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Deadlines for reporting and approving absences and No Time Taken

Deadlines for keying your
taken absences or
submitting “No Time
Taken”, can be found on
the Human Resources,
Payroll page.

http://www.csus.edu/hr/d
epartments/payroll/index.
html

Note: Your department
Timekeeper/Manager 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.
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Navigating to Approve Reported Absences Page

Log into the My Sac
State Portal at:

https://my.csus.edu

using your SacLink —
username and SacLink
password.

Once logged in, click on
the “Employee Center”
link in the middle of the

page.

C

% SACSSTATE

e
TLogIn @ S Images of Sac State § Systems Notices

There are no announcements at this time.
PLEASE LOG IN

Saclink Usgmame | : : 5 5 Prospective Students

Saclink Password o :
Login] [  Manage Password RivEe Want To Study At Sac State?
Re w3 REEE
Usemame/Password Help [ If you are interested in becoming a student at

Sac State, please camplete our online
Prevent unauthorized use of your personal - 4 prospective student form ¢ to receive more
information. Close all Web browser windows when ‘ . information
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.

§ 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
About Sac State public funding is inadequate. Therefore, CSU must
Office of Human Resources & reserve the right, even after initial fee payments are
Admissions 2 made, to increase or modify any listed fees, without
Online Parking Services 12 notice, until the date when instruction for a particular

ter or quarter has begun. All CSU listed fees
P it Fee Payi it semes! e
arent Fee Payment &7 should be regarded as estimates that are subject to

Accessibility at Sac State i change upon approval by The Board of Trustees

/" Trusted sites | Protected Mode: Off > ®125% -
V HEK/S5A mplo (

4/13 06:5

4/13 1

3/13 12:€ » CMS HRISA Access 7

» Employee Center i
- Compensation History ¢?
- Current Leave Balance ¢

- View Paycheck ¢?

>)

S Campus Data Warehouse

» SacVault g?

E—
S SacCT (Blackboard)

powered by
LIS Biackboard

My SacCT (Blackboard) ¢?

cademi
Announcements

/ Trusted cites | Pratected Made: Off o v WI120% -



Navigating to Approve Reported Absences Page

In the Employee Center,
Click on the link “Mgr
Absence Approval &
Inquiry” or click directly
on the “Approve
Reported Absences”

The Approve Reported
Absences page displays
your direct reports, as
well as all employees
you are an alternate
approver for.

Note: If you click on any
of the column headers it
will re-sort the data
based on the column.

Main Menu > Self Service >

.j;l B Employee Center

Inquiry

ﬁ =] Approve Reported Absences
F=) Manager Absence Entr

=] Manager Balance Inquiry
= Multi Report

E] Compensation Histo

Review compensation history for base, variable, and
stock options.

= Benefit Provider Contacts

Benefit Provider Contacts

View Reporting Relationshij
View my reporting relationship

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

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

K Mgr Absence Approval & Inquil
~~  Sacramento custom manager self service Approval &

Personal Information Summai
Review a summary of your personal information

E] Health Care Summai

Review a summary of your health care enroliments

= Current Leave Balances
L View Current Leave Balances

Staff/Management Employment
View Staff/Management jobs and manage your
applications.

== OneCard Services
Ll OneCard Services (Link opens in New Window)

) View Paycheck
Review current and prior paychecks.

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

== Report and View Absences
Report and view employee reported absences.

Staff/Management Instructions
Staffianagement Instructions (Link opens in New
Window)

Approve Reported Absences

Carrie Medders

\

r 0000278390  Sub  AbbotJulieK 1207 CMS Project Office i

" 0000161080  Sub  LouisNelyM Adve 1002 Administrative Systems o0, ETER

r 003601755 0 Sub Potter,Harry J Active 1002 Administrative Systems 0420 'g‘{,‘:,!ﬁ;‘;m 12 Mo

= 000045683 0 Sub  Brinkey,Chrisi R Active 1207 CMS Project Office 0420 :g;%:ﬁﬁgm 12Mo

i 000037207 0 None  Bumside,George K Active 1002 Administrative Systems 0420 'g?n::;:m 12 Mo

r 003439853 0 None Ford,Harrison L Terminated 1207 CMS Project Office 0420 g;::z;:m 12Mp
r 000041978 0 Sub Jones,Cassandra L Active 1283  Administrative Applications 3308 Administrator Il %
" 0000161800  Sub  BaerKenl Acive 1002 Administrative Systems oo oTeen 4

Consultant 12 Mo




Approve Absences Entered by Employees

In the Current
Period Absences
column the status
shown: Carrie Medders

a) None - NO Click for Instructions
absences have
been entered.

b) Appr—All

absences have [ 0M830  None FordHamisonL Terminaled 1207 CHS Projet Offce Ll SR
been approved.

c) Sub — Absences

Approve Reported Absences

Custormize | Find | Vie -'Imlﬂ ';‘1n!-;1m‘:1u_..5

r 008200452 0 Appr  Sampson,Dana X Active 1207 CMS Project Office 0420

Info Tech

h ave b een [ 000019982 0 Appr  Kasdan,Luey Active 1207 CMS Project Office Consutani 120
) , . Info Tech
su b m |tted b ut [ 000057344 0 Appr NickersonNed L Active 1207 0420 Consuftant12 Mo
not approved. - Ifo Tech
pp [ 0055376750 Appr  RogersJennyR CMS Project Offce 0
Info Tech
r 0024605700 Apor 1207 OMS Project Ofice 040 consutant12Mo
Click the Org Chart r 000081654 0 Adve 1207 MG ProjectOfice 0420 m:ﬁ;: -
icon to view the ; : _ _ R
d I re Ct re pO r tS 0 f Abbott Julie K Active 1207 CMS Project Office 0420 Con:una n12Mo
) Info Tech
an Ot h erem p I Oyee N 000045683 0 Brinkdey Christy R Active 1207 CMS Project Office 0420 Consultant2 Mo
your list. (if /

applicable).




Approve Absences Entered by Employees

To view the individual
absences click on the
check boxes next to the

name, or to view all the
employees click the /

button “Select All and
click “Continue”.

I

The Approve Reported
Absences page displays
only employees whose
absences arein a
submitted status and
unapproved.

Absences entered by a
Timekeeper or reviewed
by a designated non MPP
level suprvisor will appear
with a Reviewed status.

L 000016342 0 Sub  FongKelyA
n 000016108 0 8ub Louis,Nelly M
e L 003601755 0 8ub Potter HaryJ
I 000041976 0 Sub Jones,Cassandra L

Continue |

)r SelectAl | Deselecta]

Adive 1002
Acive 1002
Adve 1002
Aive 1283

Administrative Systems
Administrative Systems

Administrative Systems

Administrative Applications

0400

0420

0420

3306

=Y

AnalystProgrammet
12 Mo

Info Tech
Consultant 12 Wo

Info Tech
Consultant 12 Mo

Administrator Il it

Approve Reported Absences
Carmie Medders

Click for Instryctions

Existing Absence Events

1000027893 0  AbbottJulie K Vacation

2000016160 0 BarberKenL Vacation

30000456830 Brinkiey ChiistyR oAl

4 0000456830  Brinkley,Christy R Vacation

5000045683 0 Brinkley,ChristyR Jury Duty

6 0050850030  Butterworth,Paula Vacation

7 00001 ong,Kelly A Vacation
| 8 0000163420  FongKellyA Vacation

9000041978 0 Jones,Cassandra L Vatation

0210172012 020112012

1212212011 121232011

021312012 0211372012

0212712012 022872012

1213012011 127302011
122112011 121227201
1203002011 12/30/2011
121202011 1222012011

12 020172012

.00000 Hours
16.00000 Hours

8.00000 Hours

8.00000 Hours
8.00000 Hours
16.00000 Hours
8.00000 Hours
8.00000 Hours

LW ER CER R 1N BT

Add Comment
&dd Comment
Add Comment
Add Comment
Add Comment
Add Comment
Add Comment
Add Cormment

&id Comment




Approve Absences Entered by Employees

To send an absence
back for correction,

Came Medders
click the dropdown list
in the Review Status
column and select ClckforInshucions

Needs Corr
(Correction).

10000278990 Abbotulie K
Note: You will not be 20000161600 BarberKenL.

able to approve an 30000456830 BrinkleyChishy R
absence that is sent 4 000045683 0 Brinkiey Chrish R

back for correction.

Then click on the Add
Comment link to
communicate the
correction needed
back to the employee.

Approve Reported Absences

Vacation

Vacation

Sick« Family
Care

Vacation

0200112012 02/01/2012

122212011 120232011
021372012 0211312012

0272712012 0212012012

8.00000 Hours
16.00000 Hours

8.00000 Hours

24.00000 Hours

Add Comment



Approve Absences Entered by Employees

Enter a brief and
professional comment to
communicate to the
employee why the
absence needs to be
corrected.

Click on the Save
Comments button and
you will be returned to
the previous screen.

Note: Comment links for
Absence entries with
comments now read
“Edit Comment”

Approval Comments

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

re-submit. Thanks |

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

Save Comments |

Approve Reported Absences
Carrie Medders

‘Q_h_c_h for insvuchw-aj

1 000027899 0 AbboltJulie K Vacation
2000016160 0  BarberKenL Vacation
30000456830 Brinkley Chvisty R g
4 000045683 0 Brinkley,Christy R Vacation
5 000045683 0 Brinkley,Christy R Jury Duty

02/01/2012 02/01/2012

122202011 1212312011
0211372012 021372012

0212712012 02/29/2012
02/01/2012 0210112012

8.00000 Hours
16.00000 Hours

8.00000 Hours

24.00000 Hours
8.00000 Hours

iNeeds Con -i
[Reviewed =] =¥
I j.
I j‘

Add Comment
Edit Comment
&g Comment

Add Comment

Adé(:omment




Approve Absences Entered by Employees

After reviewing your
employees reported
absences, check the
individual boxes to
approve a few select
absences or click the
Select All button to
approve all absences.

Note: if you are not an
MPP level approver, your
role may only be to
“review” the time. MPP
level managers will
approve.

The Approval
Confirmation page will
display. Click OK.

Approve Reported Absences

Carrie Medders

Click for Instructions|

1000027699 0 AbbotiJulie K Vacaon 02012012 020172012 800000 Hows I [Reviewed ] Add Comment
20000161600 BarberKenL Vatation 12002011 12252011 1600000 Hous 7 [Needs Con 3] dit Comment
3000045663 0 Brinkley ChrishyR aucRam oty oz a0 Hows T [Revees ] %mms 4dd Comment
40000456830 Brinkley Christy R Vacaon 02272012 02292012 2400000Hows [ [ 5] Add Comment
140036017550 Potter HamyJ Vacallon 01032012 00042012 1600000 Hows I [ ] dd Commen
150036017550 Potter HanyJ Vatation 12000011 12242011 1600000 Hows I [ Add Comment
160036017550 Poter HamyJ :ﬁ:&?‘ 12000011 12007011 1000000 T [ 3] Add Commen
17 000033541 0 Sunshing Nanvin Vacation 12002011 12302011 800000 KHows I [ Agd Comment |

Selectl | Deselectl Submit |

Retun 1o Emplovee Lis



Approve Absences Entered by Employees

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

Approve Reported Absences

Carrie Medders

Click for Ingtructions

o (0] e S jem o e Y fem e BN

000027899 0

000016108 0

003601755 0

000045683 0

000037207 0

003439853 0
000041978 0
000016160 0

Appr
Sub
Sub
Appr
None

None
Sub

Sub

Abbott Julle K
Louls Nelly M
Potter HarryJ
Brinkley,Christy R
Bumside George K

Ford,Harrson L
Jones,Cassandra L

Barber Ken L

Customize | Eind | Ve

DeptiD |Dept Hame

|
Acive 1207 CMS Project Office
Aclive 1002 Administrative Systems
Active 1002  Administrative Systems
Active 1207  CMS Project Office
Active 1002  Administrative Systems
Terminated 1207 CMS Project Office
Active 1283  Administrative Applications
Active 1002  Administrative Systems

0420

0420

0420

0420

0420

0420
3306

0420

lnro Tech
Consultant 12 Mo

Info Tech
Consultant 12 Mo

Info Tech
Consultant 12 Mo

Info Tech
Consultant 12 Mo

Info Tech
Consultant 12 Mo

Info Tech
Consultant 12 Mo

Administrator Il

Info Tech
Consultant 12 Mo

10



View Absence Balances for Employees

You may view current
and prior absence
balances for your
employees by
navigating to the
Manager Balance

Inquiry page.

Click on the Refresh
Employees List button.
This process will build
or rebuild a most
current list of
employees that report
to you as an Manager
or Timekeeper that you
are responsible for. If
you have had changes
to the reporting
relationship then you
should use the refresh.

L Home | AddtoFawites | Sinal

Favortes  Main Menu > Seffsvervice > Employe'e Center > Mgr Absence A@roval&lnqutry > Manager Balance Inquiry

New Window | Help | Customize Page | E,

1 Employee Center
Manager Balanc ¢ tine reportng

Search Criteria (1 Personal Information

(] Mgr Absence Approval & II
|Z] Approve Reported Absences

|| Manager Absence Entry

|| Personal Information Sumr

(23 Payrol and Compensation ‘J View Paycheck .
B Benefis [7] Compensation History _J Manager Balance Inquiry
Department: e J Health Care Summary |=] Muli Report
EmplID: £ Recruiing Activites u Benefits Summary
Pay Group: 7| Class Search \J Beneftt Provider Contacts
UNIOH Coda: Q gj Current Leave Balances
|| Report and View Absences
Payroll Status:  Active i || View Reporting Relationship v
|| Staff/Management Employment
Refresh Employee  —,
————— || Staff/Management Instructions
|| Faculy/Other Employment
|| OneCard Services
Graduated Vacation Chart

Manager Balance Inquiry

Search Criteria

Department: | Q Name:

EmpliD: Q Empl Red#: Q

Pay Group: Q

Union Code: Q

Payroll Status: |Aczwe - | HR Status: |Aclwe - |

Refresh Employee Usl Last Refresh was: 02122112

Graduated Vacation Char

H=
H=




View Absence Balances for Employees

In the Manager
Balance Inquiry search
criteria section you can

tment: 1207
enter a department to :':n""'
view all your Bt Q
employees in that Union Code: Q

department or search
by an Emplid for an

Searth | Clear ]

Payroll Status: |Ac1we -|

Manager Balance Inquiry

Search Criteria

Q@ CMS Project Office Name:
Q Empl Reds: Q
HR Status: |Aci~e .|

Refresh Employee Lis| Last Refresh was: 02128012

individual record.

One you click the
Search button, note
that sick, vacation, and

. 1 Abbott Julie K
personal holiday Tl Bl Tk
columns with balances 3 KasdanLucy
are dlSpIaYEd 4 Marcum, Shirley Z

Active 000027899

Last Finalized Balances for Employees Administered
by Carrie Medders

12101/2011

0 1200 R0OS 201111 8000 165.854
Aclive 000045683 0 1200 RO8  2011-11 1201/2011  860.000 340,000 18
Active 000019982 0 1207 ROG 201111 12/01/2011 421000 364.994 18
Active 002480570 0 12001 R0O8 201111 120172011 23000  23.003 0
Sudiia ANANNALRE L n 40T AAR ANLL 44 4AMAANEL AnA ATA LYTE Y. nSh
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View Absence Balances for Employees

There are also
multiple tabs at the
top named Absences
Balances,
Compensatory Time,
and State Service for
Absence. Click on any
tab to view additional

information. \

To view more detailed
information, click the
Details icon in the far
right column in order
to view time earned

and time taken. ——

Manager Balance Inquiry
Department: 1207 Q  CMS Project Office Naime:
EmpliD: Q Empl Reds: Q
Pay Group: Q
Union Code: Q
Payroll Status: |Ac1rve -| HR Status; IAcM .|
Search | Clear ] Refresh Employee Lis|  Last Refresh was: 02/28/12

Last Finalized Balances for Employees Administered
by Carrie Medders

' Absence Balances | Conpansatory Time | State Service for Absence

Cugtomize | Find | Vie

Mgr Hame

120172011

12101120 SEC-641
1200112011 421,000
120112011 23.000

4AMNaANE 4 AAA ATA

Active 000027899
Aclive 000045683 1201 RO9
Active 000019982 L
tive 002480570

blaless ManaesT bl ARMAANERF L 40T AAA

01111
201111
201111
201111

Ahsd ad

Abbott Julie K
Brinkiey, Christy R

Kasdan,Lucy

LYTE Y. nSh
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View Absence Balances for Employees

Note inside the details link
there are 4 expandable
sections n the page.

a) All Absence Balances
b) Absence Balances

c) Compensatory Time
Balances

d) State Service for
Absences

Select the right arrow
beside the section name to
expand or collapse each
section. In each section
there are multiple tabs of
information.

Click the Return button to
go back to the previous

pages.

[> All Absence Balances
> Absence Balances

> Compensatory Time Balances

> State Service for Absences

i All Absence Balances

< Absence Balances
Sick Vacation

Customizi
Personal Holiday

. Period ID Balances as of Date l

1 2011-12
2 2011-11

CURRENT - Not Finalized
12i0142011

< Compensatory Time Balances

Customize | View All | B2 | &3

CTO | Holiday Credit | Holiday CTO | Excess | ADO [ Non Exp ADO
PeriodID h Balances as of Date
12012-07 CURRENT - Not Finalized
2 2012-06 07/01/2012

14



Viewing the Graduated Vacation Chart

Within the Manager
Balance Inquiry page
there is a link at the
bottom of the page.

Graduated Vacation
Chart will display the
monthly vacation accrual
rates, along with the
maximum vacation
accrual allowances,
based on employee state
service.

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

“PURSUANT TO FAIR LABOR STANDARDS ACT

Last Finalized Balances for Employees Administered  Customize | Find | View Al | & | i vt K 1.8
by Carrie Medders oo B Lot
Absence Balances | Conpensatory Time | tee Servicefor Absence ||
| e : [ ’ 7 Personal |
| | o - ek | veoan |  Poreene
Btlmce‘ Balance
1 Abbott Julie K Active 000027899 0 1207 R0O9  2011-11 1210172011 8000 165854 0!%
2 Brinkley,Christy R Active 000045683 0 1207 R0OS  2011-11 12/01/2011  860.000  340.000 13
3 Kasdan,Lucy Active 000019962 0 1207 R0O9  2011-11 12001/2011 421000 364.994 1R
4 Marcum,Shirley Z Active 002480570 0 1207 RO9  2011-11 12/01/2011 23000  23.003 0@?:5
5 Nelson,Roger T Active 000081654 0 1207 RO9  2011-11 1201/2011 383270 241.218 0
N\ 6 NickersonNed L Active 000057344 0 1207 R0O9  2011-11 12/01/2011  680.000  255.341 1 f[‘;
Rogers Jenny R Active 005537675 0 1207 RO9  2011-11 12i01/2011 94000 48682 0 [
8 Sxmpson,Dana X Active 008200452 0 1207 RO9  2011-11 120112011 16000 13334 1 F[“
Graduated Vacation Char
SUMMARY OF MAXIMUM VACATION
SUMMARY OF VACATION ACCRUAL RATES AND CTO CREDITS
MONTHLY MAX VACATION:
DAYS BARGAINING UNIT MAX VACATION:
SERVICE REQUIREMENTS* vt | accruep OR e [ | CLESS TuAMD s
RATE PER YEAR CLASSIFICATION YEARS OF SERVICE | (oo nce
0-3 YEARS: 1 TO 36 MONTHS 6 2/3 HOURS 10 M98 NA NA 480 HOURS 480 HOURS
3.6 YEARS: 37 TO 72 MONTHS 10 HOURS 15 M80 N/A NA 384 HOURS 440 HOURS
6-10 YEARS: 73 TO 120 MONTHS 11 1/3 HOURS 17 UNIT 1 NA NA 272 HOURS 384 HOURS
10-15 YEARS: 121 TO 180 MONTHS 12 2/3 HOURS 19 UNIT 2 120 HOURS 240HOURS | 272HOURS 384 HOURS |
15-20 YEARS: 181 TO 240 MONTHS 14 HOURS 21 UNIT 3 NA NA 320 HOURS 440 HOURS
20-25 YEARS: 241 TO 300 MONTHS 15 1/3 HOURS 23 UNIT 4 120 HOURS 240 HOURS 320 HOURS 440 HOURS
OVER 25 YEARS: 301 MONTHS AND UP 16 HOURS 24 UNIT S 120 HOURS 240 HOURS 272 HOURS 384 HOURS
UNIT 6 240 HOURS 240 HOURS 272 HOURS 384 HOURS
VYACATION ACCRUAL RATES FOR ELIGIBLE CLASSIFICATIONS IN UNIT 7 120 HOURS 240 HOURS 272 HOURS 384 HOURS
EXECUTIVE (M98), MANAGEMENT (M80), UNIT 8 200 HOURS*™** | 480 HOURS 272 HOURS 384 HOURS
CONFIDENTIAL (C99), FACULTY (Unit 3) 16 24 UNIT 9 120 HOURS 240 HOURS 272 HOURS 384 HOURS
AND ACADEMIC STUDENT (UNIT 11) UNT 10 240 HOURS 240 HOURS 272HOURS | 384 HOURS |
UNIT 11 NA NA 80 HOURS 80 HOURS
UNIT 12 N/A NA 272 HOURS 440 HOURS
E99 120 HOURS 240 HOURS 272 HOURS 384 HOURS
C99 120 HOURS 240 HOURS 384 HOURS ]384 HOURS
*in terms of full-time service *PER MOU/Policy




Reporting No Leave Taken or Absences for your Employees

From the Employee
Center, navigate to Mgr

Manager Absence Ent
Absence Approval & g i
Inquiry then clickonthe | . .
Manager Absence [Clckfor instuctons

Entry.

Customize | Find | View

Click on the Emlid of

Info Tech

the employee you want 0000278990 Appr  AbbotiJulieK Acve 1207 CMS Project Ofice panl |
to enter absences for. Q000161600  Sub  BarberKenl Acive 1002 Administative Systems 0420 '(’:‘?n:zﬁ}; i
. 1 . : Info Tech
0000456830 Awr  BrinkiesChiishR Adve 1207 CMS Project Offce 0820 Consutant12 Mo
Info Tech
If an em P | oyee holds 000037207 0 None  Bumside,George K Active 1002  Administrative Systems 0420 o neuant2 Mo
more than one position, | o sw  ButeworhPavak Adve 1002 Administative Systems api | T
you will be prompted to | yyin s rongrens Adve 1002 Administatie Systems o ORI
select which job you . \ . Info Tch
. 0034398530 None  FordHamisonL Terminated 1207 CMS Project Offce 020 Gongutant12Mo
Wa nt tO € nte r absences 000041978 0 Sub Jones,Cassandra L Active 1283 Administrative Applications 3306 Administrator lll it
fo r‘ ANAAAAANA A Riams (nnnam b iias fabhin 4AnT AU Avalank Aan ndAn Inm TBCh
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Reporting No Leave Taken or Absences for your Employees

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.

In the bottom grid, the
Absence Name “No Leave
Taken” defaults to the
current pay period Begin
Date and End Date. If this
is correct and you have
no absences to report for
your employee, click the
Submit/Approve bltton—

If you have absences to
report see the next slide.

Report and View Employee Absences

Jenny Rogers
005537675 0

Info Tech Consultant 12 Mo 0420

CMS Project Office 1207

Click for Instructions

From (0210112012 [5)

Existing Absence Events

Absence Name

Through 022012012 [3]

Begin Date

Customize | Find | B0 | #8

Last Updated By

First n 10f 1 n Last

Enter New Absence Events

=] 020172012 [ (0212912012 [3]

Add Comments (-]

Calculate Duration

Timesheet

\

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

\ SubmitIApprové

17




Reporting No Leave Taken or Absences for your Employees

Click for Instructions

If you have absences to

report, select an Absence from [FoiEZ)E  Twouh [pamannia]E
Name from the dropdown || FErETTT Custonyze | F |G M rrst B 4 ot 4 B Lot
menU. The balance iS Absence Name i e i Lastl.ldnted
displayed. Confirm that
Enter New Absence Events
the balance covers the e s
absence you are No Time Taken -1 0210112012 [5) [02/2912012 39 Add Comments [+] [=]
recording. BereavementFuneral
CTO Take
1 Holiday ADO Expiring Take
| Holiday CTO Take hest of my knowledge and belief, the information
Jury Duty ulaJd isl_accuratg and ir; full compliance with legal
H H No Time Tak policy requirements.
Enter In the Begln Date Pzrelrrp:l L:a\i: SuhmitIApprové
and End Date of the Parsonal Hollday
Sick - Bereavement
H Next Employee In List

H H Sick- Family C Employee In List
Absence. Click the i e r—p—'—
Calculate Duration button

and be sure that the Enter New Absence Events

Duration is correct. If this Absence lame ' Tnd0ate  Baance Partial Days
absence iS for a pa rtial lVacation vI]{UZ!UmmZ ) {U?IUUEEHZ [31) 45.682 |None -| Hours Add Comments (=]
day, select Partial Hours Calculte Duration |
from the Pa rtlal Days Tumes et To the hest of my knowledge and belief, the information
submitted is accurate and in full compliance with Iegal
dropdown menu and and CSU policyrequirements.
enter hours per day. _ Submit Approvg
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Reporting No Leave Taken or Absences for your Employees

To add any comments,
select the Add Comments
link.

Note: this is required for
certain Absence Names.
If the Add Comments link
turns red you must add a
comment.

Enter a brief and
professional comment.
Click the Save Comments
button. To return to the
previous screen.

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

Enter New Absence Events

*End Date Balance |'Partial Days

=] 021012 5 02012012 i) 45682 [None ] Hours

*Begin Date

[Vacation

[sick- Self =] [oz0e2012 5 206012 5) 86 [Partial Howre <] | 4.00 Hours  Add Comments [¥] []
[Sick- Farnily Care =] 02272012 i) | OGRS [ 86 [None | Hours  Add Comments [+ [=]

Add Comments [+] [=]

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 relationship of family member: childl

Enter New Absence Bvents

:'IVac ation

<] [0210172012 ) [02101/2012 33 45682 [None -
=l Y o)

I Sick - Self =] 02/06/2012 [y 02/06/2012 [y 86 [PatiaiHouss =] | 4.00 Hours Add Comments [#] [=
\
{{Sick - Family Care =] 022772012 [y 021282012 iy 66 [None <] Hours EditComments [+ [=

-




Reporting No Time Taken or Absences for your Employees

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

Click OK on the Submit
Confirmation page.

The Report and View
Employee Absences page
displays again. Use the
navigation links at the
bottom of the page to
move from one employee
to another.

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

Submit!ApproveI

Submit Confirmation

‘/ The Absence(s) were submitted successfully.

oK I

Click for Instructions

From [02/01/2012 5 Through |02/29/2012 [5§

Existing Absence Events

e
Customize | Find | [EII = First [ <] 1-3of 3 3 Last

Last Updated By

Vacation 02/0152012 02/01/2012 8.00 Hours Approved Carrie Medders - FOR DEMOS  [1]
Sick- Self 02/06/2012 02/06/2012 4.00 Hours Approved Carrie Medders - FOR DEMOS [l
Sick - Family Care 024272012 02/28/2012 16.00 Hours Approved Carrie Medders - FOR DEMOS  [i]

Enter New Absence Events

*Begin Date *End Date

|No Time Taken

=] (020152012 3 [02/29/2012 [5)

Add Comments [=]

Calculate

Duration I

Timesheet

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

SuhmitIApprovﬂ

Return to Employee List Previous Employee In List Next Employee In List
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Delete an Unprocessed Absence

Managers, Supervisors,
and alternate approvers
can delete absences with
a Reviewed, Submitted or
Approved status. To
delete an absence click
the trash can icon in the
far right column.

Confirm that the absence
to be deleted is the
correct one. Click the Yes
button to continue.

Report and View Employee Absences
Jenny Rogers

005537675

0

Info Tech Consultant12 Mo 0420
CMS Project Office 1207

Click for Instructions

From [0201/2012 )  Through |0229/2012 [3

Existing Absence Events Customize | Find | & | B8

Absence Name

First n 1-30f 3 n Last

Begin Date - i Last Updated By

Yacation 02i01/2012 02/01/2012 8.00 Hours  Approved Carrie Medders- FOR DEMOS  [1]
Sick - Self 02/06/2012 02/06/2012 400 Hours  Approved Carrie Medders - FOR DEMOS  [1]
8ick - Family Care 02/27/2012 02/28/2012  16.00 Hours  Approved Carrie Medders- FOR DEMOS [

Confirm Delete

V Click Yes to Delete this Absence Event

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

[ Yes ” No |
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View Prior Absence Transactions for an Employee

Click for Instructions

On the Report and View From (0210112012 )  Through [02/28/2012 [3
Employee Absences Page, Existing Absence Events customize |Find | B0 | 88 First B 13003 B Lot
the Ccu rrent pay penOd IS Absence Hame Begin Date (End Date :::;:‘:: Unit Type 5 bse:ce Last Updated By
the default display. Vacation 02001/2012 020142012 800 Hours  Approved Carrie Medders - FOR DEMOS [
— Sick- Self 02/06/2012 02/06/2012 4.00 Hours  Approved Carrie Medders - FOR DEMOS [
™ Sick- Family Care 02/27/2012 02/28/2012  16.00 Hours  Approved Carrie Medders- FOR DEMOS  [i]

Enter New Absence Events

Absence

Absence Name ‘Begin Date ‘End Date RO Unit Type
|No Time Taken =] 0200112012 [3) 0202912012 [3§ Add Comments (=]

Calculate Duration |

Timesheet

To the best of my knowledge and helief, the information
submitted is accurate and in full compliance with legal
and CSU policy requirements.

Submitmpprové

Return to Employee List  Previous Employee In List  Next Employee In List

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

Through |02/29/2012 [3]
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View Prior Absence Transactions for an Employee

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

Report and View Employee Absences

Jenny Rogers

005537675 0

Info Tech Consultant 12 Mo 0420
CMS Project Office 1207

Click for Instryctions

10/01/2011

Through  02/29/2012 [

Existing Absence Events

|Absence Hame

101112011 101172011

| |
BeginDate EndDate | 0USSEES unit Type |

—
Customize | Find | &) | B
f ro e | re—

Finalized Employee Self Service

Sick - Self 1.00 Hours

Sick - Self 1002172011 1062172011 1.00 Hours Finalized Employee Self Service
Vacation 11022011 11/02/2011 2.00 Hours  Finalized Employee Self Service
Vacation 1141452011 11/14/2011 8.00 Hours Finalized Employee Self Service
Sick- Self 11/52011 111572011 1.00 Hours  Finalized Employee Self Service
Sick - Self 11162011 11/16:2011 8.00 Hours Finalized Employee Self Service
Vacation 112372011 1172372011 8.00 Hours  Finalzed Employee Self Service
Sick - Self 12/06/2011 12/06/2011 8.00 Hours  InProcess Employee Self Service
Vacation 120952011 12/09/2011 3.00 Hours  InProcess Employee Self Service
No Time Taken 01/01/2012 0143172012 Approved Carrie M Medders - CMS
Sick- Family Care 02/2752012 02/28/2012 16.00 Hours  Approved Carrie Medders - FOR DEMOS

o
a
]
a
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