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1.0 Introduction

This guide applies to Academic Year Temporary faculty and Teaching Associates (AY)
that will be hired using the Temporary Faculty Module and:

a) Do not have an existing PeopleSoft ID Number or a Job Data record.
(Section 2.0 of guide).
OR

b) Have an existing PeopleSoft ID Number, POI type (Campus Solutions, Auxiliary,
Volunteer, CEL, etc.) and no Job Data records. (Section 6.0 of guide).

The following processes outline the steps to assign the above employees to an
Organizational Relationship/ Person of Interest (POI) Type of “Future Hire” prior to
hiring them in the Temporary Faculty Module. The process only needs to be done the
first time the employee is hired. Afterwards, the system will update the POI Type based
on Job Status.

Please Note:

K/

- The POI Type of “Employee” is no longer used for appointments generated in
the Temporary Faculty Module.

% This process applies to employees with no existing Job Data records.

% Academic Year temporary faculty and Teaching Associates with an existing
PeopleSoft ID Number and Job Data records should be hired by going directly to
the Temporary Faculty Module and adding them to Contract Data.

<> Below is an example an employee with an existing PeopleSoft ID Number, POI
Type and no Job Data records:

Reset

Natl
Empl ID ID
(Last 4)

I Empl
ﬁ)IQFM [[ETEE?(\(\] Org Rel Empl Class POI Type HR Status Rcd Job Code Job Code Descr

Nbr

1 Detail Stone,Grey 006227828 XXXX 01/01 Volunteer
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1.1 CSU ID Search

Utilizing CSU ID Search will help you verify whether or not the new employee exists in the
system to avoid creating a Duplicate ID. You will also be able to identify which scenario applies
to the new employee:

a) Employee has no PeopleSoft ID Number or Job Data records. (Section 2.0 of guide).

b) Employee has a PeopleSoft ID Number, POI Type and no Job Data records.
(Section 6.0 of guide)

c) If you discover that a new employee has a PeopleSoft ID and Job Data records,
proceed to hire them (AY-Temporary Faculty and AY- Teaching Associates) through
the Temporary Faculty module.

Please Note:

X New faculty and Teaching Associates must be assigned to courses in Curriculum
Management prior to building their Contract Data in the Temporary Faculty module.
<> Curriculum Management is now located on the Campus Solutions side in PeopleSoft.

1.2 New Employee Provisioning

Hiring areas are not required to request confidential information such as Social Security
Number and/or Date of Birth from employees.

New employees should be encouraged to complete the New Hire Intake Session held in Human
Resources as soon as possible. Human Resources validates and enters the Social Security
Number and Date of Birth into PeopleSoft when the employee completes the new hire process.

To facilitate provisioning, the hiring area must have also created the Job Data transaction in
PeopleSoft and assigned the employee to courses in Curriculum Management.
Curriculum Management is now located on the Campus Solutions side in PeopleSoft.

1.3 New Employee Intake Session/Human Resources

% The sooner new employees complete the new hire process in Human Resources, the
sooner their MyCoyote account can be provisioned. The hiring area must have also
created the Job Data transaction in PeopleSoft and assigned the employee to courses in
Curriculum Management.

«» https://www.csusb.edu/human-resources/employment/hiring-process/new-hire-intake-
meetings
Registration

Unit 2 (Faculty):

To register to attend the Faculty New Hire Intake Meeting, please click the following link: Unit 3 Meeting Registratio

Unit 11 (Instructional Student Assistant, Teaching Associates & Graduate Assistants):

w

Excluding Work Study/Financiol Aid Students

To register to attend the Unit 11 New Hire Intake Meeting, please click the following link: Unit 11 Meeting Registration

Page 3 of 13



https://www.csusb.edu/human-resources/employment/hiring-process/new-hire-intake-meetings
https://www.csusb.edu/human-resources/employment/hiring-process/new-hire-intake-meetings

1.4  Access to Person Of Interest Component

In order to update the required fields in the Person of Interest Component, the end user
must have:

a) Security Access to the Person of Interest Component:
1) Navigation: Main Menu/Workforce Administration/Personal
Information/Organizational Relationships/ Maintain a Person’s POI Reltn
2) Navigation: Workforce Administration/Personal Information/Organizational
Relationships/ Add a Person of Interest

b) Correction Mode: Correction Mode allows you to update and save information in the
required fields:

Edit POl Relationship

Moon Glow Person ID: 006227815
Person of Interest Type: Future Hire
Securlty Data Find | View All First ‘&' 10of1 Last
T —— =
“Effective Date: p1/4/2018 |5y
Personalize | Find | &' | & First 1of1 "b' Last
*Security Access Type Enabled Value 1 Value 2
v Q +| =]
Person of Interest History Personalize | Find | L7 o First ‘4 10of1 ‘» Last

"Effective Date anne i ore Information
01/04/2018 |[[s) | A Q J§§ CFO000 - JHBC - Acct & Fin \.:/ +| =

2.0 CSUID Search Component
Navigation: Main Menuw/ CSU ID Search

1) Enter the new employee’s name in CSU ID Search. Searches can be done using
the following criteria:

a) First Name and Last Name
b) Social Security Number (enter in the National ID field)

Favorites = Main Menu « > CSU ID Search

/=t CSUSB HR - Human Resources

CSU ID Search
CSU ID Search

Search Reset

Empl ID:

National ID:
Applicant ID:

First Name:

Last Name:

Search Reset
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CSU ID Search Results

To ensure a search is accurate, verify that the search criteria used is correct. A misspelled
name will affect the Search Results.

[ CSLISB HR - Human Resources

CSU ID Search

3.0 Add A Person Component

The Add a Person Component is used to add employees to PeopleSoft who do not
have a PeopleSoft ID Number. For example, employees that do not exist in
PeopleSoft.

Please Note: Use the Add A Person Component only after using CSU ID
Search to confirm employee does not exist in PeopleSoft.

Navigation: Main Menu /Workforce Administration/Personal Information/Add a Person

3.1 Add A New Person Process

1) The Person ID field should contain the word “NEW?”. Do not make any changes
to this field. The word “NEW?” will remain in the field until the “Add the
Relationship” button is clicked on the fourth and last tab, Organizational
Relationships tab.

2) Click the “Add the Person” link.
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Favontes = hain Menu = » Workforce Adminsirabon = > Personal Information = Add a Person

12 CSUSB HR - Human Resources

Add Person

 -——
3.2 Biographical Details Tab

1) Verify that the Person ID field still contains the word “NEW?”. The PeopleSoft
ID Number will not generate until the “Organizational Relationship” tab is
completed (last tab).

2) Employee Name, Home and Mailing addresses must be completed. This is the
minimum information needed to create the POI Relationship and have a
PeopleSoft ID Number generated by the system.

3) Below are the minimum fields required to assign the POI Relationship, obtain the
PeopleSoft ID Number and allow account Provisioning:

a) Name

b) Date of Birth

c¢) Home Address

d) Mailing Address (can be the same as Home address)

e) Social Security Number- If this number is unknown input the
following in the this format: xXx-xX-Xxx

Biographical Details Contact Informatior

Name Find | View A

*Effective Date: 02022018 iy tli=

*Format Type: English

Display Name: Add Name

Biographic Information

Date of Birth: " 0 Years 0 Months

Birth Country: USA Q nited States

Birth State:

Birth Location Waive Data Protection:
History Find | View All First 10f b Last

*Effective Date: +i=

"Gender:
“Highest Education Level:

“Marital Status: r| Asof:
Language Code:

Alternate ID:

Full-Time Student

National ID
untry Nai

Please Note:
+»+ The above fields need to be completed by the time the employee begins working.
It is important that new employees complete the Intake Session for new hires

held in Human Resources as soon as possible. Information regarding registration
is Section 1.3, page 3 of this guide.
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% Hiring areas are not required to request confidential information such as Social
Security Number or Date of Birth from employees. It is advised that new

employees complete the New Hire Intake Session held in Human Resources as
soon as possible.

3.3 Contact Information Tab

1) Verify that the Person ID field still contains the word “NEW?”.

2) Home Address: Click on the “Edit/Add Address Detail”’ link.
Enter a complete address. At least one complete home address is required to
complete the process of assigning the employee a relationship.

3) Mailing Address: Must be added to populate address on the Contract Letter

generated in the Temporary Faculty module. The Mailing Address can be
the same as the Home Address.

4) The Effective Date of the Address must be prior to or the same as the date of
the employee’s appointment Start Date.

Biographical Details Contact Informatien Regional Jrganizational Relationships

Person ID: NEW

Current
Addresses
Address Type As Of Date  Status  Addr

£ ity Parkway
0210212018 A San 32 ‘f.f$
E 0 ;

02/02/2018 A s, i 9407 EditView Address [ =
Jetail .

Personalize | Find | View All | & | &S First "4 1-20f 2 ‘& Last

fiew Addi ]
iew Address| & [=

Phone Information Personalize | Find | & | (&= First ‘& 10of1 Last

“Phone Type Telephone Extension Preferred

Email Addresses Personalize | Find | &2

2| First & 10f1 Last
*Email Type *Email Address Preferred

3.4 Regional Tab —(Optional)

Information will be validated when employee completes the New Hire Intake
Session in Human Resources.

Biographical Details | Contact Informationf/| Regional ) Qrganizational Relationships

Person ID: NEW

ha—D
Ethnic Group Find | View All First (&' 10f1 (& Last
Reg Region: USA  |Q United States Ethnic Group: UNKNOWN |Q_ Not Specified +|[=
Ethnic History Primary
History Find [View Al First (& 1of1 * Last
Effective Date: % Date Entitled to Medicare: 5 =
Citizenship (Proof 1): Citizenship (Proof 2):
¥ Eligible to Work in U.S.
Veteran
Military Status:
Military Discharge Date Edit Discharge Date
Smoker History Personalize | Find | 20| B First (4 10f1 & Last
* Smoker *As of
1 v B e =
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3.5 Organizational Relationships Tab

1) Verify that the Person ID field still contains the word “NEW?. If it has

changed, exit the page by clicking on Main Menu and do not save. You will

need to restart the entire process of adding the new employee.

2) “Employee” Organizational Relationship is no longer used for employees

hired in the Temporary Faculty Module.

3) Select: Person of Interest.

4) Select: “Future Hire” from the drop-down menu.

5) Click on the “Add the Relationship” button. The system will generate a

PeopleSoft ID Number in the Person ID field.

Favorites Main Menu - > Workforce Administration » >  Personal Information = > AddaPerson > Modify a Person

/=8N CSUSB HR - Human Resources

ntact infarmatio Regional K Organizational Relationships
Ronald Reaga P NEw <=
Choase Org Relationship to Add

Employse oo Reaionsy | o, o]
Contingent Worker
¥ Person of Interest | FUlLIE Hirg v

Checklist Code: - Go to Person Ghecklist

% Refresh L Add || 2] Update/Display +] Include History

6) You will then be taken to the “Add Person of Interest” page.
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4.0 Add Person of Interest Component
This component allows you to enter the effective date of the POL.

4.1 Security Data Section (Person of Interest Type)

1) Effective Date Field: Enter the effective date of the employee’s
appointment or prior.

2) Security Access Type Field: Select “BUSINESS UNIT” from the drop-
down menu.

3) Business Unit/Value 1 Field: Select “SBCMP” from the search box.

Favorites - Main Menu - » Workforce Adminisiration - > Parsonal information - > Add a Person > Modify a Person

7=\ CSLISB HR - Human Resources

Add Person of Interest

Test Tester Person ID: 006495641
Person of Interest Type Future Hire
Security Data Find | View All
07010 Get Enabled Security Types =
*Effective Date: Bl icon " " =
—r .:‘:;#i:f;l U B First ‘&' 1of1 Last
Security Access Type B Value 1 Vabue 2
BUSINESS UNIT » Business Unt  SBCMP q % |[=]

4.2  Person of Interest History Section

« Effective Date Field: This field will default with the date entered in
the Security Data Effective Date field. The date should be the
beginning of the employee’s appointment date or prior.

+«»+ Status Field: Should always have an “A” for “Active”.

1) Planned Exit Field: Enter the expiration date of the employee’s appointment
if it is within the term the employee is hired. For example, enter the Quarter
End Date for the term they are hired. This is done to allow new employees
time to complete the hire process before being Deprovisioned.

% Deprovisioning: If an employee’s hire is not completed (e.g. New
Hire Intake Session completed, Job Data transaction entered in
PeopleSoft, etc.) by the “Planned Exit” date, their account may be
Deprovisioned (access to MyCoyote, Email, etc. deactivated).

2) More Information Field: Input the hiring Department ID and college
abbreviation:
For example: CF0000 — JHBC - Acct & Fin

3) Click “Apply”, and “Okay” to sav

Person of Interest History Personalize | Find | Y| Sl First ‘4" 10of1 '* Last
*Effective Date * Status Planned Exit More Information
101042018 |5 A Q@ 0327/2018 |5 |SE0Q00Q - JHBC - Acct & Fin JE 3 =
OK a £
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5.0 CSU ID Search- Confirm POI Assignment

1) Check CSU ID Search to confirm the employee is assigned a POI type of
“Future Hire”.

2) Once the POI type of “Future Hire” is confirmed you can proceed to assign
the temporary faculty or Teaching Associate to courses in Curriculum
Management. Curriculum Management is now located on the Campus
Solutions Side.

ram CSUSB HR = Human Resources

CSU ID Search

SU ID Search

Empl ID
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6.0 Add A POI Relationship Component
The Add a POI Relationship Component is used to add a POI Interest Type to
employees with an Existing PeopleSoft ID Number, POI type (Campus Solutions,
Auxiliary, Volunteer, CEL, etc.) and no Job Data records.

% Assumes the employee’s employment status has already been
validated by using CSU ID Search.

Navigation: Main Menu/Workforce Administration/Personal
Information/Organizational Relationship/ Add a POI Relationship

Favorites = Main Menu v | > Workforce Administration v > Personal Information » > Modify a Person
Search Menu:
/N CSU o) jources
L CSU Faculty Reports L
PersonalInforl (3 ¢su Temp Faculty »
Enter any infermaf & SB Custom ¥ }list of all values.
0 self Service L ‘
Findan Existin (5 workforce Administratid ) Personal Information | = Biographical
Search Critl ©1  Payroll for North Amerid 3 Job Information &) [Organzational Relation
€1 Global Payroll & Absen{ )  CSU Worklorce Admin| = Personal Relationships | =/ Malntain 4 £FO s
Emp 1D C1 Werkforce Developmen| 3 Global Assignments 03 citizenship | Person Checkist
N ©1  Organizational Develop| &3 Workforce Reparts 3 Disabilty | Person Assignment Checkist
Last Name: [  SetUpHRMS > ] Add a Person
Second Name: 03 Reporting Tools § Vvanage Hires
Altemnate Charact €1 PeopleTools » viodify a Person
Middle Name CsiiDSaa ] Person Organizational Summary
Include Histot Single Sign-on G5 9.2 Search for People
—|  Security Clearance

6.1 Add A POI Relationship Page

1) Empl ID Field: Enter the PeopleSoft ID Number

2) Person of Interest Type Field: Enter Future Hire code of 00100 or click the
Looking Glass icon and select “Future Hire” from the list of options.

3) Click the “Add” button.

Favorites » Main Menu « Workforce Administration « Personal Information « Organizational Relationships » > Add a POl Relationship

/2 CSUSB HR - Human Resources

Add new POl TYPE

Add a New Value

Add

You will be taken to the Add Person of Interest Component.
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6.2

6.3

6.4

Add A Person of Interest Component
This component allows you to enter the effective date of the POL.

Security Data Section (Person of Interest Type)

1) Effective Date Field: Enter the effective date of the employee’s
appointment or prior.

2) Security Access Type Field: Select “SBUSINESS UNIT”

3) Business Unit/Value 1: Select “SBCMP” from the search box.

Favorites » Main Menu - » Workforce Adminisiration » > Personal information - > Add 2 Person > Modify a Person

12 CSUSB HR - Human Resources

Add Person of Interest

Test Tester Person ID: 006455641
Person of Interest Type: Furture Hire
Sacurity Data Find | View All First 0
07252010 Gel Enabled Security Types =
*Effective Date: Hiaals " " = roealo ,p'
'r .r‘:!u !i~.;l U B Fist ‘4 10f1 & Last
Security Access Type E Value 1 Value 2
BUSINESS UNIT v BusinessUnt  SECMP qQ % | =]

Person of Interest History Section

«» Effective Date Field: This field will default with the date entered in

the Security Data Effective Date field. The date should be the
beginning of the employee’s appointment date or prior.

% Status Field: Should always have an “A” for “Active”.

1) Planned Exit Field: Enter the expiration date of the employee’s appointment
if it is within the term the employee is hired. For example, enter the Quarter
End Date for the term they are hired. This is done to allow new employees

time to complete the hire process before being Deprovisioned.

¢+ Deprovisioning: If an employee’s hire is not completed (e.g. New
Hire Intake Session completed, Job Data transaction entered in
PeopleSoft, etc.) by the “Planned Exit” date, their account may be
Deprovisioned (access to MyCoyote, Email, etc. deactivated).

2) More Information Field: Input the hiring Department ID and college

abbreviation:
For example: CF0123 - CNS - Physics

3) Click “Apply”, and “Okay” to save.

Person of Interest History Personalize | Find | £ | &% First ‘& 10of 1
* Effective Date * Status Planned Exit More Information
1 0410272018 ) A Q [06/19/2018 | |CF0123-CNS - Physics &
oK Al I
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7.0 CSU ID Search- Confirm POI Assignment

1) Check CSU ID Search to confirm the employee is assigned a POI type of
“Future Hire”.

2) The CSU ID Search results will display a row of data for each POI Type the
employee has:

Favorites v Main Menu » > CSUID Search

/=t CSUSB HR - Human Resources

CSU ID Search

CSU ID Search

Search Reset
Empl ID: 006227815
National ID:
Applicant ID:
First Name:
Last Name:
Search Reset
Natl 0 Empl
Detail ~ Name EmpliD 1D ﬁ)’}p":‘“‘“‘ HOE Org Rel Empl Class POI Type HR Status  Red  Job Code .
(mmi/dd)
(Last 4) br
1 Detail  Glow,Moon 008227815 XXXX 03/01 FutureHire
2 Detail  Glow Moon 006227815 XXXX 03/01 Volunteer

3) Once the assignment of POI type “Future Hire” is confirmed, you can

proceed to assign the temporary faculty or Teaching Associate to courses in
Curriculum Management.

B

% Curriculum Management is now located on the Campus Solutions
Side.
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