Add New Employee Pre-Employment Information

(For State and Research Foundation Employees)

Before you add a new employee to the database you must first go to the
Search Match page and search the PS database to make certain that the
person does not already exist.

The person that you are hiring may exist in the database already for the following
reasons:
e They are an active, current employee at the University, UHMC or Long Island
State Veterans Home
e They are a current or past student of the University
e They are a retired or terminated employee
e They are an “affiliate” of the University (i.e., volunteer, temporary worker,
visitor, etc.)

Navigation to Search/Match:
Workforce Administration > Personal Information > Search for People

Prepared by Client Support 632-9800 p.1
http://it.cc.stonybrook.edu 4/22/2010




Employee Personal Data

The Employee Personal Data component is used to record the new employee’s personal
and demographic information as well as certain “pre-employment” information
required by Human Resource Services and other areas that issue ID Cards, Library access
and computer accounts. You must complete this information for all new State and

Research Foundation employees.

You will obtain this information from the Demographic Form that the new employee

completed.

Navigation:

SBU > SBU Human Resources > Use > Employee Personal Data

Modify Employee Personal Data

Enter any information you bave and ave fields blank

Find an Existing Yalue

EmpliD: begins with \

Empl Rcd Hbr:

Hame: hegins with

4

4

Last Name: hegins with

4

Campus ID: hedins with

4

Hational ID: hedins with

[[Icase Sensitive

Search | Clear ‘Elasic Search Save Search Criteria

- N

Modify Employee Personal Data

| Y b o Now Vaiuo 1N

EmpllD: | MEWY

Add

Find an Existing Yalue | Add a Mew Value
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If you found the person in \

Search/Match you will enter
their EmplID here and go on
to modify the existing
personal/demographic
information (refer to the
“Update Personal
Information” instructions).

If you did not find the person
in Search/Match, click the
Add a New Value tab to add
them now.

Leave NEW in the EmplID field and
click Add.

A new EmplID number will be
assigned after you enter and save all
of the required information. The
EmplID is the Stony Brook ID number
that will appear on the employee’s ID
Card.
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Click the Personal Data 1 tab
The Effective Date will default to the today’s date.

Click the Add Name
link

58 Personal Data

MEW

Contact Information

Personal Data1 Eligibility/ldentity

Find | e A0

[+ [=]

*Effective Date: 0arn 22010
*Format Type: English -

Display Hame: Add Mame

Complete the name
information and click
OK.

Edit Name

English Hame Format

Prefiz: hr. : |

First Hame: |Eammﬁ; Middle Hame: Ii
Last Name: |Rant

Suffix: -

Refresh Mame | Display Hame:

Formal Name:

MName:

0] 4 | Cancel |
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Personal Data1 Contact Information Eligibilityfldentity

SB Personal Data Pre Employment

Emplid: MEW
First 8 1 af 1 L2 Last
‘Effective Date: 021202010 [=]
*Format Type: English v
Display Hame: Sammy Rant Edit Mame

Biographic Information

Date of Birth: o2 a0 [+ 30 Years 0 Months Date of Death: El

Birth Country: usa 4 United States

Birth State: Q

Birth Location: | Waive Data Protection [
Find | “iewe A Fir=t 21 1 of 4 Az

+

“Effective Date: 03212010 [H) (=]

*Gender: Male M

*Highest Education Level: G-Bachelor's Level Degree -

*Marital Status: Single * Asof; El

Language Code: v

Alternate ID:

[T Full-Time Student

* National ID 1 af 1
Hational 1D

Expiry Date

Uss L Social Security Mumber - |D55-84-DDDD

B Save |

Biographic Information:
Enter the Date of Birth (mmddyyyy).

Select the Birth Country.
Biographical History:

In the Effective Date field, enter the employee’s hire date. You cannot enter a
future date. If the hire date is in the future then leave today’s date.

Select the Gender.

Select the Highest Education Level.
Select the Marital Status.

Enter the National ID (Social Security Number).
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Click the Contact Information tab

Enter the person’s Home Address:

(
Click the Add
Address Detail link

Current Addresses

- ki g
Address As Of Date  (Status |(Address lil—
Type LU |ArELSS . | |
03122010 A Add Address =
Detail
-

Phone Information Custormize | Find | B First 1 1 0f 1 L2 Last

*Phone Type Telephone Extension Preferred

—

Email Addresses Customize |Find | B8 First [0 4 op 1 [M] Last

*Email Type *Email Address Preferred
M | = =]

B Save |

Address History Click the Add

Address link

Address Type:

Address History
*Effective Date Country *Status  Address:

0322010 [ [UsA Q [& |Q Add Address

QK | Cancel |

(en

nter the home address

Edit Address information and click OK.
Country: United States Chanoe Country
Address 1: |10 Main 5t To enter a foreign address, click
Adaress 2 | the Change Country link first.
Address 3: |
City: |St0ny Brook State: MY QL Mew vork Postal: 11790
County: |
Ok | Cancel |
Address History Click OK again
Address Type: Home
— .
*Effective Date Country *Status  Address: [
oz zizotn 5 (Usa G & Q 1000 Main 5t. Add Address
Story Brook, My 11790
p.5
ok | fcancer |

412212010



To add a Mailing address:

Click the Add a New Row\
button

Select Mailing for the

pntact Informatio Address Type
Emplid: . .
P NEW Cick Add Address
! [4] Detail /

el OF Date d Lddre

D E

1000 Main St Edithviem Addres
Horne e Stany Brook, MY 11780 Detail =
- Add Address
Mailing  ~ Detail =
Address History Click Add Address

Address Type: mailing

Address History Find  First (41 cr 1 [F] Lasr

*Effective Date Country °Status  Address: ;

Daar2010 ) [usa Q@ & @ Add Address

Ok I Cancel |

Enter the Mailing
Address and click

Ok | Canceal |
—
Edit Address
Country: United States Change Country OK
Address 1 P.0.Box1234
Address 2: |
Address 3: |
City: |St0ny Braoaok State: M7 O, Mew York Postal:| 11790
County: |

Address History

Address Type: Mailing

Address History Fing
‘Effective Date Country *Status Address:
[nzrzizonn [ Jusa @ [ @ P.O.Box1234

Stony Brook, WY 117490

=
Fira* —11

Add Address

. .
Click OK again

ke | Cancel |
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Notice the
Addresses listed
here

Contact Information Eligihilityfldentity Pre Err

Current Addresses

Address As Of Date  |Status ’Addre— ’—
TIype

1000 Main 5t. Edit’iew Address
Harme e Stony Broak, MY 11790 Detail Enter the Phone
o P.O. Box 1234 Edit’view Address information
Mailing e Stony Brook, MY 11790 Detail

Phone Information ize | Find

*Phone Type Telephone Extension Preferred li

+ |A31/555-1113 |
Office 1 v |631/632-8888 | [ (=]

il Addresses

Preferred . l_l_
- [ 4] [=]

E save |

Enter the Phone Information:

Select Home for the Phone Type and enter the complete telephone number
including area code.

Select the Preferred option.

Office Phone is also required. To add it, click the Add a new row button and
choose Office 1 as the Phone Type.

De-select the Preferred option if selected. Only one phone type should be
marked as Preferred.

The Campus Email information will be populated automatically. Add the
home/personal email if known.
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Click the Eligibility/Identity tab

Personal Datal Cantact Information Eligibilityldentity SB Personal Data Fre Ermployment
Emplid: MEW
v B gy,
Ethnic Group Find | Wi 2l Firzt 21 of 1 L5 Last
Regulatory Region: usa | Q United States Ethnic Group: WWHITE Q Wyhite [=]
[IPrimary
Find | Wiewe Al First 2 1 of 1 L2 Last
| (=]
Effective Date: E‘J
Date Entitled to Medicare: & Military Status: Mot indicated M

Citizenship (Proof 1): Q
Citizenship (Proof 2): Q

Eligible to Work in LLS.

19 Eligibility Type | CZMAT US 19 Completion Dt

19 Proof 1 Exp Dt 19 Proof 2 Exp Dt

& Save |

Select the Ethnic Group.
Select the Military Status.

19 Information will be completed by HRS staff.
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Click the SB Personal Data tab

Fersonal Datal Contact Information Eligibilityfld entity SE Personal Data

Pre Employment

Emplid: MEW
State or Research Empl e
ploye [ RF Clinical Indicator [ military Reservist
Domestic Partner/Spouse Name: [ Retired Person
Rant,Maggie
MA00 [Cwvoluntesr Fireperson

Campus ID/ Pseudo 1D

Citizenship Status e | Eind

1|Usa QU United States 1 QL Mative [ Q&

1of 1 L5 Last

e

(+] [=]

B save |

Enter the Domestic Partner/Spouse Name.

Under Citizenship Status, select USA as the Country.

Then select the person’s Status in this country. This will be Native for US Citizens and for

Non-US Citizens it will be one of the other options in the list:

De=scription

Mative

Maturalized

Alien Permanent
Alien Temporary
Fermanent Resident
Employment Wisa
Undocumented Alien
Other

Mot Indicated

If this is a Non-US citizen, click the Add a new row button and select the person’s

Country of citizenship. Then select Native for the Status in that country.

If the person doesn’t have a Social Security Number and they’ve been assigned a

temporary USB number enter it in the Campus ID/Pseudo ID field. Otherwise, leave this

field blank.
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Click the Pre-Employment tab

The information on this page must be completed for all new State and Research
employees. It is also used to facilitate getting an ID Card (not a Badge), SOLAR account,
Notes email account and Library access for employees BEFORE the hire process is
completed by HR. This can be done by making the Effective Date up to 70 days before
the employee’s hire date.

Fersonal Datal Contact Infarmation Eligibilityildentity SB Persanal Data Pre Employment |
Emplid: MNEW
Zip + 4: Building #: OFFICE ADDRESS Room:
3382 0oA 55120
| Q | Q Melville Librany

Pre-Employiment Find | “iew &l First (4] 4 of 1 [ Last
DEFPTID required
Business USBMY 2 Dept; 94083500 & Client Suppart
Unit:
Status: Active M Fac/Staff SOLAR Email Notes Library
Title: Pre-Employment [7] Southampton Employee
Terminated Employee

Bl zave

Enter the Office Address information.

Enter the Hire Date.

Enter the Eff Date - this is the date that you want this pre-employment information to
become effective. This date can be today’s date or up to 70 days BEFORE the
employee’s hire date for those employee’s who need to obtain an ID Card, SOLAR
account, Notes email account and/or Library access early. Do not enter a date earlier
than today!

Select the Business Unit — RSFND (for Research) or USBNY (for State).
Enter the Dept ID (6-digit budget account code followed by 2 zeros).

Status should default to Active when adding a new employee. It will automatically be
changed to Inactive once the Hire process is completed by Human Resources.
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If the employee needs Email Notes or Library access select these options.

The Fac/Staff and SOLAR indicators will be turned on when you enter the Dept ID. This
information is used to indicate that the new employee needs an ID Card and SOLAR
account.

If this is a Southampton employee select this option.

You will only Add a New Row (+) if you need to change any of this information after it is
entered and saved. Remember to add the Effective Date if you do make a change!

Prepared by Client Support 632-9800
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Save the Employee Personal Data

Pre-Employment

First E 1 of 1 |E| Last

Find | View Al

F[=]

Personal Data1 | ContactInformation [ Eligibilityldentity | SB Personal Data | Pre Employment Once yOU'Ve entered
Sammy Rant Emplid: 107502683 all of the required
information on the
Zip+ 4: Building #: OFFICE ADDRESS Room: .
|3382 Q |005 Q Melville Library 85120 pages " the
Employee Personal

Data component click
the SAVE button.

Action Dt gaqpmpqg  HireDE 0311212010 [ g pate: 03(12/2010 [5)
DEPTID required .
Business[USBNY QL +pep: 84083500 U cyient suppont Notice that the new
Unit:
S Active - Fac/Staff SOLAR  [V|EmailNotes  [¥Library employee has been
Title:  Pro-Employment ] Southampton Employee assigned a EmplID
Terminated Employee| (Stony Brook ID)
number.

& save | I\,Q Return to Search

Now go ahead and complete the Person Profile page, Emergency Contact page, and the
Office Address page.

And then Print the Hire Form, complete it and submit for the necessary approvals.

The person’s status in PeopleSoft will still be “Non-employee” until HR receives the
paperwork and completes the hire in PeopleSoft.
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Emergency Contact

Navigation:

SBU > SBU Human Resources > Use > Emergency Contact

Contact Address/Phone

Cther Phane Mumhbers

Sammy Rant

Emplid;

Emergency Contact Fing [ View Al
*Contact Name: [Rant,Maggie
*Relationship to Employes: Spouse M Primary Contact

[ Same Address as Emplovee

[C] Same Phone as Employee

Contact Address

107502683

First E 1of 1 E Laszt

To add another

Emergency Contact
click the Add a New
Row (+) button

_J

Country: USA QU United States

Address: Edit Address
Contact Phone

Phone: [531/555-1113

Enter the Contact Name.
Select the Relationship to the Employee.

Indicate whether this is the Primary Contact by checking this box.

Enter the Address and home phone information. If this is the same as the employee’s
home address/phone just click the box “Same Address and Same Phone as Employee”

and the information will fill in.

If the contact has other phone numbers that you'd like to record, click the Other Phone
Numbers tab and complete that page. You can add as many phone numbers as you’'d

like on this page by clicking the Add a New Row (+) button.

E Saue_tl

Click Save
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Office Address

Navigation:

SBU > SBU Human Resources > Use > Office Address

Samrry Rant Emplid: 107502683

Zip+ 4 3382 Client Support

. o0&
Building #: hlelille Librany Status: LIk

Roormn #: 55120

Contact Category Fing Fir=t [«] 1af 1 [ Last

+
Contact Category. Mo ManagerSupervisar El

Find First E 1-2of 2 II' Last

Off 1 Tel Dir format: wmoe-me Fhone Mumbier format = aaakes-oes except OFF1
“Type: HOME Haome Preferred El
QFF1 Ciffice 1 B31/632-8888 Preferred El

Find First El 1of 1 El Last

[+

Type Preferred

Bl save | L\ Return to Search |

The office address will default from the information that you entered on the Pre-
employment page.

If applicable, select the Contact Category (i.e., Assistant to Chair, Essential Personnel —

Snow, Manager/Supervisor, etc.).

Do not enter email information. The campus email will be filled in automatically for all

employees.

Click Save

E Save
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Add Education

The Person Profile page is used to track Education, Licenses/Certifications and
Languages. Department users can only add this information for new employees (who do

not have a job record in PeopleSoft yet). To update this information for existing

employees, contact Human Resource Services.

Navigation:

SBU > SBU Human Resources > Use > Person Profile

Parson Profile

Competencies Responsibilities Qualifications

There are currently no School Education for this profile. Please add one if required.

Add Mew School Education
* Degrees (Approval Not Required)

There are currently no Degrees forthis profile. Please add one if reguired.

* School Education (Approval Hot Required)

Add Mew Denrees

~ pieas w swy wapm vva Mot Reguired)

There are currently no Areas of Study for this profile. Please add one if reguired.

Add Mew Areas of Study

Competencies Responsibilities Qualifications Education

¥ Profile Groups
Add Profile to Group

Save | | Cancel

| &

EmpliD: 107531162 Sarmrmy Rant

Profile Type: PERSON Person

*Profile Status: Active -

Status Date: 03122010 [

*Description: |F'ersnn Frofile

Comments: S @

then you come to \

the Person Profile
page, click the
Education link

Then, click Add New

Degrees
\ )
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Enter the information provided on the Demographic Form or as it appears on the

diploma:

Person Profile

Add New Degrees

EmpliD: 107831162 Sammy Rant

Profile Type: FERSOM Persan
Add itern details. Click Ok to apply changes and return. Click Cancel to return. Click Apply and Add continue
with adding additional iterms.

First E 10of 1 |I| Last
‘Degree: BS Q Bachelor of Science El
Content Type: DEG Degrees
*Effective Date: 032010 [5
*Status: Active -
Country: usa  Q United States
State: e ork
Major Code: 0308 & Business Management & Administ
School Code: a0z7az Q Fordharm University
Minor: Q
Average Grade:
. Graduated
Year Acquired:
GPA: |
[ Graduated
[7] Terminal Degree for Discipline

Date Acquired: EJ
Major: Business Management & Administ s
Faculty Name (JPH): a0
Sub-Faculty Name (JPN): -
Educator: =

. N
Minor:
School: Fardham University =

0174 Cancel Apply and Add Another

Prepared by Client Support 632-9800
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Select the
Degree.

Enter the
Country.

Enter the State.

Select the
Major Code.

Select the
School Code.

Enter the Year
Aquired.

Select the
Graduated
checkbox.

(If entering
more than one
Degree, click
Apply and Add
Another).

Click OK.
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Competencies Responsibilities Qualifications Education
¥ School Education (Approval Hot Required) You Wi|| see
There are currently no School Education for this profile. Please add one if required. the Degree

Add Mew School Education !ISte_d here but

~ Degrees (Approval Not Required) Fnd First [ 1 o 4 OF] Last it will not b.e.

o Degree posted until it

BS Bachelor of Science is submitted.

Add Mew Degrees

+ freas of Study (Approval Hot Required) Click Save.

There are currently no Areas of Study for this profile. Please add one if regquired.

Ardd Mew Areas of Study

Competencies Responsibilities Qualifications Education

Add Profile to Group

I Save | Skt | Cancel | =)
W, termis saved Notice that
Responsibilities Qualifications Education the Degree is

saved but not
posted to the
Person Profile
yet.

* Degrees (Approval Not Required)

There are currently no Degrees far this profile. Flease add one if reguired. You must click

Submit to

* Areas of Study (Approval Not Required) pOSt It.

[#] Add Mew Degrees

There are carrently no Areas of Study for this profile. Please add one if required.

Add Mew Areas of Study

Competencies Responsibilities Qualifications Education

¥ Profile Groups

Add Profile fo Group

Save |I Submit |I Cancel | =]
|

Prepared by Client Support 632-9800 p. 17
http://it.cc.stonybrook.edu 4/22/2010




Person Profile

Summary of Changes

Sammy Rant
This page shows a summary of all the changes that you made. For items requiring approval, enter
comments for the approver.

Profile Type: Person
~* Changed Degrees (Approval Not e Y - F ]
Required) Find | View All| B First (21 1 of 1 Last
Disposition Degree (1]
Add Bachelor of Science Bs
Submit | Cancel |
Competencies Responsibilities Qualifications Education

* School Education (Approval Not Reguired)

There are currently no School Education for this profile. Please add one if required.

Add Mew School Education

~ Degrees (Approval Mot Required) ind | isw &l | BB First 14 1 of 1 L* s
Degree

BS Bachelor of Science |

Add Mew Dedrees

* Areas of Study {Approval Not Reguired)

There are currently no Areas of Study for this profile. Please add one if reguired.

Adel Mew Areas of Stucy

Competencies Responsihilities Qualifications Education

¥ Profile Groups

Add Profile fo Group

Save | =l i | Cancel | =]

Prepared by Client Support 632-9800
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Click Submit one
more time to
complete the
transaction.

Now the Degree
is now posted to
the Person
Profile.

If you made an
error and need to
delete the degree
click the delete
button (the trash
can).

Click Save.
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Licenses and Certifications

The Person Profile page is used to track Education, Licenses/Certifications and
Languages. Department users can only add this information for new employees (who do
not have a job record in PeopleSoft yet). To update this information for existing
employees, contact Human Resource Services.

Navigation:

SBU > SBU Human Resources > Use > Person Profile

Person Profile

EmpliD: 107531162 Sammy Rant

Profile Type: FPERSON Person

*Profile Status: Active M

Status Date: 031212010 |59 When you come to \
*Description: Person Profile the Person Profile
Comments: page, click the

Qualifications link

Competencies Responsibilities Education

Qualifications

There are currently no Honors and Awards for this profile. Please add one if required.

Then, click Add New
Licenses and
Certifications

¥ Honors and Awards (Approval Not Required)

Add Mew Honors and Awards

~* Language Skills (Approval Not Required) j

There are currently no Language Skills for this profile. Please add one if required. |

Add New Language Skills
¥ Licenses & Certifications (Approval Not Required)

There are currently no Licenses & Cerifications for thig profile. Please add one if required.

Add Mew Licenses & Cerifications
¥ Memberships (Approval Not Required)

There are currently no Memberships for this profile. Please add one if required.

Prepared by Client Support 632-9800
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Enter the information provided on the Demographic Form or as it appears on the

License/Certification:

Person Profile
Add New Licenses & Certifications
EmpllD: 107531162 Sammy Rant
Profile Type:  PERSON Person
Add item details. Click OK to apply changes and return. Click Cancel to return. Click Apply and Add continue
with adding additional items.
Find | View Al First 4] 1of1 [¥] Last
*License: EuT Q Emergency Medical Technician #E
Content Type: LIC Licenses & Cerifications
*Effective Date: 031512010 &
*Status: Active v
Country: UsA Q United States
State: NY Q Mew York
Renewal Required
[ Renewal In Progress
[] License Verified
Expiration Date: 06012012 3
Issue Date: Eﬂ
License/Certification ABC1234) €
Number: e
Issued By: 1 @
0K Cancel Apply and Add Another

~ Licenses & Certifications (Approval Not

- . £ .
Required) Find | Views £ || | St First E 1of1 II' Last
License
EMT Emergency Medical Technician

Add Mew Licenses & Cerifications
~ Memberships {(Approval Not Required)

There are currently no Memberships for this profile. Please add one if required.

Add New Memberships

~ Tests/Examinations (Approval Not Required)

There are currently no Tests/Examinations for this profile. Please add one if required.

Add Mew Tests/Examinations

Competencies Responsibilities Qualifications Education

* Profile Groups

Add Profile to Group

save | g

| &

Cancel

SUPPOTT 632-9800
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Select the License.
Select the Country.
Select the State.

Enter the Expiration
Date.

Enter the Issue
Date.

Enter the License/
Certification
Number.

Enter the Issued By
information.

(If entering more
than one License/
Certification, click
Apply and Add
Another).

Click OK.

You will see the
License/Certificati
on listed here but
it will not be
posted until it is
submitted.

Click Save.



*1 item(s) saved

T Responsibilities Qualifications Education

~ Honors and Awards (Approval Not Required)

There are currently no Honors and Awards for this profile. Please add one ifrequired.

Add New Honors and Awards

* Language Skills (Approval Not Required)

There are currently no Language Skills for this profile. Please add one if required.

Add Mew Language Skills
¥ Licenses & Certifications (Approval Not Required)

There are currently no Licenses & Cerlifications for this profile. Please add one if required.

Add Mew Licenses & Cerifications
* Memberships (Approval Not Required)

There are currently no Memberships for this profile. Please add one if required.

Add New Memberships

~ Tests/Examinations (Approval Not Required)

There are currently no Tests/Examinations for this profile. Please add one if required.

Add New Tests/Examinations

Competencies Responsibilities Qualifications Education

¥ Profile Groups
Add Profile to Group

Save || Submit | Cancel | &

Notice that the
License/
Certification was
saved but not
posted to the
Person Profile
yet.

Click Submit to
post it.

Person Profile

Summary of Changes

Sammy Rant
This page shows a summary of all the changes that you made. For items requiring approval, enter
comments for the approver.

Click Submit
one more time
to complete the
transaction.

Profile Type: Person
* Changed Licenses & Certifications (Approval Not _ - e ) p 3
Required) Find | Wiew All| i First 1 of 1 Last
[pispositon ~~ |Leense |w
Add Emergency Medical Technician EMT

Submit | Cancel |

Prepared by Client Support 632-9800
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v Licenses & Certifications (Approval Not S« S ) P 1
Required) Find | View All| = irst 1 of 1 Last

(1] License
EMT Emergency Medical Technician
[+] Add Mew Licenses & Cerincatons

* Memberships (Approval Not Required)

There are currently no Memberships for this profile. Please add one if required.

Add Mew Memberships

~ Tests/Examinations (Approval Not Required)

There are currently no Tests/Examinations for this profile. Please add one if required.

Add Mew Tests/Examinations

Competencies Responsibilities Qualifications Education

» Profile Groups

Add Profile to Group

Submit | Cancel | =]
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Now the
License/
Certification is
now posted to
the Person
Profile.

If you made an
error and need
to delete the
degree click the
delete button
(the trash can).

Click Save.
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Languages

The Person Profile page is used to track Education, Licenses/Certifications and
Languages. Department users can only add this information for new employees (who do
not have a job record in PeopleSoft yet). To update this information for existing
employees, contact Human Resource Services.

Navigation:

SBU > SBU Human Resources > Use > Person Profile

Person Profile

EmpliD: 107531162 Sammy Rant
Profile Type: PERSOMN Person
*Profile Status: Active -

Status Date: 0312/2010 [ \
“Description: |Person Profile T GEAE
the Person Profile
Comments: .
page, click the
Competencies Responsibilities Qualifications Education Qualifications link

Then, click Add New
Language Skills

* Honors and Awards (Approval Not Reguired)

There are currently no Honors and Awards for this profile. Please add one if required.

Add Mew Honors and Awards
* Language SkKills (Approval Not Required) )

There are currently no Language Skills for this profile. Please add one if required.

Add New Language Skills
¥ Licenses & Certifications (Approval Not :
SR ind | View Al B First [4] 1 o1 [ Last

Required) ring
License

Emergency Medical Technician
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Enter the information provided on the Demographic Form:

Person Profile

Add New Language Skills
EmpliD: 107531162 Sammy Rant
Profile Type:  PERSOM Person

Add item details. Click OK to apply changes and return. Click Cancel to return. Click Apply and Add continue
with adding additional items.

w Al First 21 0f1 L2 Last

*Language: sp Q Spanish =

Content Type: LNG Language Skills
*Effective Date: 03152010 |3

*Status: Active v

Rating Model: LANG Language Ratings

L4

Reading Proficiency:

Speaking Proficiency: T
Writing Proficiency: T
Native Language
Able To Translate
[] Able To Teach

Evaluation Date: Eﬂ
Evaluation Date: Eﬂ

oK Cancel | Applyand Add Ancther |

~ Language SkKills (Approval Not Required) Find | Vi A First (41 4 of 1 "] Last

sP Spanish |

[+] Add Mew Language Skills

~ Licenses & Certifications (Approval Not
Required)

Find | View All First =] 1 of 1 LZ Last

o —  [veente T

EMT Emergency Medical Technician |

Add Mew Licenses & Cerifications
* Memberships (Approval Not Required)

There are currently no Memberships for this profile. Please add one if required.

Add Mew Memberships

* Tests/Examinations (Approval Not Reguired)

There are currently no Tests/Examinations for this profile. Please add one if required.

Add New Tests/Fxaminations

Competencies Responsibilities Qualifications Education

* Profile Groups

Add Profile to Group

SO I Cancel | =1

Prepared by Client Support 632-9800
http://it.cc.stonybrook.edu

Select the
Language.

Enter additional
information if
known.

(If entering more
than one Language,
click Apply and Add
Another).

Click OK.

Click Save.
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1 temis) saved

Responsibilities Qualifications Education

* Honors and Awards (Approval Not Required)

There are currently no Honors and Awards for this profile. Please add one if required.

~ Language Skills (Approval Not Required)

There are currently no Language Skills for this profile. Please add one if required.

Add Mew Language Skills

~ Licenses & Certifications (Approval Not
Required)

Find | View 41| BB First (1] 1 051 (2] Last

EMT Emergency Medical Technician i}
Add New Licenses & Cedifications

¥ Memberships {(Approval Not Required)

There are currently no Memberships for this profile. Please add one if required.

Add New Memberships

* Tests/Examinations (Approval Not Required)

There are currently no Tests/Examinations for this profile. Please add one if required.

Add New Tests/Examinations

Competencies Responsibilities Qualifications Education

» Profile Groups

Add Profile to Group

Save | Submit | Cancel | =]

Person Profile

Summary of Changes

Sammy Rant

This page shows a summary of all the changes that you made. Foritems requiring approval, enter
comments for the approver.

Profile Type: Person

~ Changed Language Skills (Approval Not

First = 1 of 1 L) Last

Required) ind | View A

Disposition Language 1D

Add Spanish SP
Submit | Cancel |

Prepared by Client Support 632-9800
http://it.cc.stonybrook.edu

Notice that the
Language was
saved but not
posted to the
Person Profile
yet.

You must click
Submit to post
it.

Click Submit
one more time
to complete the
transaction.
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- Language Skills (Approval Not Required) Find | View Al | B8 First [1] 4 or 1 [ Last

sP Spanish i

[+] Add New Language Skills

~ Licenses & Certifications {Approval Not

T Eind | View All| First 21 4 of 1 L2 Last

[Lcense |

EMT Emergency Medical Technician i

Add New Licenses & Certifications

* Memberships {Approval Not Required)

There are currently no Memberships for this profile. Please add one if required.

Add New Memberships

 Tests/Examinations (Approval Not Required)

There are currently no TestsiExaminations for this profile. Please add one if required.

Add New Tests/Examinations

Competencies Responsibilities Qualifications Education

¥ Profile Groups

Add Profile to Group

save || gt canca | &

Prepared by Client Support 632-9800
http://it.cc.stonybrook.edu

Now the Language
is posted to the
Person Profile.

If you made an
error and need to
delete the degree
click the delete
button (the trash
can).

Click Save.
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