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POSTDOCTORAL SCHOLAR

Definition and Common Acronyms




WHAT IS A POST

o Definition from Research Policy Handbook,
Chapter 10.3

“A Stanford POSTDOCTORAL SCHOLAR is a non-
matriculated trainee, in graduate student status,
in residence at Stanford University pursuing
advanced studies beyond the doctoral level in
preparation for an independent career.

Postdoctoral Scholars are appointed for a limited
period of time and may participate on Stanford
research projects and/or may be supported by
external awards or fellowships. In all cases, their
appointment at Stanford is for the purpose of
advanced studies, research, and training under
the mentorship of a Stanford faculty member.”
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DOCTORAL SCHOLARY

A researcher at Stanford who has received
a doctoral degree:

« PhD, MD, PhD/MD, DVM, PsyD, JD

A non-matriculated, non-degree seeking
student

Is NOT in graduate student, postdoc, or
employment status with another institution,
anywhere else

The Postdoc Administrator is responsible for
knowing postdoctoral eligibility before

starting a postdoctoral appointment
https://postdocs.stanford.edu/policy




OPA:
Postdoc:
VSR:
GFS:
J-1:

- DS-2019:

OPT:
« EAD:

H-1B:
RPH:
GME:

COMMON POST

DOC ACRONYMS

Office of Postdoctoral Affairs

Postdoctoral Scholar, Postdoctoral Fellow, Research Scholar (used interchangeably)
Visiting Student Researcher (NOT a Postdoc; appointed by Registrar’s Office)
Graduate Financial Support (system used to pay Postdocs)

J-1 Scholar Exchange Visitor Visa (expected visa status for international scholars)
Stanford-issued document; Postdoc takes to US embassy to get J-1 visa

Optional Practical Training (training period for postdocs on F-1 visa)
Employment Authorization Document (EAD card for F1 OPT, also J-2, H-4, advance parole)

Employment Visa (requires policy exception approval)
Research Policy Handbook (university policy resource)

Graduate Medical Education office (School of Medicine only)



POSTDOCTORAL ADMINISTRATORS

Responsibilities and Resources
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POSTDOC ADMIN:
RESPONSIBILITIES

* Primary resource for policy implementation and guidance to Faculty and Postdocs in your department:

Initiate appointments, monitor extensions, monitor funding, and initfiate terminations
Orient new Postdocs to Stanford and department/lab:
» Pre-arrival communication, arrival meeting, onboarding, and ongoing resource
Enroll Postdoc in mandatory Postdoc Benefits Orientation
Identify training requirements for Postdocs, monitor compliance
Ensure Postdocs have current appointments and are correctly funded
Advise Faculty on all policy-related matters (appointment term limits, visa restrictions, etc.)
Prepare necessary web forms and documentation for OPA review and approval
Maintain complete and accurate postdoc records
Attend Quarterly Postdoctoral Administrator meetings

Advocate for network building opportunities — include Postdocs in department functions, i.e., email lists,
academic and social activities where they will become part of the unit/lab

https://postdocs.stanford.edu/postdoctoral-administrators/new-administrators/administrator-responsibilities
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POSTDOC ADMIN:
OPA RESOURCES

e OPA’'s Website Contains:

» All Policy and Procedural Information

» Postdoc Admin Home Page

« PD Web Forms Training Slides and Job Aids
» Postdoctoral Benefits Information

« Postdoc Administrator Blog

« Searchable archive of historical policy memos and quarterly
meeting presentation slides

http://postdocs.stanford.edu
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POSTDOC ADMIN:
OPA RESOURCES

« OPA Managers, by School

* School of Medicine
 Alistair Murray
« glistair@stanford.edu
« (650) 498-7618

 All other Schools and Dean of Research groups/independent labs
« Tammy Wilson
e tiwilson@stanford.edu
« (650) 380-1283

hitps://postdocs.stanford.edu/about/staff




POSTDOC A
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DMIN:

OPA RESOURCES

 Department/Lab Orientation
* Prepare a packet for New Postdocs

» Create an onboarding checkilist:

https://postdocs.stanford.edu/postdoctoral-administrators/orientation-toolkit-administrators

« "Getting Started at Stanford” for Postdocs:
https://postdocs.stanford.edu/onboardingchecklist

* Find the answers: People and Offices to Support You

https://postdocs.stanford.edu/current-postdocs/people-and-offices-support-you
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POSTDOC ADMIN:
OPA RESOURCES

« Postdoc Administrator’s Mentoring Group

» Expert Postdoc Administrators who volunteered to be available to
other Postdoc Administrators to answer policy and process
questions and to inspire interdepartmental collaboration among all
Postdoc Administrators

« Other Admins are a great resource for sharing information on
department-level processes, reports, templates, etc.

« Submit a Service Now Help Ticket to be connected to a Postdoc
Admin Mentor

https://postdocs.stanford.edu/postdoctoral-administrators/mentoring-group-postdoctoral-administrators
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POSTDOC ADMIN:
OPA RESOURCES

« Subscribe to your School-specific email list for updates on OPA
quarterly meetings, policy changes, program announcements:

Dean of Research Groups — dor-postdoc-admins@lists.stanford.edu

School of Humanities & Science — humsci-postdoc-admins@lists.stanford.edu

School of Earth Sciences — ses-postdoc-admins@Iists.stanford.edu

School of Engineering — soe-postdoc-admins@Iists.stanford.edu

School of Education - suse-postdoc-admins@lists.stanford.edu

School of Medicine — som-postdoc-admins@lists.stanford.edu

« Other Helpful Mailing Lists to Join

« GFS updates — gradfinsupport
« Bechtel I-Center updates — icenter-immigration-updates

« Subscribe Here: htips://uit.stanford.edu/service/mailinglists/tools
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DMIN:

OPA RESOURCES

» Professional Development Opportunities for Postdoc Admins

 The Office of Postdoctoral Affairs and other central offices
training for staff who manage postdocs

provide

 Review Access to Postdoc Web Forms System for details

« Benelogic Training

« GFS Salary Policy and Entry
» J-1 Scholar and H-1B Visa

» Clinical Appointments

https://postdocs.stanford.edu/postdoctoral-administrators




* Personalized help with GFS:
» Service Now Help Ticket 1o GFS
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POSTDOC WEB FORMS

Roles, Training and Authority, Confidentiality




POSTDOC WEB FORMS:
ROLES

* Required - Admin (Role #1 Entry/Verify)
 Creates and verifies web forms for submission to OPA

* Required - Depariment Manager/DFA (Role #3 Approver)
* Requests authority for all Roles

« Approves web forms prepared by Admin (Role #1) and
Coordinator (Role #2)

« Optional - Coordinator (Role #2) not used in most departments

« Reviews the work of one or more Role #1 Admin(s) before Department
Manager/DFA approval

https://postdocs.stanford.edu/postdoctoral-administrators/new-administrators/gain-access-postdoc-web-forms-system
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POSTDOC WEB FORMS:
TRAINING AND AUTHORITY

» Postdoc Policy and Web Forms Training Request Form

» Required for Postdoc Admin (Role #1) and Coordinator
(Role #2)

* Not required for Department Manager/DFA (Role #3)

» Request form sends email to Department Manager/DFA (Role
#3) to confirm authority granting

https://postdocs.stanford.edu/postdoctoral-administrators/new-administrators/gain-access-postdoc-web-forms-system
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POSTDOC WEB FORMS:
CONFIDENTIAL INFORMATION

» Information entered in Postdoc Web Forms are Student
Records, subject to the Family Educational Rights and
Privacy Act of 1974 (FERPA)

» Postdocs can request access to their postdoc records

» PeopleSoft sends a nofification to Postdoc of any change
being made to their records

» Confidential, performance review, or other sensitive
information should not be entered into Postdoc Web Forms




THE POSTDOCTORAL APPOINTMENT

Criteria, Processing Timelines, Policy Exceptions, SUNet ID Sponsorship




Registration fee:
Start date:

FTE basis:
Minimum term:
Maximum term:
Extensions:

éth Training Year:
Funding level:
Funding source:

Benefits:
Unpaid Leave:
Start date:
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POLICY:
APPOINTMENT CRITERIA

$125 per quarter, paid by Dean (SOM) or Provost (University)

Within 3 years of PhD conferral or 6 years of MD conferral

Full time, 100% FTE required

? months for new appointments

60 months (5 years) combined (all institutions) TOTAL term limit

In increments of days, weeks, months, years (up to 60 month term limit)
Policy exception approval required for 6 years combined TOTAL term limit
Minimum funding amount required, no maximum funding limit

Allowable department funds, research grants, tfraining grants, or external fellowships,
in any suitable combination of sources; postdocs cannot be self-supporting

Medical, dental, vision, disability, and leave benefits
9?0 day maximum leave period
Up to 30 days retroactive for good cause (valid work status required)

https://postdocs.stanford.edu/policy

-
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PROCESS:
APPOINTMENT PROCESSING TIMELINES

« Appointments should be submitted to OPA with ALL Required Supporting Documents early
enough to allow for adequate processing time at OPA and Bechtel I-Center (if international)

« US Citizens, Permanent Residents, F1 Visas Holders with OPT:
« 5-7 business days prior to the requested appointment start date
« J-1 Scholars:
« 2-3 months prior to the requested appointment/visa start dates
« H-1B Visas Holders:
* 3-4 months with premium processing; requires premium processing fee

« Submitting a Recommendation Form with incomplete supporting documents or insufficient proof of
doctoral degree will result in processing delays in the timeframes noted above

https://postdocs.stanford.edu/postdoctoral-administrators/appoint-postdoctoral-scholars
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POLICY EXCEPTIONS:
NEW APPOINTMENTS

« For new appointments that fall intfo the following categories, an approved
policy exception is required for appointment approval:

« Appointment term is less than 9 months

« Permitted only for Stanford PhD grads who need a few months to finish PhD work or
bridge time 1o a new position elsewhere

 PhD conferred more than 3 years ago, or MD conferred more than 6 years ago
« Joint appointments with other institutions

« How to Proceed:
« Submit an Other Type of Policy Exception smart sheet
« Give a brief description of the reason the policy exception is needed
 OPA will review the request and render a decision




-
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POLICY EXCEPTIONS:
EXISTING APPOINTMENTS

 Over the course of a postdoctoral appointment, circumstances may change
such that a policy exception review is needed for the appointment to

continue
« Examples:

« Reduction of required 100% FTE
« Generally approved only for cases of medical illness or injury, or baby-bonding
* Unpaid leave of absence more than 90 days

« How to Proceed:

« Submit a Temporary FTE Reduction smart sheet (for reduced FTE) or an Other Type
of Policy Exception smart sheet (for extended unpaid leave)

* The request should explain the need for and benefit of the policy exception,
duration of the exception, and any other important detaqils

« OPA will review the request and render a decision




__________
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POLICY EXCEPTIONS:
SUPPORTING DOCUMENTS REQUIRED

» Policy Exception for a Sixth Year of Postdoctoral Training

 New appointments with previous research experience that include a
6th year of combined total research experience may be permitted if
approved by the Faculty Subcommittee

* The maximum term limit is 72 months
« Requires additional supporting documents

» Follow the Request a Sixth Training Year Policy Exception smart sheet
dashboard for instructions
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PROCESS:
SUNET ID SPONSORSHIP

* A SUNet ID and Stanford email address are included as part of the postdoc appointment
« OPA creates the Student ID (Empl ID) number after the appointment is approved
« The Postdoc uses the Student ID to create a SUNet ID
* In some cases, the department may wish to sponsor a SUNet ID in advance of the
appointment approval
» Please ensure proper procedures are followed to avoid creation of a duplicate ID
« Conduct a SEARCH/MATCH in AXESS to determine if there is an existing Student |ID
 If Admin does not have access to SEARCH/MATCH, contact OPA to do the search

 Make a note of the existing or newly created Student ID in the “Notes to Approver”
on the Recommendation Form to notify OPA
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THE POSTDOCTORAL APPOINTMENT

Who Can Sponsor a Postdoc, Budgeting for a Postdoc, Determining
Candidate Eligibility!
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POLICY:
WHO CAN SPONSOR A POSTDOCTORAL APPOINTMENT?

Faculty Sponsors Must be Members of the Professoriate

« Tenure Line Faculty (UTL) « Medical Center Line Faculty (MCL)
« Assistant Professor « Assistant Professor
« Associate Professor « Associate Professor
» Professor » Professor
* Non-Tenure Line Faculty (NTL-) « Other Faculty Designations
« Assistant Professor (Research) « Assistant Professor (Subject to PhD)
« Associate Professor (Performance, « Senior Fellow at designated policy
Teaching, Research) centers and institutes (defined in section 2.3.2)
» Professor (Applied Research, Clinical, « Center Fellow at designated policy

Performance, Teaching, Research) centers and institutes (defined in section 2.3.2)
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POLICY:
WHO CAN SPONSOR A POSTDOCTORAL APPOINTMENT?

« Cannot Be a Faculty Sponsor
» School of Medicine
« Clinician/Educators (C/E) line appointed as:
» Clinical Instructor (unless granted a policy exception)
« Senior Staff Scienfist
 Staff Scientist
« Courtesy Professorships
« Adjunct Professorships




Funding minimum

« $68,238 annually as of 09/01/22
« Departments or Pl may set a higher funding level

Benefits Expense

Other Cost Considerations:

 Notincluded in this table due to variations across
schools

» Fringe Rates and/or Indirect Costs

« Work with your department’s Grants Manager
to determine if fellowship will incur these costs

» Research & Lab Expenses
« As needed or anticipated
« Conference & Presentation Expenses

« As needed or anticipated
hitps://postdocs.stanford.edu/budgeting-postdoctoral-fellowship

Coverage

Postdoc Only

Annual
insurance*

(paid in monthly

installments)

$10,753 +

29
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PROCESS:
BUDGETING FOR A POSTDOCTORAL APPOINTMENT

What is the Department’s Cost of a
Postdoctoral Appointment?

Minimum
Annual Salary**

$68,238 +

Minimum
Required Total
Funding

$78,991 +

PD + Spouse

PD + Children

PD + Family

$21,540 + $68,238 + $89,778 +
$17.475 + $68,238 + $85.714 +
$29,920 + $68,238 + $98,158 +

* Rates will likely increase Calendar Year 2023 effective January
1, 2023. Estimate a 5% increase for months Jan 2023-on.

** Minimum will likely increase Academic Year 2023-24 effective
gg%ember 1, 2023. Estimate a 4.5% increase for months Sep

-on.



-

30

PROCESS:
DETERMINE ELIGIBILITY

» After confirming that the Faculty can sponsor a Postdoc and that
adequate budget/funding exists, please confirm the Postdoc
Candidate is eligible 1o be appointed as a postdoc

* Predetermining eligibility avoids time wasted creating web forms for
an ineligible Candidate

« Obtain the following documents from the Candidate:
 Proof of doctoral degree
» Qutside funding letter(s), if any
« Current CV with dates in mm/yyyy-mm/yyyy formaf

* (yyyy-yyyy format is not adequate to calculate research experience)

https://postdocs.stanford.edu/postdoctoral-administrators/appoint-postdoctoral-scholars
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POLICY:
DETERMINE ELIGIBILITY

» Eligibility Criterion 1 - Completion of All Doctoral Degree Requirements

« Has the Candidate completed all degree requirements (PhD within the last 3
years or MD within the last 6 years) as evidenced by diploma, degree
certfificate, or letter of completione

- Review the Proof of Degree document
* If Yes, contfinue the eligibility review

* If No, degree requirements are not complete, the Candidate is NOT eligible
for a postdoc appointment

« Consider a Visiting Student Researcher appointment through the University
Registrar's Office, OR

« Delay postdoc appointment start date until all degree requirements are met
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POLICY:
DETERMINE ELIGIBILITY

- Eligibility Criterion 1 - Completion of All Doctoral Degree Requirements
* If the doctoral degree was conferred more than 3 years ago (PhD) or
more than 6 years ago (MD), approval of an appointment requires:
« An approved policy exception request
* Less than 51 months of previous research experience

 [f Candidate has more than 51 months of previous research experience,
he/she is NOT eligible for a postdoc appointment
« Consider a Visiting Scholar appointment through Faculty Affairs, OR

« Consider an Academic Staff-Research (AS-R) or Consultant appointment
through Human Resources
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POLICY:
PROOF OF DEGREE

 Proof of Doctoral Degree — Acceptable Documents

« Copy of doctoral diploma or degree certificate:
« English tfranslation required if issued in a foreign language

* In the absence of a diploma or degree certificate, a Letter of Completion is
acceptable IF:

« Letterisissued by a Registrar or equivalent central office (Graduate Studies, Dean,
Chancellor, etc.)

« Letter confirms the date ALL degree requirements were completed, including submission,
acceptance, and defense of thesis, and the expected date of degree conferral

« See examples: Sample Degree Verification Letter 1 ; Sample Degree Verification Letter 2
* Transcript: Must note degree earned and conferral date (unofficial copy ok)

« Stanford PhD graduates must upload proof of degree

https://postdocs.stanford.edu/postdoctoral-administrators/appoint-postdoctoral-scholars
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POLICY:
PROOF OF DEGREE

* Proof of Doctoral Degree - Unacceptable Documents
» Letter from the PhD Advisor or academic department

« Central office-issued letter that states all coursework is complete but
does not confirm all degree requirements have been meft (e.g.,
submission, acceptance, and defense of thesis)

» To facilitate visa processing for international Scholars, central office
letters noting an upcoming defense date may justify a review for a
condifional DS-2019 approval in advance of the appointment
approval

« See the Visas for International Scholars slides for more information
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POLICY:
DETERMINE ELIGIBILITY

» Eligibility Criterion 2 - Appointment or Employment Elsewhere

* Will the Candidate be appointed at another institution or employed elsewhere
concurrently with the Stanford postdoctoral appointment?

« Review the CV for a current appointment or employment elsewhere

« Confirm any current appointment or employment will end prior to the start date of
the Stanford postdoc appointment

« Carefully review outside funding letters and award contracts for language that

specifically states, or implies an affiliation or employment elsewhere (funding
called “salary”; tax withholdings, etc.)

* [f No, continue the eligibility review
* If Yes, the Candidate is NOT eligible for a postdoc appointment

« Consider a Visiting Postdoc or Visiting Scholar appointment through
Faculty Affairs
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POLICY:
DETERMINE ELIGIBILITY

» Eligibility Criterion 3 - Previous Research Experience

» Does the Candidate have any previous postdoctoral research
experience?¢

* Review the CV for previous appointments or employment that
included postdoctoral research experience

* If No, the Candidate IS eligible for a postdoctoral appointment
* If Yes, complete a Research Experience Calculator (see next slide)
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PROCESS:
RESEARCH EXPERIENCE CALCULATOR

« For Candidates with previous postdoctoral research experience:
« Complete a Research Experience Calculator Smart Sheet

« Review Research Experience Calculation Dashboard for instructions

* 1 to 51 months: the Candidate IS eligible for a postdoctoral appointment
(in accordance with postdoctoral policy term limits)

« 52+ months: the Candidate is NOT eligible for a postdoc appointment

« Consider an Academic Staff-Research or Consultant appointment
through Human Resources

* If Candidate is eligible, save the completed Research Experience
Calculator as a PDF for later use in the appointment process

https://postdocs.stanford.edu/postdoctoral-administrators/how-quick-links/calculate-months-experience-research-non-clinical
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APPLY YOUR KNOWLEDGE:
SPONSORSHIP, BUDGET, & ELIGIBILITY

* Real World Training Scenario:

* You are a new Postdoctoral Administrator for Pl David Lobell, a Professor of
Earth System Science, at the Freeman-Spogli Institute — Center on Food
Security and the Environment

» Prof Lobell asked you to appoint a new Postdoc for fall quarter

« Before sending the appointment invite, you must confirm these things:
« Prof Lobellis a member of the Professoriate who can sponsor a postdoc
« Prof Lobell confirmed he has sufficient funding for salary, benefits, and extras
« Postdoc Candidate is eligible to be appointed as a Postdoc at Stanford

* You obtain the Candidate’s contact information and the appointment
terms from Prof Lobell
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PROCESS:
INFORMATION NEEDED TO INITIATE APPOINTMENT

 Postdoc Candidate’s First and Last Names

« Postdoc Candidate’s email address
« Email address must be valid for use until the appointment is approved

« DO NOT use an email address previously used for a postdoc invite
» (department transfers or returning Stanford postdocs)

« Appointment start and end dates
« Annual funding amount and funding source

« Any other terms offered or required by the sponsoring Pl or department
* (e.g., moving expense reimbursement, teaching requirements, etc.)
* Follow your department’s internal practices and policies
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APPLY YOUR KNOWLEDGE:
GATHER INFORMATION NEEDED

Bab-ojeanzzg:?

* Real World Training Scenario:
« Professor Lobell provides the following information to you:
Candidate’s First and Last Naome: Robin Hood

« Candidate’s email address: robinhood7490@gmail.com
« Appointment start and end date: 09/01/2022 - 08/31/2023

« Annual funding amount: $68,238

« Funding source: Prof Lobell's research grant

Additional appointment terms:
« Up to $2,500 reimbursement for moving expenses
« Postdoc is required to tfeach a one quarter undergraduate class
* You email Robin, infroduce yourself, and ask him to send you PDF copies of
his doctoral degree and current CV
« Robin will be fully supported by Prof Lobell and has no outside funding
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APPLY YOUR KNOWLEDGE:
ELIGIBILITY

Robin’s Letter of Completion Robin's Current CV

Robin Hood

I]HWIBI'SI[!]] of Dckstord Robinhood7490@gmail.com
Registrar’s Difice —
1320 Undversity Lane =
B ek e 8 Sep 2014-Jun 2019 Doctor of Philosophy, University of Qcksford
‘Robbing the Rich to Feed the Poor”
June 15, 2019 Supervisor: Prof. F. Tuck

Sep 2012 — Jun 2014 Master of Science, University of Qcksiord
To Whom It May Concern: “Testing Technigues to Rob the Rich to Feed the Poor”
Supervisor: Prof. M. Marion

Re: Robin Hood Research Experience

The Academic Board of the University of Ocksford declares that Robin Hood, has Jul 2021 = Jun 2022 Plinceton University
been awarded the degree of Doctor of Philosophy, having defended a thesis Postdoctoral Scholar — Advanced Robbing Techniques
entitled “Robbing the Rich to Feed the Poor,” before an Examining Committee Supervisor: Prof. L. John

appointed by the Academic Board. The degree will be conferred at the next

Jun 2019 — Jun 2021 University of Qcksford
graduation ceremony to be held on September 14, 2019. A

Postdoctoral Scholar — Robbing and Feeding
Supervisor: Prof. F. Tuck

Sincerely,

Will Scarlett References

Registrar Prof. F. Tuck



et I EE SN T T NI ST 42

APPLY YOUR KNOWLEDGE:
ELIGIBILITY

* Real World Training Scenario:

« Eligibility Criterion 1 — Completion of All Degree Requirements
« Review Robin’s letter of completion
* Has Robin completed all doctoral degree requirements?
« Yes, confinue the eligibility review
« Was Robin’s PhD degree conferred within the last 3 years?

« No, the degree was conferred more than 3 years ago

« Calculate previous research experience to ensure it is within policy term limits
« Ifless than 51 months or less, include a policy exception request with the Recommendation Form
« Continue the eligibility review
* If more than 51 months, STOP
« Advise Prof Lobell that Robin is not eligible as a postdoc; consider another affiliation



T e _ 43

APPLY YOUR KNOWLEDGE:
ELIGIBILITY

* Real World Training Scenario:

« Eligibility Criterion 2 — Appointment or Employment Elsewhere
« Review Robin's CV

« Does Robin have an appointment or employment elsewhere?
« NoO, confinue the eligibility review

« Eligibility Criterion 3 — Previous Research Experience
« Review Robin’'s CV

* Does Robin have any previous postdoctoral research experience?
« Yes, complete a Research Experience Calculator spreadsheet
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_____ APPLY YOUR KNOWLEDGE:
ELIGIBILITY

* Real World Training Scenario:

) E(e)gfdogghc%(ﬁ gircljegr]rce:eRg k()]ilr?lillgg)%lr: for on data submitted in the Postdoc Research Experience

Calculator form.

Research experience was calculated for Robin Hood based

* Robin has 36 months of previous research
experience
« His first 12 months of research experience If revisions are needed, the totals noted below will change

was with his PhD advisor in his PhD lab and and a new Totals email will be sent.
can be discounted per policy as a
continuation of his PhD work

« After discount, Robin has 24 months of

previous research experience, and is eligible

for a postdoc appointment up to 3 years Combinegd Previous Research Experience (from all previous
« Next steps: appts)

« Save a copy of the Research Calculator
Totals email in PDF format

» Initiate a new appointment invite web form

*For new appts: enter this number on the Recommendatio
web form in the Research Experience noted by Department
leld. ™

https://postdocs.stanford.edu/postdoctoral-administrators/how-
quick-links/calculate-months-experience-research-non-clinical




NEW POSTDOCTORAL APPOINTMENT

Postdoc Admin: Process Overview, Initiate an Invite Web Form
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NEW APPOINTMENT:
PROCESS OVERVIEW

Eligible Faculty Sponsor/Pl identifies a Postdoc Candidate
Postdoc Admin (Role #1) confirms budget and Candidate eligibility and inifiates a Postdoc
Invite Web Form
Postdoc Candidate completes online Data Form (Information Sheet) and uploads required
supporting documents
Postdoc Admin (Role #1) reviews and approves the Data Form
Postdoc Admin (Role #1 Enfry) creates and submits a Recommendation Web Form
Depariment Manager/DFA (Role #3) approves the Recommendation Form

« generates the online Offer Letter to the Postdoc Candidate
Postdoc Candidate reviews and accepts the online Offer Letter
Postdoc Admin (Role #1 Verify) verifies the appointment terms and approves the
Recommendation Form
OPA reviews the Recommendation Form for appointment approval

https.//postdocs.stanford.edu/postdoctoral-administrators/appoint-postdoctoral-scholars
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CLICK STEPS:

CREATE A RECOMMENDATION FORM

* Helpful Hint: OPA/Bechtel Center
tab has three functions

» Click Visit Workflow Home Page
to view your workflow

* Click Postdoc for links to web
forms

* Click Bechtel for links tfo visa
information

https://axess.sahr.stanford.edu/

OPA/Bechtel Center ~

Visit Workflow Home Page

Postdoc Click for
Bechtel Workﬂow

OPA/Bechtel Center ~

Visit Workflow Home Page

Postdoc Click for links
o web forms

Bechtel



-

48

CLICK STEPS:
INITIATE A NEW APPOINTMENT INVITE

e In AXESS: Postdoc Administrative Forms
e Click the OPA/Bechtel
Center tab
* Click Postdoc
* Click Postdoc Administrative Postdoctoral Forms
Forms o e
e Click Invite Form O Recommendation Form O Termination Form O Change Transactions (O LOA Form

https://axess.sahr.stanford.edu/




« Skip the search fields

* Click “Add” to initiate a new
Invite

eeeeeeeeeee

First Name

aaaaaaaa

nnnnnnnn
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CLICK STEPS:
STF POSTDOC INVITE
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CLICK STEPS:
ADD A NEW VALUE

« The "“Find an Existing Value” tab is used to

search for previously sent Invites STF PostDoc Invite
« To Send a New Invite; —
o . b " Find an Existing Value | GUGIER VAT [TEIE]
CI|CI§ the "Add a New Value” tab | . ~—_—
 Email address entered must be valid until
the Gppoinfmenf IS Gppro\/ed *Email D robinhood7490@gmail.com

- An email address can be used one time
only in secure portal
« DO NOT use an email address used for @
prior postdoc invite

Find an Existing Value | Add a New Value

* Real World Training Scenario:

 Enter Robin's email address:
robinhood/7490@gmail.com

« Click Add
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CLICK STEPS:

INVITE FORM DATA ENITRY

 Enter the Candidate’s First and Last
names

* Enter the Depariment ID

» Click the magnifying glass to Look Up
« Leave the search fields blank
» Click Look Up

» The Postdoc Admin’s Academic " Look Up “DeptD
Organization will display Goperinent | agiawii]

« Click on the Department ID fo Description: [begins vith |
populate the DeptlD field o
© Look Up || Clear || Cancel | Basic Lookup

* Real World Training Scenario:

 Enter Robin Hood’s first and last
names

» Look up the Department ID for the
Institute for International Studies

Search Results

Department Description
INSTINTLST Institute for Intl Studies




-
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CLICK STEPS:
HOW TO USE THE MAGNIFYING GLASS

« Generdal instructions:
 Click the magnifying glass

« Click the Look Up button

e In the Search Results, click on
the Empl ID field to populate
the web form

EmplID: | begins with ~ ||
Name; S ——
Last Name: |beg1'n5 with ~ |LDBELIx
First Name: | begins with ~ |[DAVID /

| LookUp | Clear '|_ Cancel . Basic Lookup

Search Results




-
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CLICK STEPS:

FACULTY DATA ENITRY

 Enter the Faculty Sponsor ID
« IfIDis unknown, use Look Up

 |f the Faculty Sponsor is not found, you
must add faculty to the list

N l:{mk_llp *ifin:ul‘ty _Spnnsur ID

* Enter the Research Mentor ID oo [pogins i v
- If no Research Mentor is assigned, g T
|eCIV€ ThIS fleld b|CIﬂ|( First Name: | begins with ~ | DAVID
* Real World Training Scenario: (mbookilo.) (sGloatos] (sGancoly Basic Lookuo
» Look up Prof Lobell’s ID number

* Robin does not have a Research ——
Mentor; leave this field blank

Search Results

La=st MalTt <k
LOBELL DAVID

ame
05144732 Lobell David Brian
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CLICK STEPS:
SAVE AND SEND

- You may add new text to the

standard Invite text
- Added text may NOT alter i

Department to which Postdoc Candidate is applying

° °
standard invite terms and must be i [T iR
i n q C C ord q n C e Wiih b oth “Faculty Sponsor ID: [05144732_]Q pavid Lobel Phone: [650/721-6207 Email Addr:  |pscs-dev-emails@stanford.edu
Research Mentor ID: | a Phone: [ Email Addr: |

° ° | |
p OStd o Cio rq I q n d U n Ive rs Ity Admin Contact: 05707079 Tammy Wilson Phone: [p50/380-1283 Email Addr:  |pscs-dev-emails@stanford.edu
Io °
p o I C I es Email to Applicant: Email Sent: Mo Email Sent On:

. Diear Robin Hood,
o D O N OT d e I ete stq n d q rd I n V I -I-e -I-eX-I- Tammy Wilson in INSTINTLST at Stanford University has initiated your postdoctoral appointment process. Please go to http:/isecureportal stanford.edu to register as a

new user on the site using the email address you provided to receive this message.

If you have any questions regarding this important step to inifiate your appeintment, please contact Tammy Wilson at pscs-dev-emails@stanford edu.

[ ]
e Entered data populates the Invite
V Once registered and logged-in to SecurePortal.stanford.edu, please click on "New Postdoctoral Scholar Data Form” to begin completing your information. You will

provide your demographic information, academic history, employment history, and upload the required documenis listed below. You may save and retum to

M SecurePortal stanford.edu until you are ready to subm::-',-[ur information. The appointment process cannot start at Stanford until you have submitted this information
ex O e r yo U ‘ I { and the required documents.

Required Documents (in .pdf or jpg formatting):

° M 1] M R M 1. Your Doctoral Diploma. If you do not have a diploma, provide an official letter from your university's Registrar or equivalent central office confirming your completion of
I ( e n O I O S e n e n V I e all d degrae requirements and your expected degree conferral date. Academic department letters are not accepted. ¥

B

to the Candidate

:EJJ Save
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VIDEO: NEW APPOINTMENT INVITE 55

Stanford University
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NEW APPOINTMENT

Postdoc Candidate’s View of Invite and Data Form
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PROCESS:

CANDIDATE'S VIEW OF THE INVITE EMAIL

Tammy Wilson in INSTINT

From: warkflow@mpspreprd0] stanford eduy < 5 5
sent: Monday, February 25, 2019 3:48 PM
To: Robinhood7430@gmail.com

Subject: Important Motification to Start Your Stanford Postdoctoral Appointment Process.

pear Robin Hood,

Stanford University has initiata™

process. Please gfto hitp /fsecureportal stanford edy td

using the email adWlgess you provided to receive this

our postdoctoral appointment
egistar as a new user on the site
age.

If you have any questions regarding 15 important step to initiate your appointment, please
contact Tammy Wilson at tjwilson@stanford.edu

Once registered and logged-in to SecurePortal stanford eduy, please click on "New Postdoctoral
Scholar Data Form™ to begin completing your information. You will provide your demographic
information, academic history, employment history, and upload the regquired documents listed
below. You may save and return to SecurePortal stanford. edu until you are ready to submit
your information. The appointment process cannot start at Stanford until you have submitted
this information and the required documents.

Required Documents (in .pdf or jpg formatting):

1. Your Doctoral Diploma. If you do not have a diploma, provide an official letter from your
university's Registrar or equivalent central office confirming your completion of all doctoral
degree requirements and yvour expected degree conferral date. Academic department letters
are not accepted.

2. Your Curriculum Vitae (CV). Your Cv must be up-to-date, and should include:

a. Specific degrees earned, e.g., FhD, MD, MBBES, etc.

b. Dates of any post-graduate time in the form of MONTH/YEAR or MONTH/DAY/YEAR (do not
list as just YEAR to YEAR).

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

a. all identification pages of your passport and any dependents (spouse/child) who will join
you at Stanford.
b. any of your previous visa-related documents such as, DS-2019, OPT application or OPT-EAD

Card, any receipts of pending change of status petitions.
4_If your funding will be covered through an externally-awarded fellowship, government
agency, or other non-Stanford sources, a copy of your funding letter(s) is required. All funding
letters must include the following:

a. A letter for each source of funding on funding agency's letterhead in English.

b. Exact dates for when the funding is to be used.

c. The total award amount, what exactly the funds cover, and in what amounts (e.g., stipend,
insurance, travel, etc.)

d. Time of payment installments, and whether it is transferred in foreign currency or USD.

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

To learn more about postdocs at Stanford (benefits, finding housing, postdoc groups,
professional development, etc.), please visit the Office of Postdoctoral Affairs website:

. : i . S — |
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PROCESS:
CANDIDATE REGISTERS A USER ID AND PASSWORD

Stanford University

User b 2rmmea FPasswrord RLoEin Help @

Welcome to Secure Portal for Stanford
Uniwversity

-



—
PROCESS:

CANDIDATE MUST USE SAME EMAIL ADDRESS WHERE INVITE WAS SENT

Register

First Names
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PROCESS:
CANDIDATE LOGS IN WITH CREATED USER ID AND PASSWORD

Stanford University

Welcome to Secure Portal for Stanforc
University

I
~ Useful Links

i R

-
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PROCESS:

CANDIDATE CLICKS POSTDOCTORAL SCHOLAR DATA FORM LINK

Stanford University

Emgloytnen Wia Applcal ion Forms

AV
SEnass N n
| ]

© Useful Links

-
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PROCESS:
CANDIDATE MUST USE SAME EMAIL ADDRESS HERE AS PREVIOUS

Postdoctoral Scholar Data Form
(/] @

Perzonal Details Personal Addresses Ethnicity Ext. Funding Details Education Details

Personal Addresses

Email address

robinhood7490@gmail.com

a0t Reminder: Email address entered here MUST g mail address used by the Stanford Department to invite you to fill out this form.



-
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PROCESS:
CANDIDATE MAY ENTER OR SKIP ETHNICITY DATA

Ethnicity




PROCESS:

CANDIDATES WITH OUTSIDE FUNDING MUST ENTER DETAILS
AND UPLOAD COPY OF FUNDING LETTER

Postdoctoral Scholar Data Form
/] o /] &4

Ext. Fusding Detzils Education Detzils Work Bperience OIS

External Funding Details

Funding Guidelines for Postdoctoral Scholars

I TR F g g LA 1 Ty ] TR RREARSTIL T R SRS ey Py R Y Tt [t PO SR L CR SR T S 1 I | e bl s o R
K1 CRes 22000 I PoUr SUpRaCrt wWill D2 DOMmgLsiery pronsed ENTDLEn Srancs of othne Sanford Linkee SO S0UICES | L2, TTW0U T D2 R O WU Mmoo 5 FesEancn gra3ni=, 30 nundas.

G Add Funding Details

0 Previoms Home  Sawe AsDraf
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PROCESS:
CANDIDATE MUST ENTER EDUCATIONAL DATA

. C e Education Details F ducalion Dedais :
« Candidate searches for institution

INn pre-populated table

« May use “Unlisted University” if
institution is not found

 Enter “unl” and click Search

« Doctoral degree information is ildot sty
required
- Candidate should enter degree Orroee | tome | S0 | | e
information only in this section
» Residencies, postdoctoral mettpdsee et el e

fellowships, and other fraining are
enfered in the Work Experience
S e C Tl O N End Date of Attendance
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PROCESS:

CANDIDATE CAN RETURN TO PREVIOUS PAGE AND EDIT SAVED ENTRIES

Education Details

&

lnstitution|D Cowntry Starf Dale End Date Degres egree Date Field Of Shedy Phd Advscr Hame
14 Fo Tk Fobing the Fich i Feed the Poor

Erize Tisrs
B (U

e ot -
oy Chaord

Home  SaveAsDraft
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PROCESS:

CANDIDATE MUST ENTER WORK EXPERIENCE AFTER DOCTORAL DEGREE

Work Experience

Crece rale it Erymine 3w Eict s Tl mire) rermidpmr o arbie s e p et et By e e P ar
Enter resevant iraming and Work Bishony. Sciuoe mediCat Fesioences, TEICNENE o MeSearcn 3 ppomments, postoodiined kiowship appoiniments, or oinec
Bemeak "L MEnrk Eerssrioryra” iF weas o maidiings nocitices i, re

Repeat "Add Work Experience F_! 02 Nave MUiIpse posions 10 nepo

Stanford University's Policy on Caliod ating Postdoctoral Months of Experience

{3 Add Work Experience

Pasition/Title Carmpaey Irstitution Sty City Cauntry Stari Dale End Date Wosrk Artiity

O Previcss  Home  SawveAsDraft
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PROCESS:
CANDIDATE UPLOADS REQUIRED SUPPORTING DOCUMENTS

Required Documents

Please upload .PDF or .JPEG copies of the following required documents:

g leTiers must inclecss T Podko ng
_____ e yoeor informadion bo hawee thaem dieicte the dosousrsenit.

Uploaded Documents

O Prewicus Houme
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PROCESS:

CANDIDATE CAN SEE UPLOADED DOCUMENT LIST BUT CANNQOT DELETE

I o Uren's upload best

Upload Document

¢ PNG, TIF, Clnd DOCX f||eS are NOT | Choose File | Mo file chosen
compatible and may not open or
display properly

 |f Candidate has trouble uploading
documents to the Data Form,
documents can be emailed to Postdoc
Admin for later upload

« Postdoc Admin can delete documents
that Postdoc uploaded in error

Uploaded Documents

Document

obin Hood Letter of Completion.pdf

obin Hood CW.pdf

3 Robin Hood Passport.pdf

O Previous Home



-
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PROCESS:
CANDIDATE MUST CLICK “AGREE” TO SUBMIT DATA FORM

. Submit Application
- Candidate must agree

to a background check Agreement
i Th e O p p O i n '|'i n g | authorize Stanford University to conduct a thorough investigation of my prior employme

cooperate in such an investigation, to execute any consent forms required in connection v
d e p O rTI I Ie nT I I IOy O r I ' |Oy appointment termination could result from investigation results. | certify that statements
n O'I' C h OOS e -I-O C O n d C_l_ misleading or omitted information could result in appointment termination in cases wher
Agreement

a background check

QO Previous  Home
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PROCESS:
CANDIDATE'S DATA FORM SUBMISSION CONFIRMATION MESSAGE

Stanford University

© Pg
Postdoctoral Scholar Data Form

Transaction ID: 01731669

cholar Appointment Process

ansaction Status: Submitted for Review

e Reguest Help™ > rostdoctoral Scholar

Important Information for Potential Stanford Postdocs
(Please review these resources before signing your offer
letter.)

» Checklist for Mew Postdocs (for cost of living calculators, helpful tips, and required action
items if appointment is approved)

& Stanford's Office of Postdoctoral Affairs {for policies, fellowships, and educational programs)

& Stanford Postdoc Benefits (for health insurance costs and information)

Stanford's Bechtel International Center (for viza policies and international tax treaties)
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PROCESS:
ADMIN’'S EMAIL NOTICES OF DATA FORM SUBMISSION

] Wed 3/6/201912:32 PM = ) .
We 1232 M
workflow@psprcprd01.stanford.edu
Information sheet with a transaction id #01731669 has been submitted. WOl H '3"'5“1'[3': ) hi:"]' (1star II I, equ
S Robin Hood has requested your on-fine approval for Iital ostDoc Request

To Tammy Jo Wison
Robin Hood has submitted information to initiate the paperwork for a postdoctoral appointment in INSTINTLST

You must now carefully check all information provided in the Information Sheet and review the attached documents that the i : _
, prospective postdoc has provided in accordance with University policy. C A Initial PostDoc Request has been submitted for your review and approval,

NOTE: Once the Information Sheet is "approved” by you, the Information Sheet data is locked and cannot be edited by you or OPA.

LAST NAME: Hood
Helpful Tips in Reviewing the Information Sheet: ; :
- If any information is incorrect, you must "RETURN" to the postdoc for correction (via Workflow). FIRST NAME: Robin
- Use documents uploaded to the Information Sheet by invited postdoc to check data. TRANSACTION 1D: 01731669
- 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) Please log into Axess (hitps)/axess.stanford.edu/) and click on the "0PA/Bechte Center" tab on the top bar which will open the
- Funding - in US$

- If any of the required document attachments are missing, you must return the Information Sheet to the prospective postdoc. The Workflow where YOU Can review the FIEQI.IE'ST.
postdoc must provide these documents in order to receive an offer of appointment.

L




73

NEW APPOINTMENT

Postdoc Admin: Data Form Review




PROCESS:
REVIEW THE DATA FORM

* IMPORTANT: After Postdoc Admin approves the Data
Form, the data is LOCKED and errors cannot be
corrected by ANYONE

 If any data is incorrect you can RETURN the Data Form
to the Candidate for revision
* Do NOT click DECLINE as this ends the invite process

« Restarting invite requires sending a NEW Invite 1o o
NEW email address



-
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PROCESS:
REVIEW THE DATA FORM (INFO SHEET)

* Toreview the Data Form T PO TO L, AL
* In AXESS
Click on OPA/Bechtel Center tab
Workflow Transaction List field
« Click My Approvals
Activity field
e Click PD-INFO-SHEET )

Workflow Activity Description
 Click on the Data Form fo review

OPA/BECHTEL CENTER

My Workfiow Dashboard

| My Approvals

Work Flow Transaction list;

Activity: [ PD-INFO-SHEET

Find| |
« The web form opens
msmnm WorkFlow Activity Description E:?::c B0 Originator Name Originated On  Received On  Ident
https://axess.sahr.stanford.edu/ 01731669 Hood Robin-PosiDoc Request Typednitial 01~ Pending 0304119 030419

/ |



-

PROCESS:
REVIEW THE DATA FORM

« Compare information in the ™=
Data Form to the

Candidate’s documents
- Candidate documents are .. o—

fo U n d i n 'l- h e N O | ij d O 'I'O b O S e Social Security Number: *+Date of Birth: 07/04/1990
Tax Payer ID: *Birth City: Sherwood Forest
® I n II'h e D q 'I'q Form , n O‘I'e ‘I'h e *Birth State or Province:  Greater London *Birth Country: GBR  United Kingdom
*Sex: Male Female *Marital Status: Single

[ [ ] [ X ]
A p p I I C q nII. I D# for U s e I n N 0 I Ij *Country of Citizenship:  GER United Kingdom *Country of Residence: GBR  United Kingdom

o AppliCOnf ID # iS NOT The SOme x'u.'isa sta.tus.requestled at Stanford: | ExtfhangelVisitaru::J-U
OS The EM PLID # Of STUdeﬂf ID # Visa Expiration details / Permanent Resident Number, if applicable:



-

77

PROCESS:
REVIEW THE DATA FORM

« Open a new browser tab and  pereee - e,
gpen NO|IJ USINg this URL: Woronie
o

s://imaging.Stanford.edu/NolijWeb/ T, 2l |x
» Click "Proceed without Java”
If message appears
° Current Inbox: Mot inWorkfow » | ==
* Enter the Applicant ID from the

Data Form in the EMPLID field ¢ XLk
. C“Ck En_l_er 4 | -|POST DOC_VERSION_1.01 Name Created
.qw — i Robin Hood Letter of Completion pdi 2019 Mar 4 15
» A folder labeled with the + oot Gt o 45
enTered number OppeOrS Robin Hood Passpart pdf 2019 Mar 415

» Click on the folder 1o open
the document list
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PROCESS:
CLICK ON A DOCUMENT TO OPEN IT

f_____ -] iﬁr, i - -
o [ POST_DOC VERSION_1.81 hare Crested

) s ] Robis Hood Letter of Complesion. pdf 2019 Mar £ 1573

*  Robis Hood OV pdF D Mar £153

g Fisbin Hood Passport pdi’ A0S Mar 8153 .




« Admin can delete documentsin
unsupported formats and retfurn
Data Form to Postdoc Candidate
to upload documents in PDF or
JPEG format

 To delete a document:
« Right click on the doc title
 Click delefte in the menu

 To upload a document:
« Drag PDF file from email
attachment or from computer
folder and drop into the list

Workflow : Post Doc WF

EMPLID | 40527

Current Inbox: Mot in Workflow =

v 4
4 | |POST_DOC_VERSION_1.02
(] 40527

PROCESS:
OTHER NOLIJ ACTIONS

@ S~ 1 @ -
Mame
Robin Hood Letter of Completion. pdf
Robin Hood CV_pdf

Robin Hood Passport ndf
Fename

Reset Name

View in New Window
Duplicate

Choose Index Types. ..

Froperties

-
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Created
2019 Mar «

2015 Mar ¢

2019 Mar :
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PROCESS:

REVIEW PERSONAL DETAILS FOR INTERNATIONAL SCHOLARS

* Real World Training Scenario:

« Name Data -Compare to Passpori

* MUST MATCH passport name
data as shown in the
machine-readable text on the
bottom of the bio/demo
passport page

« Helpful Hint: Special
characters (accent (é),
umlaut (4), tilde (n), etc.) In
the name data affects the

“Search by name function” in
postdoc web forms

T Personal Details

+Last Name:

+Middle

*+First Name: Robin
il

Social Security Number:

*+Date of Birth: 07/04/1990

IJWHDKDMDOMCEGRHHBRHMNANDHDMHEN‘EEJND GIBRALTAR
PASSPORT
PASSEPORT p ng

SPEC IMEN

605100803

04 JUL ;" JUL a0 = "
iai & A e T L =yl
za:lu,fsﬂil dﬁ}c 0 G} Iébﬁﬂﬁﬁ;
i (L]
24 JAN JIAN tr‘;’f

L’V'NM

<<<{{€<{<<<{€ﬂ<{{<‘:{{<

P<GBR HOOD <<ROBIN s<<<
2 MI70D1245<<<LLLLL<LLL<LL<0D




 Birthdates -Compare to
Passport
* Must be in U.S. format
(07/04/1990)

 Watch for European format
(e.g., 04/07/1990)

« Watch for current year in
place of birth year (e.g.,
07/04/2020)

* Birth City/State

 Watch for foreign city and US
state (e.g., Beljing, CA)
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PROCESS:

Social Security Number: *+Date of Birth:
Tax Payer ID:

*Birth State or Province:  Greater London *Birth Country: GBR  United Kingdom
Female *Marital Status: Single

Country of Citizenship:  GER

United Kingdom *Country of Residence:  GER United Kingdom

Exchange Visitor(J-1

ER IRELAND - GIBRALTAR.
s Foi  Fause ot PO,
605100803

UNITED EINGDOM OF GREAT BRITAIN E =1}
PASSPORT Tapee Ty Codei o
PASSEPORT P

S e P L1

SPEC IMEN

AgunonnyT aut el (83

& Hii: -
G;?g;s:u E:ﬂnagwaf “f
E g’f-h¥j_;;? _,-;'-'--,'.’F'-'-';:-.::; 'f : ",.; { -ETLMW

' -

P<GBR HOUD<ﬁRDmN.<<<<<{{<<{:<<¢<<<q<<<<c<<c¢<
GODS5ST100BO033GEBRS0D0DT10T3M1 701245 <<C<C <L <<<<<0D
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PROCESS:

REVIEW PERSONAL DETAILS FOR U.S. CITIZENS

 Name, Birth Date, SSN -
Compare o I-9 documents

* e.9., driver’s license, social
security card, etc.

* Review Gateway to Financial
Activities
e http://web.stanford.edu/aroup/fms/fin
gate/staff/payadmin/payadmin stude

< Personal Details

+Wliddle Name:

Nnt.niml

*+First Name: Robin

Other Names:
*+[ate of Birth:
*Birth City:

B Country:

Social Security Number: 07/04/1990

od Forest

*Birth State or Province:  Grealel Lo GBR  United Kingdom

*Sex: Male Female *Marital Status: Single

*Country of Citizenship:  GBR United Kingdom *Country of Residence: GER United Kingdom

*Visa status requested at Stanford: Exchange Visitor(J-1)

Visa Expiration defails / Permanent Resident Number, if applicable;



-
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PROCESS:
NO REVIEW OF ETHNICITY OR ADDRESS DATA

Ethnicity data does not Address data does not
require Admin review require Admin review

= Ethnicity Information + Personal Addresses
1) Are you Hispanic or Latino? “Email address: - robinhood$@gmalcom
Current Mailing Address

Yes, | am Hispanic or Latino *AddressLine1: 1234 Forest Glen Lane

Mo, | am not Hispanic or Latino Address Line 2 *City: Shenwood
Forest
Z) What is your race? Select one or more. StatelProvince:  Greater London *Country: GBR Untedkngom  ZPCOE SEM0GIG
. . . . ERE. Valid Through Date;
American Indian or Alaska Native st 13555 1212
Asian Permanent/Home Mailing Address
Black or African American *Address Line1: 1234 Forest Glen Lane
; .. - Address Line Z: *City; Shenwood
Native Hawaiian or Other Pacific Islander i Fmesi
State/Province:  Greater London *Country: GER  UnitedKingdom  Zipcode:  SE109JG

White
Phone: 123/355-1212 Valid Through Date:
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PROCESS:
REVIEW OUTSIDE FUNDING DETAILS

e If Candidate selects ~ Funding Detis

bé Y e S . *Will you be receiving outside funding? No © Yes

* A Notice of Award
or Funding Letter
must be uploaded



-
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PROCESS:
REVIEW EDUCATION DETAILS

© Educafion Details
o ° e Important: If previously at Stanford in any status, please provide Student ID #:
o
R e.VI ew fo r m Iss I n g d q Il.q Previous/Currant Institution(s) 1 g g
or incorrect degree

f I d 'I' *Institution ID: 05000394 University of Oxford "Field of Study: FOOD SECURITY
Con errq q e ‘Ciy. Osford *State: ‘Country: GBR  United Kingdom
® Compore '|'O Conferrcl “Degree: PHD  Doctor of Phiosophy "Degree Confemal Date: (61512015
*Start Date of Attendance: oer15/2012 *End Date of Attendance: oé/15/2017
date on degree and CV ™™
Dissertation details of PAD
M bk M "
« Click “View All" if chiaell
multiple institutions listed b T

PhD Dissertation |Robbing the Rich fo Feed the Poor
Title




-
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PROCESS:
REVIEW WORK EXPERIENCE

CLICK "VIEW ALL" IF MULTIPLE INSTITUTIONS — COMPARE DATA TO CV

Robin Hood
Robinhood7490@gmail.com

Education

Sep 2014 — Jun 2019 Doctor of Philosophy, University of Qcksford
“Robbing the Rich to Feed the Poor”
Supervisor: Prof. F. Tuck

Sep 2012 — Jun 2014 Master of Science, University of Qcksford

“Testing Techniques to Rob the Rich to Feed the Poor

Supervisor: Prof. M. Marion

m

Research Experieg

Jul 2021 — Jun 2022 Plinceton University

Postdoctoral Scholar — Advanced Robbing Technigyg

Jun 2019 — Jun 2021 University of Qcksford

Postdoctoral Scholar — Robbing and Feeding
Supervisor: Prof. F. Tuck

References

Prof. F. Tuck

< Work Experience

Present Institution/Employer;

Present Occupation:

4 42002 (M Last

*Country: USA  United States

*Position/Title, Postdoc

gfiany/institution:  Plinceton University

*City: Plinceton ‘State:  NJ

*Primary Work Activity: PdocTmg *Start Date:  07/01/2021 *End Date: 06/30/2022

o Months - -'
2MOmRE  prior Research Experience: 12 Months

*Position/Title:

Qcksford University

*City: Owfard "State;  Greater London "Country: GBR  United Kingdom

*Primary Work Activity: 06/16/2019

PdocTma *Start Date:

*End Date: 06/15/2021

24MOMRE  prior Research Experience: 24 Months
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PROCESS:
REVIEW SUPPORTING DOCUMENTS

* Required Supporting Documents That Candidate Must
Upload, if available:

* Proof of degree

- CV

* Passport / visa, work authorization (if international)

* Notice of Award or Funding Letter (if outside funded)

https://postdocs.stanford.edu/postdoctoral-administrators/appoint-postdoctoral-scholars




-
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POLICY:
REVIEW PASSPORT AND WORK AUTHORIZATION DOCUMENTS

 International Scholars must upload a copy of the bio-demographic passport page,
and any prior US immigration documents (DS-2019s, I-20s, etc.)

* J-1 Scholars: Postdoc Admin submits a DS-2019 web form along with the
Recommendation Form

* F1 OPT Scholars: Candidate uploads a copy of the EAD card, or if not yet issued, a
copy of the EAD application/receipt

* H-1B visa holders: Candidate uploads a copy of the most recent I-797 approval notice

. Pen;rl\)anent Residents: Candidate uploads a copy of the Permanent Resident (green
car

* For Postdocs with J-1 visa sponsored by another institution: Candidate uploads a copy
of the current Academic Training DS-2019

https://postdocs.stanford.edu/postdoctoral-administrators/appoint-postdoctoral-scholars
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POLICY:
REVIEW OUTSIDE FUNDING DOCUMENTS

« Postdocs with outside, direct-pay funding (not paid through Stanford
Payroll) must upload a copy of the Notice of Award or Funding Letter

« Funding letfters that denote payment in foreign currency must include conversion to USD
« Postdoc Admin must upload a currency conversion printout to Nolij
« WwWw.oanda.com is a good resource for currency conversion rates/printouts

 REMINDER: Postdoc Admin must review currency exchange rates every quarter to ensure outside
funding meets the required minimum for the duration of the appointfment
« Outside funding that falls below the required minimum must be supplemented up to at least

the required minimum by the appointing department / Pl
https://postdocs.stanford.edu/postdoctoral-administrators/appoint-postdoctoral-scholars
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PROCESS:
REVIEW OUTSIDE FUNDING DOCUMENTS

« Notice of Award/Outside Funding Leftters:
* Must be in English
* Must be on agency letterhead
* Must be signed by an official funding agency representative
« Must provide exact award start and end dates
« Must state a specific funding amount (a funding range is not acceptable)

« Must specify use of funds and a breakdown of any amounts intended for benefits or
other coverages beyond the salary amount

. l(\j/\U”ST specify timing of payment installments and if transferred in foreign currency or US
ollars

« Must provide a separate letter for each outside funding source
* Must not require postdoc appointment or employment with other instfitution

https://postdocs.stanford.edu/postdoctoral-administrators/appoint-postdoctoral-scholars




« Action Buttons:

« Approve — data formis
complete and correct

 Return — data form has errors
that Postdoc must correct

 Decline — use ONLY if Postdoc
declines Stanford offer

* Print — prints copy for PDF or
paper file

21

PROCESS:
FINISH DATA FORM REVIEW

< Waork Experience
Present Occupation; Present Institution Employer;
eird [ viewad st L4 1012 (!
*Position/Title: Postdoc

*Company/nstitution:  Qcksford University

City: Oxford *Sate:  GreaterLondon  *Counfry: GBR  UnitedKingdom
*Primary Work Activity. PdocTmg ‘StartDate:  og/1e/2017  ‘EndDate: 0e/15/2019
Prior Experience: 24MOMMS - prior Research Experience: 24 Morths

Authorization Agreement :

OO® © ©®

-
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PROCESS:
ADMIN APPROVAL COMMENTS

« Admin may enter approval
comments to document
Important information, if Approval Comments
needed oo
« e.9., proof of degree will be Ok | | Cancel Acton

provided when available
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PROCESS:
ADMIN APPROVAL MESSAGE

- After approval, the Data Form is no
longer available in workflow

« To view an approved Data Form:
 Create a Recommendation Form

« Click the "Complete Information
Sheet” link

« Helpful Hint: Copy the Data Form WF
Trans ID number here, for later use
with the Recommendation Form
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NEW APPOINTMENT:

Postdoc Admin Entry: Create a Recommendation Web Form
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PROCESS:
RECOMMENDATION FORM IN WORKFLOW

* Postdoc Admin has two roles in Department Chair/ Postdoc
the Recommendation Form . - Admi
Admin {uptmnal] De]]t VERIFY
Process. ENTRY _ Manager Offer Sentto OPA
. J Recommendation (o, . o : letterto g for approval
« Admin Entry — creates O, jmm RS — B — dpicm Lo —
Recommendation Form and 7{’ s ] oAwmt | T
submits to Department \ e
Manager/DFA for approval
« Admin Verify — reviews Declne/ Retum the web fom
Recommendation Form for éCaml ifofferis ejected by SR
errors or late changes in PosDec
appointment terms and submits " v . al

to OPA for a pprovc:l Return for changes B“]im"é
. Indicates email notification © Indicates Transaction stopped Cancel
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CLICK STEPS:
CREATE A RECOMMENDATION FORM

° CIiCk ‘I'he Recommendq‘ﬁon Form OPA/BECHTEL CENTER > POSTDOC ADMINISTRATIVE FORMS
radio button Postdoc Administrative Forms
» The screen populates with Search
Postdoctoral Forms

boxes

 Ignore the search boxes and the
Search button

| :.-'ChangeTrarlsactions LOA Form

Postdoctoral Request Type

 These are used to find EXISTING web G

forms Last Hame | Q
 Click on the ADD button fo create o | %\
new Recommendation Form | s

Transaction Status

https://axess.sahr.stanford.edu/
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CLICK STEPS:
TRANSACTION DETAILS BOX

* The RecommendOTlon Form Opens StFWf Transaction St W Tien Approvr
« “Select Postdoc Data Form” field I —
Recommendation Form to appoint Postdoctoral Research Scholars/Clinical Fellows

« Paste the WF Trans ID copied from the

Data Form you just approved (Trainees)
* Tabout of the field . . The following information is required for processing the Postdoctoral Scholar appointment, benefits enroliment, visa pefition requests, SEVIS
* e kecommenadadrtion rorm parria database management, & other appointment processes.
The R dat F P f lIy g pp p
pOpUlOTeS *Required field  +Must match passpart
« If you did not copy the WF Trans ID: ——
Click the magnifying glass next to the
“Select Postdoc Data Form” field Select PostDoc Data For: 0
- Enter Candidate’s first and last names; S(pporiog Duciees
click Look Up
- In the Search Results, click Candidate’s
Transaction ID P Submil Rack Pri

« The Recommendation Form partially
populates
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CLICK STEPS:
TRANSACTION DETAILS BOX

° “POSdeCfOI‘Cﬂ RequeSt Type" ﬁeld Stf Wi Transaction  StfW Txn Approwr

« We will return to this field on a later slide

s brradfBpSarTE

e

Recommendation Form to appoint Postdoctoral Research Scholars/Clinical Fellows

« “Is this request for Department Transfer” field (Trainees)
+ The defaulfresponse is “No- The folowing information is required ing the Postdoctoral Scholar appointment, benefits enrollment, visa peit fs, SEVIS
. 0 " . . . € T0llowIng Information I3 required 1or processing e Fosiaocioral aCholar appoiniment, DENETIs enroliment, Visa PEMton requests,
+ Click "Yes On,ly if Cond!dafe is already a Postdoc at database management, & other appointment processes.
Stanford and is transferring to your department (see
next slide) *Required field + Must match passport

© Transaction Details

* Three hyperlinks

« Comparative Display of Biographic Data Select PostDoc Data Fom: LI

e This link is not opero’rionol *Postdoctoral Request Type:
° Offer | etter Is this request for Department Transfer:

« Opens the offer letter for review  Compunie Dt iBotic sy D (ke Lot omatonste

- Data entry fields display as blank until data SUppoing Document

is enfered and saved in the form
« Complete Information Sheet ,
Save Submit Back Print

* Opens the approved Data Form



-

POLICY:
DEPARTMENT TRANSFER

B e

« When a current Stanford Postdoc ends a postdoc appointment in one
gepor’{men’{ and will be appointed as a POSTDOC in another Stanford
epartmen

- IMPORTANT: Terminating and appointing departments must coordinate the
transfer to ensure continuation of pay, benefits, ID Card privileges, and visa
compliance (for international postdocs); i.e., no gap between termination
and new appointment start date

* The current depariment submits a Termination Form

« Action Reason is “PDEP - Departmental Transfer”

* The new department submits a Postdoc Invite and Recommendation Form
« CANNOT use the email address used for previous postdoc appointment
* |s this request for Department Transfer field is YES

https://postdocs.stanford.edu/postdoctoral-administrators/how-quick-links/tfransfer-another-stanford-department
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CLICK STEPS:
TRANSACTION DETAILS BOX

° ACTIOH BUTTO NS: Stf Wi Transaction  Stf Wf Txn Approvr
« Save Recommendation Form to appoint Postdoctoral Research Scholars/Clinical Fellows
« Saves the form to prevent data loss (Trainees)
and fo return to finish later
. . The following information is required for processing the Postdoctoral Scholar appointment, benefits enrollment, visa petition requests, SEVIS
o PODU|C1TGS offer letter fields for review database management, & oiher appoiniment processes.
« Submit - sends web form to workflow *Requiedfeld +Must mlch passpor
fOI’ Oppl’OVCﬂ * Transaction Details
« Back-returns to the Search page Slect PostDoc ata Fom: TR
« Print - prints copy for PDF or paper file Posdocor et T
. . Is this request for Department Transfer: No i
° NOtlce the Recommenddflon Form Comparative Display of Biographic Data Offer Letter Complete Information Sheet
appears incomplete — there are no blank PO o

fields to enter the appointment terms for

your Postdoc Candidate! < >
Save Submit Back e
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CLICK STEPS:
TRANSACTION DETAILS BOX

« To view the full Recommendation Form: SHWi Tansacion W T Agprow

* ReTUIZp ,TO the POS,TdOCTO'Ul Request Recommendation Form to appoint Postdoctoral Research Scholars/Clinical Fellows
Type” field and click the down arrow (Trainees)
 Select “Clinical” or “Research”
. The following information is required for processing the Postdoctoral Scholar appoimment: bengfits enroliment, visa petition FEQUESIS. SEVIS
 The RGC{UGST Type determines what database management, & other appointment processes,

questions populate the rest of the form
 This fraining covers the Research form
« A separate Clinical training

*Required field  + Must match passport

© Transaction Details

prese n-I-O-I-ion iS GVG”O ble Select PostDoc Data Form: £'1?31669 '\1
*Postdoctoral Request Type: Research ¥
- Data from the Data Form populates e ‘:NEM %
. . ; »
.I.h ese b oxes: Is this request for Department Transfer:
Comparative Display of Biographic Data Ofer L etter Complete Information Sheet

« Appointee Information
« Department Applied
« Education Details

* Appaintes Information

Last Name: Hood First Name:  Rphin Middle Name:

Date of Birth: ~ 7/04/1990



e e TERS DOEO: TRANSACTION DETAILS BOX

Stanford University

HESS 1 MY GFS EMPLOYEE AlMIN WORKFLOW  OPA/BECHTEL STARS Cs A
|| AKESS CENTER CENTER RESQDURCES HOME CENTER Admin Fa
UAT2

Workflow Home

Workflow Home

Q My Approvals n My Pending Reguests n MYy

My Approvals

EMPLOYEE EXTERNAL LINKS ACADEMIC EXTERNAL LINKS AXESS HELP L

Admanistrative Guade Stanford Accowsnts BErplore Cowrses Explore Degrees Helin Ticket C
Benefis Stanford Directony Order IT Registras's Office Tips for Using Axess P
Faculty & Staff Help Center StanfordYou Financial Aid Office Housing and Dening Report Aocessability ssues

Parkang & Transportation University Human Resources Student Services Center Vaden Health Center

Seqvices Universitg IT
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CLICK STEPS:
ACADEMIC INFORMATION BOX

» For Academic Information O Q—>a —
fields to populate properly, S —_—— -
data must be entered from T
left fo right, In this order:

° Achemic queer *Appointment Start Date: | Eﬂ *Offer Letter date: | E;J

*Appointment End Date: | ]

[ ]

g AC G d e m I C P ro g I'CI m Will the postdoctoral scholar conduct research outside of Stanford University campus? Oves ®no
H i i @

PY Achemlc Pla n Will the postdoc work in a laboratory? OYes ®No
o . Is this a joint appointment Instructor/Clinical Instructor? OYes ®No

¢ Achemlc SU b - qu n (If q nY) Research Experience since last conferral date: 36 Months

° Research Experience, noted by department: - Manths

Other Stanford Association (if any) Ores Do

Additonal Information regarding Patient Contact:
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CLICK STEPS:
ACADEMIC INFORMATION BOX

- “Academic Career” field
» Click the magnifying glass to Look Up

« All University departments:
(hon-School of Medicine)

 Enfer “"GR"
« School of Medicine departments:
« Enter "GR" or “MED"

« |If unsure check with your OPA manager

« GSB and LAW departments:
« Check with your OPA manager

. " Look Up *Academic Career

Academic Institution: STANF

Academic Careenr: begins with ~ |
Description: begins with ~ ||

| LookUp || Clear || Cancel | Basic Looky

Search Results

FEmic Career Description
Graduate
Graduate School of Business
Law
Kedicine

Undergraduate

[y ||:.':| |-
th |3 [§
m .

* Real World Training Scenario:
 Robin’s careeris “GR”

5|
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CLICK STEPS:
ACADEMIC INFORMATION BOX

- “Academic Program’ field
» Click the magnifying glass to Look Up
« Select the home department of the

appointing Faculty Sponsor  Look Up *Academic Program
* If unsure, DO NOT guess :::i:::«:":::::m zL““F
° CheCk WITh your OPA mOﬂCIger Academic Program: | begins wih |

Description: begins vih + |

- LookUp H Clear || Cancel | Basic Lookup

* Real World Training Scenario:

» Prof Lobell’'s home department is
Earth Systems Science e

Earth System Science

« Robin’s program is Earth Systems =

EEES Earth Enerqy & Environ Science

S C I ence ( ESS ) EASST East Asian Studies

Search Results
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CLICK STEPS:
ACADEMIC INFORMATION BOX

- “Academic Plan” field
« Click the magnifying glass to Look Up

» The Plan will show “No Results” if
Program is not entered

' Look Up *Academic Plan

Academic Institution: STANF
Academic Plan: begins with ~ |

 “Academic Sub-Plan” field

« Used only for a few Plans in the School of
Medicine

 |f unsure check with your OPA manager

Description: begins with ~ |

« LooklUp | | Clear || Cancel Basic Lookup

Search Results

Pregram Acad

* Real World Training Scenario: - 2
ESSPD Earth System Science (FD}

« Robin’s planis ESS-PD
» ESS does not have a sub-plan
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CLICK STEPS:

ACADEMIC INFORMATION BOX

« “Other Stanford Associations” field
« Used only by non-degree granting
programs

« e.g., Freeman-Spogli Institute, Dean of
Research units, SLAC, BioDesign, etc.

 |f appointing a Postdoc in a non-
degree granting program:

« Click the magnifying glass to Look Up
 If unsure, DO NOT guess
« Check with your OPA manager

* Real World Training Scenario:

« Robin’s Other Association is the Center
on Food Security and the Environment

' Look Up

Association:  begins with ¥ \
Description: | beging with ¥ ’fsi

- LookUp H Clear I| Cancel | Basic Lookup

Search Results

As=ociation Description

ggg FSI-Center for Democracy, Development and the Rule of Law
005 FSI-Center for Health Policy
003 kil

a—— acurity and Copperation

FSI-Center on Food Security and the Environment
S e DTN

FSI-Rural Education Action Program

FSI-The Europe Center

FSI-Walter H. Shorensiein Asia-Pacific Research Center




= Appointee Information

Last Name: Hood

Date of Birth: O7/04/1990
= Department Applied

*DeptID:  INSTINTLST
*Faculty Sponsor [D:

05144732 David Lobell
*Research Mentor 1D

— Education Details

First Name:

Institute for Intl Studies

Robin

Phone:

Phone:

O: ACADEMIC INFORMATION BOX

Middle Mame:

Email Addr;
pscs-dev-emails{@stanford edu
Email Addr:

Find | view Al Eiest L4 105 1 [ ast

Institution 1D: 050003894 University of Oxford Field of Study: FOOD SECURITY

City: Oxcford State: Country: GEBR  United Kingdom
Degree: PHD Doctor of Philosophy Degree Date: 06/15/2016

Start Date: 06/15/2011 End Date: 06/15/2016

=~ Academic Information

*Academic Career: | Q *Academic Program: | Q

*Academic Plan: | Q& Academic Sub-Plan: | Q&

Other Stanford Associations: | Q

-
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CLICK STEPS:
APPOINTMENT INFORMATION BOX

- "Ared of Research/Training — Posifion
Description” field
« Enfer a brief description of the training or
research the postdoc will be doing ~ ottt o
« Text entered in this field feeds into the TR
middle of a sentence in the offer letter "Ared of ResearchiTraining - Position description
. TDE())(TNYOc;UCEAf\IPTIITEﬁuZE THE FIRST LETTER OF THE (e s cntnce st foeterTuin i aportment, youvi b ledin.

) ITDEC))(TN\?OTUT \E';JET&PER'OD AT THE END OF THE (TRYycing o uffu-::rlsewflyawdheewrcn@

ppontment St a8 Ofe Letr e i

* Real World Training Scenario:
« Robin’s area of research is “the exciting
world of food security and the
environment”
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CLICK STEPS:
APPOINTMENT INFORMATION BOX

Professor David Lobell
. FSI-Center on Food Security and the Envi t
- Offer Letter View Sl ity
» Text entered in the “Area of R
Research/Training — Position

f o~ n £ : Robin Hood
Description” field populates mid- PAitEs e
sentence Sherwood Forest, Greater London SE109JG GBR

Dear Dr. Hood:

[ am pleased to offer you an appomtment as a Postdoctoral Scholar n FSI-Center on Food Security and
the Environment. This letter 1s intended to document our understanding of your appointment.

Ived in the exciting world of food security and the environment. =

T .
o ndl

During this appointment, you will be invo

support for the initial year of training will be $60,000.00 plus certain medical, dental, vision, and life
msurance coverage through Stanford's postdoctoral scholar programs, The source of your funding will be
from U.S.; Professor Lobell's Research Grant.



-

111

CLICK STEPS:
APPOINTMENT INFORMATION BOX

« “Appointment Start Date” fie!d T hopointment infomation
. cEng’reer the requested appointment start "\ ofResearchTraining - Posiion descrpton:

. “Appointment End Date” field Complete ths sentence forthe ofierletier. “Durng this appointment, you willbe invotved ..
y ggtreer the requested appointment end e ecing wodof o ey ad e oo

o “Offer Letter Date” field

_ 07/01/2022
 Enfer the intended offer letter date

*Anpaintment Start Date: o 01/2022.@ "Offr Lefter date:

“Anpointment End Date: :'08-/-?;“1"/"2'0'23&]
* Real World Training Scenario: Wil he postaocT
« Robin’'s appointment dates:

« Start date: 09/01/22

« End date: 08/31/23
« Offer letter date: 07/01/22

Willthe postdoc work in a labaratory? Oves ONg

5 this & joint appointment Instructor/Clinical Instructor? Oves @ng
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CLICK STEPS:
APPOINTMENT INFORMATION BOX

= Appointment Information

* WI" ihe pOS'l'd.OC'l'OfQI SChOICﬂ’ C.Ondl!C'l' “Area of Research/Training - Position description:
resequh E?U,iSIde Of qunford UnlverS“y Complete this sentence for the offer letter: “During this appaintment you will be involved in...”
Campus?’ field
« The default response is “No”

« Click "Yes" if any research will be
conducted off campus

* List the location(s) and date(s) of
off-campus research

 Postdoc Benefits must be notified if

the extifingi world of food séuurftﬁ' and the environment
*Appointment Start Date: 09/01/2022 [ “Offer Letter date: ~107/01/2022 [
a0 Date: 08/31/203 &

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

o
@Tes _No

yes, list location(s): 'Tanzania; 01/05/23 - 02/28/23

the postdoc will work outside of the Wil posTwsilgaboaton? o

beneflf plan service area Is this a joint appointment Instructor/Clinical Instructor? OYes @Nog
 Real World Training Scenario Details: Research Experience since last conferral date: 36 Months
o RObiﬂ WI” COﬂdUCT reseC]rCh in Research Experience, noted by department: .  Months

Tanzania from 01/05/23-02/28/23 I the post doctoral scholar has an MD, will he or she have patient contact? OYes ®no
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CLICK STEPS:
APPOINTMENT INFORMATION BOX

© Appointment Information

¢ “Wi" the pOStdOC WOI'l( in a |Clb0rleOfY?" fleld *Area of Research/Training - Position description:
M 13 1
* The defGUﬁ response |S. NO ) Complete this sentence for the offer letter: "During this appointment you will be involved in.."
» Click "Yes" if Postdoc will work in a lab e aing Vo ey e e
« A"Yes' response creates a new question
e “Is this a biosciences |lab2" *Appointment Start Date: 09/01/2022 “Offer Letter date: ~|07/01/2022
» Click "Yes™ or "No", as appropriate *Appointment End Date; 508/31/2023@
* “Is this a j"Olni' appomimeni |nS|'|'UC'|'0r/C||n|Cq| Will the postdoctoral scholar conduct research outside of Stanford University campus? ®Wves ONo
Instructor” field -
« School of Medicine use only Iyes,listlocafion(s):  Tanzania; 01/05/23 Z02/28/23
« The default response is “No” :
« Click “Yes” for joint instructor/clinical
Instructor appointments
* Real World Training Scenario:
 Robin will work in a lab Research Experience s
* .NO.T a bIOSC.Ie.nCGS .IC'.b . Research Experience, noted by department: Monihs
* RObIﬂ 1S ﬂOT a jOIﬂT C|IﬂICO| ms’rruc’ror If the post doctoral scholar has an MD, will he or she have patient confact? OYes ®nNo

stdoc work in a laboratory? Wves

Is this a biosciences lab? OYes ®pp

this a joint appointment Instructor/Clinical Instructor? Oves @No

15 lnnthe
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CLICK STEPS:

APPOINTMENT INFORMATION BOX

» “Research Experience since last
conferral date” field

* This number is system-calculated
based on the Work Experience
entered in the Data Form

» “Research Experience noted by
department” field

« This is an editable field the Postdoc
Admin will use to confirm or revise
the system calculation, as
appropriate

— Appaintment Information

*Area of Researchi/Training - Position description:
Compiete this sentence for the offer letter: "During this appointment, you will be involved in..."

the exciting world of food security and the environment

*Appointment Start Date: |09/01/2022 & *Offer Letter date:

*Appointment End Date: |08/31/2023 &

Will the postdoctoral scholar conduct research outside of Stanford University campus? ®ves ONo
If yes, list locationjs): Tanzania; 01/05/23 — 02/28/23
Will the postdoc work in a laboratory? ®ves ONo
Is this a biosciences lab? Oves ®no

Is this a joint appoinimentinsinicia Oves ®No

Research Experience since last conferral date:

Research Experience, noted by department:

107/01/2022 5%

-

Fix number of months
in this editable field!
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CLICK STEPS:
APPOINTMENT INFORMATION BOX

* Appointment Information

If C an d i d a 'I'e H as N O P revi ous *Area of Research/Training - Position description:

= Complete this sentence for the offer letter: "During this appointment, you will be involved in..."
Research Experience
*Appointment Start Date: [09/01/2022 & 'Offer Letter date: | 07/01/2020
» Be sure the “Research Experience “Appointment End Date: |03/31/2003
noted by depariment” editable field Wil the postdoctoral scholar conduct research outside of Stanford Uriversity campus? O¥es Oto
shows “zero” fyes, listlocationfs]: | Tanzania; 01/05/23 — 02/28/23 |
Will the postdoc work in a laboratory? ®ves ONo
Is this a biosciences lab? OYes @No
Is this a joint appointment Instructor/Clinical Instructor? OYes @No

C Yes '3 No
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CLICK STEPS:
APPOINTMENT INFORMATION BOX

If Candidate HAS Previous Research Experience Research experience was calculated for Robin Hood based
. on data submitted in the Postdoc Research Experience
« Compare the System calculation to your Calculator form.
Research Experience Calculator total
e Do The number Of monThs mo’rch? If revisions are needed, the totals noted below will change

. . . d Total il will b t.
- Yes - enter that number in the editable field SNC & Dee s SHial Wik 2e sell

 No - Is the difference due to discounted time?¢
« Yes- Enter the discounted number

. EO - Review Thed%v' DOTOhF(C:)rrP v\l/op( o find Covious Research Experience (from all previous
xperience, dn esedarc alculdTtor 1o 1IN ape
’rhg discrepancy 3
« NOTE: Web form rounds up; calculator rounds **For new appts: enter this number on the Recommendation
down, creates a one month discrepancy web form in the Research Experience noted by Department
« Enfer correct number of months in editable field.**
field ©
. }gledn#]msbf% qoifcrn?ﬁ\éhéeesrgg:gﬁ iEn :)heer.ggggble Is this a joint appointment InstructoriClinical Instructor? Oves @No
| U X |
Calculator combined total months Research Experience since last conferral date: 3% Months Fix Data Here
e Real World Training Scenario: Research Experience, noted by department:  needed ,
e Robin’'s research experience is discounted from 34 If the post doctoral scholar has an MD, will he or she have patient contact? L

to 24 months
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CLICK STEPS:
APPOINTMENT INFORMATION BOX

* If you are unsure about the research experience calculation,
contact your OPA Manager for assistance

* Why Is the Research Experience Calculation important?

« Recommendation Form will be returned for revision if Research
Experience is incorrect

» Prior research experience reduces the length of fime Candidate can be
a postdoc at Stanford
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CLICK STEPS:
APPOINTMENT INFORMATION BOX

* X If i.h e posll. d ocll.orq I SC h o I q r h q S q n ;ﬁ:ﬂ?:::;::::::;?ng - Position description:
M D, Wil I h e OI‘ S h e h Clve pCIﬁe ni. Compéeie this sentence for the offer letter:  "During this appointment, you will be involved in..."
CO n'I'q C 'I'" fie I d the exciting world of food security and the environment
° S C h 00 | Of M e d |C | ne use on |y *Appointment Start Date: |09/01/2022 55 *Offer Letter date: [ 07/01/2020 5
. ST’ " *Appointment End Date: '08/31/2[]23 ,
D efO U lT res p onse Is N O Will the postdoctoral scholar conduct research outside of Stanford University campus? ®ves ONo

 Click “Yes" if SOM Postdoc will have

'I" 1_ 1_ 1_ If yes, list location{s): 'Tanzéhia;ﬂlfI]SIEE-UEIEE;"EE
partient contac

Will the postdoc work in a laboratory? ®ves Ono
- “Additional Information regarding €1 s riens 681 s S
P qﬁe n-l- C o) n-l-q C-l-" ﬁe | d Is this a joint appointment Instructor/Clinical Instructor? OvYes ®No

+ Add any additional details e

regarding patient contact

e post doctoral scholar has an MD, will he or she have patient contact?

Additonal Information regarding Patient Contact:
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CLICK STEPS:
APPOINTMENT INFORMATION BOX

- “Additional details regarding this appointment

to be included in offer Ieﬂer” field Research Experience, noted by department: ! Months
. Creates a new porogroph in the Offer Letter If the post doctoral scholar has an MD, will he or she have patient contact? YYes UNo
- Use for additional terms and details not addressed
in the standard offer letter text Additonal Information regarding Patient Contact:
« Examples:

« Complex funding details

« Details of Postdoc Pay-All Insurance terms
« Reimbursement of moving expenses

« Provision of travel or other non-salary funds

« Added text may not alter standard offer letter,
and must be in accordance with both
postdoctoral and University policies

* Real World Training Scenario:

« Prof Lobell has agreed to reimburse Robin’s relocation
expenses up to $2,500

+ Robinis required to teach a one quarter class as part of
his postdoctoral training

IIs regarding this appointment to be included in the offer latter

|Your moving expenses are reimbursable up to 52 500 against actual receipts. You are required to teach a one quarter undergraduate class during |
\the course of this one year appo ntment.|
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CLICK STEPS:
APPOINTMENT INFORMATION BOX

Robin Hood
1234 Forest Glen Lane
Sherwood Forest, Greater London SE10 9JG GBR.

Dear Dr. Hood:

 View of the new paragraph | | |
a d d e d .I. 0O .I.h e O.I:.I: er | e.l..l. er [ am pleased to offer you an appointment as a Postdoctoral Scholar in FSI-Center on Food Security and

the Environment. This letter 1s intended to document our understanding of your appointment.

Do not enter the period at the

During this appointment, you will be involved in the exciting world of food security and the environment.

end of the final sentence; will Your initial appointment will begin on September 1, 2022 and end August 31, 2023, . Your total

: support for the initial year of training will be $68,238 plus certain medical, dental, vision, and life
create a double Pero d af the insurance coverage through Stanford's postdoctoral scholar programs. The source of your funding will be
end of the paragraph from U.S:; Professor Loblls Rescarrh Guas

Your moving expenses are reimbursable up to 52,500 against actual recetpts. You are required to teach a
one quarter undergraduate class during the course of this one year appointment.

Prior Postdoctoral Research: Stanford has a five-year postdoctoral term limif policy that includes most
prior postdoctoral experience. Your prior postdoctoral research experience, calculated i months from
your submitted information, was reported as: 24.




=~ Appointment Information

*Area of Research/Training - Position description:

Complets this sentence for the offar lettar: "During this appointment, you will be involved in..."

EO: APPOINTMENT INFORMATION BOX

*Appointment Start Date: | [ *Offer Letter date: |
=Appointment End Date: | [#1) %

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

Will the postdoc work in a laboratory?

Is this a joint appointment Instructor/Clinical Instructor?

Research Experience since last conferral date: 36 Months

Research Experience, noted by department: Ii Months

If the post doctoral scholar has an MD, will he or she have patient contact?

Additonal Information regarding Patient Contact:

5

O Yes ® No
O Yes ®No
O Yes ®No
O Yes ®No

Additional details regarding this appointment to be included in the offer letter
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POLICY:
FUNDING DETAILS BOX

Types of Funding

« Salary paid through Stanford (entered on “New Salary” line)

« Stipend paid through Stanford (entered on “New Stipend” line)

« Qutside funding, direct-pay to postdoc (entered on “New outside support” line)

+ Examples of Outside Funding

« Home country government
« Educational institution
» Fellowship funding

« Stanford Hospital (SUH)
« Palo Alto Veterans Institute for Research (PAVIR)

Funding can be from one or more sources, and in any suitable combination of types
The Recommendation Form calculates the minimum annual funding rate
The total pay from all sources must meet the minimum annual rate

Personal and family funds are not permitted
https://postdocs.stanford.edu/funding-guidelines




123

POLICY:
FUNDING DETAILS BOX

 Minimum funding levels are established by the University annually
« Based on inflation and local consumer price index

« New minimum funding levels are published in spring quarter and are
effective on September 1 of each year

» Funding levels for each postdoc must be reviewed annually

« Minimum funding must be updated each September 1 while the
appointment is active

https://postdocs.stanford.edu/funding-guidelines
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POLICY:
SALARY AND STIPEND - KEY DISTINCTIONS

Salary Stipend
» Pay for work performed . Living allowance for research
) ééh?r\éVéELE on research grants/  NOT ALLOWED on research grants/
confracts

« Subject to employment rules, tax

withholding « Except Training Grants, Fellowships

. Receives W-2 form « Receives letter from Payroll for taxes

. Fringe Benefits Rate automatically * Not permiffed for postdocs in H-1B
incurred for 20 hours salary or more (employment) visa status

« 25.1% In FY2]

Correction from one funding type to another can be very painful. Work with your department’s Research,
Grants, and Financial Administrators to determine the correct type of support before making GFS entries
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PROCESS:
FUNDING DETAILS BOX

* Funding MUST be entered as an " Funding el
Please enterthe funding amount and a description of funding Sources supporting this postdoctoral appointee. Reminder: the textyou enter in the
qnnuql rqte' even V.\/hen The description field(s) will De added to the Cifer Letier. To verty the minimum funding required and other Stanford policies regarding funding, check:
d ppOlnTmeﬂT Term IS More or |e SS hitpipostdocs stanford edu/adminhow-tolpaying_postdocs him,

than one year
The description(s) entered below will be added to the offer letter after. "The source ofyour funding will be from...

* Th e R ecomm e‘ !”'] d a TlO N FO M Wl |’I’ New Salary Paid through Stanford University, entered in GF S - Description
calculate the quU|red Salary” based  rrorioneirs Research Grant " i | $68.238
on The curre nT minimum annua I New Stipend | Fellowship support paid through Stanford University - Description
funding requirement |

 The “Total Annual Amount” must meet New Outside support with direct payment to fellow - Description .
or exceed the "Required Salary” | malAnout |

amount @iredﬁalaw: $68,238 TotaAmaldmon: 568,23

Annual Amount; |
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CLICK STEPS:
FUNDING DETAILS BOX

* Provide these funding details: ~ Findog et
e« Source / Fellowshi ®) Name Pleass enter the funding amounk and a description of funding sources supporting this postdactoral appoinee. Reminder the tei you enlerin e
. Dates of Fundin g description fiela(s) wil be added b he Ofer Leder. To vedfy e minimum funding required and ofher Stanford policies regarding funding, check:

_ . hitp:Apostdocs stanford. eduiadminhow-taiparing_postdocs Mmi
« |f different from appointment dates

- Example format: The destripioals) entered below il he added o th oferltier after The soutc four g b o
* Wallenberg Fellowship; 5/1/22-4/30/23

- John Doe Gift Funds: 10/01/22-09/30/23 tfewSaIawF'aultlﬁruughS1an1&rdijnuer'srly.EnteredmﬁFS-[Iescrmhm

Prof Lobell’'s Research Grant Ansual Amount: 558,238

. o . New Stipend | Felowship support pad through Stanford University - Descripéion
* Real World Training Scenario:

« Enter Robin’s funding:

« Description: Prof Lobell’'s Research -—
Grant; 09/01/22-08/31/23 nual Amount

 Annual Amount: $68,238 Hequirellﬁalarg'.lhr:nualhmuunt

Anaual Amaount
New Outsade support with direct payment to fellow - Descripbon




» For International Scholars only:
« Click the “Visa Type" field

« From the drop-down list, select the
correct visa staftus

 |f the correct visa status is not listed,
select any status and note the correct
visa status in the “Notes to Approver”
field

* Real World Training Scenario:
« Robin’s visa status is J-1

-
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CLICK STEPS:
VISA DETAILS BOX

= Visa Details

Ifthe appointee is gulemeiinegizcn or Permanent Resident, you must indicate his/hervisa status requested. Check the Information Sheet link
above for detajg@regarding your 3gpointee immigration status in the United States.

*Visa Type:

= Department AMWgoi

Admin:
Phone: GERI/380-1283

0g707079 Tammy Wilson

Email Addr: tiwilson@stanford.edu

Supporting Documents

Browse... Nofile select\. Upload

= Preview and Certification
Preview Offer Letter — (Must click "Save” first)

[] lcertify that | reviewed the rletter in its entirety by checking the letter language for accuracy, flow and correct inclusion of other data
from this form.

Notes to approver

Save Submit Back Print
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CLICK STEPS:
PREVIEW OFFER LETTER AND NOTES TO APPROVER

* “Preview Offer Letter” link

* Click the Save button at the bottom
« Click the “Preview Offer Letter” link " Preview and Cerfcation
« Review for proper grammar, punctuation, @(m Lo - me@
and word flow where entered text
populates the offer letter

* Revise data entry fields to correct word
flow, punctuation, etfc., if needed

* “Notes to Approver” field can be used fo: Requesig a policy ecenton forPhD) confemed mare fhan 3 years
* Request policy exceptions Notes foapprover— ano. Previous research s intm .

» Explain unusual appointment terms to ’
OPA ,

. Notify OPA of existing Student ID number s | | B it

» Notify OPA of erroneous data on the Data
Form to be corrected

| cerfify that | reviewed the Qffer letterin its entirety by checking the letter [anguage for accuracy, flow and correct inclusion of other
data from his form,
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CLICK STEPS:
SUBMISSION TO WORKFLOW

» Click the “l certify...” check box
» Action Buftons

. ™ Preview and Certfcation
« Save - Saves data entered in form
« Submit = Submits to workflow for Role #3 Previe (e Lter - (Must clck "Save frsf)
Department Manager/ DFA approval N - | o
. Back — Returns to previ oUs screen | cerffy Nt | reviewed the Offer leter in ts entirety by checking the etter anguage for accuracy, fow and corct inclusion of ather

: : . Gt fonftis fo
* Print — Prints a copy for PDF or paper file S

Requesfing & poicy excenton for PhOD coniemed mare than 3 years
* Real World Training Scenario: Notetoampover agn Prvos rseaehis it tm s
« Robin’'s PhD was conferred more than 3

/
years dgo i
« Request a policy exception sl sl

e Click Submit to send form to Workflow
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VIDEO: FUNDING, VISA DETAILS BOXES

~ Fending Details
Please enter the fusding amount and a desoription of fonding sources sopperting this postdocioral sppointee. Heminder, $8 fe2d you enlesin the
descripion feld{s] will Be added 1o the Offer Letier. To verdy the minimum fonding required and oiffter Staniond policies reganding fundimg, check
hiip: Upasbdocs. stanford edu'admindhow—S0dpaying posidocs il

The description{s) entered below will be added 1o the offer letter atter: "The scunce of your fonding will be from__"
Mew Salary Paid through Stanford Pedversity, estered i GFS - Description

Annual Amount:
Mew Stipend { Fellwship support paid through Stanfoed Usdversity - Description

Annual Amount:

Mew Outside support with dSrect paymeent to fellow - Descripton

Annual Amount:

Requied Salary: eIMGD 00 Total Annual Amount

e

if the appointes i= not a WS cilizen or Permanent Resident. yoa mesd imdicate hether visa states requesizd. Check the Indormation Shest ink
abave for diedzils regerding your appoinize immigrabion siatus inthe Usiled States

“Wisa Type: o
Admin: SN T Tamumy i=on
Phaomes BRI3EI-12E] Emmsail Adidir: pars~dev-emaisi@ctanfond edu

Burmartins Me-nmante
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PROCESS:
ROLE #3 APPROVER RECEIVES EMAIL NOTICE

Sent: Frniday, March 6, 2020 10:14 AM
To: pdwebtesting @stanford. edu
Subpect: Test message: Tammy Wilson has requested your on-line approval for a Postdoc Recommendation

A Recommendation request for the following postdoctoral scholar has been submatted for your review and approval.

LAST NAME: Hood
FIRST NAME: Robin
TRANSACTION ID: 01829752

Please log mto AXESS (https//axess._stanfiord. edu’) and click on the "OPA Bechtel Center” tab on the top bar which will open the workflow
where you can review this request.
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PROCESS:
ROLE #3 APPROVER REVIEWS RECOMMENDATION FORM

Role# 3 Approver Reviews When Role# 3 clicks “Approve”,
Recommendation Form the Offer Letter is sent to Postdoc

« Approver can:

- Approve - generates the offer letter
« Return — to Postdoc Admin for revisions

« Decline — ends the appointment
process

« Decline only if candidate rejects
Stanford offer

Department Administrator Confact

Admin: 05707079 Tammy Wikson

Phone; 650/360-1283 Email Addr:  pscs-dev-emalls@stanford edu

Requesting a policy exception for PhD conferral mare than 3 years ago. Previous research is within policy lmits.
Notes to approver
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PROCESS:

ROLE #3 APPROVAL TRIGGERS EMAILS

Approval email to Faculty
Sponsor

From: workfhoorpsprouati) stanfond edu <mockflonipsprosatil stanfied eds>

Sent: Frday, March 8, 2000 10:14 AM

To: piwebtesting fstanfond e

Subsect: Test message: Rzcommendation Request weth transaction 01829752 for Robin, Hood his been Submitted.

[Thes i 2 system- penerated meseaoe. Please do not regly o this message |
Dear Professor Dzad Lokell,

This 152 system generated notrfication that Tamey Wikson has subemitted 2 recommendation on yosr hehalf o zppoest Robun Hood s 2 postdoctoeal scholar in Institutz foe [ntl Studies: Upon approval by the Department, vour prospactve postdo: mill ecetve an
ematl noteficadon o documseat your asreement and Untversity polcy regarding postdocioral schobars, and if wll mchuds the snfoemation you peaded for this appotniment as follows.

Dunng tis sppoimtment, Roba Hood wal be imobved i the excitng waeld of food secunty and the emvaronment The inttal appoimtmest will ben o September 1, 2020 and eed om Augest 31, 01 The tota support for the itz year of raming will be
63,000, pls certam medical, dental, vison and life esurance coverage through Stanford's Postdoctoral Scholar programs. Thes appointment may be temminated peio o the anicypated end date noted aborve based upon lossof feding, change i programmatic
teed o unsatisfaetory perforesance on your postdoc’s part Effective on Octaber 1 of each year, the findies sepport ey chanpe m onder o meet the nesversay's stipend'salary Jevels of soppot fir postdoctoeal scholars 1n 2 syven academuc year. At the end of s
inftial appointment and sofyect b theterms hmits st fosth m Research Policy Handhook 9 4-20d the Postdoc Handbook, this 2ppotntment mar be efigble for resemval, based on satisfactory pecfoemance, the emtstenc

eaffin

The source of fondieg wll be U5, Prof Lobell's Research Grant: 09/0120-0831/21. At thas bme or during the fermsof this appomiment,fthe postdio mill recetve otber funding b suppoet the taining af Stanford, the postor 15 requared o provade a copy of e
fnding Jeter o the Office of Postdocioral Affars and o yoa. Recerng extemal support fovaods postdocioeel traineg at Stnfond may aie the amoent of finding offered o the postdac fom Stanford or other sourves, o the responsahltes assoctated woh s
appountment.

Postdoctoral Scholaes ane requared to aend 2 mandatory Postdoctoral Benefits Session upoa thetr aerrval at Stasford. Ty Wilson will enoll your postd peke to the start ofthe sppoestment. Stanfoed peovidss 2 range of bealth and other benefits to all
pestdoctoral scholars. In onder 10 secure bealth care coverage through the Stanford plass, the postdoc must envoll withem the first 31 das of the appototssest start date. Postdoes who are pand 2 "sabary” by Stanfid. may s2ve for your retirement by coetributing to
Stanfords Tax Defred Aoty Plan Postdoe benefits information and policy is availsble 2 ity besefit stanfond ed postdocs

Al Poswdoctineal Scholars at Stanford e elioible for leave benefis as follows: vacation of oee day pad leave per calendar month of appotniment (1 addition to offctal University bolidays); sick leave of 13 cabesdar days of aheence due to llness per year; and
paid mnatemity eave of op o six weeks. Tn adéiton, your postdoc may be elgible for Gmily and medical leave. Please e to the Research Pobicy Handbook 9.4 and the Postdoc Hadbook for moe detil. Any leave policy must be acceptable to cutside finding
aocies.

Email to candidate to
review offer letter

From: workflow(@pspreuat}() stanford edu <workflow(@psprcuat30 stanford edu>
Sent Friday, March 6, 2020 10:14 AM

To: pdwebtesting Gstanford edy

Subject: Test message: Recommendation Sheet with transaction ID #0182975)

Dear Robin Hood,

Instiute for Intl Studses has completed its preparation of your postdoctoral appointment paperwork at Stanford University. You must now
g0 onlne to http: 'secureportalstanford edu tn order to review the terms and conditons of your offer leter. Your online acceptance 15

requured for the completed paperwork to be submuited to the Unersity for final review and approval

Please do not hestate to contact me at pscs-dev-emauls @stanord eduif you have any questions or concerns about your offer of appointment.

Best wishes,
Tammy Wilson
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NEW APPOINTMENT

Postdoc Candidate’s View of Offer Letter
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PROCESS:

POSTDOC CANDIDATE RETURNS TO SECURE PORTAL

Stanford University

P — - - L
- . - - —_— -
#M':" — o > - e n =T, T Te—— G
— = e - x o i = — ”

o Postdoctoral Scholar Appointment
Process

Postdoctoral Scholar Data Form

Transaction ID: 01721669

1on Status: Review Offer Letter

Request Help with Secure Portal: Postdoctoral Scholar

View Postdoctoral Appointment Offer Letter

Important Information for Potential S#@nford Postdocs

mease review these resourgg Bfore signing your
offer letter.

» Checklist for New Postdocs (for cost of living calculators, helpful tips, and required

action items if appointment is approved)
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PROCESS:

CANDIDATE'S VIEW OF THE OFFER LETTER

Robin Hood
1234 Forest Glen Lane
Sherwood Forest, Greater London SE1091G GBR

Dear Dr. Hood:

I am pleased to offer you an appointment as a Postdoctoral Scholar 1in FSI-Center on Food Secunty and
the Environment. Thas letter 1s intended 1o document our understanding of your appointment.

During this appointment, you will be involved in the exciting world of food security and the environment.
Your mitial appomniment will begin September 1, 2022 and end August 31, 2023. Your total
support for the imtial year of traming will be $68,238 plus certam medical, dental, vision, and life
msurance coverage through Stanford’s postdoctoral scholar programs. The source of vour funding will be
from U.S.; Professor Lobell's Research Grant.

Your moving expenses are reimbursable up to 52,500 agamnst actual receipts. You are required to teach a
one quarter undergraduate class during the course of this one year appointment.

Prior Postdoctoral Research: Stanford has a five-year postdoctoral term linut policy that includes most
prior postdoctoral expenence. Your prior postdoctoral research experience, calculated in months from
your submitted information, was reported as: 24.
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PROCESS:
CANDIDATE ACCEPTS OR REJECTS THE OFFER LETTER

i

- —

ol

Click here to View/Download your Offer Letter

+s Accept/Reject Offer Le
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PROCESS:
CONFIRMATION OF OFFER STATUS

Stanford University

Postdoctoral Scholar Appointment
Process

Postdoctoral Scholar Data Form

Transaction ID: 01721669
Transaction Status: Offer Letter Accepted

Help with Secure Portal: Postdg

View Postdoctoral Appointment Offer Letter

Important Information for Potential Stanford Postdocs

(Please review these resources before signing your
offer letter.)

* Checklist for MNew Postdocs (for cost of living calculators, helpful tips, and required
action items if appointment is approved)
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PROCESS:
OFFER ACCEPTANCE NOTICES

Email Notice to Postdoc Email Notice to Admin of
Confirming Offer Acceptance Postdoc Acceptance

From: workflow/Gpspreuat3() stanford edu <workdlowZpsprouat3( stanford egy> From: workdlow@pspreuat3( stanford.edu <workflow(@psprevat3l) stanford edv>

Seat:Fruday, March 6, 2000 10:14 AN Seat: Fiday, March 6, 2020 10:14 AM

To: pdvebestng Astanford ey To: pdvebtestng Osaford -

St Test mesage: O e hasbenaccted o saction D 161975, Subject: Test message: Offer letter has been accepted for transaction ID # 01829751,

Do R Tvted postdoc Robtn Hood has accepted thei offer leter 1n SecurePorta.

Thank you for ccepng your ofeof a postdoctoral appootment t Sanford Unversty. Yourappontment parvork and yousguedofer  Pleasehog into AXESS (btpsavessstanford ) an clickonthe "OPA/Bechtel entr” o onthe topbar whichwiloen he wolow
will now be seat to the Ofice of Postdoctoral Affas for final review where you can feview ths request,

jonsfegarding your ppommeat and upeomung transion o Stanford may be drected o eafal admunusrator Tamemy
mﬂs:ffdﬁtrﬁsﬁ REEE e 9 s e o Please Note: The Office of Postdoctoral Affaurs does not ecenve the appountment paperwork until ater you have completed this final review
e and submassion step
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NEW APPOINTMENT

Postdoc Admin Verify: Submit the Recommendation Web Form
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PROCESS:

RETURN TO WORKFLOW TO VERIFY AND SUBMIT TO OPA

« Admin MUST return to workflow for final
Verify to:
« Confirm appointment terms are
accurate

« Confirm all required supporting
documents are uploaded

o Submit to workflow

« HELPFUL HINT:

A DISABLED/GREYED OUT “APPROVE"
BUTTON indicates the Postdoc has NOT
accepted the online Offer Letter

« Appointment cannot proceed until
Postdoc accepts the Offer Letter

https://axess.sahr.stanford.edu/

+ Post

01/18/2019 Refurned for addifional screen

15 Tammy Wilson PD-OPA-ADMINT  Approver 40 - 003N chots )
] LADMINA  Anars ) 0111812019
6 Sofie Kleppner PD-OPA-ADMINT — Approver 40 010 MAl
. - — ) 011182019
17 RashmiMoran PO-OPA-ADMINT  Approver 40 040344l

E] Print

Decline

Retum

Approve

*Select PostDoc Information sheet: 01731669

*Postdoctoral Request Type PostDoc Research Scholars

Is this request for Department Transfer: No

Comparative Display of Biographic Data (ffer Letter Complate Information Sheet

* Appaintee Information

Last Name: Hood First Name:  Ropin Middle Name:

Date of Birth:

+ Department of appointment
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PROCESS:

HOLD IT! ARE ALL REQUIRED DOCUMENTS UPLOADED?

DO NOT SUBMIT TO OPA UNTIL ALL

REQUIRED DOCUMENTS ARE UPLOADED!

« Documents Uploaded by Candidate

« Doctoral diploma or Letter of Completion

« Current CV

« If International:

» Passport AND:

« EAD Card or application (if F1 OPT)
« Green Card (if Permanent Resident)
« |-797 Approval Notice (if H-1B status)

« Copy of DS-2019 (if sponsored by other
institution)

« Qutside Funding Letter(s) (if applicable)

If a document is missing:

HOLD the web form in your workflow
until you receive and upload it.

« Documents Uploaded by Postdoc Admin

« Any Candidate documents not available
when Data Form was submitted

« Research Experience Calculator (if
previous research experience)

« Currency Conversion printout (if foreign
currency noted in outside funding letter)

« QOutside funded benefits coverage
approval email (if applicable)

https://postdocs.stanford.edu/postdoctoral-administrators/appoint-postdoctoral-scholars
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CLICK STEPS:
SUBMIT THE RECOMMEND FORM

« lfall required.su%porﬁng documents are
uploaded, click Approve

Approval comments can be added Confirmation of Submission

OPA/BECHTEL CENTER

Approval Comments Approval submitted for further processing. (25100,184)

Comments:
1

. OK | CancelAction
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PROCESS:
OPA APPROVAL NOTICES

proval Nofice to Admin roval Notice to Postdoc

= From: workflow @pspreuat20.stanford.edu Sent: Tue 8/2/2011 5:45
‘rom: workflow @pspreuat20,stanford.edu ror S e Ak i
Ca
-D: pnstdnta'ﬂ’a"’s mmnfﬂrdledu Subject: Test message: Recommendation sheet has been approved.
—[. Dear Dr. Annie Rannie:
=ha
|- 2 : r I am writing to confirm that your appointment as a postdoctoral scholar at Stanford University has been
J-I-Ib_IECt: TESt mESSEgE: PﬂstD‘ﬂC RESEErCh Echﬂlars rEqUESt fclr REHFHE'., _IEI,HHIE' has bEErl _pl,pprﬂ'l.l'ed reviewed and approved for the period starting 2011-88-82 to 2012-88-31. 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:

Apprﬂ\"Ed EF: Shannﬂn Hﬂﬁahan The Office of Postdoctoral Affairs website (OPA) http://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
http://postdocs.stanford.edu/incoming scholars/prior to arrival.html and Upon Arrival. The first page, Prior

99?91323 hES bEEH E[JFIFD'U'EE' b}f Shaﬂﬁﬂﬂ HDHEhEH 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.

TFII-JE D-F Hequeﬂt: PDStDDC Heﬂearch Schﬂlarﬂ Upon your arrival, you are required to attend a Benefits Session organized by the Postdoc Benefits Group in

Stanford's Human Resources. Please ask your department administrator to enroll you in that session. Your
administrator will inform you of any remaining steps with respect to your transition to your new position and
L,ﬂ._ST NAM E: Hﬂﬂd if you have training or other requirements that are part of your postdoctoral appointment.

- The Office of Postdoctoral Affairs welcomes you to Stanford!
FIRST NAME: Robin
Al Murray
TR_AN SACI IDN ID: 01?3 1691 Postdoctoral Services Manager

Office of Postdoctoral Affairs

1215 Welch Road
I:DI'I"I'IEHtE: Modular A, Room 84

Stanford, CA 94385-5482

work: (658) 498-7618

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

COMMON REASONS OPA WILL RETURN WEB FORM OR DELAY APPROVAL

« Recommendation Form Returned to Postdoc Admin for Revision:

Faculty Sponsor is not eligible 1o appoint a Postdoc
Incorrect Career, Program, Plan, Sub-plan, or Other Association

Postdoc Candidate is not eligible (appointment or employment elsewhere; more than 5
years postdoctoral research experience, etc.)

Appointment start date not feasible (e.g., fimeline too short for visa processing)
Incorrect Research Experience noted by department
Additional details added to offer letter that are contrary to Postdoc Policy

Incorrect Funding

« Amount listed is not the annual rate (appointment period is more or less than one year and
funding is prorated for appointment period rather than annual rate)

« Annual amount includes extra allowances, benefits costs, or other non-salary amounts

 Recommendation Form remains pending in OPA workflow until issue resolved:
* Insufficient proof of degree (letter of completion does not meet requirements)
« Missing one or more required supporting documents
« Appointment dates/funding are mismatched with visa dates/funding

-
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CLICK STEPS:
RETURNED RECOMMENDATION FORM

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

* tht hq pFenS if q pOintment ie[ms ° The following information is required for processing the Postdoctoral Scholar appointment, benefits enrollment, visa petition requests, SEVIS
C hq n e q ter the eco m mend ailo n Form IS database management, & other appointment pracesses. . . .
SU bml ted to workfIOW? *Required field  + Must match passport

Workflow Transaction Information

° C h eC k AX ESS TQ See Wh e.re Th e . WF Trans ID: 00791323 Status: Penomg Status Date & Time: 08/02/11 4:57:52PM
R e C O m m e n d O TI O n F O rm |S p e n d I n g Originator:  Ransome, Annelies Ashoff Email:  pscs-dev-emails@stanford.edu Phone: B50/736-0129

« Confact the pending Approver to return T

the welb form for revisions nme  Amowre  Apoernpe AP IS gouipuegrme  commens
« Postdoc Admin returns web form to Self e e oo (50
- |If the web form is pending Admin’s verify 2 et sy POCHAR PRO OF) 0Dl fehded 7o
in workflow, Admin clicks Return, then: S meome  ERR Ao 20 Paone oy D
 Mouse over the OPA/Bechtel tab
» Click Postdoc Administrative Forms oo | mewn | peame | = e | Backto Woron Hore
« Click Recommendation Form button E—
L SeOrCh by POSTdOC name *Select PostDoc Information shed 00791322
 Click the transaction ID, open form et s RS

¢ MCIl(e re\/iSionS, SCIV@, Ond reSU bmiT Comparative Display of Biographic Data Offer Letter Complete Information Sheet
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PROCESS:
DELAY OF APPOINTMENT DATA LOAD TO PEOPLESOFT

* The Email Noftice of Appoin’rmen’r Approval Does Not Mean
that Appointment Data is Uploaded to PeopleSoft

* There may be a 24-48 hour delay (longer during high volume
processing periods) AFTER the approval notice before the
appointment data is uploaded to PeopleSoft

» To check if the appointment is active in PeopleSoft, log-in and look
for the student ID number (see the next slide)



-
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CLICK STEPS:
LOOK UP STUDENT ID IN POSTDOC WEB FORMS

« Enfer Postdoc names in search fields, click
Look Up

Copy the Empl ID#; cancel and exit

If "No Results”, the appointment data is not
yvet loaded to PeopleSoft

* |In AXESS, mouse over the OPA/Bechtel
Center tab

« Click Postdoc Administrative Forms .
« Click Change Request, then click Add .
« Click magnifying glass to Look Up

. . - : [ 1
Post Doctoral Scholars Appointment Dates, Funding and Faculty Changes Student it £
DeptlD: Appointment S1
Bequest]ype Academic Program: =S S e S
[J appointment dates change  [IFaculty change  []Funding change [ Research Experience / PGY change PPy Empl ID: [ begins with ~|[

=~ Bio Demo

*Student 1D:

DeptlD:

Academic Program:
Academic Plan:
Academic Sub-Plan:
Appointment Type:
Faculty Sponsor:
Research Mentor:

Salary: $0.00
Post Graduate Year (PGY):

A Additinnal Infarmmatinm ranardinn

Ao

Appointment Start Date:

Appointment End Date:

Months Research Prior to Appt: 0
Months of Current Appointment: 0
US Citizenship Status:

Visa/Permit Type:

Visa End Date:

Recommendation Form 1D:

Academic Sub-Plan:
Appointment Type:
Faculty Sponsor:
Research Mentor:
Salary:

Post Graduate Year (PGY):

Comments:

@D‘i? Hood Robin Ggduate 0 ESS

Last Name:

[begins vith < |[nood
[beains vitn ] ronn
Academic Program: :
Academic Plan: :
Academic Sub-Plan:

First Name:

Look Up Clear Cancel Basic Lookup

Additional Information regai Search Results

Wiew 100
Academic student Academic 5
Career Academic Prog
(5 8 Nbr Proqgram

Earth System
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NEW APPOINTMENT

Postdoc Admin: Visas for International Scholars
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POLICY:
VISA TYPES FOR INTERNATIONAL POSTDOCS

« J-1 Scholar (with DS-2019 document)
« Expected visa status for Stanford Postdocs
« J-1 visa status available up to a maximum total of 5 years

* F-1 Optional Practical Training (OPT) with Employment Authorization (EAD) card

« International Postdocs who were graduate students in the US may start their postdoctoral
appointment in F-1 OPT status for the period of the EAD work authorization up to 12 months

« 24 months additional time may be available with a STEM extension in selected research fields,
then transfer to J-1 or H-1B visa status

 H-1B Visa
« Postdoc must meet eligibility criteria and be approved for this visa policy exception
« H-1B visa status available up to a maximum of 6 years

https://postdocs.stanford.edu/postdoctoral-administrators/how-quick-links/request-visas-postdoctoral-scholars
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PROCESS:
SUBMISSION OF J-1 / VISA DS-2019 REQUESTS

« Admin completes J-1/H-1B visa training with Bechtel International Center
« Admin submits J-1 / DS-2019 SEVIS Visa Reguest web form
» Funding is required to cover duration of visa and appointment

« Submit DS-20192 and Recommendation web forms at least 8 weeks
before expected Postdoc arrival / appointment start date

« 3 months in advance is preferred

« OPA CANNOT approve visa web forms without an accompanying Recommendation Form
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POLICY:
J-1 VISA DS-2019 PROCESSING GUIDELINES

« Appointment start and end dates must match DS-2019 program start and end
dates

« DS-2019 funding total must match annual funding reported to OPA, EXCEPT:
« When appointment/DS-2019 program do not equal one year
» Report to OPA: Annual funding amount

« Report to Bechtel: Funding amount for program period

« When external funding includes allowances beyond the annual funding
amount

« Report to OPA: Annual funding amount; do not include allowances

« Report to Bechtel: Funding amount for program period; okay to include
allowances

« Recommendation and DS-2019 Web Forms are submitted concurrently to OPA

https://postdocs.stanford.edu/postdoctoral-administrators/appoint-postdoctoral-scholars

-
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POLICY:
CONDITIONAL J-1 VISA DS-2019 APPROVAL GUIDELINES

« To facilitate visa processing for international scholars, OPA may review for a conditional
DS-2019 approval in advance of the appointment approval, with:

« Written request from department, by email or Notes to Approver entry

« Letter of Completion must provide a statement of progress toward degree

« Letter must provide an anticipated date of degree conferral

* If proof of degree is not provided on or before the postdoc appointment start date:
« The appointment CANNOT start; Postdoc Admin must delay the start date, OR

« The Candidate must be appointed as a Visiting Student Researcher (VSR) or other
appropriate status until proof of degree is provided

« Information on Visiting Student Researcher status can be found at:
« GAP policy (Section 1.3); RPH policy; Registrar's Office page

« Conditional approval of the DS-2019 is NOT available when the PhD institution has an
extended dissertation evaluation process




* F1 OPT with an Employment
Authorization (EAD) Card

« Postdoc applies for EAD Card
« Stanfordis not involved in process

« Postdoc uploads to the Data Form a
copy of the EAD card (if available)

« Appointment can be approved with
a copy of the EAD application or
receipt if the card isn’'t available
when Postdoc submits Data Form

« Postdoc Admin uploads EAD card
when available later

-
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PROCESS:
F1 OPT AND H-1B VISA

« H-1B Visa

Requires an approved policy exception
by OPA or the H-1B Review Board

Postdoc must meet specific H-1B visa
eligibility criteria
Postdoc must be paid salary

« Stipend and fellowship is NOT permitted
More complex processing required
More expensive for department
Conveys other responsibilities to Pl
H-1B Visa Process, Guidelines, and

Required Documents
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NEW APPOINTMENT

Postdoc Admin: Salary and Stipend
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PROCESS:
PAYING POSTDOCS

Postdocs are paid through Graduate Financial Support (GFS)

GFS Mail Code is where the pay stub is sent for stipend-paid postdocs and where the
paycheck is sent (if direct deposit is not yet set up)

Postdocs should sign-up for direct deposit as soon as possible after 15" paycheck is issued

Postdocs can't change where checks are sent by changing the mailing address
« Live pay checks are sent to the GFS mail code location
* They must contact their GFS Administrator to change the GFS mail code

Postdocs MUST check AXESS to ensure they have a local mailing address listed
« SEVIS requires international postdocs to list their foreign address as home address
* If no local mailing address is listed the W2 document will be sent to the home address
(outside of U.S. for international scholars)

Review Gateway to Financial Activities:
« http://web.stanford.edu/agroup/fms/fingate/staff/payadmin/payadmin_student.hitml

-
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PROCESS:
PAYING POSTDOCS

 OPA’s responsibilities:
« Create Student ID (Empl ID)
« Term Activation in PeopleSoft Student Administration
» Set up a Benelogic record

« Department responsibilities:
* Benelogic entry of PTAs to charge insurance premiums
 ltem-Type Requests for New PTAs, if needed
» Entry of GFS Salary, Stipend, Outside Funding lines, as applicable
» Collection of I-?2 documents and forwarding to Payroll
* Follow-up with postdoc on missing I-9 documentation
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POLICY:
PAYING POSTDOCS

 Department is responsible for:
« Determining type and level of funding
« Following University policies and funding source requirements
« Meeting minimum funding requirements

* Rules, regulations and restrictions regarding source of support:
« Funding source may prohibit support from other sources
« Funding source may require US citizens or Permanent Residents

* Funding sources must be coordinated:
« Postdoc and staff must understand and follow requirements of each funding source
« Work closely with your grants and research financial administrators
« Consult trained colleagues; review financial policies

https://postdocs.stanford.edu/postdoctoral-administrators/hnow-quick-links/pay-postdocs
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PROCESS:
PAYING POSTDOCS

« Postdoctoral Scholars Funding Types:

 Stanford Funding
« Grants, contracts, training grants, school/departmental funds, etc.

« Paid as salary (semi-monthly) or stipend (monthly), depending on the
funding

« Ouiside Support (external fellowships)
« Paid directly from outside source to postdoc
* Must be tracked in GFS for auditing purposes

« Any combination of funding sources is permitted

https://postdocs.stanford.edu/postdoctoral-administrators/how-quick-links/pay-postdocs
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POLICY:
FRINGE BENEFITS RATES ASSESSED ON SALARY

 Assistantship Type - RAF or RAFC - controls the benefit rate

 Full Postdoc Fringe Benefit Rate (25.3% for FY22)
« Charged to all salary entries with Assist Type RAF — when salary accounts for at
least 50% of total compensation (at least 20 hours salary)

* e.9., two separate salary lines, one 12 hours and one 18 hours will be charged the full
benefits rate

« Contingent Benefit Rate (7.9% for FY22)

« Charged to all salary entries with Assist Type RAFC — when salary accounts for
less than 50% of total compensation (less than 20 hours salary)

« e.g., one salary line for 10 hours (25% of total compensation) will be charged the
contfingent benefits rate

hitps://doresearch.stanford.edu/research-administration/proposal-preparation-submission/rates#fringe-benefit-rates
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POLICY:
ANNUAL 9/1 MINIMUM FUNDING INCREASE

» All postdocs must be at the appropriate pay level

* Departments must review their postdoc
salaries/stipends/outside funding on an annual basis and
confirm that their scholars are funded aft least the
minimum required rate on 09/01/xx

* GFS must be updated with increase.
» Funding Guidelines
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POLICY:
ANNUAL 9/1 MINIMUM FUNDING INCREASE

« Postdocs on External, Direct-Pay Funding
« Upload to Nolij a copy of the award letter
« Qutside funding is entered in GFS for audit purposes only
« Foreign currencies must be converted to US dollars
« Www.oanda.com is a good resource for currency exchange rates

« REMINDER: Double-check every quarter that currency exchange rates
haven't caused a postdoc o fall below funding minimums

« Foreign funding must be supplemented by department when fluctuation in
currency exchange results in a funding shortfall below the required minimum

« Postdocs on Unpaid Leave of Absence
« Apply the appropriate salary rate when postdoc returns from leave
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NEW APPOINTMENT

Postdoc Admin: Postdoc Benefits
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POLICY:
POSTDOC BENEFITS

« A postdoctoral appointment at Stanford includes certain
defined benefits for medical, dental, vision, disability, and
leave benefits

» Defined benetfits established by the Postdoc Benefits office
may not be modified or diminished by individual agreement
between the postdoc and the appointing department or
faculty sponsor

« Postdoc Benefits are managed via a third-party platform,
Benelogic

 Information on training and access to Benelogic is here
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POLICY:
POSTDOC BENEFITS FUNDING

. S’ronford s portion of postdocs’ benefits costs are paid from:

* The automatic application of a fringe benefits rate on
salaries of at least 50% FTE, which are paid to the postdoc
through GFS, OR

* From departmental or faculty funds, in the absence of @
50% FTE level of salary support

* In rare cases, benefits costs are paid from fellowship
funding specifically allocated for the postdoc’s insurance
premium costs




-
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POLICY:
POSTDOC BENEFITS SESSION

* Benefits session is mandatory for all new Postdoctoral Scholars

« Postdoc Admin registers incoming Postdocs for the first session
following their arrival at Stanford

« GO 1o Postdoc Benefits for sessions dates, times, and location
* Email postdocbenefits@stanford.edu with Benefits qguestions

- Benefits coverage enrollment is not approved until Postdoc
has attended session

» Postdocs must make benefits elections within 30 days of the
appointment start date or will default into basic coverage
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Office of Postdoctoral Affairs

Staﬂford | Postdoc Benefits

POLICY: 2022 MONTHLY
2022 MONTHLY CONTRIBUTION RATES

CONTRIBUTION RATES e ——

Total Cost Institutional Your Monthly

Cost* Cost

* *Institutional costs are funded from

Medical - Stanford Health Care Alliance (SHCA)

a variety of sources depending on Postdoc Only $822.70 $322.70 $0.00
eOCh IﬂleidUCﬂ POS‘I‘dOC’S Postdoc + Spouse/Registered Domestic Partner 51,675.83 51,424.45 $251.38
. Postdoc + Child{ren) 51.346.76 51,144 74 $202.02
OppOIrﬂ-menT OrrangemenT Postdoc + Family %2,333.99 %1,983.89 £350.10
Dental - Delta Dental PPO
Pastdoc Only 54142 541.42 $0.00
fok . . . Postdoc + Spouse/Registered Domestic Partner L81.42 £41.42 £40.00
° Upon enroliment, eligible family Postdoc + Child(ren) §71.42 541.42 $30.00
members (Spouse'/reglsfered Pastdoc + Family 5111.42 £41.42 $70.00
domestic partner and children ‘Ffr::'d’;'c‘:fl:“s’”‘“ AR . o o
ThrOUgh Oge 25, regGrdleSS Of Postdoc + Spouse/Registered Domestic Partner 514 28 5847 5$5.81
student or marital status) are Pastiiog Child ioen) stesl AR ot
Tomo’ricoll Covered Postdoc + Family 4£24.38 $8.47 $15.91
au y . Extended Travel Assistance - Assist America, Inc.
Postdoc + Eligible Family Members™* $1.25 50,00 $1.25
Disability, Life and AD&D - Standard Insurance Company
. . Short-Term Disabili £15. §15. L0,
+ https://stanford.app.box.com/s/8ia oot Do, o o o
bjanys/wgaykgakbvwmsgcpp8ckhé Basic Life $2.50 52.50 $0.00
Basic Accidental Death & Dismemberment $0.88 50.88 £0.00

Postdoc Assistance Program (PAP) - Aetna Resources For Living
Pastdoc + Household Members $1.54 $1.54 50.00

* Institutienal costs are funded from a variety of sources depending on each individual postdoc’s appointment arrangement
=* onca you enncll, your 2ligible family members (spouse/registersd domestic partrer and children under age 24, regardless of stud=nt or mari=| status) are
auromatically covared.
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POLICY:
WAIVING STANFORD BENEFITS COVERAGE

- Postdocs who have an outside health plan may request a review to
waive Stanford Benefits

« Requires proof of other comprehensive medical coverage
* Usually from a working spouse .
» Travel policies do not offer comprehensive coverage

« Outside health plans must substantially meet ACA minimum requirements
for approval

* The outside plan must be approved by the Postdoc Benefits office prior
to appointment approval

« Admin must upload a PDF copy of the Benefits approval email 1o Nolij

https://postdocbenefits.stanford.edu/eligibility-enrollment/waiving-stanfords-medical-insurance
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POLICY EXCEPTION:
POSTDOC PAY-ALL

Some outside funding agencies provide funds above and beyond the annual stipend
specifically for health benefits charges

In these cases, funds may be used to cover the Institutional (department) portion of
the health insurance premiums (see Postdoc Health Premiums Rate Sheet)

The department MUST make a formal request to OPA (Postdoc Pay All Job Aid)

Pre-Approval Required! The formal request MUST be submitted for review prior to the
Recommendation Form submission to avoid the department having to pay for the
insurance from a guarantee account if the exception is not approved

Because this is an exception to policy, no arrangements will be recognized until
reviewed and approved by the OPA Benefits Office

If approved, Admin must upload a PDF copy of the Benefits approval email to Noljj



INDIVIDUAL DEVELOPMENT PLAN (IDP)

Meetings and Reports
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POLICY:
INDIVIDUAL DEVELOPMENT PLANS (IDP)

« All postdocs are required to complete an Individual Development Plan (IDP)
« Requires a meeting with their appointing Faculty Sponsor
* Must occur within first 90 days after appointment starts
« Research mentors are not eligible to conduct IDP meetings

« After the meeting, the Postdoc reports the meeting date in the IDP system
« The Faculty Sponsor receives an email to confirm the meeting in the IDP system

« Postdoc Admin can view and download IDP meeting reports for department or
individual Pls

https://postdocs.stanford.edu/current-postdocs/navigating-your-individual-development-plan-idp/your-individual-development-plan
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NEW APPOINTMENT

Postdoc Admin: Cal-Train Go Pass, Reimbursements
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POLICY:
CALTRAIN GO PASS/CLIPPER CARD

» The Go Pass program is offered to postdoctoral scholars
residing off Stanford property and within typical daily
commuting distances

» For more information about postdoc eligibility, refer to the
pilot program eligibility page on the Parking &
Transportation Services web site

* Passes cannot be obtained unless the Postdoc has an
eligible residential address in AXESS identitied as “Stanford
(local) address” or “SEVIS (US)”
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POLICY:
EXPENSE REIMBURSEMENT

* There is no postdoc policy on departmental reimbursement of
postdoc expenses; University policy applies

« Relocation expenses for postdocs can be paid one of two ways, either of which
can be selected by the department or postdoc:

» Direct reimbursement of expenses: this is processed through Oracle > Expense Requests
and receipts are required. Specific instructions can be found here:
hitps://web.stanford.edu/group/fms/fingate/finsystem/expreg/howto/create relocati
on.html. The total amount reimbursed is provided directly to the postdoc—this may or
may not be considered taxable income paid this way. The postdoc should check with
a tax specialist.

« Any amount can be entered in GFS: this is processed under the Other Payments
tab. Receipts are not required and any amount of funding may be provided. This is
considered a stipend and taxable income (and taxes are likely taken out on the
payment automatically).
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CHANGE WEB FORM

Postdoc Admin: Process Overview, Processing Guidelines, Appointment
Extensions, Faculty Sponsor Changes, Funding Updates, Start Date Changes,
Correction of Previous Research Experience
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CHANGE WEB FORM:
PROCESS OVERVIEW

oy b P P LTI

 Change Form Process Overview . When appointment terms change
« Postdoc Admin (Role #1 .
monitors oppoin(’rmen’r ’re)rms and fhe Change Request Web Formis
suk?ml’rs kEihonge Web Forms used to update the Postdoc record
when changes occur .
. OPA review% and approves « Changesreported VI.CI Change Form:
Change Forms - Extend the appointment end date

Change the appointment start date
Change Faculty Sponsor
Change or add Research Mentor

Correct previous research experience
or PGY years

* No Role #3 approval for
changes

https://postdocs.stanford.edu/postdoctoral-administrators/how-
quick-links/extend-postdocioral-appoinfments
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PROCESS:
CHANGE FORM PROCESSING GUIDELINES

« Appointment extensions — Admin submits at least 3 months prior fo appointment end date

« Extension should be discussed by Faculty Sponsor and Postdoc early to allow for 3
month lead time

« Extensions with a é'" fraining year request — Admin submit 4-5 months prior to appointment

end date

« Extensions that include a visa extension — Admin submits fo accommodate visa processing
timeline

« Extensions for outside-funded Postdocs — Admin must upload to Nolij an updated funding
letter

- Appointment start date changes, Faculty changes, and previous research experience
corrections — Admin submits when informed of change

https://postdocs.stanford.edu/postdoctoral-administrators/how-guick-links/extend-postdoctoral-appointments
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PROCESS:
J-1/ DS-2019 VISA EXTENSION PROCESSING GUIDELINES

OPA CANNOT approve visa extensions without an accompanying Change Form
Appointment extension end date and visa extension end date MUST match

Upload any required supporting documents to Nolij to avoid processing delay
(outside funding letters; externally sponsored DS-2019 documents, etc.)

« J-1 Scholars: Submit Change Form and DS-2019 extension web form

« DS-2019 funding total must match annual funding reported to OPA, except when:
« When appointment/DS-2019 extension does not equal one year
« Report to OPA: Annual funding amount
« Report to Bechtel: Funding amount for extension period
 When external funding includes allowances beyond the annual funding amount
« Report to OPA: Annual funding amount (do not include allowances)
« Report to Bechtel: Funding amount for extension period including allowances

https://postdocs.stanford.edu/postdoctoral-administrators/how-quick-links/extend-postdoctoral-appointments
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PROCESS:
F1 OPT / H-1B VISA EXTENSION PROCESSING GUIDELINES

OPA CANNOT approve visa extensions without an accompanying Change Form
Appointment extension end date and visa extension end date MUST match

F1 OPT:
« Submit Change Form (new end date should match STEM / EAD card end date)

« Upload to Nolij a PDF of STEM extension EAD card
« (or submit documents/web forms for transition to J-1 or H-1B)

H-1B Visa:
« Submit Change Form and H-1B visa web form

« Upload to Nolij a PDF of H-1B/E-3 Visa Request Form and required supporting
documents

https://postdocs.stanford.edu/postdoctoral-administrators/how-quick-links/extend-postdoctoral-appointments
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POLICY:
EXTENSION WITH 6™ TRAINING YEAR

 Policy Exception for a Sixth Year of Postdoctoral Training

« Appointment extensions that exceed the 60 month tferm limit may be
permitted if approved by the Faculty Subcommittee

 The maximum term limit is 72 months
« Requires additional supporting information
« Submit a Sixth Training Year Policy Exception smart sheet request
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CLICK STEPS:
CREATE A CHANGE REQUEST WEB FORM

e In AXESS:
» Click the OPA / Bechtel , .
Center tab
¢ C“Ck POSTdOC Visit Workflow Home Page nchdministmtive Forms
e Click Postdoc Administrative

Forms

https://axess.sahr.stanford.edu/
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CLICK STEPS:

ADD A CHANGE REQUEST WEB FORM

» Click the Change Transactions
radio button

» The screen populates with Search
boxes

« Ignore the search boxes and the Search
button

 These are used to find EXISTING web forms

* Click on the ADD button to create a
new Change Form

-

Postdoctoral Forms
Request Type

Recommendation Form

Empl ID

First Name

Last Name
Academic Program
Academic Plan
Academic Sub-Plan

Transaction Status

Termination Form ® Change Transactions LOA Form




-

183

CLICK STEPS:
CHANGE REQUEST TYPES

« Check the Request Type(s) for the
Change(S) you dre mad klng Post Doctoral Scholars Appointment Dates, Funding and Faculty Changes

 More than one Request Type can be
submitted on the same change form

ReqN
(Jap
e L

Type
cintment dates change ity change g change g=arch Experience / PGY change
4

« The specific boxes populate after the “Student 1 :
Request Types are selected o A S
* Appointment date change button N
b EXTend OppOinTmenT end dOTe Academic Sub-Plan: Months of Current Appointment:
* Revise appointment start date S U N Rt
Faculty Sponsor: Visa/Permit Type:
* FOCUlTy Chgnge bUTTon Research Mentor: Visa End Date:
« Cha nge FOCUHy Sponsor Salary: s0.00 Recommendation Form ID:
« Add/change research mentor T
« Funding change button — NOT IN USE Honelmemeten s e -
« Research Experience/PGY change
bUHOﬂ Comments: “r

« Correct the number of months of previous
research experience or PGY years

Save Submit Back Print
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APPLY YOUR KNOWLEDGE:
UPDATE APPOINTMENT TERMS

 Training Scenario Details:

Robin's appointment is going well as the end of his first year approaches

Prof Lobell will extend Robin’s appointment for an additional two years, to meet the
maximum term limit of 60 months of research experience

Prof Lobell will be on sabbatical for the last 12 months of Robin’s appointment; the
Faculty Sponsor will change to Prof Eric Lambin at that time

The annual minimum funding increase on 09/01/23 will increase Robin’s salary — the
new amount must be entered in GFS

Robin took a 90 day unpaid leave of absence (LOA) for professional development
« His research experience can be discounted by 3 months for the unpaid leave time
« His appointment can be extended by 3 months to make up for the unpaid leave

« Create and submit Robin’s Change form
« REAL WORLD NOTE: change forms are submitted over time as changes occur, rather than all at once as in this

training example

-
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CLICK STEPS:
ENTER THE STUDENT ID NUMBER

Enter Robin’s Student ID# or click o o D bt os iTh Robins

the mognifying glcss to Look Up Click all applicable change type buttons

Post Doctoral Scholars Appointment Dates, Funding and Faculty Changes

nointment dates change ulty change ing change Rgkearch Experience | PGY change
"_E !EEQD )

*Student ID: 06340421 C,  Robin Hood

| Look Up *Student ID

begins with ~ |

Empl ID:

et o %m: DeptiD: INSTINTLST  Institute for Intl Studlies Appointment Start Date: 09/01/2022
22:3:::2 ::f:mm: I%‘I Academic Program: ESS Earth System Science Appointment End Date: 08/31 /2023
Academic Sub-Plan: | begins with v | Academic Plan: ESS-PD Earth System Science (PD) Prior Months Research: 24

[ LookUp | [ Clear | [ Cancel | Basic Lookup Academic Sub-Plan: Months of Current Appointment: 12
Search Results Appointment Type: Research Scholar PD US Citizenship Status:
| Faculty Sponsor: David Lobell VisalPermit Type: UN

EIPAD |\ae oo Coreer irm e e % plan|Academic Pian Research Mentor: Visa End Date:

06340421 Hood Robin Graduate 0 ESS Earth System Science Active ES5-PD Earth System St Salar‘_.': 568'238 PG S SR 01714435

MM.D@QM&E
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CLICK STEPS:
APPOINTMENT DATE CHANGE BOX

= Appointment Date Change

‘ i S " field
[ ]
New Appointment Start Date” fie e
Lpdate the below date only when you need to change the official start of the postdoctoral appointment. Otherwise, leave
¢ DO N OT C h O n g e Th e CI U To_po p U | O Ted the dgfault date start date unchanged if this is an appointment extension request — make the change only to the

STCII’T dGTe fOI’ OppO'hTmenT exTenSlonS WWNMNMWEMGQMMES
* The auto-populated start date EX(E]

Enter the reappointment/extension end date for this postdoc here. Ifthe New End Date is earlier of the APPOINTMENT End

C h O n g es O N LY Wh e n O n eW Date noted above, do not use this form. Instead, complete a Termination Form instead. Ifthe appointment is ending at an

S . . . earllier date than initiall_y nfrere_d and the action is initiated by the Facult}f_ SponsoriMentar, cumplet_e an Ela_rly Terminat?u_n
O ppOInTmenT |S S'I-O r'I'Ing eO rller Or |O'I'er gﬁéuzriq?:;g!ﬂuﬁggn:he instructions at hitp:/postdocs stanford edufadminfow-talearly_term html in addition to submitting
than the date shown on the form New Appaintment End Date (EXtensions): 5

« The form confirms the start date
change is correct to avoid errors

You have changed the appointment start date of this postdoc. Continue? (25400133}

 Training Scenario Details: T ? S —
« Leave Robin’s start date as auto- '
populated
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CLICK STEPS:
APPOINTMENT DATE CHANGE BOX

« “New Appointment End Date” field * Appaintment Dte Change
° EI’]TGI’ new eﬂd dOTe TO eXTeﬂd Appﬂ|nlmeﬂt Stﬂﬂﬂ'ﬂlﬂﬂhﬂﬂﬂﬁﬁ

apPPol ntment . Update the below date only when you needto change the official star ofthe postdoctoral appoiniment Otherwise, l2ave
» Tab out of end date field to recalculate i dae st dse inchanged i s a0 appintment eension equest- make e change ol o e

“Total R? search Experie n.ce o Appointment End Date. Nots that you must notfy Bechiel and Postdoc Benefts of any changes to start dates.
* International Postdocs: visa status must

New Appointment Start Date: élﬁﬁf'ﬂ'lhmlim
be extended to same new end date i B
« Submit DS-2019 extension web form Extensions of Appointments
« Submit H-1B visa extension web form Enterthe reappaintmentiextension end date forthis postdoc here. ffthe New End Date is earlier ofthe APPOINTWENT End

 Upload PDF of extended EAD or PR card Date noted above, do not use tis form. Instead, complets a Termination Form instead. ffthe appointment is ending at an
earlier date than initially offered and the aclion s initiated by the Faculty Sponsarflentor complete an Erly Termination

o Tr aining Scenario Details: notice by following the instructions at http:postdocs stanford.edu/admindow-tolearly_term.himl in addiion to submiting
« Enter Robin’'s new end date: 11/30/25 3 Terjafon o . |
« 2 year extension (08/31/25) plus 3 (NewhppuintmentEndDaletExtensinns]: 11/30/205 Eﬂ)

months to recover 90 day unpaid LOA

Total Experience with Reappointment Term Included: 60 Months
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CLICK STEPS:
APPOINTMENT DATE CHANGE BOX

- “Total Research Experience with  Appaintment Date Change
° ° o1 £3
Reappointment Term included:” field Aopaintment Start Date Cianges
e If this numberis 61 or more Update the below date only when you need fo change the official start of the postdoctoral appaintment. Otherwise, leave
e Shorten the end date until number is 60 the default date start date unchanged ifthis s an appointment extension request - make the change only to the
or less. OR Appaintment End Date. Note that you must notify Bechtel and Postdoc Benefits of any changes to start dates.
. Submit a 6 Year policy exception New Appointment Start Date: 03jo1/2022 [

request Extensions of Appointments

Enter the reappointment/extension end date for this postdoc here. fthe New End Date is earlier of the APPOINTMENT End
Date noted abave, do notuse this form. Instead, complete a Termination Form instead. If the appaintment is ending at an

° Tra,'n,'ng Scenario Defails: earllierdatethalninitiall:y'uﬁereqandtheactinnis initiatedbytheFacultgSpnnsnrﬂﬂentur,Enmpletg an Elalrlﬂerminatiuln
., . notice by following the instructions at hitp:/Ipostdocs.stanford.eduladminhow-tolearly_term himl in addition to submitting
« Robin’s research experience of 60 3 Termination Form
months does not require a policy New Appointment End Date (Extensions), | 14/30/2025 [

excepTIOﬂ I’equeST Total Experience with Reappointment Term Included:
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CLICK STEPS:
NEW FACULTY SPONSOR INFORMATION BOX

° “FQCU"'y sponsor" field Faculty Sponsor: David Lobell Visa/Permit Type:
° EnTe.r new FCICU”Y Sponsor |D ﬂumber Research Mentor: Visa End Date:
or click m(]gr“fy”’]g g|QSS 1o Look Up Salary: Recommendation Form ID:
° quCU".y Resequh Men.l.or" ﬁeld = New Faculty Sponsor Information
Use this section to update the Faculty Sponsor and Faculty Research Mentor information. If a research mentor was
i En'l'e.r new Res.equh Mentor ID numb.er idZiti%Ldsf%ﬂﬂins E-&Jsﬁl-difieﬁs:nag tJhisﬂrignhei;;ET*;'ImﬂCL?pgatiﬁgiﬁe ;mﬁgoirrzrl:cmaii-;n'ﬁi-|arertasirﬁlqg rgseersls;jn:rhr?lentcr
or C||C|( m(]gn|fy|ng g|QSS '|'O Look Up, |f name. If you wish to make a change to the research mentor, enter the new mentor's information below. If you are removing a
|- bl research men ntor is identified, you must now enter the faculty sponsor's name in the Mentor figld in
Opp ICdA e 11 10 keeping it as the sponsor 0 Update the information in PeopleSoft.
« Comments field *Faculty Sponsor: 0985215 Q'Y EricLambin
« Add comment to explain change in uty Research Mentor | '
FOCU”y SpOnSOF or ReseOrCh Meﬂ'l'or Comments: ERIC LAMBIN WILL BE FACULTY SPONSCR WHILE DAVID LOBELL IS ON SABBATICAL. @
* Training Scenario Details: I

« Enfer Robin’s new Faculty Sponsor and
explanation for the change
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CLICK STEPS:
RESEARCH EXPERIENCE/PGY CHANGE BOX

 Research Experience should be revised when: Post Doctoral Scholars Appointment Dates, Funding and Faculty Changes
« Erroris found in original calculation Reauest Type
° POS-I-dOC -I-OOk Uan“d |edve Of Obseﬂce [] Appointment dates change [JFaculty change [l Funding change  [~] Research Experience / PGY change
= Bio Demo
« Research experience calculator is required to Student ID: 06340421 |@  Ropin Hood
SUpporT revision DeptiD: INSTINTLST  Institute for Intl Studies Appointment Start Date: 09/01/2022
m N . y e Academic Program: ESS Earth System Science pointment End Date: 05 ST
« “Correction to Prior Months..."” field Acadermic Plan: ESSPD  Eatth System Science (P’ Prior Months Research: y
. En-l-er -I-he reVISed number Of mon-l-hs qas no-l-ed on Academic Sub-Plan: Months of Current Appointment:
-I-he reSGOrCh CCI|CU|CITOI’ Appointment Type: Research Scholar PD § Citizenship Status:
Faculty Sponsor: David Lobel f »
° “Add“’ionql mon‘l’hs Ieave" field Research Mentor: Visa End Date:
° En_l_er ﬂumber Of mon_l_hs Of |eove FtSalar\_\f:hE | - Sj-:lDDO.-S-D Recommendation Form ID: 01714485
esearch Experience change
o “NQ‘I'eS" field Correction to Prior Month Research:
N .« . Currently listed as: 24
¢ EnTer nOTe TO exploln reVISIOﬂ(S) Prior months research at start of appointment should be: [ 24
° Training Scenario Defai’s: New research experience as of start date |ng,i[|1|fmn is 24
* In the Additional months leave field enter 3 for Risaarial moriis Melglion: Kxliaves;

. Enter additional months leave:
« Add a note of explanation

Mew research experience as of appointment end 7
@ Robin took a 80 day unpaid leave of absence for professional development.
2

Robln’s 90 dOy Uan“d Iegve Total months of leave to date: @
dd™ 03/31/2020 is 57
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CLICK STEPS:
TEXT FIELDS AND ACTION BUTTONS

« “Additional Information regqrding Additional Information regarding terms:
terms” field ¢

« Enter additional information to explain
any non-self-explanatory changes Comments:

« “Comments” field ¢
« Enter any comments to OPA approver /

« Action Buttons
« Save —saves data entered in form
« Submit — submits to workflow
« Back -returns to previous screen
« Print — prints a copy for paper files

Save Submit Back Print
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CLICK STEPS:

CHANGE FORM POSTDOC ADMIN NOTICES

Admin Web Form Submission Notice

FostDoc Change Request has heen submitted successfully (25400,90)

QK | Cancel |

Admin Email Approval Notice after
OPA Approval

Fram: workflow@psprouat?20.stanford.edu

To: postdocaffairs @stanford.edu

Co

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

Approved By: Shannon Monahan

ART7E1329 has heen annroverd b_l,r Shannon Monahan
LAST NAME: Hood

FIRST NAME: Robin

:e,Fund,Factly Change
TRAMNSACTION ID: 01714489

First name: Annie
Transaction Id: 88791329
Comments:
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PROCESS:
CHANGE FORM EMAIIL NOTICES TO POSTDOC

Submission Notice Approval Notice

From: < Robinhood7490@gmail.com From: erkﬂn'.u@;;sprc pro01.stanford edu <workfow@pspreprdOt stanford edu>

Date: March 11, 2019 at 7:17:21 PM POT St Tesy Sgtentes 1, 2009 L9
To: <wizheng@stanford.du>, <woodyp@stanford.edu> To: Robinhood7450@gmail.com tiwilson@stanford.edu

; . . Subject: Postdoc Change Reques! Robin Hood tha Transaction 1D: 01794380 has been approved.,
Subject: Postdoc Change Request for Robin Hood 1 Transaction ID: 01736062 has been submitted. J Ll P

- lear Robin Hood
This is 3 system-generated email to notify you that a request to change the postdoctoral appaintment for Robin Hood

been made by departmental administrator Tammy Wilson | am writing o confirm that the changes in the terms of your current appointment as & postdoctoralscholar atStanford University requested by Tammy Wilson been reviewed and approved as
follows:
The requested changes are as follows:
& v Change o appoinment start ate: 09/01/2022
Change of appointment start date: 09/01/2022 SRR T
Change of appointment end date: 11/30/2025 Please contact your Department Adminitrato Tammy Wilson ave any questions about tis notificaion

Best Regards,

The request for these changes will be sent to the Office of Postdoctoral Affairs in accordance with University policy. g S
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TERMINATION WEB FORM

Postdoc Admin: Process Overview, Processing Guidelines, End of Term, Early
Terminations, Department Transfers, and More!
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TERMINATION WEB FORM:
PROCESS OVERVIEW

* Postdoc Admin (Role #1) submits Termination Web
Form when appointment ends

* Department Manager/DFA (Role #3) approves
Termination Form

* OPA reviews and approves the Termination Form

https://postdocs.stanford.edu/postdoctoral-administrators/how-quick-links/end-postdoctoral-appointments
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PROCESS:
TERMINATION FORM PROCESSING GUIDELINES

The Termination Form should be submitted 10 days prior to termination date

The New End Date noted on the Termination Form MUST match the end date of all
active pay lines in GFS

Termination Form is required to end tuition fees and insurance benefits

Termination Form DOES NOT end pay lines in GFS

Termination Form DOES NOT notify Bechtel to end the visa program for international
postdocs

Termination Form DOES NOT notify GME for School of Medicine postdocs

Any insurance charges incurred for a late submitted termination web form are the
responsibility of the department in which the Postdoc is terminating

https://postdocs.stanford.edu/postdoctoral-administrators/how-quick-links/end-postdoctoral-appointments
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POLICY:
MOST COMMON REASONS APPOINTMENTS END

« Postdoc completes the appointment term at Stanford
» Postdoc takes a position outside of Stanford
» Postdoc takes a Faculty or Academic Staff position at Stanford

« Postdoc transfers to another Stanford department as a
Postdoc

* PlI/Faculty Sponsor ends appointment early for specified
reason

» Requires Early Termination procedures

https://postdocs.stanford.edu/postdoctoral-administrators/how-quick-links/end-postdoctoral-appointments
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POLICY:
EARLY TERMINATION BY FACULTY SPONSOR

 "Early Termination” process applies ONLY when initiated by the Faculty
Sponsor to end the appointment before the current end date

* The Faculty Sponsor should contact the Associate Dean of Postdoctoral
Affairs when there Is potential of an early termination action
* Permitted reasons for early termination noted in the postdoc offer letter:
« Loss of funding
« Change in programmatic need
 Documented unsatisfactory postdoc performance

* Written notice of early termination must be given to Postdoc 30-60 days
prior to the early end date

« 90 days in cases of loss of funding
o |f the Postdoc has a visa, Postdoc Admin must notify Bechtel [-Center

https://postdocs.stanford.edu/postdoctoral-administrators/how-quick-links/early-termination-appointing-department
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POLICY:
EARLY TERMINATION DUE TO UNSATISFACTORY PERFORMANCE

* Must follow a process by which:
« Progress discussions and written evaluation by the Faculty Sponsor are made

« Clear articulation (preferably written) of the specific steps to remedy deficiencies,
including the possibility of early termination if deficiencies remain by a specific date

« Process occurs over weeks or months, in advance of the early termination action

« The Early Termination Notice to Postdoc must follow the
standard template on the OPA web site:

https://postdocs.stanford.edu/sites/default/files/samplenoticeearlytermination.docx

https://postdocs.stanford.edu/postdoctoral-administrators/how-quick-links/early-termination-appointing-department
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POLICY:
FARLY APPOINTMENT END FOR INTERNATIONAL SCHOLARS

« Bechtel Infernational Center is under regulatory requirement to provide
nofice to the State Department when a postdoctoral appointment ends
30 days or more before the DS-2019 expiration date

» Postdoc Admin must notify Bechtel International Center when:
« J-1 Scholar appointment ends 30 days or more before the DS-2019 expires
« Admin must submit a Shorten J-1 Program Request web form to Bechtel [-Center
* H-1B appointment ends 30 days or more before the visa expires
« Admins must follow the specific requirements for H1B holders

https://postdocs.stanford.edu/postdoctoral-administrators/how-quick-links/early-termination-appointing-department
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PROCESS:
POSTDOC TRANSFER OR FACULTY/STAFF HIRE AT STANFORD

» Depariment Transfer of Postdoc Appointment 1o another

Stanford department

« Terminating and Appointing departments must work together to ensure Termination
is submitted and approved in advance of the New Appointment Recommendation
Form to avoid misrouted web forms

» Postdoc Transition to Faculty Appointment
« Work with your department’s Faculty Affairs Office

» Postdoc Transition to Academic Staff — Researcher
« Work with your department’s Human Resources Office
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APPLY YOUR KNOWLEDGE:
TERMINATE APPOINTMENT

 Training Scenario Details:
« Robin completed his appointment term as of 11/30/2025
* The Action Reason is PEND — end of appointment term

« His forwarding address is 4321 Walnut Street, West Lafayette, IN 42424,
as of 12/01/2025

» Robin provided a new non-Stanford email address:
robinhpurdue@gmail.com

 He was offered an Assistant Professorship at Purdue University

« Create and submit Robin’'s Termination form
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CLICK STEPS:
CREATE A TERMINATION FORM

e In AXESS
 Click the OPA/Bechtel
Cenfer TOb PA!Ber.htelCenter
* Click Postdoc | —
° C||C |( P O STC QC Visit Workflow Home Page Postdoc Administrative Forms
Administrative Forms l

Bechtel

https://axess.sahr.stanford.edu/
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CLICK STEPS:
ADD A TERMINATION FORM

* Click the Termination Form button Postdoctoral Formms

» The screen populates with search RopestTvee
b oXes (O Recommendation Form Ocha nge Transactions O LOA Form
 Ignore the search boxes and the
Search button Empl ID
« These are used to find EXISTING web st e
forms Last Name
. Academic Program
» Click the ADD button to create a R
Termination form e
cademic Sub-Plan -
Transaction Status
; ' | ClearAll |
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CLICK STEPS:
ENTER THE STUDENT ID NUMBER

Enter Robin’s Student ID number or Bio Demo box populates with
click the magnifying glass to Look Up Robin’'s current appointment data

POSTDOCTORAL SCHOLAR TERMINATION FORM

*Required field  + Must maich passport

| Look Up *Student ID

Empl ID: begins with ~ |

S — ecis v oo *StudentiD:  P6340421 Q. Robin Hood *Acad Org: INSTINTLST  Institute for Intl Studies

First Name: heging with ~ |robin

Academic Program: | begins with ~ | Student Email: Robinhood90@gmail.com Phone:

Academic Plan: begins with ~ | . . : \ .

Academic Sub-Plan: | begins wil < | Acad Program:  ESS  Earth System Science Academic Plan:  ESS-PD Earth System Science (FD)
_ ) _ Acad Sub-Plan: Recommendation ID: 01714485

| LookUp || Clear || Cancel | Basic Lookup

Fellowship [ Program:

Search Results

Student Academic

Lagt First Academic Academic % Academic
EPUD o Moo Camoer (2 |program (ASSdomi Prouam | Ppamm |y, ~A Start Date: 09/01/2022 End Date: 11/30/2025
06340421 Hood Robin Graduate 0 ESS Earth System Science Aclive ESS-PD E *New End Date: E‘J

*Action Reason: Q
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CLICK STEPS:
DATES OF APPOINTMENT BOX

POSTDOCTORAL SCHOLAR TERMINATION FORM

 Review the End Date field

« Ensure the End Date is ON OR AFTER the
date you enter in the New End Date field *Required field  + Must match passport

 |If the End Date is prior to the New End Date,

STOPI = Bio Demo
« You must first submit a Change form to ‘StudentD: 08340421 Q" Robin Hood *AcadOrg:  INSTINTLST  Intiute for It Studies
[e)><<]’rTeend the oppom’rmen’r fo the New End StudentEmail:  robinhood7490@aoutlook.com Phone:
Academic Plan:  ESS-FD Earth System Science (PD)

. . Acad Program: ~ ESS  Earth System Science
 Enter the end date in the New End Date field —_—

 Enter the CIppIiCCIbIe Action Reason Fellowship / Program:
« Click the magnifying glass to Look Up  Dates of Appoinimert

 Training Scenario Details: fartDate: - 09/01/2022
« Enter Robin’'s end date: 11/30/23 Qew End Date:  11/30/2025
 Enter Robin's Action Reason: PEND *Action Reason:

Recommendation ID: (1714485

11/30/2025

END |, End of Appointment Term
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CLICK STEPS:
CHOOSING THE CORRECT ACTION REASON

+ PACC - Accepted another position
« Postdoc ends appointment early to take another position

* PDEP - Department transfer (see next slide)
« Postdoc transfer to a new postdoc position in another Stanford

department | Look Up *Action Reason
« PEAR - Early termination Program Action: |D|scc:nt|nuat|nn
. Action Reason: | begins with ~
+ Use ONLY when Faculty Sponsor ends appointment early due to Descrintion: P
specified reasons escription: | begins with |

*  Must follow early termination process noted on Slide 205-6 : : : .
| LookUp | | Clear | | Cancel | Basic Lookup

* PEND - End of appointment term

« Postdoc has substantially completed the appointment term Search Resuits

¥

» PPER - Personal/family reasons Action Reason Description
« Postdoc ends appointment early for personal reasons PACC Accepted another position
FDEC Deceased
*+ PQWN - Quit without notice PDEP Department Transfer
. Postd g int t | ithout ti FPEAR Early Termination
ostdoc ends appointment early without notice PEND End of Apnointment Term
. . PPER PersonaliFamily Reasons
*  PRES - Resignation PQWN Quit without Notice
» Postdoc resigns appointment early PRES Resignation
ERTHN Failure to Return from LOA

* RRTN - Failure to return from LOA
« Postdoc fails to return from an approved leave of absence
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POLICY:
DEPARTMENT TRANSFER

« When a current Stanford Postdoc ends a postdoc appointment in one
gepar’{men’{ and will be appointed as a POSTDOC in another Stanford
epartmen

- IMPORTANT: Terminating and appointing departments must coordinate the
transfer to ensure continuation of pay, benefits, ID Card privileges, and visa
compliance (for international postdocs); i.e., no gap between termination
and new appointment start date

* The current departiment submits a Termination Form

« Action Reason is "Departmental Transfer”

* The new department submits a Postdoc Invite and Recommendation Form
« CANNOT use the email address used for previous postdoc appointment
* |s this request for Department Transfer field is YES

https://postdocs.stanford.edu/postdoctoral-administrators/how-quick-links/tfransfer-another-stanford-department
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CLICK STEPS:
ORWARDING INFORMATION FOR OFFICIAL STANFORD
COMMUNICATIONS BOX

e S TR

« Stanford may need to send official

communications to former postdocs « Fowarding Informaton for Official tanford Communications
« |t is important to obtain a forwarding Nddrss Line 1 |£321 Walut St MiessLie: |
mail address and email address | ——
'City: et Lafayete
.. Sate [ Postal Code: b
 Training Scepano Defcu.ls. g 0
« Enter Robin’s forwarding address: Vald As Of
« 4321 Walnut Street, West Lafayette, IN “on-Stamord  otimhpurdue@gmalcom Dhone:
44444, as of 12/01/2023 Email Address:
« Enter Robin’s non-Stanford email This mustbe & permansnt persanal emal address far the postdac, i cannotbe an @stanford edu emal address

address: robinhpurdue@gmail.com
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CLICK STEPS:
PROFESSIONAL INFORMATION BOX

 OPA tracks postdoctoral outcome data

 Itis important to get new position
information
Look Up “Type of Position

« Enfer the Postdoc’s New Position Title, Type S o o il -
of Position, and the Institution or Company s s st -

Long Descriplon: segmswilh -

mm Cha I.'L:ul Basic Lmig
» Training Scenario Details: gt s

 Enter Robin’'s New Position Title: Assistant
Professor

» Type of Posifion: click the magnifying
glass to Look Up and select: 001

Academic-Faruily Pasiion Fn.,_..Tﬂ ERACIH I'F‘FJ TMENTS, (ASSISTAN TF‘H:FFR,.R':*E 'S, RETLRN vrﬂ,.i: SSORSHIPS, MSTRUCTOR POSITIONS. C INICA INSTR

TOR ) STAFF POSITIONS WERSITY SETTRG RF‘ EARCH INSTITUTE

. . I [ SED, SUCH A4S CONSULTING WARKETING, WRITIHG =Le-.z-:~3;.=:'- PUENT
ACOdemK: FOCUH'y POS|'|‘|On INOLUDES THOSE WORMONG I GOVERNIENT AGENCES SUCH AS THE FOA N 1 \CLFELLOVWS| .4 PARE /Y FOREIGHGD NERHMENT
[ NS S

JE TOF -Hll'LE E"~ MATERNITY “I.?E—'I-'F

5 THOSE BE 0 RESDERCES OR PURSUNG AMOTHER POSTOOC POSITION
S NCLUDES AL THOSE RETL F:-.III‘T-EHE‘:..REF E MD MPH PHO)

Underided INCLUDES THOSE WHO ARE ARE LINDECIDED ABROLUT MEVT STEP

Did Kt Recpond INCLUDES POSTOOCS WHO DID RESPOND TO THE QUESTION OR PROVIDE INFORMATION

 Enter Robin’'s New Instifution: Purdue
University

el
SEEEEREEERRFZFZ i
= EEEERIFIEIRRERE
e 3 = =
2
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CLICK STEPS:
CERTIFICATE OF TRAINING BOX

 Certficate of Training

 Certificate of Training
 Certificates are no longer produced

*Certicateof Training Requested: | 185 v

+ Please direct postdocs to the o pe: )+
Verification Letter request web page Name o appear on Certficate: (i ciferent rom oficial name)

Comments Reqarding Cerfficate:
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CLICK STEPS:
ADMIN INFORMATION BOX

» Postdoc Admin must click the oA ormgion
checkbox “l understand that” to i OIS FOATES y en
acknowledge completion of the AdminEmail_ pscsdevemalsgstiogedy  AdMnPhone: 650380283

additional steps required for
appointment termination

« Action Buttons

Rl S Completed and sent to OPA 30 days prior to termination. Any insurance charges incurred for an untimely
termmatmn are the responsibility of the depariment in which the Postdoctoral Fellow is terminating.

2. This form will NOT end & Postdoctoral Scholar's paylines in GFS: | will ensure that any GFS lines will end on the appointment end

- Save - saves data enfered in form e P A

. SmeIT — SU meTS form to WOrkﬂ oW 3. This form will end tuition registration fees and insurance benefits.

° BCICk — reTurns 1-0 previous screen 4. Ifthe postdoc is an Inteational Scholar, you must follow Bechtel International Center's policies on terminating visas.

° Prinf — Prin’rs hgrd CO py for pCI per files 5. Ifthis postdoc is a Clinical Fellow GME will be not be notified via email upon approval of this form by OPA. Please nofify GME if
applicable.

Saye Back Print
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Confirmation of Form
Submission to Admin

FostDoc Termination Request form submited Successfully, (25400,100)

o | oo

PROCESS:

TERMINATION FORM EMAIL NOTICES

Approval Email
Nofice to Admin

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

workflow@pspreuat20.stanfordedu

Sent Wed3/3/2011 430 PM
To.  postoocaffairs@stanford.ecu

Approved By: Shannon Monahan
86791338 has been approved by Shannon Monahan

Type of Request: Termination

LAST NAME: Hood
FIRST NAME: Robin
TRANSACTION |D: 01714489

Comments:

Email Noftice to
Postdoc and Benefits

Test message: Termination Request

workfow@psprosat20stanfordedy
it Wed BB/A0LL 430 P
T petoocaffare@etenfvd ey

A terningtion of postdoctoral appointment for Ramnie, Amnie, 85773457 in the Department of Chemistry has
been approved by OPA. The reason for termination is Department Transfer. The termination date is 2011-
1282,

For any questions or to confirn any information, please contact Alistair Murray (alistairistanford.edu)
for postdocs in the School of Medicine or Tammy Wilson (tjuilsongstanford.edu) for postdocs in the
Schools of Hunanities & Sciences, Engineering, Earth Sciences and Education,

Thank yau.
Office of Postdoctoral Affairs
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PROCESS:
APPOINTMENT VERIFICATIONS

» Former postdocs and third party vendors may request
verification of a postdoctoral appointment

« OPA can only verity postdoctoral appointment dates for
postdoctoral scholars who were appointed through
Stanford University

» Verification letters are requested on OPA’s welbsite

https://postdocs.stanford.edu/about/verifications
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NAVIGATING POSTDOC WEB FORMS

Check Status of Pending Forms, Find Saved or Returned Web Forms




-
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CLICK STEPS:
REVIEW TRANSACTION STATUS

« When Searching for One Form, you can  Postdoctoral Forms

d CheCk TTO nSOCTlon STOTUS for CurrenT (® Recommendation Form O Termination Form OChangeTransactions O LoAForm
status of form
» Click the Transaction ID to open the iy
web form to view approval roufing e =
* Helpful Hint: Special characters (accent ™™ LR .
(e), umlaut (4), tilde (n), etc.) can't be vocsomm [0
S e O rC h e d Transaction Status
« Enfer the name up to the letter before — - —
the special character -

Postdoctoral
Request Type

Research Robin Hood ESS ESS-FD

First Name Last Name Academic Program  Academic Plan cademic Su

Approved




217

CLICK STEPS:
CHECK APPROVAL ROUTING IN WORKFLOW

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
Workflow Transaction Information

L] . . i . . .
° | AX ESS | k O P A / B h-l- | C 'I' -I- b WUF Trans D: 00791323 status: Penomc Status Date & Time: 08/02/11 457521
n ’ C IC eC e e n er O Originator:  Ransome,Annelies Ashoff Email:  pscs-dev-emails@stanford.edu Phone: B50/736-0129
L] L] L]
* In the Work Flow Transaction List, click — —— |
P d. R -|_ Name pproval Role Approver Type Soaiatcd A_W Status Date & Time  Comments
My e n I n g eq U es S 1 Rania Sanford PD-CHAIR-PROXY-DFA  Approver 10 APPROVED ga;gz;gm
. . . o e = » . 0810212011
° F d d | k .I.h .I. .I. 2 Alistair Murray PR o i it
| n O n C | C O n e rO n S O C I O n Annelies PD-DEPT-ADMIN- A 20 08102201
Ransome VERIFY it e 45752PN
[ J

Review the Approval Schedule to see

Wh e re fo rm iS P e n d i n g Apprave | Return | Decline | =l Print | Back to Workflow Home

*Select PostDoc Information sheet: 00791322
*Postdoctoral Request Type PostDoc Research Scholars
Is this request for Department Transfer: Mo

Comparative Display of Biographic Data Offer Letter Complete Information Sheet
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CLICK STEPS:
FIND A SAVED OR RETURNED WEB FORM

Postdoctoral Forms

|n AX ESS Gcommendation Form Termination Form Change Transactions LOA Form
* Mouse over the OPA/Bechtel Cenfer tfab e | . search for One Form

First Name

« Click on Postdoc Administrative Forms link . [E—=——1 Ehierpoldac il
 Click button to the left of the type of form e s * Click SEARCH
to be searched .
. . m Clear All
« Enter Postdoc name in search box to find
One form gzop:oral Forms
 Leave search boxes blank to search for
BEMlSmSES ¢ : Search for ALL Forms
O” fOrmS Of The Type CheCked st | * Leave search fields
. Academic Program [ xQ bl k
i C“Ck SeOrCh Academic Plan . QR . C"a:kSEARCH
o Academic Sub-Plan | & §
« DO NOT click Add — creates a new form



UNPAID LEAVES OF ABSENCE

(LOA)
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POLICY:
UNPAID LEAVES OF ABSENCE (LOA) IN WORKFLOW

 The Postdoc initiates the LOA form via AXESS

« The LOA form routes to Postdoc Admin for approval and benefits PTA entry

« Forinternational scholars in J-1 or H-1B visa status, please note in comments that
Bechtel is aware of the leave to ensure no regulatory violations

« Maximum 3 months unpaid leave with approval of Pl and in accordance with
Postdoc Benefits, visa policies

« Postdocs with outside funding must have approval of funding agency

https://postdocs.stanford.edu/postdoctoral-administrators/how-quick-links/leave-absence
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POLICY:
BENEFITS DURING UNPAID LEAVES OF ABSENCE

« Postdocs are required to maintain benefits while on an approved, unpaid LOA

« Although customary, Faculty Sponsors are not required to pay for the Stanford health
insurance coverage for the Postdoc while on an approved unpaid LOA

* |In this instance, the Postdoc must pay the total benefit cost including the institutional and
Postdoc portion

« Postdoc must enter banking information in Benelogic so the total premium can be collected
through a direct debit to their bank account
- If the Faculty Sponsor agrees to pay the full cost of the institutional porfion of the postdoc’s
benefits, typically unrestricted funds are used
* A PTA to which the premiums can be charged must be provided on the LOA web form
« Faculty Sponsor may NOT pay for benefits if unpaid leave is the result of invalid work status for
infernational scholar
 Faculty Sponsors are required to pay for life/accidental death and disability coverage for
their postdocs while on an unpaid LOA

https://postdocs.stanford.edu/postdoctoral-administrators/how-quick-links/leave-absence
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POLICY:
J-1 VISA AND UNPAID LEAVES OF ABSENCE

« Unpaid LOA requests from International postdocs are reviewed in light of
visa regulations and may be declined if the leave violates visa rules

 International postdocs in J-1 visa status MUST leave the U.S. in order to
qualify for an unpaid LOA

 Infernational postdocs who request unpaid leave should do so BEFORE
the leave start date, or as soon as possible after the leave begins

* The University (Bechtel Intfernational Center) is required to report
infractions in the scholar's SEVIS record

https://postdocs.stanford.edu/postdoctoral-administrators/how-quick-links/leave-absence
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POLICY:
OBl FINANCIAL REPORTING

« Reports for GFS can be found in Bl (bi.stanford.edu)
« [Folder: Graduate Financial Support > Postdocs]

« Getting access:
« Access to reports is based on your PeopleSoft security access
« If you have atleast GFS Inquire role in PeopleSoft, you have access to associated GFS reports in Bl
« Submit a Service Now Help Ticket for Access to OBl Financial Reporting

» Friday Open Lab
« Personalized help with OBI Financial Reporting with knowledgeable staff
« Ensure you have access to OBl Financial Reporting before scheduling:

Day: Every Friday
Time: Requires advance scheduling; 9:00, 10:00 or 11:00 am PST
Where: Remote via Zoom

Schedule a time by submitting a Support Request 1o Financial Training




