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List of Self Service Functions

To use the Self Service functions in CMS Student/HR to change your own contact information, and review
and enroll in training, follow these steps:

1. Login to the CMS Student/HR system.

2. From the main Menu select MB Employee Self Service.

3. Select the option you wish from the following list:
e Personal Information
0 Personal Information Summary- View your personal information
Names- View and update your preferred name.
Home Address- Review and update your home and/or mailing (W-2) address.
Phone Numbers- Add or update phone numbers.
Emergency Contact- Add or update your emergency contact information.
o Email Address- Add or update your email addresses.
e Training
o Enrollment- Enroll in a training course.
o Enrollment summary- View a summary of your training information.
e Benefits
0 Healthcare Summary- Review a summary of your healthcare enrollments.
0 Healthcare Dependant Summary- Review a summary of your healthcare
dependents information
o Dependant Coverage- Review a summary of your dependents benefits coverage.
o Dependant Info- Review dependent information.
0 Benefits Personal Data- Update personal benefits-specific information.

O o0O0oOo

NOTE: Student Assistants enter their hours worked using Time Management functionality in CMS
Student/HR Self Service menu. For details about this functionality see the Job Aid titled “Student
Assistant - Enter Time & Print Voucher,” located at M:\Technology Training\public\CMS
HR\Student Assistant - Enter Time and Print Voucher.pdf.
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Personal Information Summary

Use Personal Information to:
= View your Employee ID
= View the Gender, Birth Date, Ethnic Group and Social Security Number stored in CMS Student/HR
= Update your address, telephone number, emergency contact information or preferred name

Navigation: MB Employee Self Service > Personal Information Summary

NOTE: Please contact University Human Resources if your gender, date of birth or social security number
is wrong.

Personal Information

Vo Mame
Enplages 10 000001234

Home .;,m,,.. orinonz wea 1171 Sea Foam Way, Monterey CA
Phone Numbers > ) ~
Ehong Type Phong Hurmber Extnnmion Proferred

Figure 1: View Demograbhié_irifdllmation
NOTE: Birth Country, Birth State and Citizenship data do not appear unless you are not a US citizen.
NOTE: Driver’s License information does not appear unless it is a job requirement for you.

NOTE: Visa or Permit Data appears only where applicable.
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Figure 2: Current names (Primary)
Navigation: MB Employee Self Service > Personal Portfolio > Names

NOTE: Your Primary name is your name as it appears on your Social Security card. You will not have
access to change your Primary name. If you need to change it, please contact Payroll staff.

1. To add a Preferred name, click on Add a new name.
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Figure 3: Change Preferred Name

2. Change any of the fields shown on this panel:

Prefix- Ms., Mrs., Mr., Dr., etc.

First Name- Your preferred first name

Middle Name- Your preferred middle name

Last Name- Your preferred last name

Suffix- Jr., RN, etc.

Date changes will take effect- Date that new name takes effect

5/15/2012 Self Service - All Functions Page 5 of 20



3. Click Save.

4. If you made a change, you will see the panel shown in Figure 4. Click M

hdd & new name

i

Save Confir tion

iy Farvrevims
Uiy By Cutiom HA
FHLFTIAR Rl it

Figure 4: Confirmation of a successful save
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Home Address

Home and Mailing Address

Marvin Miollusk
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Figure 5: Address displayed

Navigation: MB Employee Self Service > Personal Information > Home Address

All addresses on record for you will be displayed.

NOTE: Your home address is the address to which your W-2 will be sent. If this is not the correct

address for your W-2 form, please email cmsquestions@csumb.edu so that your W-2
address can be updated in the system.

Change address

1. Click Edit to change your address.

Hew Wingdow | Help | Cuitomgs Page |,£:.

Edit Home Address

Counry: United States Change Couniry

Addiass 1 1313 Foam Sireel

Addioss &

Addrass X

City: Maritensy Sate: CA @, Cawtomia Poutat 33840
Coumiby:

IDate Changs Will Take Effect:

Onibis dape:  DUTHIO0T W (ewample 09,5 2000)

S CancH J

Figure 6: Make Changes and Save Address
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2. Change any of the fields shown on this panel:

Address 1- Street address

Address 2- Continuation of street address or apartment number
Address 2- Continuation of street address or apartment number
City- City

State- State

Postal- ZIP code

County- County

Date changes take effect- Date that new address takes effect

3. Click . 5ave |

4. If you made a change, you will see the panel shown in Figure 7. Click M If you did not
make a change, click Return to MB Employee Self Service

Home and Mailing Address

Save Confirmation

v’ Tht S 'wais Siscoeseiul

Figure7: Change confirmed

5. Click Sign out (in the top right corner) or a menu option.

Delete address

If you need to delete an address, email cmsquestions@csumb.edu to ask that your address be deleted.
Payroll staff are able to delete your mailing address but not your home address, as the home address is
the one to which your W-2 is sent.

Add address
Click Add to add a new address.

NOTE: If you add a Mailing address, you will not be able to delete it.
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Phone Numbers
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Figure 8: Current phone numbers

Navigation: MB Employee Self Service > Personal Portfolio > Phone Numbers

Add a phone number

1. To add a telephone number, click . #dd & Phane Nurnber |

2. Select the Phone Type (e.g., Home)
3. Type in the telephone number, in a readable format (e.g., 831-555-5555).

4. Click the checkbox under Preferred if you have multiple contact numbers and this is the one you
prefer to use.

5. Click 5% |

6. Click _9¥ |
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Emergency Contacts

Emergency Contacts

Marvin Molughk
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Figure 9: Add or Change Emergency Contact information

Navigation: MB Employee Self Service > Personal Portfolio > Emergency Contacts

Add an Emergency Contact

1. Click Add an Emergency Contact |to add an Emergency Contact.

Emsrgensy Contacti
Emergency Contact Detail
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Figure 10: Add emergency contact information
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2. Change any of the fields shown on this panel.
e Contact Name- Name of emergency contact person
e Relationship- Relationship to you (e.g., daughter for your daughter)
e Contact has the same- Check this to fill in the contact’s address and/or telephone
information with your home address and/or telephone
Address 1- Street address
Address 2- Continuation of street address or apartment number
Address 2- Continuation of street address or apartment number
City- City
Postal- ZIP code
State- State
Telephone- Telephone number for Emergency Contact

3. To add more contact telephone numbers for your emergency contact, click
Add a Phone Mumber

4. When you are finished entering contact information, click ﬂ.

5. If you made a change, you will see the panel shown in Figure 11. Click M

Emsrgency Contacts

Save Confirmation

¥

Figure 11: Confirmation of a successful save

Change existing information for an emergency contact person

Click on ﬂ to the right of an emergency contact name in order to change the name, telephone
number or address information for that emergency contact person.

Delete emergency contact information

Click on % to delete an emergency contact from your list.

Add more emergency contacts

Click on Add an Emergency Contact

|to add another emergency contact. Complete steps 2
through 5 on page 11.
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Change the primary contact

Click Change the primary contact if you wish to assign another one of your emergency contacts as the
primary person to be contacted.

NOTE: If you receive an error message from the system stating “One emergency contact must be
indicated as the primary contact (1000,112). Please turn on the primary checkbox for the
emergency contact which is the primary contact,” do the following:

a. Onthe Emergency Contacts page click the Change the Primary Contact button.
b. Select the name of your primary emergency contact from the list.

c. Click =

Click Return to Emergency Contacts.
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Training Enrollment

Navigation: MB Employee Self Service > Training > Training Enrollment

Training Enroliment
Marvn Mollusk
Flease choose one of the search methods below o find & cowrse session

E‘ aarch by Coyrge Narms
Search by Course Numbar

Search by Calaqorny

!_'zl'-.i'-'ﬂ ! Y I.'!Il'-

GoTe: Sl Sarace

Training Summmar

Figure 12: Click one of the Search options to find a course session

1. By default, the system will search for all course sessions today and in the future. Click one of the
Search options to list future course sessions, as shown in Figure 13.

Training Enrallment

Course Search

Enler & Sate range and ¢k the Search button 1o gel a B8t of courses offensd within thal range. Lédve B date Hesds blank to gél & listof an
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Figure 13: Click the Search button to see future course sessions

2. Use From and Through to set a date range for courses you wish to see (optional). Click the
Search button to see future course sessions.

3. To enroll in a session, click View Sessions Available on the line listing the course in which you
wish to enroll. Alternatively, click on the Course Description to see the content and intended
audience for the course.
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Training Enrollment

View Available Sessions
000157 Purchase Requisitions

Click or a session nurmber in the 1is? below bo view course session details or o enoll in the cowse

Figure 14: Click on Session number to enroll

Training Enrellment

Session Detail
Marvin Mollusk

Click Continue to enroll inthe course

Counge: 000157  Purchase Requisiions
Session 0050

Location: Infarmation Technology

Start Date: 0402772007

Dumation (Howrsk: 1.5
Latuipadnige:

Prerequisites: Nana

[SessionSchedute |
Date Start Time End Time

Friday 04F27FFDOOT 11:004M 12:30FM

It this session is full, place me on the waiting list

Continue

Rabpm I} lidi]

Figure 15: Click Continue to enroll

4. Click Continue to enroll in the session.
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Submit

Click the Submit buton at the boltomn of the page o completa your enraliment

Coun g 000157  Purchase Requisitions
SeEEhone nosn
Location: Irfarmation Tachnology

Course Start Date: D427r2007 Start Tier 1100 End Time 1 2.30PM
Disration (Hoursk 1.5

Langueape:

EmpliD: 000047163

Subrnit

Beturn i View Avallable Sessions

Figure 16: Click Submit

5. Click Submit. You will see the screen shown in Figure 17.

6. Click OK.

Training Enrellment

Save Confirmation

V' The Save was successiul,

Figure 17: Click OK

7. Click Sign out (in the top right corner) or a menu option.
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Training Summary

Navigation: MB Employee Self Service > Training > Training Summary

Training Summary
Maran Moluzk

Burchrgse Requcdigas DRFTR007 QAETR00T Ernolled Drop
\nibng o Fingags .4 52007 DAZER00T Erolled Drop

Ddher Professional Training

G e Mene

Figure 18: Summary of training completed and course sessions in which you are enrolled

1. Click on a Course Name to read its description, or click Drop to drop a course session in which
you are enrolled.

2. Click Sign out (in the top right corner) or a menu option.
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Health Care Summary

Navigation: MB Employee Self Service > Benefits > Health Care Summary

Health Care Summary
Marvin Mollusk

To view your benefits as of another date, enter the date and click Go:

04/252007 [3) Go

You have no benefit enrolliments as of the date entered.

Goto;
Health Care Dependent Summary

Figure 19: Health Care Summary
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Health Care Dependent Summary

Navigation: MB Employee Self Service > Benefits > Health Care Dependent Summary

Health Care Dependent Summary

Marvin Mollusk
Click the link to view your dependents by their name or type of benefit,

To view your benefits as of another date, enter the date and click Go:

N4&r2512007 W) Go

Dependent's Summary by Marme

Your have no benefit enrollments as of the date entered.

RBetumn to Health Care Summary

Figure 20: Health Care Dependent Summary
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Dependent Coverage

Dependent Coverage Summary shows all your dependents and what health care coverage each has.

Navigation: MB Employee Self Service > Benefits > Dependent Coverage Summary

== T

Dependent Coverage Summary
Marvin Mollusk

To view vour benefits as of another dale, enter the date and click Go:
04/25/2007 [+ Go

You have no benefit enrollinents as of the date entered.

Gote: Dependents Surmmary

Figure 21: Dependent Coverage Summary
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Dependent Info

Dependent Info lists your dependents.

Navigation: MB Employee Self Service > Benefits > Dependent Info

Dependent Personal Information

Marvin Mollusk
Chckthe Dependant's name if you would like to review. Contacithe Benefits Department
fo make changes o your dependent’s personal information

fou have no dependentbeneficiary personal information
on record

Goto: [Dependen COvirang SUmman

Figure 22: Dependent Coverage Summary
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