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1.0 Accessing Manager Self Service

The Manager Self Service menu allows managers to access employee absence information and approve reported
absences.

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. . o — -
it Apps [ Califomnia State Univ...
Step 3: = — i
Click on the Portal Login button. / B California State University % ‘t._k |
&« C [ www.fullerton.edu
% Apps  [Y California State Univ..

PORTAL LOGIN

CALIFORNIA 5TATE UNIVERSITY

FULLERTON
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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:
The Manager Self Service menu is
located on the Titan Online page.

You can now click on a link in
Manager Self Service to access that
functionality.

CALIFORNIA STATE UNIVERSITY, FULLERTON

© csur wee # CSUF PEOPLE

keyword(s)

This area will contain announcements of Profile Information
any planned downtime or other important _
infarmation. =] Personal =| Health Plans
Information Summary
Eor mare information on the New Titan AR SeTEents
Online e ——

P
E Summary

Views All Articles and Sections

Contacts

Catalog/Schedule of Classes (2] =]

&DC

Course Catalog Search

Welcome Aurelia Havisham
Personalize Content Lavout Fri, May 13, 11 12:10 PM
System Messages [ @ E M Employee Self Service (=]
Welcome to the New Titan Online 1My Personal I My Benefits 1 My Payroll and CiMy Absence

=| and LTD Plans

Compensation Management

T
History
Employee Pay
Stub

t =l Report and Yiew

=| Class Schedule Search Manager Self Service

[ Manage Employee Absences

eContent

rove Reported Absences
Enter Emplovee Absences
anager Balance Inguiry

|i‘j_‘| My Workplace
@ A My Workplace provides access to
Electronic Forms, Workflows Processes,

=] Absence Mgmt Reports

and Dennrts far Financs Human

[ Training Resources

Step 8:

To return to the main Titan Online
page, you can click Home at the top
right of your screen.

To log out of the system, click
Logout.

CALIFORNIA STATE UNIVERSITY, FULLERTON

welcome Aurelia Havisham

Personalize Content Lavout Fri, May 13, 11 12:10 PM

System Messages E E E M Employee Self Service

@ csuF wee ‘@ CSUF PEOPLE

keyword(s)

Welcome to the Hew Titan Online

Cimy Personal LMy Benefits

Thig area will contain announcements of Profile Information
any planned downtime or other important _ _
information. =] Personal =| Heafth Plans

Cipy Absence
Management

iy Payroll and
Compensation

Compensation Report and View

Last Revised: 09/25/15
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2.0 Reviewing & Approving Reported Absences

FINAL

Managers can review and approve absences entered by employees using the Manager Self Service menu.

Processing Steps

Screen Shots

Approving An Absence
Entry

Step 1:

On Titan Online, click on Approve
Reported Absences on the
Manager Self Service box.

Manager Self Service

£ Manage Employee Absences

Approve Reported Absences

nier Employee Absences
Manager Balance Inguiry

Absence Mgmt Reports

[ Training Resources

Last Revised: 09/25/15
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Processing Steps

Screen Shots

Step 2:

A list of the employees for whom
you are the designated manager
appears.

By default, the list is sorted by the
Name field. You may click on a
column name to change the sort
order.

The column at the far right indicates
whether the employee listed is a
manager and you can click on the
icon (&it) to view the employees
that report to that manager.

®

The Click for Instructions
link in the header provides both
quick and detailed instructions.

Aureha Havrsham

Click for Instudlions

Approve Reported Absences

| 800000000 0 Sub FockelHerben A Al 10356 IT-Training bazo Inte Tech Consultant 12 Mo Full-Time
| 800000000 0 Sub Pimg, Philig Active 10356  IT-Training 1038 Agmin AnalystSpaist 12 Mo Full-Time
I BOUORODUO O sk Dot Ay Achive 10057 Commen Management System bazo Infe Tech Consultant 12 Mo Full-Time
r 00000000 O Sub Nickelby Micholas Aty 10057  Cormmon Management Syslem 0420 Info Tech Consultant 12 Mo Full-Time
I B00000000 O Mone Packsnift.3eth Active 10353 [T-Applicasions Senices 0420 Infe Tech Consultant 12 Mo Full-Time
| i E00000000 O Hone Wilter Belita Aty 10173 IT - Data Metwork 2312 Admingstrator I Full-Tirma
T 800000000 0 Mong Clare Ada Adtive 10008 1T - Administration ez Agminéstrator i Full-Time

Field Description

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

e 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.

Last Revised: 09/25/15
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Processing Steps Screen Shots
Step 3: Approve Reported Absences

Place a check mark next to the
employee(s) whose absence entries Aurelia Havisham

you wish to review/approve. Cliatcfor Instrucfians
Employees Customis
L4
. . Select EmpliD me Status  [DeptID |Dept Name Job Code
Selecting multiple employees
from thlS ||St a."OWS you to reVieW m 800000000 O Sub Pocket Herbert A Active 10356  IT-Training 0420
. y ||7 g0ooooooo 0 Sub Pirrip,Philip Active 10356 IT-Training 1038
and approve multiple employees
m 800000000 O Sub Dorrit Amy Active 10057 Common Management System 0420
absences. - -
I 800000000 O Sub Nickelby Micholas Active 10057 Common Management System 0420
i 800000000 O MNone Pecksniff, Seth Active 10353 IT-Applications Senices 0420
[ 500000000 O Mong Wilfer,Bella Active 10173 IT - Data Netwark 3312
i 800000000 O MNone Clare Ada Active 10008 IT - Administration 3312
Step 4: .
Scroll down to the bottom of the I ] Mone LE0GErrE e
page if it is not visible. o 200000000 2 Mone Scrooge Ebenezer
) ) I 800000000 0 Mone Darnay,Charles
Click Continue. o
- 800000000 1 Mone Twist, Oliver

You have the option to _
Select All employees who have

submitted absence entries at the Select All | Deselect All |

bottom of the page.

Last Revised: 09/25/15 Page 9 of 25
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Processing Steps

Screen Shots

Step 5:

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

Check the Review Status column
for each absence entry.

A status of “Reviewed” indicates
that the timekeeper has reviewed
the entry for accuracy.

A status of “Needs Corr” indicates
that the timekeeper has found a
problem with the absence entry that
the employee needs to correct.

The Review Status is not a required
field for approving an absence
entry. Managers may approve
entries without a Review Status
and/or change the Review Status.

Approve Reported Absences

Aurelia Havisham

Click for Instructions

1800000000 0 Pirrip,Philip
2 800000000 0 Pirrip Philip

Sick - Family Care 03/15/2011 03/15/2011 8.00 Hours r Reviewed ~| |Enty Comments Add Comment
Vacation 03/29/2011 03/29/2011 8.00 Hours r Reviewed ¥ Add Comment

Select Al Deselect Al

Return to Emplovee List

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).

Approve Allows manager to place a check mark

to mark the absence entry as
approved.

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 manager to add a comment.

Step 6:

If there are comments for an
absence entry, click Entry
Comments.

Comments in the Entry
Comments field were entered by
the employee. Comments in the
Add Comment field were entered by
either the timekeeper or the
manager.

Existing Absence Events

EmpliD Rcd# [Name

1800000000 0 Pirrip,Philip
2 800000000 0 Pimip Philip

customize | Find | 8 First (] 1.20r2 [F] Last

Absence Hame (Begin Date |EndDate |Duration |Unit Type [Approve |Review Status %mem! Add Comment

Sick - Family Care 03/15/2011 03/15/2011 8.00 Hours r Reviewed = ||Eniry Comments|Add Comment
Vacation 03/29/2011 03/28/2011 8.00 Hours r Reviewed ¥ Add Comment

Last Revised: 09/25/15
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Processing Steps Screen Shots
Step 6a:
Review the comment. Absence Event Comments
Then click Return to Entry Page. 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 ;l

|Return to Entry Page |

Step 7:
To add a comment for an absence
entry, click Add Comment.

Existing Absence Events C Find | 28 12012 P Last
EmpliD ,E Name Absence Hame  |Begin Date |End Date |Duration |Unit Type [Approve |Review Status %ﬂem ‘Add Comment
18000000000 Pirmip,Philip Sick- Family Care 031512011 03152011 800 Hours I [Reviewed =] EntvC dd Comment
2 800000000 0 Pirrip,Philip Vacation 03/29/2011 03/28/2011  8.00 Hours r [Reviewed =] Add Comment

Step 8:

Place a check mark in the Approve
column for each absence entry that
you are ready to approve.

[Existing Absence Events First 1] 12 012

Entry.
EmpliD Red# (Name Absence Name  [Begin Date |End Date u e
1 800000000 0 Pirrip,Philip Sick - Family Care 03/15/2011 03/15/2011 8.00 Hours I Reviewed | Eniry Comments Add Comment
2 800000000 O Pirrip, Philip Vacation 03/29/2011 03/29/2011 8.00 Hours I~ Reviewed = Edit Comment

Step 9:
Click Submit to approve the

selected absence entries.

Absence Requests Cu: | Find | First *) 1202

r EmpliD Rcd# (Name Absence Name |Begin Date |EndDate  |Duration |Unit Type |Approve [Review Status
1800000000 0 Pirrip,Philip Sick-Family Care 03/15/2011 031152011 8.00 Hours ~ Reviewed »| Entrv Comments Add Comment
2 300000000 0 Pirrip,Philip Vacation 03/29/2011 03/29/2011 8.00 Hours ~ Reviewed ¥ Edit Comment

Select Al Dese\eaAHl I Submit I

Return to Emplovee List

Last Revised: 09/25/15
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Processing Steps

Screen Shots

Step 10:

You will receive a confirmation
message indicating that the
absence entries were approved.

Approval Confirmation

Two Absence Events were approved and any Review Status
changes were saved.

If you did not approve all absence
entries for the employee, you will be
returned to the Approve Reported
Absences page for the employee.

Click Return to Employee List to
approve absence entries for
another employee.

Click OK.
All the Absent Events from your selection have been approved. You
will now be returned to the Approve Reported Absences page.
Step 10a: 1 ot 2]

1 800000000 O Pocket Herbert A Sick - Family Care 02/09/2011 02/08/2011 4.00 Hours I Needs Corr >| Enty Comments Add Comment

SelectAl |

Return to Emplovee List

Deselect All| Submi

Step 11:
You are now viewing the employee
list.

In the Current Period Absences
column, Appr now appears for the
employee whose absence entries
were just approved.

You can now continue approving
absences or log out (see section 1).

Approve Reported Absences

Aurelia Havisham

Click for Instructions

Employees Customiz
Select EmpliD %’p_l ﬁ Hame Status |DeptlD (Dept Hame Job Code
= Absence
| a000o0000 O Sub PocketHerbert A Active 10356 IT-Training 0420
r 200000000 0 IAppr Pirrip, Philip IAclwe 10356 [T-Training 1038
i 800000000 0 Sub Dorrit Amy Active 10057 Common Management System 0420
- 800000000 O Sub Nickelby MNicholas Active 10057 Commen Management System 0420
il 800000000 O Mone Pecksniff, Seth Active 10353  IT-Applications Senices 0420
r 800000000 0 MNone Wilfer,Bella Active 10173 IT - Data Network 3312
- 800000000 O Mone Clare Ada Active 10008  IT - Administration 3312

Last Revised: 09/25/15
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Processing Steps

Screen Shots

Approving An Absence
With “Needs Corr” As
Review Status

The “Needs Corr” review status is
used when the timekeeper finds a
discrepancy between the absence
entry and his/her records.
Managers have the authority to
change the review status and
approve these absence entries.

Step 1:

If the Review Status of an absence
entry is “Needs Corr,” first check
with the timekeeper to ensure that
the required correction was
completed.

1300000000 0 PocketHerbert A

Sick - Family Care 02/09/2011 02/09/2011

4.00 Hours

-

Needs Corr

[Entry Comments Add Comment

Select Al Deselect Al

Supmit

Return to Emplavee List

Step 2:

Select Reviewed from the drop
down menu in the Review Status
column.

400 Hours

First L

10of1

Meeds Corr

Step 3:

You can now place a check mark in
the Approve column for the
absence entry.

Then click Submit.

To mark all absence entries

on the page as Approved, click
Select All.

Absence Requests

First [ 1071 LM Last

EmpliD Red# |Name Absence Name  |Begin Date (End Date |Duration |Unit Type |Ar

1800000000 0 Pocket Herbert A

Sick - Family Care 02/09/2011 02/09/2011

4.00 Hours

"

Reviewed =

Entry (Add Comment
| Comments

Entry Comments Add Comment

SelectAll | DeselectAll |

I Submit I

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

Step 4:
You will receive a confirmation that
the absence entries were approved.

Approval Confirmation

‘/ One Absence Event was approved and any Review Status changes

Click OK to return to the employees were saved.

list.
All the Absent Events from your selection have been approved. You

will now be returned to the Approve Reported Absences page.

Retummg An Abs_ence Duration | Unit Type | Approve Review Status
Entry For Correction | |

If there is an error in an absence 8.00 Hours
entry that needs to be corrected

0.00 Days 5
before you can approve it, you can ¥ Meeds Corr
return the entry to the employee for £.00 Hours |
correction.
Step 1:

Select Needs Corr from the drop
down menu in the Review Status
column for the absence entry that
needs correction.

Step 2:

Entry
Click Add Comment to add a Unit Type |A ‘ pprove | Review Status Comments Edit Comment

comment for the entry that needs

correction. Haours r I I Entry Comments Edit Comment
Days r INeeds Corr 'I Add Comment
Hours I IReuiewed *I Add Comment

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

Step 3:

Enter a comment indicating what Approval Comments

the employee needs to correct for

the absence entry. 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 Paae link.

Click Save Comments. You have entered that no time was taken. My records show that you took a sick day on 21511, -
Please update your absence entry.

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

I Save Comments I

Steg 4. Absence Requests First [ 14 014 ] Last
H H o [EmplID [Rcd# | Name |Absence Name Begin Date |End Date Duration | Unit Type (Approve |Review Status Edit Comment
Click Submit to update the Review T Comments
1 800000000 0 Dorrit, Amy Sick - Family Care 01/07/2011 01/07/2011 8.00 Hours Reviewed | Entry Comments Edit Comment
Status Of the absence entry 2 800000000 0 Dorrit,Amy Mo Time Taken  02/01/2011 03/01/2011 0.00 Days | Needs Corr ¥ Edit Comment
3 800000000 0 Dorrit, Amy Sick - Self 0412/2011 04/12/2011 6.00 Hours r Reviewed ¥ Add Comment
4800000000 0 Dorrit, Amy Vacation 04182011 04/18/2011 6.00 Hours r Reviewed = Add Comment
Select All Dese\ec\AHl I Submit I

Step 5:
You will receive a confirmation that Ap p rOUﬂl CG nfi m ﬂtiﬂ n

the changes were saved.

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

Steg 6: Existing Absence Events Custoize | Find | &
. - EmpliD |Red# |Name [Absence Hame  (Begin Date |End Date |Duration | Unit Type (Approve Review Status
Click Return to Employee List to r —

K i 18000000000 DorritAmy Sick - Family Gare 01/07/2011 010722011 8.00 Hours I~ [Reviewes =] Enly Comments Edit Comment
review/approve absence entries for 2800000000 0 DorritAmy NoTimeTaken ~02/01/2011 03012011 0.00 Days I [NeedsConz Edit Comment
another employee 3800000000 0 DorritAmy Sick - Self 0411212011 041122011 6.00 Hours I [Reviewes ~ Add Comment

4800000000 0 DorritAmy Vacation 0411872011 0411812011 6.00 Hours I [Reviewes ~ A0d Comment
selectall | Deselectal | Submit

Last Revised: 09/25/15 Page 15 of 25



HR AM Manager Guide FINAL

3.0 Entering Absences on Behalf of an Employee

Managers can use the Manager Absence Entry feature to enter absences on behalf of an employee.

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

Processing Steps Screen Shots
Step 1: Manager Self Service =]
On Titan Online, click on Enter —
1 Manage Employee Absences 1 Training Resources
Employee Absences on the
Manager Self Service box. B 220
Manager Halance Inguiry
= Absence Mgmt Reports
Step 2: Manager Absence Entry
A list of the employees for whom
you are the designated manager Aurelia Havisham
appears. Click for Instructions
Employees Customi|
Ci it
Place a check mark next to the Select  |Empip S Potiod  |Name Status |DeptID |DeptHame Job Code
employee(s) for whom you wish to e
b t . i 800000000 O Sub Pocket Herbert A Active 103586  IT-Training 0420
Create absence entries. - 800000000 O Sub Firrip,Philip Active 10356 IT-Training 1038
ml 800000000 0 Sub Dorrit Amy Active 10057  Common Management System 0420
I|7 800000000 O Sub Drummle Estella Active 10057  Common Management System 0420
il 800000000 O Mone Pecksniff, Seth Active 10353  IT-Applications Senices 0420
r 800000000 O Maone Wilfer,Bella Active 10173 IT - Data Metwork 3312
- 500000000 O Mone Clare Ada Active 10008  IT - Administration 3312
Step 3:
200000000 0 Mone i
Scroll down to the bottom of the r DedlockHonoria
page if it is not visible. I 800000000 2 Mone Scrooge Ebenezer
) ) N 200000000 0 Mone Darnay,Charles
Click Continue.
I 200000000 1 Maone Twist, Oliver
SelectAll | DeselectAll| Continue

Last Revised: 09/25/15 Page 16 of 25
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Processing Steps

Screen Shots

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

Estella Drummle

200000000 0

Admin Support Coord 12 Mo 1035
IT-Academic Technology 10056

Click for Instructions

From |05/01/2011 [5

Existing Absence Events

Through |05/31/2011

Absence Hame

Customize | Find | i

Absence Unit T

in Date End Date

Duration

First % 1 of 1 LX| Last

Last Updated By

Date dD

[Ne Time Taken ~| [osi0ti2011 [ (05312011 (5

When a manager creates an
absence entry on behalf of an
employee, the absence is
automatically approved when it is
submitted.

Add Comments [=]
Calculate Duration |
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/ Approve |
Return to Emplovee List
Step 5: Ab
Once you have created the entries, Absence Name Beqin Date d Date Balance Days |5 o pe
click Submit/Approve. [Vacation =] 051232011 [ [05/31:2011 [ 224852 [None -] 48.00 Hours

Calculate Duration |

[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 / Approve

Step 6:
You will receive a confirmation that
the entries were submitted.

Click OK.

Submit Confirmation

“ The Absence(s) were submitted successfully.

]

Last Revised: 09/25/15
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Processing Steps Screen Shots
M [-:-:l.-':-llr-g Absenco Evenls

The absence entries now appear in e i
the Existing Absence Events
section, indicating Absence Status
as already “Approved” and was
“Last Updated” by you.

Vacalien 05222011 05312011 4800 Hours | Anpatvied  HintEham, Aunedia a

Endor Hurw Absence Events

Abaence e

INl;r'I'lml Taken "PI .!IM'I-‘EI}T.'I n -ﬂ&ﬂ{-‘ﬂﬁ'l;l T Add Comments I}] IEI

Click Return to Employee List to Calcuiate Duraton |
enter absences for another e
Limeangs To he best of my knowledge and belied the infarmation
employee. submitied ts accurate and in Tl compliance with legal
and C5U polkcy requirements.
Swbemill | Approve

Refyum 1o Emiploy 5
Ste 8: From: ittraining@Exchange. FULLERTON.EDU Sent: Thu 5/12/2011 2:25 PM
The employee will automatically = AT,
receive an email indicating tha_t an Subject: An Absence Event has been Entered for you by a Manager
ab;ence entry has been created on The following Absence Reguest has been entered for you by Aureliz Havisham: =
their behalf.

Absence ... Vacation
Start Date: 2011-05-23
End Date..: 2011-05-31
Duration..: 48 Hours

Comments entered with the absence are shown Below:

Last Revised: 09/25/15 Page 18 of 25
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4.0 Manager Balance Inquiry

Managers can view employee absence/leave balances using the Manager Balance Inquiry functionality.

Processing Steps Screen Shots
Step 1. Manager Self Service =]

On Titan Online, click on Manager
Balance Inquiry on the Manager
Self Service box.

Manage Employee Absences Training Resources

Approve Reported Absences
Ll3n3oer fhesnes Fotos
Manager Balance Inguiry I
S DEEeT e N RepoT e

Step 2: Manager Balance Inquiry
The first time you access this

component, you will be required to Department | ]@ Name: ‘
click Refresh Employee List. EmpliD: Q EmplRcd®: | QL
Pay Group: I_Q
UnionCode: | O

o Payroll Status: | Active = HR Status: Active =
The RefreSh Employee L|St Security data has not been created. Refresh is required

process generates a current list of
all active employees for whom you
are the designated manager.

Step 2a:
Click OK. Building Security List of Employees - Press "OK" to Build List, or press CANCEL to use existing List
® This Process builds or rebuilds a List of Employees for whom you, as a Manager or ﬂ
. Timekeeper are responsible. It is designed to improve perfarmance, and only
It may take several minutes needs to be performed when semething changes in that relationship, or the listis
for this process to run. older than a set time (default 0 days) - in which case the list must be refreshed.

Depending upan the number of Employees - it may take a some time to build.

The systermn will enforce the build for the first time, as well as for lists older than the
settime (default 0 days). The list may be refreshed manually at any time.

Upan pressing "Refresh Employees”, this message will be displayed.
Fress QK to Continue with the build, or Press CANCEL to go ahead without
updating the list.

I 0K I Cancel
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Processing Steps Screen Shots
Step 3: Manager Balance Inquiry
Check the Last Refresh date.
Department: | Q HName: [
If it is more than 5 days in the past, EmpiiD: o EmpiRea#: | R

Pay Group: Q
Union Code: Q
Payroll Status: | Active = HR Status: Active 2

|f nOt, COntinue to the next Step_ Search | Clear | Refresh Employee L\sll

click Refresh Employee List.

Step 4.
e . L Manager Balance Inquiry
The following search criteria are
available:
° Department Department: 10057 Q Common.Mﬁnagemenl System Hame: |
EmplID: 800000000 X3 Amy Dorrit Empl Rod#: Q
¢ Name Pay Group: Q
Union Code: Q
¢ Emp”D Payroll Status: | Active 'I HR Status: I.‘\Cl\ve x
° Empl RCd# I Search I Clear | Refresh Employee List| | ast Refresh was: 05/12/11
e Pay Group

e Union Code
o Payroll Status
¢ 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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Processing Steps

Screen Shots

Step 5:
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
Aurelia Havisham

[ Absence Balances T Compensatory Time: T State Service for Absence

Payroll
Status EmpliD

Active 800000000 0 10057 RO9

o

1 Dorrit Amy

2011-01 02/01/2011 174.000 14832 0

Customize | Find | view A1 B First [

Last Finalized Balances for Employees Administered by
Aurelia Havisham

appear.

You can review all of the details on
this page by selecting the arrow
icon () next to All Absence
Balances.

When you are finished reviewing
this page, click Return.

Steg 6: [ Absence Balances T Compensatory Time | State Service for Absence
To view additional details on the
balances' CIICk the Detalls Icon 1 Dorrit,Amy Active 800000000 0 10057 RO9 2011-01 02/01/2011 174.000 14.832 1
=13
=N
Absence Balance Details
Ste 6a i EmplID: 800000000 Amy Dorrit Empl Red#: V] Last Period Finalized: 2011-01
The employee’s balance details Department: 10057 Common Management System Union Code:  R09 Payroll Status: Active

I All Absence Balances

~ Absence Balances Customize | View All | o first[U1a0ra [ Last

Sick Vacation Perzonal Holiday
Previous Catastrophic
Period ID Balances as of Date Sick Balance Sick Earned| Sick Taken Sick Adjusted Sick Donated Sick Balance
1.2011-02 CURRENT - Not Finalized 174.000 0.000 0.000 0.000 0.000 174.000
2201101 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

[ Compensatory Time Balances

I State Service for Absences
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5.0 Absence Management Reports
Managers can run several queries and reports on Absence Management.
Processing Steps Screen Shots
Step 1: Manager Self Service =]
On Titan Online, click on Absence = f— D B Training R
Manage Employee Absences Training Resources
Mgmt Reports on the Manager Self danage cmployee: Sences ralmm esources
Service box. IEl Approve Reported Absences
=] Enter Emplovee Absences
angaer Balance Inguiry
Step 2:
You will need to enter a Run AM Reports
Control ID. Enter any information you have and click Search. Leave fields blank for a list of all values.

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

Find an Existing Value Add a Mew Value

Run Control ID:| begins with = |

Run Control ID identifies specific

run control settings for a particular I Search I Clear |E|35il2 Search Save Search Criteria

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

AM Repeorts

Control).

you wish to use for the Run Eind an Existing Value | Adda New Value

Run Control ID: AM_Reports|

& Run Control IDs cannot have
spaces in the name. Omit any

Add

spaces or use an underscore.

Click Add.
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Processing Steps Screen Shots
Step 3: i
Check the Last Refresh date. CSU Absence Management - Multi Reports

Report Control ID:  AM_Reports
If it is more than 5 days in the past e
or if the system indicates that a EmplID: Q Process Monftor _Submit_|
refresh is required, click Refresh Empl Red#: Q
Employee List. CSU unit Q

Department: Q,
If not, continue to step 4. Period ID: Q

Clear | Refresh Employee List | INU Refresh Required (1ast refresh was: 05/10/11 00:00) |
Step 3a:
Click OK. Building Security List of Employees - Press "OK" to Build List, or press CANCEL to use existing List
® This Process builds or rebuilds a List of Employees for whom you, as a Manager or ﬂ
. Timekeeper are responsible. It is designed to improve perfarmance, and only
It may take several minutes needs to be performed when semething changes in that relationship, or the listis

for this process to run. olderthan a set time (default 0 days) - in which case the list must be refreshed.

Depending upan the number of Employees - it may take a some time to build.

The systermn will enforce the build for the first time, as well as for lists older than the
settime (default 0 days). The list may be refreshed manually at any time.

Upan pressing "Refresh Employees”, this message will be displayed.
Fress QK to Continue with the build, or Press CANCEL to go ahead without
updating the list.

I oK I Cancel

Step 4:
The following search criteria are CSU Absence Management - Multi Reports
available: Report Control ID: AM_Reports
e EmpliD
e Empl Red # EmplID: Q Process Montor _ Submit |
e CSU Unit Empl Redé#: Q.
e Department CSU Unit Q
e Period ID Department: |10356 Q [T-Training

Period ID: 2011-03 Q Ending Period ID:  [2011-03 Q,
Enter your search criteria. Clear |  Refresh Employee List | o Refresh Required (last refresh was: 05/10/11 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 5:
Click on the name of the report you
wish to run.

The available reports are:
o Absence Activity

- Lists all absence-related
activity (including entitlements,
usage, adjustments, and
balances) for each employee
during the period(s) selected.

e Absence Adjustment

- Lists all of the absence
adjustments that have not yet
been processed.

e No Time Reported

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

e 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.

e Reported Absences Not

Approved

- Lists all reported absences

that have not been approved
by a manager.

Report Control ID: AM_Reports
Absence Report Search

EmplID: Q

EmplRcd®: | Q

csuunit | Q@

Department: |10356  Q T-Training

PeriodID: 201103 @ Ending Period ID: 201103 &
Clear | Refresh Employee List | Mo Refresh Required (last refre

* Click on hyperink for online query reporting
* Check box(es) to include in report run

* Monthly Processing

[T Absence Activi Select All
Absence Adjustment O Clear Al

-
| Mo Time Reported

| Reported Absence Mot Processed
-

-

Feported Absences

Repornted Absences Mot Approved

Save |

Step 6:
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 (m) at the top right of
the bar above the results.

Reported Absences Report

Report Controd ID: _ Al_Ripods

Emplil: :
Empl Reas:

C5U Unit:
Dupartment: 10355 IT-Training
Poriod it 201103 Ending Poriod i 2011.03

=

Absance Filtar:

CEUEUSALY Mo Time Takin

LEL ]
03182011
3282011

o301
s
222011

000000 N
B.00000 N
800000 N

CEUEL SALN Eie - Family Cary
CRUEU SALH - Vacsion
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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:

e 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.

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).

Approve Allows manager to place a check mark to mark the absence entry as approved.

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 manager to add a comment.
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