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Manager Absence Management

Navigating to the Approve Reported Absences Screen

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

Secure your information! myHumboldt
HSL User Hame provides access 1o many of your
| appiications—not just the one you're using

+ Don't leave your workstation unattended;
Password whenever possible USe a password-profected
[ I SCICen Saver.

» 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, 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)
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 Approve Reported Absences
by choosing Main Menu - Manager Self e
Service > Time Management - Approve
Time and Exceptions - Approve 53 o < cotozt

- CSU Tem
- Humboldl 3 SPF Timesheet

Reported Absences L

p - [- Self Servin ] Manager Self Service
b Manager: ™= Rocrutng . LJ_Time Management
D\va;:"; {2 Workforce Administration (3 Job and Personal Informa (3 Manage Schedules :

EE:;ML’:E [ Benefits [ Compensation and Stock (] Approve Time and Excep =

- Compens (| compensation [ Leaming and Developmer 1 Report Tme el (<

b ooy 0 Corperston & Vi Tie
(> Payroll for [E) Manager Balance Inquiry | [=] ABDIOVE TR ang ADEaNCaS

B

GlabalPa (3 Payrol for North America >
iF'anyr;anll [ Global Payroll & Absence Mgmt 3 [E] Timekeeper Bakance Inqu [5] Timekeeper Absence Review
K [£] Absence Requasts

DW°"°‘°’=§ 3 Payrol Interface

e ‘

[2]
1]
Ed

Search:

- v v v 0

4. Select the OK button if a screen reading
“Potentially large number of Employees

to load - It may take up to 5 minutes to Cancel |
load. Press OK or Cancel” is displayed.

Potentially large number of Employees to load - It may take up to 5 minutes to load. Press OK or Cancel
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Manager Absence Management

Approve Absences Entered by Employees

1. Navigate to Approve Reported
Absences by choosing Main Menu >
Manager Self Service - Time
Management - Approve Time and
Exceptions > Approve Reported
Absences.

Favortes  Main Menu

Persanalize Search Menu:

[0]
1]
X}

Search: -~ Sy Temp Faculty

ST (3 Humboldt CS Customization
3 em

> Humboldl 3 SPF Timesheet

» SPFTime [ Seff Service

v v ow v

1> Self Servie [ Manager Self Service

0 Manager ! " Recriitng [ Time Management

P Reenllne ) Workforce Administration L3 J0b and Personal nforma: () Manage Schedules

[ Benefits (1 Benefits 2 Compensation and Stock L1 Approve Time and Excep

- Compens [~} Compensation (3 Learning and Developmer 3 Report Time

b Timeand  pondahar 9 View Time [5] Approve Reported Absences
[E) Manager Balance Inquiry pprove Time and Absences

v
b Parolfor ol for North A v
ayrol for North America
[ Global Pa K [5] Timekeeper Baiance Inqu [E] Timekeeper Absence Review
) ‘ [] Absence Requests

i Payroll Int 1 Global Payrol & Absence Mgmt

i WOrkIOCE ) payroll Interface

2. The Approve Reported Absences page
displays. Select a column header to
re-sort the list.

Note: Your direct reports, as well as
all employees you are an alternate
approver for, are shown.

Approve Reported Absences

Carrie Medders
[Glickfor instructons

riest B 1210029 B Last

Job Code | Job Title

Anbott Julie K Actwe 1207 CMSProjectOffice 0420 Ll

r 000027899 0 Bub Consultant 12 Mo

i 000016408 0 Sub  LouisNellyht Acve 1002 Adminisiratve Systems Sie R TS

I 003601755 0 Sub  PoterHanyJ Acve 1002 Administrative Systems aazn I e

(m 000045683 0 Sub  BrinkdeyChisty R Adive 1207 CMS Project Offce gado B e

T 000037207 0 None  Buiniside Gsorge K Ative 1002 Administratie Systems oizo N TN

= 003439853 0 None  FordHarson L Teminated 1207 CMS Project ofice wag T e &
r 000041878 0 Sub  Jones Cassandral Adive 1283 Administrative Applications 308 Administetorll i
[ 000016160 D Sub Barber Ken L Aclve 1002 Administrative Systems gy T RCh

Consuttant 12 Mo

3. The re-sorted list displays. In this
example, the Dept Name column was
sorted. Scroll down to view all
employees.

Approve Reported Absences

Carrie Medders
Click for Insiryetions

customize |fint | view 1 | B 8 rist B 421 0020 B Lot

dob Code \Joh Title

4_ Current Period Absence Status: al 003433853 0 one [Ford Harison L Terminated 1207  CMS Project Offce gi o TR |
(ul 008200452 0 “ppr Sampson Dana X Acve 1207 CMS ProjectOice sizo R e e
a. None - NO absences have been u 000013982 0 nppr Lasdan,Luey Active 1207 CMS Project Office 0420 E"S"nlﬁ."i'mm
entered . m 000057344 0 “onr ickarsonNed L Attve 1207 CMS ProjectOffice s
5 . o rojact i Info Tech
b. Appr — All absences entered have s . ’ e ——— LS St
m 002480570 0 fopr farcum Shirley Z Active 1207 CMS Project Office 0420 Consuliant 12 Mo
been approved r 000081854 0 “gpr lalson,Roger T Active 1207 CMS Project Office 0420 ‘c’gl‘:rc;mnm
_ (n 000027809 0 o bt Jule K Acive 1207 CMS ProjectOfice T
c. Sub Absences have been r 000045683 0 Sup R Attve 1207 CMS FrojectOffice T
submitted but not approved.
5. Click the Org Chart icon in the far
right column to view the direct
reports of another employee (if e Info Tech
applicable). Consultant 12 ko
Info Tech
hEt Consultant 12 Mo
August 23, 2012 Page 3 of 16




Manager Absence Management

000016342 0 Sup FongKely A Adive 1002 Administrative Systems deg) | MRS

6.  Check boxes to select and view r
: L. ) W 000016108 sub Louis,Nelly M Acve 1002 Administrative Systems mz MO
IndIVIduaI absences or CI ICk the SeIeCt (] 003601755 0 sup PotterHarry. Actve 1002 Administiatie Systems g PR
000041978 0 Sub  Jones Cassandral Acdive 1283 Administrative Applications 306 Administratorll i

All button to review absences for all

emp|0yees. l Select Al I Deselectal] continue_|

7. Click the Continue button. e |

8. The Approve Reported Absences page
Approve Reported Absences
dISplayS. Carrie Medders
Note: Only employees whose
absences are submitted and

Existing Absence Events

1000027899 0 AbbottJulie K Vacation 0DUIR0IZ DUAEN2 800000 Hows I~ [Reviewed <] Add Comment

unapproved W| " appear |n thls ||St_ 20000161600 BarberKenl Vacation 1222/2011 12232011 1600000 Hours n | — Add Comment
. 3000045683 0 Brinkley,Christy R 2:[:"“'"'*’ 0261302012 02132012 600000 Hours. I [Fevewss = % Add Gomment

Absences ente I’ed by a T| mekeeper 4 000043683 0 Brinkley Christy R wacatlon 022712012 02/72/2012 2400000 Hours r [ = Add Comment
. . . 5 000045683 0 Ennkley,Chsty R Jury Dty 02/01/2012 02012012 8.00000 Hours o = Add Comment
Wi I I appear Wi th a ReVI eWed Statu S. 6 005085003 0 Butterworth Paula K Vacation 12302011 1203002011 8.00000 Hours C = Add Comment
7 0000163420 FongKellyA Vacation 1212142011 1222/2011  16.00000 Hours w | | Add Comment

AbsenceS ente I’ed by an Employee BOOD0IEMZ 0 FongKellrA vacation 126302011 12502011 6.00000 Hours C = &dd Comment
90000419780 Jones,Cassandra L Vacalion 1202002011 120202011 8.00000 Hours ol = Add Comment

will appear with no status.

0. To send an absence back for Approve Reported Absences
- . - - Carrie Medders
correction, click the dropdown list in
the Review Status column and Select i i
Needs Corr (Correction). g et s

luuﬂuzmxg 0 Abbott Julie K Vacation nzmuzmz 020472012 800000 Hours [ [Reviewed =] Add Gomment
. - 20000161600 BarberkenL Vacation 12/2212011 122372011 1600000 Hours m Add Comment
NOte - You wi " nOt be ab I e to app rove 30000456830 Brinkley,Christy R g‘:r:' Family  poq3m012 021132042 £.00000 Hours l Eotry Add Comment
an absence Wlth a N eeds Corr status 4 0000456830 Brinkley,Christy R Vacation 02/27/2012 02202012 24.00000 Hours o s Comment
10. Click Add Comment to communicate el

Carrie Medders
information back to the employee.

Click for Instructions

10000278990 AbbotiJulie K Vacation 02012012 02101/2012  8.00000 Hours I [Reviewed =

Add Comment
20000161600 Barberkenl Vacation 12222011 12232011 16.00000 Hours m @
30000456830 Brinkley,Chisty R ?‘,‘:rke- Family 0430012 021132012 £.00000 Hours l H Edtry Add Comment
~
4 000045683 0 Brinkley,Christy R Vacation 02/27/2012 02/20/2012 2400000 Hours - Add Commaent
11. Enter a comment to communicate Approval Comments
Why the absence needs tO be Enter camments to be associated with the appraval and click the Save Camments
hutton to save them. To return without saving click the Return to Approvals Paoge link.
corrected. 4 i i

This ahsence was not on my calendar. | believe you've entered the wrong dates. Please delete and
re-gubmit Thanks|

Note: Be brief and professional when
adding comments.

12. Click the Save Comments button. Save Comments |
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13. scroll down to view all absences on
the Approve Reported Absences
displays.

Manager Absence Management

Approve Reported Absences
Carrie Medders

Click for Ingtructions

Absence Requests

[ung.

[ 5 z [ 2 |Entry
|Empi  |Red# Mame Absence Name [Begin Date EndDate  |Duration |Approve [Review status |
- H [ | [ ‘Qﬁm
Note: Comment links for Absence T T VETTINE oo r s ] ( [ovees 51
- - - 2 000016160 O Barber,Ken L Wacation 122212011 12232011 16.00000 Hours | Needs Con. -! dit Comment
entries with comments read Edit Sorverti iy E
3 000045683 0 Brinkley,Christy R Care 021372012 0211312012 8.00000 Hours g Iﬁweweﬂ v; G Add Comment
Com m e nt 4 000045683 0 Brinkley,Christy R Wacation 02/2772012 02292012 24.00000 Hours | uf -I Add Comment
5 000045683 0 Brinkley,Christy R Jury Duty 02/01/2012 020112012 8.00000 Hours f ‘i Add Comment
14 003601755 0 PotterH Vacat 01/03/2012 01/04/2012 16.00000 Hi r Add Comment [
H H- otter,Hamy J cation ours - mi
14. cCheck individual boxes to approve a L]
15 003601755 0 Potter,Hamy J Vacation 12222011 127242011 16.00000 Hours r L2 Add Comment
feW Select absences or CI |Ck the 16 003601755 0 PotterHamyJ Eil’f:a’;" 12002011 12302011 1.00000 Days O = Add Comment
17 000033541 0 Sunshine Marvin Vacation 123002011 12/30/2011 8.00000 Hours: r - Add Comment |
Select All button to approve all
Pp I
absences. T

15. The page displays with the Approved
boxes checked. Click Submit.

Submit |

16. The Approval Confirmation page
displays. Click OK.

Approval Confirmation

changes were saved.

Your Absence Events were approved and any Review Status

17. The Approve Reported Absences page
displays with the updated status
information.

August 23, 2012

Approve Reported Absences

Carrie Medders
Click for Instructions

Job Code | Job Title
I 000027809 0 appr | AbbottJulie K Acive 1207 CMS Project Office 0420 Inf Tech
Consultant 12 Mo
w 000016108 0 suo  fLouls.Nelym Acive 1002 Administiative ystems AZE . o T
. Consultant 12 Mo
= 003601755 0 S Potter Harry J Active 1002 Administrative Systems 0420 Infg Tech
*: Consultant 12 Mo
o Info Tech
r 000045883 0 appr Brinkley,Christy R Active 1207 CMS Project Office 0420 e
r 000037207 0 one | Burside,George K Acive 1002 Administrative Systems Diggi o Teen
; Consultant 12 Mo
» Info Tech
O 003439853 0 one || Fors Hamsan L Terminated 1207 OMS Project Offica szl | &
r 000041978 0 Sub Jones,Cassandra L Active 1283 Administrative Applications 3308 Administrator Il o
Info Tech
i 000016160 0 Sub BarberKen L Active 1002 Administrative Systems 0420 Gonsuant 12 Mo
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Manager Absence Management

View Absence Balances for Employees
This section demonstrates how to view current and prior absence balances for the employees in your

charge.

1. From the Main Menu, navigate to
Manager Self Service > Time
Management > Manager Balance Inquiry.

2. The Manager Balance Inquiry search
page displays. Note the Last Refresh
date. Select the Refresh Employee List
button.

3. The Building Security List information
page displays. Select OK.

4. The Manager Balance Inquiry search
page displays. Enter the Department for
which you want to view employee
balances.

Note: Use Department or EmplID
criteria when searching.

5. Select the Search button to begin the
search.

August 23, 2012

Favorites © Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions > Approve Reported
¥ — - - -

Search Menu:

[ ®

-
Appli 3
3 Alert-5150 3
(3 Campus Info 3
Carme  self service »
Clickfi ) _Manager Self Service:
7 515U Campus Solutions L Time Managermert - .
£ 535U Hurman ResaLrces ” [ Approve Time and Exceptions »
m 3 Recriting " [ Report Time L | Fi
1 Berefits , |~ Manager Balance Ihauiry
3 Time ard Labor § |=] Timekesper Balance Inquiry
5 3
r 4 :‘E'tbj P:;';Lg‘ Abserre Mgmt | Active 1307 CMS Praject Ofice
0 =etln
i 3 Reporting Tools 4 Active 1002 Administrative Systems
3 PeopleTools 3
| [=] My Personalizations Active 1002  Administrative Systems
Manager Balance Inquiry
Department: | <8 Name:
EmpliD: Q Empl Red#: +
Pay Group: Q
Union Code: Q
Payroll Status: [Active - HRStatus:  [Actve -

Refresh Employee Lisl  Last Refresh was: 02122112

Graduated Yacation Chan

Building Security List of Employees - Press "OK™ 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. Itis designed to improve perfarmance, and only needs to
be performed when something changes in that relationship, orthe list is older than a
settime (default 1 days) - inwhich case the list must be refreshed.

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

The system will enforce the build for the firsttime, as well as for lists older than the set
time {default 1 days). The list may be refreshed manually at any time.

Upon pressing "Refresh Employees”, this message will be displayed.
Fress OK to Continue with the build, or Press CAMNCEL to go ahead without updating
the list.

I Ok I Cancel

Manager Balance Inquiry

Search Criteria
Department: CIMS Project Office Name:
EmpiD: Q Empl Reds: Q
Pay Group: Q
Union Code: a
Payroll Status: [Active . HRStatus:  [Actve =
Search | Ciear | | Refresh Emploves Lis] Last Reiresh was 02128112

Graduated Vacafion Qhant

Search |
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Manager Absence Management

Manager Balance Inquiry

6. The Absence Balances tab displays.

Search Criteria

Department: 1207 @ CMS Project Office Name:
Note: Sick Balance, Vacation Balance, e a o h
and Personal Holiday Available columns r— N S——
d|sp| ay_ Search i Clear ] Refresh Employee LlsI LastRefresh was: 02128012

Last Finalized Balances for Employees Administered t
by Carrie Medders sl

Absence Balances  Compensatory Time | State Service for Absence _
| Empl pon | it
Mar Mame Baviol ey Red MHoliday Detaits:
Status -
Hbr Available

Active

1 AbboftJulie K 000027893 ] 1207 RO9 201111 120012011 165.854
2 Brinkley,Christy R Aclive 000045683 0 1207 ROG 201111 12/00/2011 860000 340000
3 Kasdan,Lucy Active 000019982 0 1207 ROG 201111 12/01/2011  421.000 364994
4 Marcum,Shirey Z Active 002480570 0 1207 R09  2011-11  12/01/2011 23.000 23003

7. Click the Compensatory Time tab to view Timekeeper Balance quiry
additional balances. The Compensatory

Department: 1207 @ CMS Project Office Name:
i H EmpliD: [ & EmplRed®: | Oy
Time page displays. el me
Union Code: Q
Payroll Status: [Acive =] HR Status: [acve =]
NOte: A" Compensatory Tlme typeS Of Search ] Clear \ RefrsshEmmuvsaus{ Last Refresh was: 02/28/12

leave display.

Last Finalized Balances for Employees Administered
by Carrie Medders

[ ABsEEs BaEes | compensatory Time | or Absence

ast
inalized
Period

1 Abbott Julle K Active 000027899 2011-11 12/01/2011 0000 0.000 0000 0000 0000 0000 [3
2 Brinkley,Christy R Active 000045683 2011-11 12/01/2011 0000 0000 0000 0000 0000 0000

3 Kasdan,Lucy Active 000018982 2011-11 12/01/2011 _ 0.000 0.000 0.000 0,000 ©0.000

8. Click the State Service for Absence tab to | Maneger Balance inquiry
view State Service Balances. The State

Department: 1207 CMS Project Office Narme:
Service for Absence page displays State r— A e
. Union Code: Q
Service Balances. D mr T

Search Clear Reftesh Employee Lis|  Last Refresh was 02128112

Last Finalized Balances for Employees Administered by Carrie

Brinkday,Christy R 000045683 0 2011-11 1200172011
Kasdan, Lucy Active 000019882 0 1207 ROS 201111 120172011 169.000 0.000 0.000 0.000
Active 002480570 0 1207 ROS _ 2011-11 1210172011
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Manager Absence Management

View Detailed Absence Balance Information for an Employee

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

Manager Balance Inquiry

i s P e e

EmgiD; aQ Empl Rede:

Pay Group: Q

Union Code: Q

Payoll Stones: [Active =] wsams:  [Aew =]

Search Clear Redresh Employes usj Lasi Refresh was: 022812

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.

State

Service FTE (Details
Carryover

0.000
0.000 0.000 B
0.000 0.000 B
0.000 0.000 B2

3. 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

[+ all Absence Balances
[ Absence Balances

[ Compensatory Time Balances

[ State Service for Absences

4. 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.

%MI Absence Balances

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

August 23, 2012

=~ Absence Balances

Customiz

Balances a=s of Date

CURREMT - Mot Finalized
1210112011

Period I

1 201112
2 2011-11
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Manager Absence Management

6. The Compensatory Time Balances section | = compensatory Time Balances

Customize | View Al | B2 | 2

contains the following tabs: [ cTO T Holiday Credt [ Hoiday CTO | Excess | 4DO | MNonExp ADO
a. CTO Period ID h; Balances as of Date
Holiday Credit 1201207 CURRENT - Not Finalized
c. Holiday CTO 2 2012-06 07/01/2012
d. Excess
e. ADO
f. Non Exp ADO

= State Service for Absences Customize | View All | = | 88 First M 14 ora B Last

[ State Service T State Service Hours T Service Hours Sick I Service Hours Vacation I Service Hours FTE ]

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

Previous

Period ID State Service Balance

‘Balam:es as of Date

1.2012-07

CURRENT - Not Finalized

State Service HOUrS 2 2012-06 Q71012012 20.000 1.000
c. Service Hours Sick
d. Service Hours Vacation
e. Service Hours FTE
8. Select the Return button at the bottom of Return

the screen to return to the main Absence
Balances screen.
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View the Graduated Vacation Chart

Manager Absence Management

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

Department: CMS Project Office
EmpliD: %

Pay Group: Q

Union Code: a

Payroll Status:  |Active -

Search I Clear ‘

Refresh Employee Lis|  Last Refresh was 0212812

Name:
Empl Reds: aQ
HR Status: [Active -

2. Select the Graduated Vacation Chart link
at the bottom of the screen.

Last Finalized Balances for Employees Administered
by Carrie Medders
Absence Balances | Compenssfory Time || Stele Serbice for Absence

1 AbbottJulie K 000027899 o 2011-11 120172011 | 165854
2 Brinkley,Christy R Active 000045683 L] 1207 RO9 2011-11 1210112011 860.000 340,000
3 Kasdan, Lucy Active 000019982 0 1207 ROS  2011-11 1210142011 421.000 364994
4 Marcum,Shirley Z Active 002480570 0 1207 RO9 2011-11 120112011 23.000 23.003
5 Nelson,Roger T Active 000081654 o 1207 RO3 201111 120112011 383270 241.218
‘ & Nickerson,Ned L Active 000057344 a 1207 RO9 201111 1210192011 680000 285341
7 Rogers.JennyR Active 005537675 o 1207 RO9  2011-11 1210142011 94.000 48.682
8 Sampson,Dana X Active 008200452 0 1207 RO9 2011-11 1200172011 16.000 13334
Graduated Vacation Chart
3. The Graduated Vacation Chart displays.
This chart displays monthly vacation SUMMARY OF VACATION ACCRUAL RATES e e
- - MONTHLY MAX VACATION:
accrual rates, along with maximum s VACATION | oy | e ey
RATE PER YEAR CLASSIFICATION YEARS OF SERVICE SERVICE
vacation accrual allowances, based on 0.3 VEARS: 170 36 MONTHS 620HOURS | 10 e Nk A 80 HOURS, 480 HOURS
3-8 YEARS: 37 TO 72 MONTHS 10 HOURS 15 _M80 W& WA 384 HOURS 440 HOURS
employee State Se rVICe. £-10 YEARS: 7370 120 MONTHS 11 173 HOURS 17 ___UNT1 A WA 272 HOURS 384 HOURS
10-15 YEARS: 121 TO 180 MONTHS 12 273 HOURS 18 120HOURS | 24DHOURS | 272HO il
15-20 YEARS: 181 TO 240 MONTHS 14 HOURS 21 UNT 3 NiA WA 320 HO 440 HOURS
20-25 YEARS: 241 TO 300 MONTHS 15 13 HOURS =] o UnTs 120HOURS : 240HOURS :  320HOURS @ 440HOURS |
OVER 25 YEARS: 301 MONTHS AND UP 16 HOURS 24 - SOHOHRS A AL oy JogLaes -
bt ———————) P UNTE | 240HOLRS | 240HOURS 21ZHOURS | 384 HOURS
VACATION ACCRUAL RATES FOR ELIGIBLE CLASSIFICATIONS IN UNT 7 120 HOURS 240 HOURS 272 HOURS 384 HOURS
EXECUTIVE (ME), MANAGEMENT (M80), IOURS 272 HOURS,
COMFIDENTIAL (C99), FACULTY (Unit 3) 16 2 73 T T
AND ACADENMIC STUDENT (UNIT 11) UNT10 200 HOURS | 240 HOURS Fir] rjg‘uﬁ“s
UNIT 11 NiA NiA 80 HOURS
____UNm12 WA A 272 HOURS
ES9 i 120HOURS : 240 HOURS 272 HOURS, 384 HOURS _
C99 120 HOURS 240 HOURS 384 HOURS 384 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.

August 23, 2012

Department: 1207 @ CMS Project Office
EmpliD: Q

Pay Group: Q

Union Code: Q

Payroll Status:  |Active =

Search | | Clear |

Reftesh Employee Lis| ~ Last Reffesh was: 02126/12

Naime:
Empl Red#: a,
HR Status: [Actve -

Last Finalized Balances for Employees Administered Find [ view 1 [ &) # e 0
by Carrie Medders e B Loy
[ Absence Balances | Compensatory Time T Slate Service for Absence
Balances Sick Leusonal
abesd @1 Jioking foetric
1 Abbott Julie K Active 000027899 0 1207 RO8  2011-11 120012011 8000 1650854 []
2 Brinkley,Christy R Active 000045683 0 1207 RO8 201111 12/01/2011  860.000  340.000
3 Kasdan,Lucy Actve 000019982 O 1207 ROZ 201111 12001/2011 421000 364994
4 Marcum Shirley Z Active 002480570 O 1207 _ROS 201111 12012011 23000 23003 o
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Manager Absence Management

Report No Time Taken for an Employee

1. From the Main Menu, navigate to
Manager Self Service > Time
Management > Report Time > Manager
Absence Entry.

Favgrites  Main Menu
i 1 Search Menu:
5
Personalize I ® -
T Employee Self Service

£ Alert-5I5U » =
Search: o e AlertSISU Time Reporting s Benel

£3 Campus Info r 4] E

. @ Self Service 12 Rlert @ IS11 Sywmman Emplovee Balance inmary Benef
';é‘:;"f:f £ Manager Self Service S Rencrt Time Depenl
o Goif e (5 S¥0 Campus Solufions | ) Time Management — 2o
b Manager 3 SISU Human Resalrces v g :’Jp;:ETT“E Excepio ’ ‘LL
b SJSUCAI ~; Recuitiny il == L TN
I 55U Hu ; Berefits “ ) "i}jﬁ Pa “ETMarage Baance Inquiry Manager Absence Entry o
(> Recruiting g [ e e Y
DEEneﬁlsl & Time and Labcr 5 vy [F] Timekeeper Balance Inqu. | ol
b Time and [y Global Payrall & Absence Mgmt v e L T S M
Erofessional Training

fg‘“t‘i,“'fj &1 Set Up HRMS L Erotessionsl Trainin E‘F"gg‘g_
I;REapnanq £ Reporting Tools . 1 Mor
b PeapleTo £ PeopleTooks " || 22| Recruiting Acthties
|- MyPersol -] My Personalizations ﬂjlv_

—= Careers

2. Click the EmplID of the employee for
whom you want to report an absence.

Note: The grid can be sorted by clicking
any column title. Alternate approvers
may wish to sort by DeptID or Dept
Name for ease of entry.

Manager Absence Entry

Carrie Medders

Click for Instructions

Info Tech
000037898 0 Appr AbbotiJulie K Bctive 1207  CMS Project Offics oo KOIEL
000016160 0 Sub BarberKen L Active 1002 Administrative Systems 0420 Infa Tech;
e j Consultant 12 Mo
000045683 0 Appr BrinkleyChristy R Acive 1207 CMS Project Offce page,  Ealed
2 Cansultant 12 Mo
) Info Tech
000037207 0 None Bumnside,George K Active 1002  Administrative Systems 0420 Cansyltani 42 Mo
Info Tech
005085003 0 sub Buterworth,Paula K Actve 1002 Administrative Systems G0 B e
000016342 Sub Fong Kelly & Active 1002 Administrative Systems 0400 :‘ga;:"mg’“'“"‘s'
003439853 0 Mone  Ford,Hamison L Terminated 1207 CMS Project Office 0420 Infatagn &
j Consultant 12 Mo
000041878 0 sub Jones Cassandra L Bctive 1283 Administrative Applications 3306 Administatorll
Info Tech

w

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

Note: Existing absences for the current
pay period will be displayed in the top
grid. The From and Through dates can be
changed to show absences from other
pay periods.

Report and View Employee Absences

Jenny Rogers

005537675 1}

Info Tech Consultant 12 Mo 0420
CMS Project Office 1207

Click far Instructions

From |02i01/2012 [3 Through 02292012 [5

First 0 A of 1 Last
Last Updated

Existing Absence Events

‘Absence Name Begin Date Unit Type:

4. In the bottom grid, the Absence Name
“No Time Taken” defaults to the current
pay period Begin Date and End Date. If
this is correct, click the Submit/Approve
button.

August 23, 2012

Enter New Absence Events

[Absence Name Unit Type

. \Absence
) ¥
‘Beqin Date End Date Durati

=] ozoti2012 5] (0292012 )

|[Mo Time Taken Add Comments =

Calculate Duration |

Timesheet

To the best of my knowledge and belief, the infarmation
subrnitted is accurate and in full cormpliance with legal

and CSU policy
Submit/ Approvs

Page 11 of 16




Record an Absence for an Employee

Manager Absence Management

1. Select the Absence Name from the
dropdown menu.

Report and View Employee Absences

Jenny Rogers

005537675 o

Infa Tech Consultant 12 Mo D420
CMS Project Office 1207

Click for Instructions

From |02/01/2012 [5]

Existing Absence Events

Through  |02/29/2012 [5

\Absence Name Begin Date

First B0 4 of 4
Last Updated By

S D
Mo Time Taken > [N02001/2012 [a) (0272972012 [5)

Haliday ADO Expiring Take

Add Camments =
BereavementFuneral
CTO Take

Haliday CTO Take
Jury Duty

Mo Time Taken
Parental Leave

policy reguirements.

EuhanAppmvé

=st of my knowledg e and belief, the infarrnation
d is accurate and in full compliance with legal

Personal Holiday
Sick- Bereavement
Sick- Family Care
Sick - Self

Employee In List  Mext Employee In List

2. The Absence Balance is displayed.
Confirm that the Balance covers the
absence you are recording.

Report and View Employee Absences

Jenny Rogers

005537675 [t}

Info Tech Consultant 12 ko 0420
CMS Project Office 1207

Click for Instructions

From [0201/2012

Existing Absence Events

Through 02232012

|Absence Hame

Enter New Absence Events

|Absence Hame

]

Hours  Add Comments =1

Calculate Duration

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

submitted is accurate and in full compliance with legal
and C5U policy requirernents,

SubmmAmeé

Return to Erployee List  Previous Emplovee In List — Mest Ernplovee In List

3. Enter the Begin Date and End Date.

4, Click the plus (+) icon to add rows for
additional absences.

August 23, 2012

Page 12 of 16



S

To add Partial Hours:

a. Select Partial Hours from the
Partial Days dropdown menu

b. Enter the Hours per Day.

Manager Absence Management

Report and View Employee Absences

Jenny Rogers

005537675 0

Info Tech Consultant 12 Mo 0420
CMS Project Office 1207

Click for Instructions

From |02/0172012 [5

Existing Absence Events

Through |02/25/2012 [+

|Absence Name Begin Date

Enter New Absence Events

|Absence Name *Begin Date Balance

[vacation =] zoti2012 () (020172012 [ 45682 [Mone | Hours Add Comments [=]

[Sick- Sell =] 02062012 () (020612012 [ 88 Partial Hours ~ 4.00 Hours Add Comments [=]
MNone

Timesheet

To the best of my knowladge and belief, the information
submitted is accurate and in full compliance with legal
and CSU policy reguirerments.

Suhm\UApprnvé

To add any comments, select the Add
Comments link.

Note: This is required if the Add
Comments link is red.

Enter New Absence Events

|Absence Name Balance |‘Partial Days

[vacation =] [p2701/2012 5y 020172012 [5) 45682 [None =l Hours  Add Comments =
[sick- selt =] [n2i08i2012 [5) [0206r2012 [5) 86 [Partial Hours =] | 4.00 Hours  Add Comments =
[sick- Family Care =] [par27i2012 [5) ) 86 None - Hours IAmﬁ cnmmemsl =

Enter a comment as prompted. 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.

Please enter relationshin of family member: child| I

Click the Save Comments button.

Save Comments I

The Comments link reads Edit
Comments when a comment has
been entered.

[Enter New Absence Events i iy 5 _
[Vacaton =] (020172012 [ [02012012 i 45662 [Nene =]
[sick-ser =] (02062012 [ (02062012 [ 86 [Patial Hours =] | 4.00
=] 02272012 Gif [0228r2012 iy 86 [Nene =]

T
Hows  AgdComments [¥] 5]
Mows  adg comments (%] =]
wows | Editcommentz |%) =1

10.

Once all absences are entered, click
the Submit/Approve button.

Ta the best of my knowledge and belief, the infarmation
submitted is accurate and in full compliance with legal
and CEL policy requi

Subrmit § Approve

11.

Click OK on the Submit Confirmation
page.

August 23, 2012

Submit Confirmation

V The Absence(s) were submitted successfully.

Page 13 of 16




12.

The Report and View Employee
Absences page displays.

Manager Absence Management

Report and View Employee Absences
Jenny Raogers

0054527675 0

Info Tech Consultant 12 Ma 0420

CM8S Project Office 1207

Click far Instructions

From |02/01/2012 [ Through  |02i29i2012 [5)

Existing Absence Events

[Absence Hame i ey LI et |Last Updated By

Yacation 020012012 020012012 8.00 Hours Spproved  Carrie Medders - FOR DEMOS  [i]
Sick- Self 02i06/2012 02062012 4.00 Hours Approved  Carrie Medders - FOR DEMOS  [i
Sick- Family Care 0202712012 0242812012 16.00 Hours Approved  Carrie Medders - FOR DEMOS [l

Enter New Absence Events

[Absence Name

||NUTimeTaken =1 0z012012 (5 02292012 [5 Add Comments [=]

Calculate Duration I

Timesheet T % z
To the best of my knowledge and belief, the information

submitted is accurate and in full compliance with legal
and CSU policy reguirements

SubmltIApprovd

Return to Ermployee List Previous Emplovee In List Mext Emplovee In List

13.

Use the navigation links at the

bottom of the page to move from one

employee to another.

August 23, 2012

Return to Employee List Frevious Employvee In List  Mext Emplovee Ih List
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Manager Absence Management

Delete an Unprocessed Absence
Managers, supervisors, work leads, and alternate approvers can delete absences with a Reviewed,
Submitted or Approved status.

1. To delete an absence, click the trash can Report and View Employee Absences
q . . Jenny Rogers
icon in the far right column. 005537675 D

Info Tech Consultant 12 o 0420
CMS Project Ofice 1207

Click for Instructions

From 0201/2012 [3 Through  |02i29i2012 [5)

Existing Absence Events

[Absence Hame Begin Date

Wacation 0200172012 020142012 8.00 Hours Approved  Carrie Medders - FOR g rﬂ_ﬂ
Sick- Self 027062012 D2/0BS2012 4.00 Hours Approved  Carrie Medders - FOR DEMOS M
Sick- Family Care 027372012 0212852012 16.00 Hours Approved  Carrie Medders - FOR DEMOS E

2. Confirm that the absence to be deleted is | Confirm Delete

the correct one.
‘/ Click Yes to Delete this Absence Event

I Absence: Vacation  Begins: 2172012 Ends: 2/1/2012 I

3. To continue deleting the selected
absence, click the Yes button.

Yes MNo

4. Confirm that the absence is no longer Report and View Employee Absences
A a O Jenny Rogers
listed in the Existing Absence Events D0SE3TETE O
. Info Tech Consultant 12 Mo 0420
section. CMS Project Office 1207

Click for Instructions

From |0201/2012 [ Through  |02i29/2012 [

Existing Absence Events C ize | Find | E‘I i Firt B 12 02 B et

5 Absence | . ence
Begin Date |End Date ion |UmitTvpe | Last Updated By
Begin Date (End Date Hireticn Unit T = Last Updated
020082012 020812012

4.00 Hours Approved  Carrie Medders - FOR DEMOS
Sick - Family Care 02i27r2012 0272852012 16.00 Hours Approved  Cartie Medders - FOR DEMOS

August 23, 2012 Page 15 of 16



Manager Absence Management

View Prior Absence Transactions for an Employee

1. on the Report and View Employee
Absences page the current pay period is
the default display.

Report and View Employee Absences

Jenny Rogers

005537675 i

Info Tech Consultant 12 Mo 0420
CMS Project Office 1207

Click for Instructions

From  [02/01/2012 5 Through  [02/26/2012 [5)

Existing Absence Events

[Absence Name Beqin Date Last Updated By

Yacation 02i01/2012 02012012 8.00 Hours Approved  Carrie Meddets - FOR DEMOS
Sick - Self 02i06/2012 02062012 4.00 Hours Approved  Carrie Medders - FOR DEMOS

===

Sick- Family Care 0202702012 0202802012 16.00 Hours Approved  Cartie Medders - FOR DEMOS

Enter New Absence Events

[Absence Name

||NnT|meTaken | [p2m102012 5 (0272972012 |5 Add Comments =

Calculate Duration |

Timesheet : 7 x
To the best of my knowledge and belief, the information

submitted is accurate and in full compliance with legal
and CSU palicy requirements.

SubmitJ‘Approvd

Returnto Employee List  Previous Employee In List  Mext Emplovee In List

2. Change the From date and Through
dates to view a different set of absence
transactions.

[02/28/2012 5

From (] Through

3. The Report and View Employee Absences
is refreshed, reflecting the new dates.
Repeat this process to view a different
set of absence transactions.

August 23, 2012

Report and View Employee Absences
Jenny Rogers

005537675 0

Info Tech Consultant 12 Mo 0420

CMS Project Office 1207

Click for Instryclions

Sick - Self 101172011 10142011 1.00 Hours Employee Self Service
Sick- Self 1042152011 1042172011 1.00 Hours Finalized Employee Self Senvice
Wacation 110022011 11022011 2.00 Hours  Finalized Employee Self Service
Wacation 1A 42011 1171472011 8.00 Hours Finalized Employee Self Service
Sick - Self 11152011 11152011 1.00 Hours  Finalized Employee Self Service
Sick - Self 1M 62011 111672011 8.00 Hours Finalized Employee Self Service
Wacation 1102372011 1142372011 8.00 Hours  Finalized Employee Self Service
Sick- Self 12/06/2011 120672011 8.00 Hours In Process Employee Self Service i}
Wacation 1200972011 1200972011 3.00 Hours  InProgess Employee Self Service ﬂ
Mo Time Taken 0170172012 01/31/2012 Approved  Carrie M Medders - CHS o
Sick- Family Care 022772012 02128/2012 16.00 Hours  Approved  Carrie Medders - FOR DEMOS ﬁ
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