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Timekeeper Absence Management

Review Absences Entered by Employees

Use this functionality if you are designated to review but not to enter or approve absences for a group of
employees. A Timekeeper may also use these pages to send an absence back to an employee for
correction.

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

Secure your information! myHumbaldt

HSL User Name provides access 1o many of your
| applications—not just the one you're using.
= Dont leave your workstation unatiended;
Password whenever passible use a password-protected
[ I CICen Saver
» Don't forget to logout and completely exit

©F quit your browser when you're dons!
FOrgat your USer name or password? Login

@ Heed help?

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

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

2. Choose the PeopleSoft HCM link
PeopleSoft cv

Access to PeopleSoft applications:

[ PeoleSoCI‘u‘I
s PeopleSoltinance (CFS)

3. Navigate to Timekeeper Absence Review ﬁ

by selecting Main Menu > Manager Self Forges | e lle
Service > Time Management - Approve

. . . 3 CSU Temp Facufty
Time and Exceptions - Timekeeper 2 rumbolé C5 Cusomesten

> CSU Temr
& Humbold 3 SPF Timesheet

Absence Review e

o 1> SelfSenvi (1 Manager Seff Service
> Manager W (1 Time Management - schedul )
> Recruiting T3 Job and Persanal Informa 1anage Schedules
b Wordoree 3 VIorGorce ASTINSTRtOn - L on and Stock L1 Abprove Time and Excep
¢ Benefits () Benefits Reror TiTE [5 Exceptions

. 3 Leamning and Developmer P

> Compens [ Compensation £ View Time D Apprnve Reported Absences
E;‘meﬁ"‘d {3 Time and Labor
Gl £3 Payrol for North America
[ Payroll Int 3 Global Payroll & Absence Mgmi

> Workforce (] Payrol Interface

®

Search:

v v v

[5] Manager Balance Inquiry

5] Timekeeper Balance Inqu [. TlmekeeperAbsence Review

o
E
2
)
&l
3
=
o

4. The Timekeeper Absence Review screen Timekeeper Absence Review

appearS Carrie Medders

Info Tech

o 000027899 0 Sub Abboft, Julie K Active 1207 CMS Project Office 0420 Consultant12
Mo
Info Tech

[l 000045683 0 Sub Brinkiey,Christy R Active 1207 CMS Project Office 0420 Consultant 12
Mo
Info Tech

| 003439853 0 None Ford Harrison L Terminated 1207 CMS Project Office 0420 Consuftant 12
Mo
Info Tech

C 000019982 D Appr Kasdan Lucy Active 1207 CMS Project Office 0420 Consultant 12
Mo
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Timekeeper Absence Management

5. Select employee to review by checking

the box next to the Empl ID for the
employee.
Im| 000027598 0 Sub Abbott Julie K
000045683 0 Sub Brinkley, Christy R
6. Alternatively, select all the employees on
the page using the Select All button r e b A AR
located at the bottom of the page.
M o0az00452 0 Anpr Sampson,Dana ¥
Select Al Deselect Al Continue |
/. Select the Continue button.
i | 005537675 0 Appr Rogers Jenny R
| 0na200452 0 Appar Sampzaon,Dana X
Select All | Deselectal] | Continue |

8. The Review Reported Absences page

displays. Note: Review Reported Absences
Carrie Medders
a. Only employees whose absences
are submitted and unapproved
will appear in this list. tting Rosence Rerta
I absence tame [peqnoate mapste burstion  Und Tvne Review sws |1
b- Absences entered by a 1000027898 0 AbhottJulie K Vacation 0201/2012 0201/2012  8.00000 Hours  [Reviewed =] Add Comment
- - . 2 000045683 0 Brinkley,Christy R Vacation 020112012 D2OV2012 800000 Hows [ =] A0d Comment
Tlmekeeper will appear with a 3000045683 0 BrinkleyChiistyR Gok-FamlY  pyanmiy 02132012 800000 Hours l_;IJEE" - d Co
Reviewed status.
c. Absences entered by an Employee Ratumio Bl Lt

will appear with no status.
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Timekeeper Absence Management

Send an Absence Entry Back for Correction

Review Reported Absences
Carrie Medders

1. Navigate to the Review Reported
Absences screen as described in the

instructions titled Review Absences )
Entered by Employees ttig Aoacnce Everta

1 000027899 0 AbbottJulie K Vacation 020172012 02901/2012 £8.00000 Hours Reviewed = Add Comment

2 000045683 0 Brinkley, Christy R Wacation 020172012 020142012 8.00000 Hours - Add Comment

3000045683 0 BrinkleyChristy R Sck-Famiy  gxann17 0212012 800000 Hours 5l 2 Add Commant

Retum to Emplovee List

2. Choose Needs Corr in the dropdown list
in the Review Status column.

RE'I.I'IEWEU Add Comment

8.00000 Hours

2.00000 Hours Add Comment

2.00000 Hours = Add Cormment
Comments PRI T R

ewewed

3. Select Add Comment o Unit Tvoe |Review Status

2.00000 Hours Rewewed Add Comment

Add Comment

3.00000 Hours

8.00000 Hours Ity Add Comment
comments

evlewed

4. Enter a comment to communicate why

the absence needs to be corrected. Approval Comments

Enter comments to be associated with the approval and click the Save Comments
hutton to save themn. To return without saving click the Return to Approvals Page link.

Note: Be brief and professional when
adding comments.

ou have entered this ahsence for the wrong day. Please correct and re—submit.l

5. Click the Save Comments button. s
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Timekeeper Absence Management

6. The Review Reported Absences displays.

Unit Type |Review Status Add Comment
Confirm that the comment link now reads =———
Edit Comment and the Review Status 8.00000 Hours  [Reviewed -] Add Comment
indicates Needs Corr. 2.00000 Hours |Needs Cart -I Edit Camment

£.00000 Hours el 10 Add Comment
Comments

September 25, 2012 Page 5 of 20



Mark Absence Entry as Reviewed

Timekeeper Absence Management

1. Navigate to the Review Reported
Absences screen as described in the
instructions titled Review Absences
Entered by Employees

Review Reported Absences
Carrie Medders

Click for [nstuctions!

Existing Absence Events

Add Comment

1000027899 0 AbbottJulie K Vacation 02/01/2012 0201/2012 800000 Hours  [Reviewed = 408 Comment

2 000045683 0 Brinkley,Christy R Wacation 020172012 020142012 8.00000 Hours - Add Comment
3000045683 0 BrinkleyChristy R Sck-Famiy  gxann17 0212012 800000 Hours 5l 2 Add Commant

Retum to Emplovee List

2. Choose Reviewed in the dropdown list in
the Review Status column.

Absence Requests

Reviewed = Add Comment

1 000027899 0 Abbott Julie K Wacation 02/01/2012 02/01/2012 8.00000 Hours
2000045383 0 Brinkley,Christy R Vacation 020172012 020112012 800000 Hours  [Needs Corr = Edit Comment
3000045683 0 Brinkley,Christy R SokcFamiY  ganapoz 02012 800000 Hours -~ &dd Comment

|NvEﬂSCDrr I

Submit

3. Click the Submit button.

4. Select OK on the Approval Confirmation
page.

Approval Confirmation

“ Zhanges to Review Status were saved.

o]

5. The Review Reported Absences page
displays with the updated status
information.

Note: The Submit button is grayed out
(unavailable).

September 25, 2012

ORACLE’

Favarites  Man Menus > Manager Self Service > Time Management > Approve Time and Exceptions > Timekesper Absence Review

New Window | Helw | Custornize Ps

Review Reported Absences
Carrie Medders

Click for Instructions’

Existing Absence Events
‘ EmpliD  |Reds |I-m= Absence Hame |Beqin Date (End Date inmmm

Fing | &1 48

Entry
! 2 Add Comment

Unit Type (Review Status

1000027899 0 AbbattJulie K wacatian 020142012 02012012 8,00000 Hours  [Reviewsd - Add Comment
2 000045683 0 Brinkley,Christy R Vacation 02/01/2012 02012012 8.00000 Hours Needs Con = Edit Comment
Sick- Family [Reviewed =] Enfry
3 000045683 0 Brinkley,Christy R Cere 02132012 021302012 8.00000 Hours Reviewed Add Comment
Submit
Return to Employee List
Page 6 of 20



Timekeeper Absence Management

Navigating to the Timekeeper Absence Entry Screen

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

Secure your information! myHumBbaoldt
HELI User Hame provides access o many of your
| applic not just the one you're using

= Dot leave your workstation unattended;
Password whenever passible use a password-protected
|_ r SCICEN Saver,
» Don't forget to logout and completely exit
©F quit your browser when you're dons!

FOrgot your USer name or password? Login
@ Noeed help?

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

Gmail, Calendar, & other Google Apps « Student Canter (& Help) » Faculty Center (& Help)
PeopleSolt HCM - DARS Self.-Sendce (degree requirements & achievements sudits) » PeopleSoft Finance (CFS)
Moodle « Library articles & + ETARS (acholarship = CEU Poral

7. Choose the PeopleSoft HCM link

[}
4

PeopleSoft

Access to PeopleSoft applications:

n| PeopleSoft HCM

s PeopleSoltinance (CFS)

8. Navigate to Timekeeper Absence Entry —

by ChOOSIng Maln Menu 9 Manager Self Favorites . Main Menu > Self Service > Personal Information > Emergency Contacts
Search Menu:
Service > Time Management > Report . ®
merg +
1 1 3 CSU Temp Faculty »
Time > Timekeeper Absence Entry. Jefrey, O S Term ity .
3 SPF Timesheet 4
& Sef serv |
] Manager Seff Service.
£ Recrutting L3 Time Management
1 Workforce Administration| 3 Job and Persanal Informay =1 Manage Schedules ’
) B Benefits 1 Compensation and Stack = Approve Time and Excepfinns »
Primary C: 9 Compensation £ Leaming and Developmer =) Report Time
Add, L Time and Labor ' S \P;:r:g!:n;atance Inguiry
B e | T B
sence Reque:
3 payroll Interface »

9. Sort the grid by clicking any hyperlinked Timekeeper Absence Entry

column title. ey

Info Tech
0000278499 0 Sub AbbottJulle K Active 1207 CMS Project Office 00009333 0420 Consultant 12

Mo

Info Tech
000045683 0 Sup Brinkley,Christy R Active 1207 CMS Project Ofice 00000981 0420 Consultant 12

Mo

Info Tech
003439853 0 Nene  FordHamisonL Terminated 1207 CMS Project Office 00000552 0420 Consultant 12

Mo

Info Tech
000019987 0 Appr Kasdan Lucy Active 1207 CMS Project Office 00007772 0420 Consultant 12

Mo

Info Tech
000040509 0 Appr Kay,Mary K Work Break 1207 CMS Project Office 00004988 0420 Consultant 12
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Timekeeper Absence Management

Reporting No Time Taken for an Employee

1. on the Timekeeper Absence Entry e ———
screen, select the EmplID of the G i
employee for whom you want to report —_—
an absence.

Info Tech

Sub AbbottJulie K Artive 1207 CMS Project Ofice 00009333 0420 Consultant 12
Mo
- Info Tech
Note: If an employee holds more than WoMEzo S BikerenisvR e 17 ous Psdones
o
.y . Info Te
003438853 0 None Ford, Harrison L Terminated 1207 CMS Project Office 00000552 0420 Cl;:\s:IEI:nlIZ
one position, you will be prompted to
Mo
. - Info Tech
000013982 0 Appr Kasdan Luey Active 1207 CMS Project Office 00007772 0420 Cuns:ILIanI
select which job you want to enter e
Info Tech
000040509 O Appr Ky Mary K Work Break 1207 CMS Project Office 00004388 D420 Consuliant 12
absences for.

2. The Report and View Employee Absences Report and View Employee Absences
Julie Abhott
screen appears. DSJDIDBZTSQBD o

Infa Tech Consultant12 Ma 0420
CME Project Office 1207

Click for Instructions

From |02/01/2012 [ Through |02r29/2012 [

Existing Absence Events Custormize: | Fing B om0 B e

|Absence Name Begin Date S i Last Updated By

Enter New Absence Events
|Absence Name *Begin Date

||NDTimeTaken =] [oz0tian1z (5 02292012 H 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 palicy requirements.

Submit

Return to Employee List  Previous Employee In List  Mext Employee In List

3. Change the From and Through dates to
show absences from other pay periods.

From |02/01/2012 [5) Through |02/29i2012 [

4. Existing absences for the current pay o Absence v e & . B
period will be displayed in the top grid. S —— ST gion_|tIwe _|Lustuodsted

5. In the bottom grid, the Absence Name Eredfemiibaence Bve s
“No Time Taken” defaults to the current
pay period Begin Date and End Date.

|Absence Name

||NOTimeTaken ] 020122 ) 02282012 |5 Add Comments [=]

6. 1f no (.:hanges are required Se'_eCt .the To the best of my knowledge and belief, the information
Submit button. No further action is submitted is accurate and in full compliance with legal
necessary. and CSU policy regquirements.

Subrit |

September 25, 2012 Page 8 of 20



Recording an Absence for an Employee

Timekeeper Absence Management

1. On the Timekeeper Absence Entry

screen, select the EmplID of the
employee for whom you want to report
an absence.

Note: If an employee holds more than
one position, you will be prompted to
select which job you want to enter
absences for.

Timekeeper Absence Entry

Carrie Medders

riblAiiiee
{Click for Instructions’

Sub AbbottJulle K Artive 1207
000045683 0 Sub Brinkley,Christy R Active 1207
003438853 0 None  FordHamison L Terminated 1207
000019982 0 Appr Kasdan Lury Active 1207
000040508 0 Appr KayMary K Work Break 1207

Info Tech
Consultant 12
Mo

CMS Project Office 00009333 0420
Info Tech
Consultant 12
Mo

Info Tech
Consultant 12
Mo

Info Tech
Consultant 12
Mo

Info Tech
Consultant 12

CMS Project Office 00000981 0420

CMS Project Dffice 00000552 D420
CMS Project Office 00007772 0420

CMS Project Office 00004388 D420

2. The Report and View Employee Absences
screen appears.

Report and View Employee Absences

Julie Abbott

0000278949 a

Infa Tech Consultant12 Ma 0420
CME Project Office 1207

Click for Instructions

From |02/01/2012 [

Existing Absence Events

Through 027282012 |5

|Absence Name Begin Date

e | Find | @| S First 0 1of1 ] Last
Last Updated By

Enter New Absence Events

|Absence Name

||ND Time Taken

=] [oz0tian1z (5 02292012 H

[+ [=]

Add Comments

Calculate Duration |

Timesheet

and CSU palicy requirements.

Submit

To the best of my knowledge and belief, the information
submitted is accurate and in full compliance with legal

Return to Employee List  Previous Employee In List

Mext Employee In List

3. To record an absence, select the Absence
Name from the dropdown menu.

Ma Time Taken

eqin Date d Date :
=1 0200162012 [ |02/28/2012 [5

Add Comiments [=]

BereavernentFuneral
Holiday ADO Expiting Take

Jury Duty

Mo Time Taken
Parental Leave
Personal Holiday
Sick - Bereavernent

policy reguirernents

est of my knowledige and belief, the information
=d is accurate and in full cormpliance with legal

Submit

Sick- Family Care
Sick - Self
[ tinn

s Employee In List

Mext Employee In List

4. confirm that the Balance covers the
absence you are recording.

Enter New Absence Events

Absence Name

5. Enter the Begin and End dates for the
absence event.

September 25, 2012
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6. Select Partial Hours from the Partial Days
dropdown menu (if applicable)

Timekeeper Absence Management

Enter New Absence Events

(Absence Name in Ds Balance (*Partial Days

[vacation =] 2172012 5 (02172012 [5) 167.854 [Nore -1
|5ick - Self =] [02/06/2012 [ (020062012 [ 8 Partial Hours = | 2.00

Calculate Duration | Fartial Hours

. Enter the Hours per Day (if using Partial
Hours)

Enter New Absence Events

(Absence Name in Ds Balance (*Partial Days

[vacation =] [ozi01/2012 ) [02i01/2012 () 157.854 [None -]
[Sick- Self =] [n26/2012 [ 02062012 5 8 IPartial Hours = ||| 2.00

Calculate Duration |

8. Select Add Comments (if applicable)

Note: This is only required if the Add
Comments link is red. The comments
link reads Edit Comments once
comments are entered.

Enter New Absence Events
Hours |Absence

Absence Name ‘Begin Date *End Date ‘Ballmz

per Day [Duration
[vacation =] [ozo1r2012 iy [ozi01r2012 G 167.854 [None - Hours  Add Commerts [+] [=]
[Sick- sair =] [oz0ezoz 5 jozoe2012 &= 8 [Partial Hours =] | 200 Hours _Add Comments [(¥] (=]
[Sick-Famiycare =] (020132012 iy [021312012 5y 8 [Partial Hours =] | 2.00 Hours | # =

9. Enter the information as prompted.

Note: Be brief. Details are not
required.

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 memberlchi\d\ I

Save Comments

Return to Entry Pade

10. select the Save Comments button.

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 io Entry Page link.

Flease enter relationship of family member. chi\d\

Save Comments

Return to Entry Pane

11.  uUse the plus (+) icon to add rows for
additional absences. Note: You can also
add consecutive absences (use the
Calculate Duration button).

September 25, 2012

Enter New Absence Events

Hours |Absence

|Absence NHame *Begin Date Balance |*Partial Days

[vacation =] (020152012 [5) [02i01/2012 ;i) 157864 [Nane | Hours Add Comments [=]
[Sick- Self =] (020602012 [5) (02062012 [ B [Pattial Houre =] | 200 Hours Add Comments B
[Sick - Family Care =] 021132012 [5) (021132012 [ 8 [Pattial Houre =] | 2.00 Hours Edit Comments [=]

Page 10 of 20



12. Once all absences are entered, select
the Submit button.

13. Select OK in the Submit Conformation
screen.

14. The Report and View Employee
Absences page displays.

15. uUse the navigation links at the
bottom of the page to move from one
employee to another.

Note: The navigation links do not
utilize sorts that were applied in the
Timekeeper Absence Entry screen. The
navigation links move to records in
employee ID order.

September 25, 2012

Timekeeper Absence Management

To the best of my knowledge and belief, the information
submitted is accurate and in full compliance with legal
and CSL paolicy reguirements.

submit |

Submit Confirmation

‘/ The Absencels) were submitted successiully.

Report and View Employee Absences

Julie Abbott

0000z7eag i]

Info Tech Congultant 12 Ma 0420
CMS Project Office 1207

Click for Instructions

From |02i01/2012 [5

Existing Absence Events

Through  |02728/2012 [#1]

customize |Fint [ B0 | B Fret B0 g3 crn B et

\Absence Name Begin Date: Last Updated By

Wacation 02/01/2012 02/01/2012
02/06/2012 D2/062012
027132012 021372012

8.00 Hours
2.00 Hours
2.00 Hours

Reviewed Carrie Medders- FOR DEMOS [
Reviewed Carrie Medders- FOR DEMOS [
Reviewed Carrie Medders- FOR DEMOS [

Sick- Farnily Care

Enter New Absence Events

‘Absence Hame

*Begin Date R Unit Type

||NOT|meTaken Add Comments [=]

Calculate Duration

Timesheet

=l [oz01i2m2 5 02292012 [

To the kest of ry knowledoe and belief, the infarmation
submitted is accurate and in full compliance with legal
and C5U policy requirements.

Submit

Return to Employee List FPrevious Employee InList  Mext Emplovee In List

Page 11 of 20



Timekeeper Absence Management

Delete an Unapproved Absence

Timekeepers can only delete absences with a Submitted status (entered by the employee) or a Reviewed
status (entered by a Timekeeper). Approved absences can only be deleted by an approver or by Payroll.

1. on the Timekeeper Absence Entry Timekeeper Absence Entry
screen, select the EmplID of the Care Medders
employee for whom you want to edit.

[Cliek for Insiructions

Info Tech
Sub AbbottJulie K. Attive 1207 CMS Project Office. 00009333 0420 Consultant 12
Mo
Info Tech
0045683 0 Sub Brinkley,Christy R Active 1207 CMS Project Office 00000981 0420 Consultant 12
Mo
Info Tech
003438853 0 MNone Ford,Hamrison L Terminated 1207 CMS Project Office: 00000552 0420 Consultant 12
Mo
Info Tech
000013982 Appr. Kasdan Luey Active 1207 CMS Project Office 00007772 0420 Consultant 12
Mo
Info Tech
000040508 © Appr KayMary K Work Break 1207 CMS Projact Office 00004988 0420 Consultant 12
2. The Report and View Employee Absences Report and View Employee Absences
Julie Abbott
screen appears. 000027895 0

Info Tech Congultant 12 Ma 0420
CMS Project Office 1207

Click for Instructions

From |02601/2012 [5 Through |02/28/2012 [4

Existing Absence Events

\Absence Name Begin Date

Yacation 02/01/2012 02/01/2012 8.00 Hours Reviewed Carrie Medders- FOR DEMOS [

Sick- Self 027062012 02/06r2012 2.00 Hours Reviewed Carrie Medders - FOR DEMOS ﬁ

Sick - Family Care 02/1133012 02132012 2.00 Hours Eeviewed Carrie Medders - FOR DEMOS ﬁ

Enter New Absence Events

\Absence Hame in Ds e Unit Type

||NOT|meTaken =l [oz01i2m2 5 02292012 [ Add Comments [=]
Calculate Duration

Timesheet

To the kest of ry knowledoe and belief, the infarmation
submitted is accurate and in full compliance with legal
and C5U policy requirements.

Submit

3. Select the trash can icon in the far right Existing Absence Events
Absence Name Begin Date
column to delete an absence. Lt
Vacation 020102012 0200172012 8.00 Hours Reviewead Carrie Medders- FOR DEMOS
Sick - Self 02062012 0200612012 2.00 Hours Reviewad Carie Medders- FOR DEMOS
Sick - Family Care 02132013 02132012 2.00 Hours Eeviewed Carrie Medders- FOR DEMOS E

4. Confirm that the absence being deleted
is the correct one.

Confirm Delete

‘/ Click Yes to Delete this Absence Event

IAhsence: Sick - Self Begins: 2/6/2012  Ends: 2/6/2012

R ——

September 25, 2012 Page 12 of 20



5. Choose Yes, if appropriate, to continue
deleting this absence event.

Timekeeper Absence Management

Confirm Delete

“ Click Yes to Delata this Absence Event

Absence: Sick - Self  Begins: 2/6/2012  Ends: 2/6/2012

Yos Mo |

6. Confirm that the absence is no longer
listed in the Existing Absence Events
section.

September 25, 2012

Report and View Employee Absences

Julie Abbott

ooooz7ggq 1)

Info Tech Consultant 12 Mo 0420
CMS Project Office 1207

Click for Instructions

From |02/0102012 |5 Through  |02/29/2012 [+

Existing Absence Events customize |Find [ B | 28 Frst B0 g2 cr 2 M Lot

[Absence Hame

Custornize
o |Absence | [Absence
Begin Date |End Date i Unit Type it Last Updated By

Yacation 0210172012 0200142012 8.00 Hours Reviewed Cartie Medders - FOR DEMOS [l

Sick - Family Care 02/13/2012 0211342012 2.00 Hours Reviewed Carrie Medders - FOR DEMOS Iid

Enter New Absence Events

[Absence Name i E P Unit Type

“NoT\meTaken =l 02012012 [5 02292012 5 #dd 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

Submit I
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Timekeeper Absence Management

View Prior Absence Transactions for an Employee

1. on the Timekeeper Absence Entry TimekeeperAbsence Entry
screen, select the EmplID of the Care Medders_
p [Click for Instructions!

employee for whom you want to report
an absence.

Fret B 10 o1
e

Info Tech

Sub AbbottJulie K. Active 1207 CMS Project Office 00009333 0420 Consultant 12
Mo
Info Tech
00045683 0 Sub Brinkley,Christy R Active 1207 CMS Project Office 00000981 0420 Consultant 12
Mo
Info Tech
003439853 0 MNone Ford, Hamison L Terminated 1207 CMS Project Office 00000552 0420 Consultant 12
Mo
Info Tech
000019982 0 Appr Kasdan, Lucy Active 1207 CMS Project Office 00007772 0420 Consultant 12
Mo
Info Tech
000040508 0 Appr Kay.Mary K ‘W¥ork Break 1207 CMS Project Office 00004388 0420 Consultant 12
2. The Report and View Employee Absences | Reportand View Employee Absences

a q Julie Abbott
screen appears. The current pay period is ooon27ess o

Infa Tech Consultant 12 Mo 0420

displayed. CMS Project Office 1207

Click for Instructions

From |02i01/2012 [5 Through [02/29/2012 [&)

Existing Absence Events

\Absence Name Beqin Date:

Vacation 02/01/2012 02012012 8.00 Hours Reviewed Carrie Medders- FOR DEMOS [
Sick - Self D2/06/2012 D206/2012 2.00 Hours Reviewed Carrie Medders- FOR DEMOS [T
Sick- Family Care 0211312012 021372012 2.00 Hours Reviewed Carrie Medders- FOR DEMOS [

Enter New Absence Events

‘Absence Hame

||NOT|meTaken = [ozotizmz 5 [ozze2012 [ Add Comments =
Calculate Duration |
Timesheet

To the best of ry knowledge and belief, the infarmation
submitted is accurate and in full compliance with legal
and CSU palicy requirements.

Submit

3. Change the From date and Through

dates to view a different set of absence From | 0200172012 [ Through |nz:zgrzu1 2 |5
transactions.

4. The page refreshes displaying absence
events for the requested time period.

From

11QIEN Through  |02/28/2012 [

Existing Absence Events

P
ze | Fing | 3| 8

First K 18 o

Absence Hame Begin Date |End Date 3::;’::’ Unit Type ‘;t‘:::“’ Last Updated By r
Note: Repeat this process to display Sick- Self 10/04/2011 10052011 1600 Hours  Finalized  Employee Self Service

Wacation 101472011 101142011 8.00 Hours Finalized Employee Self Service
absence events for other time periods_ Vacalion 1052872011 10/282011 800 Howrs  Finalized  Employes Self Service
Sick - Self 1003172011 1073152011 8.00 Hours Finalized  Employee Self Service
Sick - Self 1110472011 1170452011 8.00 Hours Finalized Employee Self Service
Wacation 1203002011 1203002011 8.00 Hours In Process Employee Self Service
02/01/2012 0270142012 8.00 Hours Eeviewed Carrie Medders - FOR DEMOS {1

031302012 02131201 00 Hours. . Aooraved . Carte biedders - FOR DEMO

Wacation
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View Absence Balances for Employees

Timekeeper Absence Management

1. Navigate to Timekeeper Balance Inquiry
by selecting Main Menu > Manager Self
Service > Time Management > Personalie

. . Menu__|
Timekeeper Balance Inquiry searoh:

[ Humbald

Favorites © Main Menu
& Hain Feny
Search Menu:

3 CSU Temp Faculty

3 Humboldt €S Customization
PCSUTe ) opr Timesheet

[ SPF Time 3 Self Service

b Self Servi (1 Manager Self Service
[»Manager. 5 pacryiting

> Recruiting E 3 Job and Personal Informa (3 Manage Schedules 4
[ Waorkforce g V\.orkgorce Administration 3 Compensation and Stock (3 Approve Time and Exceptions »
Benefits

- Benefits 3 Learning and Developme; £ Report Time "
[ Compens (1 Compensation 03 View Time K
g‘gme IEIUf‘d 3 Time and Labor 4 "

ayroll for r:-waw_|
© Glabal Pz 2 Payroll for North America » D Timekeeper Balance Inguiry -
[ Payroll Ini (3 Global Payroll & Absence Mgrmt 3 &

v v v o A

(] Time Management

Timekeeper Balance Inquiry

2. The Timekeeper Balance Inquiry page
displays

3. Click the Refresh Employee List button

4. Select the OK button in the Building
Security List of Employees screen.

September 25, 2012

Department: | o Name:

EmpliD: [ Q Empl Reds: Q

Pay Group: [ e

UnionCode: |

Payro Status: [Active - HRStaws:  [Actve -

Refresh Employee Lls] LastRefresh was: 02/24/12

Timekeeper Balance Inquiry

Search Criteria

Department: DQ Name:
EmpliD: Q Empl Rcd?
Pay Group: 6}
Union Code: QL
Payroll Status: |Acti\re -] HR Status

I Refresh Employee Lisl Last Refresh was: 027241 2

Building Security List of Employees - Press "0OK™ to Build List, or press CANCEL to use existing List

This Process builds or rebuilds a List of Employees forwhom you, as a Manager or
Timekeeper are responsible. ltis designed to improve pedormance, and only needs to
be performed when something changes in that relationship, orthe listis older than a
settime (default 1 days) - inwhich case the list must be refreshed.

Depending upon the number of Employees - it may take a some time to build.

The systermn will enfarce the build for the first time, as well as for lists older than the set
time (default 1 days). The list may be refreshed manually at any time.

Lpon pressing "Refresh Employees”, this message will be displayed.
Press Ok to Continue with the build, or Press CARNCEL to go ahead without updating
the list.

I Ok I Cancel

Page 15 of 20



Timekeeper Absence Management

5. Type a Department ID or EmplID to . .
search by department or employee. Tlmekeeper Balance |I'I{I|UII'3\"
Department: ||1 207 2| CMS Project Office

EmpliD: | &}
Pay Group: | &}
Union Code: | &}

Payroll Status:  |Active =]
Search | Clear | Refresh Employes Li5| L
6. If you do not know the EmplID or . .
Department ID, select the magnifying TIH'IEHEEPEI' Bﬂlﬂl‘lﬂ& Inql..lll'y
glass next to the appropriate field to look s
it u Search Criteria
p.
Department: H l'-:L
EmplID: | Q
7. Select the Search button to begin the . .
Timekeeper Balance Inquiry

search.
Search Criteria

Department: 1207 CMS Project Office
EmpliD: &

Pay Group: &}
Union Code: ]
Payroll Status: |Active - I

I Search I Clear | R'efreshEmplm_.reeLisi L

September 25, 2012 Page 16 of 20



8. Absence Balances are displayed.

Timekeeper Absence Management

Timekeeper Balance Inquiry

Department: 1207 O
EmpliD; [ a
Pay Group: aQ
Union Code: Q

Payroll Status:  [Active -

Search | | Clear |

CMS Project Office

HR Status:

Refresh Employee Lis| ~ Last Refresh was: 0226112

Active -

Absence Balance:

heme paol

1 Abbott Julie K

2 Brinkley,Christy R

3 Kasdan,Luey
" L

-

EmpliD

Active 000027899
Active 000045683
Active 000019982

AR0AI0

Last Finalized Balances for Employees Administered

by Carrie Medders

o T Conporstory i "] St S b
:

Empl
Red
Hbr

o 2011-11
0 2011-11
(1] 2011-11
o 1

1240142011
1201/2011 860000
1200142011 421,000

i 2 a0

B8.000 165864
340000

3640094
o

9. Note that Sick Balance, Vacation
Balance, and Personal Holiday Available
columns are displayed.

. . Personal
1200172011 8.000 165.854 Oy=2
1210172011 260.000 340.000 1 %
12i0172011 421.000 364954 1 %
1200172011 23.000 23.003 IhEES

10. Note that you can use the tabs above
the table to view All Compensatory Time
and State Service for Absence balances

September 25, 2012

1 AbbottJulie K

2 Brinkley,Christy R
3 Kasdan,Lucy

Active 000027394
Active 000045633
Active 000013932

0 1207 RO9 2011-11
0 1207 RO9 2011-11
1] 1207 ROg 2011-11

Page 17 of 20



View Absence Balance Details for an Employee

Timekeeper Absence Management

1. search for an employee’s absence
balances by department or EmplID as
described in the section View Absence
Balances for Employees.

Timekeeper Balance Inquiry

Department: 1207 @, CMS Project Office
EmpliD: Q

Pay Group: Q

Union Code: Q

Payroll Status:  [Active -

Search | | Clear_|

Refresh Employee Lis]  Last Refresh was: 0228112

Name:
Empl Red=: Q
HR Status: Active =

Last Finalized Balances for Employees Administered
by Carrie Medders

| Absence Balances | Compensatory Time | Stete Service for Absence JIE]

1 AbbottJulle K Active 000027899 o 1207 RO9 1240142011 8.000 165854 L1} %
2 Brinkley,Christy R Active 000045683 0 1207 RO9  2011-11 12/01/2011  860.000  340.000 10
3 Kasdan,Lucy Active 000019982 o 1207 RO 2011-11 120142011 421000 364934 1 F\lsll
4 Marcum,Shirley 7 Active 002480570 0 1207 RO9  2011-11 12/0142011 23000 23003 0E

Customize | Eind | Ve

Vacation
| @atance

2. Click the Details icon in the far right
column (on any of the three tabs) to
view more detailed information for any
employee in the list.

Balances
as of Date

Sick
Balance

1200172011
1250152011
1200172011
1200172011

8.000
a60.000
421.000

23.000

Vacation
Balance

Personal
H tails

De
2

165.854 0

340.000 11
ak4.994 11
23.003 0=

3. The Absence Balance Details screen will
appear.

Absence Balance Details

EmpliD: 000027889
Department: 1207

Julie Abbott
CMS Project Office

EmpIRcds: 0
Union Code: R03

Last Period Finalized: 011
Payroll Status: Active

All Absence Balances

~ Absence Balances Customize | View A1l | [ | 1

sick | wacation | Personal Holiday

Period D |Balances as of Date

1201112 CURRENT - Not Finalized 8,000
2 2011-11 120112011 8.000
3201110 110172011 24.000
4 2011-08 100172011 24.000
5 2011-08 0910142011 16.000
6 2011-07 08022011 8.000
7 2011-08 07012011 8.000
8 2011-06 060112011 16.130
9 2011-04 050172011 8130
10 2011-03 040172011 8130
11 2011-02 0300242011 16.130
12 2011-01 020152011 8130
13 201012 01/01/2011 18.130

Previous e a 2
|t Bt

first B 13 cr 9 (¥ Last

Catastrophic g

0,000 0.000 0.000 0.000 £.000
8.000 8.000 0.000 0.000 8.000
8.000 24000 0.000 0000 8000
8.000 8.000 0.000 0.000 24000
8,000 0.000 0.000 0.000 24,000
8.000 0.000 0.000 0.000 16000
8.000 8.000 0.000 0.000 8000
8.000 16.130 0.000 0000 8000
8.000 0.000 0.000 0000 16130
8,000 8.000 0.000 0.000 8130
8.000 16.000 0.000 0000 8130
8.000 0.000 0.000 0000 16130
8.000 18.000 0.000 0.000 8130

4. Note that there are 4 expandable
sections on the page:
a. All Absence Balances
b. Absence Balances
c. Compensatory Time Balances
d. State Service for Absences

September 25, 2012

[ All Absence Balances
[ Absence Balances

[ Compensatory Time Balances

[- State Service for Absences
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5. Select the right arrow beside the section
name to expand or collapse that section.

Note: The All Absence Balances section
contains all the tabs available in the
other three sections.

Timekeeper Absence Management

AII Absence Balances

6. The Absence Balances section contains
the following tabs:
a. Sick
b. Vacation
c. Personal Holiday

= Ahsence Balances

[ sick | |

Customiz

al
Period 1D Balances as of Date

1 201112 CURREMT - Mot Finalized

2 2011-11 1200172011
7. The Compensatory Time Balances section
contains the following tabs: .
a. CTO < Compensatory Time Balances {:ustomizejviewnlllﬁ| i
’ . . O olid ed alid O ES aD0 ¥ p ADC
Holiday Credit
c. Holiday CTO S e
d. Excess 1 2012-07 CURRENT - Not Finalized
e. ADO 2 2012-06 0710112012
f. Non Exp ADO

8. The State Service for Absences section
contains the following tabs:
a. State Service
State Service Hours

c. Service Hours Sick
d. Service Hours Vacation
e. Service Hours FTE

~ State Service for Absences

State Service State Service Hours

Period 1D Balances as of Date
1.2012-07 CURRENT - Not Finalized
2 2012-06 070112012

Previous
State Service Balance

9. Select the Return button at the bottom of
the screen to return to the Timekeeper
Balance Inquiry screen.

September 25, 2012

Return |
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View the Graduated Vacation Chart

Timekeeper Absence Management

1. search for an employee’s absence
balances by department or EmplID as
described in the section View Absence
Balances for Employees.

Timekeeper Balance Inquiry

Search Criteria

Department: 1207 @, CMS Project Office Name:

EmpliD: Q Empl Reds: a

Pay Group: Q

Union Code: Q

Payroll Status:  [Active  +] HRStatus:  [Actve =]

Search_ |

Clear_|

Refresh Employee Lis]  Last Refresh was: 0228112

Last Finalized Balances for Employees Administered
by Carrie Medders

1 Abbotule
2 Brinkley,Christy R
3 Kasdan,Lucy

4 Mareum,Shirley Z

br
Active 000027899 o
Active 000045683 0 1207
Active 000019982 o 1207
Active 002480570 0 1207

2011-11 1240142011
RO9  2011-11 12/0112011
ROS  2011-11 1240142011
RO3 _ 2011-11 12/0142011

B.BDD
860.000
421 000

23000

165854
340.000
3640094

23003

2. Select the Graduated Vacation Chart link

Last Finalized Balances for Employees Administered
by Carrie Medders

at the bottom of the screen.

Absence Batances | Compensofory Time | Stete Serince for Absence

ﬂllln:h}
1 AbottJulie K Active 000027888 0 201111 1201420011 8000
2 Brinkley,Chrisy R Adtive 000085683 O 1207 RO 201111 12012011 860.000  340.000
3 Kasdan,Luey Adve 000019982 0 1207 ROS 201111 12012011 421000 364994
4 Marcum,Shirley 2 Adive 002480570 0 1207 ROS 201111 120012011 23000 23003
5 Melson,Roger T Active 000081654 o 1207 RO9  2011-11 12101/2011 383270  241.218
\ & Mickerson,Ned L Active 000057344 0 1207 RO9 201111 120112011 680.000 255341
7 RogersJenny R Active 005537675 0 1207 RO9  2011-11 1200142011 84.000 48.682
8 Sampson Dana X Active 008200452 0 1207 RO 201111 12012011 16000 13334
Graduated Yacation Chart
3. The Graduated Vacation Chart displays.
This chart displays monthly vacation SUMMARY OF VACATION ACCRUAL RATES e e
q q WoNTHLY | s T
accrual rates, along with maximum seavi e on | awmuavcro|rusa amuar | M ST
ATt | PERYEAR YEARS OF SERVICE
vacation accrual allowances, based on bavess 1osuoms | exsuoues [ we | _suoues
3-6 YEARS: 37 TO 72 MONTHS 10 HOURS 15 NA WA 384 HOURS
employee state service. 610 VEARS 73T0120WONTHS | 1113kHOURS| 17 A wa
10-15 VEARS: 121 TO 180 MONTHS 12 213 HOURS 19 120 HOURS 240 HOURS
15-20 YEARS: 181 TO 240 MONTHS 14 HOURS 21 NA WA
20-25 YEARS: 241 TO 300 MONTHS 15 13 HOURS 23 120 HOURS 240 HOURS 320HOURS i 440HOURS
OVER 25 YEARS: 301 MONTHS AND UP | 16 HOURS: 2 RIS | 240 RN 272 HOUS SOEHIIRS
240 HOURS 384 HOURS ]
VACATION ACCRUAL RATES FOR ELIGIBLE CLASSIFICATIONS IN 240 HOURS 272 HOURS JBOHDURS;
EXECUTIVE (MB), MANAGEMENT (M20), UNTB | 200 HOURS™= | 480 HOURS 272 HOURS 384 HOURS
CONFIDENTIAL (C98), FACULTY {Unit 3) 1% 24 120 HOURS 240 HOURS. 272 HOURS. 384 HOURS
AND ACADEMIC STUDENT (UNIT 11) 240 HOURS 272H0
A 80 HOURS 80 HOURS
A 272 HOURS 440 HOURS |
120HOURS | 240 HOURS 272 HOURS, 384 HOURS
120 HOURS | 240 HOURS 284 HOURS 284 HOURS
*in terms of ful-time service *PER MOU/Policy
TO FAIR LABOR S’ ACT

4. Press the Esc key on the keyboard to
return to the main balances page.

Timekeeper Balance Inquiry

Search Criteria

Department: 1207 @ CMSProject Office
EmpliD: Q

Pay Group: Q

Union Code: Q

Payroll Status: | Active L3

Name:
Empl Reds: Q
HR Status: Active =

Search_ |

Clear_|

Refresh Employee Lis]  Last Refresh was: 0228112

September 25, 2012

1 Abbotule
2 Brinkley,Christy R
3 Kasdan,Lucy
4 Mareurn, Shirley 7

Last Finalized Balances for Employees Administered
by Carrie Medders

br
000027899 o 1240142011
Active 000045683 0 1207 RO9  2011-11 12/0112011
Active 000019982 o 1207 RO 2011-11 1240142011
Active 002480570 0 1207 RO9  2011-11 12/0142011

165854
340.000
3640094

23003

1B
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