
Accessing Your 
Teaching 

Assignments

A How-to Guide

Everything begins with the Cerritos 
Portal login page.

Log in as usual



Accessing Your Teaching Assignments 
Continued

From the portal 
home page, you 
want to find 
PeopleSoft Campus 
Solutions.

Click to launch



Accessing Your Teaching Assignments 
Continued

Click Main Menu on the toolbar 

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



Accessing Your Teaching Assignments 
Continued

Click Curriculum Management  

Breadcrumbs: 
  Curriculum 

Management
 Instructor/Advisor 

Information
Teaching 

Assignment Report 



Accessing Your Teaching Assignments 
Continued

Click Instructor/Advisor Information  

Breadcrumbs: 
  Curriculum 

Management
 Instructor/Advisor 

Information
Teaching 

Assignment Report 



Accessing Your Teaching Assignments 
Continued

Click Teaching Assignment Report

Breadcrumbs: 
  Curriculum 

Management
 Instructor/Advisor 

Information
Teaching 

Assignment Report 



Accessing Your Teaching Assignments 
Continued

Teaching 
Assignment Report 
search page.

Click your username and then 
Click Search



Accessing Your Teaching Assignments 
Continued

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



Accessing Your Teaching Assignments 
Continued

If you wish to run a report for an entire 
division, click All Instructors.

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

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

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



Accessing Your Teaching Assignments 
Continued

To run your report:

Click Run
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Continued

Click OK

Be sure the Format is PDF

To run your report:
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Continued

To run your report:

Click Process Monitor
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Continued

To access your report 
PDF file:

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

To access your report 
PDF file:

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



Accessing Your Teaching Assignments 
Continued

To access your report 
PDF file:

Your report is ready.
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Continued

To access your report 
PDF file:

Click Details
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Continued

To access your report 
PDF file:

Click View Log / Trace
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Continued

To access your report 
PDF file:

Click the file ending in .PDF
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Continued

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

To return to the Teaching Assignment search page:

Click Return Click OK Click Go back to 
Teaching 
Assignment Report
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Continued

Add Teaching 
Assignment Report to 
your Favorites:

Click Favorites
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Continued

Add Teaching 
Assignment Report to 
your Favorites:

Click OK



Contacts

• Human Resources
• Personal information on the Teaching 

Assignments such as name, address, phone 
numbers, etc.

• Employment Status (especially if the 
Teaching Assignment has “n/a” where 
“Full” or “Part” should be 

• Academic Affairs
• Teaching Assignments
• Hour Calculations
• Schedule Changes
• Release Time
• Deadlines

• Payroll Office
• Pay check deadlines
• Hours into pay

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

Contact the following 
offices for assistance or 
information
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