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1.0 Accessing the Human Resources System

Timekeepers access the Absence Management features of the PeopleSoft Human Resources system via the
Human Resources link on Titan Online.

Processing Steps Screen Shots

Step 1:

Launch Internet Explorer (or your
browser preference) from your
desktop.

Safari Internet
Explorer

Step 2:
Your home page opens. If your N
home page is not the CSUF ﬁ California State University % \
website, type www.fullerton.edu in : —————
the address bar and press Enter on C | www.fullerton.edu
your keyboard. i
it Apps [ Califomnia State Univ...

Step 3: - _
Click on the Portal Login button. / B California State University x

L

€« C' [ www.fullerton.edu
5% Apps ﬁ California State Univ...

PORTAL LOGIN

CALITFORNIA STATE UNIVERSITY

FULLERTON

Last Revised: 09/25/15 Page 4 of 42
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Processing Steps

Screen Shots

Step 4:
Enter your campus username and
password.

Username

keverdeen

Password

‘- Sign In ‘

Need help signing in?

Step 5:
Click on the Titan Online icon.

Email
Employee

Data Titan Online
Security
Training

Step 6:
Click on the Titan Online icon.

TITAN

ONLINE

Click the button above to login and please be patient while Titan Online loads.

Last Revised: 09/25/15
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Processing Steps Screen Shots
Step 7: TitanOnline
The Titan Online page appears. O e T

. o EHEE 110 - BTshiboords _ 5 Compensaton Manangment
Depending on your status, you may =] Dol st ks oo Sckorn. e - 7 e e mC P o s
i i i 17 b e Emskres by ) prrprey—
see various self-service options :;TSA"E:M gt
including Employee Self Service, B
Student Self Service, and Faculty P—
Self Service. = i T Ao T
Tegiming Busources % im
— o I‘c’.u:;quhun"w:mml

SE2m Canerl Trmining Guds
S orm Pyl Troioens Guds
Efoun penetts Traewy cece

Depending on your e
PeopleSoft/CMS access, you may =

see links to PeopleSoft functionality:

Faulte Afgws & Aocordy 7 GEYiu Humen Rescuren
T O Saka s

Course Catslog Search
Ertiesé: Bl S64/Th Trolsph M C5U Fullerion Course catmo)

Human Resources, Finance, and -

Llass Schaciube Seasch
Sasrch Srouh S C3U Fulleion Clans Sthackis in imal trre

Student Administration.

- PeopleSoft
Functionality

Campus Hesouices Training Hesources L0 Rusources
oy e 5 C5vo, Shens

CALIFORNIA STATE UNIVERSITY, FULLERTON

TitanOnline

Step 7a:

Important messages such as
system unavailability will be
displayed in the System Messages
section.

Everdeen, Katniss

Personalize Content Lavout Wed, Jul 1,15 1:32 PM
Please review these messages System Messages =
often as they will provide you with CSUF. Irvine Campus Titan Incentives

important information. Enhance your Titan experience by registering for courses at CSUF, Irvine
Campus and become eligible for one of the following Titan Incentives*

¢ Enrollin 6 units at CSUF. Irvine Campus and get priority registration
for spring 2016!

¢ Enrollin 15 units at CSUF, Irvine Campus and get a free laptop for the
duration of the semester!

Human Resources and Student Administration System Maintenance Window

The Human Resources and Student Administration system will be
unavailable on Thursday 07/02 from &pm - 03 am for system maintenance.

Last Revised: 09/25/15 Page 6 of 42
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Processing Steps

Screen Shots

Step 7b:

Each section of functionality
contains links that allow you to:
access the PeopleSoft/CMS
system, view other campus
websites, review training material,
or view resources from the
Chancellor's Office.

To access a patrticular PeopleSoft
database, click on the appropriate
link.

Campus Resources

Training Resources

Access the
PeopleSoft’CMS
system

Student Administration

= Student Administration
- Student Administration 5|
PeopleSoft Application Academic
mission

Extended

= Library

=] Parking

Questions

=] Travel

Links to other
campus
websites

Campus Resources

Academic Advising

Accounts Payable Forms
=] Procurement Card / Office Max
Procurement

Calendar

s & Records
Education

=] EERPA Information
Financial Aid

[=] Student Financial Services
A&R Forms for Faculty/Staff
A&R Freguently Asked

Finance

= CFS Finance System Campus Resources
as of 7/01/2010 =] Financial Services

ul [l [l [ [l [l (Gl Gl (] (] (o

Training Resources

S Resources
E

Review Resources from
training Chancellor's
material Office

CO Resources

= CSYou SharePoint
CSYou Campus Solutions
=] CO Service-MNow

Training Resources

Training Guides
=] Requisitions Training Guide
=] Budget Transfer Training

Guide

1S Account (Excel)
FIS Fund (Excel)
FIS Department D (Excel)
FIS Program (Excel)
FIS Class (Excel)
FIS Proiect (Excel)
Student Task List (Excel)
CMS Project to CFS Program
CMS Account to CFS Account
CFS Speedchart
CFS Open Periods

Step 8:
Click on the Human Resources

link in the Human Resources box.

CALIFORNIA S E UN

IVERSITY, FULLERTON

@ csur wee # CSUF PEOPLE

keyword(s)

This area will contain announcements of any
planned downtime or otherimportant
information.

For maore information on the New Titan Online
Vievs Al Aicles and Sections

Catalog/Schedule of Classes

Course Catalog Search

Welcome Estella Drummle
Persocnalize Content Lavout Mon, May 8, 11 1:.24 PN
System Messages & E 5 M Employee Self Service =]
Welcome to the Hew Titan Online CimMy Personal Profile =1 My Benefits Cimy Payroll and My Absence

zonal Information

Information Compensation Management

C i =) Report and View
History

Emplovee Pav Stub

= Emergency Contacts

= Class Schedule Search

Human Resources

eContent

My Workplace

My Workplace provides access to Electronic
Forme, Workflow Processes, and Reports for
Finance, Human Resources, and Student
Administration.

Campus Resources Training Resources

E" Human Resources
Human Resources
PeopleSoft Application

=] Human Resources = HR Training Resources

Last Revised: 09/25/15
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Processing Steps Screen Shots
Step 9: B
You are now logged into the EdFULLERTON tome | _Addto Favortes | Sianout
Help

PeopleSoft Human Resources
system.

Menu
Search:

®

[> My Favorites

[- CSU SA Baseline

[- CSUF HR

[ Fullerton SA Customizations

[- Self Service

> Manager Self Service

[ Global Payroll & Absence Mgmt
> Campus Community

[ Set Up SBACR

[- Reporting Tools

280

Additional Resources

The Training Resources section of
the Employee Self Service page
contains several useful links for
employees, timekeepers, and
managers.

e AM Time Reporting Tutorial: a
tutorial on how to enter
absences.

e AM Employee Training Guide:
a user guide on how to enter
absences.

e Partial Hours Conversion
Chart: a chart showing how to
convert a partial hour (i.e. 30
minutes) to a decimal (i.e. 0.5)
for absences and time worked.

e Payroll Forms: a link to Payroll
forms on the Payroll website.

Employee Self Service

ﬁ My Personal Profile ﬁ

=] Personal Information
Home Address
Phone Numbers
Email Addresses
Emergency Contacts

ﬁTraining Resources

=] AM Time Reporting
Tutorial

=l AM Emplovee
Training Guide

=] Partial Hours

Conversion Chart

Payroll Forms

My Benefits ﬁ] My Payroll and ﬁ
Information Compensation
=] Health Plans = Compensation

Summary History

= Dependents
Coverage Summary
Life and LTD Plans

5] HCRA & DCRA -
(FSA)

Employee Pay Stub

y Absence & Time
Management

=] Report and View
Absences

= view Absence
Balance

=] Wiew Monthly
Schedule

Last Revised: 09/25/15
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3.0 Reviewing Hourly Intermittent Employee Time Worked

Timekeepers can review timesheets submitted by hourly intermittent employees using the Manager Self Service

menu.
Processing Steps Screen Shots
. . . Main Menu

Reviewing Time Worked | | . veas
Timekeepers can review time - Z]
worked that was entered by an £ CSU Temp Faculty »
employee at any time during a pay 0 csUFHR ’

. 3 Fullerton SA Customizations 4
perlod. 1 self Service 4

[0 Manager Self Service o
Time Management
Steg 1: E gluba\ Pagrul\& A:;ence 5 3 Approve Time and Exceptinns »
ampus Lommun .
: [ Report Time
From the main EeopleSoﬂ HR G2 set Up SACR > 03 View Time ] Timesheet
home page, navigate to Manager &3 Reporting Tooks ' (5] Tmekeeper Bahnce Inqu [=] Timekeeper Absence Entry
: . 3 PeopleTool »
Self Service > Time Management > S
Report Time > Timesheet.
If you are both a timekeeper

and a manager, you may see
duplicates of these links.
Step 2: Report Time

To search for a specific employee
or a specific group of employees,

in the Employee Selection Criteria.

It is recommended that you
search either by Group ID for a
specific group of employees or by
Empl ID for a specific employee.

It is not recommended that you
search by Department.

Timesheet Summary

enter informaton n one ofthe e | | I

~ Employee Selection Criteria

Description

Group 1D WO\
Empl ID [ a
Empl Red Nbr [ a
Last Name [ a
First Name [ a
Job Code [ a
Depa¥nent lio\

Clear Selection Criteria Save Selection Criteria Get Employees |

Last Revised: 09/25/15
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Processing Steps

Screen Shots

Step 3:

Once you have entered your
optional search criteria, click Get
Employees.

Report Time

Timesheet Summary

* Employee Selection Criteria

Description Value

Group ID
Empl ID

Empl Recd Mbr
Last Mame
First Mame
Job Code

Department

216M3 Q

Clear Selection Criteria

Save Selection Criteria l

Get Employees I

Step 4:
Your search results appear below.

Timesheet Summary

e Jre e Mo M e e B e )

| Glrat Selochion Cleria Sarew Seloction Criteria
|

0, o In3rctions

View By:  Week *  Date: 12142012 [ = Faipel

Incheda Abtance

Select

Namn

Eirrip Philio

== Pregus e

<. Show Schedule Information

Hgal Vopek ==

0.00 0.00 BHITRTIE

07085 10218

Step 4a:

If you chose to search by Group ID,
your search results will include ALL
employees in the Group ID and not
just the hourly intermittent
employees.

You can click on a column header
to sort the list by that header.

You may need to click on a
column header twice to get the sort
order that you are looking for.

Employees For Estella Drummle, Totals From 01/07/2013 - 01/13/2013

Reported
Hours Approved
Allen Arabella 0.00 0.00
Badger Bayham 0.00 00
Carstone, Richard 0.00 0.00

Hours to be Sched

Denied Hours
0.00

40.00 0.00
20.00 0.00 0.00
40.00 0.00 0.00

Last Revised: 09/25/15
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Processing Steps Screen Shots

Ste 4b P 2e [} § § i i i ] i

Now the list shows the hourly

intermittent employee who has | p— U e ption S50 e

reported time worked at the top of

the list. Pirrip.Phili 16.00 16.00 40.00 0.00
Summerson. Esther 0.00 0.00 40.00 0.00
Carstone Richard 0.00 0.00 40.00 0.00

Step 5:

For each employee, you will see the
total hours they reported, the total
hours to be approved, and the total
hours that have been
approved/submitted for the time
range listed.

To view an employee’s timesheet in
detail, click on the employee’s
name.

Empioyees For Estella Drummile, Totals From 01/07/2013 - 01/13/2013 mize | Find | First Kl 1.75 of 75 B Last
Reported| Hours to be Scheduled

Hours| Approved Hours

Department

|
Bed Job Description

Hame Exception A'°"e°’5""';"::“;: Denied Hours |Employee ID Department

Student Health and

Pirrip,Phili 16.00 16.00 40.00 0.00
Counseling

0.00 892787359 07995 10216

Step 6:
A view of the employee’s timesheet
appears.

To view all of the employee’s time
worked for a pay period, select
Time Period from the View By
drop-down menu.

To set your default view for
the timesheet to “time period,”
follow the instructions in the
Timesheet Preferences section of

this quide.

Timesheet

Philip Pirrip Employee ID:

Job Title:  Radiologic Technologist| Employee Rec

“Seledfnr Instructions

|1m31r2012 [#1] (4 Refresh |

Scheduled Hours:

Reported Day plrs 40.00 Hours

1 1/28/2012 is for a prior period.
From Wed AT , | T\icsday 11/06/2012

Last Revised: 09/25/15
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Processing Steps

Screen Shots

Step 6a:

Depending on which time period
you are viewing, you may need to
change the Date field to the first
day of the pay period you wish to
view.

In the example on the right,
11/30/2012 was the first day of the
December 2012 pay period which
would be reviewed in January 2013.

If you modify the Date field, click the
Refresh button to update the view.

Timesheet
Philip Pirrip

Job Title:

Radiologic Technologist |

Employee ID

Employee Ry

i ]

Select for Instructions

View By: 1imePeriod ~

Reported Hours:

*Date;
43.00 Hours

l

1113002012 5]

Scheduled Hours:

""45 Refresh

176.00 Hours

Step 7:
There are two views of the time
worked available.

At the top, the time worked is listed
in as a single row calendar view.
This allows you to see the day of
the week on which the time worked
was reported.

Below is the time worked in a list
view by date.

Review the time worked that was
reported by the employee to ensure
that it is complete and correct.

See Correcting Time Worked in this
guide for information on how to
correct errors on an employee’s
time sheet.

View By: Time Period *  *pate:
Reported Hours:  136.00 Hours

From Friday 11/30/2012 to Sun

Timesheet

1213012012

1216

113012012 [ [ Refrest |

Scheduled Hours:

Fri
127

168.00 Hours

Sat Sun
1218 1219

Boo | || |s.00 [500 500 [5.00 [5.00

Li ] Reported Time Status - select to hide

Reported Time Status

[bate  fstatus |

7 11/30/2012 Meeds Approval
= 12/03/2012 MNeeds Approval
7 1210412012 MNeeds Approval
= 12/05/2012 Meeds Approval
7 1210612012 Meeds Approval
= 1210712012 Meeds Approval
7 12M012012 Meeds Approval
= 12M12012 Meeds Approval
=1 1201212012 Meeds Approval
= 1211312012 MNeeds Approval
=] 1211412012 Meeds Approval
= 12M712012 Meeds Approval
7 121812012 Meeds Approval
= 12182012 Meeds Approval
7 1212012012 Meeds Approval
] 122120$M2 Meeds Approval
7 1212412012 MNeeds Approval

[o0  [s00 |goo (o0 [2o0

.00 REG )

8.00 REG »
8.00 REG »

2.00 REG ]

8.00 REG

8.00 REG

8.00 REG
8.00 REG
8.00 REG
8.00 REG
8.00 REG
8.00 REG
8.00 REG
8.00 REG
8.00 REG

VOVVOVOVODOODO

8.00 REG

Last Revised: 09/25/15
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Processing Steps Screen Shots

Step 8:

When you are finished reviewing [ 12MA2012 Meeds Approval 8.00 REG

this employee’s time, click Return ] 12/20/2012 Meeds Approval 8.00 REG

to Select Employee at the bottom

left of the page. [ 1212102012 Meeds Approval 8.00 REG
[ 1212412012 Meeds Approval 3.00 REG

& Do not use the Approve Select All Deselect All

Selected or Deny Selected options
that you will see on the page.
Timekeepers are not authorized to O palances - selectio view

approve/deny time worked.
i 7 ¥
it | Appr elected | Deny ed |

Punch Timesheet

'ﬂ' Repored Hours Summary - select to view

eturn to Select Employee I

Manager Self Senvice

Time Management

Last Revised: 09/25/15 Page 13 of 42
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Processing Steps Screen Shots
Correcting Time Worked : .
Entries 9 ViewBy: TimePeriod = «pate. |11I3[JI2012 il [ Refresh

If there is an error with an Reported Hours:  135.00 Hours  Scheduled Hours:  163.00 Hours

employee’s timesheet, the error can From Friday 11/30/2012 to Sunday 12/30/2012
be corrected by the employee,
timekeeper, or manager. If the
timekeeper or manager makes
corrections to the employee’s
timesheet, a hard copy Hourly |B.UU | | |B.DU |B.DD |E.UU |B.UU | | |_
Intermittent Timesheet will need to
be completed, signed by the
employee and their manager, and
sent to Payroll.

Missing Entries

If an employee is missing an entry
(i.e. they did not enter time worked
for a day when they worked),
contact the employee and have
them enter the time worked.

Once the employee has entered the
time worked, they should contact
you So you can re-review their
timesheet.

If you do not see ANY entries
for an employee, it is likely that the
employee has not entered any time
for the selected pay period.

Incorrect Entries

If an employee has entered time ViewBy: 'Veek v spate: [1219/2012 [ (£ Rsfresh |

worked on a day that they did not
work or entered more/less time
worked than they worked on a day,
contact the employee and have
them correct the entry.

Reported Hours: 3200 Hours Scheduled Hours:  40.00 Hourg

Thu
12/20 12/25 Total

Once the employee has corrected
the entry (or entries), they should
contact you so you can re-review
their timesheet.

300 (300 (300 | . 3200 REG

Last Revised: 09/25/15 Page 14 of 42
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Processing Steps

Screen Shots

Entering Time on Behalf
of an Hourly Intermittent
Employee

Timekeepers may enter time
worked on behalf of an employee
and/or submit corrections to an
employee’s timesheet.

& If a timekeeper or manager
makes changes to an employee’s
timesheet a hard copy Hourly
Intermittent Timesheet will need to
be completed, signed by the
employee and their manager, and
submitted to Payroll.

Step 1:

If you notice an error and/or missing
entries on the timesheet for an
employee, you may make
corrections to it.

Wed
119

I 9
7.00 (200 [3.00

Thu Fri
1M0 111

|| IB.UU | |

i ] Reported Time Status - select to hide

Maon

Reported Time Status

7] 01/07/2013 Needs Approval 7.00 REG
[l 01/08/2013 Meeds Approval 8.00 REG
7] 01/09/2013 Needs Approval 8.00 REG
[l 011172013 Meeds Approval 8.00 REG

Step 2:
Once you have entered the updated
information, click Submit.

From Monday 01/07/2013 to Sunday 01/13/2013

Timesheet Owverrides

[7.00 [s.00 [s.00 |gf [e.00

i Reported Time Status - selectto hide

Reported Time Status F
A 010712013 Meeds Approval 7.00 REG
0o 0110812013 Meeds Approval 8.00 REG
[ 01092013 MNeeds Approval 8.00 REG
| 01112013 MNeads Approval 8.00 REG
Select All O Deselect All

i J Reported Hours Summary - select to view

o Balances - select to view

I Submit I Approve Selected Deny Selected

Last Revised: 09/25/15
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Processing Steps

Screen Shots

Step 3: i
You will receive a confirmation that Timesheet
your submission was successful. Submit Confirmation
Click OK.

V The Submitwas successful.

Time forthe Week of 2013-01-07 to 2013-01-13 is submitted
QK I

Step 4:

The corrected entry (or entries)
appears in the Reported Time
Status section.

Be sure to fill out an Hourly
Intermittent Timesheet for the
employee, have the employee and
manager sign it, and submit the
completed form to Payroll.

] 01/07/2013 MNeeds Approval 7.00 REG
F |n1f08f2013 Needs Approval 2.00 REG |
] 01/09/2013 MNeeds Approval 8.00 REG
| 011002013 Meeds Approval 8.00 REG
] 01112013 Meeds Approval 8.00 REG
Setting Default e
. . Search M 3
Timesheet View e ®
Timekeepers and hourly intermittent 3
employees can set a default view 3 €50 Temp Faculty >
for the timesheet using the User 9 CSUF HR 3
Preferences functionality. 9 Fullerton SA Customizations ¥
1 Self Service _ _
Step 1: 3 Manager Self Service 1 Time Reporting £3 Report Time
From the main PeopleSoft HR 3 Global Payroll & Absence E Ezzsfs[t;rch [ Browse Cai C1 View Time
home page, navigate to Self 51 Campus Community 3 Enrolment Employee Balance Inguiry
Service > Time Reporting > User g EE‘I U:_S*’\iﬂ | 3 Campus Finances User Preferences |
BOOming 10018

Preferences.

Last Revised: 09/25/15 Page 16 of 42
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Processing Steps Screen Shots
Step 2: - B
Select a Default Timesheet Display Time RePO”mg Preferences
from the drop-down menu. Estella Drummile 899859284
e Day: timesheet will default to
view a single day at a time. TRC Code or Description: Display TRC/TRC Description M
o Week: timesheet will default to Time Prepopulation Method: -
VI_eW a week _at a tlm?' IDefauIt Timesheet Display: Time Reporting Period v I
e Time Reporting Period:
timesheet will default to view a "Start Day of Week: 7~ Sunday T
pay period at a time. o‘ufiew Instructions

Step 3: (Optional

You may select a Start Day of
Week from the drop-down menu to Estella Drummle 899859284
choose how weeks are displayed.

Time Reporting Preferences

TRC Code or Description: Display TRCITRC Description -

Time Prepopulation Method:

Default Timesheet Display: Time Reporting Period -
I*Starl Day of Week: 7 - Sunday -
i}

View Instructions

Customize | Find | View Al 20| 88 First B 4 o1 I L ast

Last Revised: 09/25/15 Page 17 of 42
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Processing Steps Screen Shots
Step 4: . B
Once you have set your Time Reporting Preferences
preferences, click Save. Estella Drummle 899859284

TRC Code or Description: Display TRC/TRC Description -

Time Prepopulation Method: v

Default Timesheet Display: Time Reporting Period -

*Start Day of Week: 7 - Sunday -
oViewlnstruc‘[ions
Customize | Find | View Al 2] B First Bl 4 or 1 B ast
Q (=]
M Mew Window | Help | Customize Pal p—
At the top right of the screen, the
word Saved will appear, indicating g Preferences
that your preferences have been £99850284
saved.
n: Display TRC/TRC Description -

When you access an employee’s hod: _ -
timesheet in the future, the default Jay: pay v
view will be the one you selected. 7osunday -
Time Reporting Reports | |Main Menu
Timekeepers can run two queries to Search Menu:
view hourly intermittent employee | @
time entries. -

3 CSUF HR 4
%‘%1 - peosleSof HR (3 Fullerton SA Customizatio =

rom the main PeopleSo | .
i L

home page, navigate to Fullerton : 53 seff Service _
SA Customizations > My Queries. (3 Manager Seff Service '

(3 Global Payroll & Absence Mgmt 4

Last Revised: 09/25/15 Page 18 of 42
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Processing Steps

Screen Shots

Reported Time for
Hrly/Dept Query

The Reported Time for Hrly/Dept
Query allows timekeepers to view
all reported time worked for a
department.

Step 1:
Select Reported Time for
Hrly/Dept.

My Queries

Selectthe hyperlink to run a query. Some queries may take up to 3 minutes to return data.

Que : ! &= ..o B

Reported work(REG) hours for all Intermittent employees in a department. Prompt
by Pay Period dates and DeptlD.

Reported work (REG) hiours for 1 Intermitient employee. Prompt by Pay Period dates
and CWID.

Reported Time for Hrly / Dept

Reported Time for 1 Hourly EE

Step 2:
Enter the begin and end dates for
the pay period you wish to view.

«

You can view a complete
listing of the pay period inclusive
dates at the Payroll website:
http://hr.fullerton.edu/Payroll.

Faw:uvr'rtes Mainvl'v'lenu > Fullerton S& Eustum'&atinns > My Queries
FHQD_TL_REPTD_TIME_HRLY_DEPT - Reported Time for Hrly / Dept

Pay Period Begin Date: [11/30/2012 [5

Pay Period End Date: [12/31/2012 [

DeptiD: ]
View Results |

Step 3:

Enter the department ID whose
hourly intermittent employees you
wish to view.

Then click View Results.

If you are familiar with running
queries and wish to view all of the
hourly intermittent employees in all
of the departments for which you
are a timekeeper, you may use %
as a wildcard in the DeptlD field.

Favnvr'rtes MainvMenu »  Fullerton SA [‘Z'ustnmizations > My Queries
FHQD_TL_REPTD_TIME_HRLY_DEPT - Reported Time for Hrly / Dept

Pay Period Begin Date: |11/30/2012 [+
Pay Period End Date:  |12/31/2012 [+
DeptiD: 10365]

View Results

Step 4:
The results of your query appear.

You may download the results in an
Excel spreadsheet, CSV file, or
XML file using the links just above
the results.

Pay Period Begin Date: |11/30/2012 5
Pay Period End Date:  [12/31/2012 5

DeptiD: 10365
View Results
Download resdits in :IExce| SpreadSheel CSV TexiFile XML File |(1 kb)
1ot
Time -
Employee Empl| Job . Report o ‘Override |Combo | Reported Last Last Upd
DeptiD|Department| =y o CWID | ey |Code | 0P Tt ':;'f.“z Date Quantity | " cite | Code | Status | User otTm
IT-ERP . Info Tech
Twist, Oliver Cheryl 010872013
1 103685 Analytic Watthew 802558122 2 0420 Consultant REG 12/31/2012 120.000000 0.000000 Submitted Baldridge 2:20:26PM

Senices 12 Mo

Last Revised: 09/25/15
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Reported Time for 1 Hourly
EE Query

The Reported Time forl Hourly EE
Query allows timekeepers to view
all reported time worked for a
specific employee.

Step 1:
Select Reported Time for 1 Hourly
EE.

My Queries

Selectthe hyperlink to run a query. Some queries may take up to 3 minutes to return data.

First n 1-2 of 2 u Last

Customize | Find | View Al| & 38
Reported work(REG) hours for all Intermittent employees in a department. Prompt
by Pay Period dates and DeptlD.
Reported work (REG) hours for 1 Intermittent employee. Prompt by Pay Period dates
and CWID.

Reported Time for Hrly / Dept

Reported Time for 1 Hourly EE

Step 2:
Enter the begin and end dates for
the pay period you wish to view.

«

You can view a complete
listing of the pay period inclusive
dates at the Payroll website:
http://hr.fullerton.edu/Payroll.

Favorites
FHQD_TL_REPTD_TIME_HRLY_EE - Reported Time for 1 Hourly EE

Main Menu > Fullerton SA Customizations > My Queries

Pay Period Begin Date: 11/30/2012 [5
Pay Period End Date: |12/31/2012 [5
CWID: |

View Results |

Step 3:

Enter the Campus-Wide ID (Empl
ID) of the hourly intermittent
employee whose time entries you
wish to view.

Then click View Results.

Favorites '
- H

FHQD_TL_REPTD_TIME_HRLY_EE - Reported Time for 1 Hourly EE

Main Menu > Fullerton SA Customizations > My Queries

Pay Period Begin Date: |11/30/2012 [
Pay Period End Date:  |12/31/2012 [51
CWID: 802558122

View Results

Step 4:
The results of your query appear.

You may download the results in an
Excel spreadsheet, CSV file, or
XML file using the links just above
the results.

Pay Period Begin Date: |11/30/2012 Ei]
Pay Period End Date:  |12/31/2012 [
802558122

CWID:

View Results I

Download results in - |Exce\SgreadSneet CsvTedFile xMLFile | (1 kb)

[ORRERID]

Combo | Reported
Status.

Quantity |OvrdRate

9 ~ IT-ERFP Info Tech
Twist Oliver Cheryl 01/08/2013
Matthew 802558122 2 10365 Jgr;i\,ly::s 0420 S)ZGI;\dsnultam 12/31/2012 REG 120.000000 0.000000 Submitted Baldridge 3:20-26PM
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Timekeepers can review absences entered by employees using the Manager Self Service menu.

Processing Steps

Screen Shots

Step 1:

From the main PeopleSoft HR
home page, navigate to Manager
Self Service > Approve Time and
Exceptions > Timekeeper Absence

Review.

If you are both a timekeeper
and a manager, you may see
duplicates of these links.

Search:

®

[ My Favorites

[ CSU SA Baseline

- CSUF HR

[ Fullerton SA Customizations

[> Self Service

I Manager Self Senvice

= Time Management

- Approve Time and

[» Report Time

%‘D Manager Self Service

Navigate to self service information and activities for people reporting to you.

P
Approve reported or payable time,
overtime and absence requests,

E" Timekeeper Balance Ingui
Timekeeper Absence Balance
Inquiry

= Timekeeper Absence Review

rove Time and Exceptions

iz

Report Time
Report time or request absences.

=] Timekeeper Absence Entry

Last Revised: 09/25/15
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Step 2: Timekeeper Absence Review
A list of the employees for whom
. . Estella Drummle
you are the designated timekeeper Clck ot Insinuctons
appears. .
Status  |DeptID |Dept Hame
By default, the list is sorted by the r 800000000 2 Sub NickelbyNicholas Aclive 10283 IT-Internet Technologies 0400 AnalystProgrammer 12 Mo Full-Time
Name fleld YOU ma C||Ck On a r 800000000 0 Sub Pecksniff, Seth Active 10057 Common Management System 0400 AnalystProgrammer 12 Mo Full-Time
. y r 800000000 O Sub Copperfield David Active 10057 Common Management System 0420 Info Tech Consultant 12 Mo Full-Time
column name to Change the sort - 200000000 0 Sub Pirrip,Philip Active 10356 [T-Training 1032 Admin AnalysUSpclst12 Mo Full-Time
Ol’del' r 800000000 0 Sub Wilfer Bella Active 10356 [T-Training 0420 Info Tech Consultant 12 Mo Full-Time
' r 800000000 0 Sub Dorrit Amy Active 10057 Common Management System 0420 Info Tech Consultant 12 Mo Full-Time
r 800000000 0 None Summerson Esther Active 10353 [T-Applications Services 0420 Info Tech Consultant 12 Mo Full-Time
r 800000000 O MNone Clare Ada Active 10056 IT-Academic Technology 0420 Info Tech Consultant 12 Mo Full-Time
The Click for Instructions Field Description
link in the header provides both EmplID The employee’s Campus-Wide
quick and detailed instructions. ID/Employee ID.
Empl Red The employee record number of the
position.
Current Period Absence Indicates the status of the employee’s
absence entry for the current month.

Values include:

o None: no absence entries have
been submitted.

e Sub: the employee has submitted an
absence entry.

e Appr: the employee’s submitted
absence entries have been
approved by a manager.

Name The name of the employee.

Status The employee’s status.

Dept ID The department ID to which the
employee reports.

Dept Name The name of the department to which
the employee reports.

Job Code The job code for the employee’s
position.

Job Title The job title for the employee’s
position.

Full/Part Time Indicates whether the position is full-
time or part-time.
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Step 3: Timekeeper Absence Review

Place a check mark next to the
employee(s) whose absence entries | | Estella Drummie

Click for Instructions

you wish to review.

Employees Customize | Find | Wigy
¢ EmpliD me Status  [DeptID |Dept Name Job Code |Job Ti
S.elt?ctlng mU|t|p|e emp|9yees - 800000000 2 Sub Mickelby,Micholas Active 10289 IT-Internet Technologies 0400 Analys]
from thls lISt allOWS you to review r 800000000 O Sub Pecksniff, Seth Active 10057 Common Management System 0400 Analys]
multiple employees’ absences. - 200000000 0 Sub Copperfield, David Active 10057 Common Management System 0420 Info Te
1 800000000 O Sub Pirrip,Philip Active 10356  IT-Training 1038 IAdrnln
r 800000000 0 Sub Wilfer,Bella Active 10356  IT-Training 0420 Info Te|
r 800000000 0 Sub Dorrit Army Active 10057  Common Management System 0420 Info Tg|
r 800000000 0 Mone Summerson,Esther Active 10353  IT-Applications Services 0420 Info Tg|
[ 800000000 0 Mone Clare Ada Active 10056 IT-Academic Technology 0420 Info Tl
Step 4.
800000000 0 Mone Dedlack Honaria
Scroll down to the bottom of the I '
page if it is not visible. |‘ 300000000 2 None Scrooge Ebenezer
_ _ I 800000000 0 Mone Darnay,Charles
Click Continue.
| £00000000 1 Mone Twist, Oliver

You have the option to Select
All employees who have submitted

absence entries at the bottom of the Select All | Deselect All |

page.
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Step 5:

All of the employee’s absence
entries with a status of “Sub” will
appear.

Existing Absence Events

First (1] 12 012 [V] Last
Enti

Customize | Find | B

’7 EmplIiD Rcd# |Name Absence Hame  |Begin Date (EndDate |Duration |Unit Type (Review Status

Add Comment
Comments

1 800000000 O Firrip,Philip Sick - Family Care 03/15/2011 03/15/2011 8.00 Hours ~| Entrv Commentis Add Camment

Review the entries for accuracy and
completeness.

2800000000 0 Pirrip,Philip Vacation 0330/2011 03302011 BOD Hours | 7] Add Comment

Field Description

EmplID The employee’s Campus-Wide
ID/Employee ID.

Rcd# The employee record number of the
position.

Name The name of the employee.

Absence Name The type of absence.

Begin Date The starting date of the absence.

End Date The ending date of the absence.
Duration The duration of the absence.

Unit Type What unit the duration is in (i.e. Hours,

Days, etc).

Review Status Indicates whether the absence entry
has been reviewed by either the
timekeeper or the manager. Values
include Reviewed or Needs Corr. The

status may also be blank.

Entry Comments Indicates if there are any comments

associated with the leave.

Add Comment Allows timekeeper to add a comment.

Step 5a:

If there are comments associated
with the entry, click Entry
Comments to view the comments.

tomize | Find | Hi

Review Status

Firzt E 1-2 of 2 |I| Lazt

S Add Comment

Comments
Add Comment

Entry Comments

Add Comment

Step 5b:

Once you have reviewed the
comment, click Return to Entry
Page.

Absence Event Comments

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

Flease enter relationship of family member. daughter

Return to Entry Page

Last Revised: 09/25/15
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Step 6:

Mark each absence as either
Reviewed or Needs Corr by using
the drop-down menu in the Review
Status column.

Reviewed indicates that the
absence entry is complete and
accurate as is.

Needs Corr indicates that the
employee needs to correct the
absence entry. Choosing this option
will send an email to the employee
to notify them that the entry needs
correction.

Customize | Find First 5142 of 2 L7 | ast

Ent
Comments

Absence Name |Begin Date |End Date Duration | Unit Type Rewew Status

Sick - Family Care 03M15/2011 0315/2011 8.00 Hours IRewewed I Entry Comments Add Comment
Vacation 03/30/2011 03/30/2011 8.00 Hours |Needs Corrj Add Comment

Add Comment

Step 6a:
If you chose Needs Corr as the
review status, click on Add

120f2 ] Last

Absence Name Begin Date |End Date Duration | Unit Type |Review Status Comments

Customize | Find First [

Add Comment

Enter a comment indicating what
the employee needs to correct for
the absence entry.

Click Save Comments.

This comment will be included
in the email that the system sends
to the employee. The timekeeper
will not receive a copy of the email.

Comment Sick- Family Care 03/15/2011 03/152011 800 Hours  |Reviewsd ] Eniry Comments Add Comment
Vacation 03/30/2011 03/30/2011  8.00 Hours | Needs Corr 7] Add Comment
E—
Step 6b:

Approval Comments

Enter comments to be associated with the approval and click the Save Comments
button to save them. To return without saving click the Return to Approvals Page link.

This is the incorrect date for the absence. Please modify to show the vacation day as 3!29!11] ;l

| save Comments |

Return To Approvals Page

Step 7:
Click Submit.

ting AD

Reviewed ¥| Entrv Comments Add Comment

1 800000000 0 Pirrip,Philip Sick - Family Care 03M5/2011 03/15/2011 800 Hours
2 800000000 O Pirrip,Philip Vacation 03/30/2011 03/30/2011 8.00 Hours MNeeds Corr ¥ Edit Comment
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Step 8: _
You'll receive a confirmation Approval Confirmation
message that the changes were
saved. .

‘/ Changes to Review Status were saved.
Click OK.

Ok |

Steg 9: Review Reported Absences
Click Return to Employee List to Estella Drummle

review other submitted absences.

Click for Instructions

Existing Absence Events Customize | Find | #
Absence Name |Beain Date |End Date  |Duration |Unit Tyne |Review Status
1800000000 0 Pirrip,Philip Sick-Family Gare 031152011 03/15/2011  8.00 Hours  |Reviewed _v| Entry Comments Add Comment
2 800000000 0 Pirrip,Philip Vacation 03/30/2011 0330/2011  8.00 Hours  [Needs Corr ] Edit Comment

Submit

Return to Employee List

Entering Absences on po—
Behalf of an Employee &) !%Ql‘minager Self Service

[ My Favorites . . _ .
I CSU SA Baseline Navigate to self service infermation and activities for people reporting to you.

Timekeepers can use the - CSUF HR = Timekeeper Balance Inqui ﬁ Approve Time and ﬁ Report Time
. [> Fullerton SA Customizations E Timekeeper Absence Balance Exceptions Report time or request absences.
T|mekeeper Absence Entry feature [ Self Service Inguiry Approve reported or payable time, per Absence Entry
I~ Manager Self Service overtime and absence requests,
to enter absences on behalf of an e and manage exceptions
I> Approve Time and =l Timekeeper Absence Review

employee. Exceptions

[~ Timekeeper Absence
Eniry

& If a timekeeper or manager
enters absences on behalf of an
employee, a signed CMS 634 Form
must be submitted to Payroll.

Step 1:

From the main PeopleSoft HR
home page, navigate to Manager
Self Service > Report Time >
Timekeeper Absence Entry.
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Step 2: i
A list of the employees for whom Timekeeper Absence Entry
you are the designated timekeeper
appears.
Estella Drummle
Place a check mark next to the Click for Instructions
employee(s) for whom you wish to
create absence entries. Employees
Empl Current
Select EmpiD [  |period |Hame Status  |DeptID
Rcd
- Absence
- 800000000 2 Sub Mickelby Micholas Active 10289
r 800000000 O Sub Pecksniff Seth Active 10057
[ 200000000 0 Sub Copperfield David Active 10057
M 800000000 O Sub Pirrip,Philip Active 10356
[ 200000000 0 Sub Wilfer, Bella Active 10356
v 800000000 0 Sub Doarrit Amy Active 10057
[ 800000000 0 Mone Summerson Esther Active 10353
[ a00000000 0 Mone Clare Ada Active 10056
Step 3: ]
Scroll down to the bottom of the I | LIE e
page if it is not visible. o 200000000 2 Mone Scrooge Ebenezer
) ) 200000000 0 Mone Darnay,Charles
Click Continue. ™ L
| 2800000000 1 Mone Twist, Oliver
SelectAll | Deselectall| Continue
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Step 4:

You can now use the Enter New
Absence Events section to create
absence entries for this employee.

Please view the Absence
Management Employee User Guide
for information on creating absence
entries.

Report and View Employee Absences

Amy Dorrit

300000000 0

Info Tech Consultant 12 Mo 0420
Common Management System 10057

Click for Instructions

Through |04/30/2011 [l

Beqin Date End Date
- Absence -
*Beqgin Date End Date Duration Unit Type

[Na Time Taken ~| [oan012011 [ [oa3oizo11 [ Add Comments =]

Calculate Duration I

From |04/01/2011 [

Existing Absence Events 10f1 L7 Last

Customize | Find | # First U

Absence
Duration

Unit Type Last Updated By

Absence Hame

Enter New Absence Events

Absence Name

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

Submit

Step 5:
Once you have created the entries,
click Calculate Duration.

Enter New Absence Events

*Beqgin Date End Date Balance |*Partial Days

None

| Sick - Self =] 0422011 [H) 0411212011 [5] 166

| vacation =] 041182011 [5 [04118/2011 [5) 14.83275 [None v[
Calculate Duration I

Timesheet To the best of my knowledge and belief, the information

Absence Name

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

Step 6:
Once you have verified the

absences are correct, click Submit.

Enter New Absence Events

*Beqin Date End Date Balance |*Partial Days

Absence Name

x| 04122011 Bl 041212011 [ 166 [None =]

=] [o4r18r2011 ) [0ar182011 [ 14.83275 [None vl

| sick - self

|Vacatiun

Calculate Duration |

Timesheet To the best of my knowledge and belief, the information

submitted is accurate and in full compliance with legal

and CSL policy reguj
Submit
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Step 7:
You will receive a confirmation that
the entries were submitted.

Submit Confirmation

‘/ The Absence(s) were submitted successfully.

Click OK.
QK I
Step 8: Amy Dorrit

The absence entries now appear in
the Existing Absence Events
section.

«

Any entries you create on
behalf of an employee will
automatically list the Absence
Status as “Reviewed” and the Last
Updated By will be the timekeeper's
name.

300000000 0
Info Tech Consultant 12 Mo 0420
Commaon Management System 10057

Click for Instructions

From |04/01:2011 [x

Existing Absence Events

Absence Name Beqin Date |End Date

Sick - Self 041212011 041212011
04/18/2011 04/18/2011

Through |04/30/2011 [

First El 120f2 El Last

ustomize | Find |

6.00 Hours
6.00 Hours

Reviewed Drummle Estella

Vacation Reviewed Drummle Estella

Step 9:

The employee will automatically
receive an email indicating that an
absence entry has been created on
their behalf.

From: ittraining @Exchange. FULLERTON.EDU Sent: Tue 5/10/2011 9:05 AM
[To: IT Training,

Co

Subject: An Absence Event has been entered for you by a Timekeeper

bl

The following Absence Reguest nas been entered for you by Estella Drummie:

Absence ... Sick - Self
Start Date: 2011-04-12
End Date..: 2011-04-12
Duration..: & Hours

Comments entered with the absence are shown below:

Timekeeper Balance
Inquiry

Timekeepers can view employee
absence/leave balances using the
Timekeeper Balance Inquiry
functionality.

Step 1.

From the main PeopleSoft HR
home page, navigate to Manager
Self Service > Timekeeper Balance

Inquiry.

Search:

& %{} Manager Self Service

[ My Favorites
Navigate to self service information and activities for people reporting to you.

[ CSU SA Baseline

I CSUF HR = Timekeeper Balance Inqui ﬁ Approve Time and ﬁ Report Time
[- Fullerton SA Customizations =l Timekesper Absence Balance Exceptions Report time or request absences.
[+ Self Service Inquiry Approve reported or payable time, =l Timekeeper Absence Entry
- Manager Self Senvice overtime and absence requests,
and manage exceptions
[ Approve ime and =] Timekeeper Absence Review
Exceptions

I Report Time |
- Timekeeper Balance
Inguiry
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Step 2:
. L Timekeeper Balance Inquiry
The following search criteria are
available:
e Department Department.  |10057 & common Management System Hame: ‘
EmpliD: 800000000 | Amy Dorrit EmplRed#: | QL
¢ Name Pay Group: I_Q
° EmpIID Union Code: Q
Payroll Status: I‘\l:twe R HR Status: Active 'I
e Empl Rcd#
I Search I Clear | Refresh Employee List| | ast Refresh was: 05/10/11
e Pay Group

e Union Code
o Payroll Status
e HR Status

Enter the search criteria you wish to
use.

Then click Search.

You may opt to leave the
search criteria blank to view all
employees, but you should leave
both the Payroll Status and HR
Status as Active.
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Step 3:
The search results appear.

There are three tabs of information
on this screen:

e Absence Balances

- Sick, Vacation, and Personal
Holiday balances
e Compensatory Time
- CTO, Holiday Credit, Holiday
CTO, Excess, and ADO
balances
e State Service for Absence
- State Service, State Service
Carryover, Sick Carryover,
Vacation Carryover, and State
FTE Carryover amounts

Click on a tab to view it or to view
all of the available information on
one page, click the Show all

columns icon (

Last Finalized Balances for Employees Administered by
Estella Drummle

" Absence Balances || Compensatory Time | State Service for Absence

Empl u Last
EmpllD Red |Department
Nbr .

Payroll Balances

liame Status

1 Dorrit Ay Active 800000000 0 10057  RO9  2011-01 02i01/2011

174.000

Step 4:
To view additional details on the
balances, click the Detalils icon

(B,

Last Finalized Balances for Employees Administered by
Estella Drummie

[ Absence Balances | Compensatory Time T State Service for Absence

Department

1 Dorrit Amy Active 800000000 0 10057 RO9  2011-01 02/01/2011

Customize | Find | \

First 21 1 of
1 L) Last

174000  14.832 o2

Last Revised: 09/25/15

Page 31 of 42




HR Time Reporting & Absence Review Guide FINAL

Processing Steps Screen Shots

Step 4a:

, . Absence Balance Details
The employee’s balance details

EmplID: 800000000 Amy Dorrit Empl Red#: 0 Last Period Finalized: 2011-01
appear' Department: 10057 Commen Management System Union Code: RO9 Payroll Status: Active
I All Absence Balances
YOU can review a” Of the detalls on ~ Absence Balances Customize | View All | o First (1112072 Last

this page by selecting the arrow | sick T Vacaton [ PersonalHoiday |

Catastrophic

icon ( [> ) next to A” Absence Balances as of Date - Sick Taken Sick Adjusted e y—
1.2011-02 CURRENT - Not Finalized 174.000 0.000 0.000 0.000 0.000 174.000
Balances' 2 2011-01 02/01/2011 168.000 6.000 0.000 168.000 0.000 174.000
3 CONVERSION CONVERSION (01/02/2011) 0.000 0.000 0.000 168.000 0.000 168.000

When you are finished reviewing
this page, click Return.

[ Compensatory Time Balances

I State Service for Absences

LAPP Balance History

Global Payroll & Absence Mgmt
Define payee data, run absence and payroll calculations, run banking process, create reports, and send data to General Ledger,

2011 can be V|eWed us"]g the > Fullerton SA Customnizations Time and Labor, North American Payroll, and Payroll Interface.

[> Self Sei CSU - AM Inguiry CSU - AM History
Leave — Employee Balances e ﬁ CSU Absence l::anagemem- Online Reports and Inquiry ﬁ 5
functionality.

Leave balance history prior to May Ty Be s
[ CSUF HR

CSU Absence Management - History
=] Multi Report & Leave - Employee Balances

[: Reporting Tools

Step 1:

From the main PeopleSoft HR
home page, navigate to Global
Payroll & Absence Mgmt > CSU —
AM History > Leave — Employee
Balances.

_D_Eti 2th EolID of th | Leave - Employee Balances
nter the EmplIL of the eémployee Enter any information you have and click Search. Leave fields blank for a list of all values.

whose history you wish to view.
Find an Existing Value

Search by: [EmpliD 7] begins with[800000000]

You can also choose to Iﬁl
search by employee name. earch ) Advanced Search

Then click Search.

«
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Step 3:
The employee’s leave history prior Employee Leave Balances Employee Comp Time Balances Employee Furlough Balances
to May 2011 appears.
EmpliC: 200000000 Rod#: 0 Pirrip,Philip
Department: 10132 Payrall

You can click on a tab at the top of

the page to select a leave type. Job Code: 1038 Admin Analyst'Spclst 12 Mo
Employee Leave Balances as of Last
Processed Date

Customize | Find | ° First 21 4 of 1 LX| Last

Select History to view detailed State Service Vacation
: Months Sick Balance | Histo Balanc:e
transactions. Date on

05/01/2011 456.000] History 331.188

History Mot Taken

£\ Return to Search | [=] Notify | Previous tab Mext tab

Step 4:

All of the detailed transactions for EmpliD: 800000000 Red#: 0 Pirip,Philip

the leave type appear. Sick Leave Activity Since Last Processed Date

HrsCarriedover| . %) M R enes| Adiustes|Sick Baiance

Click Return when you have 456.000 0.000 0.000 0.000 0.000 0.000 456.000

finished reviewing the transactions. Sick Leave History Customize | Find | View A First [ 142 0173 1 Last
Last Processed Hrs Carried Hrs Hrs CatHrs Cat Hrs Hrs Sick Balance
Date Earned Taken Donated| Received| Adjusted|— —
05/01/2011 443000 8.000 0.000 0.000 0.000 0.000 456.000
040142011 440.000 8.000 0.000 0.000 0.000 0.000 445.000
03/0212011 432.000 8.000 0.000 0.000 0.000 0.000 440.000
0210152011 424.000 8.000 0.000 0.000 0.000 0.000 432.000
01/0142011 424000 0.000 0.000 0.000 0.000 0.000 424.000
1213142010 416.000 8.000 0.000 0.000 0.000 0.000 424.000
12/02/2010 408.000 8.000 0.000 0.000 0.000 0.000 416.000
11/02/2010 400.000 8.000 0.000 0.000 0.000 0.000 408.000
10/0142010 392.000 8.000 0.000 0.000 0.000 0.000 400.000
09/01/2010 384.000 8.000 0.000 0.000 0.000 0.000 392.000
08/01/2010 376.000 8.000 0.000 0.000 0.000 0.000 384.000
0710142010 368.000 8.000 0.000 0.000 0.000 0.000 376.000
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Processing Steps Screen Shots

Step 5:
When you are finished reviewing
the employee’s history, click Return

Processed Date

05/01/2011

Employee Leave Balances

Employee Leave Balances as of Last

Employee Comp Time Balances Employee Furlough Balances

to Search to view another EmplID: 800000000 Red# 0 Pirrip Philip
employee’s history. Department: 10152 Fayroll
Job Code: 1038 Admin Analyst'Spclst 12 Mo

Customize | Find | ° First 21 4 of 1 LX| Last

State Service Vacation
Months Sick Balance | History Balanc:e

132 456.000 History 331.188 History Mot Taken

I £\ Return to Search I [=] Notify | Previous tab Mext tab

Absence Management
Reports

[ Wy Favorites
[: CSUF HR

3 FI.I”EITOI"I SA Customizations

Timekeepers can run several
queries and reports in Absence
Management.

[: Reporting Tools

Global Payroll & Absence Mgmt

Define payee data, run absence and payroll calculations, run banking process, create reperts, and send data to General Ledger,
Time and Labor, North American Payroll, and Payroll Interface.

ﬁcsu - AM Inquiry
CSU Absence Management - Online Reports and Inquiry

=] Multi Report

ﬁ] CSU - AM History
CSU Absence Management - History

=l Leave - Employee Balances

Step 1:

From the main PeopleSoft HR
home page, navigate to Global
Payroll & Absence Mgmt > CSU
Absence Mgmt > CSU — AM Inquiry

> Multi Report.
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Processing Steps Screen Shots

Step 2:

Once you have selected Multi AM Reports

Report, you will need to enter a Run Enter any information you have and click Search. Leave fields blank for a list of all values.
Control ID.

Find an Existing Value Add a Mew Value

You need to have a run control ID in
order to run reports in CMS.

Run Control ID:| begins with = |

Run Control ID identifies specific I Search I Clear |Elasi|: Search Save Search Criteria
run control settings for a particular

report or process.

Click Search to select a Run
Control ID that you have already
created.

If this is your first time running
the report, click Add a New Value.

Step 2a:
To add a Run Control ID, enter
“AM_Reports” (or any other name

you wish to use for the Run Find an Existing Value | Add a New Value

Control).

AM Repeorts

Run Control ID: AM_Reports|

& Run Control IDs cannot have
spaces in the name. Omit any
spaces or use an underscore.

Add

Click Add.
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Processing Steps Screen Shots
Step 3:
The following search criteria are CSU Absence Management - Multi Reports
available: Report Control ID: AM_Reports
e EmpliD
e Empl Red # EmplID: Q Process Monitor __ Submit |
e CSU Unit EmplRed®: | Q@
e Department csuunt | A
e Period ID Department: [10356 IT-Training
PeriodID:  [2011-03 @ Ending Period ID: [2011-03 | Q,
Enter your search criteria. Clear |  Refresh Emplovee List | o Refresh Required (last refresh was: 05110111 00:00)

& Broad search results may
result in a report being so large as
to fail. Try to be as specific as
possible to avoid a failed report.
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Processing Steps Screen Shots

Step 4:
Report Control 1D:
Click on the name of the report you ho AM_Reports

wish to run. Absence Report Search
EmpliD: o

The available reports are:

o Absence Activity Empl Red#: Q
- Lists all absence-related ) I_
activity (including entitlements, Lallio Q
usage, adjustments, and Department: | 10356 QL [T-Training

balances) for each employee

during the period(s) selected. Period ID: 2011-03 &'} Ending Period ID:  |2011-03 2,

e Absence Adjustment

- Lists all of the absence Clear | Refresh Employee List | Mo Refresh Required (last refres

adjustments that have not yet
been processed.

e Excess Plus/Minus — Negative * Click on hyperlink for online query reporting
- Lists all alternate schedule * Check box{es) to include in report run
employees with a negative ~ Monthly Processing
balance of monthly time o Select All
worked for the period(s) M Absence Activi O
selected. [T Absence Adjustment e
* Excess Plus/iMinus — Positive N Excess Plus/Minus - Megative
- Lists all alternate schedule
employees with a positive r Excess Plus/Minus - Positive
balance of monthly time [T  Excessive Hours In Single Day
worked for the period(s)
selected. r Mo Time Reported
e Excessive Hours In Single Day T  Repored Absence Mot Processed
- Lists all employees who have r Reported Absences
reported more hours than they
are scheduled for in a day. N Reported Absences Mot Approved
e No Time Reported

- Lists all employees who have
no reported time for the pay
period(s) selected.

¢ Reported Absence Not
Processed

- Lists all approved absences
that have not yet been
processed by Payroll.

e Reported Absences
- Lists all reported absences for
all employees for the pay
period(s) selected.
o Reported Absences Not
Approved
- Lists all reported absences
that have not been approved
by a manager.
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Processing Steps

Screen Shots

Step 5:
Review the report.

Click on a tab to view it or to view
all of the available information on
one page, click the Show all

columns icon (

To download the records showing
on this page, click the Download To

Excel icon (&) at the top right of
the bar above the results.

For some reports, an
Absence Filter field appears in the
header. Use this field to narrow
down the results by absence type.

Reported Absences Report

Department: 10325 IT-Training
Poriod i 201103 Ending Period i 2017103

L |

CEUEUSALY Mo Time Takin D001 030 000000 M
Training1.CuE CELEU SALN Sk - Family Cane sz paNsR0 B.00000 N
Training1.CMS CBUEU SALN . Vacalion 03292011 032372011 8.00000 N
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5.0 Absence Management Employees Roster

Timekeepers can view additional information about an employee’s job using the Absence Management
Employees Roster. This roster allows you to view information on an employee such as FTE, FLSA, Union Code,
and Supervisor Name.

Processing Steps Screen Shots

Step 1:
From the main PeopleSoft HR
home page, navigate to CSUF HR e

_

./ CSUFHR

U Hurmas F

> Absence Management > Absence :EINP
Mgmt Employees Roster. i
iito
I Pogition Wizard
i ;::‘x ::Ousnm:aﬁvm

| Manager Seif Serdce
. bl Paierel & &b

Step 2:

Enter a department ID or use the Employee Roster
Q Enter any information you have and click Search. Leave fields blank for a list of all values.

magnifying glass icon ( ) to look

up a department ID. Find an Existing Value

Then click Search. SetlD: =~ [FLCMP

2 p

Department:| begins with *||10182
Description: |begins withj|

™ Case Sensitive

I Search I Clear |Elasi|: Search Save Search Criteria
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Department: 10132 Payroll
Staff and Management Roster by Department Customize | Find | View All| irst [ 115 or 15 [¥] Last
rua_me EmpiiD ’?:ﬂ;b&? Hﬁz‘:’e ’Wm AM Pay Group ’g%ﬂ Supervisor Hame
1 Caine,Horatio 800000000 00028607 729 8350 001 1.000000 Monexempt RO8 SAL ROB Havisham,Aurelia
2 Clare Ada 800000000 O 00027709 750 1038 001 1.000000 Exempt  CSUEUSALX  R09 Havisham,Aurelia
3 DedlockHonoria 800000000 O 00023646 729 1038 001 1.000000 Exempt  CSUEUSALX  R09 Havisham,Aurelia
4 DorritAmy 800000000 O 00025634 750 1102 001 0.750000 Nonexempt CSUEU SALX  ROT Havisham,Aurelia
5 Drummie Estella 800000000 O 00024637 729 1035 001 1.000000 Nonexempt CSUEU SALN  RO7 Havisham,Aurelia
§ Flintwinch Affery 800000000 O 00023110 729 1038 001 1.000000 Exempt CSUEUSALX  RO9 Havisham,Aurelia
7 Havisham Aurelia 800000000 O 00023350 729 3306 001 1.000000 Exempt  M80VAC 80 Dickens, Charles
8 Hexam Lizie 800000000 O 00024402 750 1102 001 1.000000 Monexempt CSUEUSALN  ROT Havisham,Aurelia
9 Jellyby,Caddy 800000000 O 00023688 729 1102 001 1.000000 Monexempt CSUEUSALN  ROT Havisham,Aurelia
10 Neckett,Charley 800000000 O 00026798 729 1102 001 1.000000 Monexempt CSUEUSALN  ROT Havisham,Aurelia
11 Peecher,Emma 800000000 O 00023295 729 1102 001 1.000000 Monexempt CSUEUSALN  ROT Havisham,Aurelia
12 Pirrip,Philip 800000000 O 00023285 729 1038 001 1.000000 Exempt CSUEUSALX  RO9 Havisham,Aurelia
13 Summerson Esther 800000000 O 00024081 729 1038 001 1.000000 Exempt CSUEUSALX  RO9 Havisham,Aurelia
14 Wilfer Bella 800000000 O 00024285 750 1102 001 1.000000 Monexempt CSUEUSALN  ROT Havisham,Aurelia
15 Wren,Jenny 800000000 0 00025634 750 1102 001 1.000000 Nonexempt CSUEUSALN  RQ7 Havisham Aurelia
£\ Return to Searchl [=] Notify |

Processing Steps

Step 3:
The Staff/Management Roster appears.

Fields on this roster include:
e Name

e EmplID

e Empl Rec #

e Position Number

e CSU Unit

e Job Code

e CSU Serial

e FTE

o FLSA (Exempt or Nonexempt)
e AM Pay Group

¢ Union Code

e Supervisor Name
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Processing Steps

Screen Shots

Step 4:

Faculty Roster.

Search.

To view information on faculty, click

To return to the Employee Roster
search page, click Return to

Department: 10182 Payroll
Staff and Management Roster by Department
’7 Hame EmpliD
1 Caine Horatio 200000000
2 Clare Ada 200000000
3 Dedlock, Honoria 800000000
4 Dorrit Amy 200000000
5 Drummle Estella 200000000
6 Flintwinch Affery 800000000
7 Havisham,Aurelia 200000000
8 Hexam Lizzie 800000000
8 Jellyby, Caddy 800000000
10 Meckett, Charley 00000000
11 Peecher,Emma 00000000
12 Pirrip Philip 200000000
13 Summerson,Esther 00000000
14 Wilfer Bella 200000000
15 Wren Jenny 200000000
| & Return to searcn | (=] notify |
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6.0 Field Definitions

The following table is a list of field names and their definitions used throughout this guide.

Field Definition

EmplID The employee’s Campus-Wide ID/Employee ID.

Empl Red The employee record number of the position.

Current Period Absence Indicates the status of the employee’s absence entry for the current month.

Values include:

¢ None: no absence entries have been submitted.

e Sub: the employee has submitted an absence entry.

e Appr: the employee’s submitted absence entries have been approved by a

manager.
Name The name of the employee.

Status The employee’s status.

Dept ID The department ID to which the employee reports.

Dept Name The name of the department to which the employee reports.

Job Code The job code for the employee’s position.

Job Title The job title for the employee’s position.

Full/Part Time Indicates whether the position is full-time or part-time.

Rcd# The employee record number of the position.

Absence Name The type of absence.

Begin Date The starting date of the absence.

End Date The ending date of the absence.

Duration The duration of the absence.

Unit Type What unit the duration is in (i.e. Hours, Days, etc).

Review Status Indicates whether the absence entry has been reviewed by either the

timekeeper or the manager. Values include Reviewed or Needs Corr. The
status may also be blank.

Entry Comments Indicates if there are any comments associated with the leave.

Add Comment Allows timekeeper to add a comment.
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