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Enter and View Absence Information

Overview

This business process guide demonstrates how to sign in to MySJSU and enter and view absence information,
including how to view your balances and prior absence transactions.
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Sign in to MySJSU

This section demonstrates how to sign in to the database.
Note: MySJSU and HSJPRD are the same database.

Sign In to MySJSU /
HSJPRD.

1. Navigate to MySJSU
(http://my.sjsu.edu/).

2. Click the MySJSU Sign In
button.

The Oracle PeopleSoft
Enterprise (MySJSU) sign in
page displays.

3. Enter your SJSU ID and
Password.

4. Click the Sign In button.

Note: If you have difficulty
signing in, contact the CMS
Help Desk by email
(cmshelp@sjsu.edu) with your
full name, department and
SJSU ID.

MYS)5U

SAN JOSE STATE UNIVEF

RSITY

Search 515U

About Us Employees

SIS Homme > MySISL

Job Applicants Students Help MySsIsU Sign In

Ef R B sharaThis

Quiick Links
® My Password/Sign In Help

® System Downtime

MySJSU SIGN IN

Contact Us

MySJ21 is supported

by the Common
Management Systems
(CMS) Project Office and its
Project Team.

CMS Project Office

One Washington Square
San José, CA 95192-0042

ORACLE’
PEOPLESOFT ENTERPRISE

SJSUID: I
Password: I
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Report and View Absences

1. From the Main Menu
navigate to Self Service >
Time Reporting > Report
Time > Report and View
Absences.

The Report and View
Absences page displays.

Note: If you hold more than
one position, you will be
prompted to select which job
you want to enter absences
for.

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 Time
Taken” defaults to the current
pay period Begin Date and
End Date.

2. If this is correct, click the

Submit button.

No other action is
necessary.

ORACLE’

Favgrites  Main Menu
~ -
Search Menu:

Persanalize | &
Search: A= Alert-SJSU =] Time Reporting {nzil Benefits
0 Alert-51oU || 44 £ ?
: 3 Campus Info 2 Alert-S.I31 | Summary Emploves Balance Inguiry Benefits In
PABIEIE - oot Service 5 Lengd Tine Dependert

[> Campus

D My Personalizations

ORACLE’

(1 Time Reporting Benetits =

> SelfSeri [ Manager Self Service . e
i Payrol and Compensation (1 Report Time

g gdagaggr [ 55U Campus Solutions (3 ; = yE—— [7) Repart and Visw Asences ore...
al ) 55U Human Resources (0 Benefits npus |

Egﬁ:ﬁm;‘: 5 Recruiting 9 Learring and Developmer [] Employee Balance Inquiry i

b S = 3 Benefits (1 Recruiting Activities 4 SJ- Enrallin Training Classes Addresse:

bTimeand ) Ting and Labor 3 Camnpus Personal Informatian » SJ-Trairing Summn Drop Class Hames

& Global P2 Professional Training Phong Mun

K Reponin: (7 Global Payroll & Absence ki ¥ SRR

> PeoplaTo [ Reporting Tools » 1 More:

— bty Persoi [ PeopleTools

4 @jg Recruiting Activities

Careers

Fa\rovrites gMain&ﬂenu s Self Sgr\rice 3 Time Revporting 5 RepDrE Tirme > Report and Yiew absences

Report and View Absences

Christy Brinkley
000045683 i

Infa Tech Consultant 12 Mo 0420

ChS Project Office 1207

Click for Instructions

From |02/01/2012 [3]

Existing Absence Events

Abszence Hame

Through |02/29i2012 [5)

Beqin Date

Enter New Absence Events

Absence Hame

Mo Time Taken

= [oz01sz012 5 |oz2erz012 5

[+ =

Add Somments

Calculate Duration

Timesheet

To the best of my knowledge and belief, the information
submitted is accurate and in full compliance with legal
and C5U policy requirements.

Submit
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info-support@sjsu.edu, 408-924-1530

Enter and View Absence Information
Page 3



3. Torecord an absence,

select the Absence Name

from the dropdown menu.

The absence Balance
displays, along with the
option to use Partial Days.

4. Confirm that the Balance
covers the absence you
are recording.

5. Enter the Begin Date and

End Date.

6. If applicable, select Partial

Hours from the Partial
Days dropdown menu.

7. Add any comments.

(This is only required if the

Add Comments link is
red.)

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

orAcLe

Favorites éMain Menu > Self Service > Time Reporting > Report Time  :  Report and Yiew Absences

Report and View Absences

Christy Brinkley
000045683 0

Info Tech Consultant12 ko 0420
CMS Project Office 1207

Click far Instructions

From [02/01/2012 [ Through (0272802012 [5]

Existing Absence Events

Customize | Find | &= | e First L 1o 1 B0 Last

Absence Hame Beqgin Date Last Updated By

=i
Absence Name Beqin Date d Date /pe

Add Comments [=]

Mo Time Taken

4

020172012 [3) |0212912012 [#]

BereavementFuneral
Holiday ADO Expiring Take
1 Jury Dty

| Mo Tirme Taken

estof rmy knowledge and belief, the information
Farental Leave fed is accurate and in full compliance with legal
Persanal Holiday L) policy requirerments.

Sick - Bereavement Submit

Sick - Family Care
Sick - Self
Wacation

ORACLE’

Favarites Main Menu > Manager Self Service » Time Management > Report Time > Timekesper Absence Entry

Report and View Employee Absences

Julie Abhbott

000027899 1}

Info Tech Consultant 12 Ma 0420
CHE Project Office 1207

Click far Instructions

From |02/01/2012 [5)

Existing Absence Events

Through |02/28i2012 [5

i
Cugtomize | Find | @l i First BN 1 of 1 B0 Lot

\Absence Hame Begin Date . —  |Unit Type Last Updated By

Enter New Absence Events

‘Absence NHame

*Beqin Date *End Date Balance |*Partial Days e Unit Type

0200172012 [+ |02/01/2012 [31) 157.854 INDne vl

Add Comrrnents [=]

- Hours

Wacation

Calculate Duration I

Tirmeshest - = -
To the hest of my knowledge and belief, the information

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

Submit

Eeturn to Emplovee List Previous Emplovee InList  Mext Employee In List
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info-support@sjsu.edu, 408-924-1530

Enter and View Absence Information
Page 4



9. With Partial Hours

ORACLE’

Favarites  Man Menu » Self Service > Time Reporting » Repart Tme > Report and View Absences

ﬂ

selected from the Partial
Days dropdown menu,
enter the Hours per Day.

10. Add any comments.
(If the Add Comments link
is red, this is required.)

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

Report and View Absences

Christy Brinkley

000045683 0

Info Tech Consultant 12 Mo 0420
CMS Project Office 1207

Click for Instructions

From |02/01/2012 [4]

Existing Absence Events

Through  |02/28/2012 [5

|Absence Hame Beqin Date

First K 1 of 1 B Last
Last Updated

Enter New Absence Events

|Absence Hame

Balance |‘Partial Days

[vvacation =l ozo12012 ) 020152012 [ 308 None -1 Hours Add Comments =]
[Sick- Self =] [0z08/2012 [5) 02062012 [ 852 Partial Hours = 2.00 Hours Add Comments [=]
MHone

Timesheet

To the best of my knowledge and belief, the information

submitted is accurate and in full compliance with legal

and CELU palicy requirements

Subrmit
ORACLE' H

Report and View Ahsences

Christy Brinkley

000045683 1}

Infa Tech Consultant 12 Mo 0420
CMWS Project Office 1207

Click for Instructions

From |0201/2012 [

Existing Absence Events

Through  |02/29/2012 [3

|Absence Name Begin Date:

Favorites © Man Menu > Self Service > Time Reporting > Report Time > Report and Wiew absences
> - ~ v -

Enter New Absence Events

|Absence Name

‘Partial Days

[vacation =] (020172012 5] 0201/2012 [5] 308 None - Hours Add Comments [=]

[Sick- Sell =] 02082012 [ (020672012 5 852 Partial Hours ~ 2.00 Hours Add Comments =

[Gick- Family Gare = [WEE [+ 02132012 [) 852 [Wone = Hows  Add Camrments [+] [=]
Calculate Duration |

Timesheet

and F 21 anliew raaniramante

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

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530
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The Absence Event
Comments page displays.

12. Enter the information as
prompted.

Note: Be brief. Details are
not required.

13. Click the Save Comments
button.

The Report and View
Absences page displays.

Note: When the Add
Comments link shows Edit
Comments; that indicates that
a comment has been entered.

14. Once all absences are
entered, click the Submit
button.

ORACLE’

Favnvrites éMaianenu s Self SErvice s Time Rgpnrting % RepDrE Time > Report and Yiew Absences

Absence Event Comments

Enter comments to he associated with the ahsence event and click the Save Camments
hutton to save them. To return without saving click the Return to Entry Page link.

FPlease enter relationship of farmily member: child|

Save Comments |

Eeturn to Entry Page

ORACLE’

q

Faworites ~ Main Menu > Self Service > Time Reporting > Report Time > Report and View absences
- - - ¥ -

Report and View Absences

Christy Brinkley

000045683 o

Info Tech Consultant 12 ho 0420
CMS Project Office 1207

Click for Instructions
Through  |02/28/2012 [5)

From |02/01i2012 [5]

Existing Absence Events

P | ) 28 et g Dt

|Absence Hame Begin Date Last Updated By

Enter New Absence Events
Balance |*Partial Days

Mone A Hours

|Absence Hame *Begin Date

Add Cornrments [=]

[Vacation = Joz012012 5 (020102012 ) 308
[Sick - Self = [oz0e2012 (5 02062012 [ 852 Fartial Hours = 2.00 Hours Add Comments =]
[Sick- Family Care =] 0232012 5 (02132012 [ 852 None - Hours Edit Comments [=]

Calculate Duration I

Timesheet

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

SJSU Information Support Services
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Delete an Unapproved Absence

Employees 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.

The Report and View ORACLE i —

Absences page d |3p|ay3- Favovrites MMain ﬁﬂenu > Self Sgrvice > Time Rgporting > ReporE Tirme > Report and View Absences

Report and View Absences

: Christy Brinkley
1. To delete an absence, click R

the trash can icon in the Info Tech Consultant 12 Mo 0420
far right column. CMS Praject Office 1207

Click for Instructions

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

Existing Absence Events Customize |Find | B0 88 Frst B 1 0p 5 B ot
Absence Name Begin Date [ N |Uni it o |Last Updated By

Wacation 0200102012 0200152012 8.00 Hours Subritted  Christy R Brinkley E
Sick- Self 02/06/2012 02/06/2012 2.00 Hours Submitted Christy R Brinkley i
Sick- Family Care 0211342012 021132012 8.00 Hours Submitted Christy R Brinkley E

Enter New Absence Events

Absence Name

||NOTimeTaken = |oz1s2012 5 022902012 5 Add Comments =]

Calculate Duration |

Timesheet ; . 7
To the hest of my knowledge and belief, the information

subrnitted is accurate and in full compliance with legal
and C5U policy requirements.

Submit

The Confirm Delete page ORACLE _

displays.

Faworites - Main Menu » Self Service > Time Reporting > Report Time > Report and Yiew Absences

2. Confirm that the absence Confirm Delete

to be deleted is the correct
one.
If not. click the No button. Ahsence: Sick - Self Begins: 2/6/2012  Ends: 2/6:2012

‘/ Click Yes to Delete this Absence Event

YEs | Mo |

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

SJSU Information Support Services Enter and View Absence Information
info-support@sjsu.edu, 408-924-1530 Page 7



The Report and View
Employee Absences page
displays.

4. Confirm that the absence
is no longer listed in the
Existing Absence Events
section.

ORACLE i —

Favovrites EMaingﬂenu » Self Sver\rice x> Time Rgporting 5 RepDrE Tirme > Report and Yiew shsences

Report and View Absences
Christy Brinkley

000045683 0

Info Tech Consultant 12 Mo 0420

CME Project Office 1207

Click for Instructions

From |02/0102012 [5] Through  |02/29/2012 [5]

Existing Absence Events Customize |Find | 2 B8 Fist B0 4

Absence Name Begin Date

Wacation 0200152012 0200172012 2.00 Hours Submitted Christy R Brinkley E
Sick- Family Care 0201352012 021372012 8.00 Hours Submitted Christy R Brinkley E

Enter New Absence Events

Absence Name

|Ma Time Taken =] [oz1z012 [ 022902012 [ Add Comments =]

Calculate Duration |

Timesheet - - -
Ta the best of my knowledge and helief, the information

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

Submit

SJSU Information Support Services
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View Prior Absence Transactions
All absence transactions since July 2006 can be viewed from the Report and View Absences page.

The Report and View ORACLE e —

Absences page d|5p|ay5 . Favovrites MMain yenu > Self Sgrvice » Time Rgpurting B RepDrE Tirme > Report and Wiew Absences

Report and View Absences

. ; ; Christy Brinkley
Note: The current pay period is e

the default display. Info Tech Consultant 12 Mo 0420
Ch3 Project Office 1207

1. Change the From date

anq Through dates to view From |02/01/2012 [3) Through |02/29/2012 [5]
a different set of absence

transactions.

Existing Absence Events C ze | Find T R

(Absence Name Begin Date i e | LI ot o |Last Updated By

Yacation 0240152012 020152012 2.00 Hours Submitted  Christy R Brinkley EI
Sick- Self 02/06/2012 02/06/2012 2.00 Hours Submitted  Christy R Brinkley o
Sick- Family Care 021352012 021352012 8.00 Hours Submitted  Christy R Brinkley EI

Enter New Absence Events

(Absence Name

||NOTimeTaken =] [pziotr2012 5] [ozizer2012 3 Add Comments [=]
Calculate Duration I
Timesheet

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

Submit |

The Report and View ORACLE  GEEEEEmmmm

A‘bsences page ag amn Fa\rovrites gMain&ﬂenu »  Self Sver\rice x> Time Rgpurting b RepDrE Time » Report and Yiew Absences
displays. )
Report and View Absences
Christy Brinkley
000045683 1]
2. Change the From date Infa Tech Cansultant 12 Mo 0420
and Through date to view GMS Project Office 1207
a different set of absence Click far Instructions
transactions.
From ([EOHEGHE 5  Through 02292012 [
Existing Absence Events customize |Find | B 88 Firect B 45 06 5 B oot
Last Updated By
Fersonal Holiday 1203002011 123002011 1.00 Days In Frocess Employee Self Service
Vacation 01/0372012  01/0652012 32.00 Hours Approved  Carrie M Medders - CMS
Sick - Family Care 01/092012 0150952012 2.00 Hours Approved  Carrie M Medders - ChS
Wacation 020152012 020152012 2.00 Hours Submitted Christy R Brinkley E
Sick - Family Care 02132012 021352012 2.00 Hours Submitted Christy R Brinkley E
SJSU Information Support Services Enter and View Absence Information
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View My Absence Balances
This section demonstrates how to view your current and prior absence balance information.

1. From the Main Menu
navigate to Self Service >
Time Reporting >
Employee Balance
Inquiry.

The Employee Balance
Inquiry page / Absence
Balances tab displays.

Sick Balance, Vacation
Balance, and Personal
Holiday Available display.

2. Click the Compensatory
Time tab to view additional
balances.

The Employee Balance
Inquiry / Compensatory
Time tab displays.

All Compensatory Time types
of leave display.

3. Click the State Service for
Absence tab to view your
state service balance.

ORACLE
Fa\rovrites Ilain &ﬂenu > Self Sver\rice > Time Rn‘a'purting b RepDrE Tirme > Report and Wiew Absences
Search Menu:
Repo | )
Christy s
OO0DD4S6E ) pjert-5 750 8
Info Tech. £ Campus Info N
CMSProj ) solf service
Click for if £ Manager Self Service [ Time Reparting :
£ 515U Campus Solutions (1 Payroll and Compensation. £ Report Time 4
) ) "
[ 515U Human Resources (1 Benefits B iy Time )
From [ Recruiting 3 Learning and Developmer [=] Employee Balance Inquiry
9 Benefits [ Recruiting Activities 4
£5 Time and Labor [ Campus Personal Information W ret B s
1 Global Payroll & Absence Mgt v On e ast Updated
 Cotalbail e
Fersonal £ PeopleTook . .00 Days In Frocess Employee Self Service
Vacation D y Ifersunalizations 2.00 Hours Approved  Carrie M Medders - CMS
Sick- Fal 1.00 Hours Approved  Carrie M Medders - CMS
WYacation 020152012 020152012 2.00 Hours Submitted Christy R Brinkley E
Sick - Family Care 021132012 02M352012 2.00 Hours Subrnitted  Christy R Brinkley E

ORACLE' q

Favorites © Main Menu > Self Service » Time Reporting > Employee Balance Inguiry
- - - -

Mew Win

Employee Balance Inquiry

Christy Brinkley
000045683

Balances
as of Date

1 Brinkley,Christy R Active 000045683 0 2011-11 12012011 BE0.000

Graduated Vacation Chart

ORACLE H

Favorites © Main Menu > Self Service » Time Reporting > Employes Balance Inguiry
- H - - -
e iiindc
Employee Balance Inquiry

Christy Brinkley
000045683

an (B B st B g o B Lt

Compensatory Time T

1 Brinkley,Christy R Active 000045683 o 1207 RO9 2011-11 12/01/2011 0000 0000 0000 0000 0000 0.000 B2

Graduated Yacation Chart

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530
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The Employee Balance
Inquiry / State Service for
Absence page displays.

Your State Service Balance
displays.

Click the Details icon in
the far right column (on
any of the three tabs) to
view more detailed
information.

The Absence Balance
Details page displays.

Note: There is one tab per
absence type.

5. Click a tab to view the
relevant absence details.

Click the Return button to
return to the main balance

page.

The Employee Balance
Inquiry page displays.

7. Click Graduated Vacation
Chart.

ORACLE’

Favorites | Main Menu > Self Service » Time Reporting > Employes Balance Inguiry

Employee Balance Inquiry

Christy Brinkley
000045683

fell] State Service for Absence

2011-11 12/01/2011

Mew Window | Help | Customi

First Kl 1 or 1

State Service
Service FTE |Details

lonths
362.000

1 Brinkley,Christy R Active 000045683 RO4

Graduated Yacation Chart

ORACLE’

Faworite:

Main Menu > Self Service > Time Reporting » Employee Balance Inquiry

ﬂ

Mew Windaw | Help

Absence Balance Details

EmpliD:
Department:

000045683
1207

Empl Redl#:

Union Code:

Christy Brinkley
CMS Project Office

Last Period Finalized:
Payroll Status:

1}
[dik]

2011-11

Active

= All Absence Balances

Customize | View All IE\ H

. Period ID Balances as of Date

m 7 | E : D)
Previous Sick Taken| Sick Adjusteq| SEastrol
Sick Balance A )

First [ 113 or o9 [} Last

Sick Balance

1201112 CURREMNT - Mot Finalized 880.000 0.000 0.000 o.ooo 0.000 2g0.000
22011-11 12i0172011 888.000 e.000 16.000 o.ooo 0.000 as0.000
3 2011-10 1140142011 860.000 8.000 0.000 0.000 0.000 868.000
4 2011-09 1040142011 852.000 e.0o0 0.000 0.000 0.000 860.000
5 2011-08 09/0142011 852.000 8.000 8.000 0.000 0.000 852.000
6 2011-07 08/02/2011 844.000 e.0o0 0.000 0.000 0.000 852.000
7 2011-06 07i0172011 844.000 a.000 a.000 0.000 0.000 a44.000
8 2011-05 060172011 836.000 8.000 0.000 0.000 0.000 a44.000
9 2011-04 050172011 838.000 8.000 8.000 0.000 3.000 836.000
10 2011-03 040152011 838.000 8.000 0.000 0.ooo 7.000 839.000
11 2011-02 03/02/2011 860.000 8.000 0.000 o.ooo 30.000 833.000
12 2011-1 0zi0172011 880.000 e.000 a.000 o.ooo 0.000 as0.000
13 201012 0140172011 880,000 e.000 a.000 o.ooo 0.000 2g0.000
Return

ORACLE' q

Favorites  Main Menu > Self Service » Time Reporting » Employes Balance Inguiry
- - v s

Employee Balance Inquiry

Christy Brinkley
000045683

e Win

Vacation
Balance

Balances

1 Brinkley,Christy R Active 000045683 0 2011~

il 1210172011 860.000  240.000

Graduated Vacation Chart

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530
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The Graduated Vacation
Chart displays.

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

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

ORACLE’

Favorites © Main Menu > Self Service > Time Reporting > Employee Balance Inguiry
- - - e
Mew YWindo
Press Esc to Return
SUMMARY OF MAXIMUM VACATION
SUMMARY OF VACATION ACCRUAL RATES
AND CTO CREDITS
MONTHLY MAX VACATION:
< vacaTion |  DAYS BARGAINING UNIT | pyyyar cTo |FLSA ANHUAL | MAXVACATION: | ™ pnnpr Than
SERVICE REQUIREMENTS’ ACCRUAL | ACCRUED OR el e LESS THAMN 10 i
T PERYEAR| | CLASSIFICATION AX™ | veARS OF SERVICE o
0-3 YEARS: 1 TO 36 MONTHS 6 2/3 HOURS 10 ugs N 7y 480 HOURS 430 HOURS
3-6 YEARS: 37 TO 72 MONTHS 10 HOURS 15 o NiA NIA 384 HOURS 440 HOURS,
610 YEARS: 73 TO 120 MONTHS 11 1/3 HOURS ird UNIT 1 N NIA 272 HOURS 384 HOURS
10-15 YEARS: 121 TO 180 MONTHS 12 2/3 HOURS 18 UNIT2 120HOURS | 240 HOURS 272 HOURS 384 HOURS,
15-20 YEARS: 181 TO 240 MONTHS 14 HOURS 21 UNIT.3 NiA NIA 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.
OWER 25 YEARS: 301 MONTHS ANDUP | 18 HOURS 24 s ASLHOURS s PADHOdS 2 O SSALO0DS
UNIT & 240 HOURS | 240 HOURS 272 HOURS 384 HOURS.
¥ACATION ACCRUAL RATES FOR ELIGIELE CLASSIFICATIONS IN UNIT7 120 HOURS 240 HOURS 272 HOURS 384 HOURS
EXECUTIVE (M38), MANAGEMENT (MED0}, UNIT 8 200 HOURS™ | 480 HOURS 272 HOURS 384 HOURS:
CONFIDENTIAL (C89), FACULTY (Unit 3) 18 2 UNTS 120 HOURS | 240 HOURS 272 HOURS 384 HOURS.
AND ACADEMIC STUDENT (UNIT 11) UNIT 10 240 HOURS | 240 HOURS 272 HOURS 384 HOURS
UNIT 11 NiA A 30 HOURS 80 HOURS
UNIT 12 N NiA 272 HOURS 440 HOURS.
ES8, 120HOURS | 240 HOURS 272 HOURS 384 HOURS
o] 120 HOURS | 240 HOURS 384 HOURS 384 HOURS.

*In terms of fulltime service

“PER MOU/Policy

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530
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View My Monthly Schedule

This section demonstrates how to view your monthly schedule. The standard employee schedule is Monday
through Friday, eight hours per day. If you are on an alternate schedule (part time, 4/10, 9/80, and so forth),
this schedule will display. If your schedule is irregular, a standard schedule will most likely display, and your
timekeeper will key your absence hours accordingly. If you have questions about your schedule, contact your

timekeeper or payroll technician.

1. From the Main Menu
navigate to Self Service >
Time Reporting > View
Time > Monthly
Schedule.

The Monthly Schedule page
displays.

Notes: Absences that have
been reported will be
displayed with the calendar
icon.

Scheduled holidays will be
displayed with the suitcase
icon.

If you have an absence that
overlaps a holiday, both icons
will display, but your balances
will not be affected.

2. Click a date to view more
details about the schedule
for a specific day.

ORACLE' ﬂ

Favorites | Main Menu » Self Service > Time Reporting > Employee Balance Inguiry
- - - ¥

Search Menu: Tl Wir

[ ®

Emplo

Christy = plert-s150
000045€ 3 Campus Info
[ Self Service

* - A

1 Manager Self Service 3 Time Reporting i

] 515U Campus Salutions 1 Pavral and Compensation £ Report Time »

[ 55U Human Resources 1 Benefits 1 View Time it relie
TSNS | Recruiting £ Learning and Developmer =] Employes Balance Inguiry

] Benefits 3 Recruiting Activities v = |
ersonal
% 3 Time and Labar 3 Campus Personal Information [§| Balances Personal
as of Date
3 Global Payrol & sbsence pigmT 7| B
1 Brink ~ Renorting Taols y 1207 ROG 2011-11 12/01/2011 860000 340000 ==
Graduate (3 PeopleTools »

D My Personalizations

ORACLE

Favorites - Main Menu > Self Service » Time Reporting > View Time > Monthly Schedule

Monthly Schedule

Christy Brinkley
000045683
Click hyperlinked date for detailed information about schedule ar reported ahsence. Ta view the schedule for anaother joh, selectthe Jo

=< Previous Marth | 02-February -] [2012 -] Nest Month =» |

Sunday Monday Tuesday Wi 1y Thursday Friday Saturday
1 2 3 | oFF 4
& Hours & Hours & Hours
E%

OFF 5 6 7 8 9 10| oFF 1
& Hours & Hours & Hours & Hours & Hours

OFF 12 13 14 15 16 A7| oFe 18
& Hours & Hours & Hours & Hours & Hours

£

OFF 19 20 21 22 23 24| orF 25

& Hours & Hours & Hours & Hours & Hours
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The Monthly Schedule Daily ORACLE  ChEEEESSSSSSeee

Detall page dlSplayS- Favarites Main Meru > Self Service > Time Reporting > Wiew Time > Monthly Schedule

Monthly Schedule

3. Click Return to Monthly Daily Detail for 02/13/2012
Schedule to return to the Christy Brinkley Employee ID: 000045683
fU” SChedUIG. Job Title:  Business Systems Analyst Employee Record Mumber, 0

Primary Schedule
Schedule Details
Sched Hrs

a.00

Absence Details
Absence Duration: 8.00 hours

Holiday Details

HNo holiday data for today

Eeturn to Monthly Schedule
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