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Absence Management:

Navigating to the Report and View Absences Page

Employee

1. Log into the myHumboldt portal at
http://humboldt.edu/myhumboldt

huthboldt

Secure your information! myHumbaldt

HELI User Hame provides access to many of your
| appiications—not just the one you're using
= Dont leave your workstation unatiended;
Password whenever possible USe a password-profected

|_ I SCICET SEVeT

» Don't forget to logout and completely exit
©F quit your browser when you're dons!

Forgat your user name or password? Login

@ beed help?

Log in to myHumboldt, and youll get access 1o any of the tollowing applicatons you're authonzed 1o use

Gmail, Calendar, & other Google Apps « Student Canter (& Halp) » Faculty Center (& Help)
PeopleSoft HCM » DARS Self-Senice (degree requirements & achievements sudits) « PeopleSoft Finance (CFS)
Muoadle - Library articles & databases « STARS (scholarship application) « CSU Portal

2. Choose the PeopleSoft HCM link

PeopleSoft cr

Access to PeopleSoft applications:

[ ] PeoleSoCI‘u‘I
» PeopleSohfinance (CFS)

3. Navigate to Report and View Absences by
choosing Main Menu > Self Service >
Time Reporting > Report Time > Report
and View Absences.

Favqrites ~ Main Menu

Pevsunahze @
= I—CR
I: 3 CSU Temp Faculty >

(3 Humboldt CS Customization »
E(H’i“#‘;;'; [ SPF Timesheet »

> SPF Time_1_Self Service

[ Self Servir [ Manager Seff Service (] Time Reporting

T Personal Information

I Workforce = Payroll Interface

[E] Workflow User Preferences
I Ornanizat _— ... .- 5

[ Manager! ~ Recruiting Report Time
D RECIUMING o iforce Administration. 1 Pavrol and Compensation (1 View Time [E Tmesheet
E‘é"“’”ﬁ“';“ 1 Benefts ) Benefits [] Employee Balance Inquiy =] Mass Tme
ETE Absence Request
[ Compens [ Compensation & Stock Adtivty ' I Report and ?new Absences
D Time and ~ Time and Labor = Learning and Development 3 E i |
bravotter (T s | 5 Racutng Actvtes ,
> Payroll it (1 Globzl Payroll & Absence | (3 Campus Finances 4

4. The Report and View Absences page

appears. The page includes the following:
a. The page header

From and Through date selectors

Existing Absence Events

Enter New Absence Events

Calculate Duration button

Submit button

D Qo

Report and View Absences
Philip Pirrip

800000000

Admin Analyst'Spclst 12 Mo 1038

IT-Training 10356

Click for Instructions

From |03/022011 |5

Existing Absence Events

Through  (03/31/2011 [

Absence Name Unit Type

Customize | Find | & First 11

1of1H Last

Last Updated By

BeginDate  |End Date Lbsenze
Duration

Enter New Absence Events

Absence Hame

No Time Taken *| 03022011 [ [03/21:2011 [

*Begin Date End Date Absence i Type
Duration

Add Comments  [+]

Calculate Duration |
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Absence Management: Employee

Reporting No Time Taken

This section covers how to report that you did not have any absences during the pay period.

1. The default option for absences is “No Report and View Absences
. . Philip Pirrip
Time Taken. 200000000
. R Admin Analyst'Spelst 12 Mo 1038

2. Review the pay period dates to ensure IT-Training 10355

that you are entering time for the current | cicfrinsiucons

pay period. from [04012071 5] fhrougn [04E0R0T [5)
3. CIICk Submlt_ Existing Absence Events Customize | Fing | First [ 1 oF 1 [*/ Last

Absence
Absence Name Unit Type Last Updated By
Absence Name Beaqin Date End Date Duration Unit T Last Updated B

Enter New Absence Events

Absence Name *Begin Date End Date Absence Unit Type
e Duration

INoTimeTaken | (04/01/2011 B 4;'30;’2011@ Add Comments +

Calculate Duration |

Timesheet To the best of my knowledge and belief, the information
submitted is accurate and in full compliance with legal
and CSU policy requirements.
I Submit I
| ]
4. You will receive a confirmation message Submit Confirmation
that your absence entries were
submitted. Click OK ‘/ The Absence(s) were submitted successfully.

5. The entry now appears in the Existing
Absence Events section. Your entry has [ T—— —
now been submitted for review and you Absence ame Beainate  |EndDate GRS

oo Mo Time Taken 0440112011 04/30/2011 Submitted Firrip,Philip ﬁ[
are finished. —_—

From 041012011 [=) Through  |04/30i2011 [3)

it Bl 10f1 L5
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Reporting Absences

Absence Management: Employee

1. Navigate to the Report and View
Absences page as described in the
previous section.

Report and View Absences

Philip Pirrip
800000000

Admin AnalystiSpcist 12 Mo 1038

IT-Training 10356

tick for i ction:

From 03022011 [

Through

(03312011 [

Enter New Absence Events

No Time Taken =] l03i0212011 [ (033172011 i

Calculate Duration I

2. Select an absence type from the
drop-down menu under Absence
Name.

Note: The types of absences available
to you will depend on your
classification and bargaining unit.

Enter New Absence Events

Absence Name

No Time Taken ~| 03022011 [ |03/3112011 [=1

*Beqin Date End Date ADsence |y Type
Duration

Bereavement/Funeral

CTO Premium Earn

CTO Straight Earn

CTO Take

Dock

Holiday ADO Expiring Earn
Holiday ADQ Expiring Take
Holiday CTO Earn

Holiday CTO Take

Jury Duty

Mil Spouse/Domestic Partner
Military Leave

Mo Time Taken

Organ DenorBone Marrow
Parental Leave

Personal Holiday
Professional Development
Sick - Bereavement

Sick - Family Care

| Sick - Self

Union Non-Reimbursed
|Unien Reimbursed
Vacation

Add Comments  [+]

pest of my knowledge and belief, the information
ed is accurate and in full compliance with legal
U policy requirements.

Submit

. T

3. Enter the Begin Date of the absence.
You may type in the date or click the
Calendar icon for a calendar view.

Note: Your absence entry cannot
start or end on a campus holiday.

02/02/2011 |31

est of my kno

0310212011 [ 295

[March =] |2011J

S M T W T F

Mane

zd is accurate
J policy requi

1 2 3 4 5

§ 7 8 910 11 12

12 14|IEIh5 17 18 19

20 21 22 23 24 25 26
27 28 29 30 31

(4] Current Date [

Page 4 of 10



The End Date automatically changes
to match the Begin Date. If the
absence occurred over more than one
day, change the End Date.

Note: The Balance field shows the
amount of leave available to you for
the absence type you have selected
(if applicable). The system will not
allow you to enter an absence that
exceeds your available balance.

Enter New Absence Events

Absence Hame *Beqin Date End Date Balance

Absence Management: Employee

| Sick - Family Care =| |pan52011 5

03152011

Note: If the time between the Begin
Date and End Date includes
weekends or campus holidays, the
system will omit those days from the
calculations.

Enter New Absence Events

Absence Name *Beqin Date End Date

Balance (*Partial Days

IVacatlon = | 032802011 [#) 0402011 [3) 137.02 None

Absence
Duration Unit Type

32.00 Hours

If your absence was for less than a
full day and you are non-exempt,
select Partial Hours under the Partial
Days column.

The Hours per Day column will
automatically appear and you can
enter the number of hours for your
absence.

Note: If you enter partial hours for a
range of dates, do not include
weekends or holidays in the range.

Enter Hew Absence Events

Absence Name *Beqgin Date End Date Balance

[ sick-Family Care ~] 031152011 [ [031152011 () 295

*Partial Days

IPartiaI Hours 'l 4.00

Click Add Comments to add a
comment for the absence.

Note: A comment is required only
when the Add Comments link appears
in red.

Enter New Absence Events

Absence Hame “Beqin Date End Date Balance |*Partial Days Absence |y qype
Duration

Sick - Family Care =| [03152011 [ 031152011 [ 205

None

Add Comments

Enter a comment for the absence. If
a comment is required, you may see
text indicating what information you
are required to provide.

Absence Event Comments

Enter comments to be associated with the absence event and click the Save Comments
hutton to save them. To return without saving click the Return to Entry Page link.

Flease enter relationship of family member: daughter.
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Absence Management: Employee

10. oOnce you are finished entering your
comment, click Save Comments.
Note: To return to the Report Return to Entry Page
Absences page without saving your
comment, click Return to Entry Page.
11. To report additional absences, click
- Enter New Absence Events
the plus sign at the end of the row. W’TW@W’W’T’*rr
To remove an absence’ click the Sick - Family Care ~] [0315/2011 [ [0artei2011 i 205  [none 7] Hours Edit Comments | [=]
negative sign at the end of the row.
12' Once you ha.Ve finiShed entering your ::::::::"CEEW"“ *Begin Date End Date Balance |*Partial Days ';:r!.::: Unit Type rr
absence(s) C|iCk Calculate Duration WW@ ’WE{] 295 Nnne Hours Edit Comments  [+] [=]
’ . ||va:aunn =] [03z02011 [4 [03rmo2011 [ 137.02 [None j Hours Add Comments  [+] [=]
- - Enter New Absence Events
13. The Absence Duration and Unit Type W o WW%’“‘ 'Sﬂf;&“f o
columns will show the duration of [Sick-FamiyCare =] 03152011 () 03152011 ) 205 [Nome =] 2,00 Hours
each absence. | vacation |=] [03rorz011 [ [0330/2011 [ 137.02 |None - 5.00 Hours
| Calculate Duration |
14. To submit your time, click Submit.
NOte: Once you SmeIt your tlme' Tuthe_bestofmyknuw\edge and bel\ef,themfprmalioﬂ
you will not be able to edit the e O s
0 a _S bmit
entries. To make changes, you will
need to delete the absence entry and
re-enter.
15. You will receive a confirmation Submit Confirmation
message that your absence entries
were submitted. Click OK ‘/ The Absence(s) were submitted successfully.
16. The absences now appear in the

Existing Absence Events section of
the page. Your absence entries have
now been submitted for review and
you are finished.

From 030212011 [5 Through  [03/3112011 [

Existing Absence Events e B First (12 or2[M (ast
Absence Ahsence

Absence Name Beqin Date Last Updated By

Absence Name in Date |End Date i Unit Type Status ast U

Sick - Family Care 0315/2011 03M15/2011 8.00 Hours Submitted  Pirrip,Philip m

acation 03/30/2011 03/30/2011 8.00 Hours Submitted  Pirrip,Philip m
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Correcting an Absence Entry

When your timekeeper and/or manager reviews your absence entries, they may send an entry back to you

Absence Management: Employee

for correction. This section covers how to correct an absence entry.

1. When you receive an email indicating
that an absence entry needs to be
corrected, review the information in the
email. A comment indicating what you
need to modify will be at the bottom of
the email.

2. In PeopleSoft, navigate to Report and
View Absences by choosing Main Menu >
Self Service > Time Reporting - Report
Time > Report and View Absences.

3. Your current absence entries appear.
Locate the absence that needs correction
under Existing Absence Events. Click the
Delete icon next to the entry to delete it.

4. Confirm the deletion by clicking on Yes.

5. Re-enter the absence entry with the
corrected information, then click Submit.

To: IT Training,
Cc
Subject: Your Absence Entry Needs Correction

(A

The following Absence Reguest has been marked "Needs Correction™ by Estella Drummie:

Employee..: Philip Pimip
Absence ..: Vacation
Start Date: 2011-03-30
End Date..: 2011-03-30
Duration..: 8 Hours

Comments associated with the review:

This is the incorrect date for the absence. Please modify to show the vacation day as 3/29/11.

Favggites  Main Menu

Personaiize Search Menu:

o | . B
Search:
(3 CSU Temp Faculty >
(3 Humboldt CS Customization >
> CSU Tem
SPF Ti heet 3
- Bumpolg = 57T TMeNee

' SPFTime [ Self Service

[ Self Servit () Manager Seff Service (g Time Reporting

[ Manager: ~ Recruiting 3 Personal Information
D RECTUMNG o force Administration. (3 Payrol and Compensation [ View Time [E] Timesheet

(- Workforce o Benefis o Benefits |2 Employee Balance Inquiry [ Mass Time

P EEER | Absence Request

[ Report Time

ESERE &= Compensation £ Stock Activky ' Report and View Absences

> Timeand |~ Time and Labor {3 Leaming and Development 3 El {b
E:%ﬂa‘\‘ ;”; 3 Payroll for North America (1 RECruking Actities B

> Payroll Int () Global Payroll & Absence | (3 Campus Finances v

> Worlorce — payrol Interface 5] Waorkflow User Preferences

I Oraanizat e

From 03022011 [=)

Exisfing Absence Events

Through 033112011 [3)
First EI 1-2 of 2 |E Last

Customize | Find |

Absence Hame

Beqin Date | End Date ‘;":]r:f: Unit Type |Absence Status  |Last Updated By

Sick - Family Care 03/15/2011  03/15/2011 8.00 Hours Reviewed Drummle Estella
Vacation 03/30/2011 03/30i2011 8.00 Hours Meeds Correction Drummle Estella EI

Confirm Delete

V Click Yes to Delete this Absence Event

Absence: Vacation Begins: 3/30/2011  Ends: 3/30/2011

Yes Mo |

Enter New Absence Events

*
*Begin Date End Date Balance |*Partial Days Durahon

Absence Hame
Vacation x| [03/20/2011 [ |03r20/2011 [ 137.02 INUne I

Calculate Duration |

8.00 Hours

Timesheet To the best of my knowledge and belief, the information

submitted is accurate and in full compliance with legal

and CSU policy reguirements.
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6. You will receive a confirmation message
that your absence entries were
submitted. Click OK.

Absence Management: Employee

Submit Confirmation

“ The Absence(s) were submitted successfully.

{. The corrected absence entry now
appears in the Existing Absence Events
section.

From 03022011 [ Through  |02/3112011 [

Existing Absence Events Find | #8 t 4112012 ¥ Last

Absence Name Begin Date |End Date ';:f;i’fn vpe ast Updated By

Sick - Family Care 031152011 _03M5/2041 8.00 Hours Reviewed Drummle.Estella
‘acation 03/29/2011 03/29/2011 8.00 Hours Submitted  Pirrip,Philip ]
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Viewing Leave Balances

Absence Management: Employee

Viewing your available leave balances can help you track your available sick leave, vacation leave,
personal holiday, compensatory time, and state service.

1. Navigate to Employee Balance Inquiry by
choosing Main Menu > Self Service >
Time Reporting > Employee Balance
Inquiry.

Favgyites Main Menu

Personalize |Se"“‘h s | &
Monu | s
Search:

[ CSU Temp Faculty 3

[ Humboldt CS Customization 3
[ G8U Tem "

»

e 3 SPF Tlme.sheet
 SPFTime L1 Self Service
[ Self Servie [ Manager Self Service [ Time Reporting
I Manager! ~ Recruting 3 Personal Information [ Report Time 4
b ReCUling oo Administration £ Pavrol and Compensation O View Time 4
E\é\feor::grsce ) Benefits 3 Benefits [Z] Employee Balance Inquiry | {b
b Compens [ Compensation {3 Stock Activity 4
[> Time and {3 Time and Labor 3 Learning and Development 3
gg:ﬁ;g:”ﬁ{ [ Payroll for North America | (3 Recruiting Activities s
b Workforce (1 Payrol Interface [ Campus Finances »
> Organizat (4 Workforce Development =] VWorkflow User Preferences
I Wnrkfarre _ - e : :

2. There are three tabs of information on
this screen:
a. Absence Balances
b. Compensatory Time
c. State Service for Absence

Employee Balance Inquiry

Philip Pimip
800000000
Admin Analyst/Spcist12Mo 1038

IT-Training 10356

Last Finalized Balances Customize | Find sl B First (4 4 or 0 [

[ Absence Balances | Compensatory Time T State Service for Absence

=
Emol : t

Payroll Unio Balances Sick| Vacation

tizme Status | EmollD zL“—em Code F":‘E‘nlz 2sof Date Balance| Balance

1 Pirrip,Philip Active 800000000 0 10356 RO 2011-01 02/01/2011 33500 137.020 02

Graduated Vacation Chart

3. To view additional details on your

ba|ances’ CliCk the Deta”s icon 1 Pirrip,Philip Active 800000000 0 10356 R09  2011-01 020012011 33500 137.020 hES
4. Select a tab to view details relating to Absence Balance Details
EmplID: 300000000 Philip Pirrip Empl Red#: 0 Last Period Finalized: 2011-01
that bal ance type . Department: 10356 IT-Training Union Code:  R03 Payroll Status: Active
5. To return to the previous page, click = All Absence Balences customize viewa 1B first [ 1 oral7] st
Sick Vacation Persenal Holiday cTo Holiday Credit Holiday CTO Excess ADO Non Exp ADO State Service E)
R eturn. Period ID Balances as of Date Sicl% Sick Earned|  Sick Taken|  Sick Adiusted Sick Balance
1201102 CURRENT - NotFinalized 33,500 0.000 4000 0.000 0.000 29.500
2 2011-01 02/012011 25500 8.000 0.000 25500 0.000 33.500
3 CONVERSION CONVERSION (01/02/2011) 0.000 0.000 0.000 25500 0.000 25500

©. To view information on leave accrual
rates, click Graduated Vacation Chart.

Employee Balance Inquiry

Philip Pimip
300000000
Info Tech Consultant 12 Mo 0420

IT-Training 10356

Last Fi Balances
[ Absence Balances | Compensatory Time T State Service for Absen:

in First 1] 1.0f 1 L

Cu ing
Emol

Payroll Balances Sick| Vacation

EmoliD = 2sof Date Balance| Balance

1 Pirrip,Philip

I Graduated Vacation Chart I

Active 800000000 0 10356 RO 2011-01 02/01/2011 33500 137.020 02
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{. The Graduated Vacation Chart shows
how much leave you accrue each month
based on your years of service.

8. Press the Esc key on the keyboard to go
back.

Press Esc to Return

Absence Management: Employee

SUMMARY OF VACATION ACCRUAL RATES

SUMMARY OF MAXIMUM VACATION
AND CTO CREDITS

MONTHLY :
eovesvecumevirs: | VACATN | SAVE | | ARSAMG T |y cro rsn | VAN | Mlponeriak
aate | PERYEAR| | crassiFicaTion YEARS OF SERVICE | (oo
0-3 YEARS: 1 TO 35 MONTHS 273 HOURS 10 mgg WA WA 480 HOURS 430 HOURS
3.6 YEARS: 37 TO 72 MONTHS 10 HOURS 15 WA, WA, 284 HOURS
£-10 YEARS: 73 T0 120 MONTHS MABHOURS | 17 1 WA WA 272 HOURS
1015 YEARS: 121 T0 180 M| 1223 HOURS | 19 UNT 2 120HOURS | 240 HOURS 272 HOURS 384 HOURS
15-20 YEARS: 181 T0 240 MO! 14 HOURS 21 UNT 3 WA WA, 320 HOURS 440 HOURS
20-25 YEARS: 241 TO 300 MONTHS | 15 13HOURS | 23 UNT 4 120HOURS | 240 HOURS 320 HOURS 440 HOURS
OVER 25 YEARS: 301 MONTHS ANDUP | 16 HOURS 2 8 i D DU oAnonns il e i
UNT6 240HOURS | 240 HOURS 272 HOURS. 384 HOURS
YACATION ACCRUAL RATES FOR ELIGIBIE CLASSIFICATIONS IN UNT 7 120 HOURS 240 HOURS 272 HOURS 384 HOURS
EXECUTIVE (MS8), MANAGEMENT (W20}, s 200 HOURS™ | 450 HOURS 272 HOURS B4 HOURS |
CONFIDENTIAL (C98), FACULTY (Unit 3) 18 24 unTe 120 HOURS | 240 HOURS 272 HOURS BeHoURS
AND ACADEMIC STUDENT (UNIT 11 UNT 10 240HOURS | 240 HOURS 272 HOURS, 384 HOURS
UNT 11 WA WA, 80 HOURS B0HOURS |
UNT 12 WA WA 272 HOURS. 440 HOURS
E99 120 HOURS 1 240 HOURS 27ZHOURS. 3B4HOURS |
cos 120 HOURS | 240 HOURS 384 HOURS 384 HOURS
“In terms of fulktime service “PER MOUIPoiicy
“PURSUANT TO FAIR LABOR STANDARDS ACT
01/28/2011 UpdatediHRN ““REFER TO APPROPRIATE MOU
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