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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills
OVERVIEW

As of March 2017, the campus will implement the CSU Absence Management module which allows time entry to be
entered online into the CMS system. All other documentation, such as jury duty certification, is still required. There
are three specific roles in the process, other than the Payroll process:

1. Employees enter, review, and submit their Absences in self-service for the current period. Employees can
delete Absences when they are in the status of “Submitted” or “Needs Correction”. Employees may also be
required to delete and re-enter absences based on notifications from Timekeepers and/or Managers.
DEADLINES: ABSENCES FOR THE CURRENT PAY PERIOD MUST BE ENTERED BY THE 25TH OF EACH MONTH.
ABSENCES FOR FUTURE PAY PERIODS MAY BE ENTERED AT ANY TIME.

2. Timekeepers review the Absences for accuracy and update the Absence status to “Reviewed” for correct
Absences or “Needs Correction” which generates a notification to the employee to correct the Absence.
Timekeepers may enter an Absence on an employee’s behalf which automatically updates to a status of
“Reviewed”.

DEADLINES: ABSENCES FOR THE CURRENT PAY PERIOD MUST BE COMPLETED BY THE END OF EACH MONTH.

3. Managers/Approvers approve absences which have been entered by employees and reviewed by

Timekeepers. Managers may also enter an Absence on an employee’s behalf. Absences entered by Managers
are automatically updated to a status of “Approved” and cannot be corrected by the employee or timekeeper.
Employees automatically receive an email notification when an Absence is entered on their behalf, but not

when the Absence is approved.

DEADLINES: APPROVAL OF ABSENCES FOR THE CURRENT PAY PERIOD MUST BE COMPLETED BY THE 5TH OF THE
MONTH FOLLOWING THE PERIOD.

4. Payroll processes approved absences, makes corrections to entries, enters all Catastrophic Donation entries, reviews
comments and finalizes the absences and accruals. Not all entries by Payroll will create an email notification.
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1. LOG INTO PEOPLESOFT THROUGH THE PORTAL

STEP ACTION SCREENSHOT
1 Login to MyCSUDH Portal at © | o csudh e
https://www.csudh.edu
Ccalifornia State University
‘) DOMINGUEZ HIWS
Click the MyCSUDH button on the FUTURE STUDENTS ~ ACADEMICS  CAMPUSLIFE  STUDENT SERVICES
top right of the screen.
Prie M
2 Login to PeopIeSoft https://my.csudh.edu/psp/paaprd/EMPLOVEE/EMPL/h/ftab=PAPP_GUEST
CSUDH | portal
Enter your User ID, Password and I : .
click the “Sign In” button .
Password
Sign In
3 If required, click “Employees” tab +CSUDH | portal
Welcome Sir James Charles
& My Perscnal Info
) My Payroll | Benefits
B Report My Time
& Approvs Time|
4 Click on the “Approve Time “

button and the following three
options appear:

e Approve Reported Absences
e Manager Balance Inquiry
e  Manager Absence Entry

Proceed with the steps described
in section 2

CSUDH | portal

Welcome Sir James Charles

EMPLOYEES

& My Personal Info
0 My Payroll / Benefits

B3 Report My Time

5 Approve Time:
Approve Reported Absences
Manager Balance Inquiry

Manager Absence Entry
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DIVISION OF INFORMATION TECHNOLOGY
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2. REVIEW AND APPROVE REPORTED ABSENCES FOR DIRECT
REPORTS

Managers must approve all absence and no leave taken entries for their direct report employees. This can be done throughout the
month, or at the end of the month. The approvals must be done prior to the Payroll Office running their processing for the month.
Please adhere to any deadlines to ensure timely processing.

STEP ACTION SCREENSHOT
1 From the MyCSUDH portal, click &5 Approve Time

on “Approve Reported

Absences” | Approve Reported Absences

Manager Balance Inquiry

Manager Absence Entry
2a At the employee selection page: Agprove Reported Absences
Check individual boxes in the i
‘Select’ column for the Empiaoes _ Poscnstze | it {View 1 €51 B i 0 1906010 ) Lo
st Dm0 T R e A T T, B

employee(s) to review and

approve
&
il
H “" H 7
Click the “Continue” button OR -
ke
H " ”
2b Click on the “Select All” button
to check all employees listed
Approve Reported Absences
Sir Charles
. “« . ” Click for Instructions
Click the “Continue” button
Employees Personalize | Find | View All | ] E First 4/ 1-100f 10
Empl Cumrent B
Select Empl ID 7] Period Name Status DeptID Dept Name Position Job Code  Job Title
Scloct
Absence
E 111111120 0 Appr Armstrong, Louis Active 20000 PROVOST VPAA 00000122 3300 Administrator IV
E 111111122 0 None Brubeck,Dave Active 50000 UNVERSITY ADVANCEMENT 00001488 3300 Administrator IV
|~} M1111117 0 None Carter,Befty Active 10410  ATHLETICS ADMIN 00000542 3306 Administrator lll
) 111111119 0 None Colirane,John Active 30000 VP ADMINISTRATION & FINANCE 00000293 3300 Administrator vV
w1 111111114 0 None Davis,Miles Active 10000 PRESIDENTS OFFICE 00002733 3306 Administrator Il
i) 111111112 0 None Fitzgerald,Ella Active 10000 PRESIDENTS OFFICE 00002866 3306 Administrator Il
E 111111115 0 None Hancock, Herbie Active 10000 PRESIDENTS OFFICE 00002705 3318 Administrator |
[~ 111111113 0 Appr Holiday.Billie Active 10000 PRESIDENTS OFFICE 00000783 1148 Presidential Aide
) 111111118 0 None Lee,Peggy Active 40000 VICE PRES STUDENT AFFAIRS 00001966 3300 Administrator IV
(v 111111121 0 None Monk, Thelenious Active 60000 CITO EXECUTIVE OFFICE 00002011 3300 Administrator vV
[TE
Deselect All I Continue I
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STEP ACTION SCREENSHOT
3a If appropriate, check the Approve Reported Absences
“Approve” checkbox for each ou ey
employee OR
Click e lirshuctiorss
Existing Absence Events nawmrmuilg* Fat & 23 4 Last
Fmplid  Rens Name AhseoceMame  Fegnilaee Fndlme  (undinn Lini¥ Type Aeview Shis A4 Comment
UHIHS D Harock Hrbie SchoSef 02020017 OBOZOONT 00000 Hous el | Add Commd
2AMINED  Hancock Herie Eitk- Sl D2CART DHHR01T 800000 Hours Roviewed | Add Comment
I3 0 Holiday Bile Vagalin 02062017 OH0AT0IT 8.00000 Hours O |Revewsd | Add Conment
S DL Sttt
Retum 1o Exapioyes Lt
3b Click on the “Select All” button Approve Reported Absences
. Sir Charles
to select all entries
Chck for Instruchiors
Existing Absence Fvenls Personsice | Find ek Frst ‘4 13003 2 Lagt
Emplll  Reds Name AbserceName  BegnDate EniDate Duraton  Unt Tyl Agprove fleview Stz Add Comment
1T 1IMmso Haneaek Hertie Stk - Sl 00T a1 B 00000 Hours Z enentd v [ Add Camment
0 Haeh Hite Sch-Sel 0200007 Q20RO B00000Wews | W [evwed ] Add Comment
Vs manezoer meen aooooheos | & [Revesed v aso Comment
Eubmt
Rizum 1o Emeioyoe List
4 If a reported absence contains
an error, the REVIEW Status can Existing Absence Events Personalize | Find | 21| & First 4/ 1-20f2
be used to inform the employee EmpliD  Rcd# Name Absence Name  Begin Date End Date  Duration Unit Type Approve Review Status  Entry Comments Add C
. . 11111111210 Monk Thel Sick-Family 55135017 02202017 8.00000 H (] Entry Add ¢
of a needed corrective action e e il comments
2 1111111210 Monk Thelonicus ek -Family 021032017 021032017 4.00000 Hours = . E
“ 2
° Select “Needs Corr” and SelectAll | | Deseledt All | Submit | "

e Use the “Add Comment”

e Selecting Reviewed will keep

e The “Entry Comments” link

once submitted the
employee will receive an e-
mail advising them of such

Return to Employee List

field to explain the needed
correction

the absence showing on this
page for future reference,
but will not approve the
absence

will open a page showing
comments entered by the
person when the absence
report was entered

Click the “Submit” button to
submit approvals or status
changes

Absence Management Manager Guide

p. |5

dothi

CSU DOMINGUEZ HILLS
ERVRICH CF ATV TUSHEAGEY

Published: 3/16/2017



@

DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

STEP ACTION SCREENSHOT
5 An approva'l confirmation Approval Confirmation
message will appear
Your Absence Events were approved and any Review Status
changes were saved.
Click “OK”
6 If all pending absences have Approval Confirmation
been approved, the
confirmation will look a little Your Absence Event was approved and any Review Stalus
different with a message changes were saved.
indicating all absence events All the Absent Events from your selection have been approved.
have been approved You will now be returned to the Approve Reported Absences
page.
Click the “OK” button to
proceed
7 A final message may be _
. L ) Mone of the employees you selected have Submitfed absencefime
displayed indicating that there entries waiting for approval.
is no absences to approve if you
return to the “Approve
Reported Absences” page
Click “OK” to continue.

3. APPROVE DIRECT REPORTS EMPLOYEES

In a manager’s absence, entries still need to be approved and/or made for their direct reports. System security allows a

manager to see and work with all employees that report directly to them AND to see and work with any employees that report

to managers that report to them.

If a manager is out and cannot manage their direct report absences, their manager can approve and enter absences on their

behalf. In order for a manager to access one of their direct reports direct reports, they should select the drill icon at the

employee list to drill down to a manager’s direct reports.
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California State University, Dominguez Hills

STEP

ACTION

SCREENSHOT

From the MyCSUDH portal:

Click on “Approve Reported
Absences”

&5 Approve Time

I Approve Reported Absences

Manager Balance Inquiry

Manager Absence Entry

On the list of direct reports, all
direct reports who have
employees reporting to them will

Approve Reported Absences

Sir Charles

Gk for Insinucbons

have a T icon in the last Employees Purscraize | Find |View Al | 0] Fet & 1100010 2 Lot
column tO the rlght Se|eCt the Select Empin E;" \':‘::: Mame States  DephH) [ept Name Poaiion  JobCode Job Titie
. Nmance
1111114200 Agpr Armstrong,Lowis Active 20000 PROVOSTVPAA 00000122 3300 Agmarestrator IV &
m icon to drill down to the 0 1z Nene  Brubeck Dave At SO000  UNIVERSITY AUVANCEMENT D0001LBT 3300 Agmatrator IV &
b O T e Nono  Caror Sesy Actun 10410 ATHLETICS ADMIN 00000542 1306 Acmieustraior ] &
employee’s direct reports = — . — —
O e n Nore Colrars John Aclve 30000 VP ADMINISTRATION & FINANCE 00000203 3300 Admirstrator IV -
0 Hi40 None Diavis,Miles Active 10000 PRE T3 OFFICE 00002733 3306 Admiresirator 1l| iki
0 1z Mene  Frzpersig £l Actve 10000 DEN IcE 000025 305 Acmwstrator il
O IS 0 ADpr Hancock Homin Acton 10000 PRESIDENTS OFFICE D000IT0S 3313 Acmnstator] &
(] 1o Agpr Holday Bilke Actwe 10000 PRE TS OFFICE 00000TRY 1148 Prusidential Ady o
o 111111480 Hone Lee Pegay Active 40000 \ICE PRES STUDENT AFFAIRS 000019566 3300 Adminisirator IV ik
0 o None  Monk Thelsnious Actve  B0ODO  CITO EXECUTIVE DFFICE 000NN W0 Acmestraior IV &
[ [
Seicct Al Deseicct Al Continug
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] GERRRRR L] S

Select Al Deseizct AR Contine

Foetar

Actvn 10000  PRESIDENTS OFFICE

STEP ACTION SCREENSHOT
3 The selected employee’s direct Approve Reported Absences
reports list now displays. Manage
approving these employees’ pne. A
absences exactly as directed in
Employeas Pursonaion | Find | View A | L) R b Lo
section 2 above. - oo ST TR e e e

4. ENTER AND VIEW REPORTED ABSENCES FOR AN EMPLOYEE

Managers can enter and view reported absences for their direct reports and direct reports of managers reporting to them.
Absences submitted on behalf of an employee by a Manager are entered with an “Approved” absence status.

STEP

ACTION

SCREENSHOT

1

From the MyCSUDH portal:

Click on “Manager Absence
Entry”

Approve Time
Approve Reported Absences

Manager Balance Inquiry

Manager Absence Entry
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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

STEP ACTION SCREENSHOT
2 At the employee selection Manager Absence Enlry
page select an employee and
. . Sir Charies
click the “Continue” button s
1 InsinacSons
Employess Peetonaice | Find [View | 0] B Fegt 4 10
NOTE' EMPLOYEES THAT Stiect Emgl 0 Eml fli\:lg“ Name Satus  DeptiD  Dept Mame Poson  JobCode  Job Titke
y O Agpr Armstrong, Louts Actve 0000 PROVOST VPAA 00000122 3300 Adminsirator [V [
REPORT TO A MANAGER S ] Nore Brubeck Dave Artve 5000 SITY ADVANCEMENT 00001438 3300 Adminisratr [V i
DIRECT REPORTS CAN BE g Nom  Carer Buty Actve 10610 ATHLETIGS ADMIN . Adkmiresrator |l i
O Hore Coltrane.Jobn Actve 30000 VP ADMINISTRATION & FINANCE 00000283 3300 Adminstrator [V [
m n Mot DwvaMies Attve 30000 FICE 00213 TE Adminststor il &
ACCESSED VIA THE = e Nore Fizgenid Fia Actve 10000 ESIDENTS OFFICE 0002386 3306 Agminisrator |11
ICON H 0150 Mgt Mancock Hesbie Actve 10000 PRESIDENTS OFFICE 00002705 2318 Adminstralor| &
N LAERRRARER ] Sub Holitay, Bilbe 0783 1148 Pragidential Alde [
0 e g Moe  LeePeggy DOMVES 1300 Adsinsater v &
: 1110 Nore Monk, Thsonious Aete  BODDO ITVE OFFICE 00002011 3300 Adrinicirator 17
12 i 8
Seusl Al Devehest Al
“ H -
3 The “Report and View Report and View Employee Absences
» L
Absences” page is displayed Betty Carter
M7 0
Administrator IIl 3306
“From” and “Through” dates ATHLETICS ADMIN 10410
are defaulted to the current
month. To view historical or
future data, change the From From [D2012017 |5 Through 030172017 |
and/or Through date(s)
monenze | Fnd | ) B Fist (0 1071 ) Last
Absence Name BeginDate  End Date gﬂﬁggﬁ UnitType  Last Updated By
Enter New Absence Events
Absence Name *Begin Date *End Date Sﬂ::t?:ﬁ Unit Type

|N0 Leave Taken v| 0200172017 [+ |03/01/2017 |[5] Add Comments  [+] [=]

| Calculate Duration |

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

| Submit / Approve |

Return fo Employee List
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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

STEP ACTION SCREENSHOT
4 Enter necessary absence Report and View Employee Absences
. . Betty Carter
information for the [FE
employee: Administrator Il 3306
ATHLETICS ADMIN 10410
Click for Instructions
e Absence Name,
) From (02012017 | Through (03012017 |5
° Begln Date’ Existing Absence Events Personalize | Find | @I E First ‘&) 10f1 &/ Last
[ End Date, Absence Name BeginDate  End Date gzr":‘;‘;ﬁ UnitType  Last Updated By
e  Partial Days
e Absence Duration | Sttt e m— ]
Absence Name *Begin Date *End Date Balance *Partial Days = Unit Type
Vacation | |02/06/2017 [ D2/06/2017 |[{ 128 None N 8.00 Hours Add Comments  [#] [=]
Click the “Calculate Duration | Lierammi ]
bUtton" esl of my knowledge and belief, the information
sugrgité%d;zl?ccurate and in full compliance with legal
. . an =t
Click the “Submit/Approve”
bUtton Return to Employee List
H “ ”
5 Click “OK” on the Submit Confirmation
confirmation page.
“ The Absence(s) were submitted successfully.
6 Since the leave was reported Report and View Employee Absences

by a manager, the leave is
reported as “Approved” and
no further approval is
required.

Betty Carter

11117 o
Administrator Il 3306
ATHLETICS ADMIN 10410

Click Tor Instructions;

From [020172017 03/01/2017

Through

Existing Absence Events Personalize | Find | @I @ First &' 1of1 ‘»/ Last

Absence Absence

Absence Name BeginDate  EndDate  ADSSMSS ypymype ADSENCe ooy ypagieq By
Vacation 020062017 02/0612017 500 Hours Sir Charles ]
Enter New Absence Events

- . Absence
Absence Name Begin Date End Date posehee  UnitType
No Leave Taken V] [p2i012017 i) (03012017 | Add Comments  [#] [=]

Calculate Duration

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

Submit / Approve

Return to Employee List
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@

5. REPORT “NO LEAVE TAKEN”

Managers are able to enter employee absences using the Manager Self Service page. All employees are required to report “No

Leave Taken” if they have no absences to report for the pay period.

STEP ACTION SCREENSHOT
1 From the MyCSUDH portal:
4 P B8 Approve Time
Reported Absen
Click on “Manager Absence Entry” Approve Repo ces
Manager Balance Inquiry
I Manager Absence Entry
2 At the employee selection page Manager Abssnce Entry
select an employee and click the
“Continue” button quc?a:;
Emplcyees Persoratee | Frd [Vew M E] B At & 1ot b Lt

Note: Employees that report to a et G 53:;7"7“ tooe

manager’s direct reports can be

Mopr  Amstong Lo

More  Bubeck D

accessed via the LT icon

ooooooodio

SeeclA Deseiect Al

S DeptlD) Dept Hame Postin  JobCode JobTite

Aive 000 PROVOSTVPAA 00 100 Admskalel &
UNNERSTTY ADVANCEMENT (OODMS} 3300 AdmmsbaloNV @
3 ATHETE: W00542 W08 Admi a

VP ADMINIS 0000023 3300 Acme

&

PRESIDENTS 3 000aTAY 3308 Admirizkator I -
D0002EGE 3306 Adminigray il

Aminiszaie | &

00002705 3318

Presionntial Alde ]
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DIVISION OF INFORMATION TECHNOLOGY
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STEP ACTION SCREENSHOT
“ ” G ”
3 From” and “Through” dates are Report and View Employee Absences
d.efaul'fed tf) the current month. To | .0 0
view historical or future data, w2 0
change the From and/or Through Administator IV 3300
Vi
date(s) UNIVERSITY ADVANCEMENT 50000
Fom D0VT 5 morougn D3ODT [
Existing Absence Events Personaiize | Find | 0] B ormt @ 1ot @ Lag
Absence Name BegnDate  EmdDate NSO UnitType  LastUpdated By
Enter New Absence Events
Absence Name *Begin Date *End Date gg::{";ﬁ Unit Type
it | ozt Add Comments [+] [=]
| CakuateDuaton |
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
4 At the page entry, the Absence

Name defaults to “No Leave
Taken”. The Begin and End dates
default to the current absence
period. Make changes to the Begin
and End Dates if required

Review the information carefully
and click on the “Submit/Approve”
button to submit the absence

1’

Report and View Employee Absences
Dave Brubeck

iR 0

Administrator [V 3300

UNIVERSITY ADVANCEMENT 50000

From D20V 8 Througn [01207

Existing Absence Events personaiize | Find | 2] B Fist ) 1071 0 Last

. Absence o
Absence Name Begin Date End Date Duration UnitType  LastUpdated By
Enter New Absence Events
Absence Name *Begin Date *End Date f\,h",'.‘u Unit T!E

L]
Add Comments [+] [=]

No Leave Taken | 02012017 | 03012017 |

| CaulateDuraton |

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

and CSU policy raguicamans
Submit/ Approve

Refurn to Employee List
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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

STEP ACTION SCREENSHOT
5 Click “OK” on the confirmation Submit Confirmation

page

‘/ The Absence(s) were submitted successfully.

6 Since the no leave taken was Report and View Employee Absences

reported by a manager, the no Dave Brubeck

leave taken is reported as iz 0

“ ” Administrator IV 3300

Approved” and no further UNIVERSITY ADVANCENENT 50000

approval is required.

Fom 20V |8 Through [SOVDT

Enter New Absence Events

Absence Name *Begin Date *End Date

Calculate Duration

and CS8U policy requirements,
Submit / Approve

eturn fo Employee List

No Leave Taken v| 02012017 [ 03nto17 B

Existing Absence Events Personalize | Find | 1] B orst @101 @ L
Absence Name Begin Date End Date .;tt;ﬁgce Last Updated By

No Leave Taken 020172017 0300172017 Sir Charles m

Absence
Duration

Unit Type:

Add Comments  [4] [=]

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

6. DELETE REPORTED ABSENCES FOR AN EMPLOYEE

Reported absences may only be deleted under certain statuses. “Finalized” absence entries may not be deleted as they have
already been processed by Payroll. Managers may delete reported absences with a review status of “Approved”, “Reviewed”,

“Needs Correction” or “Submitted”.

STEP

ACTION

SCREENSHOT

1

From the MyCSUDH portal: A

Approve Reported Absences

Click on “Manager Absence Entry”
Manager Balance Inguiry

| Manager Absence Entry

p. | 13

Absence Management Manager Guide

Published: 3/16/2017

dothi
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STEP

ACTION

SCREENSHOT

At the employee selection page, Manager bsence Eny
select an employee and click the
“Continue” button .

ol etwre

Erplopses

. - Enl Lot

[«

= BT

Seectl

Srcrabe [ Fre [ Viw M| LT] B Bt 0 100 L
ot b Cooe ok

Ao =
Admrsriy 1 &
Ml &
Admbvarir T -
Mengrell &
hexverey i1
Agmiuirds n

A B0 CTOECUTME OFCE it oo

If required, change the “From”

and IlToll dates ﬁl"!‘. Huoliday

0
Presidential Aide 1148
PRESIDENTS OFFICE 10000

Tabbing out of the date field will
cause the page to refresh

ek Tor instructons)

Repart and View Employee Absances

Absences that have not been |rrom vt [§

Througn 030117

Existing Absence Events

finalized can be deleted by

Persoratizn | Find | 2| B it % thord 0 Lt

Absence Absenie
C “ ” o Abvance M Begnlaie Endlote POt g Typw AURERE |y ot By

clicking on the “Trashcan” icon L 5
Sk~ 360 QUGN DX TG00 Hows  Approwed S Chaes a
Vacaton CHOERMT 02082017 800 Hours Approved S Chares 1]
vacatn QNSNT QNS0T AD0Heurs  Revewsd Edafmgersid a
Vacaten QHERMT OAMEG01T GO0 Hurs  Reviewes  EiAFugeraid i
Entes New Absence Events
Ahsence Mame Meginlake T Date Dot Uit Type
|Mo Leave Taken | meomd (W ooy | Acacomments (3] (=]

(Caieuate Duraion

Return o Emplayee Lisl

Tothe best of my knowlege and bele, e nformiation
8 scturate 7 in Ul compiance with lejai

Click “Yes” to confirm deletion or Confirm Delete

“No” to cancel deletion

Absence: Vacation

‘/ Click Yes to Delete this Absence Event

Begins: 216/2017  Ends: 2/6/2017

C—=——"

No |
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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

STEP ACTION SCREENSHOT
5 An e-mail is automatically sent to Report and View Employee Absences
the person who entered the Sle Holaay

original absence event to let them
know once an absence has been
deleted on their behalf.

Presidential Aide 1142
PRESIDENTS OFFICE 10000

Clicic for Instructions;

From [0201/2017 |35 030172017 _|5)

Through

Existing Absence Events Personalize | Find | B2 | [ First ‘&' 130f3 ‘&' Last

Absence Name Begin Date  End Date ‘&'}::t’i‘gr'f Unit Type ‘;":ﬁg‘"“" Last Updated By

Sick - Self 02/01/2017  02/0272017 16.00 Hours Approved  Sir Charles m
Vacation 02/15/2017 0211512017 4.00 Hours Reviewed Ella Fitzgerald m
Vacation 02/16/2017 021672017 3.00 Hours Reviewed Ella Fitzgerald ﬁ[
Enter New Absence Events

Absence Name *Begin Date *End Date S:::n?;: Unit Type

[No Leave Taken ] [p2/01/2017 |[) (030172017 |[&) Add Comments  [#] [=]

Calculate Duration

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

7.VIEW ABSENCE BALANCES FOR AN EMPLOYEE

STEP ACTION SCREENSHOT
1 From the MyCSUDH portal: & Approve Time
rove Reported Absences
Click on “Manager Balance — -
Inquiry” | Manager Balance Inquiry |
Manager Absence Entry
2 The “Manager Balance Inquiry” Manager Balance Inquiry

page displays

Click the “Refresh Employee List”
button

Search Criteria
Degartment: | Q Name:
Empii0: Q Empl Red#: Q
Pay Group: Q
Uninn Code: Q
Payroll Status: hd HR Stafus: m

Refresh Emgiovee LS | | ast Rofroch was: 030717

Gradualed Vacation Charl
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STEP ACTION SCREENSHOT

3 The “Building Security List of
Employees” page displays

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

This Process huilds or rebuilds a List of Employees for whorm you, as a Manager or
Timekeeper are responsihle. tis designed to improve performance, and only needs
to he performed when something changes in that relationship, or the listis older than

Select the uOKn button in the a gettime {default 1 days) - inwhich case the list must be refreshad.
”Building Security LiSt Of Cepending upon the numher of Emplovees - it may take a some time to build.
Emp|oyees" page to bUl'd the ”St 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 he refreshed manually at any time
and return to the “Manager
Upaon pressing "Refresh Emplovees”, this message will be displayed

Balance Inquiry" page Pregs OK to Cortinue with the build, or Press CANCEL to go ahead without updating
the list.
QK Cancel
4 Click the “Search” button to Manager Balance Inquiry
begin the search Search Criteria
Department: Q Kame:
EmpiD: 0 Empl Reds: o
Pay Gioup: aq
Union Codde: q
Payrol Samus: |Ackve v b sas: [k v

Ciaar Refreeh EmpIoiee Lt | | ast Refresh was: HM0RA7

Ciracated Vacaion Chart

5 Absence Balances are displayed Manager Balance Inquiry
Note that Sick Balance, Vacation Search Criteria
Balance and Personal Holiday
i K Department: Q Name:
Available columns are displayed
EmpliD: Q Empl Red: Q
Pay Group: Q
Union Code: Q
Payroll Status: |Active v HR Status:  |Active v
Search Clear Refresh Employee List | | ast Refresh was: 03/08/17
Last Finalized Balances for Employees Personaize | Fid | View 00 | @] B Fist
Administered by Sir Charles 9 1400f1077 ) Last
Absence Balances | Compensatory Time || State Service for Absence
Empl . Last . Personal
Mor Name Pl EmpiD  Rod Department T pinigeg BOMCES Sk VAGHON gy g
" Nor o Period 2807 DEE ance  Balance - pygilable
1 * Aimsirong,Louis Active 111111120 0 20000 MB0 CONVERSION 020022017 1920000  448.000 :
2 * Brubeck Dave Active 111111122 0 50000 M0 CONVERSION 02022017 184.000  176.000
3 * CarterBetty Active 111111117 0 10410 M80 CONVERSION 02022017 88.000  128.000
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Refresh Employee List | | ast Refresh was: 03108117

Last Finalized Balances for Employees

STEP ACTION SCREENSHOT
6 Note that you can use the tabs Manager Balance Inquiry
above the table to view All —
X Search Criteria
Compensatory Time and State
Service for absence balances.
Department: Q Name:
EmpID: Q Empl Redé: Q
Pay Group: q
Union Code: Q
Payroll Status; HR Status:
Search Clear

Personalize | Find | View 100 | @I @ First

Administered by Sir Charles 4 11001077 & Last
IAbsenceBaWances I Compensatary Time i ‘Slate Service for Absence ||
Empl 4 Last : Personal
Myr Name ';2’{"” EmplD  Red Department Lt':”'g" Finalzed Ba‘af"[f:t’ Bals‘c" V;“f"“" Holiday Details
us Nbr ode eriod as o € lance dlance Available
1 * Armstrong,Louis Active 111111120 0 20000 MB80 CONVERSION 02/02/2017 1920000 448000 1 Eg'g
2+ Brubeck Dave Active 111111122 0 50000 MBD CONVERSION 02/022017  184.000  176.000 1 %
3+ Carter Betty Active 111111117 0 10410 MBD CONVERSION 02/022017 88000 128.000 1 E%
STEP ACTION SCREENSHOT
1 From the MyCSUDH portal: & Approve Time
Approve Reported Absences
Click on “Manager Balance Inquiry” [ Manager Balance Inquiry ]
Manager Absence Entry
p. | 17
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STEP ACTION SCREENSHOT
2 The “Manager Balance Inquiry” page Manager Balance Inquiry
displays Search Criteria
Department: Q Name:
Click the “Search” button to begin the EmpIID: Q Empl Red#: Q
search Pay Group: Q
Union Code: Q
Payroll Status: HR Status:
Cear | Refresh Employes List | [ agt Refresh was: 03/08/47
Graduated Vacation Chart
3 Click the “Details” icon in the far right
column (on any of the three tabs) to Manager Balance Inquiry
view more detailed information for any Search Critaia
employee in the list
Department: q Name:
EmplD: Q Empl Red#: Q
Pay Group: Q
Union Code: Q
Payroll Status: HR Status:
Search Clear Refresh Employee List | | ast Refresh was: 03/0817
Last Finalized Balances for Employees Personaiize | Find | View 100 | | &
Administered by Sir Charles U 110 0F 1077
Absence Balances | Compensatory Time || State Service for Absence
Empl Last Person
Mgr Name ';”"t"’” EmplD  Red Department ”C"‘zn Finalized Ba"‘f"g:t’ al gk "B”:;’“"” Holid:
tatus Nbr 00e Period as o (] lance ance Availab
1 * Armstrong, Louis Active 111111120 0 20000 MB80 CONVERSION 02/02/2017 1920.000  448.000
2+ Brubeck,Dave Active 111111122 0 50000 MB0 CONVERSION 0202/2017  184.000  176.000
3 Carter Befly Active 111111117 0 10410  MBO0 CONVERSION 02/02/2017 88000 128000
1
4 The “Absence Balance Details” page Absence Balance Details
displays
EmpliD: 111111120 Louis Armstrong Empl Red#: 0 Last Period Finalized: ~ CONVERSION
Department: 20000 PROVOST VPAA Union Code: 14130 Payroll $tatus: Active
All Absence Balances
Absence Balances Personalize | View All \\ @ First ‘4 1-20f2 ‘b Last
Sick || Vacation | Personal Holiday
PeriodID Balances as of Date m";‘{;‘;g: SickEamed SickTaken  Sick Adjusted 32?3’3‘;2?!3 Sick
1 CURRENT - Not Finalized 1020000 0.000 0.000 0000 0000 1
2 CONVERSION CONVERSION (02/02/2017) 0.000 0.000 0.000 1920.000 0.000 1
p. | 18
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STEP ACTION SCREENSHOT
5 Note that there are 4 expandable .
) Absence Balance Details
sections on the page:
EmplID: 111111120 Louis Armstrong Empl Rcd# 0
Department: 20000 PROVOST VPAA Union Code: Iy
All Absence Balances, Absence
Balances, Compensatory Time Balances ) All Absence Balances
and bsence Balances
State SerV|Ce fOr' Absences I Compensatory Time Balances
) State Service for Absences
Select the right arrow beside the | Retum
section name to expand or collapse that
section
I
6 Note: The “All Absence Balances” .
; . ; . Absence Balance Details
section contains all the tabs available in
the other three sections EmplID: 111111120 Louis Armstrong EmplRed#: 0 Last Period Finalized:  CONVERSION
Department: 20000 PROVOST VRAA Union Code:  M30 Payroll Status: Active
Absence Balances personalize | View A1l | 2| & Fist 4 1202 ! Last
Sick || Vacaion | Personal Holiday | CTO | Holiday Credit | HolidayCTO | Excess | ADO | NomExpADO | State Senvice | StaieSenicel
Period ID Balances ss of Date b oNOUS Gk Eamed  SickTaken  Sick Adusted SToslope ™
1 CURRENT - Not Finalized 1920000 0000 0000 0.000 0.000
2 CONVERSION CONVERSION (02102/2017) 0000 0000 0000 1920000 0000
I
7 The “Absence Balances” section ,
. . ) Absence Balance Details
contains the following tabs: Sick,
Vacation and Personal HoIiday EmpliD: 11111120 Louis Armstrong EmplRed#: 0 Last Period Finalized: ~ CONVERSION
Department: 20000 PROVOST VPAA Union Code: 13D Payroll Status: Active
All Absence Balances
" Absence Balances Personalize | View Al | | B Fret (€ 12012 ¥ Lag
Sick | Vacation | Personal Holiday |‘
Period 1D Balances as of Date Sick";ﬂﬁg: SickEamed  SickTaken  Sick Adjusted ;3’;’32@; sict
1 CURRENT - Not Finalized 1920000 000 00N 0.000 oo
2 GONVERSION GONVERSION (02002/2017) 0000 000 00W 1920000 ooon
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STEP ACTION SCREENSHOT
“ H ”n
8 The' Compen'satory Time B"ala nces Absence Balance Details
section contains the following tabs:
CcTO HoIiday Credit HoIiday CTO EmplID: 111111120 Louis Armstrong EmplRed#: 0 Last Period Finalized: ~ CONVERSION
’ '’ ’
Excess, ADO and Non Exp ADO Department: 20000 PROVOST VPAA Union Code: 13D Payroll $tatus: Active
’
All Absence Balances
Absence Balances
{Compensatory Time Balances Personalizel\liew.t\l\\|@ First 4 1-20f2 b/ Last
€10 Holiday Credt | Holiday CTO || Evcess | ADO | Non ExpADC |
Period ID Balances as of Date cropg\g:;: CTOEamed  CTOTaken  CTO Adjusted e
1 CURRENT - Not Finalized 0.000 0000 0.000 0.000
2 CONVERSION CONVERSION (02102/2017) 0.000 0000 0.000 0.000
1
9 The “State Service for Absences” Absence Balance Details
section contains the following tabs: o
State Service, State Service Hours EmpID: 110 Lous Amsirong Empl Red#: 0 Last Period Finalized:  CONVERSIO!
Service Hour; Sick. Service Hours ! Department: 20000 PROVOST VPAA Union Code:  M30 Payroll Status: Active
4
Vacation and Service Hours FTE All Absence Balances
Absence Balances
Compensatory Time Balances
1! State Service for Absences personaize |ViewAll /B | B Fist (4 12072 0 Last
Izmte Service [ Siate Service Hours I Senvice Hours Sick I Service Hours Vatation I Service Hours FTE
' Previous . . .
. . State Service  State Service State Service St
Period ID Balances as of Date StaneBS;Lvr:zz Eamed Taken Adjusted
1 CURRENT - Not Finalized 246.000 0000 0.000 0.000
2 CONVERSION CONVERSION (02/0212017) 0.000 0.000 0.000 246.000
10 Select the “Return” button at the Absence Balance Details
bottom of the screen to return to the
“" H 2
Manager Balance Inquiry” page. EmplID: 111111120 Louis Armstrong
Department: 20000 PROVOST VPAA
All Absence Balances
[} IAbsence Balances
Compensatory Time Balances
State Service for Absences
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9.VIEW THE GRADUATED VACATION CHART

STEP

ACTION

SCREENSHOT

From the MyCSUDH portal:

Click on “Manager Balance Inquiry”

E5 Approve Time

Approve Reported Absences

| Manager Balance Inquiry |

Manager Absence Entry

The “Manager Balance Inquiry” page
displays

Select the “Graduated Vacation
Chart” link at the bottom of the

page

Manager Balance Inquiry

Search Criteria

Department: Q Name:

EmpiD: Empl Red: a
Pay Group: q

Union Code: Q

PayralSatus: WRSuts [V
Search Clear Refresh Employee List | |5t Refresh was: 030817

Graduated Vacafion Cha

The Graduated Vacation Chart
displays

This chart displays monthly vacation
accrual rates, along with maximum
vacation accrual allowances, based on
employee state service

Press Esc to Return

“In terms of full-time service

01/28/2011 Updated/HRM

SUMMARY OF MAXIMUM VACATION
SUMMARY OF VACATION ACCRUAL RATES AND CTO CREDITS
TMONTHLY y
semvcereourus: | VACATON |, DAYS | [ BARSAMG UNT |y cro | s | MAXVACATIN | Mhpone
are | Pervear| | cuassincamion veARs OF seRvicE | (1 TEARS
03 YEARS: 1 T0 38 MONTHS sonmours | 10 i A, 480 HOURS
3.6 YEARS: 37 T0 72 MONTHS 10 HOURS 15 A A 388 HOURS
610 YEARS: 73T0 120 MONTHS | 1113 HoURS | 17 WA A 272 HOURS
10-15 VEARS: 121 TO 1BOMONTHS | 123 HouRs | 19 120HOURS 240 HOURS 272 HOURS
15-20 YEARS: 181 TO 240 MONTHS | 14 HOURS 21 WA A 320 HOURS
20.25VEARS: 241 TO 300 MONTHS | 1513HouRS | 23 120 HOURS | 240 HOURS. 320 HOURS 440 HOURS
OVER 25 YEARS: 301 MONTHS AND UP | 18 HOURS 2] 120 HOURS .. 240 HOURS. FI2HOURS FELHOURS
200HOURS | 240 HOURS 272 HOURS 384 HOURS
¥ACATION ACCRUAL RATES FOR ELIGIBLE CLASSIFICATIONS IN 120 HOURS 240 HOURS 272 HOURS 384 HOURS
EXECUTIVE (H98), MANAGEMENT (M80), 200 HOURS™ | 430 HOURS 212HOURS 384 HOURS
CONFIDENTIAL (C98), FACULTY (Unit 3) 1€ 24 120 HOURS 240 HOURS, 272 HOURS. 384 HOURS,
AND ACADEMIC STUDENT (UNIT 11) 200 HOURS | 240 HOURS 272HOURS
i A 80 HOURS
W A 272HOURS,
120 HOURS | 240 HOURS. 272 HOURS
120 HOURS 240 HOURS 384 HOURS 384 HOURS

“PER MOUWPalicy
“PURSUANT TO FAIR LABOR STANDARDS ACT
““REFER TO APPROPRIATE MOU
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STEP ACTION SCREENSHOT
4 Press the Esc key on the keyboard to Manager Balance Inquiry
return to the main balances page.
Search Criteria
Department: Q Name:
EmplID: Q Empl Red#: Q
Pay Group: Q
Union Code: Q
Payroll Status: HR Status:
Search Clear Reiresh Employee List | | ast Refresh was: 03108117

Graduated Vacation Chart
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10.

APPENDIX A

Below are Absence Take types that are available through Self-Service. Eligibility is based on an employee’s collective bargaining

unit.

Note: Not all takes in the list below will appear for every employee. They depend upon CBID, etc.

ABSENCE DESCRIPTION USE PARTIAL HOURS CONSIDERATIONS
TAKE OR SCHEDULED
HOURS
CTO AT CTO Premium Earn Partial Hours Only Compensatory time banked at a premium. Since this
EARN is time banked at a premium the employee must
have worked over 40 hours in the workweek to
enter time for this.
CTO AT TAKE | CTO Take Partial Hours or Usage of banked compensatory time.
Scheduled Hours
DCK AT Dock Partial Hours or Leave that has been taken after all accruals have
DOCK Scheduled Hours been exhausted. Report this as appropriate as a take
but note that a departmental dock form signed by
the supervisor still must be turned in to Payroll.
FL Bereavement/Funeral Partial Hours or Includes eligible immediate family members. Specify
ATFUNERAL Scheduled Hours the family members in the Comments.
HCR AT Holiday Credit Earn Partial Hours Only Used when an employee works on a holiday and is
EARN due additional time off.
HCR AT Holiday Credit Take Partial Hours or When using holiday credit that is on the system.
USAGE Scheduled Hours
HCT AT Holiday CTO Earn Partial Hours Only Used when an employee works on a holiday and is
EARN due additional time off.
JD AT JURY Jury Duty Partial Hours or Jury Duty when called to serve at a Superior,
Scheduled Hours Municipal or District Court. Must turn into Payroll
the official Jury Duty proof of service
MPA AT Maternity/Paternity Partial Hours or 30 day paid leave for the birth of the employee’s
MAT Scheduled Hours child or the placement of a child with the employee
through adoption or foster care.
NO LEAVE No Leave Taken Scheduled Hours No leave taken for the pay period. If no other
TAKEN absence events have been reported for the month,
this event MUST be submitted to indicate full time
attendance.
PH AT PER Personal Holiday Partial Hours or One day off that is granted as of January 1%t each
HOL Scheduled Hours calendar year. Usage is at the employee discretion
with supervisor approval.
PLAT Parental Leave Partial Hours or 30 day paid leave for the birth of the employee’s
PARENT Scheduled Hours child or the placement of a child with the employee

through adoption or foster care.
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SCK AT Sick - Bereavement Partial Hours or Upon request, bereavement/funeral leave may be

DEATH Scheduled Hours supplemented with an employee’s own sick leave
credits. Specify the family member in the
Comments.

SCK AT Sick - Family Care Partial Hours or Family care, meaning illness or injury in the

FAMILY Scheduled Hours immediate family up to 10 days of accrued sick leave

may be used in one calendar year. Specify the family
member in the Comments.

SCK AT SELF | Sick - Self Partial Hours or Sick leave chargeable to employee sick leave
Scheduled Hours balance. Physician statement required when absent
5 or more consecutive days.

VAC AT VAC | Vacation Partial Hours or Vacation time chargeable to vacation balance when
Scheduled Hours approved by the appropriate administrator.
p. | 24
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