
Cornerstone FAQs  
Please read the following FAQs for general assistance with Cornerstone. If your question is not 
addressed here, please contact Cornerstone Support via email at cornerstonesupport@sjcd.edu or call 
281-998-6387. 

General System Questions: 
Q:  What is Cornerstone? 

A: Cornerstone is the San Jacinto College talent management suite. It is the system our employees use to 
access learning, performance management, and internal job searches. Hiring leaders will also complete 
the hiring and onboarding process through Cornerstone. Learning and performance management were 
housed in SuccessFactors, and the hiring process was completed through SOAR. Cornerstone allows 
employees to access all of these things within a single system.  

Q: How do I get to Cornerstone? 

A:  If you are an employee with a network account, click the My San Jac link at the top of the SJC webpage 
and then click the Cornerstone link to sign-in using your network credentials.  

If you do not have a network account, you must use the link located on the HR webpage by going 
to www.sanjac.edu and clicking About San Jac, then under College Operations click Human Resources. 
Once you’re on the HR page, look at the headings to the left and click Resources, and then click 
Cornerstone. On this page there are two links, one for employees who have network accounts and one 
for employees who do not have network accounts.  

Q: How do I sign in to Cornerstone? 

A:  If you are an employee with a network account, you will use your network credentials to sign-in to 
Cornerstone. Some users may need to use “main\” in front of their username on the login page. Network 
credentials are the same username and password you use to login to your SJC computer and employee 
email. 

If you do not have a network account, your username is your G# with a capital G, and your temporary 
password is P4ssw0rd. As soon as you log in, you will need to reset your password. 

Q: How long does it take a new hire to be given access to Cornerstone? 

A: If you were hired from a job posted in SOAR, your Cornerstone account will be created once your new 
hire EPAF is applied. 

 If you are hired from a job posting in Cornerstone, you’ll get access to the system as soon as your 
Onboarding forms are launched in Cornerstone.   

Q: What if I am getting a single sign-on error? 

A: You should try to close down all of your internet browser windows, return to the My San Jac page, click 
on the Cornerstone link, and re-enter your credentials to log in. Remember that some users may need use 
“main\” in front of their username on the login page. Network credentials are the same username and 
password you use to login to your SJC computer and employee email. 

Q: Does Cornerstone have a preferred internet browser? 

A: While Cornerstone will work in any browser, the preferred browsers are Chrome and Firefox. 
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Q: What if I bookmarked the Cornerstone link, and now it’s not working? 

A: Due to the single sign-on validation required to sign in, the Cornerstone link actually changes when you 
try to bookmark it. You should bookmark the My San Jac page or the HR Cornerstone page, not the 
Cornerstone login page. 

Q: What if I tried all of the troubleshooting tips on this FAQ sheet, and I still can’t sign-in? 

A: Contact Cornerstone Support via email at cornerstonesupport@sjcd.edu or call 281-998-6387. 

Q: How do I change my picture in Cornerstone? 

A: Pictures are fed into Cornerstone from the SJC employee ID badge system. If you would like a new 
picture, please go to Enrollment Services and take a new picture. Remember that during peak times, 
there may be a very long wait at Enrollment Services. 

Q: What if my title, contact information, name, leader, etc. is not correct in Cornerstone? 

A: This information all comes from Banner. If you have a question about information in Cornerstone, 
please contact Cornerstone Support via email at cornerstonesupport@sjcd.edu or call 281-998-6387. 

Q: What if I missed the in-person training sessions? 

A: A member of the HR Employment team will come out to the campus to help hiring leaders with their 
first hire in Cornerstone, if the leader requests one-on-one help.  

There are also step-by-step guides for everything covered in the training sessions located within the 
Cornerstone portal on the Help page.  

Q: How do I access the help documents in Cornerstone? 

A: Once you are signed in to Cornerstone, you can click the blue Help icon on the Welcome page. You can 
also use the Help tab on the Cornerstone navigation bar. Hover over the word Help and click Help Guide 
Quick Access. 

Q: What if I couldn’t find what I was looking for on the Help page? 

A: There is a Cornerstone help library available by clicking on the picture of the post-it note that reads, 
Help on the Help page in Cornerstone. If you can’t find what you’re looking for in these guides, please 
contact Cornerstone Support via email at cornerstonesupport@sjcd.edu or call 281-998-6387. 

Recruiting Questions: 
Q: How do I apply for a job in Cornerstone? 

A: If you are a San Jac employee, you will use the job search box located at the bottom of your Welcome 
page once you log in to Cornerstone. If you need assistance navigating the application, you can visit the 
Help page within Cornerstone. 

 If you are not a San Jac employee, please visit the Employment page on the SJC website and follow the 
directions to apply. Go to www.sanjac.edu and click About San Jac, then click Human Resources, then 
click HR Services, then click Employment.  

Q: Can I still apply in SOAR? 

A: Yes, you can apply in SOAR to any job that is still open.  
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Q: What if I applied in SOAR? 

A: San Jac is transitioning from SOAR to Cornerstone. Jobs that were posted in SOAR will stay in SOAR 
until their close date. These jobs will not be reposted in Cornerstone. Any new jobs that need to be 
posted will be posted in Cornerstone, and applicants will need to apply in Cornerstone in order to be 
considered in the applicant pool. 

Q: If I’m a hiring leader, where do I view my applicants? 

A: If your job was posted in SOAR, you will still access your applicants by logging into SOAR. If your job 
is posted in Cornerstone, you will need to access your applicants in Cornerstone. 

Q: Why don’t I see many jobs in Cornerstone? 

A: As we transition from SOAR to Cornerstone, we are adding new jobs that become available. We will 
post jobs in Cornerstone as soon as they become available. During the transition, we ask that you review 
the jobs posted in SOAR and in Cornerstone.  

Q: What if I received a notification to approve a requisition, but I am not the correct hiring leader? 

A: Please select the deny requisition button, leave a comment, and then click the submit button. The 
requisition will be routed back to HR and will be resubmitted with the correct hiring leader. 

Performance Management Questions: 
Q: When are my IPPs due? 

A: The Performance Management calendars are located on the Performance Management webpage. Go 
to www.sanjac.edu and click About San Jac, click Human Resources, click Resources, and then click 
Performance Management. 

Q: What if I need to access something in SuccessFactors? 

A: The SuccessFactors link will be available until September 2016 on the Performance Management 
website (see question above). After that time, you would need to contact Cornerstone Support and select 
the option for Performance Management.  

Q: What if I still have questions regarding my IPP? 

A: Contact Cornerstone Support via email at cornerstonesupport@sjcd.edu or call 281-998-6387 and select 
the option for Performance Management.  

Learning Questions: 
Q: Where is my learning history? 

A: Your learning history is on your transcript. However, you need to filter your transcript view from Active 
to Completed in order to view past learning.  

Q: Can I start taking training in Cornerstone? 

A: Yes. All online training is currently available in Cornerstone. All learning facilitators are currently 
working to get in-person training sessions added to the Cornerstone learning catalog. You can search for 
the learning you wish to take, and if there are no available sessions, you can click the Notify me of new 
sessions link. 

 In-person training will continue to be created as training events become available. 
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 Q: How do I search for learning? 

A: Click on the brown Learning icon. You can also hover over the Learning tab in the Cornerstone 
navigation bar and click the Browse for Training link. 

 You can also hover over the Learning tab on the menu bar across the top of the Cornerstone Welcome 
page and click Events Calendar to view in-person trainings on a calendar. Online courses are never 
available on the Events Calendar. 

 There is also a Browse for Training option on the Learning tab. Please see the next question for more 
information.  

Q: What is the difference between clicking the Learning icon and clicking the Browse for Training 
link? 

A: The Learning icon will take you to a global search that allows you to search for all learning by title or by 
keywords. You can filter your search by the type of learning (online, in person, etc.).  

The Browse for Learning link does not allow you to use a search box. This feature allows you to filter 
learning options by subject, type, and location, but does not allow you to search by title. 

Q: What if I am a learning facilitator, and I missed the facilitator training? 

A: You should contact Cornerstone Support at cornerstonesupport@sjcd.edu or call 281-998-6387 and 
select the option for Learning. 

mailto:cornerstonesupport@sjcd.edu

	General System Questions:
	Recruiting Questions:
	Performance Management Questions:
	Learning Questions:

