreadsheet sent
to your college and/or PolyData
Dashboards.

e Per Unit Rate and Total Term Salary
will calculate automatically based on
Employee Type, Total WTU, and
Current Mo Base Rate fields.

CENG

Deptid |Deptid Ldescr Johcode | Position Nbr

Org Unit Position Ldescr

Position Pool |Pool Ig

111200 |CENG-Aerospace Engineering| 2457 00015672 112 Summer Instructional Fac |OF-SLO01 150
111200 |CENG-Aerospace Engineering| 2457 00015673 112 |Summer Non-Instructional Fac  [UCP-75100 |703
112502 |CENG-Biomedical Engineering 2457 00015674 119 Summer Instructional Fac |OF-SL001 150
112502 [CENG-Biomedical Engineering 2457 00015675 119 Summer Nen-Instructional Fac  |UCP-75030 |703
110200 |CENG-Civil & Environmental Eng 2457 00015676 102 summer Instructional Fac | OF-SL001 150
110200 |CEMG-Civil & Environmental Eng 2457 00015677 102 Summer Men-Instructional Fac  |UCP-75200 |701
112500 [CENG-College of Engineering | 2457 00015678 125  |Summer Instructional Fac |OF-5L001 190
112500 [CENG-College of Engineering | 2457 00015679 125  |SummerNon-Instructional Fac  |UCP-70016 | 709
112500 [CENG-College of Engineering | 2457 00015680 125  |SummerNon-Instructional Fac  |UCP-65275 |710

ELUGBLETOTEACH _— Yes _° MNo

WAIVER OF SUMMER TERM TRIAD TEACHING RESTRICTION
Signature of dean below certifies facully member is only qualfi=r in<trycfor
fable for assi L IFF (teaching) WTU of.

4

xceeds

Academic Personnel Summer Term website.

S Eligin’liy of __ o from “Number of WTUs eligible
1o teach Summer” column of the Summer Term Eligibility List located on the

AT Instructional (Types 11, 15, 17, 18)

WTU

Click to Attach 107 Form —

AT Non-Instructional (Other AT Types) WTu TOTI
TOTAL ASS'GNMENU Click to Attach 107 Form
—
Total Per Unit Current Mo Total Term
Employee Type AU Rate Base Rate Salary
A
| AY Ten/TT or Dept. Chair | 64 ) 1,667 5,000 $10,668.80

AY Lecturer 0




APIDIS-Summer Term 2026 - Baaker-Chemistry

o Verify that all required fields are entered

correctly. AP101S State-Support
2026 SUMMER TERM
Cli s . f CALPOLY 2457 APPOINTMENT AND ASSIGNMENT RECORD
L] I
lick blue Submit button at the bottom of the EmPLOYEE DATA Reguest Tvpe: @ new —
form. FullMame: _ #dam Beaker _ College: 55 -
EmgllD: 12 rg Unit 1 DD Chemistry & Biochemistry-115200 -
Frimary Position: Terre Tradk ™ Salery PlanGrade; _3-Asistn.. ¥ Summer Posiion # 12345678
WORK ASSIGNMENT ACTION ELIGISLE TO TEACH Yo W ho
B v TonTT or Dept Ch WAIVER OF SUMMER TERM TRIAD TEACHING RESTRICTION
- enfTT ar Diept Ghair Signafire of tean befow certifes facly Member & omly qualied instmictor
A Lechirer avaable for assgnment. Summer IFF (teaching) WTU ofe " __sxceeds:
Sumnser EllgRIY ol " e From Humiber of WTUs eligible
Velurieer 40 teach Summes” colurmn of the Summes Tem Ehgibilty List iocatsd an the
Academic Personnel Summer Tesm websie.

WORK ASSIGNMENT AND PAY

5Weak Tamching _Awu CTZZ-E\?@“ED oo
w22z~ 72428 AT Instructional __ wTu
AT Mon-instructional WTU
T5Week Teaching ___wtu
w206 - §7226 AT instruchional WU
AT Man-Instructional WU
TOTAL ASSIGNMENT _ao0 Wy  Ctinfsc i fom
Total Per Unit Current Ma
Emgployee Type | Wiy | Rate Base Rate
AY TendTT or Deglh. Chair + 16£7] 5000
AY Lecturer a
foowoer T [
APPROVALS
Dapt Haael Chair: Date: Requested By,
College Reviewesr Dt Hudget Analyst
Callape Degn: Dt
Acadamic Parsannal: Date: Cing: Empl Red

reeme T and salary are conlingen: Upon ML Enralmenl and Lpan nothcatan no ke than e
third elass méeting that & class section has been cancelied. In evant of such cancellation, | shall be paid of & pro-raba base fof the days &
class section was 1aught B 8 ciass section i cancelled betarns Me beginning of the frst class, there will b2 1o compensation. | understand that
instrucioe payment will be processed afier | suamit and approve fral graces, bul not earier than July 31 for those teaching the G-week
session and August 20 for hose tesching Ta 7.5-week session. Those teaching in both e S-week ard 7 5-week sessons wil receve &
sngle paychecs for the combined assignments afizr f1e conchusion af their last session taughl. Thass with nan-nstrucional assigned tme
appartmentish will be paid afier the canclsion of the sesson, in a separate payment than their =aching apponémentis|. Pursuant ta cuent
reguialions, ne credil il be eamed lowaed redrement, health benefits, lenure (F probationary), promation (T applicable), sick leave, algitaliy Tor
leave with pary, or senicey (if tenured) for this assgrenent, nor will this assignment affect my saary arwersary date ar base saary. Cusstions
reganding this spgaintment of the contenes of this ratificaton should be dirscted b your departvent haadithai

Frequently Asked Ouestions (FADs) for Summer Tenm: g racaderic persoone) calpoly i e

| aecapt thes agreement as sulinad above and sibject o T conditions set ferh. | understand | vl not rcabns pay until aer | sion bak

Inatructor Signature: Diater

Fow, BCHIE

and io il slerionic

Processing Steps Screen Shot

o You're all set

e You will have the option to view

and/or download the form.
You finished filling out "AP101S-Summer Term 2026 - Beaker-Chemistry”.

o At this point the form has been sent to
the next person on the workflow that

yOU eStab“Shed ear"er in the process_ All parties will be notified via email You can also download a copy of what you just
filled.

Next, Lindsay Howell will sign.

Manage your Acrobat Sign agreements




