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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. LOGIN TO PEOPLESOFT

DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

STEP ACTION SCREENSHOT
1 Login to MyCSUDH Portal: cnsshiad
https://www.csudh.edu
Click the MyCSUDH button on the
top r|ght Of the screen. FUTURE STUDENTS ACADEMICS CAMPUS LIFE STUDENT SERVICES
2 Login to Peop|e$oft_ https://my.csudh.edu/psp/paaprd/EMPLOYEE/EMPL/h/7tab=PAF
Enter your User ID, Password and CSPDH | portal
click the “Sign In” button. Signon ==f =
UserID i
|Passwom | |
Signip
Acfivate Arcount | New llear
3 Click “Employee” tab. CSUDH | portal
. e ” Welcome Ella Fitzgerald
Next click “Timekeeper” button. R e
&L My Personal Info
&3 My Payroll/ Benefits 8 =
&8 Report I‘Iy"‘.'ime :
: £ Timekeeper : =
4, Three links will appear: 1.,CSUDH | portal
‘Wealcome Ella Fitzgerald
e Timekeeper Absence Entry STUDENTS  FACULTY
e Timekeeper Balance Inquiry T
e Timekeeper Absence Review & My Payrell/ Banafin
Bl Repon By Time
B Timekeepor
Timeknaper Absence Entry 1 g T
Proceed with the steps described in Tinakesge Baiance lnquy B =
section 2. Ittt | g SDWR PR
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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

2. NAVIGATE TO THE “REPORT AND VIEW EMPLOYEE ABSENCES”
PAGE

The “Report and View Employee Absence” page is used by the Timekeeper to do the following for employees:

e Report “No Leave Taken”

e Record absences

e Delete unapproved absences

e View prior absence transactions.

STEP ACTION SCREENSHOT
1 From the MyCSUDH portal: & Timekeeper
Click on “Timekeeper Absence Entry” Timekeeper Absence Entry
Timekeeper Balance Inguiry
Timekeeper Absence Review
2 The “Timekeeper Absence Entry” page | Timekeeper Absence Entry
appears Eta Fizgeraid
Employees Peesonakze | Find | View an | &3] E First ‘& 166 & Last
Solect emplio E:n::.-\:" Hame Status  Dopt D Dopt Mame Postlon Job Ceda ok Tile
LARRRRIARE: Hons Artve om  PRE! oo xry Prasdant
Note: |f desired, sort the grid by RELLITT Hane Actvg 10000 TR T Admiizratr
. . . . AARRRRRE-R) Sub Artne 10000 Ess 1o
clicking any hyperlinked column title Hse A Acve o000 PR sovnzres e
11111113 D Appr 10000 DODOOTES 1148
111111240 None. o 10000 PRESDENTS OFFICE DODODEFT 1170
Salect A1 Danalect All Canfeus
3a At the employee selection page: THORKGCRRL Aiiehar JIRTY
Ella Fitzgarakd
. . e . Clizk far Instrustions
o Check individual boxes in the '
, E Empleyeas Perseralice | Frd | View | B B Pt % 165415 4 Lamt
Select’ column for the SR e T L o e oo
employee(s) to enter absences Sl O oy o
e Select the “Continue” button L 0 I3
M Mire  Homelens nn . )
OR e
Select All Desslect All
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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

STEP

ACTION

SCREENSHOT

3b

e Click on the “Select All” button to
check all employees listed
e Select the “Continue” button

Timekeeper Absence Entry

Emplayees

Paronaize | Find [viewsd [0 IR Fomt 0 18006 0 Lant

Poutien  JobCnde  Jeh THls

AR Deswtoct A Contines

The “Report and View Employee
Absences” page displays

Use the navigation links at the bottom
of the page to move from one
employee to another

Clickfor Insfuctans

fom OZOVZ01T B mwowh 03U B

Existing Absence Events Parsonaiize | Find | €91 B Fest & 1011 @ Last
Absence Hame BeginDate  End Dato ASeCE Uit Type  Last Updated By

Enter New Absence Events

Abmence
Absence Hame "egin Dato “Led Dafte Durstion Ualt Type
Mo Leave Taken Add Commenss (3] =

| Bannmr 6 paon 5

Caltutate Duration

—

Ienl.umm;mplcpnu.m Frminus Employes in List  Hest Employee In List I

Proceed with steps shown in the
following section:

e Section 2.1 to report “No Leave

Taken” for an employee

e Section 2.2 to record absences for

an employee
e Section 2.3 to delete unapproved

absences
e Section 2.4 to view prior absence

transactions for an employee

Report and \iew Employee Absences
Miles Davis
LRRERARAT]

CE 0000

Chick for Instructions

from  OLUIR0VT [ fhrpugh  OMOVEOIT G

Existing Absance fvanis Parsonaize | Find | £ € Fimt 0 torr @ Last
Pr— - oginfistn  fodfas AUSIE0 g Lt ittt
e S yon ket iy
Entnr New Absence Fvents
; 3 Abasnca
Absanca Hume Bogii Dite  “Lnd Date Dt Unit Typa
Wb Loy Token | e [ snenT 5 p— )

Calculata Duration

i
Sukenn

Retum o Employes List  Previous Employes in List  Next Emploves In List
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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

2.1.

REPORT “NO LEAVE TAKEN” FOR AN EMPLOYEE

STEP ACTION SCREENSHOT
1 From the MyCSUDH portal: & Timekeeper
e Click on “Timekeeper Absence Timekeeper Absence Entry
"
Entry Timekeeper Balance Inquiry
The “Report and View
Employee Absences” page Timekeeper Absence Review
d |splays Report and View Employee Absences
e Change the “From” and Billiz Holiday
111111113 0
”Through" dates to show Prasidential Aite 1148
FRESIDENTS OFFICE 10000
absences from Other pay Clickfor Instructions
periods
I From 02012017 i) Through 03012017 | I
Existing Absence Events Personalize | Find | @\ @ First ‘4 1-20r2 &) Last
Absence Hame Begin Date  End Date 3:?;:: Unit Type: 2;’:5:” Last Updated By
Sick- Self 020152017 02022017 16.00 Hours Appraved  Sir Charles
Wacation 02/06/2017 02082017 8.00 Hours Approved  Sir Charles
Enter New Absence Events
Absence Hame “Begin Date “End Date 'D‘:f;i':: Unit Type:
Dzi0162017 |5 030142017 add Comments [+ [=]
Calculate Duration
Tothe best of my knowledge and belief, the infarmation
submitted is accurate and in full compliance with legal
and CSU policy requirements.
Submit
Return to Employee List
2 Existing absences for the current Report and View Employee Absences
Lena Home
i i i i 111111128 o
pay period will be displayed in the il .
. FRESIDENTS OFFICE 10000
top grid
In the bottom grld the Absence from EAEIECILIE Theough  EXOVINTIE
! Existing Absence Events Porsonatize | Find | £ Firel & 10oft @ Lagt
Name “No Leave Taken” defaults to Absence Homo BeoinDets  EndDets  FOSNS il et Updeiod By
the current pay perIOd Begln Date Entir New Absinee Fuonts
and End Date P — *Begin Date “Envid Dhates 53";:;‘: Wit Types
Mo Leave Taken v | 02012017 |E 03007 W Add Comments  [#] [=]
. Calculate Duration
e Change the Begin Date and
SabumB s Rorurate AN Ut COFIRRATIES Wi OSF
End Date to the dates for ana S0 palky raquiramants.
Submit
which you would like to report W ——
“No Leave Taken”
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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

STEP ACTION SCREENSHOT

3 Select the “Submit” button Report and View Employee Absences
Lena Horne

11111124 0

Cnfdntl Office Support 12 Mo 1170

PRESIDENTS OFFICE 10000

Click for Instructions

From 02012017 |5 Through D30TZ017 |[5)

Existing Absence Events Personalize | Find | 2] @ First ‘4" 10of1 ‘B Last
- Absence .
Absence Hame BeginDate  End Date Doration UnitType  Last Updated By

Enter New Absence Events

absence Hame ‘BeginDate  "End Date pasene unit Type
Mo Leave Taken ¥ | 00107 0310172017 add Corments £ (=]

Calculate Duration

Tothe best of my knowledge and belief, the information
if with legal

and CSU pofey requirements
Submit

Return to Employee List

4 The “Submit Confirmation” page Submit Confirmation

appears

¢ The Absence(s) were submitted successfully.
Click “OK”

Ok
5 The “Report and View Employee Report and View Employee Absences
Lena Home
Absences” page lists the “No Leave noma o

Cnfdrtl Ofea Support 12 Mo 1170

Taken” Absence Event you have PRESIDENTS OFFICE 10000

Click for nstuctions
submitted with a Reviewed Absence

fom 02007 B pieougn 030017 @

Status and no further action is

Cxisting Absance Cvants Personaize | Fing | £ | 58 Firgt & van BLag
necessa ry Ahsenee Hame Brgin Nate Fel Nate &‘:"'“ Last Hpdated By
Mo Leins Takun 022017 o3n1emT Revierwind Fllia Fitagerald ]

Entar Hew Absence Cvents
Absence

Absuncy Harme ‘BoginDate  'Ewd Daln pasenct Uil Type
Mo Leave Taken v | o201z @ om0t |§ Add Comments (] =]
Use the navigation links at the Cawuists Duration
bottom of the page to move from Ty L B
and CEU policy requiremants
one employee to another. St
I Retum to Emplovee List Previous Employee InUist  Nest Emplovee in List I
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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

2.2.

RECORDING AN ABSENCE FOR AN EMPLOYEE

STEP ACTION SCREENSHOT
1 From the MyCSUDH portal: )
5 Timekeeper
Timekeeper Absence Entry
X . " Timekeeper Balance Inguiry
Click on “Timekeeper Absence Entry
Timekeeper Absence Review
The “Report and View Employee
Absences” page displays
Report and View Employee Absences
Stan etz
11111118 o
Cnfd
Change the “From” and “Through” e
dates to show absences from other | IBSURIESR ki SSIOUT —_
) 1Pna [0 IR P A nzer2 W Lam
pay periods [re—— BognDate EndDrle e U Tape B Lest Updeted By
Vet p2n y BO0 Hows  Feiewed 33 FR o
Sicks Sad 03 400 Hours  Reviewsd B3 Fip a
Tmter New Ahsance Cvents
Ho Laawe Taken v | preniot? @ bRRNT & B Add Commants 4] (=]
Calculate Duration
Submit
Raotum 16 Emglopes List
2 To record an absence, select the Report and View Employee Absences
an Getz
Absence Name from the dropdown S :
menu
Farsonaioe | Find Last
e waa Ty
200 Hoors  Redewsd E5aFgted a
808 Hor Riiewed 24 F 1]
Todbae e Fannen ADEE o
Rutum o Esnplovee List
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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

Confirm that the Balance covers the
absence you are recording

(RRERERETY 0

Cnfntl Office Support 12 Mo 1170

PRESIDENTS OFFICE 10000

Click for ingsnacions

from 02012017 |5

Existing Absence Events

Ihrpugh 03012017 &

Pervonalizs | Fnd | 201 B

First ‘& 1202 & Lagl
Absence Alrsence
[TS—— BoginDste  FadDate  (STOET Uit Ty GRS Lt Uipsclatenc By
Vacatian 02002017 02007 800 Hours  Rivirwd  EBa Fitsgueald 1]
sick- Salf 02067017 02087017 500 Hours  Reviewsd  ERa Fitsgersld 1]
Enter Nuw Abssnce Events
Almence Haine WeginDale  'Eod Date Bance Plusilas PO g e
Fersonal Hollday ] D e e 2 Days Ada Comments (1 +] (=]
Caleulate Duraben
To me best of my knowledge and bekel, the infamiation
susbmitlne 15 accurati and in full corn
and CEU e quirements.
Subrnit
Return to Employes List
Enter the Begin Date and End Date for e
Crddntl OMce Support 12 Mo 1170
PRESIDENTS OFFICE 10000
the absence event
Click for Insusstiores
From ODOIEONT B Though 0300INT &
Existing Absence Events Parscnaize | Find |29 B mist & 12012 0 Lawt
Absance Hamn Bagin Bute  Lred Date ::::‘:' U Type ;h;:."' Lust Bpdated ity
Vacaton 02032017 0HOMATT SO0 Hows  Revewed Ella Fitierald 1]
Sitk- Se 0MGRUI7 OHOBROIT 90D Hows  Revewed il Fizgerald o
Enter New Absence Events
Abssnce Hama 4 "Partiel Dis ::.""'“ unit Type
Personal Holidiy Morie v Diays Add Comments (+] (=]
Calculate Duration
Yation
egal
Fetum to Empdoves List
Select Partial Hours from the Partial Repart and View Employee Absences
Bilie Holdtay
1] 1
Days dropdown menu i,
Presidential Aide 1140
PRESIDENTS 0FTICE 10000
. . Click fof Ingtructions
(if applicable)
fram B Theougn D ]
Exiting Absunce Events Fist & 12002 & Last
Absence hame Begn Date  End Date AmenCE  Last Updated By
Sick- Self 012017 02020201 1600 Mowrs  Aproved i Chrles
Nacaon FOR201T 02 B.00 Hours Approved

Entar How Absance Events

Abgenee Mame

Varaton

Caloulate Curaton

Feturm ta Emplonss L

Bogin Daie  “End Date:

v | a7 |G naennt H

m i ans
i e i

ABSENCE
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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

Enter the Hours per Day (if using
Partial Hours)

e  Click the “Add Comments” link (if
applicable)

PLEASE NOTE: THIS IS ONLY REQUIRED
IF THE “ADD COMMENTS” LINK IS RED

The comments link reads Edit
Comments once comments are
entered

Report and View Employee Absences
Bl Holidy
w0

Chektar Ingrockany

0207 || ]

fram Theougn  DAE0IT 5

Ewisting Abwence Events Personalize | Find | )] I st ¥ 12002 0 Lan

Alrenee Mseree
Alyveree Hame Bognlale  Emdlebe 000 fion Type S
Sick- Delf LEle b 16860 Hours Agproved  Sir
Vataton 0208017 6 800 Houts  Approvd

Entar How Abisonco Evants

Aweea Hama “Dagin Dte Jos.. Ageane

“Ind Datn

Datance “Parilal Days Unk Type

Vagation L FICL T T

for Day offation
7 [ %833 [Famwmroun v | 200 Hous I EdtCoenmonts &) ;I

Calrulate Duration

Reaum in Emplren List

Enter the information as prompted

PLEASE NOTE: BE BRIEF. DETAILS ARE
NOT REQUIRED

Absence Event Comments

Enter comrments to be associated with the absence eventand click the Save Comments
huttan to save them. Ta return without saving click the Return to Entry Page link.

Add Comments here..|

Sawve Comments |

Return to Entry Page

Select the “Save Comments” button

Absence Event Comments

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

Add Camments here. |

I | Save Comments |I

Return to Entry Page

p. | 10
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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

Use the plus (+) icon to add rows for
additional absences

Note: You can also add consecutive
absences (use the Calculate Duration
button)

Report and View Employee Absences
Billie Holiclay

RARRA RN ki 0

Presidential Aide 1148

PRESIDENTS OFFICE 10000

Click far Instructions

Fom 02012017 [ Through 930102017 |5

Existing Absence Events Personalize | Find | 0] B First 0 12012 ) Last

Absence | Absence

Absence Hame BeginDate EndDate [P0 unitType  Looon Last Updated By

Sick- Self 020102017 02022017 16.00 Hours Approved  SirChatles

Wacation 020682017 02/062017 8.00 Hours Approved  Sir Charles

Enter New Ahsence Events

Absence Hams *Begin Date *End Date Balance ‘Partial Days Hours — Absence . rope

per Day  Duration

02182017 [ 02152017 [F 35833 |Partial Houre v || 4.00 Hours  Editcommenfks [+] [=]

Caleulate Duration

To the hest of my knowledge and belief, the infarmation
submitted Is accurate and in ull compliance with legal
and CSU policy requirements

Submit

Return to Employee List

10

Once all absences are entered, select
the “Submit” button

Report and View Employee Absences

Bitie Hodday
ALERRRRRE

Presidentisl Aide 1140
DENTS OFFICE 10000

Click for Inatructions

frem U007 |G pyougn  DEURAONY

Exinting Abmance Evanbs Personaice | Find | C1) Bl rest 0 12002 4 Last

Ahannco Ahascica

Absersa Hema Begin Dete  Lnd Date Damration Uit Type Sastun Lasf Updated Iy

Sick - Bell azmo? 1600 Hours Approved  Se Chares
Wacaion 020672017 200 Hours Approved S Chames

Entor Now Absance Funnts
Al " g Dt “Lnat D [ “Partisd O pippndtagmes Lo L)

sarse Nama egn e L ance “Far s por ey Dun ype

v v | oo | e sy [ 3 [ PaalHour: || 400 400 Mours  EenComenents F] (2]
‘acabiun ¥ | onanot? 3 [Noew L B0 Hours  Add Comenents (£] (=]

Caltutate Duration

Submit

11

Select “OK” on the “Submit
Confirmation” page

Submit Confirmation

‘/ The Absence(s) were submitted successfully

0K
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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

12

The “Report and View Employee
Absences” page displays

Submitted absence events are
displayed with a Reviewed Absence
Status

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

Report and View Employee Absences
Stan Getz

ARRRRRR NI o

Cnfdntl Office Support 12 Mo 1170

FREGIDENTS OFFICE 10000

Click for Instructions

From 020012017 | pa01iz07 |5

Through

Existing Abhsence Events Fersonalize | Find | 7] =]

3 Absence
Absence Hame BeginDate EndDate | =i Unit Type Absence Status
Vacation 02/032017 02032017 8.00 Hours Reviewed
Sick- Belf 02/06/2017 02i06/2017 8.00 Hours Reviewed
Enter New Absence Events

[ B Absence ;
Absence Hame Begin Date End Date Duration, Unit Type

| Mo Leave Taken v | jpzioizo17 03/01/2017

Calculate Duration

Tothe hest of my knowledge and belief, the information
submitted is accurate and in full compliance with legal
and C5U policy requirements:

Submit

First (&' 1-2012 @) Last

Last Updated By

Ella Fitzgerald
Ella Fitzgerald

Add Comments

Return to Employee List  Previous Employee In List  MNext Employee In List

ladd a new

i}
i}

p.
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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

DELETE AN UNAPPROVED ABSENCE

Timekeepers can only delete absences with a Submitted status (entered by the employee) or a Reviewed status (entered by a

Timekeeper). Approved absences can only be deleted by an approver or by Payroll.

STEP ACTION SCREENSHOT
1 D : -
From the MyCSUDH portal Timekeeper
Click on “Timekeeper Absence Entry” Timekeeper Absence Entry
The “Report and View Employee ety 2l e Ll
” H
Absences page d'Splays Timekeeper Absence Review
{ow L H
Select the “Trashcan” icon in the far Report and View Employee Absences
right column to delete an absence orineres
President 2977
PRESIDENTS OFFICE 10000
Click far Instructions
From 02002017 [H qprougn 03012017 [
Existing Absence Events Personalize | Find | \ = First ‘4 1of1 »' Last
Absence Hame Begin Date  End Date 3::‘::::: Unit Type g‘"se""e Last Updated By
Wacation 0200202017 020202017 8.00 Hours Submitted  Sir Charles
Enter Hew Absence Events
Absence Hame ‘BeginDate  *End Date Absence  unit Type
Mo Leave Taken v D201z017 5 03012017 |5 add corments  [#] [=]
Caleulate Duration
To the best of my knowledge and belief, the infarmation
submitted is accurate and in full compliance with legal
and CSU policy requirernents
Submit
Retum to Employee List  Previous Employee InList  Next Employee In List
2 Confirm that the absence bein
g Confirm Delete
deleted is the correct one
‘/ Click Yes to Delete this Absence Event
Absence: Vacation  Begins: 27272017 Ends: 2/272017
Click the “Yes” button, if appropriate, =7 | =
to continue deleting this absence
event

p. | 13
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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

3 Confirm that the absence is no Report and View Employee Absences
longer listed in the “Existing Absence i‘;ﬁ?f;‘fs ;
Events” section Presient 2977

PRESIDENTS OFFICE 10000

iClick for Instructionsi

Trom Ty Through 02017201 5]

The person who submitted the Existing Absence Events Personalize | Find | & | B First 4 10f1 ‘B Last
_ Absence _
deleted absence event will receive S Seomiiae | MABES ourson TIPS bestipdsedty

an e-mail and should enter corrected

Enter New Absence Events

. . S - Absence P
| nfo rmation. Absence Hame Begin Date End Date Buration Unit Type
Mo Leave Taken ¥ | |p201iz017 0012017 add Comments [+ [=]

Calculate Duration

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

Submit

Return to Employee List Previous Employee In List  MNext Employee In List

p. | 14 N i
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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

2.4.

VIEW PRIOR ABSENCE TRANSACTIONS FOR AN EMPLOYEE

STEP

ACTION

SCREENSHOT

From the MyCSUDH portal:
Click on “Timekeeper Absence Entry”

The “Report and View Employee
Absences” page displays

Change the “From” and “Through”
dates to view a different set of absence
transactions

5 Timekeeper

Timekeeper Absence Entry

Timekeeper Balance Inquiry

Timekeeper Absence Review

Report and View Employee Absences
Sir Charles

ERRRRERRE! 0

President 2977

PRESIDENTS OFFICE 10000

Click for Instructions

Return to Employee List

From 03012017 5 fhrough 03312017 |H
xisting Absence Even| Ereonalize | Find | G2 B First ‘&' 1of1 } Last
. Absence ;
Absence Hame BeginDate  End Date Duration  UMitType  LastUpdated By
Enter Hew Ahsence Events
N B Absence §
Absence Hame Begin Date: End Date Dunatinn, Uit Type

| NO Leave Taken v | Dz1/2017 | 03012017 |5 Add Comments (£ [=]

Calculate Duration

Tothe best of my knowledge and helief, the information
submitted is accurate and in full compliance with legal
and GEU policy reguirernents.

Submit

Previous Employee InList  Next Employee In List

The page refreshes displaying absence
events for the requested time period

Note: Repeat this process to display
absence events for other time periods.

Report and View Employee Absences
Sir Charles

EARRRRRER |

President 2877

PRESIDENTS OFFICE 10000

Click for Instructions

From 03012017 |5 Througn 0313172017 5]
Existing Ahsence Events Personalize | Find | 20| [ First (40 10f1 0 Last
i Absence |
Absence Hame Beginate  End Date Py UnitType  LastUpdsted By
Enter New Absence Events
g B Absence §
Absence Hame Begin Date End Date e Unit Type

| Mo Leave Taken v | jozio1rzo17 ) pami2017 |5 Add comments [+ =]

Caleulate Duration

Tothe best of my knowledge and belief, the infarmation
submitted is accurate and in full compliance with legal
and CEU policy requirements,

Submit
Return to Employee List

Previous Employee In List  Mext Employee In List
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3. NAVIGATE TO “VIEW TIMEKEEPER BALANCE INQUIRY” PAGE

STEP

ACTION

SCREENSHOT

From the MyCSUDH portal:

Click on “Timekeeper Balance
Inquiry”

5 Timekeeper

Timekeeper Absence Entry

Timekeeper Balance Inguiry

Timekeeper Absence Review

2

The “Timekeeper Balance Inquiry”
page displays

Timekeeper Balance Inquiry

Search Criteria

Department; aQ Name:

EmplID: Q Empl Rod#: R

Pay Group: Q

Union Code: Q

Payroll Status: | Active M HR Status:
Search Clear Refresh Employee List | | ast Refresh was: D3/08M17

3.1.

VIEW ABSENCE BALANCES FOR EMPLOYEES

STEP

ACTION

SCREENSHOT

From the MyCSUDH portal:

Click on “Timekeeper Balance
Inquiry”

2

The “Timekeeper Balance Inquiry”
page displays

Click the “Refresh Employee List”
button

5 Timekeeper

Timekeeper Absence Entry

I Timekeeper Balance Inguiry I

Timekeeper Absence Review

Timekeeper Balance Inquiry

Search Critaria

Dopartment: (=3 Hame:

Empllk: Q Frnpd Recddo; Q
Py Grop: Q
Uniion Coodis: Q
Payroll Stastus: | Actve HR Status:
Search Clear Refresh Emploves Uist | (¢ Refresh was: 0208/17
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2 The “Building Security List of
Employees” page displays

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

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

“ ” H
Select the “OK” button in the Depending upon the number of Employess - it may take a some time to build.
PP . .
Bmldmg Securlty List Of The systerm will enforce the huild 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.
Employees” page to build the list
Upan pressing "Refresh Employees”, this message will be displayed.

HT:
and return to the Tlmekeeper Fress Ok to Continue with the build, or Press CANCEL to go ahead without updating

Balance Inquiry” page the st
P
Ok Cancel
3 On the “Timekeeper Balance Timekeeper Balance Inquiry
. ” Search Critaria
Inquiry” page, enter a Department
Dapartmant: aQ Hare:
or EmplID to search for absence Empan: q gl Reas: a
balances by department or il a
Mool Status: | Active A HR Stafus: ALe ¥

employee

Clear Refresh Emploves LISt Lagi Refresh was: 03000147
Optionally, these fields can be left

Giradusted Vacation Char

blank to view absence balances for
all employees

Click the “Search” button to begin
the search

ABSENCE MANAGEMENT TIME KEEPER GUIDE
Published: 3/16/2017
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4 Absence Balances are displayed: Timekeeper Balance Inquiry
Search Criteria
Sick Balance, Vacation Balance and
gt 1 ot
3 H Empii: Q il Fot: Q
Personal Holiday Available columns st :
“arg G g Q
d. | d Lieion Coadie: aQ
are displaye P Stas: | Ak L R States: Al b
Soarch Chear Refrosh Emploree List | Last fuefeesh was: 030897
" — ——
Adminisured by Ella Fitegurald Fist A 1o b Last
Aisonce Boances || Componsat Snrvice for Absonce
. et Lawt "
Harne T e Bed Bewiebiort WHR. o | Deen | BT Vet
1 Charles 3ir Jamas 0 uon
2 Davie Wil ] il
] con VERSIGN
[ Ma CONVERSION
] oY CONVERSION
& Hame Lana ] 09 COMVERSION
Timekeeper Balance Inquiry
Search Criteria
Department: Q Name:
EmpliD: Q Empl Red#: Q
Pay Group: Q
Union Code: Q
Payroll Status: HR Status:
Search Clear Refresh Employee List | | ast Refresh was: 030817
Last Finalized Balances for Employees Personalize | Find | view All | = | @
Administered by Ella Fitzgerald First ‘4 1-BofE ‘» Last
Absence Balances Compensatory Time State Service for Absence
Empl . Last N ) Persfinal
Payroll Union - Balances Sick  Vacation
fame Status ETPI0 Red Department Finalized ' of ate) Balance  Balance
Hbr Period
1 Charles Sir James Active 111111111 0 10000 M98 CONVERSION 02/12/201 T T
2 Davis Miles Active 111111114 i} 10000 Man COMVERSION 020272017 az.oo0 168500
3 GetzBtan Active 111111116 i} 10000 cag  COMVERSBION 020272017 anan 133.000
4 HancockHerbie Active 111111115 i} 10000 Man COMVERSION 020272017 211.000 218700
5 Holiday,Billie Active 111111113 i} 10000 cag COMVERSION 020272017 302250 3Bf 330
B Home,Lena Active 111111124 1} 10000 a9 COMVERSION 020272017 109.500 175500
5 Use the tabs above the table to Timekeeper Balance Inquiry
. . Search Criteria
view All Compensatory Time and
: Department: Q Name:
State Service for absence balances.
EmpliD: Q Empl Rod#: Q
Pay Group: Q
Union Code: Q
Payroll Status: HR Status:
Search Clear Refresh Employee List | | ast Refresh was: 03/108/17
ploy Fersonalize | Find | view sl | 2] [
erald First & 10f1 ) Last
I Absence Balances Compensatory Time State Service for Absence
Empl Last Expiry HO7
Payroll Union - Balances CTO HolCr HolCTO Excess Expiry
i Statys  EMAID Red Department oo, finalized | o of Date Balance Balance Balance Balance ;  *°0 apo f
Hbr iod Balance
Balance
1 Davis Miles Active 111111114 [t} 10000 MB0 COMVERSION 020272017 0.000 0000 0000 0000 0000 0.000 [
Graduated Vacation Chart
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VIEW ABSENCE BALANCE DETAILS FOR AN EMPLOYEE

ABSENCE MANAGEMENT TIME KEEPER GUIDE
Published: 3/16/2017

1 From the MyCSUDH portal: & Timekeeper
" Timekeeper Absence Entry
Click on “Timekeeper Balance
feg? T Timekeeper Balance Inguir I
Inquiry”. The “Timekeeper Balance | P gy
_— . )
Inquiry” page dlsplays. Timekeeper Absence Review
Search for an employee’s absence i i
ploy Timekeeper Balance Inquiry
balances by department or EmplID SEATCHIGHEETS
Department: 10000 Q)| PRESIDENTS OFFICE Narne:
il el el il Herhie Hancock Empl Red#: Q
Pay Group: Q
Union Code: Q
Payroll Status: | Aclive T HR Status: Active T
Search Clear Refresh Employee List | | ast Refresh was: 0310817
Last Finalized Balances for Employees Personalize | Find | view 4l | 20|
Administered by Ella Fitzgerald First ‘4 1 af1 (2 Last
Ahsence Balances Compensatory Time || State Senvice for Absence
Empl _ Last _ _ Personal
Hame ';;"f'm“" EmpliD Red Department Umo" Finalized = Colonces k| Tl Holiday Details
us e Code erag 9 of Date Balance  Balance Aty
1 Hancock,Herbie Active 111111118 i 10000 MB0 CONVERSION 0200272017 211.000  218.700 1R
Graduated Yacation Chart
2 To view more detailed information Timekeeper Balance Inquiry
. H H Search Criteria
for any employee in the list, click the
“Details” icon in the far right column Department: 10000 Q. PRESIDENTS OFFICE Naine:
EmpliD: 117111118 @ Herbie Hancock Empl Red#: Q
(on any of the three tabs) Pay Group: Q
Union Code: Q
Payroll Status: | Active A HR Status: Active v
Search Clear Refresh Employee List | | ast Refresh was: 030817
Last Finalized Balances for Employees Personalize | Find | view il | 7 | &
Administered by Ella Fitzgerald First & 10f1 &) Last
Absence Balances Compensatory Time State Service for Absence
Empl i Last . . Personal
Hame Payroll e oip Red Department Union Finalizeq = Dalances Sy acstion Holiday | Details
Status Code N as of Date Balance Balance
Hbr Period Auailablg
1 Hancock,Herhie Active 111111118 i 10000 MBO CONVERSION 020022017 211.000  218.700 5
Graduated Yacation Chart
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The “Absence Balance Details” page
displays

Absence Balance Details

EmplD: 111111148 Herbie Haneock Empl Red#: i} Last Period Finalized: COMYERSION
Department: 10000 FRESIDENTS QFFICE Union Code: M0 Payroll Status: Active
All Absence Balances
Absence Balances Personalize | View all | 2] | @ First ‘4" 1-20f2 '}/ Last
Sick Wacation Personal Holiday
Period ID Balances as of Date sw:’:;:‘r:’; Sick Farned  Sick Taken  Sick Adjusted (;‘i"::sl;;‘:";:':; Sick Balance
1 GURRENT - Not Finalized 211.000 0.000 0.000 0.000 0.000 211.000
2 CONVERSION COMVERSION (02i02/2017) 0.000 0.000 0.000 211.000 0.000 211,000
Note that there are 4 expandable )
. Absence Balance Details
SeCtlonS on the page: EmpliD: ARARRRARE] Herbie Hancock Empl Red#: 0 Last Period Finalized: COMNYERSION
o & ESIDENTS OFFICE Union Code: w20 Payroll Status: Active
All Absence Balances, Absence M Absence Balances
Balances, Compensatory Time Apsence Balances
. Compensatory Time Balances
Balances and State Service for ctate Son
e Senvice for Ahsences
Absences Retun
Select the right arrow beside the
section name to expand or collapse
that section
. w“ ”
Note: The “All Absence Balances Absence Balance Details
section contains all the tabs available EmpliD: 111111115 Herhie Hancock EmplRcd# 0 Last Period Finalized:  CONVERSION

in the other three sections

PRESIDENTS OFFICE Union Code: 150
S— ————

Pﬂnll Status: Artive

Department: 10000
I All Absence Balances Personalize |View all |2 | [ First (€ 1.20r2 ) Last

Sick Wacation Personal Holiday CTO Huoliday Credit Holiday CTO Excess ADO Non Exp ADO State Service State Service Hours | [
. Previous . . Catastrophic .
Period I Balances as of Date T Sick Earned Sick Taken Sick Adjusted e o Sick Balance:
1 CURRENT - Mot Finalized 211.000 0.000 0.000 0.000 0.000 211.000
2 CONVERSION COMYERSION (02/02/2017) 0.000 0.000 0.000 211.000 0.000 211.000

The “Absence Balances” section
contains the following tabs: Sick,

Absence Balance Details

EmpliD: 111111115 Hethie Hancock Empl Red#: 0 Last Period Finalized: COMVERSION
B H Department: 10000 PRESIDEMTS OFFICE Union Code: 180 Payroll Status: Active
Vacation and Personal Holiday
":nll Absence Balances

Ahsence Balances Personalize | View All |7 | E First 01202 0 Last

Sick YVacation Personal Holiday

Previous . . . . Catastrophic .
Period ID Balances as of Date Sick Balance  SickEarned  Sick Taken  Sick Adjusted (LS WRE  Sick Balance

1 CURRENT - Mat Finalized 211.000 0.nan 0.000 o.oan o.nan 211.000
2 CONVERSION CONYERSION (02/02/2017) 0.ooo 0.000 0.000 211.000 0.ooo 211.000
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7 The “Compensatory Time Balances”
section contains the following tabs:

Absence Balance Details

EmpliD: 111111114 Herhie Hancock Empl Read#: ] Last Period Finalized: CONVERSION
Department: 10000 PRESIDENTS OFFICE Union Code: MBO Payroll Status: Active
° CTO : All Absence Balances
. . Absence Balances
Holiday Credit
C Ii o TV REEI NN L= R~ AP 9 2 WA SR
Hollday CTO I cT0 || Holiday Credit || HolidaycTo | Excess || 400 | wonExpaDo I
Excess Period ID Balances as of Date P CTO Earned CTOTaken CTO Adjusted CTO Balance
1 CURRENT - Mot Finalized 0.000 0.000 0.000 0.000 0.000
ADO 2 CONVERSION CONVERSION (02002/2017) 0.000 0.000 0.000 0.000 0.000
Non Exp ADO
" H ”
8 The “State Service for Absences .
Absence Balance Details
section contains the following tabs: EmpliD: TS Herbie Hancock EmplRcdt: 0 Last Period Finalized:  CORYERSION
Department: 10000 PRESIDENTS OFFIGE Union Code:  mg0 Payroll Status: Active
° State Ser\nce' All Absence Balances
. Absence Balances
State Service Hours,
Compensatory Time Balances
Service Hours Sick, S— - .
H H State Service State Semvice Hours Setvice Hours Sick Semvice Hours Vacation Bervice Hours FTE
Service Hours Vacation
: T Stale Serwice. | State Service | State Service State Service
. Period ID Bakances as of Date State Service :
Seerce Hours FTE et Earned Taken Adjusted Balance
1 CURRENT - Not Finalized 50.000 0.000 0.000 0.000 50,000
2 CONVERSION GCONVERSION (02022017 0.000 0.000 0.000 50.000 50,000
“uTs
9 To return to the “Timekeeper .
Absence Balance Details
. .
Balance Inquiry” page, click the EmplD: TI111115 Herbie Hancotk EmpiRcds: 0 Last Period Finalized:  COMVERSION
Department: 10000 PRESIDENTS OFFICE Union Code: 130 Payroll Status: Active
“ ”
Return button” at the bottom of the
All Absence Balances
screen.

Absence Balances

Compensatory Time Balances

SlaleSengce for Absences

ABSENCE MANAGEMENT TIME KEEPER GUIDE o
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3.3. VIEW THE GRADUATED VACATION CHART

STEP ACTION SCREENSHOT

1 From the MyCSUDH portal, click on

Timekeeper
“Timekeeper Balance Inquiry” = B

Timekeeper Absence Entry

o o Timekeeper Balance Inquiry |
In the “Timekeeper Balance Inquiry

page, select the “Graduated Vacation Timekeeper Absence Review
Chart” link at the bottom of the |

page.
Timekeeper Balance Inquiry

Search Criteria

Department: Q Mame:

EmpliD; [} Empl Red#: Q

Pay Group: (s}

Union Code: Q

Payroll Status: | Active v HR Status: Active v
Search Clear Refiash Employee List | | ast Refresh was: 03108117

Graduated Yacation Chart

2 Based on employee state service, the | PressEseteRetumn
Graduated Vacation Chart displays T e TP
) SUMMARY OF VACATION ACCRUAL RATES AND CTO CREDITS
monthly vacation accrual rates, along T .
. . . SERVICE REQUIREMENTS" VACATION Acné\;usfn BARGni‘I)I:iG i ANNUAL CTO |FLSA ANNUAL Mg:?.g:m' MORE THAN
with maximum vacation accrual sccma | SRR | cuassmoaron | A | cTomaxs | SRR | o vears
a | |0Wa nces. 0-3 YEARS: 170 36 MONTHS & 2/3 HOURS 10 1sg, A, A, 480 HOURS, 480 HOURS |
3-6 YEARS: 37 T0O 72 MONTHS 10 HOURS 15 Mao, NIA A 384 HOURS. 440 HOURS
6-10 YEARS: 73 TO 120 MONTHS 11 1/3 HOURS 17 UNT 1 NIA iy 272 HOURS 384 HOURS
10-15 YEARS: 121 TO 180 MONTHS 12 23 HOURS 19 UNT 2 120 HOURS 240 HOURS 27ZHOURS 384 HOURS
Press ESC to return to the main 15-20 YEARS: 181 TO 240 MONTHS 14 HOURS 21 LS, A, 1A, 320 HOURS, 450 HOURS |
20-25 YEARS: 241 TO 300 MONTHS 15 1/3 HOURS ] UNIT 4 120 HOURS 240 HOURS 320 HOURS. 440 HOURS
o e - & UNTS 120 HOURS 240 HOURS. 272 HOURS 384 HOURS
ba|a nces page. OVER 25 YEARS: 301 MONTHS ANDUP | 16 HOURS * s e e tw
R T R T R T B B | e b
EXECUTIVE (M82), MANAGEMENT (M80), UNIT S 200 HOURS™* | 480 HOURS 272 HOURS 384 HOURS
CONFIDENTIAL (C88), FACULTY (Unit 3) i i UNT S 120 HOURS | 240 HOURS. 272 HOURS. 384 HOURS,
AND ACADEMIC STUDENT(OLNTID ) L UNIT 10 240 HOURS 240 HOURS 272 HOURS 384 HOURS
UNIT 11 ey NiA 80 HOURS 80 HOURS
UNT 12 NIA A 272 HOURS 440 HOURS
- =) 120 HOURS | 240 HOURS 272HOURS 384 HOURS |
€99 120 HOURS 240 HOURS 384 HOURS 384 HOURS
*In terms of ful-time service “PER MOUIPolicy
““PURSUANT TO FAIR LABOR STANDARDS ACT
01/28/2011 Updated/HRM ““REFER TO APPROFRIATE MOU

|22 N |

BRI N | T

ABSENCE MANAGEMENT TIME KEEPER GUIDE o
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3.4.

NAVIGATE TO VIEW “TIMEKEEPER ABSENCE REVIEW”
PAGE

Timekeeper Absence Review is to be used by those who are designated to review but not to enter or approve absences for a

group of employees. A Timekeeper may also use these pages to send an absence back to an employee for correction.

STEP ACTION SCREENSHOT
1 From MyCSUDH click on .
— Y o 5 Timekeeper
Timekeeper Absence Review
Timekeeper Absence Entry
Timekeeper Balance Inguiry
Timekeeper Absence Review
2 The “Timekeeper Absence Review” Timekeeper Absence Review
page appears Ella Fitzgersid
otk for Instructons
Employees Parsonsize | Find | viewal | (2| B First ‘& 1-8of6 &' Last
111111114 0 Hane Active Administrator 1
Bun e End s Suoprt
Appr At
But Activh
e 1
SeleuAl Deselect Al Corsrug
3a At the employee selection page: Timekeeper Absence Review
Ella Fezgerald
Check individual boxes in the EHErnetan
,Select, Column for the Employees o Personaitne | Fir | wew a2 ] [0 Fagt & 1808 & Lawt
. tmgim Pacod  Hama Sttus  Deptll Dopt Hame Posmlon  Job Code Job TRia
employee(s) to review absences oo R ik e
111111114 0 None 10000
. ERRRRERRT N Bub Doon
Select the “Continue” button T i
111111130 Sub 10000 PRESIDENTSO
111111124 0 Bub Home Lena Active 10000 PRESIDENTS OFFICE
OR @
saistn | | Dassiertan
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STEP

ACTION

SCREENSHOT

e Click on the “Select All”
button to check all employees
listed

e Select the “Continue” button

Employees

L | Current
. Engll TP Peiod  Hame
Absance

11111111 9 Mone  CharlesSirJames
14D Mong D Milos
MG 0 Sub Gamstan
15 0 Apar Hancook Harale
130 Sub Higlicer Dl
1Nz Sub Hoer,Linia

SelectAll Dasalacl All

Personalize | Find | viewan | &) B

Slatvs  Dept 1D Dopl Hame Positivn

Arthve 10000 PREGIDENTS OFFICE 00000014 2977
Arthar 10000 PRESIDENTE OFFICE DOON2TIZ 3306
Allive 10000 FRESIDENTS OFFICE DooozEsY 1170
ALlve 10000 FRESIDENTS OFFICE ou2I0s e
Arlive 10000 PRESIDENTS OFFICE 00000TEI 1140
Arthe 10000 PREEIDENTE OFFICE DOonosTT 1170

First ‘& 1.60f6 & Lat

Jub Code  Jub Title

President
Adminisirator Hi

Cnfdntl CMice Suppon
12Mg

AINIETAtor |
Presidential Aide
Cridntl Ofce Suppont
12 Mo

18 Pt

The “Review Reported Absences”
page displays.

PLEASE NOTE: ONLY EMPLOYEES
WHOSE ABSENCES ARE SUBMITTED
AND UNAPPROVED WILL APPEAR IN
THIS LIST

e Absences entered by a
Timekeeper will appear with
a Reviewed status

e Absences entered by an
Employee will appear with
no status

To send an absence back to an

employee for correction, see
Section 3.5

To mark an absence entry as

reviewed, see Section 3.6

Review Reported Absences
Ella Fitzgerald

Click for Instructions;

Existing Absence Events

Fersonalize | Find | 2| &

Empl ID Recd# Hame Absence Hame Begin Date End Date  Duration Unit Type Review Status E':l:'\ymems
11111116 0 Ge,Stan Vacation 020372017 02032017 B.00000 Hours
2111111116 0 GewStan Sick- Self 0206/2017 0062017 B.00000 Hours
31114111130 HalidayBillie vacation 02 E2017 02152017 400000 Hours o ete
4111111113 0 HalidayBille Vacation 02162017 02162017 B.00000 Hours
5111111124 0 Home Lena Mo Leave Taken 020172017 030102017 0.00000 Days

Submit

Return to Employee List

First (4 1-50f5 &) Last

Add Comment
Add Carment
Add Carment
Add Comment

Add Carment
Add Carment

ABSENCE MANAGEMENT TIME KEEPER GUIDE
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SEND AN ABSENCE ENTRY BACK FOR CORRECTION

STEP

ACTION

SCREENSHOT

From MyCSUDH, click on
“Timekeeper Absence Review”

1’

The “Review Reported Absences’
page displays

5 Timekeeper
Tirmekeeper Absence Entry

Timekeeper Balance Inguiry

Timekeeper Absence Review

Review Reported Absences
Ella Firzgerald

Fersonalze | Find | &7 BY First 0

Exlsting Absence Events 1-50f5 &' Last
FengdiD Redd Her Abworce Hume  Bogin Dete Fod Date Duration Dnit Typo Roviow Stets E_'::mm Audd Cormmont
R ERRRRREL VaACABOn L]
1 Bk - Seif Ll
alestaraea Erity
CRERRLEY] " | Commerss
4130 HolidsyBille 100063 Haurs . Add Commen
51111111240 HomeLena Ma Leave Taken 0.00000 Days  [Rearwwg v Add Commen
Rebarn bo Ernployee List
i Review Reported Absences
2 In the Review Status column, P
Ella Fitzgerald
choose Needs Corr in the dropdown
list
Click far Instruetions
Existing Absence Events Personalze | Find | 20| B First @ 15075 ) Last
Empl ID Red# Hame Absence Hame Begin Date EndDate  Duration Unit Type Review Status Comments Add Comment
1AMME D GeStan Vacation 020372017 02032017 @.00000 Hours  |Reviewed v Add Comment
2111111116 0 GetzStan Sick- Self 02/08/2017 02062017 800000 Hours Add Comment
3111111130 Holiday Billie vacation 021152017 02452017 4.00000 Hours Egt;nvmems Add Comment
41111111130 HolidayBillie vacation 021162017 02162017 800000 Hours Add Comment
51111111240 Home,Lena Mo Leave Taken 02/01/2017 03012017 000000 Days  |Reviewed ¥ | Add Comment

Click the “Add Comment” link

Existing Absence Events

EmplID  Red# Hame Absence Hame
AANARRRARRIN) Getz, Stan Wacation
211160 Getz, Btan Sick - Self
IR R RRRRENI] Huoliday Billie Wacation
4111111113 0 Huoliday Billie Wacation
5111111124 0 HorneLena Mo Leave Taken

Submit

Persanalize | Find | 2| B First 4 1-50r8 (B Last
Begin Date End Date  Duration Unit Type Review Status s:r:rrnvmenls SiiAmanas
02033017 02032017 6.00000 Hours
02062017 02062017 8.00000 Hours AldComen
02152017 021152017 400000 Howrs | Reviewed v | Emmem Add Gomment

020 62017 021872017
020012017 030172017

8.00000 Howrs  [R
0.00000 Days

q v Add Comment

| Add Comment

| Reviewed

ABSENCE MANAGEMENT TIME KEEPER GUIDE
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“Approval Confirmation” page

‘/ Changes to Review Status wiere saved.

STEP ACTION SCREENSHOT
4 Enter a comment to communicate Approval Comments
why the absence needs to be
Enter comments to be associated with the approval and click the Save Comments
corrected hutton to save them. To return without saving click the Return to Approvals Page link
Enteryour camment here regarding Cnrrectinm|
PLEASE NOTE: BE BRIEF AND
PROFESSIONAL WHEN ADDING
COMMENTS.
Click the “Save Comments” button 4
I Save Comments I
An e-mail including your comment Retum To Appravals Page
will be sent to the employee who
entered the absence that needs
correction.
5 The “Review Reported Absences” Review Reported Absences
. Ella Fitzgerald
displays
Confirm that the comment link now |  EEGEERE
reads “Edit Comment” and the Absence Requests Personalize | Find | 0| B First 4 1-50r5 (2 Last
. . . Empl ID Red# Hame Absence Hame Begin Date End Date Duration Unit Type Review Status Er:nr:(mzms Add Comment
Review Status indicates Needs Corr 1B D GewStan Vacation 02033017 02/03/2017  B.00DOD Hours | Reviewed ¥ Add Comme
21111160 GeeStan Sick- Self 0206/2017 0206/2017  8.00000 Hours Edit Camment
Clle the ”submit" button to save 3111111113 0 Holiday, Billie Wacation 02462017 02116/2017  4.00000 Hours Emmems Add Comment
4111111113 0 Holiday,Billie vasation 020162017 02162017 8.00000 Hours Addl Comment
your cha nges 5111111124 0 Home,Lena No Leave Taken 02012017 03012017 0.00000 Days Add Comment
You can continue to review/correct S
etum to Employee List
the remaining absences before
clicking the “Submit” button
6 Click the “OK” button on the Approval Confirmation

p.
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STEP

ACTION

SCREENSHOT

You successfully submitted any
changes you have made on the

“Review Reported Absences” page.

PLEASE NOTE: THE “SUBMIT”
BUTTON IS GRAYED OUT
(UNAVAILABLE) AND THE “SUBMIT”
BUTTON WILL BECOME AVAILABLE
AGAIN WHEN YOU MAKE
ADDITIONAL CHANGES.

Review Reported Absences
Ella Fitzgerald

Click Tor Ingtruetions

Existing Absence Events

EmpliD  Red# Hame Absence Name
111111116 0 Getz, 5tan Yacation
21111116 0 Getz, Btan Sick- Self
111113 0 Holiday,Billie Vacation
4111111113 0 Haoliday,Billie Vacation
5111111124 0 Horne,Lena

Subrnit

Begin Date End Date

0210372017 02032017
02/06/2017 02062017
020192017 02152017
02016/2017 021 B/2017
Mo Leave Taken 02/01/2017 0301/2017

Personalize | Find | 20| BB

Duration
8.00000 Hours
8.00000 Hours
4.00000 Hours
8.00000 Hours
0.00000 Days

| Reviewed
| Meeds Car

sy ENtrY
[Reviewed 7| comments
| Reviewed

| Reviewed

Unit Type Review Status

v

vJ

First W 1-50f5 @) Last
f:':r'“”mg e Add Comment
Add Comment
Edit Comment
Add Comment
Add Comment
Addd Comment

3.6.

MARK ABSENCE ENTRY AS REVIEWED

STEP

ACTION

SCREENSHOT

From MyCSUDH, click on
“Timekeeper Absence Review”

The “Review Reported Absences”
page displays

5 Timekeeper
Timekeeper Absence Entry

Timekeeper Balance Inguiry

Timekeeper Absence Review

Review Reported Absences
Ella Fitzgerald

Click for Instructions

Existing Absence Events

Personalize | Find | & | B

First (&) 1-50f5 @) Last

Empl ID Rcd# Hame Absence Hame Begin Date End Date Duration Unit Type Review Status Er:gmems Add Comment
1111110 GelzStan vacation 02032017 020372017 8.00000 Hours | Reviewed v | Add Comment
11111180 GetzStan Sick- Self 020062017 0X0E/Z017 800000 Hours | Needs Gar v | Edit Comment
31111111130 HalidayBillie vacation 0211502017 02152017 400000 Hours | Reviewed v | Emmems Add Cormrment
41111111130 HoligayBillie vacation 024162017 01672017 8.00000 Hours | Reviewed v | Add Comment
5111111124 0 Horme Lena Mo Leave Taken 020102017 03/01/2017 000000 Days | Reviewed ¥ | Adid Cormeant

Subrmit
p. | 27
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DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

STEP

ACTION

SCREENSHOT

Choose Reviewed in the dropdown
list in the Review Status column

Click the “Submit” button

You can continue to review/correct

the remaining absences before
clicking the “Submit” button

Review Reported Absences
Ella Fitzgerald

Click for Instructions

Existing Absence Events

EmpliD  Red# Hame Absence Hame:
111111116 0 GetzStan Yacation
21mnmnen Getz,Stan Sick- Self
ERARRRARREN) Huliday,Billie Wacation
4111111113 0 Haoliday,Billie Watation
5111111124 0 Huorne,Lena Mo Leave Taken

el

Begin Date End Date

020032017 020372017
02/06/2017 02/06/2017
02M 52017 021152017
02162017 020162017
0260142017 03J01/2017

Personalize | Find | 3| B

Duration
800000 Hours
8.00000 Hours
4.00000 Hours
8.00000 Hours
0.00000 Days

Unit Type Review Status

: - Entry

Reviewsd

Needs Corr

First ‘) 1-50f5 &) Last
g’:'?"me e Add Comment
Add Comment
Edit Comment
Add Comment
Add Camment
Add Comment

Click the “OK” button on the
“Approval Confirmation” page

Approval Confirmation

‘/ Changes to Review Status were saved

The “Review Reported Absences”
page displays with the updated
status information

PLEASE NOTE: THE “SUBMIT”
BUTTON IS GRAYED OUT
(UNAVAILABLE) AND THE “SUBMIT”
BUTTON WILL BECOME AVAILABLE
AGAIN WHEN YOU MAKE
ADDITIONAL CHANGES.

Review Reported Absences
Ella Fitzgerald

Click for Instructions

Existing Absence Events

EmpliD  Red# Hame Absence Hame
1111111116 0 Getz, Stan Vacation
2111111116 0 Getz,Stan Sick- Sell
31111113 0 Holiday,Billie Yacation
4111111113 0 Holiday,Billie Vacation
5111111124 0 Horne,Lena Mo Leave Taken

Submit

Begin Date End Date

02/032017 02032017
02/08/2017 02/06/2017
02115/2017 021 5/2017

02182017 02ME/2017
02/01/2017 0301/2017

Duration

Personalize | Find | 20| &

8.00000 Hours
8.00000 Hours

4.00000 Hours

8.00000 Hours
0.00000 Days

Unit Type Review Status

First &) 1-50f5 &) Last
Entry.
o Add Comment
Add Cormment

Edit Comment

Entry
e v ca Commert

Reviewed ¥

Add Comment

p.
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4. APPENDIX A

DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

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 timekeeper. They depend upon CBID, etc.

ABSENCE DESCRIPTION USE PARTIAL HOURS CONSIDERATIONS
TAKE OR SCHEDULED HOURS
CTO AT EARN CTO Premium Earn Partial Hours Only Compensatory time banked at a premium. Since
this 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 Scheduled | Usage of banked compensatory time.
Hours
DCK AT DOCK Dock Partial Hours or Scheduled | Leave that has been taken after all accruals
Hours have 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 ATFUNERAL | Bereavement/Funeral Partial Hours or Scheduled | Includes eligible immediate family members.
Hours Specify the family members in the Comments.
HCR AT EARN Holiday Credit Earn Partial Hours Only Used when an employee works on a holiday

and is due additional time off.

HCR AT USAGE

Holiday Credit Take

Partial Hours or Scheduled
Hours

When using holiday credit that is on the system.

Hours

HCT AT EARN Holiday CTO Earn Partial Hours Only Used when an employee works on a holiday
and is due additional time off.
JD AT JURY Jury Duty Partial Hours or Scheduled | Jury Duty when called to serve at a Superior,

Municipal or District Court. Must turn into
Payroll the official Jury Duty proof of service

ABSENCE MANAGEMENT TIME KEEPER GUIDE
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DIVISION OF INFORMATION TECHNOLOGY

‘3 California State University, Dominguez Hills

ABSENCE DESCRIPTION USE PARTIAL HOURS CONSIDERATIONS
TAKE OR SCHEDULED HOURS
MPA AT MAT Maternity/Paternity Partial Hours or Scheduled | 30 day paid leave for the birth of the
Hours employee’s child or the placement of a child
with the employee through adoption or foster
care.
NO LEAVE No Leave Taken Scheduled Hours No time 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 HOL

Personal Holiday

Partial Hours or Scheduled
Hours

One day off that is granted as of January 1st
each calendar year. Usage is at the employee
discretion with supervisor approval.

PL AT PARENT Parental Leave Partial Hours or Scheduled | 30 day paid leave for the birth of the
Hours employee’s child or the placement of a child
with the employee through adoption or foster
care.
SCK AT DEATH Sick - Bereavement Partial Hours or Scheduled | Upon request, bereavement/funeral leave may

Hours

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

SCK AT FAMILY

Sick - Family Care

Partial Hours or Scheduled
Hours

Family care, meaning illness or injury in the
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 Scheduled | Sick leave chargeable to employee sick leave
Hours balance. Physician statement required when
absent 5 or more consecutive days.
VAC AT VAC Vacation Partial Hours or Scheduled | Vacation time chargeable to vacation balance

Hours

when approved by the appropriate
administrator.
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