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Log in to HSJPRD

Follow these steps to log into the HSJPRD (HR Production) database.

Navigate to the HR
production
database using the
URL on the right

The HSJPRD login
page is displayed

Login to the
database using
your personal User
ID and password.
Remember that
both are case
sensitive.

Click Sign In.

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

https://cmshr.sjsu.edu/psp/HSJPRD/?cmd=login

You may also reach this page from the CMS web site
(http://www.sjsu.edu/depts/cms) - Click Applications and select HSJPRD

San José State
UNIVERSITY

User ID: |
Password:

Forqotyour password?

San José State
UNIVERSITY

User ID: [CMEDDERS
Password: [~

Forqotyour password?
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Your personal menu
will display upon
login.

Click Self Service.

The Self Service
options available to
you will display.

Click the View Time
link under Time
Reporting.

> My Favorites

(> Salf Service

(> Repotting Tools

[ PeopleTools

[~ Change hiv Password
— by Personalizations
|- My Sysiemn Profils

" BeopleSoft

Search:

1> My Favorites

Navigate to your self service information and activities

Time Reporting
Report anct review yaur time.

3 | Payroll and Compensation Ak Benefits
9 5k

&> Payrall and Compensation Revisw your pay and compensation History Revisvy feslth, insUrance, savings, pension or

> Benefits

(I Report Time Update vour direct cepostt and other deduction or other henefits information. Review and update
> Learning and 3 vigw Time cortribution information dependent and beneficiary personal information.

Development
[ Campus Personal
_Infarmation
[ Reporting Tools
[ PeopleTools
— Change hiv Password
— My Personalizations
|~ My System Profils

=] iew Paycheck

[ Benefits Information
=] Job and Compensation History.

[ Dependents
= Benefits Summary
3More..

Ll | earning and Development
B s orre e o b et o learsing ond.

Campus Personal Information

Mairtain your personal infarmation and revieve
ol 3nel 1o dos pending to your record

E peidresses

other develnpiment such 85 languages, licenses
and certificates, competencies, and
memberships

= Professional Training

cucation

ELicenses and Certiticates

3 More
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View My Absence Balances
Follow these steps to view your current absence balance information.

The View Time
options available to
you are displayed.

Click Absence
Balances.

The View Absence
Balances page is
displayed.

All absence types

that have balances
will be displayed.

Column Information

Search:

[ Wy Favorites
~ 5 co

[+ Tirme Reporting

I Payroll and Compensation

[ Benefits

[ Learning and
Development

> Campus Personal
Information

— Chane Wy Password

— My Personalizations

|~ My Syslermn Profile

Search:

®

> My Favorites
I~ Self Service

= Time Reporting
[ Report Time
7 View Time
— Monthly Schedule
— Ahsence History

> Payroll and Compensation

[ Benefits

> Learning and
Development

[ Campus Personal
Information

> Reporting Tools

> PeopleTools

— Change My Password

— My Personalizations

|- My System Profile

_J View Time

Viewr your elapsed and payable time

Monthly Schedule Absence History Absence Balances
“iew your manthly scheculs Wigw history details of your shsence View your ahsence baiances detal

View Absence Balances

Angel Cordelius

View current abgence balances. Current balances do not reflect absences that have
not been processed by payroll. Absence information will be processed monthly, and
updated balances posted by the 10th calendar day of the next month. Please contact
your Payroll Tech ifyou have questions about your usage, accruals or balances
Absence Balances

Balance as of 080172006

{Accrual Period

Sick Balance 656.50 Hours  0.00 Hours 8.00 Hours  0.00 Houre  BB4.50 Hours feario Date
PR I 1.00 Days 000Dsys  000Days 0.00Days  1.00Days “earto Dale
Available

Vacation Balance 326.00 Hours  0.00Hours  11.33Hours 0.00 Hours  337.33 Hours Yearto Date

Go To: RepotAbsence
View Absence History

View Monthly Schedule

Description: The type of absence balance.

Prior Balance: The balance prior to the last absence processing cycle.
Taken/Earned: The amounts of each absence taken & earned during the last
absence processing cycle.

Adjustments: Any adjustments to your balances will be displayed here. This
might be the result of absence information being reported after the deadline.
Balance as of...: The current balance at the end of the last absence processing
cycle, along with the date.

Accrual Period: This will typically say Year to Date.
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View My Absence History

Follow these steps to view your absence history information. History prior to June 1, 2006 is not available in
PeopleSoft. The Start and End Dates of the reported absence may overlap a weekend or a holiday, but
unless you are scheduled to work on those days, your balance will not be affected.

Click Absence
History from the
main View Time
menu, or from the

5 View your elapsed and payable time
1 [+ Tirme Reporting = Monthly Schedule = Absence History = Absence Balances
h yp erl I n k 0 n th e I Payroll and Compensation “igs your morthly scheciuls ﬁ Wigwy histary details of your absence E View your shsence balances detal
[ Benefits
bottom of the b Lesrming and

Development
Absence Balances b Campus Parsona
Information

— Chana Wy Password
page — My Personalizations
|~ My Syslermn Profile

The Absence
History page is
displayed. R

> My Favorites
I~ Self Service
= Time Reporting

4 San José State

Absence History

Angel Cordelius

Specify the date range of interest. To retrieve a complete history, leave From and
Through dates blank and click Refresh. Selectthe Absence Type hyperlink to view
absence details. Push the Edit button to rmodify or delete a Saved Request. Absences
that are not byperlinked were keyed by an Administratar and cannot be changed by the
amployee. Please note that detalled absence infarmation prior to June 1, 2008 is not

Update the From
and Through dates

. [ Payroll and Compensation available in PeopleSoft
and click refres hto EE:;‘;{:‘% s From: [06/1672006 (6] Trougn; |08/ 412006 & Reftesh
Develapment N
change the time oo Aosence History
1 1 Information
eriod displayed.

p play EESS;S?SJ;DIS Motime taken  Submitied 02006 0BI31R006  Ermployes Edit
[~ Chande by Password
B Vacation Take Saved 07/24/2006 07/28/2006 Employes Edit
- Wiy Syster Profile SickTake- Seff  Submitted 07M32006 0732006 Employes Edf

VacationTake  Submitied 071032006 0732006 Employes Edff

GoTo: Beport Abzence

View Absence Balances
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Column Information | Absence Type: The type of absence that was reported.

Status: When keying via self-service, this will be the status of your absence. If a
timekeeper keys your absence, this status will always say None.

Start Date: The start date of the absence.

End Date: The end date of the absence.

Requested by: When keying via self-service, this will say Employee. If a
timekeeper ever keys your time, it will say Admin.

Edit Button: Time saved for later will activate the Edit button. To submit, this
button must be pushed. More on this later in the guide.
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View My Monthly Schedule
Follow these steps to view your monthly schedule. The standard schedule for employees is Monday-Friday,
8 hours/day. However, you may be on an alternate schedule (part-time, 4/10, 9/80, etc.), which will be
displayed. If your schedule is not consistent, you will most likely remain on the standard schedule and your
timekeeper will key your absence hours accordingly. If you have questions about your schedule, please
contact your timekeeper or payroll technician.

Click Absence
History from the
main View Time
menu, or from the
hyperlink on the
bottom of the
Absence Balances

page.

The Monthly
Schedule page is
displayed.

N

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

(]

Scheduled holidays
will be displayed
with the suitcase
icon.

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

I Payroll and Compensation
[ Benefits
[ Learning and
Development
> Campus Personal
Information
— Chane Wy Password
— My Personalizations
|~ My Syslermn Profile

ra¥en
s8Il

(o4
Search:

> My Favorites
I~ Self Service
= Time Reporting
= View Time

— Absence Balances

View Tim

e

(e e E e e

Monthly Schedule

iewt yoUr morthly scheculs

E“ Absence History
Wigw history details of your shsence

Monthly Schedule

Angel Cordelius
000043681
Click hyperlinked date for detailed information about schedule or reported absence,
To view the schedule for another job, select the Job Title from the drop down list,

Mesywindow | Help | Custormize Pane | b, 2

E" Absence Balances
View your ahsence baiances detal

> Payroll and Compensation
[ Benefits
[ Learning and
Development
[ Campus Persanal
Information
— Change hiv Password
— My Persanalizations
|~ My Systam Profile

GG '—_I[” Ty = l—_IZUUﬁ = Next Month ==
Sunday Monday Tuesday Wednesday Thursday Friday Saturday

OFF il

OFF 2| 3 4 5 6 7 |lorr 8|
8 Holrs 8 Holrs 8 Hours G Houwrs: & Hours

B £ B

OFF 9] 10} 11 12 13| 4] orr 15|

8 Hours & Hours & Hours & Hours & Hours
B

OFF 18| 17 18 18 20 21) orr 22)

8 Hours 8Hours 8 Hours &Hours &Hours
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Clicking a
hyperlinked date on

Mew Window | Helo | Gustomize Page | 1)

the schedule will 5
d |S Ia more d etal IS > Wy Favorites Monthly Schedule
ab opu ¢ }t/h e absence P Daily Detail for 07/05/2006
. Slewellms Angel Cordelius Erployee D 000043631
or hol |day anto (it Job Title:  Admin Suppor Coord Employee Record Number: 0

— fhsence Balances
[ Payroll and Compensation
[ Benefits
[ Learning and
Development
I Carmpus Personal
Information
— Chane Wy Password
— My Personalizations
|- My Systern Profile

Primary Schedule

Absence Details
Absence Duration:

8.00 hours Sick Take - Self

Holiday Details
No holiday data for today

Return to Monthly Schedule

[=] Mtify

Search: Mew Window | Helo | Gustomize Page | 1)

Monthly Schedule
Daily Detail for 09/04/2006

Angel Cordelius Ernployes 1D: 000043681
Job Title:  Admin Suppart Coord Employee Record Mumber: 0

Primary Schedule
Sl:hedule Details

aoo

(> My Favorites
I~ Belf Senvice

< Time Reporting
= Yiew Time

ansence Hislon
— fhsence Balances
[ Payroll and Compensation
[ Benefits
[ Learning and
Development
I Carmpus Personal
Information
— Change My Passward
— My Personalizations
|- My Systern Profile

Absence Details

No absence data for today

Labor Day

Return to Wanthly Schedule

[=] motify
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Non-standard
schedule example

This is an example of
a part-time schedule
where the hours are
different on various
days of the week.

Non-standard
schedule example

This is an example of
a part-time schedule
where the hours are
the same each day of
the week.

Search:

== Prewious Month

> by Favorites Sunday Wonday
I~ Belf Senvice

< Time Reporting

[: Report Time

= View Time

sence Histor

Tuesday

08 - August i lm

Wednesday

Thursday

T

Friday

Satur day

8 Haurs

A 2]

8 Hours 4 Haurs

Jes

4 Hours:

|&

OFF

|en

— Absence Balances
[ Payroll and Compensation
D Benefits
> Learning and
Development
> Campus Personal
Information

=1

]

A
&

& Hours

—

8 Hours.

oo
@

8 Hours 4 Hours

4 Hours

11 oFF

(> Reporting Taols
[ PeopleToals
— Change hiv Pagsword
— by Personalizations
|~ My System Profils

6 Hours

8 Hours

8 Hours 4 Hours

4Hours

OFF

6 Hours

8 Hours

8 Hours 4 Hours

4 Hours

OFF

& Hours.

8 Hours.

8 Hours 4 Hours:

Search:

== Prewious Month

Sunday Monday

(> My Favorites
I~ Belf Senvice

< Time Reporting
[: Report Time
= View Time

Tuesday

s

|n - Rugust

~l[z006 =]

Wednesday

Thursday

ohgMonth =2

Friday

Saturday

4 Hours

|=

2]

4 Hours 4 Hours

e

4 Hours

=

OFF

[en

— Absence Balances

[ Payroll and Compensation

D Benefits

> Learning and
Development

> Campus Personal
Information

4 Hours

[~

4 Hours

o
©

4 Hours 4 Hours

4Hours

(> Reporting Taols
[ PeopleToals
— Change hiv Pagsword
— by Personalizations
|~ My System Profils

4 Hours

4 Hours

4 Hours 4 Hours

4 Hours

4 Hours

4 Haurs

4 Haurs 4 Haurs

4 Hours:

£ OFF

4 Hours

4 Hours

4 Hours 4 Hours
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Non-standard
schedule example

This is an example of
a 4/10 schedule
where the employee
is off on Fridays.

Non-standard
schedule example

This is an example of
a standard Tuesday-
Saturday 40-hour
schedule.

= View Time
— Time and Labor

ompensatory Time
— Exceptions
— Payable Time
Summary
— Payable Time Detail
— Forecasted Time
Surmmary
— Eorecasted Time
Detail
— Absence History
— Absence Balances
— User Preferences
[ Personal Information
> Payroll and Compensation
[ Benefits
[ Btock Activity
> Learning and
Development

[ Enroliment
> Carnpus Finances
> Carmpus Personal
Information
> Academic Records
[ Degree
ProgressiGraduation
[ Student Admission
— Student Center
— Workflow User Preferances|
(> Manager Self Seice
> 8JSU Campus Solutions
[ 8J8U Humnan Resources
[ Workforee Administration

[

= View Time
— Time and Labor
Launch Pad

— Exceptions
— Payable Time
Summary
— Payable Time Detail
- Forecasted Time
Surmmary
— Eorecasted Time
Detail
— Absence History
— Absence Balances
Lser Preferences
[ Personal Information
> Payroll and Compensation
[ Benefits
[ Btock Activity
> Learning and
Development

[ Enroliment
> Carnpus Finances
> Carmpus Personal
Information
> Academic Records
[ Degree
ProgressiGraduation
[ Student Admission
— Student Center
— Workflow User Preferances|
(> Manager Self Seice
> 8JSU Campus Solutions
[ 8J8U Humnan Resources
[ Workforee Administration

[

[ Performance Management

[ Performance Management

||

||

== Pravious Month

[o8 - mugust =] [z006 =

T Ne Mot 55

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

A 2 3 Jorr A lorr 5]
10 Hours 10 Hours 10 Hours

OFF B 7] 8] 2 10} orr 1 orr 12
10 Hours 10 Hours 10 Hours 10 Hours

oFF 13 14 15 1€ A7) orr 18] orr 19
10 Hours 10 Hours 10 Hours 10 Hours

OFF 20| 21 22| 23 24 orF 25|\ o 26|
10 Hours 10 Hours 10 Hours 10 Hours

oFF 27| 28 29 30 31

10 Hours 10 Hours 10 Hours 10 Hours

== Pravious Month

[o8 - mugust =] [z006 =

T Ne Mot 55

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Al 2| 3 4 a

8Hours 8 Hours &Hours & Hours &Hours

oFF B orr 7] 8] R 19 1 12
6 Hours 8 Hours 6 Hours: & Hours 6 Hours

CFF 23] orr 14 15 16| 7| 18] El
8 Hours. 8 Hours & Hours & Hours & Hours

OFF 20] oFF 21| 22| 23| 24| 25| 28]
&Holrs #Hours & Hours: &Hours & Hours:

OFF 27| orr 28| 29 30 3
6 Hours 8 Hours G Hours:
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Non-standard
schedule example

= View Tima - - _ " z
— Tirne and Labor =l SR OB 09 September | [2006 = Nexthiontn == 8 =

Launch Pad Sunday Monday Tuesday Wednesday Thursday Friday Saturday

This is an example of T
someone on a — Exceptions B5 Hours 0Hours

— Payable Time

d hft Summary
graveyard sni - Parable Time Detai
— Forecasted Time
(common for FD&O Summy
— Eorecasted Time = = — = G
em pl Oyees) Detall 1.5 Hours 6 Howrs 6 Hours 8 Hours 6 Hours: 6.5 Hours 0 Hours
) — Absence History
— Absence Balances
— User Preferences &
[ Personal Information
> Payroll and Compensation 10| 1 12| 13 14| 15 16|
[ Benefits ]
[ Btock Activity
> Learning and
Development
[ Performance Management
[ Enroliment e
b Campus Finances 17 18| 19| 20 21 22 23]
> Campus Personal 1.5 Hours & Hours & Hours 8 Hours & Hours: 65 Hours 0 Hours:
Information
> Academic Records ..
[ Degree
ProgressiGraduation
[ Student Admission
— Student Center 24 25 26 27 28 29 30
— Workflow User Preferances| 1.5 Hours 8 Hours 8 Hours 8 Hours & Hours 6.5 Hours 0Hours
(> Manager Self Seice
> 8JSU Campus Solutions
[ 8J8U Humnan Resources
[ Workforee Administration =l -

[

[r

=)
S
n
|o
=g
oo
Jeo

1.5 Hours. 8 Hours. 8 Hours. 8 Hours & Hours 6.5 Hours O Hours
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Views with Multiple Jobs
If you have more than one active, absence-eligible job on campus, your views to see balances, history and
your schedule will be slightly different. Please note that all balances for employees with multiple jobs were
converted to the primary job. For example, if you are a department chair and a faculty member, your
balances all reside on the department chair job.

View Absence
Balances

All active, absence-
eligible jobs will be
displayed. Click the
hyperlinked Job
Title to view the
information.

The Absence
Balances page
displayed is the
same.

View Absence
History

All active, absence-
eligible jobs will be
displayed. Click the
hyperlinked Job
Title to view the
information.

The Absence
History page
displayed is the
same.

Search:

> My Favorites
I~ Self Service
= Time Reporting
[ Report Time
7 View Time
— Monthly Schedule
Histr

Compensation
[ Benefits
> Learning and
Development
[ Campus Personal
Information
> Reporting Tools
> PeopleTools
— Change My Password
— My Personalizations
|- My System Profile

Search:

View Absence Balances

Select Job Title

Michael Jordan

Job Information

E“T'“:;' Department Supervisor Name

0 CMS Project Office

Select Job Title  EmplID

05308746

Company

Adminisirator [t

Info Tech
Cansultant 12 Mo

San Jose State Univergity

05308746 1 CMS Project Office San Jose State University

> My Favorites
I~ Self Service
= Time Reporting
[ Report Time
7 View Time
— Maonthly Schedule
= iy
— Absence Dalances
> Payroll and Compensation
[ Benefits
> Learning and

Development
[ Campus Personal

Information
> Reporting Tools
> PeopleTools
— Change My Password
— My Personalizations
|- My System Profile

Ab History
Select Job Title

Michael Jordan

Job Information

Select Job Title Supervisor Name

Adminisirator [t

Info Tech
Cansultant 12 Mo

0 CMS Project Office San Jose State Univergity

1 CMS Project Office San Jose State University

SJSU CMS Training: AM/Self-Service Absence Information
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View Monthly
Schedule

All active, absence-
eligible jobs will be
displayed in the
drop-down list.
Select the job you
wish to view the
schedule for.

rolen S
<o ki
% :

Search:

(> My Favorites

I~ Belf Senvice
< Time Reporting
[: Report Time

— Absence Balances
[ Payroll and C

Monthly Schedule

Michael Jordan

JabTitle: [Finance ProjectManager =]
ChckhprS Project Specialist bn al
i v

To view th he

ut gchedule or reported abeence.
b Title frorm the drop down list.

Mew Window | Help | Customize Page | iy 2]

D Benefits
> Learning and
Development
> Campus Personal
Information
(> Reporting Taols
[ PeopleToals
— Change hiv Pagsword
— by Personalizations
|~ My System Profils

=< Prewiaus Manth 'E July j |2006 j Next Month ==
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
OFF Al
oFF 2] 3 A4 5 8 T orr 8]
6 Hours 6 Hours 8 Hours 4 Hours 4 Hours
&
COFF 9 10| il 12 13 14 orr 15
& Hours 8 Hours 8 Hours 4 Hours 4 Hours
S
osF 1] 1] 18] 19] 20 21 e 22
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Report Absences

This section will provide you with a variety of ways to key your absence information into the system. Please
read each section carefully to know when the various methods should be used.

From the main Self
Service menu,
under Time
Reporting, click
Report Time.

The Report Time
page displays.

Click Report
Absence.

Search:

153

[ Payroll and Compensation

[ Benefits

I Learning and
Devalopment

[ Campus Personal
Information

[ Reporting Tools

(> PaopleTools

— Change by Password

— My Personalizations

|~ My Systern Profile

Search:

153

[ Payroll and Compensation

[ Benefits

I Learning and
Devalopment

[ Campus Personal
Information

[ Reporting Tools

(> PaopleTools

— Change by Password

— My Personalizations

|~ My Systern Profile

2. Self Service

Mavigate to your self service information and activities.
%‘ Time Reporting
1.5 Reprrt and review your time

[ Rspart Time
[ Wiew Time

%m Learning and Development

? Al or review information relstzd to learning and
other development such as: languages, icenses
and certificates, competencies, and
memberships.
=l Professional Training
ElEcuication

F Licenses and Cerificates

Report Time

Report your time.

E" Report Absence
Repart an ahsence.

ﬁ;@ Payroll and Compensation

Review your pay and compensation history
Update your direct deposit and oiher deduction or
contribution informatian
=] View Paycheck
=] Job anel Compensation Histary.

-'iii Campus Personal Information
B Mairtain your personal infarmation and review
holds ane to dos pending to your racord

[ Lddresses
=l Mames
Elphone humbers

I~ Benefits
Review heallh, insurance, savings, pension or
other benefits information. Review and updale
depenclent and beneficiary personal information

[ Benefits Information

[ Deperndients
= Benefits Summary
3 More

SJSU CMS Training: AM/Self-Service Absence Information
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Report Absences — Standard Reporting
This section will provide you with the steps to report standard absences, using your schedule. This method
allows you to report by day and will use your schedule to take the appropriate amount from your balance. If
you do not work a standard (Monday-Friday/40 hours a week) schedule, yet your schedule in the system

indicates that you are on one, you must use the partial days option described in the next section to key your

hours.

The Report

Absence page

displays.

Click the drop down

arrow for the

Absence Type to
select the type of
absence you wish

to report.

Hyperlinks

All Absence Types
available to you will

be displayed.

Select the Absence
Type you wish to
report. For this
example, we will
use Vacation Take.

an José State

Search:

> My Favorites
I~ Self Service

= Time Reporting
« Report Time

[+ View Time
[ Payroll and Compensation
[ Benefits
> Learning and
Development
> Campus Personal
Information
[ Reporting Tools
[ PeopleTools
— Change by Passward
— My Personalizations
— My System Profils

View Monthly Schedule: Use this link to view your monthly schedule

View Current Calendar & Pay Periods: Use this link to view information on start
and end dates for each pay period. Itis critical that you know the start and end
dates of each pay period so you can include your absences in the right period.

b7 San Jost State

Search:

> My Favorites
I~ Self Service

= Time Reporting
~ Report Time

[ View Time
[ Payroll and Compensation
[ Benefits
[ Learning and
Development
> Carnpus Personal
Infarmation
(> Reporting Taols
[ PeopleTools
— Change by Password
— My Personalizations
|- My System Profils

Report Absence

Angel Cordelius

Enter Start Date and select appropriate Absence Type. Once Absence Type is
gelected, enter either End Date or Duration. Push the Calculate button to complete the
ahsence entry. To enter Partial Day information, selectthe Partial Day option and enter
the appropriate hours. To submit the absence information for appraval, push the
Submit button. To hold the absence entry far a later submission, push the Save for
Later bution. Remember, all absences must be entered and approved by the 4th
calendar day ofthe next month. To submit or cancel your saved absente, view your
Ahsence History, click the Edit button, and select Submit or Cancel. To view the
current calendar and pay period, click the hypeink below.

'Start Date: [o7i15rz008 [5

‘Absence Type: Select Absence Type i

View Monthly Schedule
View Current Calendar & Pay Perinds|

* Required Field

Go To: View Absence Histary

View Absence Balances

Report Absence

Angel Cordelius

Enter Start Date and select appropriate Absence Type, Once Absence Type is
gelected, enter either End Date or Duration. Push the Calculate button to complete the
ahsence entry. To enter Partial Day information, selectthe Partial Day option and enter
the appropriate hours. To submit the absence information for approval, push the
Submit button. To hold the absence entry for a later subrmission, push the Save for
Later button. Remember, all absences must be entered and approved by the Sth
calendar day of the next manth. To submit or cancel your saved absence, view your
Absence History, click the Edit button, and select Submit or Cancel. To view the
current calendar and pay period, click the hyperlink helow,

‘Start Date: (o7 sizo06 [H

Select Absence Type il

Funeral Leave -

View Monthly Schedule
View Current Calendar & Pay Perinds|
‘Absence Type:

* Reguived Fleld Jury Duty
Military Take
GoTo:  VigwAhse|Notime taken
e b
View Abse

Sick Take - Family

Sick Take - Self
Union Tirme
wacation Take =
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Once the Absence
Type is selected,
additional fields will
appear that must be
filled in prior to
submitting the
absence.

Required Fields

Calculate End Date or Duration'

The Duration
displays.

Subrmit

Click the Submit
button to submit
this absence.

Note: Once the
absence is submitted,
you have no ability to
change it, so please
make sure the
information is
accurate.

&

Search:

(> My Favorites
I~ Belf Senvice
< Time Reporting
- Repot Time

> View Time
[> Payroll and Compensation
[ Benefits
[ Learning and
Development
[ Campus Personal
Infarmation
(> Repoting Tools
(> PeopleTools
— Change My Password
— My Personalizations
|~ My Systern Profile

Report Absence

Angel Cordelius

Enter Start Date and select appropriate Absence Type. Once Absence Type is
selected, enter either End Date or Duration. Push the Calculate button to complete the
ahsence entry. To enter Fartial Day information, select the Partial Day option and enter
the appropriate hours, To submit the absence information for approval, push the
Submit button. To hold the shsence entry for a later submission, push the Save for
Later button. Remermber, all absences must be entered and appraved by the 5th
calendar day ofthe next month. To submit or cancel your saved absence, view your
Absence Histary, click the Edit button, and select Submit or Cancel. To view the
current calendar and pay period, click the hyperlink below.

Absence Detail
‘Start Date: (07i15i2008 [ View Morthly Schedule

5 MView Current Calendar & Pay Periods|
End Date: I = Wiew Current Calendar & Pay Perinds|

‘Absence Type: Watation Take ~| CurrentBalance: 33733 Hours™
Partial Days: MNone hd

Duration: [ Hours

Calculate End Date or Duration

* Required Fielt
“*Disclaimer: The current balance doss nat reflect shsence requests that have not been processed.

Save for Later Subrmit

Go To: Wiew Absence Histary

View Absence Balances

Start Date: Enter the start date of the absence.
End Date: Enter the end date of the absence. It's okay to cross a weekend or a
holiday because your schedule will ensure that your balances are appropriately

decremented.

Partial Days: This information will be explained later in the chapter. For standard

absence reporting, using your schedule, this will not be used.
Duration: This will populate upon pushing the Calculate button.

Current Balance: For absence types that hold a balance, the balance displays.

Once all fields are completed, push the Calculate End Date or Duration
button.

Search:

(> My Favorites
I~ Belf Senvice
< Time Reporting
- Repot Time

> View Time
[> Payroll and Compensation
[ Benefits
[ Learning and
Development
[ Campus Personal
Infarmation
(> Repoting Tools
(> PeopleTools
— Change My Password
— My Personalizations
|~ My Systern Profile

Report Absence

Angel Cordelius

Enter Start Date and select appropriate Absence Type. Once Absence Type is
selected, enter either End Date or Duration. Push the Calculate button to complete the
ahsence entry. To enter Fartial Day information, select the Partial Day option and enter
the appropriate hours, To submit the absence information for approval, push the
Submit button. To hold the shsence entry for a later submission, push the Save for
Later button. Remember, all ahsences must he entered and approved by the 5th
calendar day ofthe next month. To submit or cancel your saved absence, view your
Absence Histary, click the Edit button, and select Submit or Cancel. To view the

current calendar and pay period, click the hyperlink below.

‘Start Date: [o7inziza0e [+ View Morthly Schedule

View Current Calendar & Pay Periods|

End Date: lomiozizong [¢
‘Absence Type: Watation Take ~| CurrentBalance: 33733 Hours™
Partial Days: MNone hd

Duration: .00 Hours

{alciiaie End Date o Divation

* Required Fielt
“*Disclaimer: The current balance doss nat reflect shsence requests that have not been processed.

Save for Later Subrmit

Go To: Wiew Absence Histary

View Absence Balances
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The Submit
Confirmation page
displays.

Click OK.

The Detailed
Absence
Information page
displays. The
Status will say
Submitted.

Search:

. < < Saved
Submit Confirmation

(> My Favorites
I~ Belf Senvice

< Time Reporting
- Repot Time

“ The absence information was successfully submitted

> View Time
[> Payroll and Compensation
[ Benefits
[ Learning and
Development
[ Campus Personal
Infarmation
(> Repoting Tools
(> PeopleTools
— Change My Password
— My Personalizations
|~ My Systern Profile

Search:

Detailed Absence Information

> My Favorites Angel Cordelius
7 Self Service
< Time Reporting

= Report Time

View Detailed absence infarmation and submission and approval details.

> View Time

[> Payroll and Compensation

[ Benefits

[ Learning and
Development

[ Campus Personal
Infarmation

(> Repoting Tools

Start Date: 07/02/2006
End Date: 07/03/2006

Absence Type: Wacation Take Current Balance: 337.33 Hours*™

Partial Days: Mone

> PeopleTonls Duration: 8.00 Hours
— Change My Password
— My Personalizations
|~ by System Profile Status: Submitted
Request History
Status: Hame Date [Comments
1 Submitted Angel Cordeliug 071512008

#Disclaimer: The current balance does nat reflect absence requests that have nat been processed

Go To: Report Absence
View Absence History

View Absence Balances
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Report Absences — Report Partial Days
This section will provide you with the steps to report partial days. Partial Days can be used for a variety of

reasons:

1. Non-Exempt Employees should use this method to report partial days off. For example, if you take 2
hours off during the day for a doctor’s appointment, you would use this method.

2. Employees on an alternate schedule that is not recorded in PeopleSoft (i.e. your schedule online
displays M-F 40/hours a week, but you actually work a 3/12). All your absence hours will be recorded
using this method.

3. Exempt Employees, unless on an alternate schedule as described above, will not use this method.

After selecting the
Absence Type, Start
and End Date, use
the Partial Days
dropdown box to
select the type of
Partial Days you will
use.

Types of Partial
Days

Our example will
use the All Days
option.

San Josi State

Search:

Report Absence B

[ My Favorites Angel Cordelius
[ Seff Senice Enter Start Date and select appropriate Absence Type. Once Absence Type is
= Time Reporting

gelected, enter either End Date or Duration. Push the Calculate button to complete the
ahsence entry. To enter Partial Day information, selectthe Partial Day option and enter
the appropriate hours. To submit the absence information for appraval, push the
Submit button. To hold the absence entry far a later submission, push the Save for
Later bution. Remember, all absences must be entered and approved by the 4th
calendar day ofthe next month. To submit or cancel your saved absente, view your
Ahsence History, click the Edit button, and select Submit or Cancel. To view the
current calendar and pay period, click the hypeink below.

- Repol

e

[ Payroll and Compensation

[ Benefits

> Learning and
Development

- Campus Personal Absence Detail
Information —
Gl Start Date: 7-13-2006 [ View Monthly Schedule
[ PeopleTools =
— Chanae My Passward End Date: 7132006 [ Wiew Current Calendar & Pay Perinds|
— My Personalizations
— My System Frofils ‘Absence Type: Sick Take - Self 7 Current Balance: B64.50 Hours™
Partial Days: Mane -
Duration:
Calculate End Date ol

Start and End Days

* Required Field

**Disclaimer: The current balance does nat reflect absence reguests that have not been processed

Save for Later Submit

Go To: View Absence Histary

Wiew Absence Balances =

All Days: Use this option if every day of your absence will use a partial day. For
example, if you take 4 hours off each afternoon for a week, you would use this
option.

End Day Only: Use this option if the last day of your absence will use a partial
day, but every other day will use the hours on your schedule.

Start Day Only: Use this option if the first day of your absence will use a partial
day, but every other day will use the hours on your schedule.

Start and End Dates: Use this option if both the first and last day of your absence
will use a partial day, but every other day will use the hours on your schedule.

SJSU CMS Training: AM/Self-Service Absence Information
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Once the option is
selected, the Hours
box will appear (in
our example, it says
All Day Hours; if
another option is
selected, the
appropriate boxes
will appear).

Enter the number of
hours.

Calculate End Date or Durationl

Submit |

San Josi State

Search:

(> My Favorites
I~ Belf Senvice

< Time Reporting
~ Repant

> View Time
[> Payroll and Compensation
[ Benefits
[ Learning and
Development
[ Campus Personal
Infarmation
(> Repoting Tools
(> PeopleTools
— Change My Password
— My Personalizations
|~ My Systern Profile

Report Absence

Angel Cordelius

Enter Start Date and select appropriate Absence Type. Once Absence Type is
selected, enter either End Date or Duration. Push the Calculate button to complete the
ahsence entry. To enter Fartial Day information, select the Partial Day option and enter
the appropriate hours, To submit the absence information for approval, push the
Submit button. To hold the shsence entry for a later submission, push the Save for
Later button. Remermber, all absences must be entered and appraved by the 5th
calendar day ofthe next month. To submit or cancel your saved absence, view your
Absence Histary, click the Edit button, and select Submit or Cancel. To view the
current calendar and pay period, click the hyperlink below.

Absence Detail
‘Start Date: o7 312008 [+ View Morthly Schedule
e e wiew Current Calendar & Pay Periods|

Sick Take - elf =

‘Absence Type: Current Balance:  B64.50 Hours™

Partial Days: All Days v
All Days Hours: [zoo

Duration: |200 Hours

aleilats End Date af Duratisr

* Required Field

**Disclsimer: The current balance does nt reflect absence reguests that have nat been processed

Save for Later Subrmit

Go To: View Absence History

View Ahsence Balantes

Click the Calculate End Date or Duration button once all fields are

completed.

Click the Submit button to submit the absence.

SJSU CMS Training: AM/Self-Service Absence Information

Page: 20



CMS Training Team — Business Process Guide

Process: Self-Service Absence Information

San José State Module: Absence Management

UMIVERESITY

Report Absences — Overlapping Absences
You may not have overlapping absences on the same days. For example, if you have reported vacation, you
cannot also report sick on the same days. When using partial hours however, you may split your day

between vacation & sick (or a combination of other absence types).

If you attempt to
submit an absence
and it overlaps
another, you will
receive ared
message letting you
know you cannot

submit the absence.

%, San José State

Search:

> My Favorites
I~ Self Service
= Time Reporting
~ Report Time
— Re|
[+ View Time
[ Payroll and Compensation
[ Benefits
> Learning and
Development
> Campus Personal
Information
[ Reporting Tools
[ PeopleTools
— Change by Passward
— My Personalizations
— My System Profils

Report Absence

Angel Cordelius

Enter Start Date and select appropriate Absence Type. Once Absence Type is

gelected, enter either End Date or Duration. Push the Calculate button to complete the

ahsence entry. To enter Partial Day information, selectthe Partial Day option and enter

the appropriate hours. To submit the absence information for appraval, push the

Submit button. To hold the absence entry far a later submission, push the Save for

Later bution. Remember, all absences must be entered and approved by the 4th

calendar day ofthe next month. To submit or cancel your saved absente, view your

Ahsence History, click the Edit button, and select Submit or Cancel. To view the

current calendar and pay petiod, click the hypeink below.
The Start and End Dates 07 your request are overlapping with existing requests or absence evens
Please madify your Start andfor End Date. You can also navigate to the Absence Request Histary page
and review the dates of the existing requests.

Absence Detail
'Start Date: [oioaizo0e [+ View Monthly Schedule
End Date: im@ View Current Calendar & Pay Perinds|

‘Absence Type: Sick Take - Sell ~| cCurrentBalance: 664.50 Hours™
Partial Days: MNaone hd

Duration: |g.00 Hours

Calculate End Date or Duration

* Required Field

*Digclsimer: The current balance does not reflect shsence requests that have not been processed.

Save for Later Submit

Go To: View Absence History
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Report Absences — Report No Time Taken

This section will provide you with the steps to report no time taken. When employees have no absence to
report for a specific pay period, they must report that they took no time. Your supervisor must approve this as
well.

Select No Time
Taken from the
Absence Type 5

Report Absence

drodeWn I|St [ My Favorites Angel Cordelius
I~ Self Senvice Enter Start Date and select appropriate Absence Type. Once Absence Type is
= Time Reporting selected, enter either End Date or Duration. Push the Calculate button to complete the

~ Report Time absence entry. To enter Partial Day information, select the Partial Day aption and enter

the appropriate hours. To submit the absence information for appraval, push the

> View Time Submit button. To hold the absence entry for a later submissiaon, push the Save for
[ Payroll and Compensation Later bution. Remember, all absences must be entered and approved by the 4th
[ Benefits calendar day ofthe next month. To submit or cancel your saved absente, view your

Ahsence History, click the Edit button, and select Submit or Cancel. To view the
current calendar and pay period, click the hypeink below.

> Learning and
Development

> Campus Personal
Information

[ Reporting Tools

[ PeopleTools

— Change by Passward

— My Personalizations

Start Date: o7 siz006 [ View Wonthly Schadule

View Current Calendar & Pay Perinds|
Select Absence Type -

‘Absence Type:

— My System Profile Funeral Leave =
* Reguired Fisld Jury Duty
Military Take

GoTo:  View Abse ANERDNERETEN
Personal Holiday Take
Wigw Abse|Select Absence Type
Sick Take - Death
Sick Take - Family
Sick Take - Self

Union Tirme |
‘Vacation Take -

Enter the Start and
End Dates of the

pay period for = ;| ReportAbsence
i [ My Favorites Angel Cordelius
which you are .
. . VSETWSE“QCE o Enter Start Date and select appropriate Absence Type. Once Absence Type is
el eelected, enter either End Date or Duration. Push the Calculate bution to complete the
repo rtl n g NO TI me <~ Report Time ahsence entry. To enter Partial Day information, select the Partial Day aption and enter

the appropriate hours. To submit the absence information for appraval, push the

Taken . [ View Time Submit button. To hold the absence entry for a later submissiaon, push the Save for
[ Payroll and Compensation Later button. Remember, all ahsences must be entered and approved by the &th
[ Benefits calendar day ofthe next month. To submit or cancel your saved absente, view your
> Learning and Abszence Histary, click the Edit bution, and select Submit or Cancel. Toview the
Make sure to Check Davalopment current calendar and pay period, click the hyperlink below.
& Campus Fersanal P T ————
Information
the Current Lo ‘Start Date: [oBi0ziz006 5 View Wonthly Schadule
copleTools =
Cal en d ar & Pay - Chanae by Password End Date: [naiztizoos i View Current Calendar & Pav Periods
. — My Personalizations
Pe” Od S pag e so th e — My System Profile ‘Absence Type: Mo time taken e
Start and End Dates Duration: 122.00 Days

Calculate End Date or Duration

* Required Fiekd

are accurate.

Save fr Later | Submit

Go To: View Absence Histary

View Absence Balances

Calculate End Date or Duration | | Click the Calculate End Date or Duration button once all fields are
completed.

Submit | Click the Submit button to submit the absence.
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Report Absences — Save for Later
This section will provide you with the steps to enter absence information and save it for later. This can be
used as a planning tool, but you must make sure to submit the absence and get it approved by the 5" of the

next month.

No matter what type
of absence you
report, the Save for
Later button is
available.

Save for Later

Push this button to
save your absence
for later.

The Save
Confirmation page
will appear.

Search:

> My Favorites
I~ Self Service

= Time Reporting
~ Report Time

r
[ Payroll and Compensation
[ Benefits
> Learning and
Development
> Campus Personal
Information
[ Reporting Tools
[ PeopleTools
— Change by Passward
— My Personalizations
— My System Profils

Search:

> My Favorites
I~ Self Service
= Time Reporting
~ Report Time

[+ View Time
[ Payroll and Compensation
[ Benefits
> Learning and
Development
> Campus Personal
Information
[ Reporting Tools
[ PeopleTools
— Change by Passward
— My Personalizations
— My System Profils

Report Absence

Angel Cordelius

Enter Start Date and select appropriate Absence Type. Once Absence Type is
gelected, enter either End Date or Duration. Push the Calculate button to complete the
ahsence entry. To enter Partial Day information, selectthe Partial Day option and enter
the appropriate hours. To submit the absence information for appraval, push the
Submit button. To hold the absence entry far a later submission, push the Save for
Later bution. Remember, all absences must be entered and approved by the 4th
calendar day ofthe next month. To submit or cancel your saved absente, view your
Ahsence History, click the Edit button, and select Submit or Cancel. To view the
current calendar and pay period, click the hypeink below.

Absence Detail
‘Start Date: o7 3iz2006 5 View Wonthly Schedule
End Date: (071312006 [5 View Current Calendar & Pay Perinds|

‘Absence Type: Sick Take - Self ~|  Current Balance: B64.50 Hours™
Partial Days: All Days ot

All Days Hours: [z00
Duration: |z00 Hours

* Required Fiedd

**Digclsimer: The current balance does not reflect absence requests that have not been processed.

Save for Later Subrmit

Go To: Wiew Absence Histary

Wiew Absence Balances ;I

~ R Saved
Save Confirmation

The Absence Information was successfully saved. The information
must be submitted by the Sth of the nesd pay period in order for it to
be approved

i e
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When the Detailed
Absence
Information page is
viewed, the Status
will be Saved.

To Submit the
Saved time,
navigate to the
Absence History

page.

From the Absence
History page, any

absences that are
Saved will display
the Edit button.

Edit |

Push the Edit
button to Submit or

Cancel the absence.

Search:

(> My Favorites
I~ Belf Senvice

< Time Reporting
- Repot Time

> View Time
[> Payroll and Compensation
[ Benefits
[ Learning and
Development
[ Campus Personal
Infarmation
(> Repoting Tools
(> PeopleTools
— Change My Password
— My Personalizations
|~ My Systern Profile

Search:

(> My Favorites
I~ Belf Senvice
< Time Reporting
- Repot Time

> View Time
[> Payroll and Compensation
[ Benefits
[ Learning and
Development
[ Campus Personal
Infarmation
(> Repoting Tools
(> PeopleTools
— Change My Password
— My Personalizations
|~ My Systern Profile

Detailed Absence Information
Angel Cordelius

View Detailed absence infarmation and submission and approval details.

Start Date: 07/24/2006
End Date: 07/28/2006
Absence Type: Wacation Take Current Balance: 337.33 Hours*™
Partial Days: Mone

Duration:

40,00 Hours

Status: Data Saved

Request History
Status: Hame Date [Comments
1 Saved Angel Cordeliug 071512008

#Disclaimer: The current balance does nat reflect absence requests that have nat been processed

Go To: Report Absence
View Absence History

View Absence Balances

Absence History

Angel Cordelius

Specify the date range of interest. To retrieve a complete history, leave From and
Through dates blank and click Refresh. Select the Absence Type hyperlink to view
absence defails. Push the Edit button to modify or delete a Saved Request. Absences
that are not hyperlinked were keyed by an Administrator and cannot be changed by the
employee, Please note that detailed absence information prior to June 1, 2006 is not
available in PeopleSoft

From: 06/15/2006 Through: /D_EM_“TZDDG l

Absence History

Refresh

Mo time taken Submitted 08/02/2006 08/31/2006 Employee ﬂl
Yacation Take Saved 07/24/2006 07/28/2008 Employee ﬂl
Sick Take - Self  Submitted 077132008 07/13/2006 Employee ﬁl
Vacation Take Submitted 0710372008 07/03/2008 Employee ﬂl

Go To: Benor Absence

View Absence Balances
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The Report
Absence page is
displayed. In
addition to the Save
for Later and
Submit buttons,
there is a Cancel
button.

Cancel

The Cancel
Confirmation page
displays. Click Yes
to confirm that you
wish to cancel it.

Search:

(> My Favorites
I~ Belf Senvice

< Time Reporting
- Repot Time

> View Time
[> Payroll and Compensation
[ Benefits
[ Learning and
Development
[ Campus Personal
Infarmation
(> Repoting Tools
(> PeopleTools
— Change My Password
— My Personalizations
|~ My Systern Profile

Report Absence

Angel Cordelius

Enter Start Date and select appropriate Absence Type. Once Absence Type is
selected, enter either End Date or Duration. Push the Calculate button to complete the
ahsence entry. To enter Fartial Day information, select the Partial Day option and enter
the appropriate hours, To submit the absence information for approval, push the
Submit button. To hold the shsence entry for a later submission, push the Save for
Later button. Remember, all absences must be entered and appraved by the 5th day
of the next pay period. To submityour saved absence, click the Submit button. To
cancel your saved absence, click the Cancel button

‘Start Date: [7izaiz006 [5
End Date: [o7rzaizo06 5
‘Absence Type: Wacation Take |  Current Balance: 33733 Hours™
Partial Days: Mane -

Duration: (4000 Hours

View Monthly Schedule
View Current Calendar & Pay Periods|

Calculate End Date ar Duration

Status: Data Saved

* Recuired Fiedt

#Disclaimer: The current balance does nat reflect absence requests that have nat been processed

Save fr Later Subrmit Cancel

Go To: View Absence Histary

|

Push the Cancel button if you would like to cancel this absence completely.

Search:

> My Favorites
I Self Service

= Time Reporting
- Report Time

[ View Time
> Payroll and Compensation
[> Benefits
> Learning and
Deswelopment
[ Campus Personal
Information
[ Reporting Tools
I PeopleTools
— Change My Password
— My Personalizations
- My System Profile

Cancel Confirmation

? Are you sure you want to cancel this Saved absence information?
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The Cancel
Confirmation page
displays.

Click OK to review
the history of this
absence.

In the Request
History section of
the Detailed
Absence
Information page,
you will see the
history of the event.

ey 4
485 Bnlestsae
o v .

Search:

(> My Favorites
I~ Belf Senvice

< Time Reporting
~ Repant

> View Time
[> Payroll and Compensation
[ Benefits
[ Learning and
Development
[ Campus Personal
Infarmation
(> Repoting Tools
(> PeopleTools
— Change My Password
— My Personalizations
|~ My Systern Profile

Search:

(> My Favorites

I~ Belf Senvice

< Time Reporting
- Repot Time

> View Time
[> Payroll and Compensation
[ Benefits
[ Learning and
Development
[ Campus Personal
Infarmation
(> Repoting Tools
(> PeopleTools
— Change My Password
— My Personalizations
|~ My Systern Profile

Cancel Confirmation

“ The Saved absence information was successfully cancelled

Detailed Absence Information
Angel Cordelius

View Detailed absence infarmation and submission and approval details.

Start Date: 07/24/2006

End Date: 07/28/2006

Absence Type: Wacation Take Current Balance: 337.33 Hours*™
Partial Days: Mone

Duration: Hours

Request History

Bows:  ame e [co mems

1 Gaved Angel Cordeliug 071512008
2 Cancelled Angel Cordelius 7M1 52006

**Disclaimer: The current balance does not reflect absence requests that have nat been processed

Go To: Report Absence
View Absence History

View Absence Balances

Saved
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Another example of
what the history of
an event might look
like.

Search:

(> My Favorites

I~ Belf Senvice
< Time Reporting
- Repot Time

> View Time
[> Payroll and Compensation
[ Benefits
[ Learning and
Development
[ Campus Personal
Infarmation
(> Repoting Tools
(> PeopleTools
— Change My Password
— My Personalizations

|~ My Systern Profile

Detailed Absence Information
Angel Cordelius

View Detailed absence infarmation and submission and approval details.

Start Date: 07/31/2006

End Date: 08/01/2006

Absence Type: Wacation Take Current Balance: 337.33 Hours*™
Partial Days: Mone

Duration: 16.00 Hours

Status: Submitted

Request History

[Status: ~ Hame  [oate  [Conmests |

1 Gaved Angel Cordeliug 071512008
2 Submitted Angel Cordelius 7M1 52006

**Disclaimer: The current balance does not reflect absence requests that have not been processed
Go To: Report Absence

View Absence History

View Absence Balances

Home
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Report Absences — Multiple Jobs

If you have more than one absence-eligible job on campus, you should report the absence information
appropriately by job. Your balance will typically only be on one job (your primary job), but the system will not
stop you from reporting absences if there is a zero balance. It is important that you report your absence
information on the appropriate records so the appropriate supervisors can approve the information.

When you have
multiple jobs, the

" San José State

first step in the 5| ReportAbsence
Report Absence o wyPavortes Select Job Title
process will be to T Michael Jordan

H iepo Job Information
select the job you e e |
[ Payroll and Compensation Select Job Title EmplID Eﬂ% Department Supervisor Name
want to report gfs;‘fﬂ‘nﬁg s Gdministator 005308746 0 CWS Praject Office San Jose State Universiy
absences for. . EQVE'DF”;B“' | g’;ﬂngiftzmz o 005308745 1 CWS Project Ofice San Josa State Universiy
ampus Personal Consultant 12 Mo
Infarmation

[ Reporting Tools

Please ensure that you report your absence on the appropriate job so it may be approved by the

[ PeopleTools

After you select the | | cheweirassng
appropriate supervisor. The absence you reportwill be decremented frorm your overall balances, but
must be reported and approved on the appropriate job. Do not be alarmed if you see a zero balance

. — My Personalizations
job, the other pages
on your secondary job. All balances were converted to your primary job. Ifyou have two equivalent jobs,

— My System Profils
are th e same. the balances were most likely converted to the lowest Empl Red #. Should you have any questions
aboutthis information, please contactthe ChS Help Desk oryour payroll technician.
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