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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)
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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)
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My CSUF
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Finance

Step 3:

The CMS portal page will appear.
Click m to access CMS

HCM.
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The CMS page will open in a new
window.

All available functionality will be
listed under

Pe ()I)leSOftE _

[ CELF HR
[» Tampus Cammunity
[» Reporing Tools
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All customized HR functionality is
listed under k¥

Click ¥
menu options.

to expand

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.

PeopleSoft.

Navigate using the menu

Iz~ M=
[ csUF HR

CSUF Human Resources

[ LAPP

[ Self Service

[ Btudent Pracessin
g ﬁ Inguire ﬁ LAPP ﬁ Self Service
Ingjuire: CEU Leave Accounting Self Service

= Eaculty Job Roster = LAPP Dept Roster

[ Wy Personal Prafile

— CESUF Payroll Center [ Benetits Information

= LAPP Emplovees Roster
= attendance Certiication Rt [ Payroll and Compensation
EniganICe VErTICHUon NenD Eave ACCourtnognto

Navigate using the folders

=] Staff and Mot Job Roster
= Studert Warker Jaob Roster
2 Mare

ﬁ Student Processing —
Studert Processing

=l Process Student Workers

= Yigw Custom Job Data

= Student Rapid Entry.

1 Reports

To maximize the data displayed,
you can minimize the menu

clicking E|

PeopleSofl,

= CSUF HR
I> Inguire

= S .
V//.? Self Service

= Self Service
14

. A~k Benefits Information a—.|Pa
&> Benefits Information Personal Profile 2 @@ Pa
[ Payrall and Employee Personal Profile
Compensatian = Personal Information = Health Plans Summary =]
P = Home Address = Dependent Coverage Summary =

b My Leave Accounting Info
[» Student Processing
> Campus Community
[> Reparting Tools
— CEUF Payroll Center

= Phone Mumbers
2 More

My Leave Accounting Info

=] Lite snd LTD Plans
2 More...

= View Comp Time Balances
= view Earned Leave Balances

If you need to maximize the menu,

click * to return to the menu
list.

PeopleSolt,

HR =
[;:/j Self Service

Self Service
My Personal Profile P\% Benefits Information %@5 Payroll and Co
Employes Personal Profile

= Personal Information

=l Heatth Plans Summary = View Payche

= Home Address = Dependent Coverane Summary. =] Compensatior
= Phone humbers =] Life and LTD Plans

2 Moare...

My Leave Accounting Info

2 Mare.

Wiewy Comp Time Balances
= Yiew Earned Leave Balances

You may also click to
return to the main screen.

PeopleSoft. ‘q

[> Campus Comrnunity
[> Reporting Tools
— CEUF Payroll Center
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ueries:

All queries are located under
located under “My Queries.”

- Click ¥ CELF HR
- Then, click — My Lueries

PeopleSoft. —

7 CEUF HR
— Faculty Job Roster
— Staff and Momt Joh
Roster
— StudentWarker Joh
Roster
— S CWID Search
— My Queries
[ LAPP
[> Self Service
[ Student Processing
[+ Campus Community
[ Reporing Tools

ﬁ Inguire

Incjuire

Faculty Job Roster
Facutty Job Roster

E" CMS CWID Search
ChS OMD Search

E" Staff and Mamt Job Roster
Staff and Momt Job Roster

My Queries
My Gueries

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.

My Queries

Select the hypetlink to run a gquery. Some queries may take up to 3 minutes to return data

Student Alpha (enter A or Ty
Student Alpha - All Students

Active & Terminated Students (includes 1870, 1871

N First [ 1-2 of 2 [H Laszt

1872, 1674

All Students sorted by Status {includes 1870, 1871, 1872, 1874

Reports:

All reports are located in “Report
Manager”.

To view your report, simply click
the report name hyperlink.

- 3795 5825
- 7858 a5
- AT16 5746

Finc

[30[Days 7] _Rettesh |

to: |

Administration

View Reports For
User ID: lledyard_sw Type: | vl Last:
Status: | j Folder:l j Instance: |

First |I| 1-8 of 8 Izl Last

0zr 32007
e b 10:16:46AM
02/08/2007
el 10:16:03AM
02/01/2007
A 11:158:27AM

Acrobat

Posted  Details
{".pdf)
Acrobat )
Posted  Details
{".pdf)
Acrabat ;
Posted  Details
(7. pdf)
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E| Firefox prevented this site from opening a popup window, Options Q

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”
%ups For cmsdevS.caIst@

Edit Popup Blocker Options. ..

Now click the Excel grid icon ’
again and your data will open in
an Excel file. Showe 'htbps: | fcmsdey3. calstate, edufpsc/HFULTS T Pemd=viewattach#userfile=ps. xls...

Dor't show this message when popups are blocked

Note: The Excel grid icon is
available on various CMS pages.
You should utilize this tool when
you need data in an Excel file.
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