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Job and Personal Information – View Employee Personal Information 
The Job and Personal Information Summary displays your employee personal information on one page. If you any questions 
regarding your employees’ Job and/or Personal Information, please contact Payroll Services at 619-594-4659. 

 
Navigation:  Menu > Manager Self Service  

Processing Steps PeopleSoft Page 

• Log into PeopleSoft 
with your User ID and 
Password. 

• Click on Manager 
Self Service to view 
your employee’s 
information. 

 

 

 
Navigation:  Menu > Manager Self Service > Job and Personal Information > View Employee Personal  
                     Information 

Processing Steps PeopleSoft Pages 

• Click on Job and 
Personal 
Information > View 
Employee Personal 
Information.  

• Enter the Effective 
Date.  

 The effective date 
entered on this page will 
determine who will display 
as your direct reports.  
Example: If you hire a 
person as of 09/01/2006 
and you are using an 
effective date of 
08/21/2006, the new hire 
will not show up even if he 
is in the system. 
• Click “Continue”.   
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Processing Steps PeopleSoft Page 

• Employees that 
directly report to you, 
display.    

• To view additional 
information for an 
employee, select the 
button next to the 
employee’s name 
and click Continue. 

 

 
• To access employees 

that report to one of 
your reports, click the 

.    
• Those employees will 

display. 
• To view additional 

information for an 
employee, select the 
button next to the 
employee’s name 
and click Continue. 
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Processing Steps PeopleSoft Page 

• The Employee 
Information page 
displays with general 
job information. 

• Select any of the 
hyperlinks listed in 
the Additional 
Information section 
to view additional 
information about the 
employee. 
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Additional Employee Information 

Processing Steps PeopleSoft Page 

• 
 
 

Email Addresses  

 
 

Processing Steps PeopleSoft Page 

• 
 
 

Phone Numbers 
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Processing Steps PeopleSoft Page 

• 

• Click on the 
Emergency Contact’s 
name to display 
additional 
information. 

Emergency 
Contacts   

 
 
 
 
 
 
 
 
 
• 

 

Emergency   
Contact Detail 

 
_____________________________________________________________________ 
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Processing Steps PeopleSoft Page 

• 

• Click on the degree 
hyperlink to view 
additional 
information. 

Education  

 
 
 
 
 
 
 
 
• 

 
Education Detail  

 
_____________________________________________________________________ 
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Processing Steps PeopleSoft Page 

• 
• Click on the 

honor/awards 
hyperlink to display 
additional 
information. 

Honors and Awards  

 
 
 
 
 
 
 
 
 
 
• Honors and Award 

Detail 

 
_____________________________________________________________________ 
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Processing Steps PeopleSoft Page 

• 

• Click on the displayed 
license or certificate 
hyperlink to view 
additional 
information. 

Licenses and 
Certificates  

 
 
 
 
 
 
 
 
 
• 

 

Licenses and 
Certificates Detail 

 
_____________________________________________________________________ 
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