Viewing HR Reports On-Line

Based upon various security levels, select CSUSM budget managers and/or department managers may access pre-established human resource reports via the campus portal.
SETUP:

Signon to the campus portal using your established USERID and individual password.  A sample of the portal signon page is displayed below:
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Upon entering your USERID and password, you will be presented with a security alert:  click “Yes” to proceed.
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Upon successfully signing on to the portal, your next view should resemble the following:
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Before you are able to view “My CSUSM Reports” pagelet, you must first add that pagelet to your portal content and, if you’d like, adjust the portal layout.  To complete this process, click on the blue “Content” link shown at the top left side of the prior page view.  Once you have clicked on that link, you will see the following page:
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As noted in the directions under “Choose Pagelets”, you may simply check the box marked as “My CSUSM Reports” to activate that view on your portal page.
Before leaving this page, you must click on the yellow “Save” button!

When completed, your main portal page should now include the following pagelet view:
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At the current time, we have created 4 primary reports for your use.  The first two reports are essentially the same with one exception:  the first one listed does not present you with a “prompt” [a prompt is simply a box/field that asks you for a specific value—which in this case is a department ID/number]; the second one does not prompt you for a department ID/number so your results will include any and all department information allowed via your security; the third report provides users with information regarding position numbers, employee names, etc. within their respective department ID/number[s]; and the last report provides users with important employee emergency contact information [again, for their respective department ID/number[s].

