SAN JOSE STATE INFORMATION ] Approve, View and Enter Absences
UNIVERSITY TECHNOLOGY SERVICES for Your Employees

Overview

This step-by-step guide will show you how to approve employee absences in PeopleSoft (MySJSU / HSJPRD).
It will also show you how to view and enter absence information for your employees. As a manager,
supervisor, or work lead, you will see the employees who report directly to you and any employees that your
direct reports manage. Alternate approvers will see their own direct reports, if applicable, and all direct and
indirect reports of the managers/supervisors/work leads they are alternates for. Absences should be entered
and approved as they occur; there is no need to wait until the end of the pay period. Failure to enter and
approve absences on time may result in incorrect processing.
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Sign in to MySJSU

This section demonstrates how to sign in to the database.
Note: MySJSU and HSJPRD are the same database.

Sign in to MySJSU/HSJPRD.

1. Navigate to MySJSU
(http://my.sjsu.edu/).

2. Click the MySJSU Sign In
button.

The Oracle PeopleSoft
Enterprise (MySJSU) sign in
page displays.

3. Enter your SJSU ID and
Password.

4. Click the Sign In button.

Note: If you have difficulty
signing in, contact the CMS
Help Desk by email
(cmshelp@sjsu.edu) with your
full name, department and
SJSU ID.

MYS)5U

SAN JOSE STATE UNIVEF

RSITY

Search 515U

About Us Employees

SIS Homme > MySISL

Job Applicants Students Help MySsIsU Sign In

Ef R B sharaThis

Quiick Links
® My Password/Sign In Help

* System Dountime

MySJSU SIGN IN

Contact Us

MySJ21 is supported

by the Common
Management Systems
(CMS) Project Office and its
Project Team.

CMS Project Office

One Washington Square
San José, CA 95192-0042

ORACLE
PEOPLESOFT ENTERPRISE

SJSUID: I
Password: I
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Approve Absences

1. From the Main Menu,
navigate to Manager Self
Service > Time
Management > Approve
Time and Exceptions >
Approve Reported
Absences.

The Approve Reported
Absences page displays.

Note: Your direct reports, as
well as all employees you are
an alternate approver for, are
shown.

2. Click a column header to
re-sort the list.

Favarites - Main [enu

[Employee i S€arch Menu:
L

Fersonalize I "

Employee Self Service
3 Mert-515U » - -
i 4 Campus Info 3 ‘ié Alert-SJSU Time Reporting Beneﬁls
 Ba Self Service ’ Alart S 1511 Simmans Emploves Balance nguiry. Benefits Informstion
E ACIZ::SLJ? = [neriad - Reenot Time Dependerts and Beneficlaries
e Spem £ 15U Carmpus Solutions . Time Management Fienefts Sunmary
1 Approve Time and Excep nelent/Beneficiary Info

[ Manager 3 525U Human Resources i G P

b 8ISU Tl ) Recritin (1 Report Time [ Approve Reported Absences Fe...

Bt g Beneﬁtsﬂ lﬁé Pa 5] Manager Balance Tnouiry [ Timekeeper Absence Review pus Personal Information
[ Recruiting i -

i Banefts 1 Te and Labor yig [E] Tmeksener Balancs Inauly ing Clesses Ldresses

o Time and - Global Payrcll & sbsence Mamt ComifEr Sa Ay Sai= s S0nm.Drop Class Names

[ Global Pz Professional Trairing Phone Mumbers

[ et Un f @ et lb RS Email Addresses

[ Reporing 2 Fepartng Todls T

I PeopleTo (3 PeopleTadls 2 | Recruiting Activities

[~ My Persol =] My Personalzations =

ORACLE’

Careers

Favorites  Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions > Approve Reported Absences

Approve Reported Absences

Carrie Medders

Click for Instruetions

Mewr Window | Help | Custarize Pane

ml m Eml m SefE (m (S

000027899 0 Sub
000016108 0 Sub
003601755 0 Sub
000045683 0 Sub
000037207 O MNone
003439853 0 MNone
000041878 0 Sub
000016160 0 Suh

Dept Name

AbbattJulie K Active 1207 GMS Praject Ofice 0420 ‘g;ﬂnliﬁgm i

Louis, Melly b Active 1002 Administrative Systems 0420 ‘é‘&liﬁzm 12 Mo

Potter Harry J Active 1002 Administrative Systems 0420 g'gnnlzﬁzmu Mo
Brinkley, Christy R Active 1207 CMS Project Ofiice 0430 ‘gg”nlzﬁzm -
Burnside,George K Active 1002 Administrative Systems 0420 ‘Cngunli;:lgm 12 Mo

Ford Harrison L Terminated 1207 CMS Project Office o420 ‘gganliﬁgnt 12 Mo I
Jones, Cassandra L Active 1283 Administrative Applications 3306 Administrator 11 I7%
Barber,Ken L Active 1002 Administrative Systems 0420 Infa Tach

Consultant 12 Mo
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The re-sorted list displays. SEAEES
Favn_r\les ;Mamﬁllenu > Manager ‘S'EWSENi[E! > Time Mallagement > Approve Time'amj Exceptions > Approve Reported Absences
Mew Window | Help | Customize Pag
Note: In this example, the Dept Approve Reported Absences
Name column was sorted. Carie Medders
Click for Instructions
Current Period Absence
Status: e
u 003439853 0 Mane Ford Harrison L Terminated 1207 CMS Praject Office 0420 'g;”ngﬁﬁgnm Gy |
o None — No absences O 108200452 0 Appr Sampson,DanaX Aclive 1307 CMS Project Dfiee 420 e T
have been entered- m 000018882 0 Appr Kasdan Lucy Active 1207 CMS Project Office 0420 ggﬁsﬁzmum
° Appr _ A” absences O 000057344 0 Appr NickersonNad L Active 1207 CMS Project Office 0430 'C”;“ﬂzﬁ;zmum
entered have been = 005537675 0 Appr RogersJennyR Acfive 1207 CMS Project Office 020 LG,
approved. m 002480570 0 Appr Marcum,Shirley Z Active 1307 CMS Praject Office 0420 'g?mzﬁﬁgnmm
m 000081654 0 Appr Nelson Roger T Active 1207 CMS Project Office 0430 'g;”ﬂzﬁﬁzmu o
® SU b - Abs_ences have O 000027898 0 Sub Abbott Julie K Active 1207 CMS Project Ofice 0430 Icﬂgunzﬁ;';mu 0
been Suzmltted but not u 000045683 0 Sub Brinkley,Christy R Aclive 1207 CMS Project Office 0120 MNICILE P
approvea.
3. Scroll down to view all
employees.
4. Click the Org Chart icon
in the far right column to
view the direct reports of
another employee (if
applicable).
The Selec“on and Continue O 000016342 0 sub Fong,Kelly A Active 1002 Administrative Systerns 0400 ’?m‘f'jpmmmmer
buttons d|Sp|ay ml 000016108 0 Sub Louis,Nelfy Active 1002 Administrative Systems 0420 ‘g?nlmgmzm
O 003601755 0 Sub Potter Harry J Active 1002 Administrative Systems 0430 ‘C”L“ﬂ:lﬁzmu -
| 000041478 a Sub Jones Cassandra L Active 1283 Administrative Applications 3308 Administrator (Il F17
Note: Alternate Approvers
Should approve absences Of Select All | DEse\EctA\l Cantinue |
direct reports only if requested
by the person they are an
alternate for.
5. Click the Select All button
to review absences for all
employees, or check boxes
to select and view
individual absences.
6. Click the Continue button.
SJSU Information Support Services Approve, View and Enter Absences for Your Employees
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The Approve Reported
Absences page displays.

Note: Only employees whose
absences are submitted and
unapproved will appear in this
list. Absences entered by a
Timekeeper will appear with a
Reviewed status. Absences
entered by an Employee will
appear with no status.

7. To send an absence back
for correction, click the
dropdown list in the
Review Status column.

The Needs Corr and
Reviewed statuses display.

8. Select Needs Corr
(Correction).

9. Click Add Comment to
communicate information
back to the employee.

The Approval Comments
page displays.

Note: Be brief and professional
when adding comments.

10. Enter a comment to
communicate why the
absence needs to be
corrected.

11. Click the Save Comments
button.

ORACLE’

Favovrltes :Mamﬁﬂenu > Manager 5velf Service > Time Marlagememt > Approve T\megnd Exceptions > aApprowe Reported sbsences

Iew wWindaw | Help | Customize Pane

Approve Reported Absences

Carrie Medders

Click far Instructions

Existing Absence Events

Rcd# (Name ‘Add Comment

|Absence Hame

Begin Date |End Date

1000027898 0 AbbottJulie K Vacation 020112012 02/01/2012  8.00000 Hours I [Reviewsd =] Add Comment
2 QDODTE1B0 0 BarberKenL Vacation 1202202011 121232011 1600000 Hours r = Add Comment
3000045683 0 Brinkley,Christy R g';:‘e' Family  ponamo1z 02132012 £.00000 Hours I [reviewsd =] %mem Add Comment
4000045683 0 Brinkley,Christy R Vacation 0212702012 0272802012 24.00000 Hours r = Add Comment
5 000046683 0 Brinkley,Christy R Jury Duty 02/01/2012 020112012 B.00000 Hours r = Add Comment
6 005085003 0 Butterworth Paula K Vacation 1203072011 1273002011 £2.00000 Hours ] lﬁ Add Comment
7000016342 0 Fong.Kelly A Vacation 1212102011 122202011 16.00000 Hours r = Add Comment
8000016342 0 Fong.Kellys Vacation 12/302011 12302011 8.00000 Hours r . = Add Comment
9000041978 0 Jones,Cassandra L Vacation 1202002011 1202002011 8.00000 Hours r A Add Comment

ORACLE’

Favorites  Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions > Approve Reported Absences

MewrWindow | Heln | Customize Page

Approve Reported Absences

Carrie Medders

Click for Instructions

Existing Absence Events

Empl ID Red# (Name /Absence Name |Begin Date |Add Comment

1000027899 0 AbbotiJulle K Wacation 02/01/2012 020172012 8.00000 Hours I [Reviewed = Add Comment

2 000016160 0 Barber Ken L Wacation 1202202011 1262372011 16.00000 Hours Add Comment

3000045683 0 Brinkley,Christy R Sick-Familt oy 32012 02132012 B.00000 Hours Neos corr I Add Comment
care R o comments

4 000045683 0 Brinkley,Christy R Wacation 0202792012 020282012 24.00000 Hours Add Comment

ORACLE’

Favorites Man Menu > Manager Self Service > Time Management > Approve Time and Exceptions > Approve Reported Absences

Approval Comments

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

This ahsence was not on my calendar. | believe you've entered the wrong dates. Please delete and
re-submit. Thanks)

Save Comments |

Beturn To Approvals Pane

SJSU Information Support Services
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The Review Reported
Absences displays.

Note: The Add Comment link
now says Edit Comment.

12. Scroll down to view all
absences.

The Selection and Submit
buttons display.

Note: You will not be able to
approve an absence with a
Needs Corr status.

13. Click the Select All button
to approve all absences, or
check individual boxes to
approve a few select
absences.

The page displays with the
Approved boxes checked.

14. Click Submit.

ORACLE’

Favorites  Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions > Approve Reported Absences

Approve Reported Absences

Carrie Medders

Click for Instructions

Absence Requests

Redd

Name

/Absence Name

Begin Date |End Date

Duration

‘Approve

Mew Window | Heln | Customize Page

‘Add Comment

1000027899 0 AbbotiJulie K vaation 02/01/2012 02001/2012 800000 Hours I [Reviewed =] Add Comment
2000016160 0 BarberKenL Vacation 1202202011 121232011 16.00000 Hours I [Needs Corr=] Edit Comrnent
3 000045683 0 Brinkley,Christy R g‘::‘g Family  paraiorz oznazorz E00000 Hours I [Reviewed =] %mms Add Comment
4 000045683 0 Brinkley,Christy R Wacation 0212792012 02428/2012 2400000 Hours [m| lﬁ Add Comment
5 00045683 0 Brinkley, Christy R Jury Duty 02/01/2012 0201/2012 800000 Hours e = Add Comment
14 003601755 0 Potter,Harry J Yacation 01/0352012 0140472012 16.00000 Hours O l—_-l Add Comment
16 003601756 0 PotterHarmyJ vacation 1202202011 12242011 16.00000 Hours r [ & Agd Comment
16 003601755 0 Potter,HaryJ :Z:;ﬂa’!’f' 121302011 1203012011 1.00000 Days [ I | Add Comrment
17 000033541 0 Sunshine Marvin Vacation 12/30/2011 12/30/2011  8.00000 Hours r [ & Add Comment

Select All Deselact Al Submit

Return to Employee List

ORACLE’

- Main Menu > Mamager Self Service > Time Management > Approve Tirme and Exceptions > Approve Reported Absences

Favorites

New Window | Help | Customize Pade

Approve Reported Absences
Carrie Medders

Clickfor Instructions

Absence Requests

Rcd# |Name /Absence Name |Begin Date

Empl ID

1000027888 0 AbhottJulle K vacation 02/01/2012 020142012 8.00000 Hours P [Reviewsd =] Add Comment

2 00001E160 0 BarherKenL vacation 1212212011 12/232011  16.00000 Hours I [Meeds Corr =] Edit Comment

3000045683 0 Brinkley,Ghristy R g‘;ke Famil  g3M32012 02132012 800000 Hours ¥ [Reviewed =] %\ﬂtmems Add Corment

4 000045663 0 Brinkley,Christy R vacation 0272712012 022072012 24,00000 Hours (- I | Add Comment

5000045663 0 Brinkley,Christy R Jury Duty D012 DHOIENZ 800000 Hows ) [ o] Add Comment
- —

SJSU Information Support Services
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The Approval Confirmation
page displays.

15. Click OK.

The Approve Reported
Absences page displays
with the updated status
information.

ORACLE’

Favorites Main Meru > Manager Svelf Service > Time Management > Approve Time vand Exceptions > Approve Reported Absences

Approval Confirmation

Your Absence Events were approved and any Review Status
changes were saved

ORACLE

Favaorites -

Main Menu > Manager Self Service > Time Managemant > Approve Time and Exceptions > Approve Reported Absences

Approve Reported Absences

Carrie Medders

Click for Insiructions

Empl ID

Dept Name

Mew Window | Heln | Customize Page

First Bl 121 0121 B st

Job Title

e m SEl m Se

000027299 0

000016108 0

0036017585 0

000045683 0

000037207 0

003439853 0

000041978 0

000016160 O

Appr
MNone

MNone

Ahbhott Julie K

Lauis,Nelly b

Fotter,Harry J

Brinkley, Christy R

Burnside George K

Ford Harrison L
Jones Cassandra L

BarberKen L

Dept ID
Active 1207
Active 1002
Active 1002
Active 1207
Active 1002

Terminated 1207

Active 1283

Active 1002

CMS Project Office

Adrninistrative Systermns

Administrative Systerns

CMS Project Office

Administrative Systems

CMS Project Office
Adrninistrative Applications

Administrative Systems

0420

0420

0420

0420

0420

0420

3308

0420

Info Tech
Consultant 12 Mo

Infa Tech
Consultant 12 Mo

Infa Tech
Consultant 12 Mo

Info Tech
Consultant 12 Mo

Info Tech
Gonsultant 12 Mo

Infa Tech
Gonsultant 12 Mo
Adrninistrator 1] I

Info Tech
Consultant 12 Mo

SJSU Information Support Services
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View Absence Balances for Employees
This section demonstrates how to view current and prior absence balances for the employees in your charge.

. ORACLE’
1. From the Main Menu, :
. Favuvntes H Malnylenu > Manager Sve\f Service > Time MaQagement > Approve Tlmggnd Exceptions » Approve Reported Absences

navigate to Manager Self i @ Newthindny | elp | Custorize Pa
Service > Time Appi .
Management > Manager by :

H Carrie elf Service 3
Bal an Ce In q u I ry . Click fr g I?f\a‘r::ger Self Service

9 515U Campus Solutions L Time Management
3 Approve Time and Exceptions

(-3 515U Human Resources r
&3 Reauiting - {3 Report Time
D Manager Balance Inguiry

3 Benefits
3 Time and Labor [5] Timekeeper Balance Inguiry

»
3
3
(2 Global Payroll & Absence Mgmt »
»
»
3

Info Tech
Cansultant 12 Mo
Info Tech
Consultant 12 Mo

) St Up HRMS Active 1207 CMS Project Office o420
et Up

(3 Reporting Tools
3 PeapleToals

[5] My Personalizations Active 1002 Administrative Systems 4z ImoTech
Congultant 12 Mo

Active 1002 Administrative Systems 0420

The Manager Balance ORACLE

In q u | ry S earc h p ag e Favuvrites Main &’Iemu > Manager Sve\f Service > Time Mam_agememt » Manager Balance Inguiry
displays.

Mew Window | Helr
Manager Balance Inquiry

Search Criteria

Department: :’Q MName: |
T.he Last Refresh date e —— T
d |Sp I ayS . Pay Group: ’_Q
Union Code: liq
Payroll Status: lm HR Status: lm
2. CIle the RefreSh Refresh Employee L\si Last Refresh was: 0222012
Employee List button.

Graduated Yacation Chart

The Building Security List ORACLE G

information page displays. P e _ _ ;
Fa\rovrltes Maln&ﬂenu > Manager E@If Service > Time Man_agement » Manager Balance Inguiry

3. 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 forwhaom yau, as a Manager ar
Timekeeper are responsible. It is designed to improve performance, and only needs to
he performed when something changes in that relationship, or the list is older than a
settime (default 1 days) - inwhich case the list must be refreshed.

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

The system will enforce the build for the firsttime, as well as for lists older than the set
time {default 1 days). The list may be refreshed manually at any time.

LUpon pressing "Refresh Employees”, this message will be displayed.
Prass OK to Continue with the build, or Press CAMNCEL to go ahead without updating
the list.

Ok Cancel

SJSU Information Support Services Approve, View and Enter Absences for Your Employees
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The Manager Balance
Inquiry search page
displays.

Note: The Search and Clear
buttons are now available. Use
Department or EmplID criteria
when searching.

4. Enter the Department for
which you want to view
employee balances.

The Manager Balance
Inquiry page / Absence
Balances tab displays.

Sick Balance, Vacation
Balance, and Personal
Holiday Available display.

5. Click the Compensatory
Time tab to view additional
balances.

ORACLE

Favorites | Main Menu > Manager Self Service > Time Management » Manager Balance Inguiry

Manager Balance Inquiry

ﬂ

Mew Wind o | He.

Search Criteria

Department: CMS Project Office Name:

EmpliD: [ T Empl Reds:

Pay Group: ’7 Q

Union Code: ’_ Q

Payroll Status: lm HR Status:
Search I Clear | Refresh Employee LISI Last Refresh was: 02128112

\
[ la

Active =

Graduated Vacation Chart

ORACLE’

Favorites  Main Menu > Manager Self Service > Time Management > Manager Balance Inguiry
- - - -

Manager Balance Inquiry

Mews Window | Help

Search Criteria

Department:  [1207 | CMS Project Office Name:

EmpliD: [ e Empl Red#:

PayGroup: | O

UnionCode: | @

Payroll Status: Im HR Status:
Search | Clear I Refresh Emplovee LiS| Last Refresh was: 02/28/12

|
[a

Active - I

Last Finalized Balances for Employees Administered

ders

Last
Finalized
Period

1 AbbottJulie K Active 000027893 1} 1207 RO9  2011-11
2 Brinkley, Christy R Active 000045653 1} 1207 ROG - z011-11
3 Kasdan,Lucy Active 000019852 1} 1207 RO9 2011-11
4 Marcum, Shirley Z Active 002480570 1} 1207 RO9 - 2011-11

Customize | Find

Balances Bersonal

Lt Available

12/0142011 g.000 165 854 DE%
12/0142011 860000 340.000 iE=
1200102011 421.000 364994 =S
1210102011 23.000 23.003 0
Anndmaaa L Aann AT maa e A=

SJSU Information Support Services
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The Manager Balance
Inquiry / Compensatory
Time tab displays.

All Compensatory Time types
of leave display.

6. Click the State Service for
Absence tab to view State
Service Balances.

The Manager Balance
Inquiry / State Service for
Absence page displays.

The State Service Balances
display.

7. Click the Details icon in
the far right column (on
any of the three tabs) to
view more detailed
information for any
employee in the list.

ORACLE’

Favrites - Main Mend > Manager Self Service > Time Management » Manager Balance Inquiry
e Wi ncton | Hel

Manager Balance Inquiry

Search Criteria

Department:  [1207 |G CMS Project Office Name: [

EmpliD: [ e EmplReds | Q

PayGroup: | @

Union Code: | @

Payroll Status:  [Active <] HRStatus:  [active <]
Search | Clear I Refresh Employee Llsl Last Refresh was: 02/28/12

Last Finalized Balances for Employees Administered by C
Carrie Medders

T Compensatory Time

alances CTO| HolCr
f Date |Balance Balance

1 Abbott, ulie K Active 0000278593 1} 2011-11 12(0162011

2 Brinkley,Christy R~ Active 000045683 1} 1207 ROS  2011-11 12/01/2011  0.000  0.000 0000 0000 0,000

3 Kasdan Lucy Active 000019982 1} 1207 RO9 2011-11 12/01/2011  0.000  0.000 0000 0000 0,000
4 Marcum,Shirley Z  Active 002480570 i} 1207 RO9 2011-11 1200172011 0.000  0.000 0000 0000 0,000
ORACLE’

Favorites  Maln Menu > Manager Self Service > Time Management > Manager Balance Inguiry

Mew Window | Help | Custornize P

Manager Balance Inquiry

Search Criteria

Department: 1207 Q@ CMS Project Office Name: ‘
EmpliD: Q, Empl Red# Q
Pay Group: Q

Union Code: aQ

Payroll Status:  |Active - HR Status: Active -
search | clear | Refresh Employee Lis|  Last Refrash was 02128012

Last Finalized Balances for Employees Administered by Carrie
Medders

@ state Service for Absence

Balances

as of Date
1 Abhaott Julie K Active 000027899 2011-11 120172011 179.000 I
2 Brinkley,Christy R Active 000045683 o 1207 RO3  2011-11 120172011 368000 0.000 0000 0000 0.000 F‘%
3 Kasdan,Lucy Active 000013932 1} 1207 RO 2011-11 12012011 163.000 0.000 0.000 0.000 0.000 B
4 Marcurn, Shirley Z Active 002480570 1} 1207 ROS  2011-11 12i01/2011 a.000 0.000 0.000 0.000 0.000 B

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530
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The Absence Balance ORACLE' ﬂ

DetaI|S page / Absence Favo_r\tes Mainylenu > Manager E@If Service > Time Mar@gement > Manager Balance Inguiry
Balances section displays.

Mesy Wind o | Heln

Absence Balance Details

EmpliD: 000027899 Julie Abbott Empl Red#: 1] Last Period Finalized: 2011-11
. Department: 1207 CMS Project Office Union Code: ROS Payroll Status: Active
Note: There is one tab per
absence type [> All Absence Balances
= Absence Balances Customize | View All | B | H# pirst Mg ges M Last

. . Balances as of Date §i Sick Adjusted
8- CIICk a tab to VIeW the 1201112 CURREMT - Mot Finalized 8.000 0.000 0.000 0.000 0.000 8.000
H 2 2011-11 12/0142011 8.000 8.000 8.000 0.000 0.000 8.000
relevant absence details.
3 2011-10 1150142011 34.000 8.000 24.000 0.000 0.000 8.000
. 4 2011-08 1000142011 34.000 8.000 8.000 0.000 0.000 24000
9- SCI’O” down to VIeW 5 2011-08 08/01420711 16.000 8.000 0.000 0.000 0.000 24.000
11 6 2011-07 080242011 8.000 8.000 0.000 0.000 0.000 16.000
addltlonal absence types 7 2011-08 070142011 8.000 8.000 8.000 0.000 0.000 8.000
8 2011-058 0B/0142011 16.130 8.000 16.130 0.000 0.00o0 8.000
g9 2011-04 05/0142011 8.130 8.000 0.000 0.000 0.0o0o0 16.130
10 2011-03 04/0142011 8130 8.000 8.000 0.000 0.000 8130
11 2011-02 03/0242011 16.130 8.000 16.000 0.000 0.000 8130
12 2011-01 020142011 8.130 8.000 0.000 0.000 0.000 16.130
13 2010-12 01/01420711 16.130 8.000 16.000 0.000 0.000 8.130

[ Compensatory Time Balances

The Compensatory Time ORACLE
B al an CeS S eCtI O n d |S p I ays . Favovmtes Mamy\emu > Manager Svelf Service > Time Man'agement > Manager Balance Inguiry

E]Compensatory me Balances Customize | View Al [EE | B First 8 1.43 01 60 [ Last

10 TO VieW State Service 12011-12 CURRENT - Not Finalized 0.000 0.000 0.000 0.000 0.000
) N 2 201111 1210172011 0.000 0000 0.000 0000 0000
balances1 C||Ck the arrow 3 2011-10 1100142011 0.000 0.000 0.000 0.000 0.000

. 4 2011-09 10i01/2011 0.000 0000 0.000 0000 0000

by State Service for 5 2011-08 0Gi01/2011 0.000 0.000 0.000 0.000 0.000

6 2011-07 08i02/2011 0.000 0.000 0.000 0.000 0.000

Absences and ScrOII 7 2011-06 0710172011 0.000 0.000 0.000 0.000 0000
down g 2011-05 0Bi01/2011 0.000 0.000 0.000 0.000 0.000

) 8 2011-04 0510172011 0.000 0.000 0.000 0.000 0000

10 2011-03 0410172011 0.000 0.000 0.000 0.000 0.000

11 2011-02 0310272011 0.000 0.000 0.000 0.000 0000

12 2011-01 0210172011 0.000 0000 0.000 0000 0000

13 2010:12 0140172011 0.000 0000 0.000 0000 0000

I State Service for Absences

ORACLE’

Favovrites Mainylenu > Manager Sve\fSErvice > Time Manvagement > Manager Balance Inguiry

The State Service for
Absences section displays.

[=Istate service for Absences jview Al B B8 First B 115006 (] Last

Previous
State Service Balance

State Service
Balance

11. Click the Return button to

CURREMNT - Mot Finalized 175.000 o 0.000 0.000 179.000
h . 2 2011-11 1260172011 178.000 1.000 0.000 0.000 179.000
return to t e maln 3201110 1150172011 177.000 1.000 0.000 0.000 178.000
4 2011-08 10:01/2011 176.000 1.000 0.000 0.000 177.000
Absence Bal ances page' 5 2011-08 08012011 175.000 1.000 0.000 0.000 176.000
6 2011-07 08/02/2011 174.000 1.000 0.000 0.000 175.000
T 2011-08 07012011 173.000 1.000 0.000 0.000 174.000
& 2011-05 080172011 172.000 1.000 0.000 0.000 173.000
9 2011-04 08i01/2011 171.000 1.000 0.000 0.000 172000
10 2011-03 0410172011 170.000 1.000 0.000 0.000 171.000
11 2011-02 0310272011 169.000 1.000 0.000 0.000 170,000
12 2011-01 0zi01/2011 168.000 1.000 0.000 0.000 169.000
13 2010-12 a1i01/2011 167.000 1.000 0.000 0.000 168.000
Return
SJSU Information Support Services Approve, View and Enter Absences for Your Employees

info-support@sjsu.edu, 408-924-1530 Page 11



The Manager Balance
Inquiry page displays.

12. Click Graduated Vacation
Chart.

The Graduated Vacation
Chart displays.

This chart displays monthly
vacation accrual rates, along
with maximum vacation
accrual allowances, based on
employee state service.

13. Press the Esc key on your
keyboard to return to the
main balances page.

ORACLE' H

Favorites © Main Menu > Manager Self Service > Time Management > Manager Balance Inguiry
- H - - -

Department:  [1207 |G CMS Project Office Hame: [
EmpliD: [ = EmplReds: | Q
PayGrow: |
UnionCode: |
Payroll Status:  [Actie =]

Search | Clear |

HR Status:

IAC‘IVE = I

Refresh Employes L|s| Last Refresh was: 0202812

Last Finalized Balances for Employees Administered
by Carrie Medders

" Absence Balances T

Balances Sick

as of Date Balance
1 Abbott, ulie K Active 000027893 0 1207 RO8  2011-11  12/01/2011 8.000 165854
2 Brinkley,Christy R Active 000045683 0 1207 RO9  Z011-11  12M01/2011 860.000  340.000 1B
3 Kagdan,Lucy Active 000019982 0 1207 RO9  Z011-11 1200172011 421.000 364.994 1B
4 Marcum, Shirey Z Active 002480570 0 1207 RO8  ZO11-11 1200172011 23.000 23.003 0y
5 Melsan,Rager T Active 000081654 0 1207 RO9  Z011-11 1200172011 383270 241.218 0Ey
B = hickersonMNed L Active 000057344 0 1207 RO9  2011-11 1200172011 680.000 255341 1Ry
7 Rogers,Jenny R Active 005537675 ] 1207 RO8  2011-11  12/01/2011 94.000 48.882 0
| Sampson,Dana X Active 008200452 ] 1207 RO8  2011-11  12/0172011 16.000 13334 1B
] Brinkley,Christy R Active 000045683 ] 1207 RO8  2011-11  12/01/2011 BE0.000  340.000 1B

Graduated Yacation Chart

ORACLE’ H

Favorites © Main Menu > Manager Self Service > Time Management > Manager Balance Inguiry
> - - -

Mew WWindaw
Press Esc to Return
SUMMARY OF MAXIMUM VACATION
SUMMARY OF VACATION ACCRUAL RATES
AND CTO CREDITS
MONTHLY MAX VACATION:

vAcaTion | DAYS BARGAINING UNIT | ynuaL cTo |Fsa Annpar | MAK VACATION: MORE THAN

SERVICE REQUIREMENT §* ACCRUAL | ACCRUED oR i | LESS THAN 10 %o &

i peryear| | crLassiicaTion A MAX™ | vEARS OF SERVICE oF AEAR

0-3 YEARS: 1 TO 36 MONTHS &2/3 HOURS 10 1sg NiA A 480 HOURS 480 HOURS

36 YEARS: 37 TO 72 MONTHS 10 HOURS 15 180 A A 384 HOURS 440 HOURS
£-10 YEARS: 73T 120 MONTHS 111/2 HOURS 17 UNIT 1 A A 272 HOURS 384 HOURS
10-15 YEARS: 121 TO 180 MONTHS | 12 2/3 HOURS 12 UNT 2 120HOURS | 240 HOURS 272 HOURS 3834 HOURS
15-20 YEARS: 181 TO 240 MONTHS 14 HOURS 21 UNT 3 NiA NiA 320 HOURS 440 HOURS
20-25 YEARS: 241 TO 300 MONTHS | 15 1/3 HOURS 23 UNT 4 120HOURS | 240 HOURS 320 HOURS 440 HOURS
OVER 25 YEARS: 301 MONTHS ANDUP | 16 HOURS 24 L JEOHOUES 1 280 HOuRS SO o4 HOURS
UNIT & 240 HOURS | 240 HOURS 272 HOURS 384 HOURS

¥ACATION ACCRUAL RATES FOR ELIGIBLE CLASSIFICATIONS IN UNTT 120 HOURS 240 HOURS 272 HOURS 334 HOURS
EXECUTIVE (M98}, MANAGEMENT (M80), UNT & 200 HOURS™* | 430 HOURS 272 HOURS 384 HOURS
CONFIDENTIAL (C89), FACULTY (Unit 3) 18 4 UNT S 120 HOURS.. .. 240 HOURS 272 HOURS 384 HOURS
AND ACADEMIC STUDENT (UNT 11} UNIT 10 240 HOURS 240 HOURS 272 HOURS 384 HOURS.
UNIT 11 WA A 0 HOURS, 20 HOURS,

UNIT 12 1A, A, 272 HOURS, 440 HOURS,

99 120HOURS.. | 240 HOURS 272 HOURS 384 HOURS,

cos 120 HOURS | 240 HOURS 334 HOURS 334 HOURS

*In terms of ful-time service “PER MOU/Policy
“PURSUANT TO FAIR LABOR STANDARDS ACT

MMIZRZ011 Undated/HRI “RFFFR TO APPROPRIATF MO

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530

Approve, View and Enter Absences for Your Employees
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Report and View Absences for Employees

1. From the Main Menu,
navigate to Manager Self
Service > Time
Management > Report
Time > Manager Absence
Entry.

The Manager Absence Entry
page displays.

Note: The grid can be sorted
by clicking any column title.
Alternate approvers may wish
to sort by DeptID or Dept
Name for ease of entry.

2. Click the EmplID of the
employee for whom you
want to report an absence.

Favarites . Main Menu
[Employee i Seareh Menu:
Personalize | -
m Employee Self Service
[ Alert-835L 3 = = ==
Search: o Compus Info B Alert-SJSU Time Reporting Benefrls
i Ea saff serviee > lert S 19 S1mmars, Employee Balance Inguiry. Benefits Information
II; él:ggjas [ Manager Self Service ~ Rennt Time Dependsrits and Beneficiariss
[ Saffgerd C3 55U Campus Solutions (1 Tme Management 25 Frierand Excat 5 et
DependertiBeneficiary Info.
[ Manager [ SI5U Human Resources v g R'J':mt“i Ime anc ExCeniois -
[ J5U Car CROEIIE -
Rissdaie 8] ;Z;;L:tl:g : %@ B4 Manager Balance oy [ Manager Absence Entry pus Personal Information
[ Recruiting = ¥ [ Timekeeper Balance Inou [£] Timekesper Absence Entry
[ Benefits 3 Time and Labor 3 Wit Bases
b Time and () Giobsl Payrol & Absence Marnt B ol sl sy, it LMD Class names
[ Global P Professionsl Trairing Phone Mumbers:
(@i =5 Sot Up HRMS L Emall Addresses
b Remﬁm [ Rencrting Tooks v 1 Mare.
[ PeopleTo (1 PeopleTools 4 2 | Recruiting Activities
[ MyPersol [ My Personaizations =
Carsers

Favorites  Main Menu > Manager Self Service :  Time Management » Report Time > Manager Absence Enfry

Manager Absence Entry

Carrie Medders

Mesw Windom: | Help | CL

Firstu 1-21of 21 nLast

Job Title

DeptID |Dept Name
000027894 0 Appr Ahbott Julie K Active 1207 CMS Project Office 0420
000016160 0 Sub Barher Ken L Active 1002 Administrative Systems 0420
000045683 0 Appr Brinkley,Christy R Active 1207 CM3 Froject Office 0420
000037207 0 Naone Burnside,Gearge K Active 1002 Administrative Systems 0420
005085003 0 Suh Butterwarth,Paula Active 1002 Administrative Systems 0420
000016342 0 Sub Fong,Kelly A Active 1002 Administrative Systems 0400
003438853 0 Mone Ford Harrison L Terminated 1207 CM3 Froject Office 0420
000041878 0 Sub Jones Cassandra L Active 1283 Administrative Applications 3306
AANAARRDS A e oo Rt 4907 AMD Dacine + oo naan

Info Tech
Consultant 12 Mo

Info Tech
Congultant 12 Mo

Info Tech
Consultant 12 Mo

Info Tech
Consultant 12 Mo

Info Tech
Consultant 12 Mo

AnalystProgrammer

12 Mo

Info Tech

Congultant 12 Mo L
Administrator Il Bbh
Info Tech

SJSU Information Support Services

Approve, View and Enter Absences for Your Employees

info-support@sjsu.edu, 408-924-1530
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The Report and View ORACLE

Employee Absences page Fa\rovrites éMain&ﬂenu » Manager Svelf Service > Time Marlagement 3 RepDrETime > Manager shsence Entry
displays. .
Report and View Employee Absences

Jenny Rogers
00A53TETA 0

Note: If an employee holds Info Tech Consultant 12 Mo 0420

more than one position, you CMS Project Office 1207

will be prompted to select Click for Instructions

which job you want to enter

absences fOI’. From ’ME{I Through M@

Existing Absence Events customize |Find | 0| 88 piret B0 4 o o B ot

. Absence Name Begin Date R AT Last Updated By
Existing absences for the —

current pay period will be
displayed in the top grid. The
From and Through dates can

Enter New Absence Events

Absence Name

be Changed to show absences ||NOTime Taken =l [ozi01i2012 [ [oz29iz012 [H) Add Comments =]
from Other pay periOdS- Calculate Duration |
Timesheet

To the best of my knowledge and helief, the information
submitted is accurate and in full compliance with legal

In the bottom grid, the and CSL policy reguirerments.
Absence Name “No Time Submit Appravel

Taken” defaults to the current
pay period Begin Date and
End Date.

Eeturn to Employvee List [Previous Emplovee In List] Mext Emplovee In List

3. If thisis correct, click the
Submit/Approve button.

No other action is
necessary.

SJSU Information Support Services Approve, View and Enter Absences for Your Employees
info-support@sjsu.edu, 408-924-1530 Page 14



=
4. To record an absence, ORACLE

select the Absence Name Fa\tovntes gMam&ﬂenu > Manager Svelf Service > Time Manvagement B ReporETme > Manager Ahsence Entry

from the dropdown menu. Report and View Employee Absences

Jenny Rogers

0055376745 1]

Info Tech Consultant 12 Mo 0420
CMS Project Office 1207

Click for Instructions

From [02/01/2012 [5 Through |0229/2012 [5

Existing Absence Events

Absence Name

Absence Name Begin Date d Date e

Mo Time Taken = | 0201202 E{J |0212912012 E{] Add Comments El
4

BereavernentiFuneral

CTO Take
1 Haliday ADO Expiring Take
T Holiday CTO Take est of my knowledge and belief, the information

Jury Duty ed is accurate and in full compliance with legal

Mo Tirne Taken L palicy requirements.
Parental Leave SubmitIApprovd
Fersonal Holiday
Sick - Bereavement
H sick- Family Care s Employee In List  Mext Emplovee In List
Sick - Self
Wacation

The absence Balance ORACLE
d|Sp|ayS, along W|th the Favovrltes Ma\nylenu > Manager Svelf Service » Time Marlagememt % RE!DDI’ETIFHE! » Manager Ahsence Entry
option to use Partial Days. Report and View Employee Absences

Jenny Rogers
005537675 0

Infa Tech Consultant12 Mo 0420

5. Confirm that the Balance I RrOlec Ofle 1207
covers the absence you Click for Instructions

are recording.
From (020152012 [H] Through 022972012 [5H
6. Enter the Begin Date and Existing Absence Events
End Date. Absence lame

7. Ifapplicable, select Partial e ——
Hours from the Partlal ‘Absence Hame “Begin Date *End Date Balance |*Partial Days
DayS dl’OdeWH menu. acation -\ |02/01/2012 [ 020172012 [5) 45682 [None - Hours  Add Comments =]

8. Add any CommentS. Calculate Duration |

Timesheet

To the best of my knowledge and belief, the infanmation

(Thls IS Only reqUIred If the submitted is accurate and in ull compliance with legal

i i and CSU policy requirements.
fé(ilj d) Comments link is e

9 CI|Ck the p|US (+) |C0n tO Return to Employee List  Previous Employee In List  Mext Employee In List
add rows for additional
absences.

SJSU Information Support Services Approve, View and Enter Absences for Your Employees
info-support@sjsu.edu, 408-924-1530 Page 15



10. With Partial Hours ORACLE

. Favorites © Main Menu > Manager Seff Service > Time Management > Report Time > Manager Absence Entr
selected from the Partial S—— — - = ’ '
Report and View Employee Absences
Days dropdown menu, Jenny Rogers
enter the Hours per Day. wssaETs 0

Info Tech Consultant12 Mo 0420
CMS Project Office 1207

Click for Instructions

From |02/0102012 5 Through |02/29i2012 [5]

Existing Absence Events

[Absence Name Begin Date

Enter New Absence Events

|Absence Name in Da Balance |*Partial Days
[vacation =l [n201/2012 [ [02/01/2012 [ 45882 [Mone -l Hours Add Comments [=]
[Sick- Belf =l (02082012 (5] (02062012 [ 86 Partial Hours + 4.00 Hours Add Comments [=]
MHone
Calculate Duration | W
Timesheet

To the best of iy knowledge and kelief, the information
submitted is accurate and in full compliance with legal
and CSU policy reguirements.

SuhmiUAppmvﬂ

11. Add any comments. ST —————————— .

Favorites  Main Menu > Manager Self Service > Time Management > Report Time > Manager Absence Entry
- - - - -

(If the Add Comments link Report and View Employee Absences

is red, this is required.) Jenny Rogers
0058537675 1}
1 1 Info Tech Congultant 12 Mo 0420
12. Click the plus (+)_ icon to e
add rows for additional T
absences.

From (0260152012 [ Through 027292012 [+

Existing Absence Events i st B o B Lo
|Absence Name in Da el [ Last Updated By

Enter New Absence Fvents

Absence Hame in Ds E Balance |*Partial Days

[wacation ] [ozn1rz012 5 [oao1z01z ) 45682 [Mone <] Hours  Add Comrments =]

[Sick-gelf =] [ozmerz012 5 (02062012 5 86 [Fartial Hours =] | 4.00 Hours  Add Comments =

[Sick-Family Care = oarzzizonz 5 [More =] Hours Add Comments =
Calculate Duration |

Timesheet

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

Suhm\tIAppmvé

SJSU Information Support Services Approve, View and Enter Absences for Your Employees
info-support@sjsu.edu, 408-924-1530 Page 16



The Absence Event
Comments page displays.

13. Enter the information as
prompted.

Note: Be brief. Details are
not required.

14. Click the Save Comments
button.

The Report and View
Employee Absences page
displays.

Note: When the Add
Comments link shows Edit
Comments, it indicates that a
comment has been entered.

15. Once all absences are
entered, click the
Submit/Approve button.

ORACLE  GCammmmmmm

Favarites §Main Mernu > Manager Self Service > Time Management > Report Time > Manager Abzence Entry

Absence Event Comments

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

Please enter relationship of family rmember: child|

Save Comments |

Return to Eniry Page

ORACLE' H

Favorites © Main Menu > Manager Self Service > Time Management > Report Time > Manager hsence Entry
- H - - - -

Report and View Employee Absences
Jenny Rogers

005537675 o

Info Tech Consultant 12 Mo 0420

CM3 Project Office 1207

Click for Instructions
From |02/01/2012 [5) Through |02/29/2012 [5]

Existing Absence Events

Absence Hame Begin Date

Enter New Absence Events

Balance

'Begin Date

[Absence Hame

|vacation =] [0z01i2012 5 020172012 [ 45682 [None -] Hours Add Comments -]
|5ick- Self = [oz0ei2012 (5 020872012 |5 26 Fartial Hours =] | 4.00 Hours 2dd Comments =l
[Sick- Family Care =l [ozz7iamz 5 0222012 [N 86 Mone -1 Hours Edit Comments -]

Calculate Duration |

Timesheet

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

Bubmnmppmvé

SJSU Information Support Services

info-support@sjsu.edu, 408-924-1530
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The Submit Confirmation

16. Click OK.

The Report and View

displays.

17. Use the navigation links at
the bottom of the page to
move from one employee
to another.

ORACLE’

page dlsplays. Faviorites Main Meru > Manager Self Service > Time Management = Report Time > Manager Absence Entry

Submit Confirmation

‘/ The Absenceis) were submitted successiully.

Ok |

ORACLE

Em ployee Absences page Favorites Main Menu > Manager Self Service > Time Management > Report Time  »  Manager &bsence Entry

Report and View Employee Absences

Jenny Rogers
005537675 0

Info Tech Consultant 12 Mo 0420

CM3 Project Office 1207

Click for Instructions

From 020152012 [5]

Existing Absence Events

Absence Name

Through  |0229/2012 [5]

Customize | Find | @I i First 4] 1-

End Date

etoroe  |Last Updated By

Vacation
Sick- Self
Sick- Family Care

020172012 020142012 2.00 Hours Approved
02062012 02062012 4.00 Hours Approved
O227/2012 02/28/2012 16.00 Hours Approved

Cartie Medders - FOR DEMOS
Cartie Medders - FOR DEMOS
Carrie Medders - FOR DEMOS

= E) 5

Enter New Absence Events

Absence Name

|Mo Tirme Taken

= [0201/2012 [ [D2028/2012 [

Add Comrnents  [+] [=]

Calculate Duratian

Timesheet

To the best of my knowledge and belief, the infarmation
submitted is accurate and in full compliance with legal
and CSLU policy regquirements.

SubmitIApprovﬂ

Eeturn to Ermployee List

Erevious Emplovee InList  Pext Emplovee In List

Feturn to Employee List  Previous Emplovee [0 List

Mext Employee In List

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530

Approve, View and Enter Absences for Your Employees
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Delete an Unprocessed Absence

Managers, supervisors, work leads, and alternate approvers can delete absences with a Reviewed,

Submitted or Approved status.

The Report and View

displays.

1. To delete an absence, click
the trash can icon in the
far right column.

The Confirm Delete page

2. Confirm that the absence
to be deleted is the correct
one.

If not, click the No button.

3. To continue deleting the
selected absence, click the
Yes button.

ORACLE’

Em ployee Absences page Favovrites Ilain &ﬂenu » Manager Svelf Service = Time Marlagement > RepDrE Time > Manager Absence Entry

Report and View Employee Absences
Jenny Rogers

0055376745

1]

Infa Tech Cansultant12 Mo 0420

CMS Project Office 1207

Click for Instructions

From |02i0152012 [3]

Existing Absence Events

Absence Name

Through  [02/29/2012 [3]

P
Customize | Find | | i

Begin Date |End Date

First n 1-3of 3 | Last

Yacation
Sick - Self

Sick - Family Care

0210172012 0240172012 8.00 Hours Approved
02/06/2012 020672012 4.00 Hours Approved
02/2772012 0242872012 16.00 Hours Approved

Carrie Medders - FOR DEMOS E[
Carrie Medders - FOR DEMOS I
Carrie Medders - FOR DEMOS  [I]

Enter New Absence Events

(Absence Name

||N0 Time Taken

= |o201s2012 5] (0202902012 (5

Add Comrments [=]

Calculate Duration

Timesheet

Eeturn to Employee List

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

SubmitIApprovd

Previous Emplovee InList  Mext Emplovee In List

ORACLE’

Confirm Delete

dlsplays. Faworites gMain Menu s Manager Self Service > Time Management > Report Time > Manager Ahsence Entry

V Click Yes to Delete this Absence Event

Absence: Wacation  Begins: 2/1/2012  Ends: 2/1/2012

Yes

Mo |

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530
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The Report and View ORACLE  EESSSSSS————

Em ployee Absences page Favovrites IMairn &ﬂenu » Manager Svelf Service > Time Marlagement b RepDrE Time > Manager Absence Entry

displays. )
Report and View Employee Absences

Jenny Rogers
00A5376TA 0

4. Confirm that the absence Infa Tech Consultant12 Mo 0420
is no longer listed in the CMS Project Office 1207
Existing Absence Events Click for Instructions
section.

From |02i01/2012 [ Through  |02/28/2012 [

Existing Absence Events

[Absence Name Begin Date (End Date

Sick- Self 02/06/2012 027062012 4.00 Hours Approved  Carrie Medders - FOR DEMOS ﬁ
Sick - Family Care 0202772012 0272812012 16.00 Hours fpproved  Carrie Medders - FOR DEMOS [T

Enter New Absence Events

Absence Name

||N0 Time Taken =] [02i01i2012 [ [02i292012 5] Add Comments (=]

Calculate Duration |

Timesheet = = =
To the best of my khowledge and belief, the infarmation

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

SubmitIApprovd

Eeturn to Emploves List  Previous Employee In List  Mext Emplovee In List

SJSU Information Support Services Approve, View and Enter Absences for Your Employees
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View Prior Absence Transactions for an Employee
All absence transactions since July 2006 can be viewed from the Report and View Employee Absences

page.
The Report and View ORACLE @
Employee Absences page Favovrites gMainyenu » Manager Svelf Service = Time Marlagement > RepDrETime > Manager Absence Entry

displays.

Note: The current pay period is
the default display.

1. Change the From date
and Through dates to view
a different set of absence
transactions.

Report and View Employee Absences

Jenny Rogers
0054537675 0

Infa Tech Cansultant12 Mo 0420

CMS Project Office 1207

Click for Instructions

From |02i0152012 [3]
Existing Absence Events

Absence Name

Through  [02/29/2012 [3]

P
Customize | Find | | i

Begin Date |End Date

First n 1-3of 3 u Last

Yacation
Sick - Self
Sick - Family Care

0210172012 0240172012 8.00 Hours Approved
02/06/2012 020672012 4.00 Hours Approved
02/2772012 0242872012 16.00 Hours Approved

Carrie Medders - FOR DEMOS E[
Carrie Medders - FOR DEMOS I
Carrie Medders - FOR DEMOS  [I]

Enter New Absence Events

(Absence Name

||N0 Time Taken

= |o201s2012 5] (0202902012 (5

Add Comrments [=]

Calculate Duration

Timesheet

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

SubmitIApprovd

Eeturn to Employee List

Previous Emplovee InList  Mext Emplovee In List

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530
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The Report and View
Employee Absences page
again displays.

2. Change the From date
and Through date to view
a different set of absence
transactions.

ORACLE’

Favorites & Main Menu > Manager Self Service > Time Management > Report Time > Manager Absence Entry
- i - v - -

Report and View Employee Absences

Jenny Rogers
005537675 i

Infa Tech Cansultant 12 Mo 0420

CMS Project Office 1207

Click far Instructions

prom (D )5

Existing Absence Events

Absence Name

Through  [02/28/2012 [5]

End Date

Last Updated By

Sick- Self
Sick- Self
Wacation
Yacation

Sick- Self
Sick- Self
WVacation

Sick- Self
Yacation

Mo Time Taken
Sick- Family Care

1001172011 1001172011
1002172011 1082172011
110252011 1140272011
11472011 1171472011
T1ME2011 1114872011
T1ME2011 11162011
112372011 114232011
120672011 120672011
1200972011 120092011
01401/2012 0143172012
0202772012 0242872012

1.00
1.00
2.00
a.00
1.00
a.00
2.00
2.00
a.00

16.00

Hours
Hours
Hours
Hours
Hours
Hours
Hours
Haours
Hours

Hours

Finalized
Einalized
Finalized
Finalized
Finalized
Finalized
Finalized

In Pracess
In Process

Approved
Anproved

Employee Self Service
Employee Self Service
Employee Self Service
Emplovee Self Service
Employee Self Serice
Employee Self Serice
Employee Self Service
Employee Self Service
Employee Self Service
Carrie M Medders - CWMS
Carrie Medders - FOR DEMOS

]
]
]
]

SJSU Information Support Services
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