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Employee Profile (web) Instructions

Overview

This user guide demonstrates how to complete the Employee Profile web form. If you are hiring an employee
who does not have data in the system or if you are hiring an employee who is in the system, but you do not
have security access to print their profile (for example, they are in another department), you need to use this
form. The form is located on the MySJSU website at Human Resources Tutorials
(http://my.sjsu.edu/employees/employee_tutorials/hr_tutorials/index.html).
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Filling out the Employee Profile Form
This section shows what areas of the Employee Profile Form need to be filled out before it gets submitted.

Download the Employee
Profile Form:

1. Go to MySJsSU
(http://my.sjsu.edu/).

2. Navigate to Employees >

Human Resources
Tutorials.

3. Inthe Temporary Faculty
area, click the Employee

Profile Form (pdf) link.

¥5)]5U
N JO

SE STATE UNIVERSITY

CMSinfo Listsery
Forms

My Password/Sign In Help

TEMPORARY FACULTY

Employees Students Help Desk My3S1SU Sign In
General Training
alert-5151 Recormnmended Course Tracks
Apps/Databases Fimance Training Courses

HR Training Courses

Student Admin Training Courses
Tutorials

My Personal Info Tutorials

My Faculty Center Tutorials

My Carnputer Help

Finance Tutarials

Hurman Resources Tutarials

Student Administration Tutorials

+ Action Reascn Codes - Short List (pdf)

* Employee Profile Form (pdf)

+ Emplovee Profile from PeopleSoft (pdf)

* Employee Profile (web) Instructions (pdf)

= S15U WTU Values Sorted by Decimal (pdf)

= S1SU WTU Values Sorted by Fraction (pdf)

« S1SU WTU Values Sorted by WTU (pdf)

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530

Employee Profile (web) Instructions

Page 2


http://my.sjsu.edu/

The Employee Profile form
opens.

4. Fill in the required areas of
the form.

Note: For a detailed list of the
required areas of the form,
refer to the list of field
descriptions in the Elements
of the Form section of this
guide.

5. When done, click the Print
Form button.

Note: Once you have printed
the form, you must obtain
appropriate signatures and
send the form to Human
Resources via Faculty Affairs,
if appropriate.

San José State University

Employee Profile Print Form |

| Clear Form

| Profile Print Date:
Submit Form to: HR Employee Support Services, Zip 0046
Questions? Contact HR Employee Support Services at 924-2250

1- Effective Date  Action® Reason®  2- Effective Date  Action®

Reason®

3 — Effective Date Action® Reason” 4 — Effective Date Action™  Reason”™

| | [ |

*Action/Reason Coal
HR for any codes nol

n codes must be provided for changes in job
jsu edudocsfiapooiniment/RG TF Action Re

1 of action reason codes, use the hyperlink. Contact

Red#

Employss Name

Employss Status

Employee ID

Original Hire Date
|

Position Department 1D/ Job Code/

Mo. Name Location Job Code Titie
[ | T—

| IR | iy

Empl Class FLSA Status

MPE Date in Reg/ Full/ TF- TF-
Unit Job Job Ten‘? Part FTE Wy Fraction
Prob Expecied

Appt
End Date Annv Code Annv Date End Date

| |EmE\ Type | ‘Cumg Rate | |Pmbauon Code

Grade/Entry Date Step/Entry Date Comp Freguency Actual Comp Annual Rate 551 Counter Lnion Code
Job Histor,
Action/Reason Time IE IE Actual Chg ©Cha Comp
Efcit Position  History Working Trtle Dept Name Base Cntref# WTU Fract Comy Amt  Pct Rate
[Comments {i.2., special compensation insiructions): Eurrdem Dept  Fund Prog Class  Pet  Effgt EndDatz  Deosrtment Name
unding
Change to

Initiating Official (Please print): Signature: Date: Phone: Dept Contact (Name/Phone):

FA SignofiDate:
Appointing Official (Please print): Signature: Dats: Phone

HR SignofffDate:;

SJ5U CMS Project Team: Forms/Employes Profile/Last Updated 02152011

Print Form
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Action/Reason Codes

This section lists the commonly used Action/Reason codes. Hire and Rehire are the only actions that are used
when completing the Employee Profile on the Web. (If you are canceling a contract, use the Temporary Faculty

Contract Revision Form.)

Hire (HIR) °

Rehire (REH) °

Appointment (APT)
Concurrent Job (CON)
Appt Former Employee Prior PS (PRI)

Mandatory Reinstatement (MAN)
Rehire from Disability Rtrmt (RDR)
Rehire (REH)

SJSU Information Support Services

Employee Profile (web) Instructions

info-support@sjsu.edu, 408-924-1530 Page 4



Elements of the Form

Field/Button

Name Description

Clear Form Use the Clear For'm button to _clear whatever data Clear Form
you have entered in the form fields.

Print Eorm Use‘the Print Form button to print the Employee Print Form
Profile.
Use this Profile Print Date field to enter the date you are printing the form. The date must
be entered in the appropriate date format: MM/DD/YYYY.

Profile Print

Date

Profile Print Date 06/26/2001

Effective Date

Enter the Effective Date in the appropriate date format: MM/DD/YYYY.

Action

Enter the appropriate action code. See note below, as well as previous Action Reason
Codes section.

Reason

Enter the matching reason code. Also see Action Reason Codes section.

1 - Effective Date Aclion®  Reason”
07/01/2001 HR  |apT |

Notes: To view lists of the most common action reason codes, visit MySJSU Human
Resources Help For Department HR Users
(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.

Employee ID

. | e odiai | D Employee ID
or employees, enter the 9-digit employee ID. 000000000

Rcd#

e For new hires: Enter 0. Empl

e For concurrent hires: Enter the appropriate Rico#
number. 0
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Field Name Description

Enter Employee Name in the following format:

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

Employee
Name :
Employee Mame w
| Geiger,Matt |
Positicn
Enter the Position Number the person is being Number
Position No. hired into. The number is eight characters, but the
leading zeros do not have to be entered. 4968
D Depariment IDiMame
epartment Write in the Department ID and Name.
ID/Name
Job Code Job Code/Job Code Title
/Job Code Write in the Job Code and Job Title.
Title
Enter a short description to indicate whether the
person being hired will be regular or temporary: RegiTemp
Reg/Temp ]
e REG: Regular TEMP
e TEMP: Temporary
Enter a short description to indicate whether the FUILE
person being hired will be full or part time: ulran
Full/Part .
e FULL: Full Tlme PART
e PART: Part Time
Enter the FTE of the person being hired. If you are FTE
ETE hiring an hourly employee, the FTE can be 1.00 as
they are paid based on the hours submitted.
Otherwise, enter the actual FTE of the employee. 0.20
TF-WTU
TE-WTU Enter the Temporary Faculty WTU for the
temporary faculty employee. 100
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Field Name Description

Enter the Temporary Faculty Fraction for the TF-Fraction
TF-Fraction temporary faculty employee using a backslash for

the fraction. 415

Enter the full time Compensation Rate (formerly Comp Rale
Comp Rate known as Base Rate) for the employee. If the

employee is hourly, enter the hourly amount. 4584 00
Probation Enter Probation Code, if known. (See list of codes below.)
Code Note: Most likely, Faculty Affairs or Human Resources will enter this information.

Enter Prob End Date (optional).

Note: Most likely, Faculty Affairs or Human Resources will enter this information.
Prob End
Date Probation Code Prob End Date

On Prob/Mo Status Other Class 06/30/02
_ Leave these fields blgnk. Faculty Affairs or Annv Code Annv Date

Anniv Code & | Human Resources will enter the Annv Code
Appt End and Annv Date.
Date

Note: You do not need to enter the data.
Appt End If the employee is temporary, enter the Appl End Date
Dgtpe appropriate Appt End Date. This field is

required for all temporary employees. O8/22/2003

For positions whose job codes have more than Grade/Entry Date
Grade/Entry : i
Date one salary grade (or range) associated with

them, enter the appropriate Grade. 3

For positions whose job codes have steps, StepiEqiry Date
Step/Entry . .

enter the Step for which you are hiring the
Date 0

person.
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Field Name

Description

SSI Counter

S5 Counter

For faculty positions, Faculty Affairs will enter
the SSI Counter. Valid values are 0-8.

Comments

Use the Comments section to reiterate or clarify your action(s) or purpose. Type directly
into the Comments field.

Comments (e, spedal compensation instrucbons)

Type comments here to clarify or reiterate your purpose.

Current
Funding

Enter funding changes for this position:

e Department number
e Fund Account number
e Prog
o Class (if appropriate)
e Pct
e [Effdt
e End Date
e Dept Name
Note: Include the End Date. Otherwise, the funding change will remain indefinitely.

Current Funding Dept Fund Prog  Class Pet Effdt End Date Department Name
Change to 1175 51000 100 01/22/2003 05/23/2003 Geology

Dept Contact

Enter your contact information.

Drept Contact
[MameiFhone)

Maria Weiss 4-9583
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