HRDI Forms Guide

This guide is designed to guide you through logging in to the HRDI Forms portal

as well as a navigation through the portal tabs and functionality.

Logging In
1. Log on to the campus portal.

View instructions on how to log on to the campus portal.

2. Enter Adobe into the search bar on the left of your portal.

T CSUF Portal

. Tiles
.y Tuffy
d /staff/Student/alu
in LinkedIn Learning & Employee Training Center
| @ Zoom
Q, adobel =Tk |
Apps Favorite History
Portal Message
USER APPS C5U Fullerton Planned Maintenance

Titan Online, Student Center, Faculty Center, Employee Self-Service, Manager Self-
Service, TDA, CS, and HR will not be available during the planned maintenance

Adobe Experience i )
window Thursday 12/09 7:00 pm to 10:00 pm.

I\ Manager (AEM) o7
Forms Portal

CSU-CO Monthly Maintenance
CFS, OBIEE-Dashboard (DW), and Employee Training Center (ETC) will not be
Adobe Experience available during the planned maintenance window Saturday 12/11 10:00 pm to
F\ Manager (AEM) v Sunday 12/12 9:00 am.
Workflow Inbox

YOU@fullerton is a tool designed to help students find articles, videos, and campus

3. Click on Adobe Experience Manger (AEM) Workflow Inbox or
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Adobe Experience Manager (AEM) Forms Portal.

=
1, CSUF Portal
) Tiles
8. Tuffy
/Staff/Student/Alu
in LinkedIn Learning &2 Employee Training Center
‘ QL adobel ‘ @ Zoom
Apps Favorite History
Portal Message
USER APPS CSU Fullerton Planned Maintenance
Titan Online, Student Center, Faculty Center, Employee Self-Service, Manager Self-
: ice, TD S, a availa i a aint
Adobe Experience Sgr\;lce. EA, (;\,, nd.I-R will not be available during the planned maintenance
Y Manager (AEM) ﬁ? window Thursday 12/09 7:00 pm to 10:00 pm.
Forms Portal CSU-CO Monthly Maintenance
CFS, OBIEE-Dashboard (DW), and Employee Training Center (ETC) will not be
Adobe Experience available during the planned maintenance window Saturday 12/11 10:00 pm to
e F\\ Manager (AEM) ﬁ Sunday 12/12 9:00 am.
Workflow Inbox
YOU@fullerton is a tool designed to help students find articles, videos, and campus

A. Adobe Experience Manager (AEM) Forms Portal will take you to the list of
available forms so you can create a new form.

B. Adobe Experience Manager (AEM) Workflow Inbox will take you directly to the
existing forms that are waiting for your review/approval.
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4. Enter your campus username and password. Then click Sign In.

Welcome to Adobe Y
Experience Manager B

An Adobe Experience Cloud solution: All the
tools you need to solve these complex digital
business challenges. Learn More

B signin

A. Enter your campus username and password. This is the same information you
use to log on to the campus portal.
B. Then click Sign In.

5. You can now start a new form or select an existing form to
review.

b~ Inbox Create

Employee Review Medium il e jhalpert Staff Performance Evaluation Units 2,5, 7 and 9 Act day
i i jhalpert 800123456 Jnalp taff Performance Evaluatio 52,57 an ctive a day age

CSUF Forms

HOME MY FORMS MY DRAFTS MY TASKS HELP

Type here to search

Form Name & Actions

10_12_11_12_PayPlan (Compensation Services)
Catastrophic Leave Donation (Payroll Services/Total Wellness)

Catastrophic Leave Request (Total Wellness)

Delegation of Authority Change (Payroll Services)

ﬁh\ﬁh\ﬂ

Dock Notice (Payroll Services)

Title Priority Description Assignes Project Waorkflow Status Start Date Due Date
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Navigation

Tabs
To navigate through the form, click on the side tabs

The amount and names of tabs will differ from form to form (as shown in the

examples below)

Employee Transfer Data

To know about Employee Transfer Data Click here

To : Appointing Department From : Releasing De
California State University Fullerton
Payroll Deduction Appointing Address Releasing Address
é 800 N. State College Blvd. Fullerton, CA 92631
Tax Withholding
Section Il
Section llI :
Afttention Public
Telephone Number :
Personnel Services Specialist Public
/ Payroll Technician
Y Telephone Number :
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VSP COBRA

ELECTION OF CONTINUED VISION COVERAGE THROUGH COBRA

Applicant Information Group Name Date of

CALIFORNIA STATE UNIVERSITY #30059426
Dependant

Information
ELECTING CONTINUATION OF VISION CARE COVERAGE:

Under COBRA, federal regulations specify that you and/or your dependeni
the date of continuation of coverage/COBRA notice, or the date of the loss
days from the date of election to submit the first payment to VSP.

DESCRIPTION OF QUALIFYING EVENT

I Disabled on the date of qualifying event I Reduc

Action buttons

There are 4 action buttons located at the bottom of each form

VSP COBRA

ELECTION OF CONTINUED VISION COVERAGE THROUGH COBRA

Applicant Information Group Name Date of Qualifying Event COBRA Coverage Begins

CALIFORNIA STATE UNIVERSITY #30059426 [:_i U

Dependant
Information

ELECTING CONTINUATION OF VISION CARE COVERAGE:

Under COBRA, federal regulations specify that you and/or your dependent(s) have 60 days (the “Election Period”) from the later of
the date of continuation of coverage/COBRA notice, or the date of the loss of coverage to elect to continue participation, and 45
days from the date of election to submit the first payment to VSP.

DESCRIPTION OF QUALIFYING EVENT

" Disabled on the date of qualifying event ' Reduction of hours

" Legal separation or divorse ~ Retiree

" Dissolution of Registered Domestic Partnership ~ Surviving Dependents / Widow
"I Loss of child's dependent status " Termination of employment

ELIGIBILITY PERIOD

1 18-month coverage 1 29-month coverage 1 36-month coverage
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Generate PDF

The Generate PDF button will open up a PDF copy of the form

Generate PDF Reset

=
The Reset button will clear the form of inputted content

Reset

Save

The Save button will save the form

Generate PDF Save

Submit
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The Submit button will allow you to submit the form for the next step in the

workflow

Generate PDF m Save

My Tasks Navigation

Task Details Panel

By default the Task Details Panel will be collapsed

To open it, click the double arrow caret

d Submit B Save

* @ Form Workflow Details

Employee Information

School-Related
Information

Course Information

Request
Reimbursement of
Application Fee

Tax Implications

Authorizations

Immediate Supervisor
Review And/Or
Authorization

Faculty and Staff Employee Fee Waiver Application

EMPLOYEE INFORMATION
*Empl ID
800123456
* Department
IT
JOB-RELATED INFORMATION

* Bargaining Unit
R09
* Probation Status

Tenure @ Perm  Probationary

Temp Status

Temporary

Supervisor Review

* First Name

Wanda

* Email

wmaximoff@ FULLERTON.edu

*Job Code

0123

Other

End Date

mm/dd /yyyy

* Last Name

Maximoff

* Are you on Leave?

Yes © No

Ful-time  Part-time

Generate PDF
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EIFULLERTON

INFORMATION TECHNOLOGY

Upon clicking the double arrows, the Task Details Panel will show

4 Submit Save &2 Delegate X

Supervisor Review

/ - \ « :
Description Form  Workflow Details

Wanda Maximoff 800987654

Faculty and Staff Employee Fee Waiver Application

Status
ACTIVE

Employee Information

EMPLOYEE INFORMATION

Start Date

School-Related
3/25/2021 4:1:54 PM Information *Empl ID * First Name * Last Name

800087654 Wanda Maximoff

Workflow Course Information
Employee Fee Waiver — R * Email

Request

e ——— REIEEEI I m wmaximof{@FULLERTON.EDU

Application Fee

Tax Implications JOB-RELATED INFORMATION

Authorizations * Bargaining Unit *Job Code * Are you on Leave?

R09 Yes © No
Immediate Supervisor

R And/Or

kgl * Probation Status

Authorization

Tenure © Perm ( Probationary ~ Other

Temp Status End Date

- Full-time ~ Part-time
Temporary mm/dd/yyyy

Generate PDF

To close the Task Details Panel click the double arrow caret again

4 Submit Save &2 Delegate X

Supervisor Review

Description » @ Form  Workflow Details

Wanda Maximoff 800987654

Faculty and Staff Employee Fee Waiver Application

Status
ACTIVE

Employee Information

EMPLOYEE INFORMATION

Start Date

School-Related
3/25/2021 4:1:54 PM Information *Empl ID * First Name * Last Name

800087654 Wanda Maximoff

Workflow Course Information
Employee Fee Waiver * Department * Email

Request

REIEEEI I m wmaximof{@FULLERTON.EDU

Application Fee

Tax Implications JOB-RELATED INFORMATION

Authorizations * Bargaining Unit *Job Code * Are you on Leave?

R09 Yes © No

Immediate Supervisor
Review And/Or
Authorization

* Probation Status
Tenure © Perm ( Probationary ~ Other

Temp Status End Date

- Full-time ~ Part-time
Temporary mm/dd/yyyy

Generate PDF

Submit

Step 1:
Click the Submit button
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BIFGLLERTON

....... (ATION TECHNOLOGY.

<4 Submit B save a2 Delegate 4

Step 2: (Optional)

Leave comments in the Comments(Optional) field

CONFIRM

You are going to perform the following
action:

Submit

Comments(Optional)

Type your comments here

CAMNCEL ‘ CONFRM

Step 3:

Click on the Cancel or Confirm button:

+ Cancel to cancel submitting the document
 Confirm to proceed in submitting the document
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BIFGLLERTON

uuuuuu (ATION TECHNOLOGY.

CONFIRM

You are going to perform the following
action:

Submit

Comments(Optional)

Type your comments here

‘ CAMCEL ‘ CONFIEM

Save

Step 1:
Click the Save button

4 Submit | B Save | &% Delegate %

If you have not completed the form (required fields), the page will not save and show
what required fields are missing by noting in red

HRDI Forms Guide // Downloaded: 07-28-2023 // Disclaimer: This document is only valid as of the day/ Page 10
time when it is downloaded. Please view the original web document for the current version.



Supervisor Review

Form Workflow Details

Faculty and Staff Employee Fee Waiver Application

Employee Information

Immediate Supervisor Review
School-Related

JEETTECLT 1. Are you granting employee's request for release time to take one of the above fee O Yes @ No

waiver course?

Course Information

Request 2. Will the course(s) require a change in the employee's work O Yes O No List days and times
Reimbursement of schedule?

Application Fee

Immediate Supervisor Approval

Tax Implications

Authorizations [ Please indicate that you have completed the review

This Field is a required field

Immediate Supervisor
Review And/Or * Print Name * Signature * Date * Recommend

Authorization _
mm/dd / yyyy @ Approval O Denial

This Field is a required field This Field is a required field This Field is a required field.

Comments

Generale PDF

Once you have included all required fields, upon clicking the Save button, the screen
will refresh with a Save confirmation message

Saved

This task has been successfully sawve

Delegate

To set a delegate (assign another person to process the document in question), you
will need to specify the delegate
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EIFGLLERTON

uuuuuu (ATION TECHNOLOGY.

Step 1:
Click the Delegate button in the upper right hand corner

d Submit B save a2 Delegate

Step 2:
Click the User drop-down caret

Delegate Item

zer

Happy Hogan

Comments{Optional)

CANCEL SUBMIT

Step 3:
Select the appropriate user to delegate to
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EIFGLLERTON

uuuuuu (ATION TECHNOLOGY.

Delegate Item

User

Happy Hogan =

Happy Hogan

Clint Barton

Phil Coulson
Christine Everhart
Nick Fury

Maria Hill

Pepper Potts
Tony Stark

Step 4: (Optional)

Leave comments in the Comments(Optional) field

Delegate ltem

ser
Maria Hill

Comments{Optional)

CANCEL SUBMIT
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EIFGLLERTON

uuuuuu (ATION TECHNOLOGY.

Step 5:
Click on the Cancel or Submit button:

+ Cancel to cancel submitting the delegate specification
« Submit to proceed in submitting the delegate specification

Delegate Item

User
Maria Hill

Comments{Optional)

CAMNCEL SUBMIT

Step 1:
Click the Xicon

4 Submit B Save a2 Delegate

The screen will refresh to your My Tasks view

HRDI Forms Guide // Downloaded: 07-28-2023 // Disclaimer: This document is only valid as of the day/
time when it is downloaded. Please view the original web document for the current version.

Page 14



CSUF Forms

HOME MY FORMS MY DRAFTS MY TASKS ADMINISTRATION ~

4 Title

Department Chair Review

HR Compensation Review

HR Compensation Review

HR Compensation Review

HRDI/Total Wellness Review

HRDI/Total Wellness Review

Supervisor Review

Supervisor Review

Supervisor Review

Department Chair Review

Priority
MEDIUM
MEDIUM
MEDIUM
MEDIUM

MEDIUM

MEDIUM

MEDIUM
MEDIUM
MEDIUM

MEDIUM

Description

INFORMATION TECHNOLOGY

Assignee Workflow
Employee Fee Walver
Personnel File Access
Personnel File Access
Personnel File Access

Employee Fee Waiver

Employee Fee Waiver

Employee Fee Waiver
Employee Fee Waiver
Timebase Change Request

Employee Fee Waiver

Status

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

Start Date

4/7/2021 9:41:24 AM

4(7/2021 9:32:50 AM

4/7/2021 9:31:24 AM

4{7/2021 9:26:37 AM

4{7/20217:18:37 AM

4/7/2021 5:10:11 AM

4/7/2021 5:8:9 AM

4/7/2021 4:57:52 AM

4/7/2021 4:41:39 AM

4(7/2021 2:12:38 AM

Due Date

Show | 10 [ entries

Forms Tabs

My Forms Tab

To search for a form:

A) Utilize the search bar

Showing 1 to 10 of 381 entries

B) Utilize the page buttons for a manual search

% | CSUF Forms

HOME MY FORMS MY DRAFTS MY TASKS ADMINISTRATION v

Form Name
10.12.11.12_PayPlan
Appeals
Catastrophic Leave Donation (Total Wellness)
Catastrophic Leave Request (Total Wellness)
Certificate Of Eligibility
CMS 634 Distributed
COBRA - Final Notice (Total Wellness)
COBRA - Initial Notice (Total Wellness)
COBRA - VSP Enroll (Total Wellness)

Cobra Enroll Delta

- gonn

Actions

LY

A A A A A A A A A

Show 10 Bentios

Launch a form:

Showing 11010 of 60 entries

@
s
B
B

Click on the arrow that coordinates to the document you would like to launch
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CSUF Forms

HOME MY FORMS MY DRAFTS MY TASKS ADMINISTRATION ~

Form Name o Actions
10.12_11.12_PayPlan A
Appeals ]

Catastrophic Leave Donation (Total Wellness) ]
Catastrophic Leave Request (Total Wellness) -
Certificate Of Eligibility #
CMS 634 Distributed

COBRA - Final Notice (Total Wellness)
COBRA - Initial Notice (Total Wellness)

COBRA - VSP Enroll (Total Wellness)

A A A W

Cobra Enroll Delta

Show 10 chrics Showing 1to 10 of 60 entries
2 3 4 B

My Drafts Tab

Any saved documents that you have not submitted will show in the My Drafts tab.

Note: You will not be able to view drafts saved by other users.

Locate draft:

A) Utilize the search bar

B) Utilize the page buttons for a manual search
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EIFULLERTG

INFORMATION TECHNOLOG

| CSUF Forms

HOME MY FORMS MY DRAFTS MY TASKS ADMINISTRATION ~

Form Name 4 pescription Date Modified Actions
Department Chair Review 32 Days Ago @ 4+ 7
HR Compensation Review 22 Days Ago @ [ ]
HRDI/Total Wellness Review 15 Hour 47 Minutes Ago @ + i
Supervisor Review 26 Days Ago @ + ¥
Department Chair Review 26 Days Ago @ 4+ 0
COBRA - V'SP Enroll 26 Days Ago ©® + W
COBRA - VSP Enroll 26 Days Ago @ 4+ ¥
COBRA - VSP Enroll 27 Days Ago ©® + W
Cobra Final Notice 54 Days Ago @ 4+ ¥
Dependent Fee Waiver Application 69 Days Ago @ + W

Show | 10 Ecnmcs Showing 1 to 10 of 21 entries —T==T==m

©

Show Saved Form:

Click on the 'eye' icon

| CSUF Forms

HOME MY FORMS MY DRAFTS MY TASKS ADMINISTRATION ~

Form Name *  Description Date Modified Actions
Department Chair Review 32 Days Ago @ + 0
HR Compensation Review 22 Days Ago # @ [ ]
HRDI/Total Wellness Review 15 Hour 47 Minutes Ago @ + ¥
Supervisor Review 26 Days Ago @ 4+ ¥
Department Chair Review 26 Days Ago @ + ¥

Start a new form (with current form data):

Click on the "'plus' icon
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INFORMATION TECHNOLOGY

CSUF Forms

HOME MY FORMS MY DRAFTS MY TASKS ADMINISTRATION ~

Form Name “  Description Date Modified Actions
Department Chair Review 32 Days Ago @ + ¥
HR Compensation Review 22 Days Ago # % + }
HRDI/Total Wellness Review 15 Hour 47 Minutes Ago @ + ¥
Supervisor Review 26 Days Ago @ + ¥
Department Chair Review 26 Days Ago ® + ¥
Delete:

Click on the 'trash' icon

| cSUF Forms

HOME MY FORMS MY DRAFTS MY TASKS ADMINISTRATION ~

Form Name *  Description Date Modified Actions
Department Chair Review 32 Days Ago ® + 0
HR Compensation Review 22 Days Ago # @ i
HRDI/Total Wellness Review 15 Hour 47 Minutes Ago @ + ¥
Supervisor Review 26 Days Ago @ + ¥
Department Chair Review 26 Days Ago @ 4+ 7

My Tasks Tab

Viewing Tasks:

You can view the tasks by list view or icon view

For list view, click on the list button
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EIFULLERTON

INFORMATION TECHNOLOGY

CSUF Forms

HOME MY FORMS MY DRAFTS MY TASKS ADMINISTRATION ~

4 Title Priority Description Assignee Workflow Status Start Date Due D
Department Chair Review MEDIUM Employee Fee Waiver ACTIVE  4/7/20219:41:24 AM
HR Compensation Review MEDIUM Personnel File Access ACTIVE  4/7/20219:32:50 AM
HR Compensation Review MEDIUM Personnel File Access ACTIVE  4/7/20219:31:24 AM
HR Compensation Review MEDIUM Personnel File Access ACTIVE  4/7/2021 9:26:37 AM
HRDI/Total Wellness Review MEDIUM Employee Fee Waiver ACTIVE  4/7/20217:18:37 AM
HRDI/Total Wellness Review MEDIUM Employee Fee Waiver ACTIVE  4/7/20215:10:11 AM
Supervisor Review MEDIUM Employee Fee Waiver ACTIVE  4/7/20215:8:9 AM
Supervisor Review MEDIUM Employee Fee Waiver ACTIVE  4/7/2021 4:57:52 AM
Supervisor Review MEDIUM Timebase Change Request ACTIVE  4/7/2021 4:41:39 AM
Department Chair Review MEDIUM Employee Fee Waiver ACTIVE  4/7/20212:12:38 AM

Show | 10 [ entries

Showing 1 to 10 of 381 entries

For icon view, click on the icon button

%) | csUF Forms

HOME MY FORMS MY DRAFTS MY TASKS ADMINISTRATION ~

Department Chair Review

HR Compensation Review

HR Compensation Review

— |

HR Compensation Review

MEDIUM MEDIUM MEDIUM MEDIUM
4/7/2021 9:41:24 AM 4/7/2021 9:32:50 AM 4[7/20219:31:24 AM 4(7/2021 9:26:37 AM

ACTIVE ACTIVE ACTIVE ACTIVE
HRDI/Total Wellness Review HRDI/Total Wellness Review Supervisor Review Supervisor Review

MEDIUM MEDIUM MEDIUM MEDIUM
4/7/2021 7:18:37 AM 4/7/2021 5:10:11 AM 4(7/2021 5:8:9 AM 4/7/2021 4:57:52 AM

ACTIVE ACTIVE ACTIVE ACTIVE

Locate task:

A) Utilize the search

bar

B) Utilize the page buttons for a manual search
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| csUF Forms

HOME FORMS CATALOG MY DRAFTS MY TASKS

4 Title

a HR Benefits Review
(m] HR Review

(m] HR Review

O Payroll Review

O Manager Review

O Payroll Review

(m) Manager Review

[m] HR Benefits Review

o HR Compensation Review

HR Compensaticn Review

Priority

MEDIUM

MEDIUM

MEDIUM

MEDIUM

MEDIUM

MEDIUM

MEDIUM

MEDIUM

MEDIUM

MEDIUM

INFORMATION TECHNOLOGY

Description Asignee

HR-Benefits-
Reviewers

HR-Benefits-
Reviewers

HR-Benefits-
Reviewers

Payroll -
Reviewers

anperez

Payroll -
Reviewers

ssmith

HR-Benefits-
Reviewers

HR-
Compensation-

Review

jluzzi

Workflow

Domestic Partner Certification

Catastrophic Leave Request

Catastrophic Leave Request

Catastrophic Leave Donation

Career Development Plan

Catastrophic Leave Donation

Career Development Plan

Domestic Partner Certification

Personnel File Access

New Position Description - Staff

Status

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

ACTIVE

Start Date

2/22/2021 3:25:56 PM

2/22/20213:21:24 PM

2/22/20213:17:40 PM

2/22/20213:15:12 PM

2/22/20213:10:43 PM

2/22/20213:8:48 PM

2/22/20212:59:19 PM

2/22/20211:55:11 PM

2/22/2021 4:43:55 AM

2/22/20213:36:2 AM

Due Date

Show entries

Open Task:

Showing 110 10 of 208 entries

Check the box that coordinates to the tasks you would like to open

CSUF Forms

HOME MY FORMS MY DRAFTS

MY TASKS ADMINISTRATION ~

F

Title

Department Chair Review

HR Compensation Review

HRDI/Total Wellness Review

Supervisor Review

Department Chair Review

Priority
MEDIUM
MEDIUM
MEDIUM
MEDIUM

MEDIUM

Click the Open button
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CSUF Forms .

Iopen elegate X

Type here to search E HH
4 Title Priority Description Asignee Workflow Status Start Date Due Date

O HR Benefits Review MEDIUM HR-Benefits- Domestic Partner Certification ACTIVE 2/22/2021 3:25:56 PM
Reviewers

HR Review MEDIUM HR-Benefits- Catastrophic Leave Request ACTIVE 2/22/2021 3:21:24 PM
Reviewers

The page will refresh to show your open document

In the upper right hand corner there are several buttons for your use:

« Submit

« Save
Delegate
+ Exit

« Submit B Save &% Delegate x

Supervisor Review

» Form Workflow Details

Faculty and Staff Employee Fee Waiver Application

Employee Information
EMPLOYEE INFORMATION

School-Related
Information *Empl ID * First Name * Last Name

Course Information

* Department * Email
Request
Reimbursement of
Application Fee
Tax Implications JOB-RELATED INFORMATION
Authorizations * Bargaining Unit * Job Gode * Are you on Leave?

Yes @ No

Immediate Supervisor
Review And/Or
Authorization

* Probation Status
Tenure @ Perm ) Probationary  Other

Temp Status End Date

st Full-time « Part-time
Temporary mm/dd/yyyy

Generate PDF

Need More Help?

For questions or assistance, please contact HRDI at:

hrdievaluations@fullerton.edu
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