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The Attendance Certification Report is used to certify employee leave usage at the end of each pay

period.

The Attendance Verification Report is used to reconcile leave balances to time submitted on the

Attendance Certification Report.

Frequency: Monthly (once per pay period).

Step 1:

From the My Workplace

homeEaie, navigate to the
link.

A new window will open.

Both the LAPP Certification and
Verification Reports are found here.

CALIFORNIA STATE UMIVERRITY, RULLERTOMN

[ledyard | Fridasy, Sugusk 1, :

B My Workplace
Financial Repaorts

HR. Feparks

@ Distributed Reports

Step 2:

Next, click on the LAFF Reports
link.

My workploce |

& My Workplace

Financial Reports

@ Distributed Reports

S | app rtsm

HF. Reparts

Step 3a:

Click 552 | to view a list of all the
LAPP reports you have access to
view.

Search Yiew

Selected Search Template: PBPRDCE » 9 LAPP Reports
# Hide Search Criteria

Select Search Criteria

Pay Period | evvevang

[
Group ID [ Elemamsy
[

Run 1D

| v _msTy

i greater than or aguat o T8 Clear tmidiyyd

5 Jess than or equal to 8] cest Mmpdryy)

Report Dats

Report Date

Report Titls™

(/ Search DjCIear Search Criteria
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Step 3b:
To filter your reporting results, Selected Search Template: PBPRDCE > 9 LapPP Reports
enter any of the following criteria: A Hide Search Criteria
- Pay Period (YYYY/MM) Select Search Criteria
- Group ID (i.e. 999MS) Pay Period (Y
- RunID (YYYYMM_MST) Group 1D [157m5 =] roooms)
- Report Date great than . b
- Report Date less than -
- Report Title Report Date i greatar Bhan or egual fo I— H Clear (MMdjy)
Then click e | Report Date i fogs Ehan or agual fo I— H Clear (MMjdiyy)
Report Title” =
Search Clear Search Criteria
Step 4:
Report Title Pay Period Group ID Run ID
A list of available reports is displayed. ) Attendancs Verification Repart 200805 057M5 200805_MT
E Attendance verification Report 200504 057M3 200504 _M3T
@ Attendance Certification Report 200304 057MS 200304 _MST
E Attendance Certification Report 200505 057M3 200805 _MaT
'@ Attendance Certification Report 200505 057MS 200805 _MST
Step 5:
Report Title Pay Period Group ID Run ID
Next, click on the appropriate link T attendance Certification Report 200805 214M5 200805_MST
to access the report_ '@ Attendance Certification Report 200505 215M35 200505 _MST
%Attendance Certification RepoD 200305 216M3 200305 _MST
Attendance Certification Repart 200305 218M3 200305 _MsT
'@ Attendance Certification Report 200505 220M35 200505 _MST
3 '@ Attendance Certification Report 200305 221M3 200305 _MsT
&If you have access to multiple
Group ID’s you must open each
report individually.
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Step 6a:

The Attendance Certification Report opens in a new window. Refer to “Using Certification & Verification
Reports.”

Repart ID: FULLADOY California Btata University, Pullarten Repert Dua: 01/31/2007
Attendanca Cartification Bsport

Pay Pariod: Jamuary, 2007 Rgency Unik: 242,541 Supparting 634 Forms ars Aktachad

01/01/2007 Ehru 017302007 Dapt ID: 10057 Pags 4 of 4

Plazea rofar to tha CEUF Attendance web eita for instructiocne on completing tha Attendance Cartification Report.

Enployes’s Enpl erpl | FLSa | deb | sRr ceip{ FTE | Eick Siak vac vaz e cro | oo HOL HOL HOL | EX | va= other
Hana m EEETY Cada Bal Usad Bal tsad Bal | Ussd Bal | Used R = ) Usad | Hrs | Rate
Eal Bal Bal

Eatkar, BR BOOEES405 o n | o400 03 mes [1.00] 23500 10600 1.on o.00 @00 000 b.00 | 16000

Burns, Md | BONSE4EES | [ | I | 1o:a| 1¢3| ROD | 1.no| 59.3o| | 1ss.oo| | 1.00 | | 2.0 | | .00 | 0.00 | | n.w| 1o.ono| |
| Lazwahactg, T | BOIEIEE4E | o | 7] | ounl oml ROD | 1.ao| zz.nol | 25.;7| | 1.00 | | o.on | | o.o0 | n.00 | | n.nn| s.ss-l |
| Rivars, J9 | BON100E45 | [ | 3 | mnl 124| RS | 1.no| 21s.no| | 124 Tol | 1.0 | | 2.0 | | .00 | 0.00 | | n.w| 1o.ono| |
| Rivers, MH | BOB1OB1ET | o | X | 331z| 1nz| ) | 1.ao| 3oz.no| | 3os.oo| | 1.00 | | 0.00 | | .00 | .00 | | n.nn| 15.0no| |
gavar, ¥E | BIZZABETE | [ | I | mnl nsi ROD | 1.no| ss.sol | 731.34 | | 1.00 | | 2.0 | | .00 | 0.00 | | n.w| s.er-l |
Watsrs, DD | BONE2T2E4 | o | 3 | 1ozn| 1251 0D | 1.no| 229.no| | 232.oe| | 1.00 | | 0.00 | | 0.00 | 0.0 | | n.w| 11.:23| |
|w1111ngmn. DR | BP9913108 | [ | I | nosl oosl H20 | 1.no| sqo.nol | das.ool | 1.00 | | 0.00 | | ©.00 | 0.00 | | n.w| 1s.ono| |

I approvs tha use of laave benafits as indicated. I understand pubstantiation chall ba
raguirad ard attachad for Jury duty, and gubposmasd witness in accordancs with
Eargalning Unit Contracts and/or CSU policise.

Eignaturs of Supsrviscr Data
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Step 6b:

The Attendance Verification Report opens in a new window. Refer to “Using Certification & Verification
Reports.”

Report ID: FULLAOO4 Attendance Verification Report Fage Ho. 4 of 4
For January Fun Dat= 02Z/01/2007
Fun Tim= 11:17:2&
Department: 10057 M2 Froject
Flan Starting Ending
Hame= EnplID FEodf Tvp= Ben=fit Fla=n Balarmo= Earn=d Tak=n Adjusted EBslance
Barkear, Bob B2IBLE IS a Ea 2ick 33.00 2,00 [ le] Q.00 244.00
E1 dradsd Vacation {384 hour max) 1o08.00 18,00 Ly aln} Q.00 1z2.00
E4 State Zervice (in months) 11.00 1.00 Ly aln} Q.00 233.00
Persomal Holiday 1.a90 [cpia le] [ le] Q.00 1.00
CTD 0.00 0.0 Ly aln} Q.00 Q.00
Burns, H=lani= BOOES4ESS a =4 Bick E2.30 g.00 Ly aln} Q.00 &7.30
E1 dradsd Vacation (272 hour max) 1E5g8.00 10,00 Ly aln} Q.00 158,00
E4 State Service {in months) E&.00 1.00 Ly aln} Q.00 E7.00
Perconal Holiday 1.00 0.0 Ly aln} Q.00 1.00
CTD 0.00 0.0 Ly aln} Q.00 Q.00
Leavefocotg, Tast BIZ8I6E4E a =4 Bick 3z.00 g.00 Ly aln} Q.00 40,00
E1 dradsd Vacation (272 hour max) 2E.8T7 E.87 Ly aln} Q.00 3.3
E4 State Zervice (in months) 4.0 1.00 Ly aln} Q.00 5.00
Perconal Holiday 1.00 0.0 Ly aln} Q.00 1.00
CTD 0.00 0.0 Ly aln} Q.00 Q.00
HoLeamve  Teck 832826200 a =4 Bick 1&.00 g.00 Ly aln} Q.00 Z4.00
E1 dradsd Vacation {384 hour max) 12.33 E.87 Ly aln} Q.00 Z0.00
E4 State Zervice (in momths} Z.00 1.00 Ly aln} Q.00 3.00
Perconal Holiday 1.00 0.0 Ly aln} Q.00 1.00
CTD 0.00 0.0 Ly aln} Q.00 Q.00
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