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Introduction

The Employee Home application allows an employee to access employee applications such as
eTimesheet, Security Administration and Tuition Waiver. In addition, functionality is available
that will allow employees more visibility into their employment with Minnesota State Colleges
and Universities. Employee Home also gives an employee access to Administrative Applications
for which they have been granted security access, such as Accounting, FWM, or Curriculum
Management. The list of Administrative Applications will vary depending on your security role,
and the institution.

Login
The URL for Employee Home is https://eservices.minnstate.edu/employee/public/secure

Browser

For optimal browser performance use Firefox, Chrome or Safari. Do not use Internet Explorer
as many ISRS applications will not open or display properly if Internet Explorer is used. If your
default browser is Internet Explorer, copy and paste the above URL and use one of the other
browsers.

Security
Your security access to Employee Home is based on your current employment status as an
employee of Minnesota State. If you need a security role that does not appear in the
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Administrative Applications list, refer to the Security Administration Application Documentation

(Login using your StarID@minnstate.edu required) for details on how to request security.

Employee Home

When you log in with your StarID and password, you will land on the Employee Home screen.
The Employee Applications list provides a list of applications that are based on your status as an
employee at an institution. The Administrative Application list is customized based on the
applications to which you have access based on your position at an institution. The following
list is an example; your list will likely be different.

MINNESOTA STATE Reporis Contact Us Logout
Employee Home Torvik, Le F. QA-Minnesota State University, Mankato - Help -
Dashboard Supervisor My Profile My Jobs My Settings

Useful Links

Video Tutorial: Employee Home Introduction; Employee Home Resources and Links

State of MN Employee Self-Service

State Employee Group Insurance Program (SEGIP)
Retirement

Employee Contracts/Plans

SharePoint (ISRS-HR Products)

Job Opportunities

Payroll Calendar

Academic Calendar

HR Office Contact Information

HR Video Tutorials

MSCF Credential Fields and Minimum Qualifications
MSCF Teaching & Learning Competencies

MSCF Teaching & Learning Courses at SMSU

HR Technology Updates

Employee Applications

eTimesheet - Request, review, or approve employee time and leave

Faculty - Student Advisees, Class Lists, Grading and LDA, Grade Changes, Overrides
Security Adminisiration - Reguesting and approving ISRS security requests

Tuition Waiver - View and request employee tuition waiver

Administrative Applications
FWM - Faculty Workload Management
HR-Campus - For campus HR users to view and maintain employee information

Human Resources/SCUPPS - View and maintain Human Resources information

Minnesota State is an equal opportunity employer and educator.

About this application

Employee Home Navigation

Employee Home is a tabbed form that allows you to access much of your employee information
via the various tabs and links. If there is missing personal, contact, education or experience
information in your record, you will see a message at the top of the screen until the information
has been entered.
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The numbered guide below provides information about each section on the Employee Home
page.

MINNESOTA STATE Reports Contact Us Logout
Employee Home Torvik, Le F. QA-Minnesota State University, Mankato - Help -
Dashboard Supervisor My Profile My Jobs My Settings

Useful Links

Video Tutorial: Employee Home Introduction; Employee Home Resources and Links
State of MN Employee Self-Service
State Employee Group Insurance Program (SEGIP)
Employee Applications retrement
Employee Contracts/Plans
SharePoint (ISRS-HR Products)
Job Opportunities
Faculty - Student Advisees, Class Lists, Grading and LDA, Grade Changes, Overrides Payroll ;alenda’ n
Academic Calendar
HR Office Contact Information
HR Video Tutorials
MSCF Credential Fields and Minimum Qualifications
MSCF Teaching & Learning Competencies
MSCF Teaching & Learning Courses at SMSU
HR. Technology Updates

eTimesheet - Request, review, or approve employee time and leave

Security Administration - Requesting and approving ISRS security requests

Tuition Waiver - View and request employee tuition waiver

Administrative Applications
FWM - Faculty Workload Management
HR-Campus - For campus HR users to view and maintain employee information

Human Resources/SCUPPS - View and maintain Human Resources information

Minnesota State is an equal opportunity employer and educator.

About this application

1. Global Navigation Bar

a) Reports will allow you to generate, view and print system reports that you have
access to request.

b) Contact Us will bring you to a new window where you may submit a Service Desk
request.

c) Logout will log out your session and bring you to the StarID login page.

2. Employee Home Navigation Bar

a) Your name will be displayed in the Employee Home navigation bar. If you have
submitted a preferred name to your Human Resources office, your preferred
name will be displayed throughout Employee Home.

b) The institution that is currently accessed will be displayed. If more than one
institution is available, there will be a dropdown arrow to the right of the
institution name. See the Institution Selection section below for more
information.

c) Help will allow you to access User Guides and the IT Service Desk.
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3. Dashboard

e Employee Applications-Dashboard - A list of applications that are based on your
employment with an institution.

e Administrative Applications - If you have access to administrative applications, they will
show up under this heading.

Supenisor My Profile My Jobs My Setfings
Employee Applications h

eTimesheet - eTimesheet application for MNSCU employees

Faculty - Faculty Application
Security Administration - Requesting and approving ISRS. security requests
Supervisor View - Supenisor View of Employee Data

Tuition Waiver - The Tuition Waiver application for MnSCU employees

Adminisirative Applications _

Accounting - Accounting Application
FWM - Faculty Workload Managament
Human Resources/SCUPPS - Human Resources adminisirative application

Tuition Waiver Admin - The Tuition Waiver adminisirative application

4. Useful Links
Links to State of Minnesota sites and other frequently accessed employee sites.

Useful Links

State of MN Employee Selfi-Service

State Employee Group Insurance Program (SEGIF)
Retirement

Employee Contracts/Plans

SharePoint (ISRS-HR Products)

Job Opportunities

Payroll Calendar

Academic Calendar

HR Office Contact Information

HR. Video Tutorials

MSCF Credential Fields and Minimum Qualifications
MSCF Teaching & Learning Competencies

MSCF Teaching & Learning Courses at SMSLU

HR Technology Updates
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5. Additional Tabs

e My Profile tab will allow you to view and in some cases update Profile
information which includes personal information, contact information, work
experience and education.

e My Jobs tab will provide you with employment information which consists of
bargaining, appointment and salary information.

e My Settings tab allows you to set a default institution if you have a relationship
with one or more Minnesota State institutions. You may also set a default ISRS
printer and access a link to update your StarlID password under My settings.

e Supervisor tab - If you are a supervisor at the institution selected, you will also
have a Supervisor tab. See the Supervisor Tools Quick Resource Guide for
information on additional functionality available to supervisors.

Institution Selection
e If you have a relationship with more than one institution, access to applications
at other institutions is available by changing the Institution in the top Employee
Home Navigation bar.

e If you have not set a default institution, the institution that is active will be the
one that is first in alphabetical order by institution.

e The Active institution determines the applications displayed in the Employee
Applications and Administrative applications. If you do not see the expected
applications, please try to change institutions. See the My Settings section
below for steps on setting or changing the default institution.

Profile Empiloyes Home Repaorts Contacl Us Logout

If you have a relationship with more than one
institution, the options will be different depending
“; on the institution selected in the top right corner.

Technica

e

2riand Community

College

DW-South Central College
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Dashboard

The Dashboard tab allows you to access to Employee Applications and Administrative
Applications as well as your Profile, Jobs, and Settings tabs.

My Profile

The My Profile section in Employee Home allows you to review and in some instances update
your demographic information. Below is an outline of each section:

Dashboard My Profile My Jobs My Settings

Video Tutorial: Employee Home-My Profile

Profile information

Personal Information

Contact Information

Emergency Contact Information
Retirement Plan Participation History
I-9 Information

Work Experience

Education

Y VvV ¥V VYV VvV VvV Vv v

Professional Licenses/Certificates

Personal Information

Personal information includes information that is currently part of your Human Resources
record. This information includes: Name, SSN (last 4 digits), Birth Date, Citizenship, Title (if
applicable) Gender, Marital Status, Race and Ethnicity, Disability, and Veteran Status. Fields
that may be modified will appear with dropdown selections or check boxes. Once you have
modified your record, you must Save any changes you make to this information.

NOTE: Changes to legal name, social security number, birth date and citizenship must be made
by your institution HR office upon receipt of proper legal documentation. If you have a
preferred name that you would like to use instead of your legal name, you must submit that
request to your institution Human Resources office.
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Profile information

Personal Information ~

Legal Information &
Name; Cara Florence Fricker
S5N: s00s0eT122

Birth Date: 4/25/181
Citizenship: US Citzen
Title Prefix

Hame Suffix
Title Suffix

#Gender
Femake

Statigtical information
Marital Status @

Race and Ethnicity @
1. Are you Hispanic or Lafino? {2 person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture, regardless of race)

o [~]

2. Select one or more of the following:

merican Indizn or Alasks Native
=
Il nor O ic Islander
3

Disability
Do you have a disability {defined s a substantial limitation to a "major life activity®F that is due to a physical or mental impaiment)?

e []

Veteran 5t

Click

Contact Information

The contact information tab allows you to review and update personal contact information.
Iltems with an asterisk * are required fields. Information includes Personal Email, Home Phone,
Mobile Phone, Country, Street 1, Street 2, State, City, Zip, Zip suffix, and County. If you make
any additions or modifications to this information, you must save the information.

If a change is made to your state of residency, the following message will appear.

This change in state of residency requires an update to your state tax data in the State of Minnesota Self-

Service system. If you have any questions, please contact your payroll office.
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Contact Information v
Contact information
#¥Personal email

le torvik@test textcaster.com

Home phone @

Mobile phone

(999) 476-7684

#*Country

United States of America E

*street1@

76890 Any Street USA #46768

Street 2

¥ 5State

Minnesota ~

*city

Waseca ~

*Zip
56093

Zip suffix

#*County

Waseca b

Save

Emergency Contact Information

The Emergency Contact Information tab will allow you to provide one or more emergency
contacts. You may add an emergency contact name, primary and secondary phone number
and if you have multiple contacts listed, you can indicate which one is the primary contact.

Retirement Plan Participation History

The Retirement Plan Participation History tab allows you to provide required information about
retirement plans in which you have had service, taken a distribution, or are currently receiving
an annuity. If you are required to complete this information, you will be prompted with this
message when you login to Employee Home.
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Please provide your previous retirement plan participation
information which can be found on your My Profile tab.

See the Automated Retirement Checklist User Guide for additional details.

Faculty Pay Option

Eligible faculty may elect to have their primary assignment pay distributed over a 9 month or a
12 month period. If you are in an eligible faculty position the Faculty Pay Option section will
display under the My Profile tab.

Dashboard | MyProfile | MyJdobs My Settings

Video Tutorial: Employee Home-My Profile

Profile information

Personal Information
Contact Information

Emergency Contact Information

Faculty Pay Option

Retirement Plan Participation History
I-9 Information

Work Experience

Education

Professional Licenses/Certificates

vV vV v vV v vV v v v

For all faculty hired before October 5%, 2017 your Faculty Pay Option will be set to match your
current pay from the HR system. For those hired on or after October 5, 2017 your Faculty Pay
Option will default to a 12 — Month Pay Option. To make a change to your pay option select the
“Add Faculty Pay Option” button. This will open the following window.
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Add Faculty Pay Option

agreeing to have balloor

ns taken during spring to withhold
premiums for insurance coverage throughout the summer.

the sumi

to be paid over a 12 month period, pay wil
ointment to the day preceding the first duty day of the followir

Please be advised that pay for
election, until s me that yt

e years will be disbursed based on your
t another election

Pay option ele
academic year
made after 30
Requests for exceptions must be made in
will be evaluated on a case by case basis.

academic year.
fon HR office and

ult in an automatic placement on the

¥Institution

QA-Minneapolis Community & Technical Col

¥Pay Option

12-Month Pay Option “

Save Cancel

Select the institution, Pay Option and then click save. Existing records cannot be updated or
deleted.

NOTE: Please be advised that pay for future years will be disbursed based on your election,
until such time that you submit another election. Pay option elections made after the
commencement of the academic year will be made effective the following academic year.
Requests for exceptions must be made in writing to your institution HR office and will be
evaluated on a case by case basis. Failure to submit a pay option election will result in an
automatic placement on the 12 month pay option.

I-9 Information

After an employment offer has been made and accepted all new employees must provide
employment eligibility information via Federal form I-9 (Employment Eligibility Verification). An
existing employee may also be prompted to complete a new I-9 upon rehire or expiration of
verification documents. If an existing employee attempts to complete a new I-9 form and there
is already one on file, the following message will be displayed:

Are you sure?

Our records indicate that you have a current I-9 form on file. Please contact your local HR
office to determine if reverification is necessary.

Create 19 anyway Cancel
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Section 1 of this -9 form is to be completed by the employee. Section 2 will be completed by

Human Resources, printed, signed by the employee and the reviewer, and filed in Human

Resources. The verification (Section Il) process is automated for Human Resources processing.

Here are the steps to complete the I-9 Form:

1.

Select I-9 Information on the My Profile tab.

Click on Add Employee Work Eligibility Status.

An Employee Work Eligibility Status page displays. Read all instructions carefully before
entering information on this page. Additional instructions can be found at this link on
the page: 1-9 Instructions for Employee.

Include Other Last Names Used if applicable and select a Citizenship Status from the
drop-down list. Depending on the Citizenship Status selected, you may need to enter
additional information such as Alien Registration Number/USCIS Number, Foreign
Passport Information, or 1-94 Admission Number.

Click on Accept.

Employee Work Eligibility Status

Add/Edit Employee Work Eligibility Status

You must complete Section 1 of the Form 1-9, Employment Eligibility Verification no later
than the first day of employment. Please read instructions carefully before completing
this form. The instructions must be available during completion of this form.

Within 3 business days of starting work, you must present, in person, to the Office of
Human Resources of your hiring institution, documentation that establishes your identity
and employment authorization. A List of Acceptable Documents is available on the Form
1-9 and within the instructions for employees. If your location prevents you from
presenting your documents in person to your hiring institution, please contact your HR
office where they can direct you to other sites where this can be accomplished.

ANTI-DISCRIMINATION NOTICE: It is illegal to discriminate against work eligible
individuals. Employers CANNOT specify which document(s) they will accept from an
employee. The refusal to hire an individual because of a future expiration date may also
constitute illegal discrimination.

Read all instructions carefully before entering information on this page: I-9 Instructions
for Employee

Preparer/Translator Assistance? O

Other Last Names Used

| attest, under penalty of perjury, that | am (choose one):

#¥Citizenship Status

A citizen of the United States ~

| am aware that federal law provides for imprisonment and/or fines for false statements
or use of false documents in connection with the completion of this form.

6. When you click Accept, the 1-9 form will be stored.
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1-9 Information w

+ Add Employee Work Eligibility Status

Citizenship Status Expires Created On

Print US Citizen 3/3/2017 1:13:58 AM

7. You must print the pdf form that is generated with your information by going to the
Print option, and once you have reviewed the information, print all pages from the
browser. You may also download this pdf using the browser download option.

8. You must provide this printed form along with supporting documents to the hiring
institution Human Resources office no later than the first day of employment, but not
before accepting the job offer.

Note: If one of the following statuses is selected:
e An alien authorized to work — Alien Registration/USCIS
e Analien authorized to work — 1-94 Admission
e Analien authorized to work — Foreign Passport

The below message will display:

In order to determine and document your resident or nonresident status for tax purposes, tax
withholdings, and any tax treaty benefits you may be eligible to receive, please complete, print
and return the Payroll Tax Residency Information Form to your institution HR office. You are not
legally required to complete this form, but if you do not do so, we will be unable to determine
your eligibility. If you have any questions regarding this form, please contact your institution HR

office.

Once Human Resources has verified an 1-9, the status will change to verified, and you will no

longer have the ability to edit or delete the I-9 form.

Work Experience

Work experience outside of Minnesota State may be added and maintained for all employee
groups in the Work Experience section. For college (MSCF) faculty this information will be used
to establish salary placement or adjust a salary placement as applicable and ensure minimum
qualifications for the faculty role have been met. You may choose to Add new work experience
outside of Minnesota State or select “I have no work experience outside of Minnesota State” by
clicking on the appropriate link.

Work Experience v
No work experience records outside of Minnesota State found. Work experience records from Minnesota State will be imported from our existing records and should not be added by the
employee.

* Add new work experience outside of Minnesota State

* | have no work experience outside of Minnesota Staie

If you select to add new work experience outside of Minnesota State, a new form will open for
you to complete. Items with an asterisk * are required fields. Information presented includes
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Work Experience Type, Academic Rank, Employer Type, Employer Name, Work Title, Start Date,
End Date and Percent of Full-Time. Select the appropriate details from the dropdowns for each

section. If an academic Work Experience Type is selected you must select an Academic Rank.

After the entry is complete, save the information.

NOTE: Prior work experience for Minnesota State regardless of level will be imported to your

institution evaluator to apply to salary and/or minimum qualification determinations as

applicable.

Add/Edit Work Experience

#*Work Experience Type

<Please select=

Academic Rank

<Please select>

*Employer Type
<Please select>
*Employer Name
Fwork Title @
*start Date

*End Date @

*¥Percent of Full-Time €@

0.00

save [N

The entry that was saved will then appear under Work Experience. After a record is saved you

may choose to edit or delete the record. Once Human Resources has verified the entries, you

may no longer edit or delete these records.

Work Experience

Edit  Delete

Education

Work Experience Type

Managerial

Employer Type Employer Academic Rank Work Title Start Date  End Date

Non-Academic

Menards

Manager

v

+  Add Work Experience

Percent of Full-Time

01/01/2000 01/01/2002 100

Actual Years Verified

2.00 N

Educational information may be added and maintained for all employee groups. For college

(MSCF) faculty this information will be used to establish salary placement or adjust a salary

placement as applicable and ensure minimum qualifications for faculty role have been met. You

may choose to “Add new education” or select “I have no education information to report.”

Select Add new education. If you have completed Minnesota State Degrees a window will

appear asking if you would like to import your Minnesota State degrees into your employee

profile.
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Would you like to import your Minnesota State degrees into your
employee profile?

Yes No

If “Yes” is selected all Minnesota State degrees that have been completed will display.

If “No” is selected an Institution Search box will appear.

Institution Search

Institution Name

City

State

Search Cancel Clear

Once you select an institution, a data completion box will appear. Degree and Course data will

include:
* Academic Institution
* City and State
* Name of Institution as it appears on the transcript
* Foreign Institution?
* Date Degree Conferred
* Degree
* Name of Degree

Add/Edit Education

F|nstitution

North Hennepin Community College

#Mame of Institution (as it appears on the transcript)

Nerth Hennapin Community College

D’Dreign {non-US5 institution)?
#Date Degree Conferred

#*#Degree

#¥Name of Degree (as it appears on the transcript)

m Ganeel

Click on Save when entry is complete.

*Items preceded with an asterisk are required fields.
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Steps to add Major/Minor and Educational Emphasis

Majors and Minors, and Educational Emphasis may be added once the Education record has
been saved.

1. To add Major/Minor information, select Add Majors/Minors to the right below degree
information.
2. Enter Degree Major/Minor which includes:

* Select either Major or Minor

* Major/Minor Name

* Name of the Major/Minor (as it appears on the transcript)
* Date Major/Minor was Conferred

Degree Major/Minor

MajoriMinor Type "g'"h’ajm - Mtiner

#Major/Minor Name

Name of Major/Minor (25 it appears on transcript)

Date Major/Minor was Conferred

08/07/2017

m CarDaI

* Items preceded with an asterisk are required fields.

Once all data has been entered, Save the record.

+  Add MajorMinor

Major/Minor Type MajeriMiner Name Completion Date Emphasis Verified

Edit  Delete Major Taxation 05/12/2016 Add Emphasis N

The Major/Minor will then display in the list and you will have the option to enter an Emphasis.
Enter the Degree Emphasis as it appears on the official transcript.

Degree Emphasis

Degree Emphasis (as it appears on transcript)
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If modifications are needed after saving a record, click on the edit button to edit a saved record.
Once Human Resources has verified the entries, you may no longer edit or delete these
records.

Add Courses

To add relevant course information, select Add Courses under the Courses Tab. If you have
Minnesota State courses a window will appear asking if you would like to import your
Minnesota State courses into your employee profile.

Would you like to import your Minnesota State courses into your
employee profile?

Yes No

If “Yes” is selected all Minnesota State courses that have been completed will display.

If “No” is selected an Institution Search box will appear.

Institution Search

Institution Name

|
City

State

Search Cancel Clear

Enter institution search information and select the institution. The institution name will then
be pre-populated on the course information data screen. See the example on the next page.

Course Information will include:

* Subject/Prefix
* Course Number
« Title,
* Year, Term and Term Type
e Actual Credits
e Semester Credits (Actual Credits/1.5)
* Undergrad or Grad Level
* Items preceded with an asterisk are required fields.
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#Institution
University Of Minnesota-Duluth

# Subject/Prefix

#Course Number

#*Title

#*Year

<Please select>

#*Term

<Please select>

#Term Type

<Please select>

#Credits
0.00

#*Level

<Please select>

Save Clear Complete
Degrees Courses
Institution Subject
Edit Delete University Of Minnesota-Duluth FIN
Edit  Delete University Of Minnesota-Duluth FIN
Edit Delete University Of Minnesota-Duluth FIN
Edit  Delete University Of Minnesota-Duluth FIN

Number

123

456

789

963

Title

Finance

Finance 2

Finance 3

Finance 4

Year

2007

2007

2007

2007

Once all data has been entered, Save the record.

Term
Fall
Other
Spring

Spring

Term Type
Semester
Quarter
Quarter

Semester

+  Add Courses

Actual Credits Semester Credits Level Verified

3 3 Undergraduate N
5 3.33 Undergraduate N
10 6.67 Graduate N
10 10 Graduate N

Since you will likely have multiple course entries for a single institution, after you save the first

course, several fields will now default with values from your previous entry as you enter

subsequent courses. This will reduce data entry and provide you with the ability to enter a

number of similar courses from the same institution more efficiently.

Saved course information will be listed at the bottom of the screen.

When you have finished saving all courses from one institution, click on the Complete button to

return to the Education heading to continue on with your entry of additional courses.

If modifications are needed after saving a record, click on the edit button to edit a saved record.
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Once Human Resources has verified the entries, you may no longer edit or delete these
records.

Professional Licenses/Certificates

Employees have the ability to add or update professional certificates/licenses that are relevant
to employment at Minnesota State. This credential information may then be used to ensure
minimum qualifications of the position have been met. College (MSCF) faculty hired in a
discipline/program area for which a license or certification is a minimum qualification
requirement must enter this information for evaluation. Please refer to the College Faculty
Salary & Credential Entry QRG for additional information on completing this section.

Select the Add Certificate License button on the right side of the section. You may add, edit or
delete professional licenses and certificates in this section.

Professional Licenses/Certificates v

4  Add Certificate License

Type Title Grantor Date Issued Expire Date Verified

Certificate and License data will include:

* Type-Select Certificate or license from the drop-down
* Title

* Grantor

* Grantor Country

* Grantor State

* Grantor City

* Date Issued

* Expiration Date

AddiEdit Cerlificate/License Information

*Type

<Please select> |z|
*Title
#Grantor
Grantor Country

United States of America B
Grantor State

=Please selects B
Grantor City

=Please selects B
*Date Issued
Expire Date

Cancel

Integrated Statewide Record System (ISRS) User Guide
Employee Home User Guide
Last Updated 6/17/2019




* ltems preceded with an asterisk are required fields.

Once you have completed the entry, click on Save. You may then enter additional licenses or
certificates. You may also edit or delete existing entries if necessary and if they have not been
verified and evaluated.

College (MSCF) Faculty Submit for Evaluation

After completing entry of all credentials, verify that the information is correct. You may then
click on the Click Here button on the top of the Employee Home page to submit the credentials
for evaluation.

ied and evaluated by campus administration for minimum qualifications and salary placement. Questions

This will prompt the college evaluator to review and evaluate submitted information.
Information submitted for evaluation will require official documentation to support your
credential data, i.e. an official transcript and/or work experience verification forms and if
applicable license/certification documents.

NOTE: Once your submitted information has been verified you will no longer be able to modify
your records. If you have additional information that is not already listed, you will be able to
return to these sections to make additional entries.

MSCF Evaluation Email Notification
Email notifications are automatically sent to certain recipients depending on the type of
evaluations. All template emails can be found in SharePoint under Topic -> Credentials and

document type -> Communication.

Recipient List
e Salary Placement - faculty member, campus HR, system office and MSCF union
e Minimum Qualifications - faculty member, campus HR and system office
e TLC Requirements — faculty member, system office and campus HR

MSCF Evaluation Results

Credential evaluation results may be reviewed by going to the My Jobs tab, then select
Evaluations. The evaluation decision for Minimum Qualifications and Salary Placement will be
listed under separate tabs.

Once an evaluation or a TLC requirement is complete you will receive a system generated
email.
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https://mnscu.sharepoint.com/sites/isrsproducts/SitePages/Topics.aspx?Topic=Credentialing

Dashboard My Profile My Jobs My Settings

Video Tutorial: Employee Home-My Jobs;

Year

2019 =

DV-Lake Superior College
Tech ID: 13238941

Jobs Evaluations

Minimum Qualifications Salary Placement

Credential Field: Occupational Therapy Assistant
Decision: Meets Min Quals Effective Term: Fall 2017

Minsmum Qualifications Salary Placement

Salary Evaluation Type: Column Change

Grd Series: M3 Gnd Step: 0012 Gnd Lane: 02 Eftective Term: Spring £0138

MSCF Evaluation History

MSCF Faculty Credentialing has been migrated from a third-party application to HR Campus.
Select historical data currently residing in the third-party product has been migrated into ISRS.
Credential evaluation history results may be reviewed by going to the My Jobs tab, then select
Evaluation History.

Dashboard My Profile My Jobs My Settings

Video Tutorial: Employee Home-My Jobs;

Year

2019 ~

DV-Anoka Technical College
Tech ID: 11599183

Jobs Evaluations Evaluation History
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Evaluation Results are separated under three tabs; Minimum Qualifications, Salary Placement
and TLC. Select the Expand arrow to display the details of each evaluation.

Minimum Qualific ations
Credential Determination 3
E 3
Crecential Field/Assignment: Medical Assistant/Office Component  Institution: DV-Hennepin Technical Coliege
Determination: MEETS Effective Date: Fal Sern 7 Inltial Credentiak: Yes
Appointment Type Unimied Fuk-time  D3te Reviewed 03262000  Status Reviewed
Form Note: No Note Emered
JUANC hor Salary Pacement
Salary Determination ,
and
Credential Field/Assignment: Medical Assistant/OfMce Component Medical Labaratory Technician  Institution: DV-Hennepin Technial Colege
Determination: Inibal Placen proved Column 1 Step 4  Effective Date: Fall S¢ ¢ 2007 Date Reviewed: 12032007 Form Status: Rev
System Office Override? N
Form Note: No Note Entered

TLEC Determination -
Institution: DV-Hennepin Technical Colege
Appoiniment Type: Unimicd Full-ime  Date Reviewed D41 22010 Walved T N

Form Note: Tully meets the TLC requirement

My Jobs

The My Jobs tab provides your job(s) information including State Employee ID, Technical ID,
Supervisor, Job Class, Job Class Seniority Date, Bargaining Unit, Appointment Status,
Assignment information, Salary details, and Performance Review dates if applicable. You can
view past job information by changing the fiscal year. If you have more than one job at an
institution, all jobs will be listed and the Technical ID at each institution will be listed.

My Jobs information is for your review only. If you have questions regarding this information,

contact your Human Resources Office.
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Dashboard My Profile My Jobs My Settings

Video Tutorial: Employee Home-My Jobs;

Year State Employee ID: 01197898

2019 ~

DV-Fond du Lac Tribal & Community Colleg
Tech ID: 00029994

Jobs

Jaob #0 MAIIADS Worker

Supervisor
Cesarz, Randy M. Assignment

Job Class

Position # c/uc FLSA Category Assign. Dollars FTE
008598 / Student Worker Para Prof
Job Class Entry Date 01099731 u N - Nonexempt Primary $312548 @ 0.103
07/27/2018
Sala
Bargaining Unit ry
218 - Non-Unit
Begin Range Step Annual Base
Appointment Status
5 - Temporary thru 08/31/2018 07/26/2018 53 0001 $30,213.00
Next Review

No scheduled reviews.

My Settings
The My Settings tab provides a link to manage your StarlID, and allows you to set a default
institution if you have a relationship with more than one institution.

MY SETTINGS

Dashboard My Profie My Jobs

Settings

Manage your password al the StarlD 5

Default Print Queus

To set or change the default institution, go to the My Settings tab and select the
Default Institution from the dropdown list.

If you print ISRS Reports you may also set a default Minnesota State defined
printer queue.

Supervisor Functions
If you are a supervisor, you will have an additional Supervisor Tab on your Dashboard.
Supervisor Tools such as Supervisor View, Manage Employee Appointments, Delegate
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Authority, and Upcoming Events will be available under the Supervisor tab. Refer to the
Supervisor Tools Quick Resource Guide (Login using your StarID@minnstate.edu required) for
more information on Supervisor Tools.

Dashboard Supervisor My Profile My Jobs My Settings

Supervisor Tools

Supervisor View

>
Manage Employee Appointments >
Delegate Authority >
Upcoming Events Vv

Supervisor View

Supervisor View displays a list of all of your current direct reports at all Minnesota State
institutions, with the institutions listed in alphabetical order if applicable. For each employee, it
contains job, education, experience, security, emergency contact information, systemwide FTE,
and other information that can be used for management and workforce-planning.

Manage Employee Appointments

After a hiring offer is accepted, a supervisor will begin the onboarding process by sending the
new employee a welcome e-mail using the Manage Employee Appointments screen, or by
assigning a current employee to a job record. A system generated email then provides a
process for the newly hired employee to access the Minnesota State information systems to
provide information needed to create the employee record, set up payroll and employee
benefits.

If the job is being offered to an existing employee, the supervisor will indicate this by selecting
an action type of Position Change, Concurrent Position, or Work Out of Class on the Manage
Employee Appointments entry page. The employee will not get an email in this scenario but
Human Resources will have the information in the system to process the employee further. This
list can be sorted by the employee’s name.

Delegate Authority
A supervisor has the ability to assign certain web-based supervisory tasks to a designee who is
an employee or supervisor at the selected institution. Tasks will be limited to the following:

° View Upcoming Employee Events
] Manage Employee Appointments (View Only)
o Manage Employee Appointments
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https://mnscu.sharepoint.com/:w:/r/sites/isrsproducts/_layouts/15/Doc.aspx?sourcedoc=%7BE8FAD794-8EC9-43A7-9D14-0890CC3619A8%7D&file=Supervisor%20Tools%20QRG.docx&action=default&mobileredirect=true
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J View Employee Info

J View Employee ISRS Security Roles
J End Employee ISRS Security Roles
. Manage Temporary Faculty Employment

An employee who has been delegated one of the above tasks will then have access to the
Supervisor tab, if they didn’t previously, and they will have the ability to view records or
complete the tasks on behalf of the supervisor. For more information on Delegate Authority,
see the Supervisor Tools QRG.

Upcoming Events

In this section, a supervisor has the ability to view or take action on their employee’s upcoming
events such as progression increases, completion of probation, annual review, limited
appointments or work out of class assignments that are within 60 days of the end date.

You will be notified via a system-generated email if one of your employees has an upcoming
event.

NOTE: If your campus is not currently using the Performance Review functionality in HR-
Campus, notification will not be sent for performance related events.

Please see the Employee Event Progression Increase User Guide or the Employee Event

Performance Reviews User Guide for more details.

Log Out

To log out of Employee Home, click on Logout in the top right of the screen.

Tips for using Employee Home

e Create a shortcut, favorite, or bookmark to the page.

e Some applications do not yet return to Employee Home. In this case, the best way to
return to Employee Home is to reload the page (this is where your bookmark comes in
handy).

e The active institution selected may not transfer into the application you launch. You
may have to reselect the institution within the application.

e You can open your applications in a new tab (thereby preserving the Employee Home
tab). Right-click on the application link with your mouse and select “Open in New Tab”.

Additional Documentation
To access additional documentation, go to the below links, or go to Help within Employee
Home. Log in using your StarID@minnstate.edu and your StarID password required.
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FAQ’s Document
Supervisor Tools Quick Resource Guide

Need Help?

For additional assistance, please submit a ticket via the Minnesota State IT Service Desk portal:
http://servicedesk.minnstate.edu/CherwellPortal/MNSO

The Minnesota State Colleges and Universities system is an Equal Opportunity employer and educator.
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