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Deadlines for reporting and approving absences and No Time Taken

Deadlines for keying your
No Leave Taken, or taken
absences can be found on
the Human Resources,
Payroll page.
http://www.csus.edu/hr/d
epartments/payroll/index.
html

Note: Your department
timekeeper may set an
earlier due date/deadline
in order to allow for
reviewing and correcting
absences prior to
approvals.

Don’t wait to enter your
absences! Enter time taken
as it occurs, you can even
enter time up to one
month ahead.

§ » My Sac State ¥ Contact ¥ Directories _
\

Y
ABOUT ACADEMICS ADMISSIONS ATHLETICS MAKE A GIFT QUICK LINKS v
SACRAMENTO
STATE

$ OFFICE OF HUMAN RESOURCES

HR Home PAYROLL SERVICES

Office Of The Vice President
Contact Us

Departments Payroll Services is dedicated to processing accurate and timely

compensation for all faculty, staff, and student employees while adhering to

University guidelines as well as federal and state regulations. We are a

Classffication And service-oriented department committed to assisting employees and Fax: (916) 278-6220

Compensation administrative departments. Office Hours: M-F 9 a.m. to 3 p.m.
(Open during the lunch hour)
Campus Zip: 6032

Employment Equity Submit A Suggestion
February 2013

Direct deposit for January master pay

Del Norte Hall 3006

Benefits Telephone: (916) 278-6211

Disability Leaves

Employment Services

Labor Relations And
Compliance - Key January Time and Labor (1/1 through 1/30) WITH KEY Quick Links

HATERE 1iR0 Collective Bargaining Contracts

Payroll Forms Approve January Time and Labor and deliver timesheets to Net Pay Calcuiator
payroll by 3:00 PM Salary Schedule

PN S 2012/13 Payrol Calendar
Timekeeper List Non master payday for January 2013 Monthly Deadlines

Payroll
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Navigating to Report and View Absences Page

Log into the My Sac
State Portal at:

https://my.csus.edu

Using your SacLink
Username and SacLink

Password

Once logged in, navigate

to the middle of the
page to the Employee
Center.

Saclink Usermname |

Login] | Manage Password
Usemame/Password Help

Prevent unauthorized use of your personal
information. Close all Web browser windows when
you are finished (quit on a Mac). Logging into the
Central Authentication Service (CAS) with your
SaclLink account authorizes you for all other online
services that use CAS.

S Related Links

About Sac State r?

Office of Human Resources @
Admissions &

Online Parking Services &2
Parent Fee Payment &
Accessibility at Sac State @

3/13 12:€ 3 Employee Center

»  Employee Center ¢?

- View Paycheck 2

- Compensation History i?
- Current Leave Balance (@

S Special Announcements

Student Fees

The CSU makes every effort to keep student costs
to a minimum. Fees listed in published schedules or
student accounts may need to be increased when
public funding is inadequate. Therefore, CSU must
reserve the night, even after initial fee payments are
made, to increase or modify any listed fees, without
notice, until the date when instruction for a particular
semester or quarter has begun. All CSU listed fees
should be regarded as estimates that are subject to
change upon approval by The Board of Trustees

§ Systems Notices

There are no announcements at this time.

3 Prospective Students

‘Want To Study At Sac State?

If you are interested in becoming a student at
Sac State, please complete our online
prospective student form (7 to receive more
information.

S Emergency Notification System

# Trusted sites | Protected Mode: Off o v ®125% -

S SacCT (Blackboard)

' S Campus Data Warehouse

» SacVault @@
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Navigating to the Report and View Absences Page

W] Main Menu > Self Service >

In the Employee Center, 3 Employee Center
Choose Report and View
Absences link.

View and update your Personal, Payroll, Leave Balances and Benefits Information

“ | Mgr Absence Approval & Inquiry
" Sacramenta custom manager self service Approval & L]
Inquiry

=] Mana
=] Manager Balance Inquiry
=) Multi Report

The Report and View I
Absences page appears.

The page includes the

following:

a) The page header, with
personal information
such as name, job code,
department

From and Through date
selectors

c) Existing absence events

'I_T" Compensation History
=] Review compensation history for base, variable, and
stock options

-E"‘ Benefit Provider Contacts
1= Benefit Provider Contacts

'I-_—" View Reporting Relationship
View my reporting relationship
applications.

=== Faculty/Other Employment
1= View Faculty/Other Employment Opportunities (Link
opens in New Window)

== OnecCard Services

b)

[T

T’:"‘l Personal Information Summary
4 Review a summary of your personal information

i_f"l Health Care Summary
=] Review a summary of your health c3

-5"' Current Leave Balances
= View Current Leave Balances

'-_—"l Staff/Management Employment
#— View Staff/Management jobs and manage your

B8] s Card Serviess (Link opans in New Windaw)

[F== View Paycheck
Ll ‘ Review current and prior paychecks.

'E Benefits Summary
Review a summary of current, past or future benefit
enrollments.

nroliments.

E’] Report and View Absences
‘—! Report and view employee reported absences

ﬁ Staff/Management Instructions
StaffiManagement Instructions (Link opens in New
Window)

d) Enter new absence
events

Calculate duration button
Submit button

Click for Instructions

From 100012012 3 Through |10/30/2012 [0

e)
f)

Existing Absence Events

Absence
Begin Date ’Eoumﬂon

Absence Name

Customize | Find | @[ L]

Unit Type

First (4] 1of1 2] Last

Last Updated By

Enter New Absence Events

Absence Name

Note: The From and Through

No Leave Taken ~ [10/01/2012 [ 10/30/2012 [

. g Ab
‘Begin Date End Date F::[riﬁ Unit Type

11

Add Comments [+] [=]

dates at the top of the page
default to the current pay

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

period that has not been
“closed” by Payroll. You can

change these dates to view
previous period submissions.

[T
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Reporting an Absence

In the Report and View defeavememFunem o | iufanis | Sma |

Ab sences p a g e as Fa gg g:;rgrl:tné E;]m :e » Employee Center > Mgr Absence Approval & Inqury > Manager Absence Entry
described in the previous CTO Take \
R Dock
section. Holiday ADO Expiring Eam
Holiday ADO Expiring Take
Holiday CTO Premium Eam
Holiday CTO Straight Eam
Select an absence type e
fro m t h e d rop d own il Spouse/Domestic Partner
Miltary Leave ‘
menu under Absence No Leave Taken hrough 10302012 3t
QOrgan Donor/Bone Marrow
Name Parental Leave CusommeandIﬁlﬁ First K 1 o1 Ml Lagt

Personal Holiday ] Absence
Professional Development Begin Date  (End Date Duration Unit Type  |Last Updated By
Sick - Bereavement
‘Beqin Date  |End Date 32:::: ;: Unit Type T’»
+

Note: The types of absences Sick - Famiy Care
available for you to pick will Sck-Seff
depend on your classification Loion Non-Rebursed

R4 . Union Reimbursed
and bargaining unit. Vacaion

No Leave Taken v 1000122012 (1 103002012 [31) Add Comments 1
3. Once plcklng an | Calculate Duration |
absence name, enter -y S
tfroe begin date of the | St e et gt g ar
absence. YOU may type CSUpoIicyrequiremenls.‘
. . Submit / Approve
in the date or click on

the calendar icon and
choose a date.

Return to Employee List ~ Previous Employee InList ~ Next Employee In List

Note: Your absence entry i
cannot start orend on a i
campus holiday. I =

+/ Trusted sites | Protected Mode: Off gy R1s% v
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Reporting an Absence

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. The system will not allow
you to enter an absence(s) that
exceeds your available balance.

If the time between the
Begin Date and End Date
includes weekends or
campus holidays, the
system will omit those
days from the
calculations. Click on
Calculate Duration Button

Click for Instructions

From 10012012 B qyrgygn 11292012

Existing Absence Events Customize | Find | @ [ LT e
Absence

uratmn

152012':; 0470012 B 14343 None v U0 Hows  AddComments [+ [=]

Absence Name Begin Date |End Date

Enter New Absence Events

v

 Calculate Duration |
Al

Trgeshee To the best of my knowledge and belif, the information

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

Submit/ Approve

Retumto Emplovee List ~ Previous Employee InList ~ Next Emplovee In List




Reporting an Absence

If your absence was for
less than a full day and
your are non-exempt,

select 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.

el W

Click for Instructions

From 10012012 i

Existing Absenza Events

Absence Name

Through 11292012

Customize | Find | @l First [ 10f1 ) Last

it Fnd D gtﬁ:t“;’s UnitType | Last Updated By

Enter New Absence Events

Absence Name

Hours  |Absence
‘Beqin Date  |'End Date Balance (Parlml Day por Day il Duralmn Unit Type TT

Vacation v (10152012 0 104502012 o 134343  Partal Hours '\ 400 400 Hours Add Comments l B
CacuteDuzion |
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 / Approve
Return to Employee List ~ Previous Emplovee InList ~ Next Employee In List




Reporting an Absence

Click on the Add
Comments link to add a
comment for the absence.
Some absences require a
comment to be added,
such as Sick Family Care.
When this is required the
Add Comments link will
appear in red.

Enter a comment for the
absence. When you cllck/
on the link text will
indicate what information
you are required to

provide. \

Once you have finished,
click on the Save
Comments button.

L1

Click for Instructions

From 100122012 [3j Through |11/29/2012

Existing Absence Events Customize | Find | 0| B First Bl 4 or1 B Lo

Absence
Absence Name Begin Date  |End Date Duration Unit Type  |Last Updated By

Enter New Absence Events

Hours |Absence
Absence Name ‘Begin Date “End Date Balance |*Partial Days per Day |Duration Unit Type

Sick - Family Care - 10/15/20121 | 10/15/2012 [31 88 Partial Hours ~ \ 400 4.00 Hours Add Comments E

Calculate Duration I /
Timesheet To the best of my knowledge and belief, the information
submitted is accurate and in full compliance i and
CSU policy requirements.
Approve

B 0 Employee List Previous Employee In List Next Employee In List

Absence Event Comments

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

Please enter relationship of family member:

Save Comments

Return to Entry Page




Reporting an Absence

To report additional
absences, click the plus
sign at the end of the row.
To remove an absence,
click the negative sign at
the end of the row.

Remember to click on the
Calculate Duration button
and the columns will show
the duration of each
absence.

To submit your time, click
the Submit button.

Once submitted you will
receive a confirmation
message that it was
submitted successfully.

Click for Instructions

From 10012012 ) pugugy (11292012 [

First n1of1ntasz

Last Updated By

Existing Absence Events

Customize | Find | @| #

Absence
Absence Name Begin Date  |End Date Durauo = Unit Type
Enter New Absence Events
‘Beqin Date  ['End Date Balance |*Partial Days Hours N Absence Unit Type
per Day Da Duratlon

Absence Name

Sick - Family Care v 10/15/2012 ’_U 1015/2012 [+ 88 Partial Hours v | 4,00 Hours Edit Comments
Vacation v [10162012 [ 101822012 [5i) 134343  None v 2400 Hours  Add Comments I E]
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 / Approve

g 4
Return ovee List  Previous Employee InList ~ Next Employee In List
L

Submit Confirmation

‘/ The Absence(s) were submitted successfully.

OK I




Reporting No Time Taken

The default option for
absences is “No Leave
Taken”. \
Review the pay
period dates to
ensure that you are

entering time for the
current pay period.

If you have taken no
time, click the Submit
button.

The entry now
appears in the
Existing Absence —__|
Events section. Your
entry has now been
submitted for review.

Click for Instructions

&l

From 10012012 [3) 103012012 30

Through
Existing Absence Events

n 10f1 D Last

Unit Type ’ Last Updated By

Customize | Find | D| B

Duranon

Enter Naw Absence Events

Absence
*Begin Date *End Date Dizatlon, Unit Type rr

v hoo12012 [ 10302012 31 Add Comments  [+] [=]

Absence Nama

No Leave Taken

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

Click for Instructions

From 100012012 [3] Through |10/3072012 3

Existing Absence Events

Customize | Find | Q| ]

First n 10f1 u Last
Begin Date End Date gbsence
tatus

10/01/2012 10/30/2012 Submitted

Absence Name Last Updated By

No Leave Taken Edelman, Darlene

Enter New Absence Events

Absence Name

*Begin Date  |End Date fhsence  ynit Type
uration

~ 100172012 [31) [10/30/2012 [3y Add Comments

No Leave Taken

Calelate Diration |

10




Reporting Absences or No Time Taken

Once time has been
submitted, the Absences
then moves up into the
Existing Absence Events
section and the Absence
Status is updated.

Status Types:

Submitted — you
submitted the time for
review, but it has not
been approved by a Mgr.

Reviewed — Reviewed by
a timekeeper.

Needs Correction — Mgr
reviewed the time, but it
needs correcting.

In Process — Being
reviewed by Payroll for
finalizing.

Resolved — Prior Period
Adjustments were
entered by Payroll.

Click for Instructions

From |10/01/2012 [

Existing Absence Events

Absence Name

Through |10/30/2012 [

Customize | Find | ILT—|| B

- Absence
Begin Date End Date DiTation

Unit Type

Last Updated By

First n 10f1 n Last

Absence Name

No Leave Taken

Enter New Absence Events

i - - Absence .
Begin Date End Date Duration Unit Type

~ lhoo12012 i [10/30/2012 34l

Add Comments

[+ [=]

Calculate Duration

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

Submit

Click for Instructions

From 10012012 [y

Existing Absence Events

Absence Name Begin Date lEnd Das —

10/30/2012  [3)

Throug

10/01/2012

10/30/2012

a1
Customize | Find | @| Bt

Absence
Status

Submitted

First n1of1 n Last

Last Updated By
Edelman, Darlene

Enter New Absenc

-No Leave Taken

e Events

v [10/01/2012 [3) [10/30/2012 [

Absence Name *Begin Date *End Date g?::—g:: Unit Type ’7’7

[+ (]

Add Comments

Calculate Duration |
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Correcting an Absence Entry

Please note you can correct
any time that is still in a
submitted or Needs
Correction status during the
open pay period. If you
need to correct time to a
previous submitted pay
period, you can “add” new
time up to 3 month prior.

However if time needs
correcting or changing such
as changing Vacation time
to Sick time for prior closed
pay period, a paper
Absence Request Form
must be submitted to
Payroll to make the
adjustment. You may get a
message for prior time.

Please Mote: This entry falls in a prior period that has already been finalized.
(27500,342)

Payroll has already finalized the calendar period in which you have made this

entry. You can continue but keep in mind that Payroll will need to perform a
manual adjustment to properly record your entry.

OK I

12



Correcting an Absence Entry

When your timekeeper
and/or manager reviews
your absence entries, they
may send an entry back to
you for correction. This
correction may come in
the form of an email and
you will be required to
correct your time.

Navigate to the Employee
Center, and Report and
View Absences.

Your current absence
entries appear. Locate the
absence that needs
correcting and click on the
delete icon next to the
entry.

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

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

The following Absence Reguest has been marked "Needs Correction” by Estella Drummile: '

Comments associated with the review:

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

From 03022011 5 nrougn 03312011 &

Existing Absence Events Customize | Find | it

First ) 42012 L2 Last

Absence Name ‘ Date ml:s:;cne Unit Type |Absence Status  |Last Updated By F

Sick - Family Care 03/15/2011 03/15/2011 8.00 Hours Rewewed

Drummle Estella

Vacation 03/30/2011 03/30/2011 8.00 Hours  Needs Correction Drummle Estella ﬁ

Confirm Delete

‘/ Click Yes to Delete this Absence Event

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

[ Yes | No [

13




Correcting an Absence Entry

Re-enter the absence Enter New Absence Events
. Absence Name *Beqin Date End Date Balance |*Partial Days Absence Unit Type
entry with the correct Duration
information. then click | Vacation ] [03202011 i) 03202011 i) 137.02 [Nome 7] 8.00 Hours
’
the Submit button. Calculate Duration |
Timesheel 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
You will receive a

confirmation message Submit Confirmation

that your absence

entries were submitted. ‘/ The Absence(s) were submitted successfully.
Click OK.

from 03022011 [ proun 033172011

The corrected absence

entry now appear in the Existing Absence Events Customaze|F|nd| First (4 4.2 0f 2 %) Last
. . Ahsence Absence

Existing Absence Events | [2i BeqinDate |EndDafe |p, rafin Sty [LostUndated Dy ’7

section. 03/15/2011_03/15/2011 8.00 Hours ___Reviewed Drummle Estella

03/29/2011 03/29/2011 8.00 Hours  Submitted Pirrip,Philip

14



Viewing Leave Balances

Viewing your available
leave balances can
help you track your
available sick leave,
vacation leave,
personal holiday, and

compensatory time
off.

Navigate to Employee
Balance Inquiry page
by going through
Employee Center,
Current Leave
Balances.

Lun% Employee Center

View and update your Personal, Payroll, Leave Balances and Benefits Information

/ | Mgr Absence Approval & Inquiry == Personal Information Summary
L~ Sacramento custom manager self service Approval & ‘.l_J Review a summary of your personal information

Inquiry

i) Approve Reported Absences
I=l Manager Absence Entry

= Multi Report

i Compensation Histo E ealth Care Summary
¢ Review compensation history for base, variable, and S Review a summary of your health care enroliments

stock options

== Benefit Provider Contacts —

— ""—"“ Current Leave Balances
L Benefit Provider Contacts I View Current Leave Balances

E View Reporting Relationship

E StaffiManagement Employment
View my reporting relationship ‘—J

View StafffManagement jobs and manage your
applications.

E” OneCard Services
aculty/Other Employment Opportunities (Link I——-J OneCard Services (Link opens in New Window)

opens in New Window)

Main Menu > Self Service >
-

E"‘ View Paycheck
“—J Review current and prior paychecks

i_-:" enefits Summary
{ Review a summary of current, past or future benefit
enrollments

L".i'i Report and View Absences
= Report and view employee reported absences.

"'El” StaffManagement Instructions
StaffManagement Instructions (Link opens in New
Window)

15



Viewing Leave Balances

There are multiple tabs
of information.

a) Absence Balances

b) Compensatory
Time

c) State Service for
Absence

To view additional
details on your
balances, click on the
Details icon.

Select a tab to view
details relating to that
balance type. To return
to the previous page,
click on the Return
button.

Employee Balance Inquiry
Philip Pirip
800000000
Admin Analyst/Spcist 12Mo 1038

IT-Training 10356

Last Flnallzed Balances
Absence Balances I Compensatory Time I StateSetmfurAbsenoe

Customize | Find | Vi

Fumlln-::; Balances Sick | Vacation
as of Date Balance| Balance

2011-01 02/01/2011 33500 137.020

1 Pirrip,Philip Active 800000000 10356 R09

0B

Graduated Vacation Chart

Empl
Red

Nbr
Active 800000000 0

Sick
Balance

Vacation
Balance

Union
Code

Payroll

- Balances
Status Finalized —

Period as of Date

2011-01

Department

EmpliD

Last ‘

1 Pirrip,Philip 10356 R09 02/01/2011 33500 137.020

Personal

Holiday (Details

Available

Absence Balance Details

EmplID: 800000000 Philip Pirrip Empl Rcd#: 1] Last Period Finalized: 2011-01
Department: 10356 IT-Training Union Code: RO9 Payroll Status: Active
= All Absence Balances Customize | View All | | First [ 13 0r3 [*] Last
Sick ‘Vacation Personal Holiday CcTO Holiday Credit Holiday CTO Excess ADO Non Exp ADO State Service E)

Sick Adjusted

Sick Balance

Sick Earned Sick Taken

Balances as of Date

1 2011-02 CURRENT - Not Finalized 33.500 0.000 4.000 0.000
2 2011-01 02/01/2011 25.500 8.000 0.000 25.500
3 CONVERSION CONVERSION (01/02/2011) 0.000 0.000 0.000 25.500

0.000
0.000
0.000

29500
33.500
25.500
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