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 Access CSUB- Campus Information

Welcome to California State University, Bakersfield. After you have signed your contract in
HR, HR will provide you with a new employee checklist (copy attached) that details the
steps to gain access to your CSUB net ID and employee ID #. To access the campus’
software and applications please use Microsoft Edge or Google Chrome for the best
performance. All supporting software can be found under the AccessCSUB link on the
CSUB’s Homepage.

COVID Screening | Upload Vaccine Card | Submit Exemption | COVID-19

S BAKERSFIELD

- m— P

ENERGY CENTER GETS FUNDING

State budget allocates $83 million for Energy Innovation Center ©

Take a next step: W Hithere! My name is
AskRowdy. What can |

COVID Screening | Upload Vaccine Card | Submit Exemption | COVID-19

DISCOVER CSUB ACADEMICS ADMISSIONS & AID CAMPUS LIFE
About CSUB Academic Calendars Admissions Athletics
Administration Academic Roadmaps Financial Aid Campus Safety
CSUB Brand Majors and Degree Programs Office of the Registrar Dining and Housing
CSUB History Provost Office Tuition and Fees Recreation and Wellness
The Campaign for CSUB Student Success Student Involvement
Visiting CSUB Student Support Services
CONNECT WITH CSUB NEWS & EVENTS JUST FOR YOU RESOURCES
Ei Facebook Find Stories Future Students AccessCSUB
B Twitter Media Inquiries Current Students Bookstore
@ Instagram Featured Events Parents Email
BYouTube CSUB Calendars Faculty and Staff Library
B Linkedin Alumni myCSUB
Community Sitemap % Hithere! My name is )
AskRowdy. What can |
help you with today?
APPLY visi CGONTACT I
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Once you are there you will find links to the most commonly used faculty applications.

COVID Screening | Upload Vaccine Card | Submit

| coviD-19

JUST FOR YOU Future Students Current Students Parents Faculty and Staff Alumni ‘Community

WELCOME TO ACCESSCSUB

UB is the hub for all of your accounts at CSUB, Use the links below te login te Blackboard, check your campus email, reserve a
meeting space and more!

LOGINTO CANVAS ©

See something missing that you frequently access? Email web@csub.edu and let us know!

service

cayuse - Now

Cayuse

ServiceNow

~ Questica

Where brilliant begins.

Questica

COVID Screening | Upload Vaccine Card | Submit Exemption | COVID-19

JUST FOR YOU Future Students  Current Students  Parents  Faculty and Staff  Alumni  Community

Student Accounts

Office 365 Email and Calendar

Handshake Student Login
RunnerSync Student Life and Organizations

e Faculty/Staff Accounts

—

Office 365 Email and Calendar

Blackboard Analytics / Pyramid

25Live (event scheduling system)
Handshake Staff/Employer Login
Handshake Faculty Login

WCMS Cascade Server
HiSoftware Compliance Sheriff
Business Continuity Plan

Cayuse Research Suite

TMA Work Order System
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¢ CSUB Faculty/Staff Resources

gnstruction®

| Resource®

e

Campus Directory

The campus directory is a very useful tool when in need of locating faculty/staff contact information,
departments, or other services on campus.

A link to the directory can be found on the lower bottom of all the CSUB web pages.

%4 BAKERSFIELD

MANDATORY COVID-19 SCREENING

JUST FOR YOU Future Students  CurrentStudents  Parents  Faculty and Staff  Alumni  Community

‘Runners on the Rise!

California State University, Bakersfield
9001 Stockdale Highway
Bakersfield, CA 93311

CSUB (661) 654-CSUB

£z 3 i

© 2022 California State University, Bakersfield
Adobe Reader | Microsaft Viewers

fYvy o

Privacy

Policies

Accessibility
DMCA/Copyright
University Police
Emergency Info
Annual Security Report
Safety Plan

Title IX

Plan an Event

Report a Website Issue

Maps
Campus Directory
Library
Employment
Campus Forms
Budget Central
Strategic Plan
Return to Campus
Sitemap
Sustainability

Master Plan
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eople Search  Help-  About

Q People Search

LastName v search.

En Full Name s - search by first name, last name, full name, title, department, phone extension, email / net id.
ated dally. Sort by: @ ascending O descending | Dynamic Search: ()

B
By using this service, you agree to abide by CSUB policies, data restrictions, and applicable laws.
© 2022 Copyright - Callfornia State University. Bakersfield
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Academic Calendar

The academic calendar is a guide to determine important dates such as, census dates, closure
dates, examination periods and observed holidays. You can find the academic calendar on our
homepage on the Faculty and Staff page.

3% BAKERSFIELD

JUST FOR YOU Future Students  Current Students  Parents  Faculty and Staff ~ Alumni  Community

All Faculty And Staff Links search al faculty and staflnks.. Q

Filter links: n Applications Resources Service Centers

& n S -1

25Live Academic Calendars Academic Senate Adobe Sign Blackboard Bookstore
Analytics/Pyramid
= a 8 =] g
v —
m = '“I
Box Business Continuity Campus Catalog Campus Directory Campus Forms Campus Map
Plan

VIEW MORE LINKS ©

- Hi there! My name is
AskRowdy. What can |
help you with today?

Select the accurate academic year and be sure to pay attention to
revisions.

Future Students Current Students Parents Faculty and Staff  Alumni Community

ACADEMIC CALENDARS

Academic Calendar 2022/2023

Academic Calendar 2021/2022

PDF Versions

» Academic Calendar - 2021/2022
* Summer Session - 2022
« Academic Calendar 2022-2023
w Hithere! My name is
AskRowdy. What can |
help you with today?

« Final Exam Schedule - Spring 2022

» Final Exam Schedule - Fall 2021 Q
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Academic Calendar Example

updated 332022

March 21 ..

August 17 ..
August 22 ...
August 31 .
August 31 .................
September 05
September 19.............
September 19.............
September 19
Octaber 03 ...
Octaber 12 ...
October 24 ...
Oclober 24 ...............
November 01 .
Movember 01..............
MNovember OF ...
MNovember 08............
Movember 11
November 14
Movember 14.............
MNovember 14 — 18,
November 24 = 25
December05..............
December 05 ...
December 06..............
December OF — 13......
December 14
December 15=16......

California State University, Bakersfield
Academic Calendar
2022/2023

Eall Semester, 2022

Academic Advising for Continuing Students Begins (for Summer 2022 & Fall
2022)

Registration for Continuing Students Begins (for Summer 2022 & Fall 2022)
Orlentation for New Undergraduate Students (Begins)

Deadline to Apply for Fall 2022 Graduation

Last Day to Register to Vote for Primary Election

CA Statewide Primary Election

Academic Advising for Mew Transfer Students Begins (for Fall 2022)
Registration for Mew Transfer Students Begins (for Fall 2022)

Academic Advising for First-Time First-Year Students Begins (for Fall 2022)
Registration for First-Time First-Year Students Begins (for Fall 2022)

ALL FACULTY DUE ON CAMPUS

First Day of Classes

Last Day to Add Classes

.. Last Day to Change between Audit and Letter Grading

HOLIDAY - Labor Day — Campus Closed

Census Day

Last Day to Change between CreditiMo-credit and Letter Grading
Last Day to Withdraw from Classes without a "W being recorded
Academic Advising for Continuing Students Beginz (for Spring 2023)
Campus-wide Emergency Evacuation Day

Registration for Continuing Students Begins (for Spring 2023)
Last Day to Register to Vote for the General Election

Deadline to Apply for Spring 2023 Graduation

Deadline to apply for Summer 2023 Graduation

Last Day to Withdraw from Classes for a Serious and Compelling Reason
CA Statewide General Election

HOLIDAY - Veterans Day Observed - Campus Closed

Academic Advising for New Students Begins (for Spring 2023)
Registration for Mew Students Begins (for Spring 2023)

SOCI Week

HOLIDAY - Thanksgiving - Campus Closed

Last Day to Submit Completed Thesis / Dissertation

Last Day of Classes

Reading Day

Examination Pericd

Comimencement

Grades Due

Winter Break: December 19, 2022 - January 18, 2023

In addition to our Fall Semester listed above, CSUB's Extended Education offers classes during Winter
Session. The Session beging January 3, 2023 and ends January 20, 2023. Call the Extended
Education at (661) 654-2441 for detailed information regarding their course offerings and schedules.

Approved by the Academic Senate March 3, 2022, 2021
Approved by the President March 11, 2022
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Payroll Calendar

Payroll calendar can be found on the Human Resources page. Your ASC will pick up your

paychecks/stubs monthly with exception to the days that he or she is off and days that the

cashier office designates as payee only pick-ups. Those are mostly holidays and during summer
schedule. Please pay attention to your CSUB email for campus updates.

2022/2023 PAYROLL CALENDAR - California State University, Bakersfield
$ Faculty & Staff Paper Warrant Paydayidpm - Mgrs. approve AMtime "W Disect Deposit Pasting Date

# Student Pay, Intermittest Hourky, Misc. Pay
M Deadliee - student o input time
(@ PS Deadline - MPP or designee to approve student time

Fayday/2pm

l'-"lu" I

JULY 2022 N

& 500 Cutedf/Descks Due/noon

@ Faculty/Staff 672's Due/moon - employees input AM time
@ Hourly Staff, Misc. pay requests Dueidpm (2nd work day of each pay period) Academic Day
AUGUST 2022 ATE

Holiday

(Campus Closed)

SEPTEMBER 2022 )

il 4 51 & 7
@@

10 11 12) 13) 14 15] 18

17 18] 19 20{ 21| 22| 23

4l 25 26| 27| 28| 29| 30

b Pay Period: July T - August 1 (22 days) y AN

Pay Period: August 2 - August 31 (22 days) A

Py Period: September | -September 30 (22 daysl

OCTOBER 2022 AYd NOVEMBER 2022 hYd DECEMBER 2022 )
5
[+ 11| 12
13 19 17
20 24| 25| 28 19 20 21| 22 24
* [ ]
27 25| 26| 27| 28] 29 30| 31
5
‘. PayPeriod: Dciober 1-October 31 (21 days) 4 Pay Period: Nevember | - November 30 (22days) ' . PayPeriod: December | - December 31 (22 days) 4

-

g JANUARY 2023

J

1| 2| 3| 4] 5| & 7
vAle|le
8| o 10| 11| 12| 13| 14

15| 18| 17| 18 21
22 8
29

LN Pary Period: fanwary 1- fanuary 31 (22 days) Y AN

FEBRUARY 2023

Pay Period: February 1- March | (21 days)

MARCH 2023

\ Py Period: March 2 - Morch 31 (22 days) y

. APRIL 2023 A

MAY 2023

JUNE 2023

18| 19| 200 21| 22( 23| 24
*

25| 26| 27| 28| 29| 30

. $

\ Py Period: April 1 -May T (21 days) AN

Py Period: May 2 - May 31 (22 days) y A

Pery Pericod: June 1 - June 30 (22 days) y

Page 9 of 39



Help Desk Resources

There are a myriad of services offered by the CSUB Help Desk, but we most often call them when
we have computer issues. They are available to help solve your telephone and computer problems
and do so quite well. They have the ability to “remote in” and conduct repairs, and if necessary,
will come to your office.

Please visit: https://www.csub.edu/ITS
Or: Type Help Desk in the search engine on CSUB’s home page.

Contact: Help Desk
Phone: 654-2307
Email: helpdesk@csub.edu

Contact: Service Center
Phone: 654-4357 (HELP)
Email: servicecenter@csub.edu

Visit our Faculty and Staff website Support page at -
https://www.csub.edu/its/support/servicecenter

Telephone Services, knowledge articles and support can be found at-
https://csub.service-now.com/sp/ (SSO required)

Once you have accessed this page, please follow the steps below:

-Click the Service Catalogs tab on the page navigation bar at the top of the page.
-Use the drop-down menu and select IT Service Catalog.

-Select Communication & Collaboration from the Service Catalog.

Choose a topic from the catalog that best suits your need.

Voicemail Frequently asked Questions (FAQ)
https://www.csub.edu/voip/FAQs/Voicemail-FAQ/index.html

Attention: Accessing internal CSUB webpages may require the use of Single Sign On (SSO)
First time users can access instructions by visiting: https://my.csub.edu/

Enroll your mobile device in 2Step (Two-Factor Authentication and Security)
https://www.csub.edu/2step/
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Campus Security

Contact University Police UPD when there is an emergency 661-654-2111
or immediately call 911.

For non-emergency situations, such as being locked out of your office or classroom,
please call 661-654- 2677

Anonymous tip line: (661) 654-INFO (4636)
(The CSUB police tip line is a monitored voice message system that allows anyone to leave tips on
crimes or raise other concerns about campus safety.)

University Police Department (UPD) Website:
https://www.csub.edu/bas/police/
Or: Type UPD in the search engine on CSUB’s home page.

CSUB Campus Map
https://www.csub.edu/campusmap/

Campus Safety Plan and Report:
https://www.csub.edu/bas/police/ files/CampusSafetyPlan.pdf

California State University, Bakersfield
9001 Stockdale Highway

Bakersfield, CA 93311

General Info: (661) 654-CSUB (2782)
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CSUB Catalog

You can find a wealth of information in our campus catalog. Just type “catalog” in our search area
and then click on our most recent catalog.

2022-2023 - California State University, Bakersfield
https:/iw

s N

Archived Catalogs | California State University, Bakersfield
https

nv.csub.edu/catalog
2022-2023 | Preliminary Catalog (March 18, 2022). Welcome to the CSU Bakersfield Preliminary 2022-2023 Online Catalog. The links to your left will allow you

csub.edu/catalog/archived-catalogs
Archived Catalogs. For a visual guide to see how to view the chapter and section shortcuts for each catalog, click visual guide. 2021-2022 Catalog

Catalogs and Schedules | California State University, Bakersfield
https:/fwww
Catalogs and Schedules. Class Search - Course Catalog Search - Campus Catalogs - CALENDAR OF EVENTS. Your browser must support JavaScript to view this ..

v.csub_edu/academics/catalog_schedulesfindex html

o e Incognito

COVID Screening | Upload Vaccine Card | Submit Exemption | COVID-19

JUST FOR YOU Future Students  Current Students  Parents  Faculty and Staff  Alumni  Community

2022-2023 | PRELIMINARY CATALOG
(MARCH 18, 2022)

Archived Catalogs

Welcome to the CSU Bakersfield Preliminary 2022-2023 Online Catalog.

The links to your left will allow you to easily navigate through the various sections of the
About The California State University y ? PRRIERTE SRS

[
System catalog.
Introduction to CSUB
"RUNNERS ON THE RISE
Academic Calendar sy L

Academic Affairs and Academic
Programs

Admissions Procedures and Policies
Financial Aid & Scholarships
Registrar’s Office & Academic Policies

w Hithere! My nameis

AskRowdy. What can |
help you with today?

) BARERSHED. CATALOG ()

Schedule of Tuition and Fees

Student Affairs

University Policies and Regulations
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Peop]esoft Faculty Queries — PeopleSoft

1. Goto http://my.csub.edu to log in to your PeopleSoft myCSUgmaccount.

279 BAKERSFIELD

JUST FOR YOU Future Students  Current Students  Parents  Faculty and Staff  Alumni  Community

FACULTY AND STAFF

Get quick access to the links you use the most, upcoming dates, and common how-to information.

QUICK LINKS IMPORTANT DATES HOW DO I...
£ Pl AL FACULTY DUE ON Enter My Absences . Hitherel My namelis
‘BB mycsus CAMPUS " AskRowdy. What can |
Review Policies help you with foday?

.7 e First Day of Classes Pay/Get Reimbursed for Goods or
| | Ofticeiih 22 Services (Video) e

4% Submit a Purchase Requisition

B i ) .
Welcome to ™7
First-time user? Click Here +« Announcements
myCSUB has been updated to use CSUB Single Sign-On CSUB now offers the Metropolitan Meal Plan to
senvice. Click the link below to log in using your NetiD studentsffaculty/staffl. The plan is available for purchase

i pcasord. for $99. Buy your Metropolitan Meal Plan

Configure your mobile, tablets, and laptops to use the

Click here to log into myCSUB new WIFI - EDUROAM for a fast, secure, and easy
n connection. Username is your full CSUB email address

as “YourNetD@csub.edu” More info...

View Past Announcements

2. The user login for myCSUB uses the same credentials used to log into the computer: NetID &
Password.
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http://my.csub.edu/

CALIFORNIA STATE UNIVERSITY

BAKERSFIELD

CALIFORNIA STATE UNIVERSITY

BAKERSFIELD

Enroll in 2Step today by
downloading Duo Mobile

NetlD (e.g.jdoe)

Device: | i0S (XXX-XXX-4227) v

Password call Me

Remember me for 12 hours

3. Everytime you log on to PeopleSoft, the system will authenticate your identity using Duo
Mobile. IT can issue you a fob (enter a Passcode) and/or you can use the Duo Mobile app to
send a push to your phone — “Send Me a Push”.

4. Under the main menu tab look at the lower bottom and click the CSUB Query Dashboard.

Link Dashboard

€) G0 @ nitpsy//cmaweb.cms.crubedu/prp/CBAKPRD/EMPLOYEE/SA/c/BAK_CAMPUS_COMMUNITY.BAK_CC029_RNLNK,GBL ?psinkid= BAK_CC029_RNLNKEFolderPath=PORTAL_ROOT_OBIEC | €& || Q Search e AR =

Favorites = Main Menu « » CSUB Query Dashboard

gy Search Menu: Home Addto Favorites Sign out
I ®
s Haw wi 120 pae |+
SU SABaseline

Link Dashb

Self Service

Campus Community

Faculty Que| Student Admissions

agement »

[=)
[=}
[=}
[}
=}
3 Records and Enroliment
=]
=]
=]
=]

,
Faeulty Queri
,
Enreliment cou{ " Class lists for all ssctions
[£]  cSUB Guery Dashboard
Prompt: Ter Prompts: term, subject, and catalog numbel

v
Gives emall address for all students in all sections of a course (Useful for courses with multiple
,,,,,,,,

Class Information

major to go along with the prompted major; al3o gives

number, start and end terms.
en the course in the period specified along with their grade, majors, and

s, subplan (major track), etc. for all students in that prampted plan. All
You must specify a plan; you cannot use % 1o pull all enrolied

List students by a given minor with their major and email address

e e
mpts: Term and School (SSSE, A&H, BPA, HSME).

Contact info, unit counte, GPA's, subplan (major Irack), etc. for il students in the prompted school.

Note that students with multiple major plans in the same school will show up more than once. Prompta: term and subject
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There you will find many queries for campus data. Please consult with other faculty members
for further assistance.

Link Dashboard

€) T a hips

e csub.edu/psp/C /i

OVEE/SA/</BAK_CAMPUS_COMMUNITY.BAK_CC029_RNLNK.GBL

_CCO29_RNLI =PORTAL_ROOT_OBJE( @ || Q Search

> CSUB Query Dashboard

Link Dashboard

Faculty Queries

Faculty Queries

Enrollment counts per saction

Prompt: Term

Class Information

Prompt: Term.
Enrollment and other info about each course.

Prompts: Term, Subject.
Same info as Course Information query above, but for a specific subject.

Historical Course Enroliment
Prompts: Subject, catalog number. All offerings of that course with enroliments.
Students Enrolled

Prompts: Term and plan (major).
Contact info, unit counts, GPA's, subplan (major track), etc. for all students in that prompted plan. All

plans per student are displayed. You must specify a plan; you cannot use % to pull all enrolled
students.

Students Enrolled--by School

Prompts: Term and School (SS&E, ABH, BPA, NSME).

).
Contact info. unit counts. GPA's. subolan (maior track), etc. for all students in the oromoted schoal.

Class lists for all sections

Prompts: term, subject, and catalog number.
Gives email address for all students in all sections of a course (useful for courses with multiple:

Students vith multile majors

Prompts: term and major.

Gives a list of the students who have another major to go alang with the prompted major; also gives
contact info, unit totals, gpa; s, and emails.

Expected Grads By Term & Major

career (ugrd for plan.
Lists students who have applied for graduation in that term with that major.

Grades for a course over terms

Lists students who have taken the course in the period specified along with their grade, majors, and
o

Students by s given minor
List students by a given minor with their major and email address

Requisites for Sem Courses

Home | AddtoFavorites | Sign out

New Window | Help | Bersonslize Page
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N

View and Print Class Roster on PeopleSoft

Printing class roster....

1. Begin by logging into “myCSUB” via CSUB’s Faculty and Staff page.

P BAKERSFIELD

Password.

JUST FOR YOU

FACULTY AND STAFF

Get quick access to the links you use the most, upcoming dates, and common how-to information.

QUICK LINKS

IMPORTANT DATES
PPl ~LL FACULTY DUE ON
BB mycsuB 17 RS
[ i 0 First Day of Classes
] Office 365 2
FALN

Future Students  CurrentStudents  Parents  Faculty and Staff  Alumni  Community

HOWDO ..

Sl sl w. Hithere! My name is
AskRowdy. What can |

Review Policies help you with today?

Pay/Get Reimbursed for Goods or
Services (Video)

@

Submit a Purchase Requisition

The user login for myCSUB uses the same credentials used to log into the computer: NetID &

Once logged into the system you will be able to view your Faculty Center on the main page.

Under the faculty center, ensure the current term is listed:

Faculty Center

Advisor Center

Search

My Schedule | Class Roster | Grade Roster

Faculty

Fall 2012 | Cal State Univ.,
Bakersfield

Center

My Schedule

Select display option

® Show All Classes

N

Change Term

Show Enrolled Classes Only

My Teaching Schedule = Fall 2018 > Cal State Univ., Bakersfield

Class

COMM 10038-03 Strategies of Public Comm
(81783)

Class Title

(Lecture)

Personalize | View All | (Ed] | E

Enrolled Dayz & Times

26 MoWeFr 8:00AM - 3:50AM

Iy Exam Schedule

First ‘4 10f1 &/ Last
Room Class Dates
Classroom Bldg  Aug 27, 2018-
108 Dec 18, 2018

4. Toview the roster, click the people icon next to the course.
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Faculty Center Advisor Center Search

My Schedule | Class Roster | Grade Roster
Faculty Center
My Schedule

Fall 2018 | Cal State Univ., Change Term
Bakersfield
My Exam Schedule

Select display option

® Show All Classes Show Enrolled Classes Only

288 C|ass Permissions

Icon Legend ﬁﬁ Class Roster E—%‘ Grade Roster @ Learning Management 5

My Teaching Schedule = Fall 2018 > Cal State Univ., Bakersfield
Personalize | View Al | L2 | B First ‘4 10f1 ‘&' Last
Room Class Dates

Class Class Title
Classroom Bldg  Aug 27, 2015-
1 k]

OMM 1008-03  Strategies of Public Comm - AT SO AR - BB AR
1?83) (Lecture) 6 MoWeFr S00AM - 8:50AN 03 Dec 18, 201

5. By clicking the icon, it will take you to an online grid of the course roster. To print in excel, click

Enrolled Days & Times

v

the excel icon on the top of the grid and it will download the roster in excel.

*Enrollment Status | Enrolled

Enrollment Capacity 26 Enrolled 26
Select display option
Include photos in list
Fmd\VuewAu\ First 4 1-260f26 ‘*' Last
Net ID

® Link to Photos
‘ Academic | 5qq pt ‘Gmde Dt

Enrolled Students
Level
Hint: You can use the excel spreadsheet for class attendance, just be sure to update the roster

Units | Program - Plan - Subplan

Session

Name

Email

Nulify|FhB(u D

regularly (from PeopleSoft).
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Using Canvas

Canvas is the campus’ Learning Management System. For more information, please click this link

https://its.csub.edu/Imseval.

Once your ASC assigns you to your course in PeopleSoft, your course information will populate on Canvas.
Please note once the semester begins, class rosters and student information must be managed in both

Canvas and PeopleSoft.

COVID Screening | Upload Vaccine Card | Submit Exemption | COVID-19

Future Students  Current Students Parents  Faculty and Staff = Alumni Community
FACULTY AND STAFF

Get quick access to the links you use the most, upcoming dates, and common how-to information.

QUICK LINKS IMPORTANT DATES

AUG ALL FACULTY DUE ON
ESEE . myCSUB 17 B
MG First Day of Classes
Office 365
Canvas AUG Last Day to Change
31 between Audit and Letter

HOW DO I..

Enter My Absences

Review Policies
- Hi there! My name is
Pay/Get Reimbur AskRowdy. What can |

Services (Video) help you with today?

Submit a Purchase Requisition
Hire a Student assistant Q
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https://its.csub.edu/lmseval

il b |

gof books?

Textbook Orders

The deadline for submitting text book orders will be communicated by the Provost’s Office via
email prior to the semester.

There are two options for submitting textbook orders:

Option #1: Use the Follet Online Adoption tool:
https://adoptions.efollett.com/OnlineAdoptionsWeb/onlineAdoptions.html?storeNumber=1250&l
angld=en US

If you are a first-time user:
Click on the blue box that says “New? Register Here>" Bookstore Supplied Password is 1250

If you attempt to enter your email- and then realize that you are a first-time user, you will receive
an error message and the “New Register Here >” button will be gone. Click the back arrow and the
“New? Register Here >” button should reappear.

One of the recent issues that came up is that there is some confusion over whether faculty are to
check the box for ‘Submitter’ or ‘Approver’ when you submit your order. Remember, you are
always the ‘Approver’ and your screen should look like this:

Preferred Gresting

Approver
Who can be an Apgrovar?
i v AQDITVGETS A0 USErS 31 TG SLNR0OT Wi Naw e
- authonty ko aporo Submiters ne; for
- 4 v-' 0 N ™
\ *
FrstName '
Jaly
What can an Apgrover do7?
st Name * Create edt and prirtkthair own anine ddoptions or e
ONINS A40QUANS ey Submk on Daral! of soMmeane
aln
Famname Renew onire adoptions suomited by anyons af thei
rGLEIIOn Y
d EOL O 18RLTANY 004N #0000NS HOMITS0 Irs0e 19
Mok * Lame Hore
tof e sure whn you stould chocas " Choaa
Approver \ | Seledon 01 10 (00 AEVQN ARKe! SLENITTER O _m

s e

Option #2: Email the Bookstore af 12.5'Otxt@

sufmBor b

follet.com with the following details:

e Term

e Department

e Course Subject and Number: (e.g. COMM 1008)
e (Course Section

e |nstructor name

e Estimated enrollment

e [SBNs of textbooks needed

e Usage (required or recommended)

[ ]

Special notes (e.g. Access code required, OER material, no digital, new only etc.)
For questions regarding the textbook ordering process, please contact the Bookstore by emailing
Richard Salcedo, Bookstore Manager, at 1250txt@follet.com.
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Add/Drop a Student — Waitlist & Census Date Deadlines

CSUB implemented an electronic registration process for students during the pandemic. The
registration process can be found on this link https://www.csub.edu/registrar/registration.
Students must:

1. Loginto your myCSUB account.

2. Use the “Add Classes” wizard to add selected classes (and related sections). If a class status
is Closed, select another class or section.

3. Once you have added all classes, confirm your class schedule in myCSUB.

4. Pay for tuition and fees (also through myCSUB)

Add/Drop/Swap Classes

Sign in

https://powerforms.csub.edu

Students are allowed to add or drop classes from their schedule via their myCSUB account.
Students may also swap classes, which is a quick way to drop one class and add a different
class. Please follow the guidelines below. (Instructions)

e To Add a class (up through the Last Day to Add), log in to myCSUB and follow instructions to

Add Classes.

e To Add a class (after the Last Day to Add), complete the Add/Drop form for the appropriate
term above.

e To Drop a class (up through Census Day), log in to myCSUB and follow instructions to Drop a
Class.

e To Drop a class, complete the Add/Drop form for the appropriate term above.
¢ To Withdraw from the term, complete the Term Withdrawal Form above.

Notes on Withdrawal:

e Students are required to withdraw from classes they are not attending. Failure to attend
class will result in a grade of “WU” — Withdrawal Unauthorized — and is calculated into
the GPA as an “F”.

e Students can only withdraw from 18.6 units during the course of their studies at California
State University, Bakersfield. For most students, that means that they can only withdraw
from four to six classes in their undergraduate career. Schedule adjustments made during
the Add/Drop Period do not count toward the limit, but changes made after the Add/Drop
Period will count toward the limit.

e Approved course withdrawal for medical or military reasons will not count towards the 18.6
unit limit.
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Wait List Process
Please note - Information below is from the Registrar’s Office communicated to students.

If a section in which you want to enroll is already closed, you may check to see if there is a wait list.
Not every course will have a wait list; that decision is up to the department offering the course.

To get onto a wait list, you must have satisfied the pre-requisites for the course. At the time that
you put your name on a wait list for a course, you have the option to indicate that you want to
drop (swap) the wait list course for a course in which you are already enrolled.

Students on waitlists should still attend the first three meetings of the class or they may be
dropped from the waitlist. Additionally, being on the waitlist is not an assurance of enrollment,
and all students on the waitlist should consult with the instructor of record who has the final
decision on the class roster.

We run the wait list process every night, beginning on the first day of registration. It is run for the
last time at the end of the last day to add for the term. If there is a spot open in a course, the wait
list process will check 3 things for each student in turn on the wait list for that course. If the answer
to any of these 3 questions is “yes”, then that student will not be brought into the course, and the
next student will be considered in the same way.

1. Are any prerequisites not met?
2. Will the addition of the wait list course put the student at or above the student's unit limit?
3. Will the student have a time conflict with the addition of the wait list course?

If you are already enrolled in 12 or more units, you are limited to 10 units of wait list courses. If you
are enrolled in less than 12 units, then you can request permission from the Dean of the school of
your major to get on the wait lists in more courses.

There is a message sent to you if you get added to a section by the wait list process. So if you are
on one or more wait lists, please check your myCSUB account first thing every day to see if you
have been added to any sections by the process.
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Add/Drop a Student — Instructor Initiated Drop Policy

Instructor Initiated Drop Policy can be found in the CSUB Catalog.

COVID Screening | Upload Vaccine Card | Submit Exemption | COVID-19

BAKERSFIELD MY VST COMMT  GME

CATALOG LINKS

Future Students  Current Students  Parents  Faculty and Staff  Alumni  Community

2022-2023 | PRELIMINARY CATALOG
(MARCH 18, 2022)

to the CSU Preliminary Online Catalog.
The links to your left will allow you to easily navigate through the various sections of the
catalog

Archived Catalogs

About The California State University
System

Introduction to CSUB

"RUNNERS ON THE RISE

Academic Calendar

Academic Affairs and Academic
Programs

Admissions Procedures and Policies
Financial Aid & Scholarships

Registrar’s Office & Academic Policies

w Hithere! My nameis
AskRowdy. What can |
help you with today?

Schedule of Tuition and Fees

Student Affairs

University Policies and Regulations

bsence Policy

ies regarding student absences are as follows

v’s responsibility is to facilitate leaming, and to
provide an environment conducive to student learning,

The student™s responsibilities include attending classes to
facilitate their learning and evaluating the impact of absences

on their academic success. Students must recognize that cla:
attendance and participation are critical to their leamning and in
many < s are essential to the educational goals of the course.
® The responsibility of the faculty is to establish specific
attendance regulations and make-up policies that will maximize
student learning, while avoiding penalties, where practical and
possible, for university-related absences
The responsibility of advisors is to assist students in choosing
classes that will maximize their opportunity for class attendance
® There are occasions when students must miss classes due
to umiversity sponsored obligations such as
athletic competitions or student research presentations. It is
the responsibility of the sponsoring programs to provide, on
the first day of class written documentation in the form of
a memorandum to the affected instructors naming the students
and identifying expected dates for student absences. Sponsoring
programs are to be reasonable in their expectations, with an
understanding that the students are at the university for academic
reasons first and foremost. If unexpected scheduling changes
occur, the sponsor will provide the student with a revised
memorandum to be given to instructors as soon as possible.

mtercollegiate

When students must miss class, it is their responsibility to inform
faculty members of the reason for the missed class {documentation
may berequired) and to arrange to make up any missed assignments,
exams, quizzes, and class work, to the extent that this is possible
Excusable absences include, but are not limited to:

= Illness or injury to the student

= Death, imjury, or serious illness of an immediate family member
60 California e University, Bakersfield | 2008 - 2020

CATALOG

BAKERSFIELD.

Instructor Initiated Drop Policy for Classes with Face-to-Face
Meetings

Swdents who do not end the first day of c
administratively dropped from the class. For classes wi
students who miss any class day during the schedule adjustment
period may be dropped. Students who are on the waithst and attend
class during the adjustment period may be added, by waitlist order.
Students should communicate any extenuating circumstances
mmediately to the instructor of record. Students must be notfied
by the instructor of record that a drop is pending with at least 24
hours™ notice. An instructor-initiated drop should be processed at
least one business day before the Last Day to Add in the Academic
Calendar.

may be
th waitlists,

Instructor Initiated Drop Policy for Online Classes

All students enrolled in online courses must log in to the cow
and complete any assignments or other activities that are required
by the instructor during the first week. Students who fail to log
i and/or who fail to complete first-week assignments within the
deadline may be administratively dropped and must be notified
by the instructor of record that a drop i1s pending with at least
24 hours’ notice. Students should communicate any extenuating
immediately to the instructor of record. An
mstructor-initiated drop should be processed at least one business
day before the Last Day to Add in the Academic Calendar.

circumstances

Instructor Initiated Drop Guidelines for Both Face-to-Face
and Online Classes

Students on official university business who cannot attend the first
day of class due to that business must notify the instructor of record
prior to the first day of class. The student must provide proof of the
official university business from the sponsoring program or office
to the instructor of record. Students who are administratively
dropped under this policy will be sent an email by the instructor
mforming them of the drop. Students should not presume they will

An add/drop form will be provided for this policy. You will need to complete an add/drop form for
each student and give to your ASC to have approved by the Chair of the Department.
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Cancellation of Classes & Office Hours

Any changes in classroom and/or office hour(s) for any of the following circumstances, must be requested
through or submitted to the department admin. The forms below are required to communicate with
students if there are any changes with your courses.

e Different Classroom (size and or location issue)

e Request a meeting room for a special event, or occasion assigned to the class

e (Class cancellation please notify your class via email then give your Admin appropriate
amount of notice to complete and post form on door.

e Deviation Form - Pre-Approved Variations Form Class or Office Hours.

e Office Hours Cancelled please notify your students via email then give your Admin
appropriate amount of notice to complete and post form.

Class Cancelled

Course name and number:
Saction:

Date:

Time:

Professor:

If you have any questions, please contact the department
sdmimistrator:

Department administrator:

Phone: (G61) 554-

Office number/location:

Or:

Department Chair:

Phone: (B&1) 654-

If you need further assistance, please contact the School of Arts
& Humanities Student Canter at (661) £54-2221.
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CSUB FACULTY FOERM

PRE-APPROVED VARIATIONS FROM CLASS OR OFFICE HOURS

Faculty memders are expecied 10 be on campus from the beginning of the academic year through the day grades are due at
he end of spring semesier. Faculy members shall mest Meir assigned classes at the time and places scheduied smcept
‘when advance notice nas been provided 0 the schodl dean, Trough the department chair, of deviations fom me schedule.
Faculty shall nokd stated weskly office hours. [CSUB Handbook 303)

‘Variance fom schedules, incuding cffice hours, nesds 0 be apgroved by the Department Chair and submitied to e School
Dean for purposes of assistng students and faculty in time of emengencies and administratve accounting. Record onine in

Absence Management afier the absence.

Faculty llamber:l

ST I

T)-poufvzilm:lm‘m“”e

= |

Course Number Day Tima Coversd By
Name:
Phone:
Name:
Phone:
Mame:
Phone:
office Hours Day Tims Coversd By:
Nama:
Phone:
HName:
Phone:
Name:
Phone:
Reason for Variance: (Check and sxpiain)
Omﬁssmnlnetebpmem OPersnnnifFamiy
Oumira (Cyomer
arrangements for clasa:
Signatwre of Facufty Date

tpproved for: {_|Lesve wih pay () Perscnal bolday () Leave mitoubpey () Motagproved

Appraved for Travel Expemassup i §

Signature of Department Chair

[ ———— Capy Do

Facully Mamieer Departert Char Schoal Dean
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Office Hours Cancelled

Oiffice howrs fior Professor are cancelled for
today,

Professor E-mail:

Professor Phone: (661) 654-

If you have any questions, please contact the department administrator:

Department administrator:

Phaone: [BE1] 554-

Office number/location:

Or:

Department Chair:

Phone: (BE1) 654-

If you need further assistance, please contact the School of Arts & Humanities

Student Centar at (651) 654-2221.
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How to Submit Grades in PeopleSoft

Entering Grades....
1. Begin by logging into “myCSUB” via CSUB’s homepage

COVID Screening | Upload Vaccine Card | Submit Exemption | COVID-19

B4 BAKERSFIELD

JUST FOR YOU Future Students  Current Students  Parents  Faculty and Staff  Alumni  Community

FACULTY AND STAFF

Get quick access to the links you use the most, upcoming dates, and common how-to information.

QUICK LINKS IMPORTANT DATES HOW DO ...
Rl L. FACULTY DUE ON Enter My Absences Hithere! My name is
5 w Hithere! My name is
BB rmycsus CAMPUS AskRowdy. What can |
Review Policies help you with today?

" Fest Dy brciassas Pay/Get Reimbursed for Goods or
W Office3es Services (Video) Q

oS Submit a Purchase Requisition

2. The user login for myCSUB is the same credentials used to log into the computer: NetID &
Password.

3. Once logged into the system you will be able to view your Faculty Center on the main page.
Under the faculty center, ensure the current term is listed:

Faculty Center Advisor Center Search

My Schedule | Class Roster | Grade Roster

Faculty Center
My Schedule

Fall 2018 | Cal State Univ.,
Bakersfield

Change Term
Iy Exam Schedule

Select display option

® Show All Classes Show Enrolled Classes Only
o eqgend a R ar =8 Grade R = =ne a ageme: BE |- p—
con Leg fia oo B o =] as o
My Teaching Schedule > Fall 2018 > Cal State Univ., Bakersfield
Personalize | View All | 2] = First ‘4 10f1 ‘»/ Last
Class Class Title Enrclled Days & Times Room Class Dates
COMM 1003-03 Strategies of Public Comm - N AT BT AR - O EMA R Classroom Bldg  Aug 27, 2018-
26 Mo'WeFr 8:00AM - 8:50AN 108 Dec 13 J0M8

(81783) (Lecture)
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4. Toview the grade roster, click the icon.
Personalize | View Al | &4 | Q First ‘&' 10f1 &/ Last
Class Class Title Enrolled Days & Times Room Class Dates

=7 COMM 1008-09 Strategies of Public Comm - - - Classroom Bldg Aug 28, 2017-
E < 5 VioWeFr 8:00AM - 8:50AM = = -
e B g {Lecture) 2 MaWeFr 5:00AM - 5:504M 108 Dec 19, 2017

5. If you have extended university students, please be mindful there will be a separate grade
roster for those particular students.

6. Grades can be entered directly into the system. If you are unable to access the grade roster,
please notify your admin to ensure the course was built for entry approval.

7. Grades must be entered within the grading timeline listed on the academic calendar. If

grades are not entered by the deadline, the faculty must complete handwritten change of
grade forms for each student.
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Change of Grade Process

The process is handled completely online. Go to.  https://www.csub.edu/registrar/grades Click on Change
of Grade Form and the form below will come up

Fill in the required boxes and click submit and the actual form will be delivered to the email you entered

CALIFORNIA STATE UNIVERSITY
% BAKERSHELD Campus Forms Gateway | Support

Registrar - Change of Grade

SUMMARY:
An instructor will use this form to initiate a request to submit a change of grade for a student. All change of grade
requests require the approval of the Department Chair.

The following email addresses are required to initiate the request:
Instructor — The instructor requesting the grade change
Department Chair — The Department Chair of the Instructor requesting the grade change

Once you submit this request the Instructor listed above will receive the electronic form at the email address
entered.

Recipients

Instructor *

[ Search by Name or Email ]

Department Chair*

| Search by Name or Email l

Fields

Instructor Name *
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SOCIS

Student Opinion of Curriculum and Instructions (SOCI):

The SOCI allows students to have the opportunity to provide confidential feedback about the
instructor and class.

1. The Dean’s office prepares the SOCI packets and sends them to the ASC in the department.

2. The ASC distributes the SOCI packets to the faculty to hand out to class. (SOCI week is listed
on the Academic Calendar).

3. Students will complete the SOCI during class without an instructor present, SOCI’s are
confidential.

4. The packets will be returned to the HOB by a student volunteer in class. A box labeled
SOClI’s is on the first floor of the building at the desk of the Student Advising Center.

5. The SOCI’s are then collected by the Dean’s Office and sent off to be scored.

6. Once the SOCI’s have been scored, the comments and summary score sheet will be
returned to the Dean’s Office. The Dean will review the score sheets, then forward to the
chair, then will be returned to the instructor.

7. A copy of the summary score sheet will be placed in each instructors Personnel Action File.

8. SOCls are not provided for courses with 6 students or less enrolled.

Electronic SOCls

Electronic SOCls are automatically administered for any online or hybrid courses and can be
requested for face-to-face courses. Information regarding how to request electronic SOCls is sent
from the SOCI Coordinator each term.

Faculty has the option to have their students submit their SOCls online. If you would like to
participate in Online SOCIs please note the steps below.

1. The Dean’s Office will notify faculty of the deadline to select Online SOClIs for your courses.
2. ITS will email unique survey links to individual students for courses that have selected
Online SOCIs at the beginning of SOCI Week. Links will be available to students until the day
before the first day of final examinations and email reminders are sent every two (2) days
for students who have not yet completed their survey. It can be helpful to remind your
students on your own as well.

Survey score sheets and comments will be sent to faculty via email.

A copy of the summary score sheet is placed in each instructors Personnel Action File.

5. SOCls are not provided for courses with 6 students or less enrolled.

Hw
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HOW TO REQUEST KEYS
Do you need a key?

1. If yes, get Key/Proxy Card Request Form at
https://www.csub.edu/bas/police/ files/Key%20Request%20Form.pdf

2. Fillin the top boxes with your name, title, department, work phone, home phone, name
and extension of your supervisor and the name and extension of your dean. Sign Signature
of Individual being issued key.

3. Submit this form to your department Admin and tell her/him the locations to which you
require access. The key Building Name, Room # and Key # (if known) will be recorded on the
form and the form will be submitted to the dean’s office for approval.

4. Once the form is completed/submitted, signed by the Dean and returned to your
department Admin, it will be faxed, emailed or taken in person to University Police
Department (UPD). This process may take a couple of days and it takes about two weeks
for your key(s) to be made. Once they are made and delivered to UPD, you will get a phone
call or email (or both) from UPD advising that you may pick up your key(s).

5. When notified, you will need to report immediately to UPD, provide your photo ID, and sign
out your key(s). Please safeguard your keys because lost keys may result in an entire
building being re-keyed, the cost of which is prohibitive.
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How Do | Submit My Print Job to the Print Shop?

PRINTING AT THE PRINT SHOP (REPROGRAPHICS) REQUIRES PRIOR
APPROVAL FROM YOUR DEPARTMENT CHAIR.

1. When requesting a print job, go to the Reprographics homepage and click on the ORDER
FORM. Download the order form and enter the necessary information for your request.

2. Save your form and email it along with your file to your department ASC. They will enter
the campus chart-strings and submit the form and file to the Print Shop for printing.

3. If afile or graphic is needed, you and your ASC will first submit it to Graphic Design to
create your graphic or file with the campus graphic designer. Once a final graphic or file
is created and approved by you, the campus graphic designer will forward the final file
and order form to be printed.

4. Orders typically take 2-3 business days when submitting online. If you need your order
sooner, please choose RUSH on the order form. Additional charges may apply for rush
orders. When your order is ready, the print shop will alert you and/or your department
administrator for pick up.

What graphics file format is best to use?

PDF format is always ideal for printing. For photo prints, we recommend the formats: .PSD, TIFF
or EPS. (note: although .jpg is popular it is a low resolution compressed file for use on the web
only and does NOT print well)

Can | submit the proof | received from the Graphic Arts Department to the Print Shop for
printing?

In most cases most proofs are low quality to reduce file size for email purposes. However, you
may check with the Graphic Arts Department to make sure your proof is a high-quality PDF and
has been fully processed. There are many steps that must be taken to make your file "print
ready."

For personal jobs or off campus work you will be responsible for payment of all
invoiced charges.

Additional information is available at the Print Shop website — Print Shop, or you
can email printshop@csub.edu.
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online storage

&~ Box Online Storage
o ® () ;‘h

Anytime, anywhere access with unlimited storage! Box.com online document sharing and
collaboration tool is now available to you. Log in to Box now with your CSUB NetID and Password.

If you already have a box.com account using your CSUB email address, contact the CSUB Helpdesk
at 661-654-HELP (x4357)

Everything you need to get work done

e Seamless Collaboration

e Box makes it simple to collaborate with colleagues, teams, and partners — and access your
files from any device, at any time.

e Simplified Workflow
e Automate the repeatable workflows that are key to your work.

e Integrate with all your apps

e Box integrates with all your apps so you can connect the content flow across your favorite
tools.

e Frictionless security

e Easy-to-use, flexible security controls let you share files with confidence and protect your
most sensitive data.

Simple, Secure Sharing
from Anywhere.
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Faculty Travel Policy

Please note that due to workflow and signature authority issues, the CSUB Academic Affairs
Division will not be using the Concur travel software through December 31, 2022, or until further
notification. Please use the existing campus forms and route them to your department admin

for processing.

Travel request and claim forms can be found under the following links in the CSUB website.
Travel must be approved in advance.

Please refer to travel policy for any questions:
https://www.csub.edu/bas/paymentservices/ files/travel policy.pptx

The following is a list of required documents that must be completed and submitted to the

Department Admin prior to any travel.

e Request for Faculty Development Funds for Travel — 30 days in advance
o https://www.csub.edu/facultyaffairs/FORMSdocumentsLISTS/Request-for-Faculty-
Development-Funds.pdf

e Travel Authorization Form — 30 days in advance

o The Travel Authorization request is used to request authorization to travel on
official CSUB business. Once approved, the form must be attached to the travel

claim https://www.csub.edu/bas/paymentservices/Forms/index.html.

The following is a list of required documents that must be completed and submitted to the
Department Admin at the end of trip.
e Travel Expense Claim Continental U.S.
o The Travel Expense Claim is used for reimbursement of travel expenses, such as
meals, lodging, airfare, car rental, gas, parking fees, etc. The form should be
completed within 30 days after your return

https://www.csub.edu/bas/paymentservices/Forms/index.html

e Travel Expense Claim Federal Per Diem (International Travel)
o The Travel Expense Claim (Per Diem) is used for reimbursement of travel

expenses, such as meals, lodging, airfare, car rental, gas, parking fees, etc., when
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Federal Per Diem Rates apply. The form should be completed within 30 days after your

return. https://www.csub.edu/bas/paymentservices/Forms/index.html

e Authorization to Use Privately-Owned Vehicles on State Business —
o The Authorization to Drive Your Own Car form is used to request authorization to use
your personal vehicle, when you travel on official university business.

o https://www.csub.edu/bas/fiscal/studaccount/ files/AuthPrivateOwnedVehicle.pdf
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Campus Training

You can find a wealth of resources for online training by searching training in our search bar.

C @ csubedu/training/ Qe & O

AccessCSUB mySU8 Canvas Blackboard Support CSUB

S BAKERSFIELD -

Discover CSUB | Academics | Admissions & Aid | Student Life | Athletics | News & Information

CAMPUS
TRAINING

OFFICE TIP OF THE MONTH: MICROSOFT
‘365 WHAT'S DIFFERENT ON A MAC?

&

(S ’m‘ )
WHAT'S
DIFFEREq-

ON A MAC?
I

CCAMPUS TRAINING

INTHIS SECTION Campus Training

Fall 2021

Related Links

€ > C & csubedu/training/faculty/index.html Q e % 0O <

AccessCSUB m8S88 Canvas Blackboard Support CSUB

%72 BAKERSFIELD -

Discover CSUB | Academics | Admissions & Aid | Student Life | Athletics | News & Information

FACULTY

GUIDES

INTHIS SECTION:

ress Report surveys
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w CSUB CSUB Branding

On the main page, as noted in red, the CSUB Brand Style Guide includes guidelines for several areas of use.

> C @ csubedu/brand

% BAKERSFIELD

Brand Positioning

BRAND STYLE GUIDE Home  University Name

BRAND STYLE GUIDE

The California State University, Bakersfield brand is more thar
university brand is the perception of its features

uniqu
has with the institution.

The purpose of this br:

Visual Identity

Editorial Style  Social Media

This site empowers members of our campus community to be brand ambassadors and stewards of our brand

In fact, randing guidelines are

faculty, staff, administrators, donor:

Nearly 2,000 students

It of research conducted with our campus community in 2020-21. Nearly 100
board members participated in a series of focus groups, in which our univer

e brand positioning then influenced our visual identity — logos, colors and fonts that are representative
alumni, faculty, staff, administrators, donors and board member

voted on the unive ’s logomark

Photo/Video

Templates/Resources

0go. It's a set of authentic values — our brand pillars — that make CSUB
istinguish it from others, which is shaped by every single touchpoint a person

yle guide is to create cohesive communications across campus and reinforce the core identity of the university.

of what the university stands for

One example includes the format of CSUB email signatures located in the "Templates/Resources" tab.

< C @ csubedu/brand/templates-and-dc adable-res:

o | TUN R e oty TUDEA ST e

EMAIL SIGNATURES

DOWNLOAD THE EMAIL INSTRUCTIONS HERE ©

OPTION 1: WITH LOGO

FIRST NAME LAST NAME (BOLD, BLUE, ALL CAPS)
Pronouns

Title

School, division, department or unit (if needed)
(000) 000-0000

California State University, Bakersfield (Bold, Blue)
9001 Stockdale Hwy, Mail Stop: XXX
Bakersfield, CA 93311

website or URL (Bold, Blue)

CALIFORNIA STATE UNIVERSITY
w BAKERSFIELD

OPTION 2: TEXT ONLY

FIRST NAME LAST NAME (BOLD, BLUE, ALL CAPS)
Pronouns

Title

School, division, department or unit (if needed)

(000) 000-0000

California State University, Bakersfield (Bold, Blue)
9001 Stockdale Hwy, Mail Stop: X00¢

Bakersfield, CA 93311

website or URL (Bold, Blue)

On the home page of the Brand Style Guide, you can scroll down to the "Popular Resources" for Logos,
Colors, and Templates for quick information and an email address for any questions or issues you may

have.
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Questions about the CSUB brand? Email brand@csub.edu.
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New Employee Resources/Systems Access Checklist

Completion of New Hire Paperwork, including the Confidentiality Form, and input by HR generates
CSUB Employee ID, NetID. To find out your NetID and set your initial password, go to
https://netid.csub.edu/accounts/

1.

10.

[ ] Welcome to CSUB https://www.csub.edu/

[ ] Tologinto myCSUB (Find your NetID - Account
Lookup) https://netid.csub.edu/lookup/

[ ] Voicemail & Phone
Call Help Desk to reset voicemail and update the on-line directory (x4357)

[ ] Email (Office 365)

Call Help Desk and request an account, x4357 (use Net ID for access)
Your email becomes active when you are in the system. Assistance to
setup your email on your device: https://csub.service-now.com/sp/.
Online portal: https://0365.csub.edu

[ ] Canvas website support (use Net ID and password for access)
https://canvas.csub.edu/

[ ] PeopleSoft HR Access Request Form (Absence Management, Time & Labor System) This
will only be required if the new hire has Absence Management and/or Time Labor
administrative responsibilities. AM and TL self-service access is automatically granted based
on HR job code classification.

http://www.csub.edu/bas/hr/ files/ PeopleSoft/CSUB HR AM TL 2012 01 04.pdf

[ ]If you will be operating a motor vehicle for state business
https://www.csub.edu/BAS/srm/Defensive%20Driving%20Training/index.ht
ml

[ ] Shared Folder Access https://its.csub.edu/forms

[ ] Common Finance System
This will only be required if the new hire has need to access department budget information, or

ProCard user. http://www.csub.edu/bas/fiscal/procurement/procard%20/index.html

[ ] PeopleSoft Student Administration Access Request Forms

Standard faculty access to student information is automatically granted upon starting date of
the faculty appointment. There is no need for faculty to submit this form for standard faculty
access. http://www.csub.edu/cms/SA forms.shtml
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11. [ ] Chartfield Request/Signature Authorization Form
https://www.csub.edu/asi/ files/Chartfield-Request-Form-

Current.pd

12.[ ] Key Request
http://www.csub.edu/bas/police/ files/Key%20Request%20Form.pdf

13. [ ] ProCard Application
ProCard users will also be required to submit PeopleSoft Finance Request Form to report ProCard
usage. Item number 8. http://www.csub.edu/bas/fiscal/procurement/ files/Pro-
Card%20App.pdf#Pro-Card

14. [ ] Campus Marketplace
https://www.csub.edu/bas/fiscal/procurement/CSUBUY-Marketplace/index.html

15. [ ] Faculty/Staff Photo ID
https://its.csub.edu/sites/its.csub.edu/files/2019-09/faculty-staff-photo-id-application fill.pdf

Listing of all ITS services: https://csub.service-now.com/sp
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