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This guide provides you customized CSUF features available in CMS HCM 8.9.     
 

 
Step 1: 
  
Log in to the campus portal using 
your campus username and 
password.  
 
(See “Accessing/Logging into 
Portal” Guide)  
 
 

 
Step 2: 
 
Choose the CMS module you 
would like to access.   
 
Click  
 
(See “Add CMS HR Tab to 
Portal Page” guide if you do 
not have the CMS HR/Finance 
tabs) 
 

 
 

 
 

Step 3: 
 
The CMS portal page will appear.  
Click CMS HR to access CMS 
HCM.  
 

 
 
The CMS page will open in a new 
window.   
 
All available functionality will be 
listed under .    
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All customized HR functionality is 
listed under .   
 
Click   to expand  
menu options.   
 
You have the option to navigate 
from either the list on the left or 
the folders on the right.  
 
Note: If you use the folders for 
navigation the list on the left may 
become out of sync.  
 

 

 
To maximize the data displayed, 
you can minimize the menu 
clicking .  
 

 
 
If you need to maximize the menu, 
click  to return to the menu 
list.  
 

 
 
You may also click   to 
return to the main screen.  
 

 

Navigate using the menu 

Navigate using the folders 
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Queries:  
 
All queries are located under 
located under “My Queries.”  
 
- Click  .  
- Then, click .  

 
 
All queries you have access to will 
appear under “My Queries.”  
 
Throughout the CMS application 
are icons indicating that 
information can be downloaded 
into Excel.   
 
Hold ‘CTRL’ then click to 
download the information. 
 

 

 
Reports:  
 
All reports are located in “Report 
Manager”. 
 
To view your report, simply click 
the report name hyperlink.  
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If you have pop-up blockers 
turned on, you will receive a 
pop-up blocker message.  
Different internet browsers 
display different messages but 
they all say pop-up blocker. 
 

 

 
 
 

 
Click on the tool bar and select 
“Always allow popups for 
cmsdev3.calstate.edu”   
 
Now click the Excel grid icon  
again and your data will open in 
an Excel file.   
 
Note: The Excel grid icon is 
available on various CMS pages.  
You should utilize this tool when 
you need data in an Excel file.   
 

 
 

 

 


