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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

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
emalil
(cmshelp@sjsu.edu)
with your full name,
department and
SJSU ID.

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

San José State
UNIVERSITY

User ID: |
Password:

Forqotyour password?

San José State
UNIVERSITY

User ID: [CMEDDERS
Password: [~

Forqotyour password?
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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.

o
“g % Sanost state
w8t UniveRs ity

s

e

[> My Favorites

[> Self Service

— Change Wy Password
— My Personalizations
|— My Systern Profile

" BeopleSoft

Search:

*. Self Service

Mavigate o your self service information and activilies.
Time Reporting

L5 Reeport an review your time:
3 View Time

I> Tirne Reporting

I> Payroll and Garmpensation

[ Benefitz

I Learning and
Development

I» Campus Personal

Payroll and Compensation W k- Benefits

Review your pay and compensation history Review health, insurance, savings, pension or
Upeiate: your cirect deposit and ather decLiction athe benefits information. Review and updste
ar contribution infarmation dlepenciert and beneficiary persanal infarmation
= Wiew Paycheck [ Benefits Information

= Job and Compensation History 1 Dependents

_Infarmation E?i:ems Summary
— Change Wy Password lare.

— My Persanalizations

Campus Personal Information
— My Systemn Profile

Maintain your personal infarmation and review

Ll Learning and Development
r{;}) Addd or review information related to learning and

other development such as: languages, licenses el anelto dos pending b your record
and certificates, competencies, and = Addresses

memberskips mes

=l Protessional Training = Phone Numbers

= Education 3More.

[ Licenses and Certificates

SJSU CMS Training: AM/Self-Service Absence Information using a Timekeeper Page: 4



San José State
UMIVERSITY

CMS Training Team — Business Process Guide

Process: Self-Service Absence Information using a Timekeeper

Module: Absence Management

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

Search:

[ Wy Favorites
~ 5 co

[+ Tirme Reporting

I Payroll and Compensation

[ Benefits

[ Learning and
Development

> Campus Personal
Information

— Chane Wy Password

— My Personalizations

|~ My Syslermn Profile

Search:

®

> My Favorites
I~ Self Service

= Time Reporting
[ Report Time
7 View Time
— Monthly Schedule
— Ahsence History

> Payroll and Compensation

[ Benefits

> Learning and
Development

[ Campus Personal
Information

> Reporting Tools

> PeopleTools

— Change My Password

— My Personalizations

|- My System Profile

_J View Time

Viewr your elapsed and payable time

Monthly Schedule Absence History Absence Balances
“iew your manthly scheculs Wigw history details of your shsence View your ahsence baiances detal

View Absence Balances

Angel Cordelius

View current abgence balances. Current balances do not reflect absences that have
not been processed by payroll. Absence information will be processed monthly, and
updated balances posted by the 10th calendar day of the next month. Please contact
your Payroll Tech ifyou have questions about your usage, accruals or balances
Absence Balances

Balance as of 080172006

{Accrual Period

Sick Balance 656.50 Hours  0.00 Hours 8.00 Hours  0.00 Houre  BB4.50 Hours feario Date
PR I 1.00 Days 000Dsys  000Days 0.00Days  1.00Days “earto Dale
Available

Vacation Balance 326.00 Hours  0.00Hours  11.33Hours 0.00 Hours  337.33 Hours Yearto Date

Go To: RepotAbsence
View Absence History

View Monthly Schedule

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 R
hyperlink on the b Time Regoring

I Payroll and Compensation
[ Benefits
bottom of the b Learming nd
Development

Absence Balances b Campus Persona
Information

— Chane Wy Password
page — My Personalizations
|~ My Syslermn Profile

Search:

| View Time

[ My Favorites -
s o View your elapsed and payable tine

Monthly Schedule Absence History Absence Balances
“iew your manthly scheculs Wigw history details of your shsence View your ahsence baiances detal

The Absence

History page is Mew &
displayed. eeh | Absence History
[ My Favorites Angel Cordelius
VSETWSE“QCE " Specify the date range of interest, To retrieve a complete history, leave From and
= Time Repotting Through dates hlank and click Refresh. Select the Absence Type hyperlink to view
Update the From VViEMW'W?S - absence details. Push the Edit button to rmodify or delete a Saved Request. Absences
— Monthly Schedule that are not hyparlinked were keyed by an Administrator and cannot be changed by the
and Th roug h dateS — A Hist employes. Flease note that detailed absence infarmation priar to June 1, 2006 is not
H L avallahle in PeopleSoft. S
and click refresh to Eg:\;";ll't:“d e o [06/1472008 (6 Trougn; |0813/2008 [ Reftesh
b Ly d =
change the time Ll Aosence History s e
i i b e P I a By i
perl Od d |Sp|ayed . : ?mpust‘. ersonal Status Start Date End Date Reguested Edit
AT Motimetaken  Mone 08022006 08/31/2006 Bdrmin Edit
— Change My Passvword
S Vacation Take  Mone 0741512006 071182006 Adrin Edit
. — hiy Syster Profile
Note: Wh||e you may Sick Take-Seff  None 07i032006 07/05/2006 Adrain Edit
see the Report GoTo:  RepndAbssnce
Absence hyperlink isw Absence Balances

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 T -
bottom of the Fio o

Development
Absence Balances b Campus Parsona
Information

— Chana Wy Password
page — My Personalizations
|~ My Syslermn Profile

"~/ View Time

(R = e e e U
Monthly Schedule E Absence History E Absence Balances
“iew your manthly scheculs Wigw history details of your shsence View your ahsence baiances detal

The Monthly £ e

Schedule page is

. ESaER Mesywindow | Help | Custormize Pane | b, 2
displayed. 5 '
> My Favorites
il Monthly Schedule
E& = Time Reporting Angel Cordelius
E = View Time 000043681

Click hyperlinked date for detailed information about schedule or reported absence,
To view the schedule for another job, select the Job Title from the drop down list,

Absences that have ~ Ricen o gahess

b een rep O rted W | I I gg:\:‘ren'lllt:nd Compensation T e B m‘
b e d |S p | ayEd W |th I; IEZ%%Z%E{EZ;;DMI Sunday Monday Tuesday Wednesday Thursday Friday C)FFSmur(Irvy 1
the calendar icon. - Choanie  Passery
— My Persanalizations
|~ My Systam Profile
@ OFF 2| 3 4 5 6 7 |lorr 8|
8 Holrs 8 Holrs 8 Hours G Houwrs: & Hours
Scheduled holidays
will be displayed B 5@ B
H H o 10| 1" 12| 13 14 15
W I t h th e S u I tc as e = N 8 Hours i & Hours o & Hours N & Hours o & Hours = n
con.
£
. 16 17| 18| 19 20 21 22
Note: If you have an A (T O A T T
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.

Search:

(> My Favorites
I~ Belf Senvice
< Time Reporting
= Yiew Time

— Absence History
— fhsence Balances
[ Payroll and Compensation
[ Benefits
[ Learning and
Development
I Carmpus Personal
Information
— Chane Wy Password

Home

Mew Window | Helo | Gustomize Page | 1)

Monthly Schedule

Daily Detail for 07/05/2006

Angel Cordelius
Job Title:  Admin Suppart Coord

Erployes |0 000043681
Employee Record Number: 0

Primary Schedule
Sl:hedule D

aoo

— My Personalizations
|- My Systern Profile

Search:

(> My Favorites
I~ Belf Senvice
< Time Reporting
= Vig

— fhsence Balances

[ Payroll and Compensation

[ Benefits

[ Learning and
Development

I Carmpus Personal
Information

— Change My Passward

— My Personalizations

|- My Systern Profile

Absence Details
Absence Duration:

Holiday Details

8.00 hours Sick Take - Self

No holiday data for today

Return to Monthly Schedule

[=] Mtify

Mew Window | Helo | Gustomize Page | 1)

Monthly Schedule

Daily Detail for 09/04/2006

Angel Cordelius
Job Title:  Admin Suppart Coord

Employee 1D: 000043681
Ermployee Record Nurber: 0

Primary Schedule
Sl:hedule Details

Sched Hrs

aoo

Absence Details

No absence data for today

Labor Day

Return to Wanthly Schedule

[=] motify
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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.

Search:

(> My Favorites
I~ Belf Senvice

< Time Reporting
[: Report Time

ANSEnce Histow
— Absence Balances
[ Payroll and Compensation
D Benefits
> Learning and
Development
> Campus Personal
Information
(> Reporting Taols
[ PeopleToals
— Change hiv Pagsword
— by Personalizations
|~ My System Profils

Search:

(> My Favorites

I~ Belf Senvice

< Time Reporting
[: Report Time
= View Time

— Absence History

== Prewious Month

08 - August i lm

T

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
A 2 3 A orr 5
& Hours 2 Hours 4Hows 4Haurs
OFF 8| T2 8] 9 10| ) orr 12
& Hours & Hours 2 Hours 4Hows 4Haurs
oFF 13 14 15) 16 17| A8 orr 19
& Hours 8 Hours 8 Hours 4Hours 4Hours
oFF 20/ 21 22 23 24 25| orr 26|
& Hours 8 Hours 8 Hours 4Hours 4Hours
COFF 27) 28| 29| 30| 31
& Hours & Hours 2 Hours 4Hows

== Prewious Month

Sunday

Monday

|na - Rugust

Tuesday

Wednesday

~l[z006 =]

Thursday

ohgMonth =2

Friday

Saturday

4 Hours

A]

4 Hours

2]

4 Hours

e

4 Hours

=

OFF

[en

— Absence Balances
[ Payroll and Compensation
D Benefits
> Learning and
Development
> Campus Personal
Information
(> Reporting Taols
[ PeopleToals
— Change hiv Pagsword
— by Personalizations
|~ My System Profils

|

4 Hours

[~

4 Hours

3

4 Hours

|

4 Hours

4Hours

4 Hours

4 Hours

4 Hours

4 Hours

4 Hours

4 Hours

4 Haurs

4 Haurs

4 Haurs

4 Hours:

£ OFF

4 Hours

4 Hours

4 Hours

4 Hours
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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.

= View Time
— Time and Labor

ompensatory Time
— Exceptions
— Payable Time
Summary
— Payable Time Detail
— Forecasted Time
Surmmary
— Eorecasted Time
Detail
— Absence History
— Absence Balances
— User Preferences
[ Personal Information
> Payroll and Compensation
[ Benefits
[ Btock Activity
> Learning and
Development

[ Enroliment
> Carnpus Finances
> Carmpus Personal
Information
> Academic Records
[ Degree
ProgressiGraduation
[ Student Admission
— Student Center
— Workflow User Preferances|
(> Manager Self Seice
> 8JSU Campus Solutions
[ 8J8U Humnan Resources
[ Workforee Administration

[

= View Time
— Time and Labor
Launch Pad

— Exceptions
— Payable Time
Summary
— Payable Time Detail
- Forecasted Time
Surmmary
— Eorecasted Time
Detail
— Absence History
— Absence Balances
— User Preferences
[ Personal Information
> Payroll and Compensation
[ Benefits
[ Btock Activity
> Learning and
Development

[ Enroliment
> Carnpus Finances
> Carmpus Personal
Information
> Academic Records
[ Degree
ProgressiGraduation
[ Student Admission
— Student Center
— Workflow User Preferances|
(> Manager Self Seice
> 8JSU Campus Solutions
[ 8J8U Humnan Resources
[ Workforee Administration

[

[ Performance Management

[ Performance Management

||

||

== Pravious Month

[o8 - mugust =] [z006 =

T Ne Mot 55

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

A 2 3 Jorr A lorr 5]
10 Hours 10 Hours 10 Hours

OFF B 7] 8] 2 10} orr 1 orr 12
10 Hours 10 Hours 10 Hours 10 Hours

oFF 13 14 15 1€ A7) orr 18] orr 19
10 Hours 10 Hours 10 Hours 10 Hours

OFF 20| 21 22| 23 24 orF 25|\ o 26|
10 Hours 10 Hours 10 Hours 10 Hours

oFF 27| 28 29 30 31

10 Hours 10 Hours 10 Hours 10 Hours

== Pravious Month

[o8 - mugust =] [z006 =

T Ne Mot 55

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Al 2| 3 4 a

8Hours 8 Hours &Hours & Hours &Hours

oFF B orr 7] 8] R 19 1 12
6 Hours 8 Hours 6 Hours: & Hours 6 Hours

CFF 23] orr 14 15 16| 7| 18] El
8 Hours. 8 Hours & Hours & Hours & Hours

OFF 20] oFF 21| 22| 23| 24| 25| 28]
&Holrs #Hours & Hours: &Hours & Hours:

OFF 27| orr 28| 29 30 3
6 Hours 8 Hours G Hours:
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Non-standard
schedule example

= View Tima - - _ " z
— Tirne and Labor =l SR OB 09 September | [2006 = Nexthiontn == 8 =

Launch Pad Sunday Monday Tuesday Wednesday Thursday Friday Saturday

This is an example of T
someone on a — Exceptions B5 Hours 0Hours

— Payable Time

d hft Summary
graveyard sni - Parable Time Detai
— Forecasted Time
(common for FD&O Summy
— Eorecasted Time = = — —] = G
em pl Oyees) Detall 1.5 Hours 6 Howrs 6 Hours 8 Hours 6 Hours: 6.5 Hours 0 Hours
) — Absence History
— Absence Balances
— User Preferences &
[ Personal Information
> Payroll and Compensation 10| 1 12| 13 14| 15 16|
[ Benefits ]
[ Btock Activity
> Learning and
Development
[ Performance Management
[ Enroliment e
b Campus Finances 17 18| 19| 20 21 22 23]
> Campus Personal 1.5 Hours & Hours & Hours 8 Hours & Hours: 65 Hours 0 Hours:
Information
> Academic Records ..
[ Degree
ProgressiGraduation
[ Student Admission
— Student Center 24 25 26 27 28 29 30
— Workflow User Preferances| 1.5 Hours 8 Hours 8 Hours 8 Hours & Hours 6.5 Hours 0Hours
(> Manager Self Seice
> 8JSU Campus Solutions
[ 8J8U Humnan Resources
[ Workforee Administration =l -

[

[r

o2
=
£
3
=
o

Jeo

1.5 Hours. 8 Hours. 8 Hours. 8 Hours & Hours 6.5 Hours O Hours
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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.

Search:

> My Favorites
I~ Self Service
= Time Reporting
[ Report Time
7 View Time
— Monthly Schedule
Histr

Compensation
[ Benefits
> Learning and
Development
[ Campus Personal
Information
> Reporting Tools
> PeopleTools
— Change My Password
— My Personalizations
|- My System Profile

Search:

View Absence Balances

Select Job Title

Michael Jordan

Job Information

E“T'“:;' Department Supervisor Name

0 CMS Project Office

Select Job Title  EmplID

05308746

Company

Adminisirator [t

Info Tech
Cansultant 12 Mo

San Jose State Univergity

05308746 1 CMS Project Office San Jose State University

> My Favorites
I~ Self Service
= Time Reporting
[ Report Time
7 View Time
— Maonthly Schedule
= iy
— Absence Dalances
> Payroll and Compensation
[ Benefits
> Learning and

Development
[ Campus Personal

Information
> Reporting Tools
> PeopleTools
— Change My Password
— My Personalizations
|- My System Profile

Ab History
Select Job Title

Michael Jordan

Job Information

Select Job Title Supervisor Name

Adminisirator [t

Info Tech
Cansultant 12 Mo

0 CMS Project Office San Jose State Univergity

1 CMS Project Office San Jose State University
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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.

Search:

(> My Favorites
I~ Belf Senvice

< Time Reporting
[ Report Time

— Absence Balances

Monthly Schedule

Michael Jordan

Joh Title: |Finance Project Manager o

Click hypi
To view ft

¢ CMS Project Specialist

LFinance Projact Manager

on |

he

ut gchedule or reported abeence.
b Title frorm the drop down list.

Mew Window | Help | Customize Page | iy 2]

[ Payroll and C
D Benefits
> Learning and
Development
> Campus Personal
Information
(> Reporting Taols
[ PeopleToals
— Change hiv Pagsword
— by Personalizations
|~ My System Profils

=< Prewiaus Manth 'E July j |2I106 j Next Month ==
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
OFF Al
oFF 2] 3 A4 5 8 T orr 8]
6 Hours 6 Hours 8 Hours 4 Hours 4 Hours
&
COFF 9 10| il 12 13 14 orr 15
& Hours 8 Hours 8 Hours 4 Hours 4 Hours
S
osF 1] 1] 18] 19] 20 21 e 22
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