/I

CERRITOS Portal login page.

COLLEGE

E,S Everything begins with the Cerritos

Cerritos Campus Portal

Student Log-ins
The default password for students signing in for the
1st time is their 8-digit DOB using this format:

MMDDYYYY

Accessing Your
Teaching

Assisnments e

rrios

A How-to Guide G

Log in as usual




& Accessing Your Teaching Assignments

CERRITOS Continued

s

msSif]gIeSign-On Portal From the portal

H o5 ] home page, you
o | & [ S PeopleSoft Campus
: Solutions.

Click to launch



& Accessing Your Teaching Assignments

CERRITOS Continued

The PeopleSoft CS
Home page will load
as a blank page.

Click Main Menu on the toolbar



& Accessing Your Teaching Assignments

CERRITOS Continued

Cerrito ) CS92PRD
b 2 | 3 Help

CoR ~  Breadcrumbs:
” - Curriculum
Management

mpropepooroorooorrD @

Click Curriculum Management
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CERRITOS Continued

Favorite A Home Sign Out

Search Menu:

Cerrito CS92PRD o 'gzar
L3 HighPoint » oie
©3  portal Objects » Bre a C S °
©  seff Service » d rl ] ID :
3 Campus Community » I l l
& stugent Admissions »
&3 Records and Enrolimen > .
3 Curriculum Managemerf =3 Course Catalog »
3 Academic Advisement | L1 Schedule of Classes » ; ( : C
3 Contributor Relations | 3 Roll Curriculum Data Forward »
3 Ceritos Admissions | =3 Enroliment Requirements » l] I I I l I l l I l |
3 Cerritos Campus 3 Combined Sections b
3 Cerritos Student Recorg 1 Dynamic Dates y
1 SetUpSACR 3 Facilty and Event Information » D 1 e e
C1 Tree Manager 3 Class Roster » i | l ' i I! ; m n
3 Reporting Tools 3 Attendance Roster N
3 PeopleTools O Grading R
5 my System Profie & Gradebook »
&

=R - Instructor/Advisor
Information

Click Instructor/Advisor Information
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CERRITOS Continued

#& Home Sign Out

Search Menu: @
— - e NavBar

8 HignPoint » o .

[ Portal Objects » rea C S

& seffsenvice » B rl 1 m :

3 campus Community b

3 stugent Admissions »

3 Records and Enroliment » .

£33 curriculum Manageme 1 Course Catalog »

C1  Academic Advisement | ) Sthedule of Classes » ; ( j C

£  Contributor Relations | =  Roll Curriculum Data Forward >

C1  ceritos Admissions | 1 Enroliment Requirements » u l l I l] l I I l |

£9 Cermitos Campus C1  combined Sections b

£1  cermitos Student Recorg =} Dynamic Dates » M

£1  SetUpSACR 3 Facility and Event Information v a e e

€1 Tree Manager 3 Class Roster »

C3 Reporting Tools C3  Attendance Roster » a.I l g l | | I l

C1 PeopleTools O Grading »

[E my system Profiie a

&

Teaching Assignment Report

Gradebook , .
Inforr| Instructor Schedule
Instructor Term Workload

Instructor/s Table
Instructor A ment Class

Information

- Teaching
Click Teaching Assignment Report Assignment Report

) ) [ O O @)




M Accessing Your Teaching Assisnments

CERRITOS Continued

Favorites Main Menu Curriculum Management Instructor/Advisor Information Teaching Assignment Report

Cerritos College CS92PRD

Teaching Assignment Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

T hi
e ac lng Find an Existing Value Add a New Value

Search Criteria

Assignment Report ...
search page.

| searcn || Clear |BasicSearch B Save Search Criteria

Search Results
View All First (40 120fz (k) Last

Run Control 1D Language Code

English
COUNSELING English
RRIOS English

Find JExisting Value | Add a New Value

Click your username and then
Click Search



D~ Accessing Your Teaching Assignments

CERRITOS Continued

Favorites ¥ Main Menu ~ » Curriculum Management ¥ >  Instructor/Advisor Information ¥ >  Teaching Assignment Report

Cerritos College CS$92PRD

Teachnig Assignment Report

Run Control ID RRIOS Report Manager  Process Monitor | Run |

Run Control Parameters

Term: Q 2023spring O Create Excel CSV File (All Instructors)

O Display Audit Workload Hours

tor
tors () Single Instructor
Choose Acal ic Group (Division)

® Al G O single Group

Save ||t [ium fo Search | |45 PreviousinList | |45 NextinList | |[=] Notify || Reiresh EL Add Update/Display

Change the Term to the semester and
year you wish to look up.



D~ Accessing Your Teaching Assignments

CERRITOS
COLLEGE

division, click All Instructors.

Favori ain Menu ¥ Curriculum Management ¥ >  Instructor/Advisor Information ¥ Teaching Assignment Report

CS592PRD

Report Manager  Process Monitor Run

Term: J33 |Q 2023 Spring O Create Excel CSV File (All Instructors)

O Display Audit Workload Hours
Choose Ig or
@ Al Instructors O Single Instructor
Choose Academic Group (Division)

@ an Groups @] Single Group

4 Refresh B Add Update/Display

[l save ||@ ReturntoSearch ||+5 PreviousinList ||J5 Nextin List [=1 Notify

Continued

If you wish to run a report for an entire

Favorites ¥ Main Menu ¥ » Cumiculum Management ¥ > Instructor/Advisor Information ¥ >  Teaching Assignment Report

CS92PRD

Cerritos College

Teachnig Assignment Report

Run Control ID RRIOS Report Manager  Process Monitor

Run Control Parameters
Term: 1233 |Q 2023 Spring O Create Excel CSV File (Al Instructors)

O Display Audit Workload Hours
Choose Instructor
O All Instructors ® Single Instructor [1011463 Q  SenfJoylynn
Choose Academic Group (Division)
@ an Groups Osingle Group

=] Previo List ||45 Nextin List [Z7] Notify || Refresh Ek Add Update/Display

Save | |[@ Return to Search

If you wish to run a report for a single
instructor, enter their employee ID
number next to Single Instructor.



D~ Accessing Your Teaching Assignments

CERRITOS Continued

If you wish to run a report for all areas,
click All Groups.

Favorites ¥ ain Menu ¥ Curriculum Management ¥ >  Instructor/Advisor Information ¥ Teaching Assignment Report

College CS92PRD

Favorites ¥ Main Menu ¥ » Curiculum Management ¥ > Instructor/Advisor Information ¥ >  Teaching Assignment Report

Cerritos College CS92PRD

Teachnig Assignment Report

Run| itrol ID RRIOS Report Manager  Process Monitor Run Run Control ID RRIOS Report Manager  Process Monitor \ Run |

Run ContrgParameters Run Control Parameters

Term: 33 |Q 2023 Spring O Create Excel CSV File (All Instructors) Term: 1233 |Q 2023 Spring (O Create Excel CSV File (Al Instructors)

O Display Audit Worklead Hours O Display Audit Workload Hours

Choose Injilictor Choose Instructor

@ Al ctors O Single Instructor O All Instructors ® Single Instructor | 1011463 Q. senfJoylynn
Choose A ic Group (Division) Choose Academic Group (Division)

@ anGroups O Single Group OAllGroups @ singleGroup  |BUS  |Q

[E)save ||E Returnto Search ||+ Previousin List || NextinList || Notify || Refresh | |EL Add Update/Display [SlSave ||[E} Return to Sear 4= Previousin List |45 MextinLisi  |[=] Notify || Refresh E: Add Update/Display

If you wish to run a report for a single
area, enter the area next to Single Group.



D~ Accessing Your Teaching Assignments

CERRITOS Continued

Favorites Main Menu Curriculum Management Instructor/Advisor Information Teaching Assignment Report

Cerritos College CS92PRD

To run your report: ——___

Run Control ID RRIOS Report Manager  Process Monitor Run

Run Control Parameters

Term: [1233 |G, 2023 Spring O Create Excel CSV File (All Instructors)

] Dizplay Audit Workload Hours
Choose Instructor
O All Instructors @ Single Instructor | 1011463 @ senfJoylynn
Choose Academic Group (Division)

O Al Groups @ Single Group  [BUS  |Q

[§]5ave ||[Gr Return to Search | 45 Previousin List | J5 MextinList  |[Z] Notify | i Refresh Bk Add_| Update/Display

Click Run



D~ Accessing Your Teaching Assignments

CERRITOS Continued

Favorites Main Menu Curriculum Management Instructor/Advisor Information Teaching Assignment Report

Cerritos College CS92PRD

To run your report:

Process Scheduler Request

UserID RRIOS Run Control ID RRIOS
Server Name v Run Date|03/29/2023 [51)
Recurrence | v Run Time | 5:55:57FM | Resetto Current Date/Time
Time Zone &}
Process List
Select Description Process Name Process Type *Type *Format Distribution
Teaching Assignment Report ZSRR058 SOR Report Distribution

Be sure the Format is PDF

OK || cCancel || Refresh |

Click OK



D~ Accessing Your Teaching Assignments

CERRITOS Continued

Favorites Main Menu Curriculum Management Instructor/Advisor Information Teaching Assignment Report

Cerritos College CS92PRD

To run your report: —"0

Run Control ID RRIOS Report Manager  Process Monitor

Run Control Parameters

Term: |1233 |Q 2023 Spring O Create Excel CSV File (All Instructors)

O Dizplay Audit Workload Hours
Choose Instructor
O All Instructors @ Single Instructor | 1011463 @ senfJoylynn
Choose Academic Group (Division)

O Al Groups @ single Group  |BUS  |Q

[§] save ||[Er Return to Search 45 Previous in List | |45 Nextin List [=] Motify || * Refrd . |_|:L Add Update/Display

Click Process Monitor
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COLLEGE
Favorites + Main Menu ¥ »  Cumiculum Management~ > Instructor/Advisor Information > > Teaching Assignment Report » Process Monitor

i 10 access your report
Process List Server List PDF file:

View Process Request For

User ID|RRIOS Q. Type w | [Last ~ | 1 Refresh
Server Name 2, Instance From Instance To
Run Status| v Distribution Status | ~| [ save On Refresh
Process List Personalize | Find | View All | (21| §  First (4) 1071 (b Last
Process 5 Digtribution -
Select Instance Seq. Process Type Name User Run Date/Time Run 5Status Status Details

4701260 SQR Report Z53RR058 RRIOS 03/29/2023 5:55:57PM PDT Queued Details

MNIA
Go back to Teaching Assignment Report
Save ||[=] Notify

Process List | Server List

System is processing... Click Refresh until both status
change.
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CERRITOS Continued

COLLEGE

» Process Monitor

s 10 access your report
PDF file:

Favorites ¥ Main Menu ¥ 5  Cumiculum Management ™ > Instructor/Advisor Information ™ >  Teaching Assignment Report

Cerritos College

Process List Server List

View Process Request For

User ID|RRIOS Q. Type | ~| [Last M 1| [Days ~| | Refresh
Server Name Q) Instance From Instance To
Run status| v Distribution Status | ~| [ save On Refresh
Process List Personalize | Find | View All | 21| B&  First (4 10f1 (b Last
Select Instance Seq. Process Type :::i’:ss User Run Date/Time Run Status git::[li:-utiun Details
Details

4701260 SQR Report ZSRR058 RRIOS  03/29/2023 55557PM PDT Success

MIA
Go back to Teaching Assignment Report
Save |[[=] Motify

Process List | Server List

System is still processing... Click Refresh until both status
change.




& Accessing Your Teaching Assignments

COLLEGE
Favorites Main Menu ~ »  Cumiculum Management * > Instructor/Advisor Infformation ¥ >  Teaching Assignment Report » Process Monitor

s 10 access your report
Process List Server List PDF file:

View Process Request For

User ID|RRIOS Q. Type | v | [Last v 1| [Days M | Refresh |
Server Name G, Instance From Instance To
Run Status|  ~]| Distribution Status | ~| [ save On Refresh
Process List Personalize | Find | View All | (21| [ First (4) 10f1 (0 Last
Select Instance Seq. Process Type :;G:I':SS User Run Date/Time Run Status Ei:}:’:utinn Details
4701260 SQR Report Z5RR058 RRIOS  03/29/2023 5:55:57PM PDT Success Posted Details

G0 back to Teaching Assignment Report
Save |[[=] Motify

Your report is ready.




& Accessing Your Teaching Assignments

COLLEGE
Favorites ¥ Main Menu ¥ > Cumiculum Management ¥ > Instructor/Advisor Information > >  Teaching Assignment Report > Process Monitor

aad 10 access your report
Process List Server List PDF file:

View Process Request For

User ID|RRIOS Q  Type| v | [Last ~| 1| [Days ] | Refresh |
Server Name 2, Instance From Instance To
RunStatus| | Distribution Status | v| [ save On Refresh
Process List Personalize | Find | ViewAll | (| [  First (40 10f1 (b Last
Select Instance Seq. Process Type :;G:I':SS User Run Date/Time Run Status Ei:m:utinn Details
4701260 SQR Report ZSRR058 RRIOS  03/29/2023 5:55:57PM FDT Success Posted

Process Detail

G0 back to Teaching Assignment Report
Save ||[=] Motify

Process List | Server List

Click Details



D~ Accessing Your Teaching Assignments

COLLEGE
Favorites Main Menu Curriculum Management Instructor/Advisor Information Teaching Assignment Report Process Monitor

To access your report
PDF file: Process Detail

Process
Instance 4701260 Type SOQR Report
Name ZSRR053 Description Teaching Assignment Report
Run Status Success Distribution Status Posted
Run Update Process
Run Control ID RRIOS Hold Request
Location Server Queue Request
Server ESNT Cancel Request
Q Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 03/29/2023 556 22FM PDT Farameters Transfer
Run Anytime After 03/28/2023 55557FM PDT Message Log
Began Process At 03/29/2023 5:56:45FPM PDT Batch Timings
Ended Process At 03/29/2023 5:56:58FM PDT View Log/Trace
Index Page
| ©OK || Cancel |

Click View Log/ Trace



D~ Accessing Your Teaching Assignments

CERRITOS Continued

Favorites ¥ Main Menu ¥

Curriculum Management ™ »»  Instructor/Advisor Information ~ Teaching Assignment Report » Process Monitor

Cerritos College 22 To access your rep()l't
View Log/Trace PDF file:

Report
Report ID 3394343 Process Instance 4701260
Name ZSRR058 Process Type S0OR Report

Run Status Success

Teaching Assignment Report
Distribution Details

Distribution Node psrpt Expiration Date 08/27/2023
File List
Name File Size (bytes) Datetime Created
SQAR_ZSRR058_4701260.1o0g 1,764

03/29/2023 5:56:59.087000FM PDT

Z3RR058_4701260 PDF 5,436 03/29/2023 5:56:59.087000FPM PDT
ZSRR058_47012604 982 03/29/2023 5:56:59.087000FM PDT
Distribute To
Distribution 1D Type *Distribution 1D
User RRIOS

Return

Click the file ending in .PDF
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CERRITOS Continued

Your PDF will open in a new window on your browser.

[ @ Process Monitor _4701260.PDF

planct il Imported From IE [} P Class Links * YouTube VED - dilhostex.. Copywriter (All Lev... @ 2913 N Ontario St 906 Nc ke Stre.. 101 E Linden Avenu...

I ZsRRoss_a701260 Q £ B & O Openindesktopapp - Signin
x =]
Welcome To Acrobat n ]
. ZSRRO58sqr  Page No. | . Cerritos College RunDate 03/20/2023  17:56:45
Sign in to your Adobe account to use @ Teac]ung AsslgnmenlfWor load Re]ml'( oo
PDF tools online. “ Staff: Seanuglynn Term: 2023 Spring
Files you work with online a Emplid:  101146: * Confidential * Acad Group:  Business Division
N P & Address: 9213 Chaney Avenue Class: Part (EQP,ADJ)
Adobe cloud storage for quic om ‘ CitySiZip:  Downey, CA 00240 Phone Wi: 2701 Hm:
anywhere
< Assign Contact RG OL RG OL Pay
Course Class# Comp Type Start/End Date Start/End Time Days Room PayHs WL WL FIE% FIE%  Hous LE Session
BCOT 62 21346 LEC LEC 01/09-02/16 TBA ONLINE  18.00 3.00 6.67 18.00 6 Week A
62 21347 LAB LAB 01/09-02/16 TBA ONLINE  9.00 1.50 2.5 9.00 6 Week A
96 29114 LEC LEC 01/09-03/10 TBA ONLINE  27.00 3.00 10 27.00 9 Week A
96 29115 LAB LAB 01/09-03/10 TBA ONLINE  18.00 2.00 5 18.00 9 Week A
CONVERT 155 31920 LEC LEC 01/30-05/19 TBA ONLINE 5400  3.60 20 54.00 15 Week B
155 31930 LAB LAB 01/30-0519 TBA ONLINE  36.00 2.40 10 36.00 15 Week B
5 poF o Word BCOT Sub Total 16200 1550000 5417 0.00 162.00
@ PDFto JPG Term Total 162.00 1550 0.00 54.17 0.00 162.00
3) PDF to Excel
31 PDFto PPT
/) Convertto PDF
EDIT
[ Reorder pages
[ Rotate pages 1
[‘; Delete pages 1
[% Splita PDF
e T 4650 T
K 2 46.50 B 2.
Fill & Siy (=)
4 & L 3. _33.00 A 3. C
S
25 Request e-signatures 4 18.00 n B
A
5 18.00 5.
MORE
&
i Compress a PDF Instructor Sig Dean Signature: a

E‘;ﬁ Combine files -
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Accessing Your Teaching Assignments

Continued

Favorites Main Menu

Cerritos College

o return to the Teaching Assignment search page:

Curriculum Management InstructorfAdvisor Information Process Monitor Favorites Main Menu

Cerritos College

Curriculum Management InstructorfAdvisor Information

Teaching Assignment Report Process Monitor

CS92PRD CS92PRD

Favorites Main Menu Curriculum Management InstructorfAdvisor Information Teaching Assignment Report Process Monitor

View Log/Trace

Report
Report ID 3394343
Name ZSRRO5%

Run Status Success

Teaching Assignment Report
Distribution Details
Distribution Node pspt
File List
Name
SQR_ZSRR058_4701260.log
{ZSRRUSE 4707260 PDF
ZSRRO58_4701260.0ut
Distribute To
Distribution ID Type

User

Return

Process Detail

Process

Process Instance 4701260 Message Log Instance 4701260 Type SOR Report

Process Type SQR Report Name ZSRRO058 Description Teaching Assignment Report

Run Status Success Distribution Status Posted
Run Update Process

Hold Request
Queue Request

Expiration Date |06/27/2023

Server PSNT Cancel Request
O Delete Request
File Size (bytes) Datetime Created Recurence Re-send Content Restart Request
1,764 03/28/2023 5:56:59.087000PM PDT Toiis Actions
5436 03/29/2023 5:56:59.087000PM PDT
982 03/20/2023 5:56:59.087000PM PDT Request Created On 03/20/2023 5:56:22PM PDT Parameters Transter

Run Anytime After 03/28/2023 5:55:57PM PDT Message Log

*Distribution ID
RRIOS

Began Process At 03/20/2023 5:56:45PM PDT Batch Timings

Ended Process At 03/29/2023 5:56:59PM PDT View Togrirac

ok || cancel |

ick Return I Click OK

CS92PRD

Cerritos Colleg

Process List Server List

View Process Request For

UserD[RRIGS @ Type | < [ i [ Rewesn |
Server Name Q. Instance From Instance To
Runstaws[___ | status ___ v] [JSave OnRefresh
Process List Personalize | Find | ViewAll | &1 | [l First (4 10of1 (») Last
Select Instance  Seq. Process Type Teocess  user Run Date/Time Runstaws  gaouton Details
4701260 SQR Report ZSRR058 RRIOS  03/29/2023 5:55:57PM PDT Success Posted Detaiig

Go back to Teaching Assignment Report

] Go back to previous page

Process List | Servelilkt

Click Go back to
Teaching

Assignment Report
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CERRITOS Continued

Main Menu Curriculum Management Instructor/Advisor Information Teaching A nment Report

Add Teachi
e ac lng D Teaching Assignment Report
D Maintain Schedule of Classes
o D Instructor Term Workload
Assignment Report to | & ==
D Course Attributes
F ® ° My Favorites Report Manager Process Monitor Run
your avorites: & oot oo o
E  Edit Favorites
D Class Event Table
D Class Schedule Extract te Excel File (All Instructors)
D Combined Sections Table ay Audit rikload Hours
D Course Attributes
D Course Catalog
[E  Faciity Table
D Instructor Term Workload
D Instructor/Advisor Table
D Maintain Schedule of Classes
D Print Class Schedule
D Schedule New Course
D Teaching Assignment Report T B, Add Update/Dispiay

Click Favorites
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CERRITOS Continued

Add Te aching Cerritos College CS92PRD
° | Teachnig Assignment Report |

Assignment Report to

your Favorites:

Run Control ID RRIOS Report Manager  Process Monitor Run

| Run Control Parameters ]

Term: [1233 @, 2023 Spring O Create Excel CSV File (All Instructors)

[ Display Audit Workload Hours
| Choose Instructor

® Al Instructors O Single Instructor

| Choose Academic Group (Division) | Add to Favorites

Please Enter a Unigue Description for this Favorite
Oan Groups ® Single Group Q

*Description _ﬂ'eaching Assignment Report

:

Click OK

|E/save |[E RetumtoSearch || Notity |2 Refresh | Add |[ A UpdateiDisplay |

| cancel |




:'  Human Resources
=/

* Personal information on the Teaching
CERRITOS Assignments such as name, address, phone

COLLEGE

numbers, etc.
« Employment Status (especially if the

1/ 77

Teaching Assignment has “n/a” where
“Full” or “Part” should be

 Academic Affairs

Conla(:ls * Teaching Assignments

Hour Calculations

_ * Schedule Changes
Contact the following * Release Time
offices ior assistance or ) Deadlmes:
iniormation * Payroll Office

 Pay check deadlines
* Hours into pay

o IT (Cc Dean of Academic Affairs)
* PeopleSoft CS access
* System troubleshooting
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