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Log in to HSJPRD 
Follow these steps to log into the HSJPRD (HR Production) database. 
 
Navigate to the HR 
production 
database using the 
URL on the right 
 

https://cmshr.sjsu.edu/psp/HSJPRD/?cmd=login 
 
You may also reach this page from the CMS web site 
(http://www.sjsu.edu/depts/cms) - Click Applications and select HSJPRD 

  
The HSJPRD login 
page is displayed 
 

 
  
Login to the 
database using 
your personal User 
ID and password.  
Remember that 
both are case 
sensitive. 
 
Click Sign In. 
 
Note: If you have 
difficulty logging in, 
please contact the 
CMS Help Desk via 
email 
(cmshelp@sjsu.edu) 
with your full name, 
department and 
SJSU ID.  
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Your personal menu 
will display upon 
login. 
 
Click Self Service. 

 
  
The Self Service 
options available to 
you will display. 
 
Click the View Time 
link under Time 
Reporting. 
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View My Absence Balances 
Follow these steps to view your current absence balance information.   
  
The View Time 
options available to 
you are displayed. 
 
Click Absence 
Balances. 

 
  
The View Absence 
Balances page is 
displayed. 
 
All absence types 
that have balances 
will be displayed. 
 
Note: While you may 
see the Report 
Absence hyperlink 
displayed, clicking it 
will result in a 
Warning message, as 
you do not have 
access to that page.   

  
Column Information Description: The type of absence balance. 

Prior Balance: The balance prior to the last absence processing cycle. 
Taken/Earned: The amounts of each absence taken & earned during the last 
absence processing cycle. 
Adjustments: Any adjustments to your balances will be displayed here.  This 
might be the result of absence information being reported after the deadline. 
Balance as of…: The current balance at the end of the last absence processing 
cycle, along with the date. 
Accrual Period: This will typically say Year to Date. 
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View My Absence History 
Follow these steps to view your absence history information.  History prior to June 1, 2006 is not available in 
PeopleSoft.  The Start and End Dates of the reported absence may overlap a weekend or a holiday, but 
unless you are scheduled to work on those days, your balance will not be affected. 
  
Click Absence 
History from the 
main View Time 
menu, or from the 
hyperlink on the 
bottom of the 
Absence Balances 
page. 

 
  
The Absence 
History page is 
displayed. 
 
Update the From 
and Through dates 
and click refresh to 
change the time 
period displayed. 
 
Note: While you may 
see the Report 
Absence hyperlink 
displayed, clicking it 
will result in a 
Warning message, as 
you do not have 
access to that page. 

  
Column Information Absence Type: The type of absence that was reported. 

Status: When using a timekeeper, this status will always say None. 
Start Date: The start date of the absence. 
End Date: The end date of the absence. 
Requested by: When using a timekeeper, this will always be Admin. 
Edit Button: This will be unavailable when using a timekeeper. 
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View My Monthly Schedule 
Follow these steps to view your monthly schedule.  The standard schedule for employees is Monday-Friday, 
8 hours/day.  However, you may be on an alternate schedule (part-time, 4/10, 9/80, etc.), which will be 
displayed.  If your schedule is not consistent, you will most likely remain on the standard schedule and your 
timekeeper will key your absence hours accordingly.  If you have questions about your schedule, please 
contact your timekeeper or payroll technician. 
  
Click Absence 
History from the 
main View Time 
menu, or from the 
hyperlink on the 
bottom of the 
Absence Balances 
page. 

 
  
The Monthly 
Schedule page is 
displayed. 
 

 
Absences that have 
been reported will 
be displayed with 
the calendar icon.   
 

 
Scheduled holidays 
will be displayed 
with the suitcase 
icon. 
 
Note: If you have an 
absence that 
overlaps a holiday, 
both icons will be 
displayed, but your 
balances will not be 
affected. 
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Clicking a 
hyperlinked date on 
the schedule will 
display more details 
about the absence 
or holiday. 
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Non-standard 
schedule example 
 
This is an example of 
a part-time schedule 
where the hours are 
different on various 
days of the week. 

  
Non-standard 
schedule example 
 
This is an example of 
a part-time schedule 
where the hours are 
the same each day of 
the week. 

  



 

 

CMS Training Team – Business Process Guide

Process: Self-Service Absence Information using a Timekeeper 
Module: Absence Management

 
 

 
SJSU CMS Training: AM/Self-Service Absence Information using a Timekeeper          Page: 10 

 

Non-standard 
schedule example 
 
This is an example of 
a 4/10 schedule 
where the employee 
is off on Fridays. 

  
Non-standard 
schedule example 
 
This is an example of 
a standard Tuesday-
Saturday 40-hour 
schedule. 
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Non-standard 
schedule example 
 
This is an example of 
someone on a 
graveyard shift 
(common for FD&O 
employees). 
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Views with Multiple Jobs 
If you have more than one active, absence-eligible job on campus, your views to see balances, history and 
your schedule will be slightly different.  Please note that all balances for employees with multiple jobs were 
converted to the primary job.  For example, if you are a department chair and a faculty member, your 
balances all reside on the department chair job.   
  
View Absence 
Balances 
 
All active, absence-
eligible jobs will be 
displayed.  Click the 
hyperlinked Job 
Title to view the 
information. 
 
The Absence 
Balances page 
displayed is the 
same. 

  
View Absence 
History 
 
All active, absence-
eligible jobs will be 
displayed.  Click the 
hyperlinked Job 
Title to view the 
information. 
 
The Absence 
History page 
displayed is the 
same. 
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View Monthly 
Schedule 
 
All active, absence-
eligible jobs will be 
displayed in the 
drop-down list.  
Select the job you 
wish to view the 
schedule for. 
 

 


