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Employee Profile from PeopleSoft

Overview

This business process guide demonstrates how to run the Employee Profile from MySJSU (PeopleSoft
HSJPRD). The employee profile is used to submit various job transactions for new and current employees.
After Human Resources receives the document, they will update Job Data with the information. Once an
employee is in the system, you should always print the profile from PeopleSoft. A variety of data elements will
populate automatically and you will only need to make your changes when you print it.
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Run the Employee Profile from PeopleSoft

This section demonstrates how to generate an employee profile. You can run an employee profile for one
employee or for an entire department. When you generate by employee ID, you can get profiles for both active
and terminated employees. When you generate your entire department, only active employees will display.

To run the employee
profile from PeopleSoft:

1. From the Main Menu,
navigate to SJSU
Human Resources >
Workforce
Administration >
Employee Job Profile.

The Employee Job Profile
search page displays.

2. Click the Search button
to use an existing run
control ID.

3. To add a new run control
ID, click the Add a New
Value tab or hyperlink.

Main Th-'lenl_.
i Search Menu:
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Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Add a New Value

Lirnit the number of results to (up to 200} (300

Run Control ID:| begins with vl|

[l case Sensitive

Search | Clear |EIaSi|:Eear|:h 5] save Search Criteria

Find an Existing Value | Add a New Value
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The Add a New Value page
displays.

4. Type in a Run Control ID.

Note: Run Control ID
names cannot have
spaces.

5. Click the Add button.

Note: From now on, you can

use the same Run Control ID
by clicking the Search button
on the Find an Existing Value
Page.

The Employee Job Profile
page displays.

6. SetID: Enter SJ000.

Note: You can generate
employee profiles by
specifying either the
employee(s) or employee
groups. You can also generate
a blank employee profile.

Employee Job Profile

Eind an Existing Yalue Add a New Value

Run Control D |.-“-‘-.D MINISTRATIVE_APPLICATIONS

Add

Find an Existing Value | Add a New Value

Employee Job Profile

Run

Run Control ID:  Administration_Applications Report Manager Process Monitor

Print Blank Form Only: []

Customize | Find | 2] | -

| SetiD: 3J000 O

1
[ fempo | [
OR  Department: Q [ peaniavp Level
1 Q [=] |
| [ Faculty Only
[ staff only

[ students Only
[J Al Employees

B save | S\ Return to Search | 4[5 Previous in List | +[E| Next in List | [=] Motify |

E‘+Auu|

JE| Update/Display
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Print blank profile:

7. To generate a blank
employee profile, select
the Print Blank Form
Only checkbox.

Note: Selecting this
checkbox will always
generate a blank profile,
even if you have entered
data in other fields.

Print profiles by employees:

8. Enter the Employee IDs
(EmplIDs).

9. To enter additional
employees, click the Add
[+] button.

Employee Job Profile

Employee Job Profile

Run Control 1D:

Administration_Applications

Report Manager Process Monitor Run

[print Biank Form only: |

Customize | Find | 20 3 First Bl 4 of
O setiD: [3J000 @
[Empin |
e Department] @ [JDean/AVP Level
1. Q =
[ [Fraculty only
[ staff Only
[ students Only
Can Employees
& save | [S\Returnto Search | +[E Frevious in List | +E] Next in List | [=] Motify | E'q-Addl 4 Update/Displa

Run Control 1D:

Administration_Applications

Run

Report Manager Process Monitor

Print Blank Form Only:

Customize | Find | = | B

First [« 1 of|

SetiD: |SJ000 O
Department: Q

O Faculty Only
[ staff Only

[ students Only
Can Employees

[ Dean/avp Level

B save | [S\Return to Search

+[E] Previous in List

A Update/Displa

9] Next in List | [ Notity |

E‘+Auu|
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Print the profiles by
employee groups:

10. To delete employees, click
the Minus [-] button.

Note: You must first delete
the employee ID(s) in
order to generate profiles
by groups.

11. Department: Enter the
department number.

12. Choose the group you
wish to print by selecting
the appropriate checkbox.
(See Field Descriptions
listed below.)

Employee Job Profile

Run Control ID:

Run

Administration_Applications Report Manager Process Monitor

Print Blank Form Only:

Print Employee Profiles for:

o
Customize | Find | EH ) et [ 4] 1of
1 B L setiD: [SJ000 Q@
Empl —
[Empn |
OR | Department; 1207] Q | AR Pies
|
| Facuilty Only
Staff Only

Students Only
All Employees

B Savel S\ Return to Searchl 4[5 Previous in List | +[E] Mext in List | [=] Notify |

[E Add | 4 Update/Dizplay

Field Description List: Employee Job Profile Page (above)

Field Name Description

Faculty Only Select this checkbox to generate all faculty employees in the specified
department.
Staff Only Select this checkbox to generate all staff employees in the specified

department.

Students Only

Select this checkbox to generate student employees in the specified
department.

All Employees

Select this checkbox to generate all faculty, staff and student employees in
the specified department.

Dean/AVP level

Select this checkbox to generate profiles for an entire college, if you have
entered a department at this level.

Note: This will only provide all profiles if you have security access.
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13. When ready, click the Run
button.

The Process Scheduler
Request page displays.

14. Select settings as follows:
e Server Name: PSUNX
e Type: Web
e Format: PDF

15. Click the OK button.

The Employee Job Profile
page displays.

16. Click the Process Monitor
hyperlink.

Employee Job Profile

Run Control ID:

Administration_Applications Report Manager Process Monitor Run

Print Blank Form Only:
............... (o] -
Print Employee Profiles for:
o
Customize | Find | Z01 8 Fiest B 4 o1
- ) ] Last | setD: |SJ000 3
=t
Empl ID
OR  Department]{1207| Q [JDean/AvP Level
1 Q o
| Faculty Only
Staff Only
Students Only
All Employees
B zave | S\ Return to Search | 4[5 Previous in List | +[E] Mext in List | [=] Notify | [E Add | Update/Dizplay

Process Scheduler Request

User ID: Run Control ID: Administration_Applications

Run Date: |10/22/2012 [
Run Time: |2:39:28FN

Server I‘.Iamel PSUNX _ |

Recurrence:

Time Zone: Q

Resetto Current Date/Time |

Process List

Description Process Hame Process Type *Type *Format Distribution

Employee Job Profile SJHROOG SCQR Report Distribution

oK Cancel
Employee Job Profile
Run Control ID:  Administration_spplications Report Manager | Process Monitor Run

Frocess Instance:2173171
Print Blank Form Only: [
............... @iloccacosococanan
Print Employee Profiles for:
aE
Customize | Find | &= | B First o 1 off
,H SetiD: |3J000 O
f |
Empl ID
OR  Department; 1207 Q [ Dean/aVP Level
1 Q =y
| Faculty Only
Staff Only
Students Only
All Employees

B Savel S\ Return to Searchl 4[] Previous in List | +[E] Mext in List | [=] Notify | [Es Add
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The Process List page
displays.

17. Wait at least 15 seconds,
and then click the Refresh
button.

18. Continue waiting and then
clicking the Refresh button
until Run Status changes
to Success and
Distribution Status

changes to Posted.
19. Click the Details link.

The Process Detail page
displays.

20. Click the View Log/Trace
hyperlink.

Process List Server List

View Process Request For
User ID: Q. Type: [ [s] [Last [] | [~
Server: | PSUNX | Name: Q, Instance:

Status: Status:

1 [pas Refresh |

to |
Save On Refresh

Process List

First K 1 of 1 o Last

Digtribution

F
Customize | Find | View All | El| [

Select|Instance | Seq. | Process Type % User Run Date/Time .

Run Status Details

| Details |

Status

Fosted |

2173171 SQR Report SJHRO0E 1019/2012 1.50:42PM POT

|SLICCEBB |

Process Detail

Instance: 2173171 Type: SQR Report

Name: SIHROOG Description: Employee Job Profile

Run Status: Success Distribution Status: Fosted
Ron [JupdateProcess

Run Control ID: Administration_Applications Hold Request

Location: Server Queue Request

Cancel Request

Server: PSUINX

() Delete Request
HECUREICE: Restart Request
Request Created On: 10/19/2012 1:51:49PM PDT Parameters Transfer
Run Anytime After: 10/198/2012 1:50:42PM PDT lMessage Log
Began Process At 10/19/2012 1:52:22PM PDT Batch Timings
Ended Process At: 10/19/2012 1:52:31FM PDT
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The View Log/Trace page View Log/Trace

displays.

Report 1D: 1558271 Process Instance: 2173171

21. Click the PDF hyperlink to Name: 8JHR00E Process Type:  SOR Report
open the report. Run Status: Success

Message Log

Employee Joh Profile
Distribution Details

Distribution Node: HASJTST Expiration Date: 12/03/2012

File Size () Datetime Created

SJHR006 PDF 2,430 10192012 1:52:31.475077PM PDT

SOR SJHROOG 2173171.1oq 1,661 10M9/2012 1:52:31.475077PM PDT
5ihro06 2173171.out 917 101192012 1,52:31.475077FPM PDT
Distribute To

Distribution ID Type *Distribution ID

User

Return |

Th e Em p I Oyee PrOfi I e San Jose State University

d I s p I ays PR Profie Print Date 0715103

‘Subrit Form tox Faculty Aflairs,
Questions? Contaet HR Persomnsl Services o 4-2130

1 - Effective Date. Action’ _Resson” X IApnvn' lRmun' X Action’ __Resson” Ha Action’ __Resson’”

Valid

: To aueid delay in prosessing. an Action/Riassn Gods MUST be provided for changes in JOB DATA or funding sestions.
Employes 1D Fedt

NOte You can now VleW or [oooasrse ][ 0] [ totitar Foe 1 actve 11 e ]
print the profile(s). st

[ JE 1 |} I ] I | I

FTE TF-WTU  TF-Fraction

Empi Closs FLSA Siotus_ Emel Type: CompRate i Frob End et Annw Code  Ann Date: Expecied Ren Dt
}Tsmp H Exempt HSslansd | 37200 ]| [ ene H }INW |1 Hasmma H }
GradefEriry Dats _ StepiEniny Dats CompFraquemy  ActusiComp  AnnusiRsts  SSICounler Ui Code
}Jimmz Hn} Hl.bnw, Hw,mamszamer }
ob Histary
et Posion  ActonReasen Hislory iarking Tl Depiteme  FIE  WIU  Fodt  AcuslComp  ChgAmi ChaPet CompRale
CBZZ02  COOD1381  Dala ChangeNew Temp Apponiment Leclurer AY- AtSDesin QS0 75 12 1B&0 am 100w 20
TGN CDOO13B! Py Rale Change/Gansral Salary ncreass  Lacursr AY-8 AtEDssign 025 38 14 w00 a2 200 37mR®
CTUOI0Z  CDOOTIE Py Rats Change/Senios Salary lraass  Lactursr AY-8 AtDssign 025 38 14 04T 2 261 360
GUUBMI02  CDOOTIE!  Pay Rats Change/Gensral Salary ncrease  Lactursr AY-B AtDesign 025 38 14 etz T8 200 386w
112202 COO13E!  Pay Rale Change/Time Base Changa Leoturer AT AtiDesign 025 38 14 BATS  -ETATS L5000 340600
CBZY01 CBOT3E!  Daia ChangaiNew Temp Apponimant LosturerAT-8 AtDesign QS0 76 1z LTLED G 00 3dEw
OZV01_ CDOO13E1__ Pay Rale Change/Tims Base Changa Losturer Y-8 AtEDesion 025 maTs 00 00 3asm
Comments (.., special campensalion insiucticns) CurenlFunding Depl  Fumd  Prog  Chss  Pol ERL EdDsle  Department Hame
tz 10003 taco  ononic ArtgDasign
Chengs to

e Cortt

arm Flore)
[E=—— S e Frone

Ao

P Siarare Do Phone LR Sirie
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Elements of the Form

This section explains the various elements of the form and how to update the information for submission to
Human Resources. All elements must be manually updated. You will notice two sets of boxes: one with data
and one underneath it, empty. Write your changes in the empty box directly under the data you wish to change.

Profile Print Date:

Use this Profile Print Date field
to enter the date you are

printing the form. Date must be
entered in the appropriate date

Praofile Print Date 050901

format:

MM/DD/YYYY

Submit Form to: Submit Form 1o HR Personnel Sernvices

Depending on the type of Questions? Contact HR Personnel Services at 4-2250

employee you run the report
for, this information will
change. Submit the form to
either HR Personnel Services
or Faculty Affairs as indicated.

Effective Date/ 1 - Effective Oate Potion™ Feazon®
Action/Reason:

e Enter the Effective Date in
the appropriate date
format:

MM/DD/YYYY
e Action: Enter the
appropriate action code.

e Reason: Enter the
matching reason code.

Notes: To view lists of the most common action/reason codes, visit MySJSU Human Resources Tutorials
(http://my.sjsu.edu/employees/employee_tutorials/hr_tutorials/index.html).

If you are taking more than one action with the form, you may enter the subsequent actions in the second,
third and fourth Effective Date/Action/Reason fields. For example, if an employee is going on a leave, you
may already know their return date. You could do both actions on the same form.

SJSU Information Support Services Employee Profile from PeopleSoft
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Employee ID:

The 9-digit employee ID is the
most unique piece of
employee information. Use it
as the identifier in PeopleSoft,
not the social security number.

Empl Rcd#:

The profile report prints
separately for each record the
employee has in PeopleSoft.

Employee Name:

The name should be in the
following format:

Last Name, Suffix, Prefix, First
Name, Middle Name/Initial

Employee Status:

If the employee were on Leave
or Terminated, this status
would display Inactive.

Original Hire Date:

This is the day they were first
hired at SJSU.

Employes |0

Q00005331

Employes Name

Derek Fisher

Employes Status

Oetive

Original Hire Date

601401

SJSU Information Support Services
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Position Number:

To update this information with
a new position number, simply
write the new number in the
blank space.

Department ID/Name:

This information is based on
the position number. If the
position now resides in a
different department, contact
the Class/Comp unit in Human
Resources for how to proceed.
You can write in the new
department ID if you like, but
Class/Comp must make the
change at the position level
before it can be at the job
level.

Location:

This information is based on
the position number. If the
position now resides in a
different location, write the
new Location Code in the
blank space. If you are moving
the employee to a new
position number, you do not
have to complete this
information. It will default
automatically when the new
position number is entered in
PeopleSoft.

Position

Humber

DOoO049: 1

Department [O/MName

1207 Chis Project Management

Lacation

IS
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Job Code/Job Code Title:

This information is based on
the position number. If you are
moving the employee to a new
position number, you do not
have to complete this
information. It will default
automatically when the new
position number is entered in
PeopleSoft. There should be
no reason to change this
independent of the position
change.

MPP Job:

If the position is in the
Management Personnel Plan,
this field displays an MPP Job
Code. This information can
only be changed by Human
Resources.

Date in Job:

This is the date the employee
entered the position. This
information should not be
updated.

Reg/Temp and Full/Part:

These fields display
information on the position
and/or the employee. They are
usually in sync, but there are
times when a position could be
regular, but the person is
temporary. You may change
this data as appropriate.

Job Codefldob Code Title
1038 Admin AnalystiSpelst 12 W

PP Job
A04

Date in Job
0601401

Reg/Temp FullfPart
Regular Full-Time
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FTE:

You can change this
information by entering the
new value in the blank space.
For hourly employees, the FTE
should stay at 1.00 since they
are paid based on hours
turned in, not on FTE. For
other employees, such as
Temporary Faculty Lecturers
or Tenure Faculty you may
see a percentage amount less
than 1.00. This may fluctuate
from semester to semester
based on their workload.

TF-WTU:

This field displays the amount
of Weighted Teaching Units a
Temporary Faculty Lecturer is
working for the semester or
the academic year, depending
on their assignment. For
employees other than
Temporary Faculty Lecturers,
this will be zero.

TF-Fraction:

The TF-Fraction is the
equivalent of the WTUs a
Temporary Faculty Lecturer is
working for the semester or
the academic year, depending
on their assignment. For
employees other than
Temporary Faculty Lecturers,
this will be blank.

FTE

0.04 1.00
TE-WTU TF-WTU
13.60000 |0.00000

TE-Fraction TF-Fracthan

BE/TS
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Empl Class:

This field indicates whether the
employee is Regular or
Temporary. This should only
be changed by Human
Resources.

FLSA Status:

This information can only be
changed by Human
Resources.

Empl Type:

This field indicates whether the
employee is Salaried or
Hourly. It defaults based on
the position the employee is in.
It can only be changed by
Human Resources.

Comp Rate:

You can update the
Compensation Rate (old Base
Rate) by entering the new
amount in the blank space. All
CSU and campus policies
regarding pay increases and
decrease are still in effect.
Supporting documentation
must accompany a profile
giving an employee a change
in pay.

Empl Class

Hegular

FLSA Status

Exempt

Empl Type

Zalaried

Comp FHate

5.458.00
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Probation Code:

Either Faculty Affairs or
Human Resources typically
update this information.

Prob End Date:

Either Faculty Affairs or
Human Resources typically
update this information.

Annv Code (Anniversary
Code):

This information can only be
updated by Faculty Affairs or
Human Resources.

Annv Date (Anniversary
Date):

This information can only be
updated by Faculty Affairs or
Human Resources.

Appt End Date:
If the employee is temporary,

the Appt End Date will display.

If you are extending their
appointment (or cutting it
short), update the end date in
the blank space.

Probation Code

On Prob Mo Status Other Class

Prob Bnd Date
0553102

Panv Code

Mone

Aany Date

fppt End Date

SJSU Information Support Services
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Expected Rtn Dt:

If the employee is on leave,
the Expected Return Date will
display. If you are extending
that date or putting an
employee on leave, enter the
new date in the blank space.

Grade/Entry Date:

If you are moving an employee
to a position with grades, enter
the appropriate Grade in this
field. The Entry Date will
default once the data is
entered into PeopleSoft. Some
positions with grades are
Instructional Faculty and
Admin Support.

Step/Entry Date:

If you are moving an employee
to a position with steps, or if
you are giving an employee an
increase to the next step, enter
the appropriate Step in this
field. The Entry Date will
default once the data is
entered in PeopleSoft.

Comp Frequency:

If you are changing the person
from monthly to hourly, update
the information in the blank
space.

Evpected Rtn O

Grade/Entry Date

3 060101

Step/Entry Date

1]

Comp Frequency

harithly
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Actual Comp:

The Actual Compensation is
calculated based on the
Compensation Rate and FTE
entered for the employee. It
should not be updated.

Annual Rate:

This is calculated based on
FTE, type of assignment (12
month, 10/12, etc.) and the
Base Rate. It should not be
changed.

SSI| Counter:

The SSI Counter is for faculty
employees. This may be
updated if appropriate.

Union Code:

The Union Code is known as
CBID in the CSU, and is based
on the position the employee
is in. This information cannot
be changed.

Actual Comp

h.128.54

Annual Rate
G60,000.00

%51 Counter
1]

Union Code
RO43
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Job History:

The Job History box displays the most recent actions that have happened to an employee. This box can hold
up to six rows of data showing you a number of actions. This data is for informational purposes only and
cannot be changed.

Job History
EFFOT Position  Action/Reason History Working Title Dept Mame Time Base Comp Rate Chg Amt Chg Pt Base Rate
040301 00009501 Pay Rate ChangesSendice Salary Increase higr, Process Design Chis 1.00 ¥.500.00 1,300.00 087 F.A00.00
030801 00009501 Leave of AbsenceMdlitany Service higr, Process Design Chis 1.00 6,200.00 0.oo 0.oo 620000
0220001 00009501 Paid Leawe of AbsenceMdlitany Service higr, Process Design Chis 1.00 6,200.00 0.oo 0.oo 620000
02/01/01 00009501 Position Change /Temporary Job Reclassification higr, Process Design Chis 1.00 6,200.00 ToO0.0o 1273 G6.200.00
0141901 00009500 Pay Rate ChangeMarket Adjustment Admin AnalystiSpelst Exll Chls 1.00 5.500.00 530.00 1066 5.500.00
12A11/00  DOODFS00  Hired Appointrment Admin Analyst?Spelst Exll Chis 1.00 4.970.00 0.oo 000 4870.00

The following fields display in the Job History box:

Effective Date
Position

Action/Reason

Working Title

Dept Name

Time Base & Comp Rate
Chg Amt & Pct
Compensation Rate
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Comments:

The Comments field is
intended to be a
communication mechanism
between the end-user and
Faculty Affairs and/or Human
Resources. It is important to
reiterate what you are doing
with this employee profile by
writing brief comments in this
field.

Current Funding:

The Current Funding box
displays how the position is
currently funded. If it is split, it
will show the percentages of
the split. To update the
information, complete the
fields in the Change To section
of the box:

e Dept

e Fund

e Prog (if applicable)

e Class (if applicable)

o Pct

e EffDt (must be included)

e End Date (must be
included)

e DeptName (this will default
based on the Account
Code entered)

Signature:

The person initiating the
change and their appointing
official must sign this form. In
some situations, this may be
the same person.

Comments (.., special compensation instructions

Cumert Funding Dept Fund Prog Class Pt EFFOT End Date Diept Hame
1307 10001 100.00 o7 Chis
Changs to

Initigting Crfficial (please print)

Signature Drate Fhone

Appointing Official (please print)

Hignatura Diate Fhone
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Approval:

Dept Contact: This field is
intended for the name of
the person who filled out
the form.

FA Signoff/Date: If the
position is Faculty, Faculty
Affairs must review and
approve.

HR Signoff/Date: Human
Resources must sign off
on all forms. This will take
place once the form arrives
in the Human Resources
office.

Dept Contact

(Mama/FPhone)

FA SignoffiDate

HR SignoffiDate
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