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Payroll Overview

• What do we do?
• We  process payroll for all campus employees.

• How do we do it?

• We use information from other campus 
departments and processing systems that are 
available for our use.

• What are those systems?

• PIMS
• CMS



Payroll Department Organizational Chart



CMS

• The modules within the CMS system?

• Workforce Administration
• Part Time Faculty
• Student Worker
• Time and Labor
• Position Management
• LCD
• LAPP



LAPP
(Leave Accounting and Positive Pay)

• What does it do?

• Tracks the leave usage of those employees 
eligible to accrue leave credits





Self Service

• What information can I find?

• Personal Information

• Name 
• Address
• Telephone Numbers
• Email Addresses
• Emergency Contact

• Leave balances

• Compensation history

• View paychecks 



View Personal Profile



Your Personal Profile



View Leave Balances



Your Leave Balances



View Compensation History



Compensation History Page



State Payroll System
Personnel/Payroll Information Management 
System (PIMS)

Database maintained by the State Controller

Pay agent for the California State University



Payroll Processing



Payroll Service’s Website

http://hr.fullerton.edu/Payroll/

Payroll Forms

Calendars

Attendance

Memos



Delegation of Authority Form





What is it used for?

To delegate/designate department 
Timekeeper(s), Warrant Coordinator(s) and 
Approvers.

An updated form to add and/or delete a 
designee must be submitted to Payroll if the 
delegation change due to separation, change 
in responsibility/job duties, or reassignment of 
the designee to another department on 
campus.



How should it be completed?

The form must be completed in its entirety. All of the approval signatures at the 
bottom of the form must be completed prior to submitting it Payroll. 

Department Head
College Dean (if appropriate)
Division Head or Designee

References: 

•Detailed instructions on the first page of the form.

•Roles and Responsibilities in the Payroll Website under Attendance Processing.



Student Worker Process
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S tu d en t co m p le tes  re q uire d  
do cu m e n ta tio n . P a yro ll in fo rm s 
d e p artm e n t stu d en t is  a pp rove d  

to  w o rk  v ia  e m a il n o tificatio n .

D ep a rtm e n t t im e ke e p e r 
co m p le te s  T im e  R e p o rt in g  in  

C M S . P r in ts  C D 0 4 8  fro m  C M S .  
S en d s  to  P a yro ll w ith  

a p p ro p ria te  a p p ro va ls  w ith  
co m p le te tim e she e ts.

P ayroll P IP s  to  S C O . 
C h ecks  re ce ive d  a n d  

d is trib u te d  to  
de p a rtm e n t 
tim e ke ep e rs

S tu d e n t p a id o n o r 
b efo re  th e  1 5 th o f 

eve ry  m o n th .

S tu d e nt w orks fo r 
d e p a rtm e nt a n d  su b m its  
t im e sh e e t to  tim e ke e pe r 

at th e  e n d  o f th e  p a y  
p e rio d.

S tu d e n t ta kes  con firm a tio n  
p a g e  a n d  a p plicatio n  re ce ive d  
fro m  d e pa rtm e n t to  P a yro ll (if  

n ee d e d)

S tu de n t a p plies /in te rv ie w s  
fo r jo b  o n  ca m p u sD e p a rtm e n t h a s  n e e d  fo r 

s tu d e n t w o rke rs .  P o s t 
p o s it io n  in  C a ree r  C e n te r  
(if a p p lica b le).

D e p artm e n t h ire s  
s tu d e n t th ro u g h C M S

C S U  Fu lle rton
S tu den t W orke r O ve rv iew  P rocess



REMINDER

• Student must be approved by Payroll and/or 
Financial Aid prior to working.

• 20-hour maximum per week when classes are in
session 



Resources

• CMS HR User Training Guide
• Training Guides are also available through the 
Portal (in the Human Resources box)

•Student Job Roster



Payroll’s Role in the LCD Processing
(Labor Cost Distribution)



LCD Questions

Contact the Budget Department or e-mail DL-Budget



Preventing Accounts Receivable

•Docks
•Leave of Absence Notice
•Notice of Separation
•Attendance Errors
•Status Changes



Position Management



Position Management
What is position management?

Position Management is a support module within 
PeopleSoft  that allows for the creation of approved 
personnel positions linking jobs to departments, and then 
linking employees to these approved positions.

Every position at Cal State Fullerton has a unique 
identifying number known as a "CMS position number" 
which is independent of the employee . 



CMS Position Number

Why do I need a CMS position number?

Every budgeted position must have a CMS position 
number created before you can assign employees to it.   



Position Number

What information is stored in the position management module?

Job classification
Department ID
MPP Supervisor
Reporting unit
Full-time/ part-time status
Salary grade
Job title
Funding Information

All of this information must be populated before an employee is 
assigned into a position.  



How do I request a position number?

Every division has a Divisional HR Finance Coordinator.  The 
HR Finance coordinator manages the budgets for the 
departments and is the one who would request a new 
position be created, inactivated or make changes to an 
existing position.

CMS Position Number



Position Management - Forms

CMS Department Reorganization Request form - (Informed Filler)
Complete this form to request departmental or divisional reorganizations 
within CMS.
CMS Position Action form - (Informed Filler)
Complete this form to request the creation of positions, position data 
changes and split funding costs in CMS. 
CMS Multiple Position Action form - (Excel)
Complete this form to request multiple position actions (create, inactivate 
or reactivate multiple positions in CMS.
Student Employee Task Profile Action form - (Informed Filler)
Complete this form to request Task Profiles (used to assign funding 
information during the reporting of student employee time).

You can find a link to these forms on the payroll services website under 
Payroll Forms.



QUESTIONS

???


