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Introduction
When a candidate accepts their offer and completes their new hire form in CHRS Recruiting, they are given

access to the Employee Portal and assigned an onboarding task list. The task list contains items to be done
before their first day, on their first day, during their first week, and so on. Some of the items are required
while others are optional. Only the incoming employees can see these pages, but it may be helpful for
administrative staff, department chairs, and hiring managers to understand the employee’s point of view.

View the Employee Portal

Login to the Careers
Portal SAN JOSE STATE UNIVERSITY

1. The candidate can
login at any time
from the Careers
portal by clicking
Applicant Login (A)

Search Jobs by Keywords

Careers Listings@
Applicant Login o
Current opportunities

Set up Job Alerts
Filter Your Search Position Location Open Date Close Date
Work type Anthropology Lecturer Pool San José October 28, 2020 Open Until Filled
[ Instructional Faculty
Temporany/Lechrer (33) The temporary faculty pool is continuously open, and positions are filled as needed, based on student

O instructional Faculty - enroliment and funding.

Navigate to the

Employee Portal Welcome Joseph Home  Updmeprofile  Update resumé

1 . CI |C k GO to e m p I Oyee Congratulations and welcome to aur University. You can now access the Onboarding portal for important infermation relating to your new position. Go to employee portal
po rta I (A) Below you will find information regarding jobs to which you have applied. You may also update your profile information and/or change your password.

2. Incomplete and

S u b m |tted Incomplete applications

applications W|” be You have no incomplete applications.

displayed on the page Submitted applications

( B) . th e e m p | Oyee Please note that offer documents can be retrieved from within the “view application” link of the job.
/

Ca n Ch oose tO a Ct o n P Training Assistant - Staff Screening Class - 2020-08-27 (497326) View application Withdraw
San Jose
the applications at Applction submivted  Aus 2020 a 1:0pm PS.
an y tl me Current status: Application under consideration
» Collections Specialist - Schmidt (497378) View application | | ithdrawn
San Jose

Application submitted 28 Jul 2020 at 5:58pm PST.

Current status: Application under consideration

¥ Lecturer 12M0-B - Medders (497273) enaicai
San Jose
Application submitted 24 Jul 2020 at 11:47am PST.

Current status: Offer accepted paperwork received
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From the Onboarding
Portal the employee
can:

SAN JOSE STATE UNIVERSITY Welcome to San José State! University Personnel

1. Visit the University
Personnel website (A)

2. Visit the MyBenefits
section of the UP

website (B)
3. View and take action
on their tasklist (C) SJSU Home New Employees My Benefits
4. Watch a campus
video (D)
5. Receive a Your Tasklist

personalized greeting
(E) and welcome
message

Before your first day

. Due: 13 Jan 2023
SJ-SJSU/CSU Overview

S 5 Due: 13 Jan 2023
SJ-University Personnel Overview

Due: 13 Jan 2023
SJ-Payroll & Benefits

Welcome, Cynthia!

N Due: 13 Jan 2023
We look forward to meeting y!

to know before you arrive.

re are a few things you need SJ-Confirm receipt of SJSU ID and

email

To begin, please review your task list a ark items complete when you finish

them. You will find the task list to the right of this message or below it, S T e P Due: 13 Jan 2023
depending on your device. Each task has a due date and some items must be

completed before you arrive on campus for your first day of work. Due: 13 Jan 2023
SJ-Get Your Tower Card!
A few additional items we suggest reviewing before your arrival on campus:
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The Welcome Message

The candidate is
personally welcomed (F)
and provided important
information about their
task list and other
information that may be of
interest on campus
including:

1. Campus Map

2. Review My Benefits

3. Visit New Faculty,
Staff & MPPs

Welcome to San José State!

Icp;ggct -3 VVVeiA'r..A

Welcome, Cynthia!

We look forward to meeting you in person but there are a few things you need
to know before you arrive.

To begin, please review your task list and mark items complete when you finish
them. You will find the task list to the right of this message or below it,
depending on your device. Each task has a due date and some items must be
completed before you arrive on campus for your first day of work.

A few additional items we suggest reviewing before your arrival on campus:

» Review the campus map and locate University Personnel (D2) as well
as your office/work space

« Review My Benefits prior to meeting with your Benefits
Representative

« Visit New Faculty, Staff & MPPs to find information to help you
navigate your first days on campus

Congratulations on your new position at SJSU. We are excited to welcome you
to the Spartan community!

Completing a Task

1. When the employee
selects a task from
the task list, a small
window opens
containing
information about the
task (G); some tasks
contain links to
videos, some links to
webpages, and others
are purely
informational

2. Once the task is
complete, they
should click Mark as
completed (H)

SJ-University Personnel Overview
Stepdue: 13 Jan 2023

University Personnel supports all faculty, staff and
student employees in everything from benefits to
payroll to training. Our webpage is robust and provides
employees with information on every aspect of their
career at SJSU.

We recommend visiting these pages to get started:
New Faculty, Staff and MPPs
Our Teams

News

Mark as completed @ Close
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Completed Tasks

Your Tasklist
1. Once completed, the

task is crossed off on -
the list and a
checkmark appears

where the due date Before your first day
was previously (I) - Due: 13 Jan 2023
Note: Depending on SJ-SJSU/CSU Overview
your browser, the
. Due: 13 Jan 2023
task may appear as if SJ-University Personnel Overview
it’s underlined as
2023
opposed to crossed $J-Payroll & Benefits
out.
2. To view additional SJ-Confirm receipt of $JSU ID and

tasks, the employee
can use the scroll
arrows at the top and
bottom of the list (J) SJ-New Hire Paperwork and Packet

Jan 2023
SJ-Get Your Tower Card! E an
v

email

Due: 13 Jan 2023
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