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Personal Information Summary

The Personal Information Summary displays all your personal information on one page.

Navigation:

Menu > Self Service > Personal Information > Personal Information Summary

Processing Steps

PeopleSoft Page

e Log into PeopleSoft
with your User ID and
Password.

e Click on Personal
Information
Summary to view
your personal
information.

SAN DIEGO STATE
UNIVERSITY

®

[> My Favorites

[: CSL) SA Baseline

[ C3L) Temp Faculty
[- 3DSU RO3 Updates
=~ Self Senvice

[» Time Reporting

~ Personal Information

— Personal Information
Summary

Main Menu = Self Service =

Personal Information

Review and update your personal information.

Eﬁ“ Personal Information Summary
Review a summary of your perzonal information.
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Personal Information Summary

Processing Steps/Notes

PeopleSoft Page

+ & F & ¥

The Personal
Information Summary
page displays.

You can review and or
update the following
information:

Name

Home/Mailing Addresses
Phone Numbers
Emergency Contacts
Email Addresses

Personal Information
SDSU Employee

SDSU Employee

Mame changes can only be made with supporing documentation. Please bring your
updated Social Security card to the Center for Human Resources (ESC 408). In addition,

an Employvee Action Request form must be submitted.

Country | Address

123 Main Street

R 5an Diego, CA 92078

Change home/mailing addresses |

Phone Numbers

Phone Type Phone Number Extension Preferred
Business 619/123-1234 I~d
Cellular G19M123-1233 -

Change phone numhbers |

Emergency Contacts
Relationship to Employee Primary Contact
Sister 7

Hame
SD3U Employee Sister

Change emergency contacts |

Email Addresses

Email Type Email Address Preferred
Business hemdata@mail. sdsu.edu W
Home hcmdata@mail.sdsu.edu ]

Change email addresses |
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Processing Steps/Notes

PeopleSoft Page

+

& & & &

Marital Status/Domestic
Partnership

Gender

Date of Birth

Military Status

Highest Education Level
Ethnic Group

Marital Status/Domestic Partnership

Status: Single As of; 08M1/2008

Marital status and/or domestic partnership changes can only be made with
supporting documentation (i.e marriage cerificate or Declaration of Domestic
FPartnership), which must be submitted with an Emplovee Action Request farm
to the Center for Human Resources (ESC 4068). In addition, a Benefits
EnrolimentiChange Form needs to be submitted if you would like to enroll your
spouseldomestic partner into benefits within 60 days of the qualifying event.
For guestions regarding benefits enrollment, please contact our Benefits

Office at 619-594-1144.

Employee Information

Gender: Fermale

Date of Birth: 100011977

ilitary Status: Mo Military Service
Highest Education Level: Bachelors Level Dearee
Ethnic Group White

If you have questions or need to make changes to your Employee Information displayed here,
please contact Payroll Services at xd4659.
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Benefits Summary

SAN DIEGO STATE
UNIVERSITY

The Benefits Summary page displays your current benefits. If you have any questions regarding your benefits information, please
call the Benefits Help Desk at 619-594-1144.

Navigation:

Self Service > Benefits > Benefits Summary

Processing Steps

PeopleSoft Page

Click on Benefits
Summary to view
your benefits
information.

i? SAN DIEGO STATE

UNIVERSITY Add o Favortes
Search: Main Nenu > Self Service »
0 ‘?l?‘ Benefits
[: My Favorites ; ) )
' 51 34 Baseline Review heath, insurance, savings, pension or other benefits information. Review and update dependent and beneficiary personal information.
[ C5U Temp Faculty ﬁ Dependents and Beneficiaries Benefits Summary
- SDSU R03 Updates Review and update dependent and beneficiary personal information. Review a summary of current, past or future benef enrolinents
7 Sef Serdce 1] Heath Care Dependent Summary
[* Time Reporting

> Personal Infarmation
[ Payroll and Compensation
~ Benefits
I Dependents and
Beneficiaries
- Benefts Summary

The Benefits
Summary page
displays a summary
of all of your benefits
as of the effective
date displayed on the
page. The effective
date defaults to the
current date. You can
change the date to
view your benefits
history.

Benefits Summary
Jane Doe

Toview your benefits as of another date, enter the date and click Go:

05/20/2009 [ Go |

Coverage or Participation

Type of Benefit

Plan Description

Long-Term Disability A6.67% of Salary

| Medical | PERS Choice PPO Employee Only

| Dental | Delta Enhanced Il Employee Only

| Vision | Vision Service Plan Employee or Employee & Deps
| Life and AD and D | standard (100K / M8D) §100,000

|

| Long Term Disability (MPP)
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Dependent Information

The Health Care Dependent Summary page displays your dependent benefit information. If you any questions regarding your
dependents please contact the Benefits Help Desk at 619-594-1144.

Navigation:

Summary

Self Service > Benefits > Dependents and Beneficiary Information > Health Care Dependent

Processing Steps

PeopleSoft Page

Click on Health Care
Dependent
Summary to view
your dependent
information.

*SDSU does not track
Beneficiary
information.

Main Menu = Self Service >

? Benefits
Review health, insurance, savings, pension or other benefitz information. Review and update dependent and beneficiary personal information.
ﬁ Dependents and Beneficiaries Benefits Summary
Review and update dependent and beneficiary perzonal information Review a summary of current, past or future benefit enrolments,

1= Health Care Dependent Summary

The Health Care
Dependent
Summary displays a
summary of your
dependents’ benefit
enrollments by Plan
Type as of the
effective date
displayed on the
page. The effective
date defaults to the
current date. You can
change the date to
view your dependent
benefits history.

For a different view,
to view your
dependent
enrollments by
dependent, click the
link Dependent
Summary by Name.

Health Care Dependent Summary

Jane Doe

To view your benefits as of ancther date, enter the date and click Go:

05/20/2008 |[5] Go

Dependents Summary by Mame

Type of Benefit Description Hame Relationship
Medical Blue Shield HMO Jason Hicks Jr son
Dental Delta Enhanced Il Spouse
Jason Hicks Jr Son
Vision Vision Service Plan Spouse
Jason Hicks Jr son
Dependent Summary by Name
Health Care Dependent Summary
Jane Doe
To view your benefits as of another date, enter the date and click Go:
05/20/2009 [5 Go |
Dependents Summary by Plan
Name Relationship Type of Benefit Description
Spouse Dental Delta Enhanced II
Vision Vision Service Plan
Jason Hicks Jr Son Medical Blue Shield HMO
Dental Delta Enhanced Il
Vision Vision Senice Plan
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Compensation History

The Compensation History page displays changes made to your compensation after *August 2006. If you any questions regarding
your compensation history, please contact Payroll Services at 619-594-4659.
*Note: SDSU went live with PeopleSoft in August 2006; therefore, aside from your hire data, you will not be able to view
your compensation history prior to that date.

Navigation: Self Service > Payroll and Compensation > Compensation History

Processing Steps

PeopleSoft Page

e Click on Payroll and
Compensation to
view your
compensation history
information.

e Clickon
Compensation
History to see history
of your compensation
changes.

nr_;m SAN DIEGO STATE
L UNIVERSITY

Search:
>

[ My Favarites
[- C5L) SA Baseline
[ 5L Temp Faculty
[- 3DSU RO3 Updates
~ Self Senvice

[* Time Reporting

[ Persanal Infarmation

- Payroll and Compensation
— Compensation History

Main Menu = Self Service =
qj%j Payroll and Compensation

Review compenzation history.

E" Compensation History

Review compensation history.
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Processing Steps

PeopleSoft Page

e The Compensation
History details
display for each
salary change.

e Click on the Date of
Change links to get
additional information
regarding the
individual changes.

Compensation History
SDSU Employee

From: 01/01/1800 To: 11/09/2009
Employee Job Information

EmplID: 100234690
Department: Business and Finance
Job Title: Administrator Il

Payroll Status: Active

Return to Employee Self Service

Qurn to Payroll and Compensation

Salary History
Date of Acti R Annual
Chal Chon edason Sala
Furlough OMN
07i31/2008 Pay Rt Chg Pay Reduction
—08/M11/2008 Hire Appointment

View Another Date Range |

Compensation
per Frequency

85,008.000 UsD  7,084.000000 USD  Monthly

85,008.000 UsD 7,084.000000 USD  Monthly

e The Salary Change
Details display for
each salary change.

Com}gnsation History

Sala hange Details

SDSU Employee

Date of Change: 08M1/2008
Salary Change Summary

Job Information
Salary Plan:
Grade:

Step:

Annual
Current Salary: 85,008.000 USD
Change: 0.000 LsSD
Change Percent: 0.000
HNew Salary: 85,008.000 USD

Ma0 Salary Flan 7

RAMGE A

Return to Compensation History

Monthly

7.084.000
0.000
0.000

7,084.000

usD
usD

usD

Page 8 of 8
Last Revised: 11/17/2009




	SDSU PeopleSoft Quick Reference Guide Employee Self Service
	Personal Information Summary
	Benefits Summary
	Dependent Information

