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l'oday’'s Agenda

yurces & Reminders
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w Appointme
11; Form
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'@ Known Issues
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genda (Continued)

1l Information
ormation in PD Web

for Recommendation Form
ching for Records in PD Web Forms
TERS 1st Salary Changes
o LOA orms

5 Departmental Transfers




Where to Find OPA Policies

cs.stand
Administrator Blog:
http:/ / post

(lhe c o has the slides from Al’s recent
Policies & Procedures training.)

http:/ /postdo



http://postdocs.stanford.edu/admin/
http://postdocs.stanford.edu/admin/blog/

mportant Reminders:

12, 2011, all transactions
1e via the PD Web

Fo s only.

- Questions sent to
postdocaffairs@stanford.edu

will receive an auto-reply instructing
sender to use HelpSU.




Roles & Authority




Jliings to Know: Authority

D Web Forms granted by OPA.

| email notice when you have been granted
es you need to work in the system.

designates Roles #1 and #2
it via Help SU. )

ded: Full legal name, SUNet ID (text, not #), email
ess and phone number.

- @ Role #3 designated only by faculty Department Chair
~ or Division Chief.




Role #1: Admin. Entry

tent Admin Entry - Required

he postdoc and the faculty member

' pay ew appointments, leaves, extension of
intments and termination of appointments.

dinates with other department staff, such as finance or

y affairs, on funding questions.

its the DS-2019 and makes the funding attestation

red for international scholars.

des a departmental and/or lab orientation for the new
schol,

 ® Must be familiar with Stanford’s policy and procedures
- related to postdoctoral scholars.

= Typically the same person who enters the GES lines for the
scholar.




Role #2: Dept. Coordinator
(OPTIONAL)

nts (50+ postdocs) or departments with highly decentralized operations

ociates may be have the Department Admin Entry role while the
ember with a deeper knowledge of postdoctoral policy and

r the whole Department or large unit. The goor inator
ork before an offer is extended to the postdoc.

ive Associates for policy and procedure questions.

he Administrative Associates’ u or completeness and adherence to university
luding the funding level and the duration of appointment.

at the proposed start date allows szctl/ﬁczent processing time for department and
approvals, including time required for international scholar visas.

y special additions made to the offer letter, to ensure they do not conflict with

{ PO 'lcy.

s that fall outside of university policy: reviews the sponsoring faculty’s request for
stion and advises the faculty member on alternatives.

A ay as: 1e Chair/Designee, and review each postdoctoral appointment in respect to
department-specific policies and context.

May not report to the appointing faculty member(s).

administrativ _
point of contact for the Admi

U




Role #3: Department
Chair/Manager/DFA

intment at Stanford is a contract between the University, the
earch mentor, and the postdoc. For the University to

i to appoint a postdoc, departmental approval must be

5 with the Department Chair (or Division Chief in
delegated to the Department Manager/DFA (or
Medicine).

pproves Transactions in Workflow

edic 1e), G
ision Manager is the Schoc
ired Approver: Reviews ang
ents the department.

tands and act upon concerns regarding equity in funding level among all
s in the department have been examined.

ms that the faculty member has the funds, space, etc necessary to make the
i ment commitment for the duration of the proposed offer, and is in a

~ pos 0 bring the candidate to Stanford-- for example, there is no conflict of
interest or pending departure of the faculty member to another institution.

m Confirms departmental approval of any special arrangement, such as concurrent
- postdoc/instructor appointments, or agreements regarding pursuing a degree
while at Stanford.

@ Does not report to the appointing faculty member.

LU
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PeopleSoft Learning Center

www.stanford.edu/dept/as/sandhr/learnps/index.html

) STANFORD UNIVERSITY>»
@ PEOPLESOFT AT STANFORD
. Axess  PeopleSoft at SU P5 Reporting (PC)  PS Reporting (Mac) Learning Center

New PeopleSoft Users: Administrative Systems = Student & HR Systems = PeopleSoft Learning Center

PeopleSoft Learning Center

Current PeopleSoft Users * Online Learning: Demos of PeopleSoft Processes *

Getting Access

Browser Requirements Welcome to the PeopleSoft Learning Center. This site provides information for users of the PeopleSoft
Student Administration and HR modules. Those who use the PeopleSoft Learning Management
Email Lists System (known as "STARS" at Stanford) should be sure to see the STARS Learning Center.

General Information New PeopleSoft users may want to:

Contact
= Attend an Open Lab (Friday momings, 9am to noon, Arguello Labs @427 Arguello Way)

HelpSU Check the list of Frequently Asked Questions.
Leamn about navigation tools in PeopleSoft 9.

Computing Self-Help See online demonstrations of PeopleSoft processes.

Point your browser to http://axess stanford.edu to access the PeopleSoft system.

If you experience problems logging in to the Axess portal, first try clearing your browser cache before
submitting a HelpSU request for assistance.

New PeopleSoft Users: Required Training

Mew users must fulfill training requirements before being granted access to the PeopleSoft system.
Trainin i ¥

ALL New Users must first complete the People Soft Concepts & Compliance training module
via Online Learning.

HR Users:
See the HR Data Senices’ website for requirements.

STARS Learning/Enrollment Administrators:
See the STARS Learning Center for requirements

Student Administration Users:



N| .' A " ' tment:

nviting a Postdoc

12




Data Required by the System to
- Invite Postdoc

iirst and Last Name

address to be used until
V arrive on campus

r departmental details provided to
by hiring faculty member (follow
y oroup’s internal practices and

'li es).

13




» A . - a
-
: ORD
[}
PeopleSoft)| Employee Information  STARS (Training)
onnect to People Soft HR/ISA \ Other Applications Training & References

{ PEOPLESOFT USAGE AGREEMENT
B CLICKING THE LINK BELOW ¥ OL INDICATE YOUR AGREEMENT WITH ALL
OF THE FOLLOWING STATEMENTS:

x

One
| understand the regulations regarding the use of all data in the PeopleSoft
records.

Two
| accept responsibilty for entering and maintaining accurate data in compliance
with applicable laws and University policy.

Three

| accept responsibility for complying with the Federal law and University policy
concerning the privacy rights of students, student applicants, employees, and
job applicants.

Four
| understand that a breach of this agreement can be cause for disciplinary
action, up to and including termination of employment.

*

| agree to the above%

Workflow

ReportMart1: HRISA

HelpSU {Online Help Request)
Stanford VWho

Authority Manager

Course and Section Evaluations

Registry Administration

University Sites

HR Data Services
Deadlines

HR Contacts

Job Code Table

Oroapizatiopal Hierarchy

Learning Center

/1
Workflow Home Q' I

Admin Guide,Personnel Policies
Admin Guide, Search

Stanford Benefits

Faculty Handbook

University Holidays



Peopie Soft
Menu
Search:

» My Favorites
+» 8TF Wab Forms
[ Self Sendce
S Menu
> Training and FETera
;
[» Personal information
(Student)
I> STF PosiDoc

[ =T

[* STF AX HR Selfsernvice
- PeopleSoft

[+ Worklist

» Reporting Tools

[ Axegs Links

STANFORD

UNIVERSITY

Employee Information

Initiating a Postdoctoral
Appointment (in Axess

AXESS
UAT

STARS (Training)

Welcome, Annelie

SEMCT i MEMESE

Add to Favorites |
=

Campus Community

Maintain bicidemo information about people and organizations, mantain 3G information

ographical, heath, dentificabon and participation miormation for & student

15




STF PostDoc

F PeopleSoft
Menu

Search:

Favorites

elf Senice

[
[
kS

P STARS Menu
[

STA N_FORD AXESS

Employee information

TF Weab Farms

» Training and References

= Campus Community
I» Personal Information

=
=

TF AX HR: Selfsenice
eopleSof
Narklist
' Reporting Tools
> Axess Links

UAT

STARS (Training)

E Administrative Forms
Doc Transaclons PosiDoc Adminisirative Forms
Fhars

STF Pdoc OtherAfiliations = STF PosDoc Minimum Salary Setup
M=

STF Pdoc Dihar Affliatons Setup STF PosDec Minimum Salary Setup

Stf PostDoc Transaction status

Sif PostDoc Transaction stalus

=

come, Annelies

Search b temporarily disbled m

STF PDOC Type of Position Thi

S5TF PosiDoc - Type of Posilion Table

STF PostDoc Invite

STF PostDoc invile



dd a New Value tab

STANFORD | AXESS
UNIVERSITY UAT

PeopleSoft  Employee Information  STARS (Training)
Menu (=]
Search: STF PostDoc Invite

[ My Favorites Enter any information you have and click2aarch. Leave fields blank for a list of all values.

STF Web Forms ‘ﬁ
elf Service : e
TARS Menu Find an Existing Value | Add a Mew Value

> Training and References

Campus Community Maximum number of rows

[» Personal Information
(Student)

Email 1D: begins with
Department: begins with
Manager ID: begins with
Faculty ID:  begins with
First Name: begins with
Last Hame: begins with

[l case Sensitive

> Stanford Utilities Search | Clear ) rch Criteria
> STF AX HR Selfservice
PeopleSoft
> Worklist
> Reporting Tools Find an Existing Value | Add a New Value
> Axess Links

tdoc Invitation: click on the

17



Administrator must have a valid
persondl email address (not an
@3 anford.edu addres) for the
bostdocicandidate. Enter the address
and click “Add.”

STANFORD | AXESS

UNIVERSITY UAT
PeopleSoft  Employee Information  STARS (Training)

Menu =

Search: STF PostDoc Invite
)
» My Favarites
= 3TF Web Forms :
Find an Exis Value
- Self Service = fing
> STARS Menu
» Training and References
= Campus Community Email 1D _[@}'Eh(l(l.lﬁ[lm
[+ Personal Information
(Student)

~ STF PostDoc il e
[ Post Doc Transactions

— Administrative Forms

— 3TF PDOC Type of , o X - Do not Sklp thlS Step
Posiion Thi Find an Existing Value | Add a New Value

Position Tbl - cannot add email
— 3TF Pdoc therAffiliations
S Dcu Minimum address later!

Add a HNew Value

18




ISEnter.the

for

A STE Postdoc Invite screen opens up:

candidate’s first and last name as they should appear in
PeopleSoft.

ZRGI CIBOTIheE magnifying glass for DeptliD and select the Acad Org

WITICh Wou are authorized to recommend posi

PeopleSoft  Employee Information  STARS (Training) Add to Favorites |

C

®

> 8TF Web Foarms
- Self Senvice
> STARS Menu
> Training and References
7 Campus Community
[ Personal Information
(Student)
= STF PostDoc
I» Post Doc Transactpns

= STF PDOC Type of
Position Thi

— STF Pdoc OtherAffiliations

= STF PosDoc Minimum
SalarySety)

— Sif PosiDoc Transaction
status
> Stanford Ltilities
> STF AX HR Selfsenvice
> PeopleSoft
b Workdist
I Reporting Tools
b Axess Links

STF PostDoc Invite

Applicant's Email: IR, ) - 0 ¢\

First Name:

DerZ, unent to which Postdoc e 2date is applying

*DeptiD:

*Faculty Sponsor I0: Phone: Email Addr:
Research Mentor 1D: Phone: Email Addr:

05281677 Annelies Ransome Phone: 650/736-0129 Email Addr: pscs-dev-emalls@stanford.edu

Email to Applicant: Email Sant On:
Dear ,

Annelies Ransome in at Stanford University has initiated the process to offer you a postdoctoral appointment at Stanford. Please go to
hitp:ifsecureportal stanford edu, register as a user on the site, and complete the “New Postdoctoral Scholar Information Sheel” form. When registering on the site,
you must use the same email address where you are receiving this notification.

Provide your demographic information and academic history on the form, and upload electronic copies (in pdf format) of the following required documents:

1. Your doctoral diploma. If you do not have a diploma. an official letter from your university showing your completion of your doctoral degree requirements is
necessary.

2. Your current CV.

3. Wyou are not a US citizen, include:
a. all identification pages of your passport

Send Mail
& save |



Clickimagnitying glass to select Faculty Sponsor and Research.

{Loanlfyou cannot find the faculty member in the list, contact

€Qg-CoUrse requesting the addition of the faculty
) nmthe advisor table. You may not proceed without this
setup being complete.
STANFORD | AXESS

UNIVERSITY S earon is te
PeopleSoft Employee Information  STARS (Training) Add to Favorites|
Menu [=]

Search: @ STF PostDoc Invite

I My Favorites _ .
STF Web Forms Applicant's Email: - 5 =hoo,com

- Self Senvice First Name: Annie
[ STARS Menu
[* Training and References Last Name: Rannie
= Campus Community
I Personal Information Department to which Postdoc Candidate is applying
(Student)
= §TF PostDoc
I» Post Doc Transactions
~ Administrative Forms "Faculty Sponsor ID: 02758902 L Jeffrey Kosef : 8507362363 Email Addr:  pscs-dev-emails@stanford.edu

STF PDOC Type of )
Position Tol Q : Email Addr:

STF Pdoc OtherAffiliations
- §TF PosDoc Minimum
SalarySetu

Admin Contact: 05281677 Annelies Ransome z 650/736-0129 Email Addr: pscs-dev-emails @stanford edu

Sif PostDoc Transaction Email to Applicant: Email Sent: Email Sent On:
status
[» Stanford Wtilities Dear Annie Rannie,
[ STF AX HR Selfservice
[ PeoplaSoft Annelies Ransome in CHEMISTRY at Stanford University has initiated the process to offer you a postdoctoral appointment at Stanford. Please goto
[» Worklist http:/isecureportal stanford edu, register as a user on the site, and complete the "New Postdoctoral Schalar Information Sheet™ form. When registering on the site_
» Reporting Teols you must use the same email address where you are receiving this notification, E
[+ Axess Links

Provide your demographic information and academic history on the form. and upload electronic copies (in .pdf farmat) of the following required documents:

1. Your doctoral diploma. if you do not have a diploma, an official letter from your university showing your completion of your doctoral degree requirements is
NEecessarny.

2 Your current CV,

3. fyou are not a US citizen, include:
a. all identification pages of your passport

Send Mail
B save |



mailto:reg-courses@stanford.edu

0 not remove text from the Email text but you

may ADD text. When you save, the Email text will
dbtomatically update with the name and

department information in the body of the

STANFORD

UNIVERSITY

- message

AXESS
UAT

Search s b

PeopleSoft

Employee Information

STARS (Training)

Add to Favorite

Menu =

Search:

[ My Favorites
> STF Web Forms
[> Self Senice
[ STARS Menu
[* Training and References
= Campus Community
> Personal Information
(Student)
= STF PostDoc
I> Post Doc Transactions
= Administrative Forms
= STF PDOC Type of
Position Tbl
STF Pdoc OtherAffiliations
— STF PosDoc Minimum
SalarySetu

Sif PostDoc Transaction
status

[> Stanford UMilities

I STF AX HR Selfservice

> PeopleSoft

I Waorklist

[» Reporting Tools

- Axess Links

STF PostDoc Invite

Applicant's Emait: [ EN-:2;2hoo com
First Name: Annig
Last Name: Rannie

Department to which Postdoc Candidate is applying

*DeptlD: CHEMISTRY & Chemistry

*Faculty Sponsor ID: 02758902 O, Jeffrey Koseff

650/736-2363
Research Mentor ID: Q,

Admin Contact: 05281677 Annelies Ransome 650/736-0129

Email Addr: pscs-dev-emails@stanford.edu
Email Addr:

Email Addr: pscs-dev-emails@stanford.edu

Email to Applicant: Email Sent:

Email Sent On:

Dear Annie Rannie,

Annelies Ransome in Chemestry at Stanford University has initiated the process to offer you a postdoctoral appointment at Stanford. Please go to
piiglsecureportal stanford.edu, register as a user on the site, and complete the "New Postdoctoral Scholar infermation Sheet” form.

en registering on the site, you must use the same email address where you are receiving this notification.

our demagraphic information and academic history on the form, and upload electronic copies (in paf format) of the following required documents:

1. Your doctoral diploma. If you do not have a diploma, an official letter from your university showing your completion of your doctoral degree requirements is

necessary.
2. Your current CV,

3. If you are not a US citizen, include:
Send Mail

[ Save




Clicked Send Email

22



UNIVERSITY

Click

Search is temporar

Employee Information

STARS (Training) Add to Favorites |

=l

STF PostDoc Invite

nu
d References
ommunity

I Information

)

tDoc

Joc Transactions
istrative Forms

DOC Type of

bn Thi

doc OtherAffiliations

osDoc Minimum
Setup

ostDoc Invite

siDoc Transaction

tilities
2 Selfsenvice

ools

Applicant's Email: () o ©)y3h 00 com
First Name: Annie
Last Name: Rannie

tment to which Postdoc Candidate is applying

*DeptiD:  CHEMISTRY

*Faculty SponsoriD: 02758302 O Jeffrey Kosefl

@, Chemistry

650/736-2363 Email Addr: pscs-dev-emails@stanford.edu

Research Mentor ID: Q Email Addr:

Admin Contact: 05281677 Annelies Ransome 7 c nail Addr:

Email to Applicant: Email Sent: Email SentOn:  08/01/11 4:19PM

e

Dear Annie Rannie,

Annelies Ransome in Chemestry at Stanford University has initiated the process to offer you a postdoctoral appointment at Stanford. Please goto
hittp:i: portal.stanford.edu, register as a user on the site, and complete the "Mew Postdoctoral Scholar Information Sheet™ form.

MOTE: When registering on the site, you must use the same email address where you are receiving this notification.
Provide your demographic information and academic history on the form, and upload electronic copies (in .pdf format) of the following required documents:

1. Your doctoral diploma. If you do not have a diploma, an official letter from your university showing your completion of your doctoral degree requirements is
necessary.

2. Your current CV.

3. fyou are not a3 US citizen, include:

Send Mail
&) Save |



0S r r OC’S VIEW OF
INVITATION




dihe postdoc receives the email
generated by PeopleSoft

Test message: Important Notification to Start Your Stanford Postdoctoral Appointment Process. Hide Details

FROM: | WD rkﬂqw@}sprquatzﬂ.sta nfnrs_:i.edu It Monday, August 1, 2011 4:30

TO: | I (73 h00.com

Annelies Ransome in Chemestry at Stanford University has Yyitiated the process to offer you a postdoctoral appointment at Stanford. Please go to
. register as a user on the_s#&, and complete the "New Postdoctoral Scholar Information Sheet” form

MNOTE: When registenng on the site, you must use the same email address where you are receiming this notification

Provide your demographic information and academic history on the form. and upload electronic copies (in .pdf format) of the following required documents

1. Your doctoral diploma. If you do not have a diploma, an official letter from your university showing your completion of your doctoral degree requirements is necessary.

2. Your current CV

3. Ifyou are not a US citizen, include:

a. all identification pages of your passport

b. any previous visa-related documents such as 1AP-66, DS-2019, US visa stamps on passport, OPT application or OPT-EAD Card, any receipts of pending change of status
petitions.

c. the same documents are required for any dependents {spouse/children) you intend to have join you at Stanford.

4. If your funding while at Stanford will be covered through an externally-awarded fellowship, government agency or ather external sources, a copy of your funding letter is
required.

5. Additional documents may be required by your department as noted below, such as copy of your CA medical license if you will be a clinical fellow at Stanford.

You may save and return to the form until you are ready to submit it. Your appointment process will not start at Stanford until you have submitted your information sheet and the
above documents. You will receive an email notification when your form has been successfully submitted and approved.

For any questions regarding this important step to initiate your Stanford appointment, contact Annelies Ransome at pscs-dev-emails@stanford edu.




POSTdOC goes to the designated

iclre portal for Stanford and

registers a Username and
e Password

STANFORD

UNIVERSITY

| Login

User
Name

Password

. R Dy, - 1 g =ep T . R ‘
[ = - yks S bee ~ ks, B ESDPTEE L 4
Bw to the site? o A el by "E.’:*. : ?R' ﬁt;%ﬂ ey
5 : L) e oRer e g |
[ your Usemame and Password now . Al < _.é ¥ o "\.:__, ol

Uselul Links Welcome!
» Bechiel Intemational Center

o Offics of Postdoctoral affairs The Gateway to Stanford is a secure Poral where indriduals in the early stages of joining the Stanford community may submit required information fo begin

their azsociation with the University.
» University Regisirars Office
L The site cumrently provides application forms for the following:

International students and job applicants:

Use this site 1o initiate Employment Visa requests

Postdoctoral scholars:

Use this site to submit information required for processing your postdoctoral appointment.

26




POSTtdoC must use the same information
Used _in the Invitation email: same email
aodress and first and last names

throughout the process

STANFORD

UNIVERSITY

About the Gateway:

Registering a3 3 Galeway user gives you access to the forms you need to complete and submit a5 an international student or employee or 35 a prospective Postdoctaral Scholar.

Onca your acceptancelappointment at Stanford is complete, you will ba assigned a Stanford Univarsity Matwork ID (SUNet 1ID) and will have accass 1o the Uniersity natwork and online senicas via the Axess poral,

*

|| User Registration

Cancel

*First Name *Last Name

“User Name

(should be lower case) *Email

*Password *Retype password

I have read and agree to the Terms and Conditions related to the

creation and use of a Gateway o Stanford account 11 Agree

27




IS

[ANFORD

UNIVERSITY

| About the Gateway:

Registering as a Gateway user gives you access to the forms you need to complete and submil as an international student or employee or as a prospective Postdocioral Scholar.

Once your acceptance/appointment at Stanford is complete, you will be assigned a Stanford University Network 1D (SUNet ID) and will have access to the University network and online senvices via the Axess portal.

<D
*First Name Annie *Last Name Rannie

*User Nama apa
[should be lower case) 200 Email I Gy shoo com
“Password sesses ‘Retype password sesssss

I have read and agree to the Terms and Conditions related to the

creation and use of a Gateway to Stanford account. ¥l Agree

Cregsier

28




Atmessdage will appear confirming that a
J5€rname and password have been created.
POSTOO0C must then enter them below and
click login

STANFORD

UNIVERSITY
User ID created successfully, Please login with your user name and password |

B

User |
Namea

Password

New to the site?

Creale vour Username and Password now.

useitoks | MAelcomel

+ Bechial Internatignal Center

« Office of Postdacioral Affair The Gateway to Stanford is a secure Portal where indhiduals in the early stages of joining the Stanford community may submil required information to begin
el Pk s their association with the University.

- versity Regi -3

The site currently provides application farms for the following:

International students and job applicants:

Use this site to initiate Employment Visa requests.

Postdoctoral scholars:

Use this site to submil information required for processing your postdoctoral appeintment.

29




1e Postdoc must click on the
NEeWwW Postdoctoral Scholar Data
,r,)rm [0 start the process. NOT

N the other links!

STANFORD

UNIVERSITY

User ID created successfully, Please login with your user name and password

\| Welcome

Welcome, Anny

n he application forms at the left to begin.




he Data Form walks the postdoc step-by-step
through various sections

POSTdoCshould save and click next to move to next

STANFORD

UNIVERSITY

section.

Please enter your information below. ATTENTION FOREIGN SCHOLARS: Information must match the personal information on your and your dependents’ passports.

Postdoctoral Scholar Data Form

Information

Hello, you are logged in as AAARRR

Click on ynderined field names to
see additional information about
those fields.

Fields marked with an ™" are
REQUIRED.

Fields marked with a "+~ MUST match
passport.

)

Curen ot

Personal Details

Personal Addresses

Ethnicity :\

E:ﬁ.Fund;gDetails | \

v

Education Details | J

-

Work Experience

|

|

|

|

—

| Documents

\ 3 /

|\ Finish / |
h

| | Personal Details

=+First Name Annie “+Last Name Rannie

+Middle Name Other Name

Social Security Number 222.22.22 *+Date of birth

Tax Payer ID “Birth City

Birth State or Province *Birth Country  Select Country -

“Sex Male ) Female *Marital Status Select Status -

T previously at Stanford in any status, please provide Student 1D #:

*Country of Citizenship Select Country - *Country of Residency Select Country -
*Visa status requested at Stanford  Select Stalus -
Will you have dependents accompanying you to Stanford? . Yes @ No




nderlined field labels means that more

nformation is available. Click on the

grnderiined label and a pop-up box appears
oviding more information

STANFORD

UNIVERSITY

Postdoctoral Scholar Data Form
Please enter your information below. ATTENTION FOREIGN SCHOLARS: Information must match the personal information on your and yo

Personal Details

ello, you are logged in as AAARKH

| Click on underlined field names to
see additional information about
those fields.

Social Security Number

1.5, Social Security Mumber {for non-citizens, if issued), Please
enter only numeric values in the format 123456789, Only 9
characters allowed. Mo dashes between numbers, Entering this value
iz optional,

Fields marked with an ™" are
REQUIRED.

Fields marked with a “+" MUST match
passport.

Birth State or Provil

*Sex

Personal Details

hd If previously at Stan

| Personal Addresses |

- *Country of Citizens -
| Ethnicity | *\lisa status reque:

-

Ext. Funding Details

-

Education Details |

-

Will you have dependents accompanying you to Stanford? ) Yes @ No

Work Experience

-

Documents




STANFORD

UNIVERSITY

EOYim View for Foreign Scholar

Postdaoctoral Schaolar Data Faorm

@s@ enter your information below. ATTENTION FOREIGN SCHOLARS: Information must match the personal information on your and your dependents’ passports. )

information
Hello, you are logged in as AAARRR

Click on underlined field names to
see additional information about
those felds.

Fields marked with an ™" are
REQUIRED.

Fields marked with a "+~ MUST match
passpont

Current Section

Personal Details

| Personal Addresses ]

| Ethnicity |
Ext. Funding Details
w
[ EducationDetails |
| Work Experience I

| Documents ]

-

| Finish |

A\
Personal Details { \-
*+First Name Annie
+Middie Name

Social Security Mumber 222222221
Tax Payer ID

Birth State or Province

“Sex _'Male @ Female

*+LastName Rannie

Other Name

“+Date of birth 12/25/1955

*Birth City London

*Birth Country  United Kingdom

*Marital Status Married

If previously at Stanford in any status, please provide Student ID #:

*Country of Citizenship United Kingdom

*Visa status requested at Stanford Select Status

“What is your current US Immigration status?

Visa Expiration details /| Permanent Resident Number,
if applicable

*Sponsoring Institution

*City

Will you have dependents accompanying you to Stanford?

-

*Country of Residency United States

Select Status »

Yes ® No

“State Select State

@D € G




Pop-Up Help Info

STANFORD

UNIVERSITY

Postdoctoral Scholar Data Form
Please enter your information below. ATTENTION FOREIGN SCHOLARS: Information must match the personal information on your and your dependents’ passports.

Information Personal Details

Hello, you are lagged in as AAARRR “Home

Click on undedined field names to
see additional information about *+First Name -

those fields, Visa status requested at Stanford *
+Middle Name

Flelds marked with an ™" are This is for informational purposes. Please select Exchange Visitor, J-
REQUIRED. Social Security Nun 1, the visa category for foreign postdocs at Stanford, unless you
have discussed 3 different status with your department.

Fields marked with a "+° MUST match Tax Payer ID

passport

Birth State or Provil
Current Section

Personal Details

e If previously at Stan
| Personal Addresses |

L

“5ex

*Country of Citizen:

| Ethnicity | *Visa status reque
-
Ext. Funding Details

*What is your curre

. . Visa Expiration detio.. . . ooy
Education Details W spplicable

-

Work Experience Alien Registration Number: A# 687643568T968T654687

= Start Data 08-27-2011 End Date (8-22-2012
Documents

-

Finish

Will you have dependents accompanying you to Stanford? @ Yes () No




Op-Up Additional Information

—~ostdoctoral scholar Data Form
Please enter your information below. ATTENTION FOREIGN SCHOLARS: Information must match the personal information on your and your dependents’ passports.

Informetion | | Bervonn) Dutals

Hello, you are logged in as AAARRR

Click on ynderfined field names to
sea additional information about “+First Name I

those fields. What is your current US Immigration status?

+Middle Name

Fields marked with an ™ are Pleaze upload your supporting documentation (such 23 prior DS-
REQUIRED. Social Security Nun 2019, passport pages or a copy of your green card) in the
Documents section at the end of this form,

Fields marked with a “+” MUST match Tax er D

passport

Birth State or Prowvil

Current Section

Personal Details

- If previously at Stan
| Personal Addresses |

*5ex

*Country of Citizen:

Ext. Funding Details

-

*What is your curre

% : Visa EXPIration deti. .. . oo e mem ey
il
Education Details if applic

-

Work Experience Alien Registration Number: A# GRTE43568T968TR5468T

Documents

Start Date 08-27-2011 End Date 08-22.2012




e email address here MUST be the same
dsathe one that received the invitation to
apply email from the administrator

UNIVERSITY

Postdoctoral Scholar Data Form

Information

Hello, you are logged in as ARARRR W "Next >

Click on underlined field names to —
see additional information about L *Email address ‘yahoo.com MUST mslsh emsil sddress used 15 register with Stanisrs degsrrmant
those figlds. [ —

Fields marked with an ™" are Current Mailing Address
REQUIRED.

Current Section *Address Line 1 PO Box 8658

| Personal Details | Address Line 2

-

Personal Addresses

-

“Country United States

“State Select State

Ethnicity Phone (650) 555-1212 Valid Through Date 08-31-2012

-

Dependents

Pe address same as above 2 Yes @ No
-

Ext. Funding Details

Please use your permanent home address from your home country

-

|
|
|
| Education Details
|
|
|

Ak iAo *Address Line 1 PO Box 8888

-

Address Line 2 * Stanford

Documents

*Country United States i 94305

Finish *State Select State

|
|
|
|| [ e e asrss
|
|
|

Phone (650) 555-1212 Valid Through Date 08-31-2012




doc may skip this page.

STANFORD

UNIVERSITY

Postdoctoral Scholar Data Form

Information

Hello, you are logged in as AAMARRR
Click on yndedined field names to
sae additional information about
those fields.

Fields marked with an ™~ are
REQUIRED.

; Ethnicity

D © G B

Submission of ethnicity information is voluntary and nol required as part of the Postdoctoral Scholar appeintment process. Stanford imites all pestdoctoral scholars 1o provide
this information for analysis and reporting only. Submitted information will be kept confidential

————— |

You may opt to skip this page.

Current Section

2 Yes,| am Hispanic or Lating
* Mo, am not Hispanic or Latino

1) Are you Hispanic or Latino ?

| Personal Details

| 2) What is your race?

-

Select one or more | American Indian or Alaska Native

| Personal Addresses

| Aslan

-

-

Black or African American

Mative Hawaiian or Other pacific Islander

Dependents

White

Ext. Funding Details

Education Details

-

Work Expenience

-

Documents

-

Finish




fathe postdoc will have dependents,

click Add Dependent and enter
his/her information

Postdoctoral Scholar Application

Information Family/Dependent Details

Hello, you are logged in s AAARRR W < Previous W Mext >

Click on underlined field names to
see additional information about

those fields.
Include spousesipartners and children regardless of whether they will accompany you to Stanford. Repeat the "Add Dependent” process for any oeiemaldacs

Fields marked with an ™" are
REQUIRED.

Current Section

| Personal Details |

-

| Personal Addresses |

-

| Ethnicity |

-

-

Ext. Funding Details

-

Education Details

-

Work Experience

-

-

Finish

| |
| |
| !
| Documems |
l |




Postdoctoral Scholar Application

Information Famiy Dependent Details i

Hello, you are logged in as ARARRR
“Will Accompany Scholar: Mow 2 Later

Click on pndedingd field names to

see additional information about

those fields. *Last Name
Fialds marked with an ™" are “First Name
REQUIRED.

Middle Name
® t Section
urrent Section || | e—— &l
[ PersonalDetails |
= *Sex _' Male () Female
l Personal Addresses I *Birth City
*Birth Country anistan -
[ Ethnicity | e
- ‘Relationship Child =

-

[ Ext Funding Details |

-

Add Dapendent

| Education Datails |
| WorkExperience |

-

| Documents |

-

| Finish |




Honding Information: Postdoc should upload any
axternal funding letters, award notices here, where
applicable.
TAMOYEsthan one funding source is provided, click
AddsEOdimgibetails to provide information about
| | the second source
STANFORD

UNIVERSITY

Action Processed.

Postdoctoral Scholar Data Form

Information External Funding Details
Hello, you are logged in as AAARRR

Click on underlined field names to
see additional information about
those fields.
Repeat "Add Funding Details® if you have multiple funding sources to repor
QE&EEI!EESM bkt L [ Em “Name Of The Funding Agency Funding mﬁ:-&} From Date _- To Date
Z NIH 53000 2B-AUG-11 31-AUG-12

Personal Details

Personal Addresses

-

Ethnicity

|
|
|
Dependents —|

-

Ext. Funding Details




Academic \‘ istory: Click arrow and enter
ame.of nstltutlon If institution does not
SXIstApostdoc should search for “Unlisted
University”

TANFORD

UNIVERSITY

Postdoctoral Scholar Data Form

ﬂfbi‘mdtlﬁﬂ

=

Hello, e logged in ‘l |q h||
Click on underlined field names to

enter \

n ;..
v G g 2, i
USS| 1) 3!
bt

see additional information about t F'A IS4

those fields. state

Country Adghanistar

Click on
Institution _ ‘
ID for more I -
information R

-

Ig:i Do NOT enter res1dency or fellowsh1p information.
Only Degrees are provided here.
R Residencies, or postdoctoral fellowships and other training
TR should be entered under Work Experience
Fir:sh '

41




ClickPAdd Education Details to
aodimore degrees. When done,

Click Next.

S T A N F O R D Logout

UNIVERSITY

Action Processed.

Postdoctoral Scholar Data Form

Infermation Education Details
Hello, you are logged in a5 AAARRR m "< Previous

“Add Education details

Click on underfined field names to
see additional information about

those fialds. Please click "Add Education Details” to add information about additional degreas.
gégalggg% with an ™" are Institution ID Country StartDate  EndDate  Degree DegreeDate  Field Of Study

A Georgetown University USA 01-AUG-07  01-AUG-11 SM 01-AUG-11 Chemistry

Current Section e

| Personal Datails |

-

| Persenal Addresses |

[ oo ]

| Dependents |

-

| Ext. Funding Details ]

-

Education Details

-

| Work Expenence |

| Documents |

| Finish |




WOTK Experience: Click Add Work

Experience here.

Postdoctoral Scholar Data Form

Information | | work Experience
Hello, you are logged in as AMRRR

Click on undedined field names to
see additional information about

iBins Bates Enter relevant training and work history. Include medical residencies, teaching or research appointments, postdoctoral fellowship appointments, or others

Fields marked with an ™~ are
REQUIRED.

Current Section
[ Personal Details |
| Personal Addresses |

-

Ethnicity

-

Dependents

| Ext FundingDetails |

-

I Education Details l

Work Experience

-

| Documents |

-

[ Finish |




Enter imformation about positions
held.

itanone, cancel and move on to the

Ir

inda

UNIVERSITY

next section

Postdoctoral Scholar Data Form

Information
Hello, you are logged in as AAARRR
Click on underlined field names to
see additional information about
those fields.

Fields marked with an ™" are
REQUIRED.

Work Expedience

*Position/Title

tl:m

State

=“Country

Personal Details

*Start Date

Personal Addresses

*End Date

-

Ethnicity

Current Employer

-

Researcher

‘Company/institution  Quantity Matters

Washington
DC

United States -

*Primary Work Activity Research -

06-01-2011 _ﬁ
08-01-2011 &l
Ng =

Add Work Expenence

-

Ext. Funding Details

-

Education Details

| |
| |
| |
| Dependems |
| |
| |

| Documents

J Finish




POStdOoC can edit entries

Postdoctoral Scholar Data Form

Information

Hello, you are logged in as ARARRR
Click on underined field namas to
see additional information about
those fields.

Fields marked with an ™" are
REQUIRED.

Current Section

| Personal Details

| Personal Addresses

-

Ethnicity

-

Dependents

-

Ext. Funding Details

-

Education Details

-

[ Documents ]

-

| Finish

Work Experience

Please dick “Add Work Expenience” to add information about additional wirk exparience.

P
“XesitionTitle  Companyfinstitution _ State

City Country  Start Date End Date Work Activity |
7.4 searcher Quantity Matters DCc Washington USA 01-JUM-11  01-8UG-11  Research
1-1

Add Woark Expenence

L[]




PDocument Uploads: Postdoc
Must provide the documents

listed below.

STANFORD

UNIVERSITY

‘ Action Processed.

Postdoctoral Scholar Data Form

Information
Hello, you are logged in as ASARRR

apt e
| PersonalDetails |
-
[ Personal Addresses J
b d
| Ethnicity |
| Dependents |

| Ext.FundingDetails |
w

Education Details
h g

[ Work Experience J

| Finish |

_qu.llled Documents

Please upload electronic copies of the following required documents;

1. Your doctoral diploma. i you do not have a diploma, provide an official letter from your university showing your completion of your doctoral degree requirements

2. Your current Curriculum Vitae (CV).

3. fyou are not a US citizen, include:
a. all identification pages of your pagssport

b. any previous visa-related documents such as IAP-66. DS-2019, US visa stamps on passport OPT application or OPT-EAD

Card, any receipts of pending change of stalus pefitions.

¢. the same documents are required for any dependents (spousel/children) you intend to have join you at Stanford

4. if your funding while at Stanford will be covered through an extemnally-awarded fellowship, government agency, or other

external sources, 2 copy of your lunding lefler is required.

5. Any additional documents required by your depaiment, such as a copy of your CA medical license if you will be a

clinical fellow at Stanford.

TO UPLOAD:

Click the "Browse" button to locate a document en your hard drive. After selecting the document, click the "Upload Document” button
to attach. Please be sure that each document has a meaningiul file name (e.g., YourfName Dectoral Diploma),

Document

Upload Document

u
D G G
|

] Uploaded Documents

Sr.Mo  Document Name
1




POStdoc can see files uploaded

4. If your funding while at Stanford will be covered through an externally-awarded fellowship, government agency, or other
external sources, a copy of your funding letter is required.

- 5. Any additional documents required by your department, such as a copy of your CA medical license if you will be a
clinical fellow at Stanford.

TO UPLOAD:

Click the "Browse" button to locate a docurment on your hard drive. After selecting the document, click the "Upload Docum
to attach. Please be sure that each document has a meaningful file name (e.g., Yourtame Doctoral Diploma).

Document
" Upload Document.

Uploaded Documents

Sr. No Document Name

REMINDER: .docx
Error Message.docx attached files do not
(s Schedule xis open in the system at

~—_ ——— this time. Must be
.doc files or PDFs.

\




-

iormation
1ello, you are logged in as ASARRR

Parsonal Addresses

Ext. Funding Details

Education Details

inal Step: Must Click I agree in
a8y to Submit the application.

Postdoctoral Scholar Data Form

| authorize Stanford University 1o condudt a tharough investigation of my prior employment and fraining, educational background, criminal records, and credentials verifications
through the National Student Clearing House andlor my institution. | agree lo cooperate in such an investigation, to execule any consent forms required in conneclion with
those investigations, and release from all the liability and responsibility all persons or enfities requesting or supplying such information. | understand that appointment
termination could result from investigation resuits. | cerify that slalements on the information sheel, CV, attachments hereto, or other supplementary materials provided by me

48




Confirmation that Form is submitted.
FOTIM and uploaded documents now go to
theswdministrator for review and approval

in Workflow

STANFORD

UNIVERSITY

Your Postdoctoral Scholar Information Sheet has been successfully 5ubmiﬂeu.x
[ — e — |

Employment Visa Applicants Welcome

x
Mew Employment Visa Application

Welcome, Annie

Postdoctoral Scholars

Postdoctoral Scholar Data Form

x
Mew Postdoctoral Scholar Data Form

Transaction ID: 00791322

Help Transaction Status: Unknown

» Reset Password

» ReguestHelp: Visa Application

« ReguestHelp: Postdoctoral Scholar




Bonfirmation email to postdoc
after submission.

workflow @psprouat20.stanford.edu sent:  Tue 8/2/2011 3:
To: postdocaffairs@stanford. edu
Cc
Subject: Test message: Information sheet with a transaction id # 00791321 has been submitted.

Thank you for submitting your Information Sheet and the required documents to start your postdoctoral

appointment at Stanford. The information has been sent to Rania Sanford for review. Upon review, you will
receive an email when an offer may be extended.

For any questions about this review and the varicus steps in the process, contact Rania Sanford at pscs-dev-
emails@stanford.edu.

50




onfirmation email to Administrator
ROIe 1) and to faculty member after
SUDIMSsIon, with steps on next step

Subject: Test message: Information sheet with a transaction id ® 00791322 has been submitted,

Annie Rannie has submitted his/her information to initiate the paperwork for his/her postdoctoral appointment at Chemistry. The information has been
sent to you for review and verification. Please check the completion of all information provided in the Information Sheet and review the documents that
the prospective postdoc has provided in accordance with University policy. The postdoc is required to upload the following documents before you can
proceed with the process:

1.Postdoc doctoral diploma. If a diploma is not available, an official letter from a university official, typically the registrar, indicating completion
of your doctoral degree requirements is necessary. Letters from doctoral advisors are not accepted.
. Current CV.
. If the prospective postdoc is not a US citizen:
. all identification pages of your passport b. any previous visa-related documents such as IAP-66, D5-2819, Us visa stamps on passport, OPT application
OPT-EAD Card, any receipts of pending change of status petitions.
. the same documents are required for any dependents (spousefchildren) the prospective postdoc intends to have join him/her at Stanford.
If funding while at Stanford will be covered through an externally-awarded fellowship, government agency or other external sources, a copy of funding
letter is required showing amounts and award period (start and end date).
5. Additional documents required by your department as noted in your communication with the prospective postdoc, such as copy of your CA medical license
for Clinical Fellows.

If any of the above document is missing, you must return the Information Sheet to the prospective postdoc. The postdoc must provide these documents in
order to receive an offer of appointment.

What you need to do next:

After you review the completion of the information and documents provided:

1. Go to <«<link for Recommendation Sheet»> and complete the Recommendation Form to appoint your prospective postdoc 2. Obtain any additional terms
regarding the postdoc offer in order to be added to the offer letter language. The online Recommendation Form will have a section designated for this
addition.

3. For international postdocs only: Complete D5-2819 form online and submit it, or complete the H1B visa request form if an H1B is requested for the
prospective postdoc (download the form from the Forms section under Administrators at http://postdocs.stanford.edu) and submit it online at
postdocaffairs@stanford.edu.

4. Submit your completed Recommendation Form. It will then be sent for approval by your Department Coordinator (if required), Faculty Sponsor, Faculty
Research Mentor (if different from Sponsor), and your Department Chair/Division Chief or their designee.

5. Monitor the progress of the workflow and the status of your appointment online at << Where?>>

When all approvals are secured, an offer letter will be generated for the prospective postdoc to accept online. The letter will include any additional
terms you added in the Recommendation Sheet.

Upon accepting the offer online, all forms and documents will be sent to the Office of Postdoctoral Affairs for review and university approval.

If you have questions about postdoc-related policies or procedures:
1. Consult the Administrators section on the OPA website at http://postdocs.stanford.edu 2. Loock up your question in the Frequently Asked Questions

database at http://askjane.stanford.edu.
3. If you are unable to find your answer, you may contact the Office of Postdoctoral Affairs at postdocaffairs@stanford.edu.




Workflow Notification that
Aministrator (Role #1) needs to go
OWWOrkflow to review and approve

I
Subject: Test message: Rannie, Annie has requested your on-ling approval for Initial PostDoc Request

A request for Initial PostDoc Request has been submitted for your review and approval.
LAST NAME: Rannie

FIRST MNAME: Annie

TRANSACTION ID: @@791322

Please log into Axess (https://axess.stanford.edu/) and click on the Employee Information tab on the top bar. Then select Workflow Home in order to
review the request.

52




Workflow (Known Issue):

ocuments take up to 60

inttes to show up from
sSecurebPortal. This will be fixed.

Authorization Agreement .2

Supporting Documents

53



A5 Minutes Later (after Browser
Refresh too)...

Authoriration Agreement

Supporting Documents

Document Mame Date/Time View Delete
website_ vdf 2011-08-12 09:35:04.0 PDT View Delete
pdoc uploa hot PNG 2011-08-12 09:35:04.0 PDT View Delete
OPATIps &T 5 in Mew Module docx 2011-08-12 09:35:04.0 PDT View Delete
OPA Door Tags.docx 2011-08-12 09:35:04.0 PDT View Delete
TESTING.doc 2011-08-120 . View Delete
Koala.jpg 2011-08-12 09:35:05. View Delete

L Approve Return Decline El Print to Workflow Home

54




s01€e 771 Reviewing PostDoc
Info in Workflow

ostDoc MUST MATCH

tion DN 1

y data is incorrect, e.g., birth date, full
e, etc., Role #1 must RETURN FORM TO
POSTDOC via WorkFlow.

2019, passport and/or visa.

55




New Appointment:

;g ~ m m Yale : i 0 n Fo r m
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After Review and Approval of the
Pata Form (Information Sheet),
Administrator (Role #1) initiates a
Recommendation Form

S T A N F O R D AXESS yme, Annelies
UNIVERSITY UAT Saarch i tamporarily disstied
PeoplaSoft  Employee information  STARS (Tralning) Add to Favonites [ Logoff
Menu El
search: L Meny "im'  Commynty »
® (¢
- Wy Favorites |'«-"J S1% ¥ ostac

+ STF Web Forms STF PosiDoc
+ Seif Sendce ]

. STARS Menu r
Training and References
" Campus coml‘l‘ll..lhif_ll' IE STF PosiDec ClearBensaf® infer
b Personal Information = STF PosiDec LOA Reguest
(Student) 4 More
v
I* Post Doc Transactions E TF Pd haraffilia ﬁ STF Pos inimum Salang Sotu ﬁ STF Post Invite

Administrat Form: = TF P T ition Thi

Post Doc Transactions. PostDoc Administrative Forms STF PostDac - Type of Position Tabis

™ STF PosiDoc Change Reguests

= Administrative Forms STF Pdoc Other Affiiations Setup
- STF PDOC Type of
Paogition Tol
- STF Pdoc OtherAfliliations | B 5tf PostDoc Transaction status
~ STF PasDoc Minimum Sif PostDoc Transaction status
SslarySetup
STF PostDoc Imvite
~ Bif PostDoc Transacion
sialus
Stanford Utilities
STF AX HR Seifsenice
PeopleSoft
Worklist
Reporting Tools
Axess Links

STF PosDoc Minimum Salary Setup STF PostDoc invile




SEIect Recommendation Form

STANFORD | AXESS
UNIVERSITY UAT

PeopleSoft Employee Information STARS (Training)

Postdoctoral Forms

Reguest Type

dation Form ) Termination Form ") Change Transactions

58




Click Add to initiate a new
Recommendation Form

PeopleSoft  Employee Information STARS (Training)

Postdoctoral Forms

Request Type

@ Recommendation Form ") Termination Form ") Change Transactions

Web Form Transaction D
Postdoctoral Request Type

First Hame

Last Hame
Academic Program
Academic Plan
Academic Sub-Plan

Transaction Status

D@ -

59



Adding Postdoc

STANFORD | AXESS

UNIVERSITY UAT

PeopleSoft  Employee Information  STARS (Training)

Stf Pdocr Rgst S WS Transaction St WF Txn Approvr
Recommendation Form to appoint Postdoctoral Research Scholars/Clinical Fellows

{Trainees]
The following information is required for processing the Postdoctoral Scholar appointment, benefits enrollment, visa petition reguests, SEVIS
database management, & other appointment processes.

* Required field + Must match passport
= Transaction Details

Select PostDoc Data Form: @

Supporting Documents




Search for the Data Form by Last Name
and/or First Name of the postdoc.
(ICIKR0ON the correct one from the Search

Results list.

Look Up

Search Results

ransaction 10 | ast Name First Name
007913232 Eannie Annie

61



dihis Is the Recommendation

Form!

Stf Pdocr Rgst SifWF Transaction SHFWTF Txn Approvr

Recommendation Form to appoint Postdoctoral Research Scholars/Clinical Fellows
(Trainees)

The following information is required for processing the Postdoctoral Scholar appointment, benefits enrollment, visa petition requests, SEVIS
database management, & other appointment processes.

* Required field + Must match passport
* Transaction Details

Select PostDoc Data Form: 00791322

*Postdoctoral Request Type:

Is this request 1or Departhmsgt Transfer: Mo -

Comparative Display of Biograph™NQata

Dffer Letter Complete Information Sheet

Supporting Documents

Request Type:

“Research Scholar” or

“Clinical Trainee”

Admin can start, determines the This hyperlinks to the
save and return questions on the rest
to the Form of this form!

ime!

Save | Submit | Back

Information Sheet (Data
Form)




Reminder: Use “Departmental
danster” it hiring a Stanford
POSTOOC from another group.

Stf Pdocr Rgst StFWT Transaction St WT Txn Approvr
Recommendation Form to appoint Postdoctoral Research Scholars/Clinical Fellows
(Trainees)

The following information is required for processing the Postdoctoral Scholar appointment, benefits enrollment, visa petition requests, SEVIS
database management, & other appointment processes.

* Required field 4+ Must match passport
* Transaction Details

Select PostDoc Data Form: novat13zz Q,

-

*Postdoctoral Reque: :

-5 this request for Department Transfer:
Comparative Display of Biographic Data Dffer Letter

Ma -

Complete Information Sheet

Supporting Documents

Print |

Save Submit Back
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Glickion View All to open full list
OfgEducation Details entered by
the postdoc

Recommendation Form to appoint Postdoctoral Research Scholars/Clinical Fellows (Trainees)

The following information is required for processing the Postdoctoral Scholar appointment, benefits enrollment, visa petition requests, SEVIS
database management, & other appointment processes

* Required field + Must match passport
* Transaction Details
Select PostDoc Data Form: 00791322
*Postdoctoral Request Type:
Is this request for Department Transfer:
fBio Offer Letter Complete Information Sheet

= Appointee Information

Last Name: Rannie First Name: Middle Name:
Date of Birth: 12/25M955

~ Department Applied

*Dept ID; CHEMISTRY Chemistry

Faculty Sponsor ID: Phone: Email Addr:

G50IT. scs-dev-email tanford.edu
Phone:

02758902 Jeffrey Koseff
*Research Mentor ID:

¥ Education Details

Institution ID: 05030148 Georgetown University Field of Study: CHEMISTRY

=T

City: Washington State: oc Country: USA  United States

Degree: aM Master of Science Degree Date: 08/01/2011
Start Date: 08/01/2007 End Date: 07/24/2011
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Admin enters Academic Career and

Appointment Information

* Academic Information

¢ *Academic Career: Q D) *Academic Program: aQ,

*Academic Plan: Q Academic Sub-Plan: aQ,

;< aamm Use in the case of lab/research center affiliation

*Area of ResearchiTraining - Position description:

“Appointment Start Date: & UEREE Modifiable based on Research
*Appointment End Date: B experience Post-doctoral

degree only.

Will the postdoctoral scholar conduct research outside of Stanford University campus?

Research Experience since last conferral date:

Research Experience, noted by department:
If the post doctoral scholar has an MD, Will he or she have patient contact?

If yes, no longer neec
Signed Agreement fc
Services Outside

Of Fellowship.

Additonal Information regarding Patient Contact:

Additional details regarding this appointment to be included in the offer letter

254 characters left



“Academic Career”:

SoM Clinical Departments enter “MED”
SOWVIEBasic Science & All non-SoM Departments
enter “GR”

Look Up %]

Look Up *Academic Career

66



Academic Plan Look-up

Look Up [%¢]

Look Up *Academic Plan

Academic Institution:
Academic Plan:

Description:
Loak Up

Search Results

4] 1et1 [F]
Academic Program Academic Plan Description
CHEM CHEM-FD iZh (P

67



Enter All Funding Information Here.
SAdmMin may upload any additional

goctments here, including those missing
from the Data Form. *

* Funding Details

FPlease enter the funding amount and a description of funding sources suppaorting this postdoctoral appointee. The text you enter in the
description will be added to the Offer Letter. To verify the minimum funding required and other Stanford policies regarding funding, check:
hitp:ffpostdocs stanford.edufadminfhow-ta/paying_postdocs.html.

New Salary Paid through Stanford University, entered in GFS - Description
Annual Amount;

Hew Stipend / Fellowship support paid through Stanford University - Description

Annual Amount:

New Outside support with direct payment to fellow - Description
NIH Annual Amount: 53000.00

0.00 Total Annual Amount: 53000.00

Required Salary:

* Department Administrator

Admin:
Phone:

05281677 Annelies Ransome

650/736-0129

Email Addy: pscs-dev-emails@stanford.edu

upporting Documents

The Form will indicate here the appropriate
minimum total funding required
(annnualized) for the postdoc based on
months of research experience. Total

Annual Amount must meet or exceed that
Required Salary. 68



AYea of research populates the
offer letter.

~ Academic Information

*Academic Career: GR 1 Graduate *Academic Program: CHEM O Chemistry
*Academic Plan: CHEM-PD & Chemistry (PD) Academic Sub-Plan:

Other Stanford

* Appointment Information
*Area of Research/Training - Position description:
the exciting world of chemical reactions
*Appointment Start Date: 08/02/2011 *Offer Letter date: 08/02/2011
*Appointment End Date: 3312012
Will the postdoctoral scholar conduct research outside of Stanford University campus?
If yes, list location{s): SLAC
Research Experience since last conferral date: 2 Months

Research Experience, noted by department: 2 Months
If the post doctoral scholar has an MD, Will he or she have patient contact?

Additonal Information regarding Patient Contact:

Additional details regarding this appointment to be included in the offer letter

254 characters left

* Funding Details
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Form Saved

70



Wnce Form is saved, you can Click
011 0ffer Letter and verify it’s
complete and all formatting
perorewou submit the Form.

Recommendation Form to appoint Postdoctoral Research Scholars/Clinical Fellows (Trainees)

The following information is required for processing the Postdoctoral Scholar appointment, benefits enrollment, visa petition requests, SEVIS
database management, & other appointment processes.

* Required field + Must match passpol
r Transaction Details

Select PostDoc Data Form; 00va13z22

*Postdoctoral Request Type: Research

Ma

Is this request for Department Transfer:

Complete Information Sheet

Last Name: Rannie First Name:  annie Middle Name:
Date of Birth: 12/25/1955

71



Offer Letter

August 2, 2011

FROM: Jeffrey Koseff, Department of Chemistry
Stanford University
Stanford, CA 94305

TO: Annie Rannie
PO Box 8888
Stanford. CA. USA 94305

Dear Dr. Rannie:

I am pleased to offer you an appointment as a Postdoctoral Scholar in the Department of Chemistry . This
letter is infended to document our understanding of your appointment. As a member of the Stanford
academic community, you will be subject to the applicable policies and procedures of the University:
many of the policies and procedures that relate specifically to Postdoctoral Scholars are set forth in
Research Policy Handbook (RPH) 9.4 and in the Stanford Postdoctoral Scholar Handbook (
http://postdocs.stanford.edwhandbook/).

Durmcr this appointment, you will be involved in the exciting world of chemical reactions. YouDinitial

Jent will begin on August 2, 2011 and end on Auoust 31,2012, Your or the initial
year of training will be $55.000. pIus certam medical. dental, vision and life insurance coverage through
Stanford's Postdoctoral Scholar programs. Your 1ppon1tment may be terminated prior to the ant1c1p'|ted
end date noted above based upon loss of funding. change in programmatic need or unsatisfactory
performance on your part. Effective on October 1 of each year of your appointment your funding support
may change in order to meet the university's stipend/salary levels of support for postdoctoral scholars in a
given academic year. At the end of the initial appointment and subject to the term limits set forth in RPH
9.4 and the Postdoc Handbook, your appointment may be eligible for renewal, based on satisfactory
performance, the existence of funding, and programmatic need.

The source of your tlu]du1° will be from NIH. At this rlme or during the term of your 1pp0111tment_ if you
K= - "1 0 o / " DOSI K ¥ o A d Q1 E(] e () 'f
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(ocin add additional information
here back in the form.

(Registrar's Office or equivalent) is required before your appointment may start. This statement should
indicate the date on which all requirements were completed and the expected date of degree conferral.
Send this statement (with a certified English translation, if needed).

For your records. please print a copy of this letter and the additional terms and conditions governing all
postdoctoral appointments at Stanford at

http://postdocs.stanford.edu/admin/pdfforms/Terms _and Conditions_of Postdoctoral Offers.pdf
By clicking "Accept” below, vou will be sending your acceptance of this offer and its terms electronically
to Stanford. As is the case for all postdoctoral scholar appointments at Stanford. this offer is contingent
upon approval by the Office of Postdoctoral Affairs. You will be notified by email once this process is
completed.

I look forward to you joining the Department of Chemistry . Should you have any questions regarding
your appointment. please contact Annelies Ransome by e-mail at pscs-dev-emails(@stanford.edu. Please
visit the Office of Postdoctoral Affairs website at http://postdocs.stanford.edu (click on the "Incoming
Postdocs" tab) for online orientation information which may be of guidance prior to and upon your
arrival.

Sincerely.

Jeffrey Koseff




Where to add more information
In the offer letter...
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dext Admin enters is added to
the Offer Letter

'c‘ / ) cOlIerted. a s = M= COLIP (8 l1es 110111 VOLUIL NNOINE 111 L]
(Registrar's Office or equivalent) 1s required before your appointment may start. This statement should
indicate the date on which all requirements were completed and the expected date of degree conferral.
Send this statement (with a certified English translation. if needed).

osition you will also be ...

For your records. please print a copy of this letter and the additional terms and conditions governing all
postdoctoral appointments at Stanford at

http://postdocs.stanford.eduw/admin/pdfforms/Terms _and Conditions_of Postdoctoral Offers.pdf
By clicking "Accept" below. you will be sending your acceptance of this offer and its terms electronically
to Stanford. As is the case for all postdoctoral scholar appointments at Stanford. this offer is contingent
upon approval by the Office of Postdoctoral Affairs. You will be notified by email once this process is
completed.

I look forward to you joining the Department of Chemistry . Should you have any questions regarding

your appointment. please contact Annelies Ransome by e-mail at pscs-dev-emails@stanford. edu. Please
visit the Office of Postdoctoral Affairs website at http://postdocs.stanford.edu (Lln.L on the "Incoming
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0 Retrieve

2ostdoctoral Forms

Request Type

@ Recommendation Form Termination Form

Web Form Transaction ID
Postdoctoral Request Type

First Name

Last Hame
Academic Program
Academic Plan
Academic Sub-Plan

Transaction Status

a Saved Form

") Change Transactions

Clear All |
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View of Workflow Transaction
In PS

‘
Sif Pdocr Rgst ‘ Stf W Transaction ST W Txn Approvr

FD-REC-SHEET-PD-CITZM
ransaction ID: 00791323 Annelies Ransome has requested your on-line approv

xn Status: Draft Status Date/Time: 08/02/2011 4:43:54PM
Save As Draft Initiator: (5004677  Annelies Ransome
Originator Details

EmpliD: 05281677 Ransome Annelies Ashoff
Phone: G50/736-0129

Email:  pscs-dev-emails@stanford.edu
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oy postdocs who will be Independent
Genters and Labs, approvers from the
academic department and the center/lab
MUsStyeview the Recommendation Form

SitiPdocrRast | Stwitran<agiion | stwitxn Approvr IR
—_—

. “” o
Click on “+” and
Transaction ID: 00791323 Process: PD-REC-SHEET-PD-CITZM

V74 74
Employee Type: Trans Deptid: CHEMISTRY for Seq enter
Restore Defaults “ 7 4" “
estore Defau 15”7, for “Role

Find | View Al & m@ enter “PD-
B 10 D Trocar oo boor Dot CremsTRY CHAIR-PROXY-
A S DFA”, and the
Rania Sanford [=] appropriate
Alistair Murray = approver.
 [f Role #1 is in
the department,
add approver
05281677 Qoo from the
center/lab.
o [f Role #1 is in
the center/lab, add
approver from the
department .

Default

[+ [=]

Seq: 20 Role: [PD-DEFT-ADMIN-VERIEY ApprDept:  CHEMISTRY

Approvers Find |

Default
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Submit Form!

PostDioc Recormmendation request form submitted Suct Iy, (25400 94
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Worktlow Notification Email to
Approver (Role #3):

Subject: Test message: Annelies Ransome has reguested your on-line approval for a Postdoc Recommendation.
A Recommendation request for the following Postdoctoral Scholar has been submitted for your review and approval.
LAST NAME: Rannie
FIRST NAME: Annie
TRANSACTION ID: €8791323

Please log in to Axess (https://faxess.stanford.edu/) and click on the "Employee Information™ tab on the top bar. Then click on the "Workflow Home™ link

in the “Workflow" pagelet to review the request.
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Workflow Interface (Role #3)

My Approvals My PendingRequests

PD.INFO-SHEET
Transaction ID: 00791322 Pending Appraoval
Received on: 08/02M1 4:06:15.000000PM
Originated on: 080211 4:08:15.000000P Comments:
Originated By:

PD-INFO-SHEET testtest?004-PostDoc Reguest Type-Initial 01

Transaction ID: 00721321 Pending Approval

81



When Approvers (Role #3) opens
Annie Rannie in Workflow

POSTDOCTORAL SCHOLAR APPOINTMENT INFORMATION SHEET

* Required field  + Must match passport

Workflow Transaction Information

WF Trans ID: 00791322 Status: Penping
Originator:  PeopleSoft Administrator Email:

~ Approval Schedule

Hame Approval Role Approver Type Approval Sequence Transaction Action Status Date & Time Comments

1 Patricia Richter PD-DEPT-ADMINT  Approver 10
2 Annelies Ransome PD-DEPT-ADMINT  Approver 10
3 Rania Sanford PD-DEPT-ADMINT  Approver

~ Personal Details

*+Last Name: Rannie
+Middle Name:

Social Security Number:  215-39-4824
Tax Payer ID:

*Birth State or Province:

*Sex: ' Female

*Country of Citizenship: 1 United States
~ Ethnicity Information

1) Are you Hispanic or Latino?

Status Date & Time: 08/02/11 4:08:15FPN
Phone:

Penome
Penoms
Penoms

*+First Name:
Other Names:
*+Date of Birth:
*Birth City:
*Birth Country:
*Marital Status:

*Country of Residence:

08/02/2011 4:06:15PM
08/02/2011 4:06:15PM
08/02/2011 4:08:15PM

Back to Workflow Home

San Francisco
USA United States
WMarried

United States
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lorkflow to DFA/Dept. Manager
View (Role #3) cont...

Home Teaching Advising PeopleSoft Employee Information  STARS (Training)

e DoU D9D1LE Wand i ougn watk UErsieuie

~ Funding Details

*Will you be receiving outside funding? Mo - Yes

Hame of the Funding Agency Funding Amount Start Date End Date
1 NIH £3000.00 08/28/2011 osi32012 [+ [=]

* Education Details

Important: If previously at Stanford in any status, please provide Student ID #:

Previous/Current Institution(s) Find | 0,0

“Institution ID: 05030148 Georgetown University *Field of Study: CHEMISTRY

*City: Washington *State:  DC *Country: US4 United States
*Degree: SM laster of Science *Degree Conferral Date: 08/01/2011

*Start Date of Attendance: 08/01/2007 *End Date of Attendance:  07/24/2011

~ Work Experience

Present Occupation: Present Institution/Employer:

Find | r‘1of1-""

*Position/Title: Researcher
*Company/Institution: CQuantity Matters
*City: Washington *State: DC *Country:  USA  United States

*Primary Work Activity: Research *Start Date: 06/01/2011 *End Date: 07/31/2011

Prior Experience: 2 Months  Prior Research Experience: 2 Months




Continued...

Home Teaching Advising PeopleSoft Employee Information

- Approve | Retumn Decline |

~ Personal Details

*+Last Name: Rannie

+Middle Name:

Social Security Number:

Tax Payer ID:

*Birth State or Province:

*Sex: * Female
*Country of Citizenship: United States

STARS (Training)

*+First Hame:
Other Names:
*+Date of Birth:
*Birth City:
*Birth Country:
*Marital Status:

*Country of Residence:

Back to Workflow Home

Annie

12/25/1955

San Francisco

USA United States
Married

USA United States

~ Ethnicity Information

1) Are you Hispanic or Latino?

© Yes, | am Hispanic or Latino
Ho, | am not Hispanic or Latino
2) What is your race? Select one or more.
American Indian or Alaska Native
Asian
Black or African American

Native Hawaiian or Other Pacific Islander
White

~ Personal Addresses

*Email address:  anneliesransome@yahoo.com

Cageeant Masiling & ddeae s
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ottom of Workflow Screen

~ Work Experience

Present Occupation; Present Institution'Employer:

*Position/Title: Researcher

“Company/Institution: Quantity Matters

*City: VWashington *State: Dc *Country: USA  United States
*Primary Work Activity: Research *Start Date: 06/01/2011 *End Date: 07/31/2011

Prior Experience: 2 Months  Prior Research Experience: 2 Months

Authorization Agreement @

Supporting Decuments

.
S

ﬂm m Decline | Back to Werkflow Home

N—




Worktlow for Role #3: Approval
OOEs the next step - Sends Offer
letter to Candidate!

POSTDOCTORAL SCHOLAR APPOINTMENT INFORMATION SHEET
* Required field + Must match passport

Workflow Transaction Information

WF Trans ID: 00791322 Status Date & Time: 08/02/(11 4:26:00FPM

Originator:  PeopleSoft Administrator : Phone:

* Approval Schedule

Name Approval Role Approver Type Approval Sequence Transaction Action Status Date & Time Comments
1 Patricia Richter FPD-DEPT-ADMINT  Approver 10 Peer Acted 0810212011 4::
2 Anne Ransome PD-DEPT-ADMINT  Approver 10 Peer Acted 08
3 Rania Sanford FPD-DEPT-ADMINT  Approver 10

~ Personal Details

*+Last Name: Rannie *+First Name:

+Middle Name: Other Names:

Social Security Number:
Tax Payer ID:

*Birth State or Province:

*Sex:

*Country of Citizenship:

~ Ethnicity Information

216-39-4824

United States

1) Are you Hispanic or Latino?

Yes, | am Hispanic or Latino

Mo, | am not Hispanic or Latino

2) What is your race? Select one or more.

[ American Indian or Alaska Native

[ | Asian

|| Black or African American

*+Date of Birth:

12/25/1955

*Birth City:
*Birth Country:
*Marital Status:

*Country of Residence:

San Francisco
USA United States
Married

USA United States
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ROJE #3’s final view in Workflow
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Workflow Status

POSTDOCTORAL SCHOLAR APPOINTMENT INFORMATION SHEET
Requiredfield  + Must match passport

Workflow Transaction Information

WF Trans ID: 00791322 Status: Approven Status Date & Time: 08/02/11 4:26:00PM

Originator:  PeopleSoft Administrator Email: Phone:

~ Approval Schedule
Hame Approval Role Approver Type Approval Sequence Transaction Action Status Date & Time Comments
1 Patricia Richter PD-DEPT-ADMINT  Appraver 10 Peer Acted 08/02/2011 4:26:00PM
2 Annelies Ransome PD-DEPT-ADMINT  Approver 10 Peer Acted 02/02/2011 4:26:00PM
3 Rania Sanford PD-DEPT-ADMINT  Approver 10 APPROVED 08/02/2011 4:26:00PM

Back to Workflow Home

~ Personal Details

"+Last Name: Rannie "+First Name:
+Middle Hame:

Social Security Number:
Tax Payer ID:

*Birth State or Province:
“Sex:

*Country of Citizenship:

~ Ethnicity Information

216-39-4824

* Female
United States

1) Are you Hispanic or Latino?

* Yes, | am Hispanic or Latino

Other Names:
*+Date of Birth:
*Birth City:
*Birth Country:
“Marital Status:

*Country of Residence:

Annie

1212511955

San Francisco

US4 United States
Marrigd

USA United States
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When Rec Form is approved by the
PDEAYD epartment Manager (Role #3),
grermdinotification goes to Postdoc

dsKKINgThim/her to return to the
SecurePortal to review and
accept/decline the offer.

Dear Annie Rannie,

Chemistry has completed its preparation of your postdoctoral appointment paperwork at Stanford University.  You must now go online to
http://secureportal.stanford.edu in order to review the terms and conditions of your offer. Your online acceptance is required for the completed
paperwork to be submitted to the university for final review and approval.

Please do not hesitate to contact me at pscs-dev-emails@stanford.edu if you have any questions or concerns about your offer of appointment.

Best wishes,
Annelies Ransome.
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Wifer Letter Language is sent by email
[O%he faculty sponsor and research
mentor. No action necessary.

Subject: Test message: Recommendation Request with transaction 00791323 for Annie, Rannie has béen Submitted.

Dear Professor Jeffrey Koseff,

This is a notification that Annelies Ransome has submitted a recommendation on your behalf to appoint Annie Rannie as a postdoctoral scholar in
Chemistry. Upon approval by the Department, your prospective postdoc will receive an offer letter electronically to document your agreement and
university policy regarding postdoctoral scholars, anmd it will include the information you provided for this appointment as follows--

During this appointment, Annie Rannie will be involved in the exciting world of chemical reactions. The initial appointment will begin on August 2, 281
and end on August 31, 2812. The total support for the initial year of training will be 53,888, plus certain medical, dental, vision and life insurance
coverage through Stanford's Postdoctoral Scholar programs. This appointment may be terminated prior to the anticipated end date noted above based upon
loss of funding, change in programmatic need or unsatisfactory performance on your postdoc’s part. Effective on October 1 of each year, the funding
support may change in order to meet the university's stipend/salary levels of support for postdoctoral scholars in a given academic year. At the end of
this initial appointment and subject to the term limits set forth in Research Policy Handbook 9.4 and the Postdoc Handbook, this appointment may be
eligible for renewal, based on satisfactory performance, the existence of funding, an d programmatic need.

The source of funding will be NIH. At this time or during the term of this appointment, if the postdoc will receive other funding to support the
training at Stanford, the postdoc is required to provide a copy of the funding letter to the Office of Postdoctoral Affairs and to you. Receiving
external support towards postdoctoral training at Stanford may alter the amount of funding offered to the postdoc from Stanford or other sources, or the
responsibilities associated with this appointment.

Postdoctoral Scholars are required to attend a mandatory Postdoctoral Benefits Session upon their arrival at Stanford. The Benefits Session is held at
1215 Welch Road, Modular A, Conference Room 62 every Thursday froml®:8@ a.m. to 12:6@ p.m. Annelies Ransome will enroll your postdoc prior to the
start of the appointment.

Stanford provides a range of health and other benefits to all postdoctoral scholars. Postdocs will have a choice between two medical plan options (HMO o
PPO) plus dental, wision, disability and life insurance coverage. In order to secure health care coverage through the Stanford plans, the postdoc must
enroll within the first 31 days of the appointment start date. Postdocs who are paid a "salary” by Stanford may save for your retirement by
contributing to Stanford's Tax Deferred Annuity Plan. Postdoc benefits information and policy is available at http://postdocs.stanford.edu/benefits/.

All Postdoctoral Scholars at Stanford are eligible for leave benefits as follows: vacation of one day paid leave per calendar month of appointment (in
addition to official University holidays); sick leave of 15 calendar days of absence due to illness per year; and paid maternity leave of up to six
weeks. In addition, your postdoc may be eligible for family and medical leave. Please refer to the Research Policy Handbook 9.4 and the Postdoc Handbook
for more details. Any leave policy must be acceptable to outside funding agencies.

At Stanford, Postdoctoral Scholars are considered students in advanced training and must be registered and receive at least the University's required
minimum funding appropriate to them every academic quarter in order to receive privilepes such as email, access to the libraries and athletic facilities

The final approval of this appointment is contingent upon the postdoc providing any missing required documents, including evidence of completion of a
doctoral degree program. If the final degree has not yet been conferred, a statement of completion of studies from a home institution official
(Registrar's Office or equivalent) is required before the appointment may start. This statement should indicate the date on which all requirements were
completed and the expected date of degree conferral.

In your position you will also be

Please save a copy of this email for your records. The same information is included in the offer letter that will be available electronically to the
postdoc for online acceptance before this appointment recommendation proceeds to the Office of Postdoctoral Affairs (OPA)}. Feel free to ask Annelies




IMPORTANT NOTE:

1re waiting for the postdoc to
t r letter, you will be able to
> the “send to OPA” step in your
rkFlow queue but the “approve”

on will be disabled - the system is
ing for the postdoc to approve the

offe letter, which is done outside of
Worktlow.

91




New Appointment:
HJJ!J :&-»v aws Offer Letter
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Postdoc Returns to the
Secure Portal...

STANFORD

UNIVERSITY

Login

User
Name

Password eessssssse

Forgot your password?
—_— J BpLAC Sga ™ SRR )y iR
New to the site? % st o 0 ;jf“i @ B [

2 g @

Create vour Username and Password now.

| usetul Links | Welchimel

+ Bechtel International Center
« Office of Postdoctoral Affairs The Gateway to Stanford is a secure Portal where individuals in the early stages of joining the Stanford community may

their association with the University.
¢ University Reqgistrar's Office
The site currently provides application forms for the following:

International students and job applicants:

Use this site to initiate Employment Visa requests.

Postdoctoral scholars:

Use this site to submit information required for processing your postdoctoral appointment.
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Postdoc’s View

Noyment Visa Applicants | Welcome

Mew Employment Visa Application

Welcome, Annie

tdoctoral Scholars
Postdoctoral Scholar Diata Form
Mew Postdoctoral Scholar Data Form
SRR e e e Transaction ID: 00791322
) Transaction Status: Approved - Review Offer

e View Offer letter

ieguest Help: Visa Application

: dequest Help: Postdoctoral Scholar
Accept Offer Letter

Hyperlink to a PDF version
of the Offer Letter.

Postdoc must print out for
record or save as PDF on

Accept Offer Letter Reject Offer Letter

Postdoc must click on appropriate
box to continue the process

his/her computer!
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Postdoc Goes to View Offer

Letter

POSTDOCTORAL SCHOLAR APPOINTMENT INFORMATION SHEET

uto

Hello, You are logged in as AAARRR

Postdoctoral Scholar Appointment

Current Section

I

Personal Details ]

-

[

Personal Addresses ]

-

[

Ethnicity ]

-

Ext. Funding Details

-

Education Details

Work Expenence

Documents

Finish




PDF Pop-Up Window

Offer Letter
File Download S e (2% | IDE document

-

Do you want to open or save this file?

Iﬂi: Mame: 1140.pdf
Type: Adobe Acrobat Document, 5.67KB

From: secureportal-uat.stanford.edu

Open ][ Save ][ Cancel ]

harm your computer. f you do not trust the source, do not open or

|@ While files from the Intemet can be useful, some files can potentially
gave this file. What s the rigk?




POStdoc’s View

August 2, 2011

FROM: Jeffrey Koseff, Department of Chenustry
Stanford University
Stanford, CA 94305

TO: Annie Rannie
PO Box 8888
Stanford, CA, USA 94305

Dear Dr. Rannie:
I am pleased to offer you an appointment as a Postdoctoral Scholar in the Department of Chemistry . This
letter 1s mtended to document our understanding of your appomtment. As a member of the Stanford
academic community, you will be subject to the applicable policies and procedures of the University;
many of the policies and procedures that relate specifically to Postdoctoral Scholars are set forth m

icy Handbook (RPHJ 9.4 and n the Stanford Postdoctoral Scholar Handbook (

During this appointment, you will be involved in the exciting world of chemical reactions. Your inifial
appointment will begin on August 2, 2011 and end on August 31, 2012. Your total support for the imtial
year of training will be $53,000, plus certain medical, dental, vision and life insurance coverage through
Stanford's Postdoctoral Scholar programs. Your appomtment may be terminated prior to the anticipated
end date noted above based upon loss of funding, change in programmatic need or unsatisfactory
performance on your part. Effective on October 1 of each year of your appointment your funding support
may change in order to meet the university's stipend/salary levels of support for postdoctoral scholars in a
given academic year. At the end of the initial appointment and subject to the term limits set forth in RPH
9.4 and the Postdoc Handbook, your appomntment may be eligible for renewal, based on satisfactory
performance, the existence of funding, and programmatic need.

The source of your funding will be from NIH. At this time or during the term of your appomntment, if you
will receive other funding to support your postdoctoral training at Stanford, you are required to provide a
copy of the funding letter to the Office of Postdoctoral Affairs and to me. Recerving external support

of Offer Letter
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Accept or Reject Offer

oIy

loyment Visa Applicants

Mew Employment Visa Application

tdoctoral Scholars

Mew Postdoctoral Scholar Data Form

leset Password

ieguest Help: Visa Application

ieguest Help: Postdoctoral Scholar

Welcome, Annie

Postdoctoral Scholar Diata Form

Transaction 1D: 00791322

Transaction Status: Approved - Review Offer

View Offer letter

pt Offer Letter

[ Accept Offer Letter

| |

Reject Offer Letter




20stdoc Accepted Offer

sa Application

Welcome, Annie

cholar Data Form

Postdoctoral Scholar Data Form

Transaction ID: 00791322

pm—
~Iransaction Status: Offer Letter ACDE;DID

ication
aral Scholar

Wiew Offer |etter




Email Notification to Postdoc
confirming acceptance

Test message: Offer letter has been accepted for transaction ID # 00791323,

workflow@psprcuat20.stanford.edu
Sent Tue8/2/2011 5:15 PM
postdocaffairs @stanford. edu

Dear Annie Rannie:
Thank you for accepting your offer of postdoctoral appointment at Stanford University. Your appointment
paperwork and your signed offer will now be sent to the Office of Postdoctoral Affairs for final review

and final signoff.

For guestions regarding your appointment and wpcoming transition to Stanford may be directed to your
administrator at Annelies Ransome at pscs-dev-emails@stanford.edu.
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Jmndil message to Admin noting acceptance
of offer.

VAR OIe #1) must return to Workflow to
compléete submission to OPA!

Test message: Offer letter has been accepted for transaction ID # 00791323.

workflow@psprcuat20.stanford.edu
sent: Tue 8/2/2011 5:15 PM
fo: postdocaffairs@stanford.edu

Annie Rannie has accepted the offer of postdoctoral appointment online. In order to submit the complete
appointment paperwork, please go to http://axess.stanford.edu, go to the PeopleSoft tab, and click on the
Workflow Home link and submit the transaction to the Office of Postdoctoral Affairs for final review and
final wniversity approval. 0OPA does not receive the paperwork until after you have completed this final
submission step.
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Admin (Role #1) Workflow

PD-REC-SHEET-PD-CITZN

Transaction ID:
Received on:
Originated on:
Originated By:
Acad Program:

PD-INFO-SHEET
Transaction ID:
Received on:
Originated on:
Originated By:

PD-INFO-SHEET
Transaction ID:
Received on:
Originated on:
Originated By:

00791323 Pending Approval
080211 4:57:52.114025PM
080211 4:32:05.000000PM
Annelies Ransome
CHEM  Chemistry

00791321 Pending Approval
08/02/11 3:44:58 000000PM
08/02/11 3:44:57.000000FPM

00791320 Pending Approval
08/02/11 3:36:38.000000PM
08/02/11 3:36:38.000000PM

Rannie Annie-PostDoc Regquest Ty

App Start Date: 08/02/2011

Comments:

Comments:

-PostDoc Request Ty

Comments:

je-Research 02

ye-Initial 01

ye-Initial 01
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WOYKkTlow Transaction Detail

Recommendation Form to appoint Postdoctoral Research Scholars/Clinical Fellows (Trainees)

The following information is required for processing the Postdoctoral Scholar appointment, benefits enroliment, visa petition reques
database management, & other appointment proc 5.

* Required field + Must match pa:
Workflow Transaction Information

WF Trans ID: 00791323 Status: Penoing Status Date & Time: 08/02/11 4:57:52PM
Originator:  Ransome Annelies As pscs-dev-emails@stanford.edu Phone: 650/736-0129

~ Approval Schedule

Approval Transaction
Hame Approval Kole Appraver Type seaq : =latus Date & lime  Lomments
Name Approval Role Approver T yence Action Status Date & Time  Comments

Rania Sanford PO-CHAIR-PROXY-DFA  Approver 10 ArPPROVED 23;025{;1;

AlistairMurray  PD-CHAIR-PROXY-DFA  Appraver 10 Peer Acted g"’“fﬁg::
Annelies PD-DEPT-ADMIN- ) 0810212011
Ransome VERIFY Qope 20 FEDTE 45T:52P

Shannon Monahan PD-OPA-ADMINA Approver

~ Post Doc Transaction Details
*Select PostDoc Information sheet: 00791322

*Postdoctoral Request Type PostDoc Research Scholars
Is this request for Department Transfer: Mo

Comp of Bi Offer Letter

~ Appointee Information

Last Name: Rannie First Name:  aAnnie Middle Name:
Date of Birth:

~ Department of appointment

*DeptiD:  CHEMISTRY

Faculty Sponsor ID: Email addr:

5, SEVIS
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Wption to add note to OPA

" e e ol

UNIVERSITY UAT

PeopleSoft  Employee Information  STARS (Training)

\pproval Comments

Cancel Action




FOrm Sent to OPA!
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Admin may return to Workflow ANYTIME,
goso My Pending Transactions” tab and
see the status of the form.

Recommendation Form to appoint Postdoctoral Research Scholars/Clinical Fellows (Trainees)

The following information is required for processing the Postdoctoral Scholar appointment, benefits enraliment, visa petition requests, SEVIS
database management, & other appointment proce -

* Required field + Must match passport
Workflow Transaction Information

WF Trans ID: 00791323 * Penomc Status Date & Time: 08/02M11 5:26:36PM
Originator: Ransome,Annelies As p dev-emails @stanford.edu Phone: 650/7236-0129

~ Approval Schedule

Approval Transaction
Name Approval hole Approver 1ype Seq -
Name Approval Role Approver T uence ‘Action

) 08022011
F F q | _| -]
Rania Sanford PD-CHAIR-PROXY-DFA  Approver 10 ArFroOVED 4'57-52PM

AlistairMurray  PD-CHAIR-PROXY-DFA  Approver Peer Acted 0810212011
: 4E752PN
Annelies PD-DEPT-ADMIN- , . - 08/02/2011

Rancoms

Status Date & Time  Comments

Shannon Monahan PD-OPA-ADMINA Approver 3 PeEnoDinGg

~ Post Doc Transaction Details
*Select PostDoc Information sheet: 00791322

*Postdoctoral Request Type PostDoc Research Scholars
Is this request for Department Transfer: Mo

of Bio Offer L etter

~ Appointee Information

Last Name: Rannie First Name:  Annje Middle Hame:
Date of Birth:

~ Department of appointment
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aviews and ...

OPA

Approyest

Admir ‘and Postc oc get the
following emails.

* Faculty sponsors and mentors
'- are also cc’ed.
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Worktlow Notification of
OPA’s Approval.

workflow @psprouat20.stanford.edu
postdocaffairs@stanford.edu

subject: Test message: PostDoc Research Scholars request for Rannie, Annie has been Approved
Approved By: Shannon Monahan

88791323 has been approved by Shannon Monahan

Type of Reguest: Postloc Research Scholars

Last name: Rannie

First name: Annie

Transaction Id: 88791323
Comments:

108



From: workflow@psprouat20. stanford. edu sent: Tue 8/2/2011 5:45

To: postdocaffairs@stanford.edu
Cc
Subject: Test message: Recommendation sheet has been approved.

Dear Dr. Annie Rannie:

I am writing to confirm that your appointment as a postdoctoral scholar at Stanford University has been
reviewed and approved for the period starting 2811-88%-82 +to 2812-88-31. We have completed the processing of
your Postdoctoral Appointment. You may access your Stanford ID number by contacting your department
administrator.

Your Online Postdoctoral Orientation:

The Office of Postdoctoral Affairs website (OPA) hitp://postdocs.stanford.edu/ has a section titled Incoming
Scholars which contains useful information as you prepare for your arrival to Stanford. Please consult this
page, particularly the relevant information under Prior to Arrival

hittp://postdocs.stanford.edu/incoming scholars/prior to arrival.himl and Upon Arrival. The first page, Prior
to Arrival, includes steps to obtain your SUNet ID which you will need if you wish to apply for Stanford
student housing, for example. The site also includes important information on what you need to do in your
first few weeks at Stanford. Please review it and follow the checklists we provide to you in order to prepare
for a successful transition to our campus.

Upon your arrival, you are reguired to attend a Benefits Session organized by the Postdoc Benefits Group in
Stanford’'s Human Resources. Please ask your department administrator to enrcoll you in that session. Your
administrator will inform you of any remaining steps with respect to your transition to your new position and
if you have training or other requirements that are part of your postdoctoral appointment.

The Office of Postdoctoral Affairs welcomes you to Stanford!

Al Murray

FPostdoctoral Services Manager
Office of Postdoctoral Affairs
1215 Welch Road

Modular A, Room 84

Stanford, CA 94385-5482

work: (658) 493-7618

Questions? Submit a HelpsSU Ticket at http://helpsu.stanford.edu. Request Category: Student Services. Request
Type: Postdoctoral Affairs




Upload to PeopleSoft

at the appointment has been

PA does not mean that the
tment data has been uploaded to
pleSoft. The approval notice gets sent the
ent “approve” is hit by OPA in

kFlow, not the moment the data is

aded to PeopleSoft.

@ To check if the appointment is active in
PeopleSoft, log-in and look for the ID #.
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SHANGE TRANSACTION FORM

- Used [or:

- Reappointments
~Changing Faculty Sponsor
- Salary Change

~ - Change of Start Date

111




CHANGE FORM

People Soft | Employee Information STARS (Training)

Connect to People Soft HR/SA Other Applications
PEOPLESOFT USAGE AGREEMENT ReportMart1: HRISA
B%" CLICKING THE LINK BELOW 0OU INDICATE %"OUR AGREEMENT WITH ALL _
OF THE FOLLOWING STATEMENTS: Help5U (Online Help Request)
* Stanford Who
One )
| understand the regulations regarding the use of all data in the PeopleSoft Authority Manager
records.

Reqgistry Administration
Two

| accept responsibility for entering and maintaining accurate data in compliance

with applicable laws and University policy.

Three
| accept responsibility for complying with the Federal law and University policy
concerning the privacy rights of students, student applicants, employees, and

University Sites

Admin Guide,Personnel Policies

job applicants. Admin Guide, Search
FILS Stanford Benefit
| understand that a breach of this agreement can be cause for disciplinary antor Enetits

action, up to and including termination of employment. Faculty Handbook

| agree to the above University Holidays

Workflow

Workflow Home

& STANFORD UMIWERSITY. ALL RIGHTS RESERVED. STANFCRD, CA 84305, (850) v23-2231




o

PeopleSoft  Employee Information  STARS (Training)

Wenu (=]
searchs Main Menu =
. @ % Campus Community
> My Favorites
» 3TF Web Forms Maintain bio/demo information about people and organizations, maintain 3C information.
- Self Senvice Personal Information (Student ﬁ STF PostDoc
' STARS ME”“ Enter personal data, biographical, health, identification and participation information for a student. STF PostDoc

El STF Pdoc Utherﬁnﬁ'hatmns

[ 3TF PostDoc =] STF PosDoc Minimum SalarySetup
- fard Utilities =] STF PostDoc Invite
- BTF A% HR Selfsenvice =] Stf PostDoc Transaction status

- PeopleSoft
- Worklist

- Reporting Tools
- Axess Links




Postdoctoral Forms

Recommendation Form Termination Form @ Change Transactions

Web Form Transaction ID

EmpliD

First Name

Last Name

Academic Program QL
Academic Plan Q
Academic Sub-Plan Q

Transaction Status b

Clear All |

Click “Add” if you are starting any type of NEW Change Form .

If you already started a form and did not submit it, or you would like to

find the last change form submitted for a postdoc, enter some search criteria
and then click “Search.”




Mo Change Annie Rannie

PeopleSoft Employee Information STARS (Training)

Postdoctoral Forms

Request Type

) Recommendation Form (7 Termination Form

Web Form Transactio

EmpliD

First Name

Last Name
Academic Program
Academic Plan
Academic Sub-Plan

Transaction Status

-

@ Change Transactions

Clear All |




PeopleSoft  Employee Information  STARS (Training)

5tf Pdoc Change Rogst SifWT Transaction SiFWT Txn Approvr

Post Doctoral Scholars Appointment Dates, Funding and Faculty
Changes

Request Type

é [C] Appointment dates change [| Faculty change ["] Funding change

Check the type of change you are submitting
*Student ID: QL .
+Acad Org: @ Enter the Student ID number or click on
Academic Program: magnifying glass and search for your postdoc

Academic Plan:

Academic Sub-Plan:

Appointment type:
Original Appointment Start date:

Post Graduate Year (PGY):

Appointment End date:

Months of Applicable Experience Prior to this Appointment: 0
Months of Current Appointment: g Salary: 0.00

Visa/Permit Type: Visa End date:
Faculty Sponsor:

Faculty Mentor:

Additional Information regarding terms:

Comments:

Save Submit Back Print |




PeopleSoft  Employee Information  STARS (Training)

Look Up

Look Up *Student ID

EmpliD:

Last Name:

First Name:

Academic Program: beq

Academic Plan:
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PeopleSoft Employee Information  STARS (Training)

Look Up [%¢]

Look Up *Student ID

EmpliD: ) L o

Last Name: JJ=Ts 1+ Rannie
First Name:

Academic Program: b

Academic Plan:

Academic Subplan:

Look Up Clear Cance Lookun
Search Results

Last First Academic =Ll Academic Academic mncademic Academic

£l Name Name Career C::eer Program Program gﬁﬂ::—m Plan Plan

ZHEM Chermistng Al CHEM-PD Chemistry (PO
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Stf Pdoc Change Rgst SifWf Transaction SHFWT Txn Approvr

Post Doctoral Scholars Appointment Dates, Funding and Faculty
Changes

Request Type

Appointment dates change Faculty change Funding change

The appointment
Information is
Displayed based on
: _ | the Recommendation
emic Program: CHEM Chemistry .
Academic Plan: CHEM-PD Chemistry (PD) Form and any previous

Academic Sub-Plan: Change Forms
Appointment type: Research Scholar PD

*Student 1D: 05779467 Ol Appie Bannie
*Acad Org: CHEMISTRY C  Chemistry

Original Appointment Start date: 0210212011 Appointment End date:  08/31/2012
Post Graduate Year (PGY):

Months of Applicable Experience Prior to this Appointment: 2

Months of Current Appointment: 13 Salary: 53000.00

Visa/Permit Type: UN Visa End date:

Jeffrey Koseff
Faculty Mentor:

~ Appointment Date Change

Appointment Start Date Changes

Update the below date anly to indicate a modification in the start of the postdoctoral appointment in your depariment. Use
this to indicate an earlier start, or a deferred star, for example, due to a postponment of the degree conferral dates ar due
tovisa delays. Do not change the appointment start date if this is an extension request. Leave the default date unchanged
ifthis is an extension request and make the change only in the Appointment End Date below. Note that you must notify
Bechtel and Postdoc Benefits of changes in Start Dates.

Hew Appointment Start Date: 08022011 IEJ

Extensions of Appointments

Enter the reappointment/extension end date for this postdoc here. If the Mew End Date is earlier of the APPOINTMEMT End
Date noted above, do not use this form. Instead, complete a Termination Form instead. If the appointmentis ending at an
earlier date than initially offered and the action is initiated by the Faculty SponsorfMentar, complete an Early Termination



Months of Current Appointment; 13 Salary: 53000.00

- Visa/Permit Type: UN Visa End date:

Faculty Sponsor: Jefirey Koseff

Faculty Mentor:

A

. Appointment Start Date Changes

Update the below date only to indicate a modification in the start of the postdoctoral appointment in your department. Use
' this to indicate an earlier start, or a deferred start, for example, due to a postponment of the degree conferral dates or due
" tovisa delays. Do not change the appointment start date if this is an extension request. Leave the default date unchanged

if this is an extension request and make the change anly in the Appointment End Date below. Mote that you must notify

Bechtel and Postdoc Benefits of changes in Start Dates.

Leave this date unchanged
New Appointment Start Date: < 08/02/2011 [= UNLESS you are noting a delayed

or earlier start of a new postdoc

Extensions of Appointments

Enter the reappointment/extension end date for this postdoc here. If the Mew End Date is earlier of the APPOINTMERNT End
Date noted above, do not use this farm. Instead, complete a Termination Faorm instead. If the appointment is ending at an

earlier date than initially offered and the action is initiated by the F .
notice by following the instructions at http://postdocs stanford.edu Enter New End Date Here fOl‘ a ReappOIHt

a Termination Form. "4 Tab out of field to recalculate below.
New Appointment End Date :Extenaiu( 31

" Total Experience with Reappointment Term Included:

< 15 Months If this number
3 Months Changes

to over 60 months,
v STOP! You are

Use this section to update the Faculty Sponsor and Faculty Research Mentor information. If a research exceedlng the flve
identified for this postdoc, leaving this field blank when updating the sponsor information will retain the year max limit for
name. If you wish to make a change to the research mentor, enter the new mentors information below. %20
remaving a research mentor and no other mentar is identified, yvou must now enter the faculty sponsory POStdOC status:

. Applicable Research Experience To-Date:




Applicable Research Experience To-Date: 3 Months

* Hew Faculty Sponsor Information

|Use this section to update the Faculty Sponsor and Faculty Research Mentor information. If a research mentor was
identified for this postdoc, leaving this field blank when updating the sponsor information will retain the research mentor
name. If you wish to make a change to the research mentor, enter the new mentor's information below. If you are
remaving a research mentor and no other mentaor is identified, you must now enter the faculty sponsor's name in the
Mentor field in addition to Keeping it as the sponsor in order to update the information in PeopleSofi.

*Faculty Sponsor: &'}
Faculty Research Mentor Q
Comments: @

* Hew Annual Salary /| Funding

lUse this section to provide the following information: indicating the October 1 funding adjustment; any increases during
the year; any changes in the types of funding sources (i.e., switching support from stipend to salary and vice versa); any
new information regarding fellowship support or new awards. Include in the Comments section below details of external
or internal fellowship awards including the end date of award. The Effective Date below indicates the date an which the
funding change takes place.




Faculty Research Mentor

Comments: %

* New Annual Salary / Funding

Ise this section to provide the following infarmation: indicating the Octaber 1 funding adjustment; any increases during
the year; any changes in the types of funding sources (i.e., switching support from stipend to salary and vice versa); any
new infarmation regarding fellowship support or new awards. Include in the Comments section below details of external
arinternal fellowship awards including the end date of award. The Effective Date below indicates the date on which the
funding change takes place.

*New Annual Salary Eff Dat

Mew Salary Paid through Stanford University, entered in GF S - Description

Amount:
Hew Stipend ! Fellowship support paid through Stanford University - Description

Amount:
Hew Qutside support with direct payment to fellow - Description

Amount:

9@5;11:1&: > Total: 0.00

Additional Information regarding terms:

Comments:

ﬁi Submit Back Print |
S——







Fost Doc Form Saved Successfully (2540015)




PeopleSoft Employee Information  STARS (Training)

dostdoctoral Forms

Request Type

) Recommendation Form _' Termination Form @ Change Transactions

Web Form Transaction 1D
EmpliD

First Name

Last Name Rannie
Academic Program Q
Academic Plan Q

Academic Sub-Plan Q

Transaction Status ¥

Search Add Clear All I

Search Results Customize | Find | &) ## 0,0
Transaction

Transaction ID EmpliD Last Hame First Name Academic Program Academic Plan  Academic Sub-Pla e
1 00791329 05779467 Rannie Annie CHEM CHEM-PD

You can search for a particular form you have already been working on or the
status of forms using one or more Search parameters.




Stf Pdoc Change Rgst StfWT Transaction St WT Txn Approvr

Post Doctoral Scholars Appointment Dates, Funding and Faculty
Changes
Request Type

Appointment dates change Faculty change Funding change

~* Bio Demo

05779467 . Annie Rannie
*Acad Org: CHEMISTRY C  Chemistry

*Student 1D;

Academic Program: CHEM Chemistry
Academic Plan: CHEM-FD Chemistry (PD)
Academic Sub-Plan;

Appointment type: Research Scholar PD
Original Appointment Start date: Q8022011 Appointment End date:  08/31/2012

Post Graduate Year (PGY):

Months of Applicable Experience Prior to this Appointment; 2
Months of Current Appointment: 13 Salary: 53000.00

Visa/Permit Type: UM Visa End date:
Faculty Sponsor: Jeffrey Koseff

Faculty Mentor;

* Appointment Date Change

Appointment Start Date Changes

Update the below date anly to indicate a madification in the start of the postdoctoral appointment in your department. Use
this to indicate an earlier start, or a deferred star, for example, due to a postponment of the degree conferral dates or due
tovisa delays. Do not change the appointment start date ifthis is an extension request. Leave the default date unchanged
ifthis is an extension request and make the change only in the Appointment End Date below. Maote that you must notify
Bechtel and Postdoc Benefits of changes in Start Dates.

New Appointment Start Date; 03/02/2011 IEJ

Extensions of Appointments

Enter the reappointment’extension end date for this postdoc here. [fthe Mew End Date is earlier of the APPOINTMENT End
Date noted above, do not use this form. Instead, complete a Termination Form instead. Ifthe appointment is ending at an
garlier date than initially offered and the action is initiated by the Faculty Spnnsnrﬂuﬂentnr cnmplete an Early Termlnatmn

e nmwn e aw el I T




Stf Pdoc Change Rgst StfWT Transaction

StFWT Tun Approvr

Post Doctoral Scholars Appointment Dates, Funding and Faculty
Changes
Request Type

Appointment dates change Faculty change Funding change

* Bio Demo

*Student ID: 05779467 <, Annie Rannie
*Acad Org: CHEMISTRY <  Chemistry
Academic Program: CHEM Chemistry
Academic Plan: CHEM-PD Chemistry (FD)

Academic Sub-Plan:

Appointment type: Research Scholar PD

Original Appointment Start date: 0822011 Appointment End date:  08/31/2012
Post Graduate Year (PGY):

Months of Applicable Experience Prior to this Appointment; 2

Months of Current Appointment: 13 Salary: 53000.00
Visa/Permit Type: UN Visa End date:

Faculty Sponsor: Jeffrey Koseff

Faculty Mentor:

* Appointment Date Change

Appointment Start Date Changes

Update the below date only to indicate a modification in the start of the postdoctoral appointment in your deparnment. Use
this to indicate an earlier start, or a deferred stan, for example, due to a postponment of the degree conferral dates or due
tovisa delays. Do not change the appointment start date if this is an extension request. Leave the default date unchanged
ifthis is an extension request and make the change only in the Appointment End Date below. Mote that you must notify

Bechtel and Postdoc Benefits of changes in Sig

Hew Appointment Start Date: 0anszo1 IEJ

Extensions of Appointments

Enter the reappointment/extension end date for this postdoc here. Ifthe Mew End Date is earlier of the APPOINTMENT End
Date noted above, do not use this form. Instead, complete a Termination Form instead. If the appointment is ending at an
earlier date than initially offered and the action is initiated by the Faculty Sponsor/Mentor, complete an Early Termination

rnrntira By falleedarnm tha inctrnnictinne ot BEnc o ctdncre ctarnfard adiifadminibowetnlaarly farrem Bl im0 adAdibian 30 cr B o







‘:eopleSoﬂ Employee Information  STARS (Training)

Extensions of Appointments

Enter the reappointment/extension end date for this postdoc here. Ifthe New End Date is earlier ofthe APPOINTMENT End
Date noted above, do not use this form. Instead, complete a Termination Form instead. Ifthe appointment is ending at an
earlier date than initially offered and the action is initiated by the Faculty SponsorMentor, complete an Early Termination
notice by following the instructions at hitp:ipostdo hitml in addition to submitting
a Termination Form.

Hew Appointment End Date (Extensi

0813112042 [3)
Total Experience with Reappointment Term Included: 15 Months

s

| Applicable Research Experience To-Daf 3 Months

* New Faculty Sponsor Information

Use this section to update the Faculty Sponsor and Faculty Research Mentor information. If a research mentor was
identified for this postdoc, leaving this field blank when updating the sponsor information will retain the research mentor
name. If you wish to make a change to the research mentar, enter the new mentors information below. If you are
remaving a research mentor and no other mentor is identified, you must now enter the faculty sponsor's name in the
Mentor field in addition to keeping it as the sponsor in order to update the infarmation in People3oft.

*Faculty Sponsor: ( 00020644 Q Rodn@

Faculty Research Mentor -

Comments:

* New Annual Salary / Funding

Use this section to provide the following infarmation: indicating the October 1 funding adjustment; any increases during
the year; any changes in the types of funding sources (i.e., switching support from stipend to =alary and vice versa);, any
new information regarding fellowship support or new awards. Include in the Comments section below details of external
or internal fellowship awards including the end date of award. The Effective Date below indicates the date on which the
funding change takes place.

*New Annual Salary Eff Date: 08M15/2011 Eﬂ

Mew Salary Paid through Stanford University, entered in GFS - Description

Amount:

Hew Stipend | Fellowship support paid through Stanford University - Description

Amount:
Hew Qutside support with direct payment to fellow - Description
HHMI FELLOWSHIP Amount: 10000.00
Required Salary: Total: 10000.00




*Faculty Sponsor: 00020644 2, RodneyBeard

Faculty Research Mentor QL

Comments: @

* New Annual Salary / Funding

Lse this section to provide the following information: indicating the October 1 funding adjustment; any increases during
the year; any changes in the types of funding sources (i.e., switching suppaort from stipend to salary and vice versa); any
new information regarding fellowship support or new awards. Include in the Comments section below details of external
or internal fellowship awards including the end date of award. The Effective Diate below indicates the date on which the
funding change takes place.

*New Annual Salary Eff Date; 08152011 Eﬂ

Hew Salary Paid through Stanford University, entered in GFS - Description

Amount:
Hew Stipend | Fellowship support paid through Stanford University - Description
Amount:
Hew Qutside support with direct payment to fellow - Description
HHMI FELLOWSHIP Amount: 10000.00
Required Salary: Total: 10000.00

Additional Information regarding terms:

&

Comments:

&

Save Submit Back Print |




Post Doc Form Saved Successfully (25400,15)

0K |
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PostDoc Change Request has been submitted successfully (25400, 907
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Submitted

5tf Pdoc Change Rgst TStI"."-ffTransactinn TStF‘."-ffonApprnw _

Post Doctoral Scholars Appointment Dates, Funding and Faculty

Changes
Request Type

[/] Appointment dates change [/] Faculty change " | Fu nding change

* Bio Demo

*Student 1D: 05779467 Annie Rannie
*Acad Org: CHEMISTRY Chemistry

Academic Program; CHEM Chemistry




Role #1°s Workflow

PeopleSoft Employee Information  STARS (Training)

My Approval.s My PendingReq u

Sort By: h

PD-CHANGE-TRANSACT-PD Annie Rannie-PostDoc Request Type-PdocChange 06
Transaction I1D; 00794329 Fending Approval

Last Updated on:  08/03/2011 3:28:02.000000FPM

Originated on: 08/02/2011 2:50:20.000000PM Comments:
Originated by: Annelies Ransame
[=] Motify

Approvals | My PendingRequests



PeopleSoft Employee Information  STARS (Training)

Post Doctoral Scholars Appointment Dates, Funding and Faculty Changes

WF Trans ID: 00791329 Status: Penoing Status Date & Time: 03/03/11 3:28:02FM
Originator: Ransome Annelies Ashoff Email: pscs-dev-emails@stanford.edu Phone: 650/736-0129

* Approval Schedule
Hame Approval Role Approver Type Approval

1 Shannon Monahan PD-0OPA-ADMIMT  Approver 10

action Action Status Date & Time Comments
Q8032011 3:28:02PM

ET Print | Back to Workflow Home

Request Type
|| Appointment dates change Faculty Change | | Funding change
*Student 10 05779467 Annie Rannie
*Acad Org: CHEMISTRY Chemistry
Academic Program: CHEM Chemistry
Academic Plan: CHEM-FD Chemistry (FD)
Academic Sub-Plan:
Appointment type: Research Scholar PD
Original Appointment 5tart date:  023/02/2011 Appointment End date: 028/21/2012

Post Graduate Year (PGY)




When You Submit a Change Form, an email notification goes out to

the Administrator (Role #1) with a cc to the Faculty Sponsor/Mentor

Test message: PostDoc Change Request for Annie Rannie with a Transaction ID: 00791329 has been submittec

workflow@psprcuat20.stanford.edu
sent: Wed 8/3/2011 3:30 PM
To postdocaffairs@stanford.edu

& change request for the postdoctoral appointment in CHEMISTRY for Annie Rannie has been made by
Annelies Ransome.

The change is in :- change of appointment start date: 2811-88-15, change of appointment end date: 2812-
88-31, change of faculty sponsorship :- New Faculty Advisor(s) updated tc Rodney Beard ,

The change request is now under review by the Office of Postdoctoral Affairs in accordance with
University policy. If you have any concerns or guestions regarding the information submitted for review,
please contact the Annelies Ransome at pscs-dev-emails@stanford.edu or the Office of Postdoctoral
Affairs at postdocaffairs@stanford.edu.




Administrator is notified via Workflow of the OPA Approval

From: workfow @psprouat2). stanford. edu

To: postdocaffairs@stanford.edu

o

Subject: Test message: Appmentdate, Fund, Factly Change request for Rannie, Annie has been Approved

Approved By: Shannon Monahan
88791329 has been approved by Shannon Monahan

Type ot Reguest: Appmentdate,Fund,Factly Change
Last name: Rannie

First name: Annie
Transaction Id: 668791329

Comments:




When OPA approves, the following email is sent out to

the postdoc and is copied to the Administrator (Role #1)

From: workflowSpsproust 20, stanford .edu Sent:  Wed 8/3/2011 3:4
To: postdocalfairs @stanford.edu

Ce

Subject: Test message: PostDoc Change Request for Annie Rannie with a Transaction ID: 00791329 has been Approved.

Dear Dr. Annie Rannie:

I am writing to confirm that the changes in the terms of your current appointment as a postdoctoral scholar at Stanford University requested by Annelies
Ransome have been reviewed and approved as follows:

change of appointment start date: 2811-988-15, change of appointment end date: 2812-88-31, change of faculty sponsorship :- New Faculty Advisor(s)
updated to Rodney Beard ,

Please contact the Office of Postdoctoral Affairs within 7 days of the date of this notification if further changes or corrections need to be made to
this request.

Best Regards,

Al Murray

Postdoctoral Services Manager
Office of Postdoctoral Affairs
1215 Welch Road

Modular A, Room B4

Stanford, CA 94385-5492

work: (658) 498-7618




[ERMINATION FORM

Used for:

- Early Terminations
“End of Term Terminations
rtmental HEUBTEE
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I ERMINATION FORM

JeopleSoft Employee Information S‘iARS{Training}

lenu (-]
zarch: Kain KMenu =
@ % Campus Communi
My Favorites PRR P t},’
STF Web Forms Maintain kio/demo information about people and organizations, maintain 3C information.
S Ll B Personal Information {Student ﬁ STF PostDoc
Enter personal data, biographical, health, identification and participation information for a student. STF PostDoc

#Post Doc Transaciin
1= Administrative Forms

o=ition Thi
(Student) =l 5TF Pdoc Otherd ffiiations
[ 3TF PostDoc =l STF PosDoc Minimum SalarySetup
Stanford Utilities 5] 5TF PostDoc Invite
STF AX HR Selfservice =] 5tf PostDoc Transaction status
PeopleSoft
Worklist

Reporting Tools
Axess Links




~Oostaoctoral rorms

Request Type

) Recommendation Form

Termination Form

") Change Transactions

Web Form Transaction ID
EmpliD

First Hame

Last Name
Academic Program
Academic Plan
Academic Sub-Plan

Transaction Status

Search

Add

D

Clear All




Look Up *Student ID

EmpliD:

Last Hame:

First HName:

Academic Program: b
Academic Plan:

Academic Subplan:

Loaok Up




Look Up *Student ID

EmpliD:

Last Name:

First Name:
Academic Program:
Academic Plan:

Academic Subplan:

Search Results

Last First Academic Student Academic Academic mncademic Academic Academic Acad
mpliD Career Program

Name Name Career Nb Program Program Status Plan Plan Sub-Plan Subg

1] CHEM Chemistry Active




POSTDOCTORAL SCHOLAR TERMINATION FORM

* Required field + Must match passport

* Bio Demo
*Student ID: 05779467 L sdnie Rannie *Acad Org: CHEMISTRY © Chemistry
Student Email: (S 0 0.0 Phone:
Acad Program: CHEM  Chemistry Academic Plan:  CHEW-PD Chemistry (FD)
Acad Sub-Plan:

Fellowship / Program:

* Dates of Appointment

Start Date: End Date: 08312012
*New End Date
*Action Reasol
* Forwarding Information
*Address Line 1: Address Line 2;
*City:
State: Postal Code:
*Email 1D Phone:

* Professional Information

*New Position Title;

*Type of Position: ')

*New Institution or Company:

~* Foreign Scholars

Visa Type: LI Expiration Date:

* Certificate of Training




Look Up *Action Reason

Program Action: Discontinuation
Action Reason:  hedins wi

Description:

Look LIp Clear Cancel |pasic Lookun

Search Results

E 18 of 8 m
Action Reason Description

PACC Accepted another position

FOEP g

FEAR Early Termination

FEMD End of Appointment Term
FPER

Pi : 8 hout M otice
P ation

RRETM Failure to Beturn frorm LOA




* Professional Information

*HNew Position Title:

*Type of Position:

*New Institution or Company:

* Foreign Scholars

Visa Type: LM Expiration Date:

> Certificate of Traiming

*Certificate of Training Requested:

Comments to Approvers and OPA

* Admin Information

Admin: 05281677 Admin Hame: Annelies Ransome

Admin Email: pscs-dev-emails@stanford.edu Admin Phone: 650/736-0129

| understand that:

1. This form should be completed and sent to OFA 30 days prior to termination. Any insurance charges incurred for an untimely
termination are the respaonsibility of the department in which the Postdoctoral Fellow is terminating.

2. This form will MOT end a Postdoctoral Scholar's paylines in GFS; | will ensure that any GF3 lines will end on the date noted above.
3. This form will end tuition registration fees and insurance benefits.
4. Ifthe postdoc is an International Scholar, Bechtel International Center will be notified via email upon approval of this form by OPA.

5. Ifthis postdoc is a Clinical Fellow, GME will be notified via email upon approval of this form by OPA.

S Note: GME not notified! |




*New Institution or Company: STANFORD UNIVERSITY

* Foreign Scholars

Visa Type: LM

Expiration Date:

* Certificate of Training

*Certificate of Training Requested: Yes -
*Salutation Type: phrD -

Hame to appear on Certificate: (if different from official name)

Annie Z. Eannie
Comments Regarding Certificate:

Comments to Approvers and OPA

* Admin Information

Admin: 05281677

Admin Email: pscs-dev-emails@stanford.edu

Admin Name:

Admin Phone:

Annelies Ransaome

G50/736-0129




* Admin Information

Admin: 05281677 Admin Name: Annelies Ransome
Admin Email: pscs-dev-emails@stanford.edu Admin Phone: 630/736-0129

| understand that:

1. This form should be completed and sent to OPA 30 days prior to termination. Any insurance charges incurred for an untimely
termination are the responsibility of the department in which the Postdoctoral Fellow is terminating.

2. This form will MOT end a Postdoctoral Scholars paylines in GFS; [ will ensure that any GF3S lines will end an the date noted above.
3. This form will end tuition registration fees and insurance benefits.
4. Ifthe postdoc is an International Scholar, Bechtel International Center will be notified via email upon approval of this form by OPA

5. Ifthis postdoc is a Clinical Fellow, GME will be notified via email upon approval of this form by OPA.

save (f~  Submit \ Back | Print |

v

Note: GME function not functional yet-
must be notified by the admin.




FostDoc Termination Request form submitted Successtully. (25400 1007

E




When OPA Approves, the
iollowing Workflow email is sent

tosthe Administrator (Role #1)

Test message: Termination request for Rannie, Annie has been Approved

workflow@psprcuat20.stanford.edu

sSent: Wed 8/3/2011 4:30 PM
To: postdocaffairs@stanford.edu

Approved By: Shannon Monahan
68791338 has been approved by Shannon Monahan

Type of Request: Termination
Last name: Rannie
First name: Annie
Transaction Id: 86791336

Comments:




ihe following email is sent to
Postdoc Benefits

and to Postdoc.

est message: Termination Request

orkflow@psprcuat20.stanford.edu
ent: Wed 8/5/2011 4:30 PM
o postdocaffairs @stanford. edu

& termination of postdoctoral appointment for Rannie, Annie, 85779467 in the Department of Chemistry has

been approved by OPA. The reason for termination is Department Transfer. The termination date is 2811-
12-82.

For any guestions or to confirm any information, please contact Alistair Murray (alistair@stanford.edu)
for postdocs in the School of Medicine or Tammy Wilson (tjwilson@stanford.edu) for postdocs in the
Schools of Humanities & Sciences, Engineering, Earth Sciences and Education.

Thank you.
Office of Postdoctoral Affairs




CONFIDENTIAL
"-ORMATI ON




Sonfidentiality of PD Web Forms

enter in PD Web Forms is part of

idoc can request to view student records

tem sends notification to Postdoc of any

e being made to the system at the request
e change and the confirmation of the

ge.

= Confidential funding, performance review or
other sensitive information should not be
entered into PD Web Forms.




REVIEWING INF ORMATION IN
"DWEB FORMS




P Web Form Information
Review

heet from Postdoc

MINDER: Once “approved” by role #1 admin.,
‘ormation Sheet data i locked and cannot be
ed by Dept/Div or OPA.

y information is incorrect, you must “RETURN”
0 the postdoc for correction (via Workflow).

= Use documents uploaded to the Information Sheet
by invited postdoc to check data.




Reviewing International
Postdocs

ostdocs - data MUST MATCH
hine-readable text
acters)

Citizenship - must use the information on the
rt they will be using to enter the US

D

.‘ 1 7

ates - US format (mm/dd/yyyy)

51 Funding - in US$




Reviewing US Postdocs

a entered in Information
__ 9 documentation, e.g.,
’s license, social security card, etc.




TIPS FOR
JFECOMMENDATION FORM IN
)DWEB FORMS




Uploading Docs in Rec. Form
= Degree conferral can be loaded at Rec. Form

= Any other missing docs can be loaded too

* Funding Details
e enter the funding amount and a description of funding sources supporting this postdoctoral appointee. The text you enter in the

iption will be added to the Offer Letter. To verify the minimum funding required and other Stanford policies regarding funding, check:
Mpostdocs stanford edufadmin/how-to/paying_postdocs html.

Hew Salary Paid through Stanford University, entered in GFS - Description

Annual Amount:
Hew Stipend / Fellowship support paid through Stanford University - Description

Annual Amount:
Hew Qutside support with direct payment to fellow - Description

MIH Annual Amount:

Required Salary: 0.00 Total Annual Amount:

* Department Administrator
G50/736-0129 ail A T pscs-dev-emails@stanford.edu

upporting Documents

Upload Here!




Years of Research

ld carefully review research
lude time prior to degree

TANT REMINDERS:

y is driven off of what admin enters on the
~ rec endation sheet

" @ Prior research impacts the length of time they
- can stay at Stanford as a postdoc.




Prior Years of Research

~* Academic Information
*Academic Career:  GR Graduate *Academic Program: Chemis
*Academic Plan: CHEM-FD Chemistry (FD) Academic Sub-Plan:

Other Stanford ule

~ Appointment Information

*Area of Research/Training - Position description:

the exciting world of chemical reactio

*Appointment Start Date: 08/02/2011 *Offer Letter date: 08/02/2011
*Appointment End Date:  08/31/2012

Will the postdoctoral scholar conduct research outside of Stanford University campus?

Research Experience since last conferral date: 2 Mon

Research Experience, noted by department: 2 Months Fix Data Here!

hanost doctoral scholar has an MD, Will he or she have patient contact?

Additonal Information regarding Patient Contact:

Additional details regarding this appointment to be included in the offer letter

254 characters left

* Funding Details



Offer stter in Rec. Form

arch Training and Research
ds to the middle of a sentence -
e sure to double check this language.

- itional details” are added to the offer
please open and review the offer letter
ammatical error and consistency of text.




Checking Offer Letter

~* Academic Information

*Academic Career:  GR Graduate *Academic Program:

*Academic Plan: CHEM-FD . Chemistry (FD) Academic Sub-Plan:

Other Stanford As tions:

¥ Appointment Infrr 20

the exciting world of chemical reactions

*Appointment Start Date: 08/02/2011

Will the postdoctoral scholar conduct research outside of Stanford University campe

If yes, list location{s): SLAC

Research Experience since last conferral date: 2 Months

Research Experience, noted by department: 2 Months
If the post doctoral scholar has an MD, Will he or she have patient contact?

Additonal Information regarding Patient Contact:

Additional details regarding this appointment to be included in the offer letter

* Funding Details

Chemis

254

characters left




Where to add more information
In the offer letter...
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Form Saved

165



Wnce Form is saved, you can Click
ONOffer Letter and verify it’s

scomplete and all formatting
pefore’you submit the Form.

Recommendation Form to appoint Postdoctoral Research Scholars/Clinical Fellows (Trainees)

The following information is required for processing the Postdoctoral Scholar appointment, benefits enrollment, visa petition requests, SEVIS
database management, & other appointment processes.

* Required field + Must match passport
Transaction Details
Select PostDoc Data Form: 00791322 "
*Postdoctoral Request Type: Research

Is this request for Department Transfer: Mo

Comparafive Dispiay of Biographic Dala
* Appointee Information
Last Name: Rannie First Name:  annie Middle Name:

Date of Birth; 12/25/1955

Mo bt Aol
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At Offer Letter:

August 2, 2011

FROM: Jeffrey Koseff. Department of Chemistry
Stanford University
Stanford. CA 94305

TO: Annie Rannie
PO Box 8888
Stanford. CA. USA 94305

Dear Dr. Rannie:

I am pleased to offer you an appointment as a Post; artment of Chemistry . This

letter is infended to document our understanding of y: 2 member of the Stanford

academic community, you will be subject to the applicab procedures of the Universify:

many of the policies and procedures that relate specifically ctoral Scholars are set forth in

Research Policy Handbook (RPH) 9.4 and in the Stanford PosteCtoral Scholar Handbook (
://postdocs.stanford.edwhandbook/).

Durmtr this appointment, you will be involved in the exciting world of chemical reactions. YouDinitial

Jent will begin on August 2, 2011 and end on Aucvust 31,2012, Your or the initial
year of training will be $55.000. pIus certam medical. dental, vision and life insurance coverage through
Stanford's Postdoctoral Scholar programs. Your appointment may be terminated prior to the alltlc:lp'lted
end date noted above based upon loss of funding. change in programmatic need or unsatisfactory
performance on your part. Effective on October 1 of each year of your appointment your funding support
may change in order to meet the university's stipend/salary levels of support for postdoctoral scholars in a
given academic year. At the end of the initial appointment and subject to the term limits set forth in RPH
9.4 and the Postdoc Handbook, your appointment may be eligible for renewal, based on satisfactory
performance, the existence of funding, and programmatic need.

The source of your tundmc will be from NIH. At this ume or during the term of your appomtmem_ if you
‘eceive el 11 0 o 3 / " 1DOS C1O1H k o A d O [ e 'r

Review Mode
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egree nas /et been ¢ 1€d. a Stareine COIIPIE OI STUCIES TIC T N01e 1115 0
(Registrar's Office or equivalent) 1s required before youy intment may start. This statement should
indicate the date on which all requirements were con | exXpec { el

Send this statement (with a certified English trans
osition you will also be ...

For your records. please print a copy of this letter

postdoctmal appointments at Stanford at

http://postdocs.stanford.edu/admin/pdfforms/Terms Conditions_of Postdoctoral Offers.pdf
By clicking "Accept" below. you will be sending your accepance of this offer and its terms electronically
to Stanford. As is the case for all postdoctoral scholar appointments at Stanford. this offer is contingent
upon approval by the Office of Postdoctoral Affairs. You will be notified by email once this process is
completed.

I look forward to you joining the Department of Chemistry . Should you have any questions regarding
your appointment. please contact Annelies Ransome by e- mail at pscs-dev-emails@stanford. edu. Please
visit the Office of Postdoctoral Affairs website at http://postdocs stanford.edu (click on the "Incoming
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SEARCHING FOR RECORDS
N PD'WEB FORMS




J o Retrieve A Record

2ostdoctoral Forms

Request Type

Recommendation Form Termination Form

Web Form Transaction ID
Postdoctoral Request Type

First Name

Last Hame
Academic Program
Academic Plan
Academic Sub-Plan

Transaction Status

") Change Transactions

Clear All |

170



STANFORD | AXESS
UNIVERSITY

2opleSoft Employee Information  STARS (Training)
nu [=]
arch: Main Menu = Campus Community = STF PostDoc =

/ Post Doc Transactions

1y Favorites
:TF Web Forms ost Doc Transactions
Jours Grades Menu
lanager Self Service Change Reguests Appointment dates, Funding and
iTARS Menu aculty Change
raining and References
ime and Labor
sampus Communi
- Personal Information
- Personal Information

(Student)

- Comments

- Senvice Indicato
- Senvice Indicato
- Organization

Unsupported Browser: Firefox 6 on Windows! Hover mouse over this text for
more information.

TF PostDoc Recommendation

F PostD

Pull Up All Records

learBenefit Inter
learBenefit Interface

ommendation Form

Add to Favorites |

25t

STF PostDoc Termination

STF PostDoc Termination

W




JCTOBER 15T SALARY
CHANGES




DCIober 15t Minimum Salary Increase

must be at the appropriate pay
ears of research experience

ep ent: 5t review their postdoc

laries /stipends o annual basis and confirm

- their scholars are funded at least the minimum
ropriate to them based on their cumulative years
esearch experience on October 1.

- Fundi

g Guidelines and links

o Salary Calculator online & built in to PD Web Forms



http://postdocs.stanford.edu/handbook/salary.html

JCtober 1°t Minimum Salary Increase

ernal, Direct-Pay Funding
ard letters to OPA
in GFS as “Info Only” stipend

ixternal funding ente
es
1er currencies must be converted to US dollars

is a good resource for currency exchange
ates.

INDER: Double-check that currency exchange rates
haven't caused a postdoc to fall below funding minimums.

o External funding must be supplemented by department
funds if below the minimum.



http://www.oanda.com/

st Minimum Salary Increase

_eave of Absence
tipend or salary lines in GFS
e salary rate when postdoc

ol

rns from leave

LSHP Tuition” line for fall quarter must be
2d to avoid the postdoc receiving a bill in error




Wctober 1° Salary Change

= These are done via the Change Transaction
form in STF PostDocs.

Postdoctoral Forms

Request Type

) Recommendation Form ) Termination Form @ Change Transactions
N

Web Form Transaction D
EmpliD

First Hame

Last Hame

Academic Program a

Academic Plan QL

Academic Sub-Plan

Transaction Status /( \

search | < add | > Clear Al




Jctober 1°t Salary Change

Web Form system automatically
 to the Postdoc about
ind confirmed change.

'ointment /Salary Change letter protocols
> to Department/ Division protocol.

e do not need to be submitted to OPA.




' LOA)
“AVE OF , \ i. SENCE (




BOAProcess Not in AXESS Yet

é
e

n still be found at
http:/ / postdocs.st

to/ leave.html



http://postdocs.stanford.edu/admin/how-to/leave.html
http://postdocs.stanford.edu/admin/how-to/leave.html

) ._.) TMENTAL
SFERS

Helpful szs




“Departmental
- lTransfer”?

a current Stanford postdoc is ending
bostdoc appointment in one Stanford
ment/division and being hired in
r Stanford department/division.




DBpartmental Transfer Steps

artment/ division must go into PD
1 chose “Termination Form” and
Depe al Transfer” as the reason
termmatlon
v department/ division must hire the
tdoc via STF Postdoc Invite and begin the
~ Information Sheet & Recommendation Form
N W

= IMPORTANT: Postdoc cannot use their existing

Stanford Email Address (@stanford.edu) for the
Invite process.




~Oostaoctoral rorms

Request Type

) Recommendation Form

Termination Form

") Change Transactions

Web Form Transaction ID
EmpliD

First Hame

Last Name
Academic Program
Academic Plan
Academic Sub-Plan

Transaction Status

Search

Add

D

Clear All




POSTDOCTORAL SCHOLAR TERMINATION FORM

* Required field + Must match passport

* Bio Demo
*Student ID: 05779467 L sdnie Rannie *Acad Org: CHEMISTRY © Chemistry
Student Email: (S 0 0.0 Phone:
Acad Program: CHEM  Chemistry Academic Plan:  CHEW-PD Chemistry (FD)
Acad Sub-Plan:

Fellowship / Program:

* Dates of Appointment

Start Date: End Date: 08312012
*New End Date
*Action Reasol
* Forwarding Information
*Address Line 1: Address Line 2;
*City:
State: Postal Code:
*Email 1D Phone:

* Professional Information

*New Position Title;

*Type of Position: ')

*New Institution or Company:

~* Foreign Scholars

Visa Type: LI Expiration Date:

* Certificate of Training




Look Up *Action Reason

Program Action: Discontinuation

Action Reason:  hedins

Description:

gsic Lookup

Action Reason Description

% Accepied another Frsddion

FEMD

FPER

P . 2 hout Motice
P ation

RRETM Failure to Beturn frorm LOA




STF PostDoc Invite

S T A N F O R D AXESS Welcome, Annelies
UNIVERSITY UAT
_Pmplesort Employee information  STARS (Training)

Menu
Search:

) STF PostDoc
» My Favorites

STF Web Farms STF PosiDoc
;?:EETICE : = Administrative forms [[==] SIE.BDOC Tupe of Position Tb

AP e PostDoc Adminmirative Forms =1 5TF PostDoc - Type of Posilion Tabie
Training and Referencas
= Campus Community

I* Personal Information

(Student)
]

b Post Doc Transachons '_—"' STF Pdoc QtherAlfikations - oc Minimum Se E== STF PostDoc Invite

. : = — STF Pox ¥ = =7 postoec rvie

Ad 1] — STF Pdoc Oiher Afflatons Selup

I
[
[
b
[

E Stf PastDoc Transaction status

Stf PostDoc Transaction status

slalu
[+ Stanford Utiliies
STF AX HR Selfsendce
PeopleSol
> Worklisl
Reporting Tools
» Aness Links




When hiring a Departmental Transfer,
7JJ must enter their personal email
" Si(not @stanford.edu) and click

B ‘Add.”
STANFORD | AXESS

UNIVERSITY UAT

' People5oft Employee Information  STARS (Training)

Menu =
Search: STF PostDoc Invite

‘> My Favarites

P STFWED. Forms Find an Existing Value Add a HNew Value
= Gelf Service

> 3TARS Menu
> Training and References
> Campus Community Email ID: |G =hoo.com
[ Personal Information
(Student)
= STF PostDoc Add | &
[ Post Doc Transactions

— Administrative Forms Do not Sklp this step

— STF PDOC Type of .
Position Tol = Find an Existing Value | Add a New val — CanNNOt add email

— STF Pdoc OtherAffiliations address later!
— STF PosDoc Minimum
Salarysetup
STF PostDoc Invite
— Sff PostDoc Transaction
status
- Stanford Utilities




Jhe email address entered here MUST

match where postdoc received their
nvita '4ion and cannot be an @stanford.edu
a"mj ddress for Departmental Transfers.

U‘\Il\.l[{‘\]'l‘r

Postdoctoral Scholar Data Form

Information Personal Addresses

Hello, you are logged in as ARARRR W "Next >
Click on underlined field names to p—

see additional information about L *Email address ‘yahoo.com MUST mslsh emsil sddress used 15 register with Stanisrs degsrrmant

those fields. I —

Fields marked with an ™" are Current Mailing Address
REQUIRED.

Current Section *Address Line 1 PO Box 8658

| Personal Details | Address Line 2 *City Stanford
= *Country United States >  Tp 84305
Personal Addresses
= *State Select State
Ethnicity Phone (650) 555-1212 Valid Through Date 08-31-2012 g
Dependents
Pe address same as above 2 Yes @ No
-

Please use your permanent home address from your home country

Ext. Funding Details

| |
| |
| |
| Education Details |
| |
| |
| |

= Permanent’Home Mailing Address
Work Experience *Address Line 1 PO Box 8888
> Address Line 2 *City Stanford
Documents
- *Country United States - Zip 94305
Finish *State Select State -
Phone (650) 555-1212 Valid Through Date 08.31.2012 &




sl PostDoc -> Administrative
FOorms

STANFORD | AXESS

UNIVERSITY UAT

PeopleSoft  Employee Information  STARS (Training)

Postdoctoral Forms

7) Recommendation Form




Select “YES” for Dept. Transfer

Stf Pdocr Rgst StFWT Transaction St W Txn Approvr

Recommendation Form to appoint Postdoctoral Research Scholars/Clinical Fellows
(Trainees)

The following information is required for processing the Postdoctoral Scholar appointment, benefits enrollment, visa petition requests, SEVIS
database management, & other appointment processes.

* Required field + Must match passport
* Transaction Details

Select PostDoc Data Form: 0o7e13z2z2

*Po ype:
Is this request for Department Transfer:

Com jographic Data

Supporting Documents




as of Augqust 23, 2011
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- Known lIssues:

refox is the preferred browser.
ot upload .DOCX files

text must be in alphanumeric characters only
) signs or symbc

1 Citizenship not captured in Information

E not notified by the system of terminations.

y between documents being uploaded by
Postdoc and the documents being viewable in
PeopleSoft = up to one hour (refresh required)

@ Language in messages being modified.
= Must enter email address on invite’s first page.
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EIPSU 2 OPA
Website




AEIpSU: helpsu.stanford.edu

er Help Tickets sent to OPA.
bmitted as follows to reach

ruest Category L nt Services”

?st Type: "Postdoctoral Affairs”

 do not call Stanford Help Desk(s) to
OPA

'PA Staff Contact List:

194



http://postdocs.stanford.edu/about/contact-staff.html
http://postdocs.stanford.edu/about/contact-staff.html

HelpSU - User View

Stanford University » HelpSU » Help Request Details

Tell us about your request

* indicates required fields.

Request Category * Student Senvices

Request Type * Postdoctoral Affairs

Operating System If applicable to your issue, please select an OS5
Request Description * Hi There,

I have a prob...

MHote: Do not use this farm to 5

Submit Help Reguest

195



3SU = OPA’s View in the
Online System

Incident |D*+ INCO00001677114

Incident Request Information

Summary=

Status™
Urgency™

|nzident Type®

196




User View - Using First Line
as Subject Line

HeIpSU Help Request Form Stanford Answers IT Services Metrics

Stanford University » HelpSU » Help Request Details

Tell us about your request

*indicates required fields.

Request Category *
Request Type *
Operating System

Request Description *

Student Services

Postdoctoral Affairs

If applicable to your issue, please select an 05,

y.|

PS5 Problem - Error Message &
Hi There,

I have a probb

Note: Do not use this form to submit Restricted or Prohibited Data.

Submit Help Request




OPA Website

http:/ /postdocs.stan

oSoft Project Pag
ng Slides
ow Chart (who gets notices/emails when)

D Web Forms)

| : C Blog

; ' I Lab Dates

= Known Issues

. Special HelpSU link requesting Authority



http://postdocs.stanford.edu/
http://postdocs.stanford.edu/

lestions?

Thank you for coming!
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	Roles & Authority
	Things to Know: Authority  
	Role #1: Admin. Entry
	Role #2: Dept. Coordinator� (OPTIONAL) 
	Role #3: Department Chair/Manager/DFA
	PeopleSoft Learning Center�https://www.stanford.edu/dept/as/sandhr/learnps/index.html
	New Appointment:�Inviting a Postdoc
	Data Required by the System to Invite Postdoc
	PeopleSoft Tab in Axess
	Initiating a Postdoctoral Appointment (in Axess)
	STF PostDoc 
	Postdoc Invitation: click on the Add a New Value tab
	Administrator must have a valid personal email address (not an @stanford.edu addres) for the postdoc candidate.  Enter the address and click “Add.”
	A STF Postdoc Invite screen opens up:�1. Enter the candidate’s first and last name as they should appear in PeopleSoft. �2. Click on the magnifying glass for DeptID and select the Acad Org for which you are authorized to recommend postdocs
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	Slide Number 28
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	Form View for Foreign Scholar
	Pop-Up Help Info
	Pop-Up Additional Information
	The email address here MUST be the same as the one that received the invitation to apply email from the administrator
	Postdoc may skip this page.
	If the postdoc will have dependents, click Add Dependent and enter his/her information
	Information for dependents who are coming with a foreign scholar to Stanford is required. Click Add Dependent to save information.
	Funding Information:  Postdoc should upload any external funding letters, award notices here, where applicable.  �If more than one funding source is provided, click Add Funding Details to provide information about the second source
	Academic History: Click arrow and enter name of institution.  If institution does not exist, postdoc should search for “Unlisted University”
	Click Add Education Details to add more degrees.  When done, Click Next.
	Work Experience: Click Add Work Experience here.  
	Enter information about positions held. �If none, cancel and move on to the next section
	Postdoc can edit entries
	Document Uploads: Postdoc must provide the documents listed below.
	Postdoc can see files uploaded
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	Click on View All to open full list of Education Details entered by the postdoc
	Admin enters Academic Career and Appointment Information
	“Academic Career”:  �SoM Clinical Departments enter “MED” �SoM Basic Science & All non-SoM Departments enter “GR”
	Academic Plan Look-up
	Enter All Funding Information Here.�* Admin may upload any additional documents here, including those missing from the Data Form. *
	Area of research populates the offer letter.
	Form Saved
	Once Form is saved, you can Click on Offer Letter and verify it’s complete and all formatting before you submit the Form.
	Offer Letter 
	Can add additional information here back in the form.
	Where to add more information  in the offer letter…
	Text Admin enters is added to the Offer Letter
	To Retrieve a Saved Form
	View of Workflow Transaction�in PS 
	For postdocs who will be Independent Centers and Labs, approvers from the academic department and the center/lab must review the Recommendation Form
	Submit Form!
	Workflow Notification Email to Approver (Role #3):
	Workflow Interface (Role #3)
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	Workflow to DFA/Dept. Manager View  (Role #3) cont…
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	Bottom of Workflow Screen
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	Role #3’s final view in Workflow
	Workflow Status
	When Rec Form is approved by the DFA/Department Manager (Role #3), an email notification goes to Postdoc asking him/her to return to the Secure Portal to review and accept/decline the offer.
	Offer Letter Language is sent by email to the faculty sponsor and research mentor.  No action necessary.
	IMPORTANT NOTE:
	New Appointment:�Postdoc Reviews Offer Letter
	Postdoc Returns to the� Secure Portal…
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	PDF Pop-Up Window
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	Accept or Reject Offer
	Postdoc Accepted Offer
	Email Notification to Postdoc confirming acceptance
	Email message to Admin noting acceptance of offer.��Admin (Role #1) must return to Workflow to complete submission to OPA!
	Admin (Role #1) Workflow
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	Form Sent to OPA!
	Admin may return to Workflow ANYTIME, go to “My Pending Transactions” tab and see the status of the form.
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