California State University, Sacramento

Employment Services

Instructions for Completing the

Personnel Transaction Form (PTF)


A Personnel Transaction Form (PTF) must be completed for all staff, management personnel plan (MPP) transactions and faculty employee transactions.  The PTF template can be found under the Employment Services Forms and Faculty Employment Forms tabs on the Human Resources webpage: http://www.csus.edu/hr/forms.html.
The department initiating the PTF should complete all appropriate fields on the PTF. The attached matrix provides detailed information as to the specific information on the PTF that is required to be completed depending on the transaction type.  Human Resources-Employment Services will review the PTF for accuracy and ensure that all necessary fields are completed before the PTF is forwarded to payroll for processing.

PTF’s should be prepared and sent to Human Resources-Employment Services (zip 6032) prior to the effective

date of the action requested.  All PTF’s must contain signature from the Vice President for the Program
Center.
For the data necessary to fill out PTF’s for existing employees, you can use an existing CMS query   

located in Reporting Tools>Query>Query Manager or Query Viewer.
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Enter SACHR_ALL_ROSTER_FOR_PTF in the “begins with” field and click the Search button.
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Then click the HTML hyperlink.  You can search the employee by last name.  This query will only show 
the employees in the departments for which you have security access.
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If you have any questions regarding the completion of the PTF, contact Human Resources-Employment Services at extension 86326.
Any and all employment related actions require a personnel transaction form (PTF) to be prepared and submitted to Human Resources.
The PTF is divided into five (5) sections.

FIRST SECTION:
Provides essential data for all transactions

Line #1:
Employee Action – Please select the type of action from the drop down box.  Depending on which you choose, the PTF will be highlighted to show which boxes need to be filled out.  NOTE:  Please adjust your monitor’s contrast level if you are unable to see the highlighted fields after selecting an “Employee Action” in box #1.

Date:

Enter the date the PTF is prepared


Line #2:


· Empl ID (Employee ID) – For current/former employees enter the 9 digit Empl ID.  Leave this information blank for a new employee.  CMS will assign an Empl ID for a new employee when the new employee hire is processed in Human Resources.  To locate an Empl ID for a current or former employee you can use the CMS query SACHR_ALL_ROSTER_FOR_PTF or you can use the CSU ID Search function found on the main menu of CMS.  

· Social Security Number – Enter the employee’s social security number.  This information is needed for brand new Faculty employees and all temporary help appointments.  
· Date of Birth (DOB) – Enter the employee’s date of birth.  This information is needed for brand new Faculty employees and all temporary help appointments.

· Gender - Enter the employee’s gender.  This information is needed for brand new employees and all temporary help appointments.  

Line #3:
Check prefix box. Enter employee’s last name, first name and middle initial.

Line #4:
Address – Enter the employee’s address and phone number.  
NOTE:  Current employees must report address changes directly to Payroll Services or personally change the information via the self-service link in MySacState.  Address changes will not be made by HR-Employment Services from information submitted on a PTF.
Line #5:
Explanation or Remarks - Provide details associated with the employee action being requested.

Line #6:
Position Type – Check appropriate box if applicable.  

NEW – A new position is created for this appointment.


FUNDING CHANGE – Change in funding source for an existing position.

POOL – Temporary position which allows multiple hires in a department using same dept id, job code, funding source, etc. (Ex: temporary faculty, custodians)
POSITION CHANGE – Change to an existing position.

REPLACEMENT – A position exists for this appointment.  Enter the name of the person being replaced.

SECTION A:
Provides general information which includes Pay Title, Department Work Location and Campus Zip.  Also provides position information for new appointments/positions or changes to existing positions.  Section A must be completed for all transactions.  Please see attached matrix for specific information to be completed.

Line #7:
Old/Unchanged Information – see matrix for transactions that require all of the information on line 7 to be completed.  If an employee is coming from another department that is outside of your departmental security, please leave blank.  

Line #8:
New Appointment/Information – Enter the Official Classification Title, Department Work Location and Campus Zip.

Line #9:
Old/Unchanged information – see matrix for transactions that require all of the information on line 9 to be completed.  


Line #10
New Appointment/Info. – Enter all new data or changes that are occurring.  If any of the 
information is the same enter it as well.  Do not leave fields blank.  However, if the new position number is not known, it is ok to leave this field blank as the Budget Office will assign a number.

Line #11
New Position Fund Source - Enter CMS fund information including CMS class if applicable.  This information can be obtained from your Budget Analyst or the Budget Office.
Line #12
Supervisor-Subordinate Info (Reports To) – This required information will be used to populate reporting relationship information in CMS.

· Leave this section blank if information has not changed.

· For updates to reporting relationships enter the following information:

· 12a – For old positions (per line #9), enter the employee’s supervisor’s position # and name under the following fields, “Supervisor Position #” and “Supervisor Name”. If employee has subordinates’ that report to them, click in the “Does Employee have Subordinate(s)” field and a drop down box will appear.  Click on Yes or No.   

· 12b – Same instructions listed above for 12a, but this pertains to any new positions listed in line #10. 

Lines #13-16
Same as instructions for #9-12
SECTION B:
Information to be completed by department.

Line #17
Provide base pay for positions other than full-time.  
Line #18
Attach special licenses, certificate or credential information required for some positions based on job code.  
Line #19
Provide separation information – last day worked which must be completed for all separations.
SECTION C:
For HR/ Budget Office Use Only – will be completed by HR-Employment Services and/or Budget Office personnel.

SECTION D:
Signature block must be completed for all transactions.  All PTF’s must contain signature from the Vice President for the Program Center.
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