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 Policy Resources & Reminders 
 Roles, Authority and PeopleSoft 
 New Appointments 
 Change Form 
 Termination 
 Known Issues 
 HelpSU 
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 Confidential Information  
 Reviewing Information in PD Web 

Forms 
 Tips for Recommendation Form 
 Searching for Records in PD Web Forms 
 Oct. 1st Salary Changes 
 LOA Forms 
 Departmental Transfers 
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 OPA’a Admin Site: 

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

 Postdoc Administrator Blog: 
http://postdocs.stanford.edu/admin/blog/  
 (The Blog has the slides from Al’s recent 

Policies & Procedures training.) 
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After August 12, 2011, all transactions 

will be done via the PD Web 
Forms only.   

 
Questions sent to 

postdocaffairs@stanford.edu  
will receive an auto-reply instructing 

sender to use HelpSU. 
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 Authority for PD Web Forms granted by OPA.   
 You will receive an email notice when you have been granted 

the four sets of privileges you need to work in the system. 
 

 Role #3 designates Roles #1 and #2 
 Submit via Help SU. 
 Info needed:  Full legal name, SUNet ID (text, not #), email 

address and phone number. 
 

 Role #3 designated only by faculty Department Chair 
or Division Chief. 
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Role #1: Department Admin Entry - Required 
 Point of contact for the postdoc and the faculty member 

regarding paperwork: new appointments, leaves, extension of 
appointments and termination of appointments. 

 Coordinates with other department staff, such as finance or 
faculty affairs, on funding questions. 

 Submits the DS-2019 and makes the funding attestation 
required for international scholars. 

 Provides a departmental and/or lab orientation for the new 
scholar 

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

 Typically the same person who enters the GFS lines for the 
scholar. 
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 Useful for large departments (50+ postdocs) or departments with highly decentralized operations 
or affiliated research centers. 

 In such areas, administrative associates may be have the Department Admin Entry role while the 
Coordinator role is the one staff member with a deeper knowledge of postdoctoral policy and 
procedures can oversee the process for the whole Department or large unit.  The Coordinator 
reviews the administrative associates work before an offer is extended to the postdoc.  

 Is first point of contact for the Administrative Associates for policy and procedure questions. 
 Reviews the Administrative Associates’ work for completeness and adherence to university 

policy, including the funding level and the duration of appointment. 
 Ensures that the proposed start date allows sufficient processing time for department and 

University approvals, including time required for international scholar visas. 
 Reviews any special additions made to the offer letter, to ensure they do not conflict with 

university policy. 
 For actions that fall outside of university policy: reviews the sponsoring faculty’s request for 

policy exception and advises the faculty member on alternatives. 
 May assist the Chair/Designee, and review each postdoctoral appointment in respect to 

department-specific policies and context. 
 May not report to the appointing faculty member(s). 
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 A postdoctoral appointment at Stanford is a contract between the University, the 
faculty sponsor and research mentor, and the postdoc.  For the University to 
approve a recommendation to appoint a postdoc, departmental approval must be 
received.  This authority rests with the Department Chair (or Division Chief in 
the School of Medicine), and is delegated to the Department Manager/DFA (or 
Division Manager is the School of Medicine).   

 Required Approver: Reviews and Approves Transactions in Workflow 
 Represents the department. 
 Understands and act upon concerns regarding equity in funding level among all 

postdocs in the department have been examined. 
 Confirms that the faculty member has the funds, space, etc necessary to make the 

appointment commitment for the duration of the proposed offer, and is in a 
position to bring the candidate to Stanford-- for example, there is no conflict of 
interest or pending departure of the faculty member to another institution. 

 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. 
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 Postdoc’s First and Last Name 
 Postdoc’s email address to be used until 

they arrive on campus 
 Other departmental details provided to 

you by hiring faculty member (follow 
your group’s internal practices and 
policies). 
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Do not skip this step 
– cannot add email 
address later! 18 



19 



20 

mailto:reg-courses@stanford.edu
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Click on 
Institution 
ID for more 
information 

Do NOT enter residency or fellowship information. 
Only Degrees are provided here. 
Residencies, or postdoctoral fellowships and other training  
should be entered under Work Experience 
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REMINDER: .docx  
attached files do not 
open in the system at 
this time. Must be 
.doc files or PDFs. 
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 Data entered by PostDoc MUST MATCH 

information on DS2019, passport and/or visa. 
 

 If any data is incorrect, e.g., birth date, full 
name, etc., Role #1 must RETURN FORM TO 
POSTDOC via WorkFlow. 
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Request Type: 
“Research Scholar” or 
“Clinical Trainee” 
determines the 
questions on the rest 
of this form! 

Admin can start, 
save and return 
to the Form 
anytime! 

This hyperlinks to the 
Information Sheet (Data 
Form) 
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Use in the case of lab/research center affiliation 

Modifiable based on Research 
experience Post-doctoral 
degree only. 

If yes, no longer need 
Signed Agreement fo  
Services Outside 
Of Fellowship. 
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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 
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Click on “+” and 
for “Seq” enter 
“15”, for “Role” 
enter “PD-
CHAIR-PROXY-
DFA”, and the 
appropriate 
approver. 
• If Role #1 is in 
the department, 
add approver 
from the 
center/lab. 
• If Role #1 is in 
the center/lab, add 
approver from the 
department . 
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 While you are waiting for the postdoc to 
accept the offer letter, you will be able to 
see the “send to OPA” step in your 
WorkFlow queue but the “approve” 
button will be disabled – the system is 
waiting for the postdoc to approve the 
offer letter, which is done outside of 
Workflow. 
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Hyperlink to a PDF version 
of the Offer Letter. 
Postdoc must print out for 
record or save as PDF on 
his/her computer! 

Gives the status of the 
process 

Postdoc must click on appropriate 
box to continue the process 
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 The notice that the appointment has been 
approved by OPA does not mean that the 
appointment data has been uploaded to 
PeopleSoft.  The approval notice gets sent the 
moment “approve” is hit by OPA in 
WorkFlow, not the moment the data is 
uploaded to PeopleSoft.  

 To check if the appointment is active in 
PeopleSoft, log-in and look for the ID #. 
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Click on Administrative Forms Link 
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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.” 
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Check the type of change you are submitting 
Enter the Student ID number or click on 
magnifying glass and search for your postdoc 
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The appointment 
Information is  
Displayed based on 
the Recommendation 
Form and any previous 
Change Forms 
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Leave this date unchanged 
UNLESS you are noting a delayed 
or earlier start of a new postdoc 

Leave this date unchanged 
UNLESS you are noting a delayed 
or earlier start of a new postdoc 

Enter New End Date Here for a Reappointm
Tab out of field to recalculate below. 

If this number 
changes 
to over 60 months, 
STOP! You are 
exceeding the five 
year max limit for 
postdoc status. 120 
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Automatic Display 
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If you only Saved the form and  
Did not submit it, it will appear as  
Draft if you later search for it. 

You can search for a particular form you have already been working on or the 
status of forms using one or more Search parameters.   
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When You Submit a Change Form, an email notification  goes out to  
the Administrator (Role #1) with a cc to the Faculty Sponsor/Mentor 
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Administrator is notified via Workflow of the OPA Approval 
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When OPA approves, the following email is sent out to 
the postdoc and is copied to the Administrator (Role #1) 
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Enter Termination Date here  

144 



145 



Note:  GME not notified! 146 
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Note: GME function not functional yet– 
must be notified by the admin.  
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 Information enter in PD Web Forms is part of 
Student Records 
 Postdoc can request to view student records 

 System sends notification to Postdoc of any 
change being made to the system at the request 
for the change and the confirmation of the 
change. 

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





 Information Sheet from Postdoc 
 

 REMINDER: Once “approved” by role #1 admin., 
Information Sheet data is locked and cannot  be 
edited by Dept/Div or OPA. 

 
 If any information is incorrect, you must “RETURN” 

to the postdoc for correction (via Workflow). 
 

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

 
 



 International Postdocs – data MUST MATCH 
PASSPORT, machine-readable text 
(alphanumeric characters) 

 
 Dual Citizenship – must use the information on the 

passport they will be using to enter the US 
 
 Birthdates – US format (mm/dd/yyyy) 
 
 Funding – in US$ 

 



 
 US Postdocs – data entered in Information 

Sheet must match I-9 documentation, e.g., 
driver’s license, social security card, etc. 





 Degree conferral can be loaded at Rec. Form 
 Any other missing docs can be loaded too 
 

Upload Here! 



 Admin should carefully review research 
experience to exclude time prior to degree 
conferral.  

 
IMPORTANT REMINDERS: 
 Salary is driven off of what admin enters on the 

recommendation sheet 
 Prior research impacts the length of time they 

can stay at Stanford as a postdoc. 



Fix Data Here! 



 “Area of Research Training and Research 
Description” feeds to the middle of a sentence – 
please be sure to double check this language.  

 
 If “additional details” are added to the offer 

letter, please open and review the offer letter 
for grammatical error and consistency of text. 
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 All postdocs must be at the appropriate pay 
level based on years of research experience 
 Departments must review their postdoc 

salaries/stipends on an annual basis and confirm 
that their scholars are funded at least the minimum 
appropriate to them based on their cumulative years 
of research experience on October 1.  
 

 Funding Guidelines and links 
 http://postdocs.stanford.edu/handbook/salary.html 
 Salary Calculator online & built in to PD Web Forms 

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


 
 Postdocs on External, Direct-Pay Funding 
 Submit copy of award letters to OPA 
 External funding entered in GFS as “Info Only” stipend 

lines 
 Other currencies must be converted to US dollars 
 www.oanda.com is a good resource for currency exchange 

rates. 
 REMINDER: Double-check that currency exchange rates 

haven’t caused a postdoc to fall below funding minimums. 
 External funding must be supplemented by department 

funds if below the minimum. 

http://www.oanda.com/


 Postdocs on Leave of Absence 
 No need to enter stipend or salary lines in GFS 
 Apply the appropriate salary rate when postdoc 

returns from leave 
 A “FLSHP Tuition” line for fall quarter must be 

entered to avoid the postdoc receiving a bill in error 



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



 STF Postdoc Web Form system automatically 
generates emails to the Postdoc about 
requested change and confirmed change. 
 

 Reappointment/Salary Change letter protocols 
are up to Department/Division protocol. 
 These do not need to be submitted to OPA. 

 





 Information can still be found at 
http://postdocs.stanford.edu/admin/how-
to/leave.html  
 

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


 
Helpful Tips 



 
 
 When a current Stanford postdoc is ending 

their postdoc appointment in one Stanford 
department/division and being hired in 
another Stanford department/division. 

 



1.) Current department/division must go into PD 
Web Forms and chose “Termination Form” and 
select “Departmental Transfer” as the reason 
for termination. 

2.) New department/division must hire the 
postdoc via STF Postdoc Invite and begin the 
Information Sheet & Recommendation Form 
process. 
 IMPORTANT:  Postdoc cannot use their existing 

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





Enter Termination Date here  







 

Do not skip this step 
– cannot add email 
address later! 



 







 
as of August 23, 2011 
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 Currently, Firefox is the preferred browser. 
 Postdocs should not upload .DOCX files 
 All text must be in alphanumeric characters only 

(no signs or symbols) 
 Dual Citizenship not captured in Information 

Sheet 
 GME not notified by the system of terminations. 
 Delay 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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 OPA Staff answer Help Tickets sent to OPA. 
 Tickets must be submitted as follows to reach 

OPA directly: 
 Request Category: "Student Services“ 
 Request Type: "Postdoctoral Affairs“ 

 Please do not call Stanford Help Desk(s) to 
reach OPA 
 OPA Staff Contact List: 

http://postdocs.stanford.edu/about/contact-
staff.html  
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http://postdocs.stanford.edu/  
 
 PeopleSoft Project Page (PD Web Forms) 

 Training Slides 
 Workflow Chart (who gets notices/emails when) 
 Link to Blog 
 Open Lab Dates 
 Known Issues 
 Special HelpSU link requesting Authority 

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


Questions? 
 
 

Thank you for coming! 
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