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QuickTip: Appointee Approval of Additional Employment Appointment 
In the approval process of an Additional Employment appointment, the faculty member must review and 
approve the appointment before it is officially submitted. The approval of the appointment is acceptance and 
confirmation of the work and payment that is detailed on the form. The form refers to the faculty member as 
the "Appointee". 

1. In the email from 
noreply@sjsu.edu, click on the 
OnBase link to be directed to 
the appointment form. 

 

2. Review the appointment 
details on the form for 
accuracy. 
 
Appointment Information:  
• Appointment Start Date 
• Appointment End Date 
• Requesting (FTE or WTU) 

 
UPFS Class List: 
• Class Salary (Total 

Compensation) 

 
 

 

3. In the Approval Decision 
section, update the "Appointee 
Decision" field to select 
Approve or Deny. 
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4. If Deny is selected, the 
"Name" and "Entered on" 
fields will automatically 
populate.  
 
You will be required to input a 
comment in the 
"Comments/Denial Reason." 
This will cancel the form. If 
you have questions, contact 
your department before 
making a selection. 

 

5. If Approve is selected, the 
"Name" and "Entered on" 
fields will automatically 
populate.  
 
You will be required to answer 
the question "Do you have any 
other concurrent appointments 
for the same appointment 
period listed above?" with Yes 
or No. 
 
If "No" is selected, skip to step 
12. 

 

6. If "Yes" is selected as an 
answer to the question in step 
5, you will be required to 
disclose all concurrent 
appointments (state-side, self-
support, other CSU) that 
coincide with the new 
appointment that is being 
routed.  
 
If you have multiple 
appointments, press the "Add" 
button to add another row. Fill 
out all of the information for 
the row. 
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7. Campus: Select the name of 
the campus of your 
appointment 

 

8. Department: Type in the name 
of the department 

 

9. Start and End Dates 

 

10. Session Type: Options are  
• RSCA 
• Research/Tower 

Foundation 
• Regular/State Support 
• Special/Self Support 

 

11. WTU/FTE/HRS: Select the 
appropriate option for your 
appointment 
 
Amount: Enter a value that 
references the number of 
WTU/FTE/HRS for your 
appointment  
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12. To submit your approval, 
press the "Save and Submit" 
button under the Name field. 
Or, scroll to the bottom of the 
page and press the "Submit" 
button. 

 
 

 
 

For the next steps of the process or information about compensation for Additional Employment 
appointments, please refer to the Faculty Additional Employment website. 

https://www.sjsu.edu/up/resources/compensation/faculty-additional-employment/index.php
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