HUMBOLDT

Self Service in PeopleSoft - Staff
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Viewing Emergency Contacts

Self Service in PeopleSoft

1. Log into the myHumboldt portal at
http://humboldt.edu/myhumboldt

huthboldt

Secure your information! myHumbaldt

HSL User Name provides access 1o many of your
| applications—not just the one you're using.

= Dot leave your workstation unattended;
Password whenever passible use a password-protected
[ I SCICEN Saver,

» Don't forget to logout and completely exit

©F quit your browser when you're dons!

FOrgat your USer name or password? Login

@ beed help?

Log in to myHumboldt, ana you'l get access 1o any of the tollowing applicatons you're authonzed 1o use

Gmail, Calendar, & other Google Apps « Student Canter (& Help) » Faculty Center (& Help)
PeopleSolt HCM - DARS Self.-Sendce (degree requirements & achievements sudits) » PeopleSoft Finance (CFS)
Muoadle « Library aricles & databases « STARS (scholarship application) « CSU Portal

2. Choose the PeopleSoft HCM link

PeopleSoft cv

Access to PeopleSoft applications:

| PeoleSoHCI‘u‘I

s PeopleSoltinance (CFS)

3. Navigate to Emergency Contacts by
choosing Main Menu > Self Service >
Personal Information - Emergency
Contacts.

Favorites = Main Menu
TS g s

Personalize SIUEDLLCTE @
Menu | NE
Search:
SEREE ) sy Termnp Faculty 4
9 Humboldt CS Customization 4
b CSU Ter .
g 1 SPF Timesheet
I SPF Time J_Seff Service i i
[> SelfSeri 1 Manager Self Service g Time REIDD:'”Q r
© Manager ) Personal Information
[ Recruiting g CS;:;ETE Administration =) Pavrolland Compensation [E] Personal Information Summary
[ Workforce 1 Benefits = Phone Numbers
> Benefits () Benefits 3 Stock Actvity || Ermai Addresses
[EECmRsDY 9 Compensation [ Learning and Developmer || Emergency Contacts
i Time and ) Time and Labor T Marf 'h'
&> Payroll fol 2 Recruiting Activities =] Marital Status
b Globalpz ) Pavrol for North Amenica ) c3nnis Fnances ¥
> Payroll inf [ Global Payroll & Absence [Z] Workflow User Preferences
I> Workforce (3 payroll Interface :

4. You will be taken to the Emergency
Contacts screen.

Emergency Contacts
Jeffrey Williams

Emergency Contacts

Contact Name Relationship to Employee

Jane Doe Parent Edit | Delete |
John Doe Parent Edt | Delete |

Primary Contact: John Doe Change the primary contact |

Add an Emergency Contact
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Self Service in PeopleSoft

5. Select the name of the emergency Emergency Contacts

contact to view the details for that Jeffrey Williams

contact. erge
ane Doe Parent Edit | Delete |
John Doe Parent Edt | Delete |

Primary Contact: John Doe Change the primary contact |

Add an Emergency Contact |

- Emergency Contacts
6. The Emergency Contact Detail screen Emergency Contact Detail
will appear Jeffrey Williams
Contact Name: Jane Doe
Relationship to Employee: Parent

Address and Telephone

Contact has the same address as the employee

Contact has the same telephone number as the employee

Address
Country: United States Change Country
Address: 1 Harpst Street Edit Address

Arcata, CA 95521

Phone

Telephone: 707/826-3626

Other Telephone Numbers
Phone Type Phone Number

7. Use the Return to Emergency Contacts
link at the bottom of the screen to get
back to the list of contacts.

Return to Emergency Contacts
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Self Service in PeopleSoft

Adding and Editing an Emergency Contact
1. Navigate to the Emergency Contacts e

screen USIng the instructions abOVe. Favorites | Main Menu
- —
Personalize Search Menu: ®
Menu | s Z
E]
Search:
re 32 CSU Temp Faculty 4
(3 Humboldt €S Customization 4
I CSU Ter ) .
b Humbold 3 SPF Tlmstsheet
b SPFTime (J_Self Service i ' ,
[> Self Seni (1 Manager Self Service g Time REIDD;““Q =
[> Manager : Personal Information
[> Recruiting g \F;E,!DC:;:I:CQQ Administration 3 Payrol and Compensation [5] Personal Information Surmnmary
[ Workforce ’ [ Benefits Phone Numbers
b Benefits [ Benefits 3 Stock Activicy [5] Emeil Addresses
IgCOIIBELY £ Compensation 3 Leamning and Developmer [E] Emergency Contacts
PTime and ) Time and Labor = iral w{b
> Payroll foi 3 Recruiting Activities (5] Marital Status
b Global pz =1 Pavrol for North America | ) campus Finances v
i PayrollInt (3 Global Payroll & Absence [5] workflow User Preferences
[- Workforce (71 payroll Interface :

Fa\.rovr'rtes MainvMenu > Self Service » Personal Information > Emergency Contacts
i - -

2. Select the Add an Emergency Contact

button if you do not have an
. . Emergency Contacts
emergency contact or if you would like

. Jeffrey Wil
to add an additional contact. ey iams

Emergency Contacts

Contact Hame Relations hip to Em e

3. Choose the Edit button if you have an Emergency Contacts
existing contact for whom you would Jeffrey Williams
like to Change the details. Emergency Contacts

Contact Name Relationship to Em ee

Parent Edit | Delete |

Primary Contact: John Doe Change the primary contact |

Add an Emergency Contact

4. 0On the Emergency Contact Detail Emergency Contacts i
Emergency Contact Detail
screen enter a Contact Name

5. Choose the appropriate Relationship to

Employee.
*Contact Name: John Doe

*Relationship to Employee: Farent -

6. If your emergency contact shares your
address and/or telephone number,
choose the appropriate checkbox under
Address and Telephone. If one of these | - conacthasthe same address as the employee
boxes is checked, your address and/or
telephone number will be automatically
added.

IIcontact has the same telephone number as the employee
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Self Service in PeopleSoft

7. If your emergency contact does not Address
share your address, you can enter that | ©™ United States e
information. Adaress: Edit Address |
8. Choose the Change Country link if
necessary. Country: United States Chanie Country
Address: Edit Address
9. change Search by to Description. Look Up
10. Inthe begins with textbox, type the
name of the country. Search by: Description - begins withlUnited States
11. Select the Look Up button.
Loak Up I Cancel |Aduan|:ed Lookup
12. Select the name of the country. Look Up
Search by; Description - begins with|United States
LookUp | Cancel |Ad'u'an|:ed Lookup
Search Results
First ] 1of1 JJ Last
13. Choose the Edit Address link to add an
address for the emergency contact. Country: United States Change Country
Address: Edit Address
'_ 0
14. Enter your emergency contact’s Felt Address
address information and select the OK Country: United States Change Country
button . Address 1: |1 Harpst Street
Address 2: |
Address 3: |
city: [Arcata state: [CA @, california Postal/ 95521
County: |
Ok I Cancel
15. Scroll down the page. Enter a

telephone number for the emergency
contact.

|707-555-1212

Telephone:
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16.

17.

18.

19.

20.

To add an additional number for this
contact, select the Add a Phone
Number button.

Choose a Phone Type and add the
Phone Number. To add additional
phone numbers select Add a Phone
Number.

Choose Save to store the information
that you have entered.

If all the required information has been
entered properly, you will receive a
confirmation screen. Select the OK
button.

The new emergency contact should be
displayed in the list.

Self Service in PeopleSoft

Other Telephone Humbers

Add a Phone Number

* Required Field

Save |
| Other Telephone Numbers

*Phone Type Phone Number
Mabile - 888—555—1234{ Delete |

Add a Phone Number |

Save |

Emergency Contacts
Save Confirmation

“ The Save was successful.

Ok

Emergency Contacts

Emergency Contacts

Relations hip to Em ee

Parent Edit |

Contact Hame:

John Dog Delete |

Change the primary contact I

Primary Contact: John Doe

Add an Emergency Contact
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Changing the Primary Contact

Self Service in PeopleSoft

1. Navigate to the Emergency Contacts
screen using the instructions above.

Favorites | Main Menu
T T

Personalize

Search:

[ CsU Temr
[ Humbold
[ SPF Time
[> Self Senvi
[ Manager
[» Recruiting
[ Workforce
[ Benefits

[- Compens
[> Time and
[> Payroll fol
[ Global Pe
[: Payroll Ini
[> Waorlforce

Search Menu:

u

E]
32 CSU Temp Faculty 4
(3 Humboldt €S Customization 4
(1 SPF Timesheet '
] Self Service
[ Manager Self Service g :Ime Relpln;tlng - '

. ersonal Information
3 Recrutting 3 Payrol and Compensation [=] Personal Information Summary
3 Workforce Administration £ Benefits Phone Numbers
ane

3 Benefits [ Stock Actwity [=] Email Addresses
32 Compensation 2 Learning and Developmer E Emergency Contacts ‘h
&1 Time and Laber 1 Recruiting Activities = Marical Status
3 Payral for North America | c3mpus Fnances ¥
O Global Payroll & Absence [5] workflow User Preferences
2 Payroll Interface

2. Determine which contact is assigned as
primary.

Emergency Contacts

Jeffrey Williams

Emergency Contacts

Contact Name

Jane Doe

John Doe

Relationship to Employee

Parent

Parent

Edt | Delste |

Edt | Delete |

IPr‘lmaanontact: John Doe I

Add an Emergency Contact

Change the primary contact |

3. On the Emergency Contacts screen,
select the Change the primary contact
button.

Emergency Contacts

Jeffrey Williams

Emergency Contacts

Jane Doe

John Doe

Relationship to Employee

Parent

Parent

Edt | Delete |

Edt | Delete |

Primary Contact: John Doe

Add an Emergency Contact

Change the primary contact [I

4. cChoose an alternate contact in the
Primary Contact combo-box

Emergency Contacts

Change Primary Contact
Jeffrey Willams

Primary Contact: | Joh

Save |

n Doe

L
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Select Save to confirm the change.

Self Service in PeopleSoft

Emergency Contacts

Change Primary Contact
Jeffrey Williams

Primary Contact:

Save |

Jane Doe -

A confirmation screen will appear.
Choose OK.

Emergency Contacts
Save Confirmation

V The Save was successful.

Confirm that the primary contact has
changed.

Emergency Contacts

Jeffrey Williams

Emergency Contacts

Contact Name

Jane Doe Parent
John Doe Parent

Relations hip to Employee

Edt | Delete |

Edt | Delete |

Primary Contact: Jane Doe I

Change the primary contact |

Add an Emergency Contact |
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Self Service in PeopleSoft

Deleting an Emergency Contact

1. Na\“gate to the Emergency Contacts ﬁ

screen USing the instructions abOVe Favorites | Main Menu
b4 -
Personalize Search Menu:
®
Menu | NE
Search: 32 CSU Temp Faculty 4
ST (3 Humboldt €S Customization 4
e )
b Humbold 3 SPF Tlmstsheet 4
b SPFTime (J_Self Service i '
[> Self Seni (1 Manager Self Service g :'me REIDID;““Q - r
[> Manager 4 g, it ersonal Information
- Recruiting V\?C[Ef ing Administrat =3 Payrol and Compensation 5] Personal Information Sumrmary
[ Workforce pridorce Administration [ Benefits [5] Phone Numbers
Egeneﬁts( g Benefits ) £ Stock Activity . Email Addresses
DT"?””;D:”"& o Compensation (3 Learning and Developmer ‘h
> Payroll fol Time and Labor 1 Recruiting Activities =] Marical Status
b Global pz =1 Pavrol for North America | ) campus Finances v
i PayrollInt (3 Global Payroll & Absence [5] workflow User Preferences
[- Workforce (71 payroll Interface :
Note: The primary contact cannot be Message
deleted. To delete a contact marked as the
primary contact, one must first designate a You cannot delete the primary contact. (18032,77)

new primary contact. If you attempt to
delete the primary contact, you will receive

You must designate a new primary contact before deleting this contact.

an error message.

2. Select the Delete button for the Emergency Contacts
associated contact. Jeffrey Williams
Emergency Contacts
Contact Hame Relationship to Employee
Jane Doe Parent Edit | Delete |
John Doe Parent Edt || Delste ]
Primary Contact: Jane Doe Change the primary contact I

Add an Emergency Contact I

3. Choose Yes — Delete to confirm the Emergency Contacts

deletion. Delete Confirmation

*  Are you sure you want to delete Emergency Contact (John Dog)?

I Yes - Delete I Mo - Do Mot Delete
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Self Service in PeopleSoft

4. You will be returned to the Emergency |Emergency Contacts

Jeffrey Williams

Emergency Contacts
Relationship to Employee

dane Do Parent Edit | Delete |

Contacts screen.

Change the primary contact |

Primary Contact: Jane Doe

Add an Emergency Contact
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Navigating to Compensation History

Self Service in PeopleSoft

1.

Log into the myHumboldt portal at
http://humboldt.edu/myhumboldt

hithboldt

HSLU User Name
Password
Forgot your user name or password? Login

Secure your information! myHumboldt
provides access 1o many of your
appiications—not just the one you're using
+ Don't leave your workstation unattended;

whenever possible USe a password-profected
SCICET SEVeT

» Don't forget to logout and completely exit
©F quit your browser when you're dons!

@ Heed help?

Log in to myHUmbaoldt, and youll et access to any of the following applicatons you're authonzed 1o use

Gmail, Calendar, & other Geogle Apps - Student Center (& Help) - Faculty Center (& Help)
PeopleSoft HCM » DARS Self-Sendce (degree requirements & achievements sudits) - PeopleSoft Finance (CFS)
Meodle « Library articles & databases - STARS (scholarship application) - CSU Portal

2.

Choose the PeopleSoft HCM link

PeopleSoft

Access to PeopleSoft applications:

nf| PeopleSoff HCM
s PeopleSoltinance (CFS)

Navigate to Compensation History by
selecting Main Menu > Self Service >

Payroll and Compensation >
Compensation History.

Favortes @ Main Menu
L Ll L

Search Menu:

Personalize )
Menu | . E
.
Search:
e (3 CSU Temp Faculty 4
3 Humboldt CS Customization 4
b CSU Terr .
b Humbolg 1 SPF Timesheet
- 8PF Time J_Seff Service ' i
[> SelfServi 1 Manager Self Senvice 3 Time Reporting 4
[ Manager  Recruiting 1 Personal Information 3
[- Recruiting . . [ _Payroll and Compensation
[ Waorkforce g Workforce Administration 1 Benefts [5] view Paycheck
E(B:irr‘:ﬁfnc - Eenefrtssat. [ Stock Actwity 3rd Party Pay Inguiry
DT\mepam; empensation 1 Leaming and Developmer | Voluntary Deductions
1 Time and Labor ; - = Compensation Histary
U Payrollfor &3 Recruiting Activities [ Comosnscon etoryj]
I Global Pz Payroll for North America 1 Campus Finances AR L e 1
[ Payroll It £ Global Payroll & Absence | [5] workflow User Preferences -
[ Workforce [ Payroll Interface [
I Arnang

You will be presented with a list of all

your HSU appointments since Fall
2003.

Note: If you have had only one
position at HSU, you will be taken
directly to the summary page.

Compensation History

Select Job Title

Job Information
Job Title

Instr Fac AY ’
special Consult:

Cept Chair 12 Mo
Dept Chair AY

Department
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http://humboldt.edu/myhumboldt

Self Service in PeopleSoft

Viewing Compensation History

1. Select a position. Compensation History

Select Job Title

Job Information

Job Title l Department
Specia nsulta

Cept Chair 12 Mo
Dept Chair AY

2. You will be taken to a summary page Compensation History
listing all of the salary changes for the

osition you selected. _
2 o From: 01011900  To: 10/20/2009 View Another Date Range_ |

3. Select the Date of Change link for ERERE N R
details regarding the salary change. Employee ID:
Department:
Job Title: Instr Fac AY
Payroll Status: Active
; Annual Compensation
Date of Action Reason Annual Compensation
Change I - Salary per Frequency
02/17/2000 Pay Rt chg FU1eUSNONPay a4 445 5o usD 5.751.00 USD Monthly
| Reduction
Prm. Promotion 81,012.00 USD 5.751.00 USD Monthly
07/01/2008 Pay Rt Chg Coneral Salan e 305 4p usp 5,280.00 USD Monthly
Increase 2
02/17/2007 Pay Rt Chg SeMce 5313 24 454 5o UsD 5,157.00 USD Monthly
Increase
4. The Salary Change Details screen Compensation History

. L Salary Change Details
displays the beginning salary, the

amount and percentage of the change,
and the resulting new salary. Both Date of Change:  08/17/2009
annual and monthly salary amounts
are shown.

Annual Monthly

75,360.00 USD 6,280.00 USD
Change: 5,652.00 USD 471.00 USD
Change Percent: 7.500 7.500

New Salary: 81,012.00 USD 6,751.00 USD

Job Information

Current Salary:

Salary Plan: RO3 Salary Plan 21

Grade: PROFESSCOR

Step: 0

Component New Amount Change Amount ﬁ
CSU Monthly Rate of Pay 6,751.00 USD Wonthly 471.00 USD 7.500

Page 12 of 13



5.

Use the Return to Compensation
History link at the bottom of the page
to return to the main screen.

Feturn to Compensation History

Self Service in PeopleSoft
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