




Lecturers, Librarians, Coaches, Counselors, Teaching 
Associates, Extension Faculty, Instructional Student 
Assistants, and Faculty Additional Employment 



A: Review and Acknowledge your Appointment Notification
B: Inform the campus of Concurrent or Additional CSU Appointments 
C: Reprint old Appointment Notifications
D: View Course Assignments

CSU TAE Appt Notice 



Hourly and Student employees report work hours; Absence 
eligible employees can request, manage absence requests 
and review available leave balances. 



A: Student and Hourly Employee report work hours.

CSU TIME

Enter Time



B: Review Exceptions related to reported work hours

C: Review Summary, Details and Status of reported work hours

Exceptions

Payable Time



D: Absence Eligible employee can Request an Absence

Request Absence

Refer to the Leave Reporting & Additional Time Reference Guide to determine if the leave 
type should be submitted though self-service

https://www.csueastbay.edu/hr/files/docs/chrs/leave-reference-guide.pdf


E: Cancel an Absence Request

• To change or adjust an absence that has been submitted but not yet approved, cancel the 
absence then resubmit.  

• Adjustments to approved absences require the cancellation request to be approved by 
your manager before they can be resubmitted. 

Cancel Absence



F: View Requested Absences,  Resubmit a Canceled Absence and respond to 
an Absence that was Pushed Back

• Canceled unapproved absence - no additional approval required
• Can be resubmitted if necessary

• Manager approval required when requesting to a cancel previously 
approved absence request

View Requests



G: Absence Eligible Employees should select the CSU Employee Balance Inquiry link to 
review leave balances, entries, adjustments and donations. 

CSU Employee Balance Inquiry

Select the Details hyperlink to access details regarding your leave accruals. 



Employees can review and update 
Personal Contact and Personnel Profile 
Details, Request a Preferred Name, and 
Appoint a Final Paycheck Designee



Addresses

A: Select the Addresses hyperlink to add or update your Home and Mailing Addresses



Contact Details

B: Employees can Add or Update Phone Numbers and Email Addresses.  

New
• Business Phone numbers can be modified by the employee
• Business Email is no longer accessible through personal profile details



Name and Emergency Contacts

C: Review Legal Name

D: Employees can Add or Update an Emergency Contact



Update Your Disability Status

E: Employees can view and update disability status



Veterans Status

F: Review and Update your Veteran Status



CSU Preferred Name

New
• G:Employees can now request a Preferred Name via self-service

*Note: preferred name entries trigger a change in Business email*



New 
H: Employees can identify who should 
receive their final pay warrant upon 
death. 

CSU Paycheck Designee(s)



CSU Ethnic Groups

I: Update your ethnicity



Employees in the following situations cannot use Life Events, 
Open Enrollment or New Hire/Newly Eligible Enrollments 
employee self- service.  Work with the Benefits staff to do 
manual benefit enrollments via a paper enrollment form. 

• Employees with Benefits Primary Job on unpaid leave due to 
being in an interim position.

• Employees in override benefit programs (this can occur when 
employees work in multiple CSU campuses).

• Employees on unpaid leave of absence.

• Employees on a short work break.

For additional assistance, 
please contact the 
Benefits team at 
HR@csueastbay.edu

mailto:HR@csueastbay.edu


Benefit Eligible Employees have 60 days from 
Hire Date to Enroll in Benefits.



Benefit Enrollment

A: Click Start to view and select benefit plans



When a life-altering change happens, you have the 
option to create a Life Event in CHRS to update 
your benefits. For example, if you have a child, you 
can use a Life Event to add your new child to your 
benefits.



Life Events

A: Initiate a change to your benefit plan(s) 



Review your current Benefit 
Enrollment Summary and Dependent 
Coverage Information



Benefits Summary

A: Summary of Benefits plans and enrollments



Dependent Coverage

B: Dependent and Beneficiary Coverage Summary



Benefits Statements can be printed for Finalized Events



Benefit Statement

A: You must select a Statement Type before selecting the Event
B: Click the Enrollment Event hyperlink to view an print benefits statement(s)



Redirects Employee to the Systemwide Benefits 
Portal, a central location for finding CSU-specific 
benefit links to our vendors



Benefit eligible employees annual opportunity to 
assess your current benefit plan selections to ensure 
they continue to meet your personal and family 
needs. 



The Open Enrollment tile 
is only active during Open 
Enrollment. 



Employees are redirected to the Cal Employee Connect 
a secure self-service portal where you can access self-
service features such as enroll in direct deposit, view, 
print, save your paystubs and W-2 wage statements, as 
well as change payroll tax withholdings. 



The Compensation History page displays your 
initial hiring rate of pay as of the date your 
campus went live with PeopleSoft HR, as well 
as any compensation history stored in CHRS, 
including changes to your pay over time. 

System Navigation Required



Compensation History

Navigate to Menu > Self Service > Payroll and Compensation > Compensation History

Only transactions that reflect a change in your Compensation
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