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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 
 

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 

  
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 
email 
(cmshelp@sjsu.edu) 
with your full name, 
department and 
SJSU ID.  
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Your personal menu 
will display upon 
login. 
 
Click Manager Self 
Service. 

 
  
The Manager Self 
Service options 
available to you will 
display. 
 
Click the View Time 
link under Time 
Management. 
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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. 
 
Click Absence 
Balances. 

 
  
The View Employee 
Absence Balances 
page is displayed. 
 
A list of your direct 
reports is displayed 
(EmplIDs have been 
blocked for 
confidentiality 
purposes, but you 
will see them in 
production). 
 
Click the 
hyperlinked name of 
the employee 
whose balance 
information you 
wish to view. 
  

 

  

This button will 
appear if one of 
your direct 
reports has direct 
reports of their 
own.  Click it to 
see the additional 
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 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. 
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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 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. 

  
The Detailed 
Absence 
Information page is 
displayed. 
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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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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 
and Exceptions 
window. 
 
Click Reported 
Absences to see the 
absences that have 
been reported by 
your direct reports. 

 
  
The Reported 
Absence 
Information page 
displays.  The 
Status of Pending 
defaults, but you 
may change it to 
Approved or Denied 
and hit Refresh to 
view that 
information. 
 
Note: EmplIDs have 
been hidden here 
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 Name: The employee’s name 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. 

  
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. 

 

  

Carrie Medders
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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. 
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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. 
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Back to Batch 
Approval-Primary 
 
All direct report 
employee absences 
keyed via self-
service, that have 
not yet been 
approved, appear. 

  

 
 
Click the Select All 
button to select all 
check boxes for 
approval. 

  
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. 
 

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

  

 
 
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. 
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Navigate to 
Reported Absences 
to approve/deny 
individual 
absences. 

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

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. 
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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. 
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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 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.  It is critical that you know the start and end 
dates of each pay period so you can include absences in the right period. 
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Use the Dropdown 
box for Absence 
Type to select the 
type of absence you 
wish to report. 

 
  
Once the type is 
selected, additional 
fields will become 
available. 
 
Complete the 
required fields. 

 
  
Required Fields 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. 
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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. 

 

  

 
Click the Submit button to submit the absence for approval. 

  
The Submit 
Confirmation page 
appears.   
 
Click OK. 
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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 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. 

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

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. 
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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. 
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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 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.  It is 
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 SJ000. 
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 DeptID.  

  
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. 
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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. 
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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. 
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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. 

 
  



 

 

CMS Training Team – Business Process Guide

Process: Approve and View Absence Information 
Module: Absence Management

 
 

 
SJSU CMS Training: AM/Approver and View Absence Information          Page: 31 

 

This is a sample of 
the report. 

  
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). 

 


