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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.

an José State

Search:

®

. [> My Favorites
Click Manager Self i Self Senica

. [+ Manager Self Service

[ 515U Human Resources

Serv' Ce > Reporting Tools
|- PeopleTools
— Chanoe Wy Password
— My Personalizations
|~ My Bvsterm Profile

“BeopleSoft

The Manager Self
Service options
available to you will
dlSplay - My Favarites

[ Self Service

Search:

le reporting to you

ime Management
ianage schedules, view and approve reparted fhd paysble time, shaence and overtime recuests, exceptions, and mare.
1 Approve Time and Exceptions
[ Enter Absence Infarmation
01 view Time

8 Management
H 1 H [+ 815U Humnan Resources

Click the View Time | | feporing o

(> PeopleTools

link under Time -~ Chianoe o Passiond
— v Personalizations
Management.

— Nty System Profile
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View Absence Balances
Follow these steps to view absence balance information for your direct reports.

The View Time
options available to
you are displayed.

2, San José State

Search:

& lin .
|/ View Time
[ My Favorites ;

View calenders, sbsence balances, and payable time (it & time approver)

Click Absence
Balances.

E" Absence History
“iewr an employee's sbsence history.

E" Absence Balances

Wigw an employes's absence balances
[+ 815U Humnan Resources
[ Reporting Tools

(> PeopleTools

— Change Wy Pagssword

— My Persanalizations

— My System Frofile

r

The View Employee 2%
Absence Balances

2,5

v,

o

i i Search: Mew Window | Help | Customize Page | B,
page is displayed. e
[ My Favorites "
[ SelrService View Employee Absence Balances

- Manager Self Service
= Tirmne Managernent

Select Employee
Marilyn Radisch

A list of your direct
reports is displayed

I Approve Time and

Exceptions Selectan employee to view absence balances by clicking on the employee name, elicking on Search far
I Erter Absence an employee, or clicking on the chart icon to find an indirect report
(Em p| IDs have been Infompaiofy Transaction Efective Date: 71672006 [ | O
Siew Time ransaction Effective Date: o

This button will
appear if one of
your direct

blocked for
confidentiality
purposes, but you

Direct Reporis For Marilyn Radisch

[ Reporting Tools
[ PeopleTools

Empin ’ERL?M 7&%

; - RN | w0 0 0 m reports has direct
will see them in il Jannifer Reads 0 30 me 1z oM reports of their
prod uction). Kristina Hemandez 0 [ me12 chis own. Click it to

Linda Loucks i} 3 i} Imc12 CMS : ..
Michael Jordan 0 30 ADMN 2 chis see the additional
Nancy Day i L o me 12 oMs

Click the
hyperlinked name of
the employee
whose balance
information you
wish to view.

Search for an employee

Return To kanager Self Service
Return to Time Management

employees. You
will have full
access to their
information.
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The View Absence
Balances page
displays for the
selected employee.

Column Information

GO Santeia

Lt ® View Absence Balances

Carrie Medders

Wiew current absence balances. Current balances do notreflect 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

[ My Favorites

[> Self Serice

- Manager Self Service
= Tirmne Managernent

BRI A i) wour Payrall Tech ifyou have questions about your Usage, accruals or balances

Exceptions
I Enter Absence Absence Balances
= Wiew Time Description Prior Balance Balance as of 06/3072006 | Accrual Period
— Absence Histo
= Sick Balance 42500 Hours 0,00 Hours 8.00Hours  0.00Hours  433.00 Hours ‘fear to Date
[ 8J5U Human Resources Fieonalioliday 1.00 Days 000Days  00DDays (000Days  100Days Yearto Date
[ Repotting Tools Available

[ PeopleTools

— Change by Password
— My Persanalizations Go To:
— My System Profile

Wacation Balance 381.01 Hours 000 Hours 18.00 Hours 0.00 Hours  397.01 Hours ‘fear to Date

Hepord Emploves Afsence

View Absence History
Yiew Monthly Calendar

Direct Reparts

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 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 Absence History
Follow these steps to view absence history information for your direct reports. 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 the employee was scheduled to work on those days, the balance will not be affected.

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

page.

The Absence
History page is
displayed.

Update the From
and Through dates
and click refresh to
change the time
period displayed.

To view more
details about an
absence submitted
by the employee,
click the
hyperlinked
Absence Type.

Search:

[+ Wy Favorites
[ Self Service

rvice
I Time Management
[+ 815U Humnan Resources
[ Reporting Tools

(> PeopleTools

— Change Wy Pagssword

— My Persanalizations

— My System Frofile

[ My Favorites
[> Self Serice
- Manager Self Service
= Tirmne Managernent
&> Approve Time and
Exceptions
[ Enter Absence
Information
= Wigw Time
— Absence Histon

[ Reporting Tools

[ PeopleTools

— Change by Password
— My Persanalizations

atime approver)

E" Absence History

ﬁ Absence Balances
“iewr an employee's sbsence history.

— hity Systern Profile

Absence History

Carrie Medders

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

From: [06/7672008 | Through; |08F 772008 5 Refresh

Absence History

i Fir: st
Status Start Date End Date Requested By Edit

Sick Take - Self Submitted 07/24i2006 07/26/20086 Employee Edit
Personal Holiday

Take Submitted 0711812008 07/18/2008 Employee Edii
Persanal Holiday

Toke MNone 071712006 07172006 Admin Edit
Sick Take - Self MNone 0711112006 07/12/2006 Admin Edit

Go To: Eeport Abzence
View Absence Balances

Direct Reports

isw &N employes's asencs haknces
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Column Information

The Detailed
Absence
Information page is
displayed.

Absence Type: The type of absence that was reported.

Status: When keying via self-service, this will be the status of the absence. If a
timekeeper keys the 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 the absence is keyed via self-service, this will say
Employee. If a timekeeper keys the time, it will say Admin.

Edit Button: This button will never be available for the approver.

Search:

Detailed Absence Information

[ My Favorites Carrie Medders
Lot i Wiew Detailed absence information and submission and approval details
I Manager Self Service
= Time Management
e
Exceptions
IR Start Date: 071 8i2006
Infarmation
= View Time End Date: 07/18/2006
— Ahsence History
AhBE"EE Listo, = Absence Type: Personal Holiday Take Current Balance: 1.00 Days™
> 815U Human Resources Duration: .00 Hours

[ Reporting Tools
> PeopleTools
— Chanie My Password

— My Personalizations Status: Submitted
|- MeSvstemProfle | Allow Request By: Employee and Manager
Request As: Employee

Request History

Status: Name Date Comments
1 Submitted Canie Medders 07/18:2008

*Discleimer. The current balance does not reflect sbsence requests that have not been processed,

Go To: Eepord Absence
View Absence History

Wiew Absence Balances
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View Monthly Calendar

You may see the link to View Monthly Calendar for employees in several places. However, we have
discovered an error with this functionality and you will not be able to use it. We are working on a resolution to

the problem and will update this guide when the functionality is available. We apologize for the
inconvenience.
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UMIVERSITY

Approve/Deny Absences Individually

As delivered, PeopleSoft provides a method for you to approve or deny each reported absence individually.
San Jose State is developing a modification that will also allow you to approve all absences in a batch format.
This will be available near the end of July 2006. Until that time, you may approve individually. In addition,
individuals designated as back-up approvers will have access near the end of July 2006 to approve using the
batch function.

From Manager Self
Service, click Time
Management, and
you will be brought
to the Approve Time

Search:

i Aeerove Time and ExceEtions

Lpprove payable time (if & time spprover) andfor reportfll absence informstion

[+ Wy Favorites
153

Self Se E Reported Absences
3 anagem Approve, deny &n employee's sbsence.

H [+ 815U Humnan Resources
and Exceptions & Reperting Taols
. [ PeopleTools
W|ndOW, — Change My Pagsword

— My Persanalizations
— My System Frofile

Click Reported
Absences to see the
absences that have
been reported by
your direct reports.

The Reported
Absence
Information page
displays, The My Favorites

[ Self Service

Search:

Reported Absence Information

Marilyn Radisch
Administrator (11

St t f P d [~ Manager Self Service
a U S O en | n g < Time Management Click on the employee's hyperlinked name to approve or deny the reported absence.
= Approve Time and Yau can view the manthly calendar for your direct reports by clicking on the Yiew:
d efau |ts y b ut yo u Exceptions Monthly Calendar link To view all absence information of previnusly approvedidenied
. bant requests, use the Show Information by Status drop down box and click the Refresh
may change it to - RepontTime buton
1> View Time “Show Information by Status:| Pending | Refresh

Approved or Denied | | reportnatsos

- PeopleTools

Absence Requests

and hit Refresh tO :Change Mw Password Employee 1D Job Title |\Absence Type Start Date End Date Status: Submitted
M £ Cartie Wedders 0 5 Administator I VacationTake — D7M8QO06 07/10/2008 Submitted  D7/0812005
. i
view that LG Carte Wedders r 5 Administator I Vacation Take  U7/03/2008 07/07/2008 Submified  DE/30/2008
. . Carrie Mediders [ 5 Adrinistrator Il Vacation Take 07/2412006 07/28/2006 Submitted 06/30/2006
information. Cartie Medders C 5 Administrator |l Vacation Take  U7H7/2008 07/21/2008 Submified  DE/30/2008
Go To: Report Emplaoyee Absence
Note: EmpIIDS have View Absence Balances
R vigw Ansenss History
been hidden here =

view Wonthly Calendar

for confidentiality
purposes. You will
see the full EmplID
in production.

Click the
hyperlinked Name
to approve or deny
the reported
absence.
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Column Information

The Detailed
Absence
Information page is
displayed.

Push the Approve
button to approve
the absence.

Should you choose
to Deny the
absence, you may
push the Deny
button. Please
notify the employee
of the denial and
work with them to
resubmit the correct
information.

Only the approval
will be shown in
this guide.

Name: The employee’s hame will be displayed.

EmplID: The employee’s EmplID will be displayed.

Job Title: The employee’s job title will be displayed. Should an employee have
more than one job that reports to you, and absences are reported on both, both
will be displayed here.

Absence Type: The type of absence reported is displayed.

Start/End Date: The start and end date of the reported absence is displayed.
Status: The status of the absence is displayed. Pending absences will always
say Submitted. This means they need to be approved.

Submitted: This is the date the absence was submitted.

% San José State

= Approve Time and -]
Exceptions
— Reported Time
— Dayable Time
— Exceptions
O

Detailed Absence Information

Carrie Medders

Review the details for this reported absence and either approve ar deny it

I View Time Start Date: 07/03/2006
~ Manager Search Options .
Manager Seaich Dptons| | | gy pates 07/04i2006

[ Job and Personal
Infarmation Absence Type: Yacation Take Current Balance: 32.34 Hours™
> Compensation and Stock
> Learning and

Development
[> Performance (3
> 85U Campus Solutions

(> 8JSU Human Resources

[ Recruiting

[ Workforce Administration

(> Benefits

> Compensation

[ Stock

(> Time and Labor Apbtare |

> Payrall for North America

Partial Days: Mone
Duration: 1.00 Days

Status: Submitted

*Disclsimer. The current balance doss not reflect sbsence requests that have not been processed,

Deny |

> Glabal Payroll & Absence Go To: wiew Absence Histol
Mgt

> Pe?ymH o Wiew Monthly Calendar

UGB Eending Absence Request
Eending Absence Redquest

(> Organizational Development

- Enterprise Learning wigw Ahgence Balances

[ Waorkforce Monitoring

(> Pension

[+ C5U BA Baseline

> Campus Community

(> Student Recruiting

S Sitm ik A =

SJSU CMS Training: AM/Approver and View Absence Information
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The Approval
Confirmation page
is displayed.

Click Yes if you are
certain you want to
approve (No, if you
have clicked
Approve in error).

The Approve
Confirmation page
is displayed.

Click OK to return
to the Pending
Absences page.

£8%

San José State
s o v

= Apprave Time and -]
Exteptions Approval Confirmation
— Reported Time
— Payable Time

— Exceptions fo
e B ‘/ Are you sure you want to approve this Absence

> Report Time and
Absence
[ View Time
— Mananer Search Options
1> Job and Personal
Information
> Compensation and Stock
I> Leaming and
Development
> Performance Management
(> 8JSU Campus Solutions
[+ 815U Hurnan Resources
[ Recruiting
(> Workforce Administration
[ Benefits
> Compensation
- Stock
[ Time and Labor
> Payrall for Narth America
(> Global Fayroll & Absence
Mamt
> Payrall Interface
> Warkforce Development
[+ Organizational Development
[ Enterprise Learning
- Waorkforce Monitoring
(- Pension
[ C5U SA Baseline
> Campus Community
[+ Btudent Recruiting LI

I Gtudant Sdmicsinne

= Approve Time and 2| ) . Saved
Exceptions Approve Confirmation
— Reportad Time
— Payable Time

| Slani The Absence was successiully approved
werime Requests “ Y app

[» Report Time and
Absence
b View Time
— Manager Search Options
[ Job and Personal
Infarmatian
[> Compensation and Stock
> Learning and
Development
[» Performance Management
> SJ5U Campus Solutions
[ 515U Human Resources
[ Recruiting
[ Waorkforce Administration
[ Benefits
[ Compensation
[ Stock
[ Time and Lahor
- Payrall for Morth America
[ Glabal Payroll & Absence
Mornt
- Payroll Interface
[ Warkforce Development
[ Organizational Development
(> Enterprise Learning
[ Warkforee Maonitoring
[ Pensian
- CSU SBA Baseline
[ Campus Community

[ Student Recruiting _I

e Shidont Srraiseinne
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Approve Absences via Batch
If you prefer to approve our absences via the batch method, rather than individually, use the steps outlined in
this section. There are two processes — one for primary approvers, and one for back-up approvers. If you
are listed as the primary approver for a group of employees, use the Batch Approval-Primary. If you are listed
as the back-up approver for a group of employees, use the Batch Approval-Secondary.

There is a job that will be run nightly to make all self-service absence entries available to approve via these
batch pages. At this time, data entered by a timekeeper will NOT be seen on any approval pages. We are
working on an additional modification to make those approval via the batch methods.

From Manager Self
Service, click Time
Management, then
pprove Time and
Exceptions.

The Batch
Approval-Primary
and Batch
Approval-
Secondary appear.
Let's first take a
look at the Batch
Approval-Primary.

Let’s take a quick
look at the
approver’s direct
reports via Absence
History

These are the
employees who
should appear
under Batch
Approval-Primary.

Note: EmplIDs have
been hidden for
confidentiality.

Search:

[ My Favorites
(- Self Service

a vice
©> Time Managemert
(> 88U Campus Solutions
[ Time and Labor

[ Campus Community

(> Set Up SACR

(> Reporing Tools

[ PeopleTools

— Change hy Password

- My Personalizations

|- My System Profils

= Wiew Time

— Monthly Time Calendar]

— Weekly Time Calendar

— Daily Time Calendar

- Time and Labor
Launch Pad

— Pavable Time
Summary

— Payale Time Datail

— Forecasted Time
Summary

Approve Time and Exceptions

Apprave payakle tine (if a time spprover) and/or feported absence information

E’ Reported Absences
Approve, deny an employee's absence

Batch Approval - Primar
= Batch approval - Primary

E" Batch Approval - Secondar
Batch Approval - Secondary

View Employee Absence Requests

Wesw Window | Help | Custamize Page | 2,

Select Employee
Carrie Medders

Select an employee to view absence request history by clicking on the employee name, clicking on

Search for an employee, or clicking on the chart icon to find an indirect report

jon Effective Date:  [08/01/2008 [ Go

— Forecasted Time
Detail

— Compensatory Time
— Accumulators

- Quertime Balances
— Qverlime Requests

Iy
— Absence Balances
— Manager Search Options
1> Job and Personal
Infarmatian
[> Compensation and Stock
> Leaming and
Development
[ Performarnce Management
(> 8JSU Campus Solutions
(> 88U Human Resources
- Recruiting
[ Workioree Administration
(- Benefits
(- Compensation
[ Stock
> Time and Labar
(> Payroll for Notth Ametica
- Global Payroll & Ahsence

Marmt

Direct Reports For Carrie Medders Find

First [ vacra [M Last

Heidi Dunkle o 3 a ITC12
Jill Gran o 7 o Imc12
Ryan Camphell a 4 1} ITC12
Tuwwinki Mistry Oeeie. o8 1 Imc12

Search for an employee

Return To Manager Self Service
Beturn to Time Management

Department
CHMS
CMS
Chs
CMS

SJSU CMS Training: AM/Approver and View Absence Information
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UMIVERESITY

Back to Batch
Approval-Primary

= Approve Time and
Exceptions
— Reported Time
— Pavale Time
— Exceplions
— Owerime Requests
— Reported Ansences

Load Batch Aporoval

<] Batch Approval - Primary ||

Carrie Medders

All direct report
employee absences
keyed via self-
service, that have
not yet been
approved, appear.

Adrninistrator ||
Usge this page to approve all absences for your direct reports at one time. Click the
Select All button to check all boxes for approval. Click the Deselect All button to
uncheck all boxes. You may individually check or uncheck boxes as well. Once you
have decided what to approvemot approve, click the Apprave buttan, Any items ledt
unchecked, and therefore unapproved, will remain on the page and will not be
processed Unless approved by the back-up approver. If you want to deny an absence,
please navigate 1o the Reported Absences page to deny itindividually.

Reported Absence Inform;

Batch Approval -
Secondary
— Adhoc Baich Approval
Primary
— Adhoc Batch Aparovak
Secondary
I Report Time and

Info Tech

hoeroe Gran,Jill b 000018527 Consultant 12 Yacation Take 09/05/2006 0905/2008 Submitted 08/01/2008 8.00 Hours ]
> View Time
— Manager Search Options Infa Tech
I Job and Personal Gran,Jill b 000019527 Consultant12 Sick Take - Family 094 3/2008 09/13/2008 Subritted  08/01/2008 4.00 Hours |

Infarmation Mo

I Compensation and Stack | S Info Tech
I Leaming and FomeeEl R angngres4. Gonsultant12 Jury Duty 09122006 DOA132008 Submitied 0B012008 800 Howrs [
Development Mo

I> Perfarmance Management e
bl il S CampeelRYEN (inngtss4 Consultantiz VacalonTake 09052008 00572008 Submited 0E/012008 800 Hours il
[- 545U Human Resources T Mo
> Recruiting
[ Workiorce Administration Info Tech
- Benefits MistyTwinki 003107508 Consultant12 HoTime Taken O 021012005 08i30/2008 Submitied 08/012008  20.00 Days r
[ Compensation Mo
(> Btock
[ Time and Labar =
> Payrall far Morth America SEIREtl] [Breselectall
> Global Payroll & Ahsence

o i (e | e EE R G e e TR

Select All |

Click the Select All
button to select all
check boxes for

= Apprave Time and
Exceptions
— Reported Time
— Payable Time
~ Exceptions
— Qverlime Reguests
— Reported Absences
— Load Batch Aparoval

=] Batch Approval - Primary ||

Carrie Medders

Adrinistratar 1|

Uge thiz page to approve all absences foryour direct reports at one time. Click the
Select All button to check all boxes for approval. Click the Deselect All button to
uncheck all boxes. You may individually check or uncheck boxes as well. Gnce you
have decided whatto approveinot approve, click the Approve button. Any items le

I unchecked, and therefore unapproved, will remain on the page and will not he
approval. P processed unless approved by the back-up approver. Ifyou want to deny an absence,
Batch Approval -
o please navigate ta the Reporled Absances page ta deny itindiidually
— Adhoc Batch Approvak Reported Absence Information
Primary
— Adhoc Batch Approvak Job Title Description BeginDate EndDate |Status gt |
b Resancnn%:e and I fech
S GranJilM 000018527 Consulanti2 VacafionTake  09/05/2006 09/05/2006 Submitied 0B/01/2008 .00 Hours v
> View Time Mo
— Manager Search Options Infa Teh
b Job and Personal GranJilM 000018527 Consullanti2 SickTake- Famiy 09f3(2006 09/13/2006 Submitied 0B/01/2008 4.0 Hours v
Infarmation - Mo
b Compensaion and Stock |~ info Tech
> Leaming and FRMPRELRIEN nonng1es4. Consutantdz Jury Duty 091212006 09(13/2006 Submitted 08/01/2006 .00 Hours ~
Development Mo
b Perfarmance Management e
Beeo e CampbellRYAN nonggigss ConsuMtantiZ VacaionTake — DSIOS/Z006 0910572006 Gubrifed OEOIA00E 800 Hows @
1 85U Hurnan Resoutces T i
[ Recruiting
> Workforce Administration Info Tesh
> Benefits MistyTwinki 003107508 ConsuMtant12 NoTime Taken Off 09/01/2006 08/30/2006 Submitied DB/1/2006  20.00 Days 2
[ Compensation Mo
0 Gtock
- Time and Labar - =
0> Payroll for North America Suiil) [esniental
[+ Glohal Payroll & Absence
v e =

Column Information | Name/EmplID: The Name and EmplID of the employee is displayed.

Job Title: The job title of the employee is displayed.

Description: The description of the absence is displayed.

Begin/End Date: The begin and end dates of the absence are displayed.
Status: The status of the absence is displayed. It should always say Submitted.
Date Submitted: The date the absence was submitted by the employee is
displayed.

Absence Duration/Unit Type: The total duration of the absence, and the type of
unit (hours/days) is displayed.

Approve: The approve checkbox must be checked in order to approve the
absence.
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You may uncheck
boxes for events
you do not want to
approve.

Deselect Alll

You may also press
the Deselect All
button to uncheck
all boxes.

Approve |

Push the Approve
button when you
are ready to
approve.

Any absences you
unchecked will
remain on the page
in a non-approved
status. You may
approve or deny
these for your direct
reports manually, or
at a later time. This
information will also
be available for the
back-up approver to
approve.

= Approve Time and
Exceptions
— Reported Time
— Pavale Time
— Exceplions
— Owerime Requests
— Reported Ansences
— Load Batch Aporoval

— Batch Approval -
Secondary
— Adhoc Batch Approvak
Primary
— Adhoc Batch Aparovak
Secondary
I Report Time and
Absence
> View Time
— Manager Search Options
[ Job and Personal
Infarmation

> Learning and
Development
[> Perfarmance Management
[+ 8J5U Carmpus Solutions
[ 5J5L Humnan Resources
[ Recruiting
> Workforce Administration
[ Benefits
[ Compensation
> Stock
[ Time and Labor
[ Payrall for Morth America
> Global Payroll & Absence
Mot

= Apprave Time and
Exceptions
— Reported Time
— Payable Time
— Exceptions
— Qverlime Reguests
— Reported Absences

0ad Batch Approval

atch Approval -
Secondary
— Adhoe Batch Appravak
Primary
— Adhoc Batch Approval-
Secondary
(> Report Time and
Absence
[ Wiew Time
— Manager Search Options
[> Jab and Personal
Infarmation
[ Compensation and Stock
©> Leaming and
Development
I Perfarmance Management
(- 8JSU Campus Solutions
[ 5J5U Human Resources
[ Recruiting
(- Workforce Administration
(> Benefits
[ Compensation
> Stock
- Time and Labar
- Payroll for Morth America
[ Global Payrall & Absence
Mgt

[ Compansation and Stock |

<] Batch Approval - Primary ||

Carrie Medders

Adrninistrator ||
Usge this page to approve all absences for your direct reports at one time. Click the
Select All button to check all boxes for approval. Click the Deselect All button to
uncheck all boxes. You may individually check or uncheck boxes as well. Once you
have decided what to approvemot approve, click the Apprave buttan, Any items ledt
unchecked, and therefore unapproved, will remain on the page and will not be
processed Unless approved by the back-up approver. If you want to deny an absence,
please navigate 1o the Reported Absences page to deny itindividually.

Reported Absence Inform;

Info Tech
Consultant12 Vacation Take

Gran Jill M 000019527 09/05/2006 09/05/2008 Submitted 08/01/2008 8.00 Hours rd

Infa Tech

Consultant12  Sick Take - Family 09/13/2006 0913/2008 Submitted
Mo

Infa Tech

Consultant12 Jury Duty

Mo

Infa Tech

Consultant12 Wacation Take
Mo

Info Tech

Congultant 12 Mo Time Taken Off 02/01/2006 09/30/2008 Submitted
Mo

Select All Deselect All o
Approve
=l ET =

Gran Jill M 000019527 08/0142008 4.00 Hoburs

000081654 09/12/2006 0913/2008 Submitied 0B8/01/2008

Campbell,Ryan
= 8.00 Hours ~

Campbell,Ryan
.

000031654 09/05/2006 005/2008 Submitied 08/01/2008 8.00 Hours 2

Mistry, Twvinki 003107508 08/01/2008 20.00 Days v

I=] Saved
Batch Approval - Primary

Carrie Medders

Adrninistrator ||
Use this page to approve all absences foryour direct reports at one time. Click the
Select All button to check all boxes for approval. Click the Deselact All bution to
uncheck all boxes. You may individually check or uncheck hoxes as well. Once you
have decided whatto approvemot approve, click the Agprave button. Any items you eft
unchecked will remain on the page. Ifyou want to deny an absence, please navigate
to the Reported Absences page to deny it individually.

Reported Absence Inform

Info Tech
Caonsultant 12 Mo

GrandJillv 000019527 Sick Take - Family 09/13/2006 09/13/2006 Submitied 08/01/2008 4.00 Hours I

Select All Deselect All
B

SJSU CMS Training: AM/Approver and View Absence Information

Page: 15



San José State
UMIVERSITY

CMS Training Team — Business Process Guide

Process: Approve and View Absence Information
Module: Absence Management

Navigate to
Reported Absences
to approve/deny
individual
absences.

Let's take a look at
the Batch Approval-
Secondary.

= Approve Time and
Exceptions
— Reported Time
— Pavale Time
— Exceplions
— Owerime Requests

— Batch Approval -
Primary
— Batch Approval -
Secondary
— Adhoc Batch Approvak
Primary
— Adhoc Batch Aparovak
Secondary
I Report Time and
Absence
> View Time
— Manager Search Options
[ Job and Personal
Infarmation

> Learning and
Development

[> Perfarmance Management

[+ 8J5U Carmpus Solutions

[ 5J5L Humnan Resources

[ Recruiting

> Workforce Administration

[ Benefits

[ Compensation

> Stock

[ Time and Labor

[ Payrall for Morth America

> Global Payroll & Absence

Mgt

Search:

I My Favorites
Bt

I Time Managerment
- 845U Carmpus Solutions
[ Time and Labor

[ Campus Community

(> Set Up SACR

- Reporting Tools

[ PeopleToals

- Change My Password

[~ My Personalizations

|~ My System Profile

]

[ Compansation and Stock |

Reported Absence Information
Carrie Medders

Administratar Il

Clitk on the employee's hyperlinked hame to approve or deny the reparted absence
‘rou can view the manthly calendar for your direct reports by clicking on the View
Monthly Calendar link. To view all absence information ar previously approvedidenied
recjuests, use the Show Information by Status drop down box and click the Refrash

button
*Show Information by Status:| Fending = Refresh

Reported Absence Infol

Gran,ill M 000013527

Info Tech Consultant 12 Mo E‘E“TEKE'

amily

091 3/2006 08132006 Submitted 08/01/2006

Go To: Report Emplovee Absence

Wiew Absence Balances

Wigw Absence History

Lpf] Approve Time and Exceptions

Apprave payable time (if & tine approver) ancifor fepotted absence information

[[=] eported Absences = Batch Avproval- Primay
Approve, deny an employes's shsence Batch Approval - Primary

atch Approval - Secondar
Batch Approval - Secondary

SJSU CMS Training: AM/Approver and View Absence Information
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Process: Approve and View Absence Information
Module: Absence Management

Note that the
employees that
appear for the same
approver are NOT in
the list of direct
reports. This
approver is listed as
the back-up for
these employees.

The process from

this point forward is
the same.

Select All |

— Manager Search Options

[> Compensation and Stack

[> Perfarmance Management
[+ 8J5U Carmpus Solutions
[ 5J5L Humnan Resources

[ Workiarce Administration

> Global Payroll & Ahsence

— Manager Search Options

[> Compensation and Stock

I Perfarmance Management
(- 8JSU Campus Solutions
[ 5J5U Human Resources

(> Workforce Administration

[ Global Payrall & Absence

Batch Approval - Secondary

Carrie Medders

Administrator ||

Use this page to approve all absences for employees you are a back-up approver for
You should anly approve when the primary approver is unavailable to do so. Click the
SelectAll button to check all bowxes for approval. Click the DeselectAll button to
uncheck all boxes. You may individually check or uncheck boxes as well. Once you
have decided whatto approveinat approve, click the Approve buttan. Any items let
unchecked, and therefore unapproved, will remain on the page and will not be
processed unless approved by the primary approver,

Reported Absence Information

Infa Tech %
000008607 Consultant Wacation Take 08/05/2006 09¥08/2006 Submitted 08/01/2006 27.00 Hours [
12 Mo )

Infa Tech

Hernandez, Kristina
b

| ReedsJenniferM 000027888 Consultant CTO Take 08/05/2006 09¥05/2006 Submitted 08/01/2006 8.00 Hours ]

12 Mo

selectAll | Deselect Al
fApprove

Batch Approval - Secondary

Carrie Medders

Adrninistrator ||
Use this page to approve all absences for employees you are a hack-up approver for
*ou should only approve when the primary approver is unavailable to do so. Click the
Select All button to check all hoxes for approval. Click the Deselect All button 1o
uncheck all hoxes. You may individually check or uncheck hoxes as well. Once you
have decided what to approvenot approve, click the Approve button. Any items left
unchecked, and therefore unapproved, will rsmain on the page and will not be
processed unless approved by the primary approver,

Info Tech
000008607 Consultant Wacation Take 09/05/2006 09408/2006 Submitted 08/01/2006 27.00 Hours v
12 Mo

Hernandez,Kristina
M

Infa Tech
Reeds Jennifer W 000027893 Consultant CTO Take 09/05/2006 0905/20068 Submitted 08/01/2006 8.00 Hours v
12 Mo

Deselect All

Approve
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Process: Approve and View Absence Information
Module: Absence Management

Approve |

When the Approve
button is hit and no
boxes are left
unchecked, the
page returned to
you will indicate
that there are no
results to display.

Notes for Back-Up
Approvers

n José State

= Approve Time and
Exceptions
— Reported Time
— Pavale Time
— Exceplions
— Owerime Requests
— Reported Ansences
— Load Bateh Approval
— Batch Approval -

Primary

& h Approval
Primary
— Adhoc Batch Aparovak
Secondary
I Report Time and
Absence
> View Time
— Manager Search Options
[ Job and Personal
Infarmation

> Learning and
Development

[> Perfarmance Management
[+ 8J5U Carmpus Solutions
[ 5J5L Humnan Resources
[ Recruiting
> Workforce Administration
[ Benefits
[ Compensation
> Stock
[ Time and Labor
[ Payrall for Morth America
> Global Payroll & Absence

]

[ Compansation and Stock |

Mgt

=l

Batch Approval - Secondary

Carrie Medders

Administrator [|
There are no results to display.

At this time, there is no way to manually review the absence information for
the employees you are a back-up approver for. The only thing you will be
able to do is approve them via batch.

SJSU CMS Training: AM/Approver and View Absence Information
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Process: Approve and View Absence Information

Module: Absence Management

Report Absences for Employees
Follow these steps to report absence information for employees in the event they are unable to do so.

From the main Time
Management menu,
click Enter Absence
Information. You
may also navigate
to the Report
Absence page from
other pages inside
Time Management.

The Enter Absence
Information menu is
displayed.

Click Report
Absence.

an José State

Search:

[+ Wy Favorites

[+ 815U Humnan Resources
[ Reporting Tools

(> PeopleTools

— Change Wy Pagssword

% ) Manager Self Service

ime Management

lanage schedules, view and approve reportec
5 Aporove Time and Exceplions

[ Enter Absence Infarmation

01 view Time

reporting to you

bind payable time, absence and overtime recuests, exceptions, and more,

— My Persanalizations
— My System Frofile

Search:

[ My Favorites

[ 8J5U Human Resources
[ Reporting Tools

> PeopleTools

— Change My Password

— My Personalizations

|~ My Systern Profile

Main Mer 5 Cie vice & Manage
e
ui‘i Enter Absence Information

Manacer

Enter absence Informatian far employses.

E’ Report Absence
Report an employee shsence

SJSU CMS Training: AM/Approver and View Absence Information
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Process: Approve and View Absence Information
Module: Absence Management

The Request
Employee Absence
— Select Employee
page is displayed.

Click the
hyperlinked name of
the employee you
wish to report an
absence for.

Note: EmplIDs are
hidden here for
confidentiality, but
will be seen in full in
production.

The Report
Absence page is
displayed.

Hyperlinks

TN can osé State
4% et me

(4
Search:
®

[ My Favorites
[> Self Serice
- Manager Self Service
= Time Management
&> Approve Time and
Exceptions
#Enter Absence
Information

[ View Time
(> 8J8U Human Resources
[ Reporting Tools
- PeopleTools
— Chanie hiy Passward

Mew Window | Heln | Customize Page | B

Request Employee Absence
Select Employee
Marilyn Radisch

Selectan employee to initiate an absence request by clicking on the employee name, clicking on Search
for an employee, or clicking on the chart icon to find an indirect report,

[prrenose [ | oo |

Transaction Effective Date:

|~ My Systerm Profile

Search:

[ My Favorites
[> Self Serice
- Manager Self Service
= Time Management
&> Approve Time and
Exceptions
= Enter Absence

(> 8J8U Human Resources
[ Reporting Tools

- PeopleTools

— Chanie hiy Passward

— My Personalizations

|~ My Systerm Profile

Find  First [
E:
Carrie Medders a 5 o ADMN 2 Chs (11}
Cecilia Hoang o 3 o ITC 12 CMS
Jennifer Reeds o 8 0 ITC12 CMS
Kristina Hemandez o 7 o ITC 12 Chis
Linda Loucks o 8 0 ITc12 CMS
Michael Jordan a B o ADMN 2 ChS
Mancy Day 0 4 i} Imc12 Chs

Search for an employee

Return To Manager Self Service
Return to Time Management

Report Absence

Michael Jordan

Administratar ||

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
absence entry. To enter Partial Day information, selectthe Partial Day optian and enter
the appropriate hours. To submit the absence information for approval, push the
Subrnit button. To hold the absence entry for a later submission, push the Save for
Later buttan. Remermber, all absences must be entered and approved by the 5th
ralendar day of the next month. To submit or cancel your saved absence, view your
Absence History, click the Edit button, and select Submit ar Cancel. To view the
current calendar and pay period, click the hyperlink below.

Absence Detail

[o7r1Br2008 |

Select Abzence Type .

‘Start Date: Yiew Monthly Calendar
View Curent Calendar & Pay Periodg|

‘Absence Type:

* Recjuire Field

Go To: Wiew Absence History
Wiews Absence Balances

Direct Reparts

View Monthly Schedule: Use this link to view the employee’s monthly schedule
(in progress — clicking now will cause an error).

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 absences in the right period.

SJSU CMS Training: AM/Approver and View Absence Information
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Process: Approve and View Absence Information
Module: Absence Management

Use the Dropdown
box for Absence
Type to select the
type of absence you
wish to report.

Once the typeis
selected, additional
fields will become
available.

Complete the
required fields.

Required Fields

Calculate End Date or Duration'

4% et me

Search:
®

[ My Favorites
[> Self Serice
- Manager Self Service
= Time Management
&> Approve Time and
Exceptions
= Enter Absence
Information

[ View Time

(> 8J8U Human Resources
[ Reporting Tools

- PeopleTools

— Chanie hiy Passward

— My Personalizations
|~ My Systerm Profile

Search:

[ My Favorites
[> Self Serice
- Manager Self Service
= Time Management
&> Approve Time and
Exceptions
= Enter Absence

(> 8J8U Human Resources
[ Reporting Tools

- PeopleTools

— Chanie hiy Passward

— My Personalizations

|~ My Systerm Profile

Report Absence

Michael Jordan

Administratar ||

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
absence entry. To enter Partial Day information, selectthe Partial Day optian and enter
the appropriate hours. To submit the absence information for approval, push the
Subrnit button. To hold the absence entry for a later submission, push the Save for
Later buttan. Remermber, all absences must be entered and approved by the 5th
ralendar day of the next month. To submit or cancel your saved absence, view your
Absence History, click the Edit button, and select Submit ar Cancel. To view the

current calendar and pay period, click the hyperlink below.

Absence Detail
‘Start Date: [o7r1Br2008 |

Select Absence Type .

Funeral Leave

Yiew Monthly Calendar
View Curent Calendar & Pay Periodg|
*Absence Type:

* Reguired Field Jury Duty
Military Take
Go To: wiew ahse(MN0 time taken
Personal Holiday Take
Wien Ab s e g Tupe

Sick Take -
Direct Rep|Sick Take - Family
Sick Take - Self
Union Time
Vacation Take

Report Absence

Michael Jordan

Administratar ||

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
absence entry. To enter Partial Day information, selectthe Partial Day optian and enter
the appropriate hours. To submit the absence information for approval, push the
Subrnit button. To hold the absence entry for a later submission, push the Save for
Later buttan. Remermber, all absences must be entered and approved by the 5th
ralendar day of the next month. To submit or cancel your saved absence, view your
Absence History, click the Edit button, and select Submit ar Cancel. To view the
current calendar and pay period, click the hyperlink below.

Absence Detail

‘Start Date: ’DWTE/_QB&E— Yiew Monthly Calendar

End Date: [o71872008 5 View Curent Calendar & Pay Periodg|
‘Absence Type: Wacation Take bl Current Balance: 12.00 Hours™

Partial Days: [wore =]

Duration: 16 oo Hours

Calculate End Date or Duration

Allow Request By: Ermployee and Manager

Request As:

*Recpired Field

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 the employee’s schedule will ensure that balances are

appropriately decremented.
Partial Days: This information will be explained later in the chapter. For standard
absence reporting, using an employee’s normal 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.
Request As: You have the option to submit this request as the employee or as
the manager. We recommend that you select Manager so the employee knows
you have submitted it on their behalf.

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

SJSU CMS Training: AM/Approver and View Absence Information
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Once all fields are
complete, you can
either save the
absence for later or
submit it.

Save for Later will
most likely NOT be
used by the
approver. It
functions as a
planning tool for the
employee to enter
absence
information to save
for later
submission. It will
not be shown in this
guide.

Subrmit

The Submit
Confirmation page
appears.

Click OK.

Search:

[ My Favorites
[> Self Serice
- Manager Self Service
= Time Management
&> Approve Time and
Exceptions
= Enter Absence
Information

[ Vies
(> 8J8U Human Resources
[ Reporting Tools
- PeopleTools
— Chanie hiy Passward
— My Personalizations
|~ My Systerm Profile

Michael Jordan =
Administrator ||

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
abszence 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 submission, push the Save for
Later button. Remember, sl absences must be entered and approved by the 5th
calendar day ofthe next month. 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 below.

Absence Detail

*Start Date: [o718r2008 [ View Monthly Calendar
End Date: Eﬁﬁfnﬁﬂzﬂ View Current Calendar & Pay Periods)

*Absence Type: Wacation Take T|  CurrentBalance: 12.00 Hours™

Partial Days: MNone .
Duration: 1600 Hours

Calgulate End Date of Duration]

Allow Request By:
Request As:

Employee and Manager

= K

|Manager

* Reguired Field

*Disclsimer. The current balance doss not reflect sbsence requests that have not been processed,

Save for Later Submit =l

Click the Submit button to submit the absence for approval.

Search:

[+ My Favorites
[ Self Sewvice
= Manager Self Service
<> Time Management
I+ Approwe Tirme and
Exceptions
~ Enter Absence
Infarmation

[ View Time
- 55U Human Resources
[ Reporting Tools
[» PeopleTools
— Chanie My Password
— My Personalizations
|~ My Systern Profile

Home:

Submit Confirmation

‘/ The absence information was successfully submitted.
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The Detailed
Absence
Information page
appears, showing
the details of the
absence you just
submitted.

You will now need
to approve the
absence.

Partial Days

From the Report
Absence page, use
the Partial Days
dropdown list to
select how you
want to record
partial days.

Search:

[ My Favorites
[> Self Serice
- Manager Self Service
= Time Management
&> Approve Time and
Exceptions
= Enter Absence
Information

[ View Time
(> 8J8U Human Resources
[ Reporting Tools
- PeopleTools
— Chanie hiy Passward
— My Personalizations
|~ My Systerm Profile

Detailed Absence Information i

Michael Jordan

View Detailed absence information and submission and approval details

Start Date:
End Date:

0711812008
071912006

Absence Type: Wacation Take Current Balance: 12.00 Hours™

Partial Days: Mone
Duration: 16.00 Hours

Status: Submitted
Allow Request By: Employee and Manager
Request As: Manager
Request History
Status: Name Date Comments
1 Submitted Marilyn Radisch 077182006

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

Go To: RepordAbsence

Wiew Absence History

Partial Days can be used for a variety of reasons:

1. To report a partial day off for a Non-Exempt Employees. For example, if
your employee takes 2 hours off during the day for a doctor’s appointment,
you would use this method.

2. To report time for employees on an alternate schedule that is not recorded
in PeopleSoft (i.e. the schedule online displays M-F 40/hours a week, but
the employee actually works a 3/12). All absence hours will be recorded
using this method.

3. This method would never be used for Exempt Employees, unless on an
alternate schedule as described above.

Search:

[+ My Favorites
[ Self Sewvice
= Manager Self Service
<> Time Management
I+ Approwe Tirme and
Exceptions
~ Enter Absence
Infarmati

- 55U Human Resources
[ Reporting Tools

[» PeopleTools

— Chanie My Password

— My Personalizations

|~ My Systern Profile

Report Absence i

tichael Jordan

Administrator |1

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
absence 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 submission, push the Save for
Later button. Rermermber, all absences must be entered and approved by the 5th
calendar day of the next manth. To submit or cancel your saved absence, wiew your
Ahsence Higtary, click the Edit button, and select Submit or Cancel. To view the
curent calendar and pay period, click the hyperlink belaw.

Absence Detail

‘Start Date: [0z or20ue [ View Morihly Calendar
End Date: 3m@ View Current Calendar & Pay Periods)

Sick Take - Self .

‘Absence Type: Current Balance:  6.00 Hours*™
Partial Days:

AllDays Hours:

Duration:

Calculate End Date o 3121 and End Days

Allow Request By:
Request As:

Employee and Manager

|Manager ;I
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In this example, we
selected All Days,
meaning the partial
hours will be the
same for every day
of the reported
absence.

Enter the number of
hours in the Hours
box.

All other
information is the
same and once
complete, the
absence can be
submitted.

Types of Partial
Days

@ % SanJost State
Search:

®

[ My Favorites
[> Self Serice
- Manager Self Service
= Time Management
&> Approve Time and
Exceptions
= Enter Absence
Information

[ View Time
(> 8J8U Human Resources
[ Reporting Tools
- PeopleTools
— Chanie hiy Passward
— lily Personalizations
|~ My Systerm Profile

Report Absence i

Michael Jordan

Administratar ||

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
absence entry. To enter Partial Day information, selectthe Partial Day optian and enter
the appropriate hours. To submit the absence information for approval, push the
Subrnit button. To hold the absence entry for a later submission, push the Save for
Later buttan. Remermber, all absences must be entered and approved by the 5th
ralendar day of the next month. To submit or cancel your saved absence, view your
Absence History, click the Edit button, and select Submit ar Cancel. To view the
current calendar and pay period, click the hyperlink below.

Absence Detail

‘Start Date: [o7rior2008 [ iew Manthly Calendar
End Date: ima Vigw Current Calendar & Pay Periods)

Sick Take - Sell =

‘Absence Type: Current Balance:  6.00 Hours™

Partial Days:
AllDaysHows: 200
Duration: 200 Hours

Calculate End Date or Duralion

Allow Request By: Ermployee and Manager

IManager j

Request As:

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

use this option.

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

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

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

schedule.
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Run the Absence Activity Report

San Jose State has created a custom report that you can run on-demand to view the absence balances of
your employees. This is similar to the report you may have received from the old system, known as the LAB

report.

Select SJSU Human
Resources from the
main menu. Select
Global Payroll &
Absence
Management.

Click Absence
Activity Report.

The Absence
Activity Report run
control page will
display.

If you have existing
run control IDs you
would like to
choose from, click
Search.

Search:

(©)]
[+ Wy Favorites
[ Self Senvice
> Manager Self Service
= BJEU Human Resources

mi
— Absence Activity Report
[ Reporting Tools
> PeopleTools
— Chane Wy Password
— My Personalizations
|~ My Syslermn Profile

Search:

@

[+ Wy Favorites

[ Self Senvice

> Manager Self Service

" BJEU Human Resources
= Global Payroll & Absence

> Reporting Tools
> PeopleTools
— Change by Password
[ My Persanalization

e

=] .
|/ Global Payroll & Absence Mgmt

AI)sence Activity Report

Apsence Sctiviy Report by Department or Empic

Mew Window | Heln | &

Absence Activity Report
Enter any infarmation you have and click Search. Leave fields hlank for a list of all walues.

Find an Existing Value

Add 3 New Yalug.

Run Control ID: [ begins with =] |

I” Case Sensitive

Search | Clear | Basic Search 1B Save Search Criteria

— My Systern Profile

Find an Existing Value | Add 3 New Value
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The Search Results
display.

Select the Run
Control ID you wish
to use by clicking
the hyperlink.

If you do not have
any run control IDs,
or would like to
create a new one for
this report, click the
Add a New Value
tab.

Enter the name of
the Run Control ID.

Note: The Run
Control ID can be
no more than 30
characters in length
and cannot contain
spaces.

Click Add.

7% San José State

Mew Window | Help | weh

Absence Activity Report
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ My Favorites
[> Self Serice
[ Manager Self Service

- 5J5U Human Resources
<= Global Payroll & Absence

Find an Existing Value

2t 2 New Value

Run Control ID:[hegins with ] |
I™ case Sensitive

- PeopleToals
— Chanie My Password
— M
|~ My Systerm Profile

Seareh | Clear | Basic Search [E Save Search Criteria

Search Results
yi First [4] 101 [F] Last
[Run Control Ib [ anguage Code

Enaligh

IABSENCE

Find an Existing Value | Add 3 New Value

", San José State

Search: Mesw Window | Hel | B

®
© My Favorites Absence Activity Report
[> Self Serice

[ Manager Self Service

- 5J5U Human Resources

<= Global Payroll & Absence

FEind an Existing Value

Add a New Value

Run Control ID: \AEISENCE

(> Reporting Tool5
- PeopleToals
— Chanie My Password

|~ My Systerm Profile

Add

Find an Existing Yalue | Add a New value
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Once you have
selected or created
your run control ID,
you will be brought
to the Absence
Activity Report run
control page.

Required Fields

Running for
Individual
Employees

To run the report for
one or more
employees, rather
than an entire
department, complete
the fields as indicated
above, then add the
EmplIDs in the
bottom section. You
may click the plus
button to add rows
and run for multiple
employees.

Click Run once all
fields have been
completed.

7 San fost State

I» Organizational
Development
1> Payroll Tor Narth America
I Recruiting
[ Time and Labor
[> Workioree Administration
I Workforce Development
[ Recruiting
(> Workiorce Administration
[+ Benefits
> Compensation
- Stock
[ Time and Labor
> Payrall for MNorth America
> Global Payroll & Absence
Mgmt
[ Payrall Interface
(63

MuttiChannel Consale | Acdd

Mew Window | Heln | Customize Page | B

Absence Activity Report

Run ControlID: ~ ABSENCE Repod Manager Process Monitor __R40

As Of Date: 0813012006 [3i)
Setn; (34000 2

Department: 1042 Q Admin Systems & Finance

[¥ checkto include Sub Departments

Include all employees in department

[ Organizational Development
[ Enterprige Learning

> Warkforce Monitoring

(> Pensian

[ C5U SA Bazeline

> Campus Community

[+ Student Recruiing

[ Student

Include only department employees
listed at right

B Save

[ Records and Enroliment
[+ Curriculum Management
[ Financial Ald

[ Student Financials

(- Academnic Advising

[+ Contributor Relations

[> Bet Un HRMS

L\Retunto Search | rElPrevious inList | B Mex mLit | [=]watity |

Eaadd| | EUpdsteDizplay

=l

As Of Date: Enter the As Of Date for which you wish to run this report. If you
enter a date in the current absence cycle, you will not receive any data. Itis
recommended that you use the end of the prior pay period to get accurate data.
For example, use 6-30-2006 to see the data processed for June, 2006.

SetID: Enter SJOO0O.

Department: Enter the DeptID for the department you wish to run the report for.
You must have been granted access to this department in order to see the data.
Check to include Sub Departments: If the DeptID you selected as sub-
departments that report up to it, selecting this check box will give you a report of all
departments. Leaving it unchecked will get you only the selected DeptlD.

4% santosstate

Mgt

— Absence Activity Report
I Drganizational

Development

- Payroll for Marth America
[ Recruiting
[> Time and Labor
[ Workforce Administration
I> Workforce Development

[ Recruiting

[ Workfarce Administration

(> Benefits

> Compensation

[ Stock

(> Time and Labor

> Payrall for MNorth America

- Global Payroll & Absence
Mgt

[ Payroll Interface

[eg

2
= Glohal Payroll & Apsence |« |

t | MuttiChannel Console | _Add

New Window | Helo | Custemize Page | 5,

Absence Activily Report

Run ControlID:  ABSENCE Beport Manager Process Monitor Bt

As Of Date: |0B/EIZ006 i)
Setp: 59000 O
a

Department: [1207 CMS Project Office

™ check to include Sub Departments

Inchude all employees in department

(> Organizational Development
[ Enterprise Learning

> Waorkfarce Monitoring

(> Pension

[+ C5U BA Baseline

> Campus Community

(> Student Recruiting

[+ Student Admissions

[ Records and Enroliment
> Curriculum Managerment
[+ Financial Aid

[ Student Financials

> Academic Advising

[ Contributor Relations

[> Set Un HRMS

First 4 1.2 o2 [H]

Include only department employees
listed at right

1ooo012485 QL =
——
2 |oo0o18s27  Q =

B save | L Returnto Search | +E|Previousin List | +E] hext in List | =] Matity |

By Add E|UpdeteDisplay
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Click Run once all
fields have been
completed.

The Process
Scheduler Request
page displays.

Ensure that the
Server Name is
selected. PSUNX is
the most common
server, but this report
can also be run on
the PSNT server.

To view the report
online, the Type
should say Web. The
Format should say
PDF.

Click OK.

Sign out

= a‘“h?‘ Fayroll & Absence Mew Window | Heln | Customize Page | B
o

Absence Activity Report

I» Organizational
Development

1> Payroll Tor Narth America

I Recruiting

[ Time and Labor

[> Workioree Administration

I Workforce Development

Run ControlID: ~ ABSENCE Repot Manater Process Morfgor | R40

As Of Date: 0913002006 [

[ Recruiting

(> Workiorce Administration . [sJ000

- Benefits SetiD: | a

> Compensation o |

- Stock Department: 1207 A G Projert Office

[ Time and Labor
> Payrall for MNorth America
> Global Payroll & Absence

I” checkto include Sub Departments

Mamt Include all employees in departiment
[ Payrall Interface
o D OR
i gﬁ;’;‘;?f[’;; rEliE:gE‘mem Include only department employees i Firs [+
listed at right
> Warkforce Monitoring A EmpliD
> Pension 1000012455 QL =1
[ C5U SA Bazeline
> Campus Community - 2 |000019527 aQ =
[+ Student Recruiing

[ Student Admissions

[ Records and Enroliment
[+ Curriculum Management
[ Financial Ald

[ Student Financials

(- Academnic Advising

[+ Contributor Relations

- SetUp HRMS =l

B 5ave | Retwnto Search | tElPreviousinList | 4ElNest inList | [ watity |

Eraad | | EUpdeteDisplay

Sign out

enu
= 3‘5:1?‘ Fayroll & Absence Mew YWindow | Help | Customize Page | 15
Process Scheduler Request
I» Organizational
Development
1> Payroll Tor Narth America
I Recruiting

User ID: CMEDDERS Run Control ID: ABSENCE

> Tirne and Labor 71212008 2l
jeanta RSt ian |B:53:10PM Resstto Current DataiTime
I Workforce Development

[ Recruiting

(> Workiorce Administration

[+ Benefits

> Compensation

- Stock

[ Time and Labor

> Payrall for MNorth America

> Global Payroll & Absence
Mgmt

[ Payrall Interface

- Warkforce Developrment

[ Organizational Development
[ Enterprige Learning

> Warkforce Monitoring

(> Pensian

[ C5U SA Bazeline

> Campus Community -
[+ Student Recruiing

[ Student Admissions

[ Records and Enroliment
[+ Curriculum Management
[ Financial Ald

[ Student Financials

(- Academnic Advising

[+ Contributor Relations

0K Cancel

1 8t Un HRMS =l
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You are brought
back to the Run
Control page. The
Process Instance
Number appears,
indicating that your
report has been
submitted for
processing.

Click the hyperlink
for the Process
Monitor.

The Process
Monitor is
displayed.

Once your report
says Success and
Posted, click the
Details hyperlink.

Note: If you receive
an Error, or your
process does not
complete
successfully, please
contact the CMS
Help Desk for
assistance.

Sign out

= a‘“h?‘ Fayroll & Absence Mew Window | Heln | Customize Page | B
o

Absence Activity Report

I» Organizational
Development
[ Payroll for Narth America Run ControllD:  ABSENCE Report Manandl Process Manitor
I Recruiting
[ Time and Labor
[> Workioree Administration
[ Workforce Development As Of Date: |DB/30i2006 [
[ Recruiting "
(> Workiorce Administration . [sJo00
[+ Benefits Selll:x J A
> Compensation o |
& S Department: 1207 A G Projert Office
E;E;ﬁ:;ﬁ;m: brica ™ Checkto include Sub Departments
> Global Payroll & Absence
Mgmt Include all employees in department
[ Payrall Interface
- D OR
[ Organizational Development

Process Instance:85508

© Enterarise Leaming Include only department employees Find First [ o ™
listed at right Err
(- Warkforce Monitaring 4l EmpliD

> Pension 1 [oooD12455 =1

[ C5U SA Bazeline
> Campus Community -
[+ Student Recruiing

& Student Admissi B 5me | (RetwntoSearch | tElRreviousinList | 4ENestinList | [ maity | Eradd | | FEUpdateDizplay

[ Records and Enroliment
[+ Curriculum Management
[ Financial Ald

[ Student Financials

(- Academnic Advising

[+ Contributor Relations

1 8t Un HRMS =l

Sign out

enu o

B a\nh?\ Payroll & Absence Mew Window | Heln | Customize Page | /&
g

I» Organizational

Development View Process Request For
1> Payroll far Morth America

- Recruiting User ID: GMEDDERS QL Type: ~Jrast | 1 [Hous =
[ Time and Labor
[ Workioree Administration Server: =] Name: | 4 instance: | to |
> Workforce Development [ 5] viswibwtion [ <] ¥ Save On Refresh
[ Recruiting Status
[ Workforee Adrministration
[+ Benefits
> Compensation Select (Instance |Seq. [Process Type Process |yo Run Date/Time.
[ Stock Hame

1> Time and Lahor - es409 SQR Report SJGPO01 CMEDDERS 07/18/2006 6:5310PM PRT  Success
> Payrall for MNorth America

> Global Payroll & Absence
Mgmt

[ Payrall Interface

- Warkforce Developrment

[ Organizational Development

[ Enterprige Learning

> Warkforce Monitoring

e e 0 bk to Shsencs Aot Repor

> Campus Community -

[+ Student Recruiing

> Student Admissions B save | | [E] Notify

[ Records and Enroliment

[ Curriculum Management Process List| Server List

[ Financial Ald

[ Student Financials

(- Academnic Advising

[+ Contributor Relations

Posted Details

1 8t Un HRMS =l
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The Process Detail
page is displayed.

Click the View
Log/Trace
hyperlink.

The View Log/Trace
page is displayed.

Click the *.pdf file
name to view your
report.

= Global Payroll & Absence
Mgt

I» Organizational
Development

1> Payroll Tor Narth America

I Recruiting
[ Time and Labor
[> Workioree Administration
I Workforce Development

[ Recruiting

(> Workiorce Administration

[+ Benefits

> Compensation

- Stock

[ Time and Labor

> Payrall for MNorth America

> Global Payroll & Absence
Mgmt

[ Payrall Interface

- Warkforce Developrment

[ Organizational Development

[ Enterprige Learning

> Warkforce Monitoring

(> Pensian

[ C5U SA Bazeline

Mew YWindow | Help | Customize Page | 15

Process Detail

Instance: 85508 Type: SGR Report
Name: SJGFOOT Description: SJ5U Absence Activity Report
Run Status:  Success Distribution Status: Posted

Run Control ID: ABSENCE © Hold Request

© Queue Request
€ cancel Request
€ Digiete Ree:
 Restart Request

atertime ______________________Qactons _|

Location: Senver

Server: PSUNX

Recurrence:

Request Created On: 07/18i2006 §:53.25PMW POT Parameters Transfer
Run Anytime After: 07/ 82006 £5310PM POT Messane Log

> Campus Community -
[+ Student Recruiing

[ Student Admissions

[ Records and Enroliment
[+ Curriculum Management
[ Financial Ald

[ Student Financials

(- Academnic Advising

[+ Contributor Relations

1 8t Un HRMS =l

enu
= Global Payroll & Absence
Mgt

I» Organizational
Development
1> Payroll Tor Narth America
I Recruiting
[ Time and Labor
[> Workioree Administration
I Workforce Development
[ Recruiting
(> Workiorce Administration
[+ Benefits
> Compensation
- Stock
[ Time and Labor
> Payrall for MNorth America
> Global Payroll & Absence

Began Process At: 07/ 82006 §:53:35PM POT

Ended Process At: 07/ 22006 §:53:49PM POT

View Log/Trace

oK Cancel [

View Log/Trace

Report ID: 618178 Process Instance: 85509
Name: SJGPOO1 Process Type: SQR Report
Run Status:  Success

SJ5U Absence Activity Report
Distribution Details

Distribution Node:  HSJPRE 07/2012008

Expiration Date:

Size (hytes]

Datetime Created

Mgmt
[ Payrall Interface
(63 D

[ Organizational Developrr

1,541 0718/2006 653:49.000000PM PDT
56p0071 B5509.POF I 2,273 07MBI2006 653:45.000000PW POT
= 478 07/18/2006 6:53.49.000000PM PDT

[ Enterprige Learning

> Warkforce Monitoring

(> Pensian

[ C5U SA Bazeline

> Campus Community

[+ Student Recruiing

[ Student Admissions

[ Records and Enroliment
[+ Curriculum Management
[ Financial Ald

[ Student Financials

(- Academnic Advising

[+ Contributor Relations

1 8t Un HRMS =l

Return o

Distribute To

Distribution ID Type
User

CMEDDERS
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San José State Module: Absence Management
UMIVERSITY

This is a sample of

th ere p 0 rt Report ID: - SJGPO01 San Jose State University Report Date: 07118/06

Fage1 of 1 Absence Activity Report Report Time:  18:53:35
Department: CMS Project Office Asof 06/30/2006
05/31/2006 06/30/2006
Name/Emplid Leave Type Balance Taken Earmed IMisc Adj Balance
Medders Carie M Cat Leave Donation Limits 40.00 .00 0.00 000 4000
0a 0 Personal Holiday Available 1.00 0.00 0.00 0.00 1.00
Sick Balance 42500 0.00 800 000 43300
State Service Balance 97.00 0.00 0.00 0.00 97.00
Vacation Balance 38101 0.00 16.00 0.00 397.01

Column Information Name/EmplID: The name of the employee (or employees) selected will be
displayed, along with their emplid and empl rcd #. The information has been
hidden in the example above.

Leave Type: The type of leave is listed.

(Prior Period )Balance: The prior period balance is displayed with its date (5-31-
2006 above).

Taken: The hours taken by leave type are displayed.

Earned: The hours earned by leave type are displayed. Remember, not every
leave type accrues a balance.

Misc Adj: Miscellaneous adjustments are shown by leave type. This may be
catastrophic leave donations, time that was reported after the deadline, etc.
(Current) Balance: The current balance is displayed with its date (6-30-2006
above).
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