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1.1 Introduction

This document explains how Staff and Faculty cawwiheir paychecks in PeopleSoft.

1.2 User Login
Log into PeopleSoft using On-line services
1.2.1 PeopleSoft Online Services

Click the hyperlink below to login into PeopleSoft

http://www.csum.edu/os/

Use your network user id and password for loggitig PeopleSoft. If you have any problem loggingiease
send an email tBeopleSoftTickets@csum.edu / Call Rajkumar Duraisamy — 707-654-1727.
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{2 Online Services - Windows Internet Explorer

i | & online Services

| Future Students Parents and Families Current Students Alumniand Friends Faculty / Staff Search/ A-Z Home
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|T Department —= Online Services

Enter your network
userid and password
here.
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Online Services

[Quickinks [

User ID and Password . Access Online :
Login using your CMA Metwork user ID and password. Ulser ID:..

. Password:
Computer Requirements
Windows 9%, Windows 2000, or Windows XP with Internet

Explorer & or higher

Other Resources
On-Line Services Functions Forgot Your Password?
The following are some of the on-line semvice functions

: Login Hours:
available to students Daily from 7-00 a.m. - midnight
) View Changes to
« Enroll in classes Class Schedule
e View unofficial transcripts
o View advisement report
€ Internet fp v ®00% -

1. fig: User Login
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1.2.2 PeopleSoft Home Page

Once logged in, you will see the PeopleSoft honge@es below (specific menu items will differ depiaigdon
your role in PeopleSoft):

/= California Maritime Academy - PS HCM 8.9 - Windows Internet Explorer

—_—— —_— ——=
QT&_‘}\' - |g| https: //cmsdey 5. calstate; edu /psp HMA V| 5 | :% (| *?' [ X | '1':] Google | I?_" [
. File Edit View Favorites Tools  Help I x Snagit E =} | x 'ﬁ i

o | & California Maritime Academy - PS HCM 8.9 | |

ORACLE : :
Add to Favorites Sign out
Help
Menu =
Search:
|

[ My Favoarites

[ G5 SA Baseline

[ MA Custom - HR:

[> Self Senice

[ Workforce Administration
[> Payroll for Morth America
[> Organizational Development
[x _S"Et Up HERMS

[> Tree Manager

[- Reporting Tools

[» PeopleTools

2. fig: PeopleSoft Home Page
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1.3 Navigate to Self Service Menu

Clicking Self Servicein the menu on the left side will show you all mdaolders and sub-menu items. Click the
Payroll and Compensation link to view your paycheck

Add to Favorites Sign out
Search: | Ktain Meny =
T T \.E:;ff Self Service
[- 1281 SA Baseline Navigate to vour self service information and activities.

Personal Information %Fjilpaxrdi and Compensation ,%L Benefits

eview and update your personal ¥ Review your pay and compensation Review health, insurance, savings,

[ MA Custom - HR

» Sell Service

[> Personal Infarmation information. hiztory. Update your direct deposit and pension or other benefits information.
[ Payroll and Compensation =] Personal Information Summary other deduction or contribution Review and update dependent and
> Benefits ElHome and Mailing Address information. beneficiary personal information,

[ Workforce Administration =l phone Numbers B Mew Paveheck =l Benefits Summary

> Payroll for North America IElEmail Addresses = Dependent/Beneficiary nfo

> Organizational Development = Emergency Contacts

[ SetUp HRMS

[> Tree Manager

[ Reporting Tools

[ PeopleTools

3. fig: Self Service Menu

1.4 Payroll and Compensation

Click thePayroll and Compensationmenu folder (highlighted in yellow above) to vi¢he underlying sub-
menu item:

ORACLE’

Add to Favorites Sign out

> My Favorites @E‘j’j Payroll and Compensation

[» CSU SA Baseline Review your pay and compensation history. Update your direct deposit and other deduction or contribution information.
& MACustom -HR |

m iView Paycheck
Review current and prior paychecks.
[ Persanal Information
[- Payroll and Compensation
[» Benefits
[» Workforce Administration
[= Payroll for Morth America
[> Organizational Development
[ 5et Up HRMS
[- Tree Manager
[ Reporting Tools
[- PeopleTools

4. fig: Self Service — Payroll and Compensation Mentolder
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1.4.1 View Paycheck

Clicking onView Paycheckwill take you to a page where you can view alliypay stub information in
PeopleSoft:

ORACLE’

View Paycheck

[» My Favorites James Gordon

[ C5U SA Baseline ) Net Pay: $0.00

[ MA Custom - HR Company:

— Self Service ) California Maritime Academy Pay Begin Date: 01/31/2007
[> Personal Information

< Payroll and Compensation Address: Pay EndDate:  02/28/2007
= View Paycheck ) Check Date: 02/01/2007
[ Benefits Vallegjo, CA 94580

[» Workforce Administration

I» Payroll for North America Review the details of your paycheck. Toview other checks, select Eiew a Different F'aichecii
[» Organizational Development

[- Set Up HRMS

b Tree Manager Name: Your Nam‘-; Business Unit: MACMP
> Reporting Tools Employee ID: Your Emplid Pay Group: Master Payroll
[» PeopleTools
Address: Department: Your Department
Your Address Location: California Maritime Academy
Job Title: Your Job Title
Pay Rate: Your Payrate in § Monthly
Tax Data
Fed Marital Status: CA Marital Status:
Fed Allowances: 0 CA Allowances: o
Fed Addl Percent: 0.000 CA Addl Percent: 0.000
Fed Addl Amount: §0.00 CA Addl Amount: $0.00

Paycheck Summary

Gross Earmings Fed Taxable Gross Total Taxes Total Deductions Het Pay

¥T1D 0.00 0.00 0.00 0.00 0.00

Taxes
YTO iy ¥TO
Tallig) d Bt Description Amount A
Regular 0.00| 0.00 o.00]|
o.00|
0.oe
0.oe
Total: 0.00 0.00| |Total: 0.00 0.00

Before-Tax Deductions After Tax Deductions Employer Paid Benefits

Description Amount Am:l:lrn?l Description Amount Aot Descripfion Amount

Parking United Way 0.00 0.00| |Kaiser 0.00 0.00
Flex Admin 0.00| |Benefit 0.00 0.00| |Deltall 0.00 0.00
Kaiser 0.00| [Sanders. ‘0.00 0.00| [VSP 0.00
401K 000 LIFE IMS 0.00
457 0.00 0.00 Standard M 0.00
PERS-EE [}.UU\ 000 PERS-ER 0.00\ 0.00

* Taxable
Total: 0.00. 0.00 | |Total: 0.00 0.00 | |Total: 0.00 0.00

Het Pay Distribution

Payment Type Paycheck Humber Account Type Account Humber Amount

Check Issue Check 0.00

Return to Pavroll and Compensation

5. fig: Self Service — View Paycheck Page
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Clicking the hyperlinkReturn to Payroll and Compensationat the bottom of the page will take you back
to Payroll and Compensation menu item on the ldé s

Return to Payroll and Compensation|

Clicking theView a Different Paycheckhyperlink as shown in the snapshot below will tg&a to a
different page where you can see all your prevggheck information:

View Paycheck

James Gordon

Het Pay: $0.00
Company:
California Maritime Academy Pay Begin Date:  01/31/2007
Address: Pay End Date: 0212812007
Check Date: 03012007

Vallejo, CA 94590

Review the details of your paycheck. Toview other checks, select Eiew a Different Paicheci3

View Paycheck

Review your available paychecks below. Select the check date of the paycheck you would like to review.

Paycheck Selection

Pay Period End Date Company Net Pay

i California Maritime Academy
2009-12-0 California Maritime Academy
2008-10-31 California Maritime Academy
2009-09-30 California Maritime Academy
2008-08-31 California Maritime Academy
2008-07-20 California Maritime Academy
2009-06-30 California Maritime Academy
2009-06-20 California Maritime Academy
2008-05-31 California Maritime Academy
2009-04-20 California Maritime Academy
2008-03-31 California Maritime Academy
2009-02-28 California Maritime Academy
2009-02-28 California Maritime Academy
2009-01-248 California Maritime Academy
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