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Enter Absences as a Timekeeper

Overview

This step-by-step guide will show you how to enter absences on behalf of other employees in PeopleSoft
(MySJSU / HSJPRD). The employees you can view are based on your department security status. Absences
should be entered as they occur. There is no need to wait until the end of the pay period to key them in. Failure
to key 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 Downtime

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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Report and View Absences for Employees
ORACLE’

Favarites © Main Menu

[Employee i SEarch Menu:

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

The Timekeeper Absence
Entry page displays.

Note: The grid can be sorted
by clicking any hyperlinked
column title.

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

Personalize

Search:

[ Aler-SJS!
> Campus
[+ Self Servi
> Manager
[ 55U Cal
> 55U Hul
> Recruiting
[> Benefits

[> Time and
[> Global P&
> Set Up HE
I Reporting
[* PeopleTo

o1 Y B Bt L R

ORACLE’

Alert-5I5U
Campus Info
Self Service

®

Manager Self Service

515U Campus Solutions

5J5U Hurman Resources

Recruiting
Bengfits
Tirne and Labor

Global Payroll & Absence Mamt

Set Up HRMS
Reporting Tools
PeopleTools

| My Persol D My Personalizations

: ployee Self Service

3
3

(3 Time Management

e

v
3
b
3
3
3
3
3

Alert-S.JSU

Rt = 1112

Time Reporting

Emplovee Balance Inguir:

{A% Benefits
¥

Benefits Information

Rert Time

™ Approve Time and Exceptions »
7 Report Time
Pawr. D Manager Balance Inguiry [7] Manager Absence Entry

Vie

fa]

O Bt | LT

j]Q Recruiting Activities

Careers

[ Timekeener Balance Inqu [=] Timekeeper Absence Entry

= el g Class

Protessional Training

Dependerts and Beneficiaries
Benefits Summary
Dependent/Beneficiary Info

Mames

Phone Mumbers
Email Addresses
1 More

‘ersonal Information

Favorites éMam Menu > Manager Self Service > Time Management > Report Time > Timekeeper Ahsence Entry

Timekeeper Absence Entry

Carrie Medders

Click for Instructions

D |Dept Name

Iew Window | Help | Customize Page

Job Code

Job Title

000027893 O

000045683 0

003439853 0

0000149882 0

000040508 O

Sub

Mone

Appr

Appr

Abhott.ulie K

Brinkley, Christy R

Ford Harrison L

Kasdan, Lucy

Kay,Mary K

Active 1207

Active 1207

Terminated 1207

Active 1207

Work Break 1207

CMS Project Office

CMS Project Office

CMS Project Office

CMS Project COffice

CMS Project Office

00009333

000009a1

00000552

00007772

00004588

0420

0420

0420

0420

0420

Info Tech
Consultant 12
Mo

Info Tech
Consultant 12
Mo

Info Tech
Consultant 12
Mo

Info Tech
Consultant 12
Mo

Info Tech
Consultant 12

e
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The Report and View
Employee Absences page
displays.

Note: If an employee holds
more than one position, you
will be prompted to select
which job you want to enter
absences for.

Existing absences for the
current pay period will be
displayed in the top grid. The

From and Through dates can
be changed to show absences

from other pay periods.

In the bottom grid, the
Absence Name “No Time

Taken” defaults to the current

pay period Begin Date and
End Date.

3. If this is correct, click the
Submit button.

No other action is
necessary.

ORACLE’

Favarites éMain Menu > Manager Self Service > Time Management > Report Time > Timekeeper Ahsence Entry

Report and View Employee Absences

Julie Abhott
000027399 i

Info Tech Consultant 12 Mo 0420
S Project Office 1207

Click for Instructions

From (020152012 [5

Existing Absence Events

Through  |02i29/2012 [5)

Custornize | Find | EI| i First K 10of 1 o Last

Absence Hame

Last Updated By

Enter New Absence Events

Absence Hame

|Mao Time Taken =1 020172012 3 (02292012 5] Add Comments [=l

Calculate Duration |

Timeshest 7 . 7
To the hest of my knowledge and belief, the information

submitted is accurate and in full compliance with legal
and CSL policy reguirements.

Submit |

Eeturn to Emplovee List  Previous Emplovee In List  Mext Employes In List
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ORACLE  CEEEESSmssseeeee

4. To record an absence,

select the Absence Name Fa\-'ovrites éMainEﬂenu > Manager Svelf Service > Time Manvagement > ReporETime > Timekeeper Absence Entry
from the dropdown menu. Report and View Employee Absences
Julie Abbott

00o0027gas 1]
Infa Tech Consultant 12 Mo 0420
M3 Project Office 1207

Click for Instructions

From |02/01/2012 [3] Through |02/29/2012 [5]

Existing Absence Events Customize |Find | B3| B8 First B g or o B0 Lot

Absence Hame Beqgin Date c—~ |Unit Type Last Updated By

Mo Time Taken - | |020152012 E{] |l3212912012 E{] Add Comments El
q

BereavementFuneral

Haliday ADO Expiring Take
1 Jury Duty
1Mo Time Taken est of my knowledoe and helief, the information

Parental Leave [ed is accurate and in full compliance with legal
Personal Holiday LI policy reguiremeants.

Sick- Bereaverment Submit |

Sick- Family Care
Sick- Self

Employee InList  Mext Employee n List

The absence Balance ORACLE' —

d|Sp|ayS, along W|th the Favorites Main Menu > Manager Self Service > Time Management > Report Time > Timekeeper Ahsence Entry
option to use Partial Days. Report and View Employee Absences
Julie Abbntt

0000z7a99 1}
Info Tech Consultant 12 Mo 0420

5. Confirm that the Balance GMS Project Office 1207
covers the absence you Click for Instructions
are recording.

From |02/01/2012 [#] Through |02/28/2012 3]

Existing Absence Events

6. Enter the Begin Date and
End Date. Begin Date

7. If applicable, select Partial
Hours from the Partial
Days dropdown menu.

Enter New Absence Events

‘Absence Hame “Begin Date *End Date

-|| oziotizo1z [5] |02/01/2012 [51] 157.854 INDne -I

Hours Add Cormments [=]

Yacation

8. Add any comments.

Calculate Duration |

(ThIS |S Only I’equn’ed |f the B To the hest of my knowledge and belief, the information
Add Com mentS I|nk iS 2ﬁzrglgleJdplnSIii;cruerqa:ltiar:r:ims:u” compliance with legal
red.) Submit |
9_ C||Ck the plus (+) icon to Eeturnto Emplovee List  Previous Emplovee InList  Mest Employee In List
add rows for additional
absences.
SJSU Information Support Services Enter Absences as a Timekeeper
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10. With Partial Hours ORACLE' ﬂ

. Favorites © Main Menu > Manager Self Service > Time Management > Report Time > Timekeeper Absence Entry
selected from the Partial - - = - -

Days dl’OdeWl‘l menu Report and View Employee Absences
' Julie Abbatt
enter the Hours per Day. wonzress 0

Info Tech Consultant12 Mo 0420
CMS Project Office 1207

Click for Instructions

From |02/01/2012 [3] Through 02292012 [

Existing Absence Events

|Absence Name Begin Date

Enter New Absence Events
|Absence Name i Balance |*Partial Days
|vacation =] 020172012 [ 020172012 [ 157.854 [None - Hours Add Comments [+] [=]
[Sick- Self =] 020062012 [ [02006/2012 [ B Partial Hours =] | 2.00 Hours  Add Comments =
Mane l
Calculate Duration
Timesheet

Tothe hest of my knowledge and belief, the infarmation
submitted is accurate and in full compliance with legal
and CEU palicy reguirements

Submit I

11. Add any comments. O —————————— .

Favorites ~ Main Menu > Manager Self Service > Time Management > Repart Time > Timekesper Absence Entry

_(If the AC!d _Com m ents link Report and View Employee Absences
is red, this is required.) Julie Abbott
000027838 0
H H Info Tech C Itant 12 Mo 0420
12. Click the plus (+)_ icon to e
add rows for addltlonal Click for Instructions
absences.

From |02/01/2012 [5] Through  |02729/2012 [

Existing Absence Events e | Find First I 1 of 1

|Absence Name Begin Date P i Last Updated By

Enter New Absence Events

|Absence Name in Ds Balance |‘Partial Days

[Vacation ] ozotizoiz (5 020152012 [ 157.854 [Mone <] Hours  Add Comments [=]

[Sick- Serr =] [ozmsizonz [ [0zoez01z 5 8 [Partial Houre =] | 2.00 Hours  Add Comments

[Sick- Family Care = (0232012 5 02132012 [ 8 [Parial Hours =] | 2.00 Hours  [ado comments] [+] [=]
Calculate Duration

Timesheet

‘ To the hest of my knowledge and belief, the information

SJSU Information Support Services Enter Absences as a Timekeeper
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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; that indicates that
a comment has been entered.

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

The Submit Confirmation
page displays.

16. Click OK.

ORACLE

Favarites éMain Menu > Manager Self Service > Time Management > Report Time > Timekeeper Absence Entry

Absence Event Comments

Enter cornments 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,

Please enter relationship of family member: child|

Save Comments |

Eeturn to Entry Page

ORACLE ﬂ

Favotites = Main Menu > Manager Self Senice > Time Management » Report Time > Timekeeper bsence Entry
- - - - -

Report and View Employee Absences
Julie Abbott

000027899 a

Info Tech Consultant 12 Mo 0420

M3 Project Office 1207

Click for Instructions:

From  |02i0112012 [5]

Existing Absence Events

Through  [0229/2012 [3)

[Absence Hame Begin Date

Enter New Absence Events

[Absence Hame

*Begin Date

[vacation =l [0z01i2012 5] (020172012 (5] 157.854 [None - Hours Add Comments [=]
[sick- Belf =] [n2m8i2013 [ (02082012 5 8 Partial Houre ~ 2.00 Hours Add Comments =
[Sick- Family Care =l o222z [ 0232012 [ 8 Partial Hours ~ 2.00 Hours Edit Comments =]

Calculate Duration |

Timesheet
‘ Tothe hest of my knowledge and belief, the inforrmation |

ORACLE  ChmmmmmmSS

Favarites Main Menu > Manager Self Service > Time Management > Report Time > Timekeeper Ahsence Entry
v i - - v -

Submit Confirmation

‘/ The Absence(s) were submitted successiully.

Ok |

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

Em ployee Absences page Favuvrites Mair &ﬂenu x> Manager Svelf Service > Time Marlagement > RepDrE Time » Timekeeper Ahsence Entry

displays. .
Report and View Employee Absences

Julie Abbott

0000278499 1]

Info Tech Consultant 12 ko 0420
ChS Project Office 1207

Click far Instructions

From [02/01/2012 [3] Through  |02/29/2012 [5]

Existing Absence Events

Absence Name

Yacation 02/01/2012 02r01/2012 8.00 Hours Reviewed Carrie Medders - FOR DEMOS {1
Sick- Self 02/06/2012 0210672012 2.00 Hours Feviewed Carrie Medders - FOR DEMOS ]ﬁl
Sick - Family Care 021372012 021372012 2.00 Hours Feviewed Carrie Medders - FOR DEMOS ﬁ[

Absence Hame

| Mo Time Taken =] 020152012 5 022902012 [5) Add Comments (=]

Calculate Duration |

Timesheet - : 7
Tothe hest of my knowledge and belief, the information

submitted is accurate and in full compliance with legal
and G35 policy requirements.

Submit

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

Eeturn to Emplovee List  Previous Emplovee In List  Mext Emplovee In List

SJSU Information Support Services Enter Absences as a Timekeeper
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Delete an Unapproved Absence

Timekeepers can only delete absences with a Submitted status (entered by the employee) or a Reviewed
status (entered by a Timekeeper). Approved absences can only be deleted by an approver or by Payroll.

The Report and View
Employee Absences page
displays.

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

The Confirm Delete page
displays.

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

Faworites EMain Menu > Manager Self Service @ Time Management @ Report Time @ Timekeeper Absence Entry
- i - - - -

Report and View Employee Absences

Julie Abbott

0o0o02789y 1]

Info Tech Consultant 12 ko 0420
CMS Project Office 1207

Click far Instructions

From (02012012 [3] Through (021292012 [5]

Existing Absence Events customize |Find | B0 8 First B 1m0 B ant
Absence Hame in Dz 2 Srases | LN ctotie  |Last Updated By

Yacation 02/0172012 0260102012 8.00 Hours Reviewed Carrie Medders - FOR DEMOS {1
Sick- Self 020672012 02006872012 2.00 Hours Feviewed Carrie Medders - FOR DEMOS E[
Sick- Family Care 02132012 0201372012 2.00 Hours Eeviewed Carrie Medders - FOR DEMOS ﬁ

Absence Hame

|Ma Time Taken =l [pzioti2012 ) [oz2ez012 ) Add Comments =]

Calculate Duration |

Timesheet : : 7
To the best of my knowledge and belief, the information

submitted is accurate and in full compliance with legal
and C5U policy requirements.

Submit

ORACLE @ e

Favaorites Main Menu > Manager Self Service > Time Management > Report Time > Timekeeper Ahsence Entry
- i - - - -
Confirm Delete

‘/ Click Yes to Delete this Absence Event

Abzence: Sick - Self  Begins: 2/6/2012  Ends: 262012

es I Mo |

SJSU Information Support Services

Enter Absences as a Timekeeper
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The Report and View ORACLE G
Employee Absences page Favovrites éMain&ﬂenu > Manager Svelf Service > Time Manvagement > RepDrETime > Timekeeper &hsence Entry
displays. .
Report and View Employee Absences
Julie Ahbott
) 00o02ya9a 1]
4. Confirm that the absence Info Tech Consultant 12 Mo 0420
is no longer listed in the CMS Project Office 1207
Existing Absence Events Click for Instructions
section.
From |02/0152012 [5] Through  |02/29i2012 [5)
Existing Absence Events
Absence Name Begin Date |End Date
Yacation 020142012 0270172012 8.00 Hours Reviewed Carrie Medders - FOR DEMOS  [i]
Sick- Farnily Cara 0201352012 02132012 2.00 Hours Reviewed Cartie Medders - FOR DEMOS E
Enter New Absence Events
Absence Name
||NOTimeTaken =l [pzioti2012 ) [ozr29i2012 ) Add Comments [=]
Calculate Duration |
Timesheet - N -
To the best of my knowledge and belief, the infarmation
submitted is accurate and in full compliance with legal
and CSU policy requirements.
Submit
Returnto Emunlovee List  Previous Emnloves InList  Mext Emplovee |n List
SJSU Information Support Services Enter Absences as a Timekeeper
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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 EMain&ﬂenu > Manager Svelf Service > Time Man'agement > RepDrETime » Timekeeper Absence Entry
displays. .
Report and View Employee Absences
Julie Abbott
. . 000027899 0
Note: The current pay period is Info Tech Consultant 12 Mo 0420
the default display. CMS Project Office 1207

Click far Instructions

1. Change the From date . From (02012012 [3] Through  |0229/2012 [
and Through dates to view -
. Existing Absence Events
a different set of absence
. Absence Name

transactions.
Yacation 02/0172012 0260102012 8.00 Hours Reviewed Carrie Medders - FOR DEMOS {1
Sick- Self 020672012 02006872012 2.00 Hours Feviewed Carrie Medders - FOR DEMOS E[
Sick- Family Care 02132012 0201372012 2.00 Hours Eeviewed Carrie Medders - FOR DEMOS ﬁ

Absence Hame

|Ma Time Taken =l [pzioti2012 ) [oz2ez012 ) Add Comments =]

Calculate Duration |

Timesheet : : 7
To the best of my knowledge and belief, the information

submitted is accurate and in full compliance with legal
and C5U policy requirements.

Submit

The Report and View ORACLE I —

Employ_ee Absences page Favovrites Main&ﬂenu > Manager Svelf Service » Time Marlagement % RepDrETime > Timekeeper Absence Entry
again displays. ' ]
Report and View Employee Absences

Julie Abbott
000027893 0
2. Change the From date Infa Tech Consultant 12 Mo 0420
and Through date to view CMS Project Office 1207
a different set of absence Click for Instructions
transactions.
From Through (0252972012 EJ
Existing Absence Events
(Absence Hame oo | LI ctoto  |LastUpdated By
Sick - Self 100452011 105052011 16.00 Hours Finalized Employee Self Service
Wacation 101452011 1001 452011 8.00 Hours Finalized Employee Self Service
Wacation 102802011 10052852011 8.00 Hours Finalized Employee Self Service
Sick - Self 103152011 1003102011 8.00 Hours Finalized Employee Self Service
Sick - Self 1100452011 1170452011 8.00 Hours Finalized Employee Self Service
Wacation 1203002011 1203002011 8.00 Hours In Process Employee Self Service
“acation 02/01/2012 020142012 8.00 Hours Reviewed Carrie Medders - FOR DEMOS  [i]
Sick - Family Care 021132012 021352012 2.00 Hours Approved  Carrie Medders - FOR DEMOS
SJSU Information Support Services Enter Absences as a Timekeeper
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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.

i "
1. From the Main Menu ORACLE
navigate to Man ager Self Favarites Main Menu > Manager Self Service > Time Management > Report Time > Timekeeper Absence Entry
Service > Time Repo sl ® .
1]
Management > ek N
Timekeeper Balance : n
i P DOD0278! ) pjert-535U
Ian|ry. IO Tech! ~ campus Info »
CMSProj ~ self Service 3
Glick for I L Manager Self Service
9 535U Campus Solutions L Time Management m = TE ; i
3 S15U Hurnan Resources L4 & Rppro:u?r e AR ERNon: :
From [ Recruiting K = Mepm ';n T -
£ Benefits ; B T.anaser aa;cle nq:ury .
£ Time and Labor N D imekeeper Balance Inguiry
3
Sick- Se 0 set UD_ HS 10 Hours Finalized Employee Self Service
: [ Reporting Tools 4 — ;
Yacation 10 Hours Finalized Employee Self Service
. (1 PeopleTools 3 —= :
Yacation o 10 Hours Finalized Employee Self Service
D My Personalizations
Sick- Se 10 Hours Finalized Employee Self Service
Sick - Self 1150452011 11/0452011 .00 Hours Finalized Employee Self Service
Wacation 1203002011 1203002011 .00 Hours In Frocess Emplovee Self Service
Yacation 020172012 02/0172012 8.00 Hours Reviewed Carrie Medders - FOR DEMOS [
Sick - Family Care 020132012 021132012 2.00 Hours Approved  Carrie Medders - FOR DEMOS
The Timekeeper Balance ORACLE tone |zt
Inqu”-y SeaI’Ch page Favn'rltes Mamy\enu > Manager E&a\f Service > Time Marlagement » Timekeeper Balance Tnouiry
d. I Mew Window | Heln | Cu
Isplays. Timekeeper Balance Inquiry
Note: The Last Refresh date pepartmen: ___Jo Name: |
. EmpliD: Q Empl Redz: Q
dISplayS Pay Group: ’_Q
Union Code: a,
Payroll Status: | Active - HR Status: Active -
2- CIICk the RefreSh Refresh Employee LISI Last Refteshwas: 02/2412
Employee List button.

Graduated Yacation Chart

SJSU Information Support Services Enter Absences as a Timekeeper
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The Building Security List
information page displays.

3. Click OK.

The Timekeeper 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.

ORACLE &

Favorites Maitt Menu > Manager Self Service @ Time Managernent > Timekeeper Balance Inoguiry

Building Security List of Employees - Press "0OK"™ to Build List, or press CANCEL to use existing List

This Process builds or rebuilds a List of Employees forwhom you, as a Manager or
Timekeeper are respansible. Itis designed to improve performance, and only needs to
he performed when something changes in that relationship, orthe listis 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 systern will enforce the build for the first time, as well as for lists older than the set
time (default 1 days). The list may be refreshed manually at any time.

Upon pressing "Refresh Emplayees”, this message will be displayed,
Press QK to Continue with the build, or Press CAMCEL to go ahead without updating
the list.

ke Cancel

ORACLE’

Favorites Main Menu > Manager Self Service > Time Management > Timekeeper Balance Inouiry

Mew vindow | Help | &

Timekeeper Balance Inquiry

Search Criteria

Department: m CMS Project Office Name: [

EmpliD: la EmplReds: | O

Pay Group: ’_ Q,

Union Code: ’_ Q,

Payroll Status: lm HR Status: lm
ssarch | | Clear |  Reffesh Employes Lis|  LastRefreshwas: 0228012

Graduated Vacation Chart

SJSU Information Support Services
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The Timekeeper Balance
Inquiry page / Absence
Balances tab displays.

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

ORACLE’

Favorites - Maln Menu » Manager Self Gervics » Time Managsment » Timekesper Balance Inuiry

Department:  [1207 G CMS Project Office Name: \

EmpliD: [ e EmplRed: | O

Pay Group: ’_ Q

Union Code: ’_ Q

Payroll Status: lm HR Status: lm
Search | Clear | Refresh Ermployee LISI Last Refreshwas: 02/28M1 2

Home | Addto Favorite

Mew Windows | Help | Cust

Timekeeper Balance Inquiry

Search Criteria

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

The Timekeeper Balance
Inquiry / Compensatory
Time tab displays.

Last Finalized Balances for Employees Administered
by Carrie Medders

[ Absence Balances T G

Balances

1 AbbottJulie K Active 000027853 o 1207 RO9 2011-11 1200172011 8.000  166.854 1}
2 Brinkley, Christy R Active 000045683 o 1207 RO9 2011-11 1200172011 860.000  340.000 1Ry
3 Kasdan Lucy Active 000019982 1} 1207 RO9 2011-11 1200172011 421.000  364.994 17y
4 Warcum, Shirley £ Active 002480570 o 1207 ROG 2011-11 1200172011 23.000 23.003 0

ORACLE’

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

Home | AddtoFavoritel

Mew Window | Help | Cus

Timekeeper Balance Inquiry

Search Criteria

All Compensatory Time types
of leave display.

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

Department: 1207 @ CMS Project Office Name: [

EmpliD: [t EmplRed: |

PayGroup: | Q

UnionCode: | O

Payroll Status: lm HR Status: Im
search | | Clear | | Refesh Employes Lis]  LastRefrash was: 02128012

Last Finalized Balances for Employees Administered
by Carrie Medders

Last Balances

as of Date

Finalized
Period

1 Abbott,ulie K Active 0000278589 1} 1207 ROS  2011-11 12012011 0000 0000 0000 0000 0.000 0.o0i
2 Brinkley,Christy R~ Active 000045683 1} 1207 ROS  2011-11 12012011 0000 0000 0000 0000 0000 0.000 E
3 Kasdan,Lucy Active 000019982 o 1207 ROS  2011-11 12012011 0000 0000 0000 0000 0.000 0.000 £

SJSU Information Support Services
info-support@sjsu.edu, 408-924-1530
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The Timekeeper Balance SRAEES
IanIry / State SerV|Ce for Favovrltes Mamylenu » Manager Svelf Service » Time Marlagement » Timekesper Balance Inguiry

Home

Mew Window | Helo | Custamize Fage

Absence page displays. Timekeeper Balance Inquiry
. Department: 1207 @, CMS Project Office Name: |

The State Service Balances Empi: " e

1 Pay Group: fiq
d | Sp I ay. Union Code: ’7 Q.

Payroll Status: lm HR Status: m
. . . . Search | Clear | RefreshEmpluyeeLis' Last Refresh was: 02/28/12

7. Click the Details icon in

the far right column (on

Last Finalized Balances for Employees Administered by

any of the three tabs) to ST
i " s fiell] State Service for Absence
view more detailed = i
. X lame = Finsized et
Informatlon for any 1 Abbottdulie K Active 000027839 2011-11 1240172011 1749.000
employee |n the IISt. 2 Brinkley, Christy R Active 000045683 o 1207 RO8 2011-11 120172011 368.000 0.000 0.000 0.000 0.000 F\%
3 Kasdan Lucy Active 000019982 o 1207 ROS 2011-11 1260172011 169.000 0.000 0.000 0.000 0.000 E‘E‘l
4 Marcurn.Shirlew Z Active 002480570 0 1207 RO3 2011-11 12001/2011 9.000 0.000 0.000 0.000
.
The Absence Balance ORACLE

Favarites Main Menu » Manager Self Service s Time Management > Timekeeper Balance Inguiry

Details page/Absence
Balances section displays.

Mew Window | Help | Custorr

Absence Balance Details

EmpliD: 000027839 Julie Abbott Empl Redz: 1} Last Period Finalized: 2011-11

Department: 1207 CMS Project Office Union Code: RO9 Payroll Status: Active

Note: There is one tab per
absence type.

[ All Absence Balances

=~ Absence Balances Customize | View All | @l B First B 105000 (8] Last

Balances as of Date Sick Balance

8. Click a tab to view the 1201112 CURRENT- Not Finalized B.000 0.000 0.000 0.000 0.000 5.000
: 2201111 120172011 8000 8.000 8000 0000 n.000 8000
relevant absence details. 3201110 110172011 24.000 g.000 24.000 0.000 0.000 8.000
. 4201109 100172011 24.000 g.000 2.000 0.000 0.000 24.000
9. Scroll down to view 52011-08  09/01/2011 18.000 8.000 0.000 0.000 0.000 24000
e 6201107 08272011 8.000 g.000 0.000 0.000 0.000 16.000
additional absence types. 7201106 070172011 8.000 g.000 2000 0.000 0.000 &.000
8201105 0BM1/2011 16.130 g.000 16.130 0000 0000 8000
8201104 080172011 8130 g.000 0000 0000 0000 16,130
102011-08 040172011 8130 8.000 8000 0000 n.000 8130
1 2011-02 030272011 168120 g.000 16.000 0.000 0.000 8130
12 20011-01 020172011 8130 g.000 0.000 0.000 0.000 16.120
122010412 01012011 16,130 g.000 16.000 0.000 0.000 8130

SJSU Information Support Services Enter Absences as a Timekeeper
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The Compensatory Time
Balances section displays.

10. To view State Service
balances, click the arrow
by State Service for
Absences and scroll
down.

The State Service for
Absences section displays.

11. Click Return to return to
the main Absence
Balances page.

ORACLE’

Favovrites Mamy\emu > Manager Svelf Service » Time Manvagement > Timekeeper Balance Inquiry

13 2010-12

12011-12
2 2011-11
3 2011-10
4 2011-09
5 2011-08
6 2011-07
7 2011-06
g 2011-08
9 2011-04
10 2011-03
11 2011-02
12 2011-01
13 201012

ompensatory Time Balances

01407142011

lances as of Date

CURRENT - Mot Finalized
120172011
110172011
10/0172011
09/01/2011
08/02/2011
070172011
06/01/2011
050172011
0410172011
03/02/2011
020172011
01/01/2011

I State Service for Absences

ORACLE’

16130

| View All |

& @

8000

16.000

First B 115 or 53 ] Last

0.000

B.130

0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000

Favovrites Mainylenu > Manager Sve\f Service > Time Manvagement > Timekeeper Balance Inguiry

1201112
2 201111
3201110
4 2011-09
5 2011-08
6 2011-07
7 2011-06
g 2011-05
9 2011-04
10 2011-03
11 2011-02
12 2011-01
13 201012

Return

 State Service for Absences

Balances as of Date

CURRENT - Mot Finalized
120172011
110172011
10/01/2011
090172011
08/02/2011
070172011
0e/01/2011
0510172011
0410172011
03/02/2011
020172011
010172011

Custol

w i ([ |

0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000

First B 113 of 63 [¥] Last

179.000
178.000
177.000
176.000
175.000
174.000
173.000
172.000
171.000
170,000
169.000
168.000
167.000

.000
.0oo
.0oo
.0oo
.0oo
.0oo
.0oo
.0oo
.0oo
.0oo
.0oo
.0oo
.0oo

e S (S SR

0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000

0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000

0.non
n0.oon
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000

0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000

CTO Earned CTO Tal CTO Adjusted CTO Balance

0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000
0.000

179.000
179.000
178.000
177.000
176.000
175.000
174.000
173.000
172.000
171.000
170.000
169.000
168.000
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The Timekeeper 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’

Favo_rites Mainflenu > Manager S_e\f Service > Time Marlagement > Timekeeper Balance Inguiry

Active &

Department: ’T Q. CMS Project Office Hame: |
EmpliD: [ <} EmplRed: | Q
Pay Group: ’_ Q
Union Code: ’_ Q
Payroll Status: lm HR Status:
search | | Clear | | RefeshEmployee Lis|  Last Refresh was: 022812

I
Absence Balances |

Last Finalized Balances for Employees Administered
by Carrie Medders

Balances
as of Date

ick

Balance

Vacation
Balance

1 AbhottJulie K Active 000027899
2 Brinkley,Christy R Active 000045683
3 Kasdan,Lucy Active 000019982
4 harcum,Shirley Z Active 002480570
A Melson,Roger T Active 000081654
6 Mickerson Med L Active 000057344
7 Rogers,Jenny R Active 0055376748
& Sampson,Dana X Active 008200452

1207
1207
1207
1207
1207
1207
1207
1207

RO8 2011-11
RO8  2011-11
ROG  2011-11
ROG  2011-11
ROG  2011-11
ROG  2011-11
ROG  2011-11
RO8  2011-11

12012011
120102011
120142011
120102011
120142011
120142011
120142011
12012011

a.000
860.000
421.000

23.000
383270
BB0.000

94.000

16.000

165.854
340.000
364.994
23.003
241218
265341
48 HE2
13334

Graduated Yacation Chart

ORACLE’ ﬂ

Faviorite:
-

Press Esc to Return

ain Menu > Manager Self Service » Time Management > Timekeeper Balance Inguiry
- - -

Mew Window | Help

*In terms of fulktime service

- SUMMARY OF MAXIMUM VACATION
SUMMARY OF VACATION ACCRUAL RATES AND CTO CREDITS
MONTHLY 7
scrviceseoumners: | VACATION | DAY, | | ARCAUME UM |y cro | | M YACRTOR | lrons o

anre | Pervear| | crassieicaTion YEARS OF SERVICE | (1
0.3 YEARS: 1 TO 36 MONTHS £23HOURS | 10 192 A WA 480 HOURS. 430 HOURS.
3.6 YEARS: 37 TO T2 MONTHS 10 HOURS 15 130 NiA WA 33¢ HOURS 440 HOURS
£10 YEARS: 73T0 120 MONTHS i 1akouRs | 17 UNIT 1 HiA WA 272 HOURS. 334 HOURS
10-15 YEARS: 12170 180 MONTHS | 12 /3HOURS | 18 UNIT 2 120 HOURS | 240 HOURS 272 HOURS 334 HOURS
15-20 YEARS: 181 TO 240 MONTHS 14 HOURS 21 N3 HiA WA 320 HOURS 440 HOURS
2035 YEARS: 241 TO 300 MONTHS | 1513 HOURS | 23 UNIT £ 120 HOURS 240 HOURS 320 HOURS 440 HOURS
OVER 25 YEARS: 301 MONTHS ANDUP | 16 HOURS 28 Al ey i Sl praat e
UNT & 240HOURS | 240 HOURS 272 HOURS 334 HOURS
¥YACATION ACCRUAL RATES FOR ELIGIBLE ELASSlFlCATlD"S N UNIT7 120 HOURS 240 HOURS 272 HOURS 3134 HOURS
EXECUTIVE (MS8), MANAGEMENT (MBD), UNT S 200 HOURS™ | 480 HOURS 272 HOURS 334 HOURS
CONFIDENTIAL (88}, FACULTY (Unit 3) 16 24 NS 120KOURS. | 240 HOURS 272 HOURS. 384 HOURS,
AND ACADEMIC STUDENT (UNT 11) UNIT 10 240 HOURS | 240 HOURS 272 HOURS 334 HOURS
N1 A WA 80 HOURS S0HOURS
UNIT 12 NiA A 272 HOURS 440 HOURS
£9s 120HOURS. | 240 HOURS 272 HOURS. 334 HOURS
co9 120 HOURS | 240 HOURS 384 HOURS 334 HOURS

*PER MOU/Policy

“PURSUANT TO FAIR LABOR STANDARDS ACT

SJSU Information Support Services

info-support@sjsu.edu, 408-924-1530
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Review Absences Entered by Employees

This section demonstrates how to review absences entered by employees. Use this functionality if you are
designated to review but not to enter or approve absences for a group of employees. A Timekeeper may also
use these pages to send an absence back to an employee for correction.

ORACLE’

Home | Addto Favorites|

1. From the Main Menu _
. Favorites ¢ Main Menu > Manager Self Service > Time Management > Timekeeper Balance Inguiry
navigate to Manager Self M g Hewthindow | Hels | G1
Service > Time e @

Management > Approve  scarch cJSPRRESER
Time and Exceptions > e ,

Dep: (3 Self Service L ‘
Timekeeper Absence oy 1 M Self Seice
9 515U Campus Solutions £ Time Managemnent

H P [ Approve Time and Excep
REVI ew. AV [ 515U Hurnan Resources ¥ 1 Report Time |5 Approve Reported Absences
Unio [ Recruiting

3 Benefits [5] Manager Balance Inguiry |=] Timekeeper Absence Review
3 Time and Labaor |=] Timekesper Balance Inquiny

13
»
»
g (3 Glabal Payral & Absence Mgmt " | LastRefrashwas: 0226112
»
»
»

Payi

T 3 Set Up HRMS
(1 Reporting Tools
3 PeopleTools
Graduate =] My Personalizations

The Timekeeper Absence ORALLE R

H H Favorites  Main Menu > Manager Self Service » Time Management » Approve Time and Exceptions » Timekeeper Absence Review
Review page displays. . ¥ . v ? , .
Iew Window | Help | Customize Pa

Timekeeper Absence Review

2. Scroll down to view all —
employees. (Glck o nctructionz)

First B 140 o 10 B Loet

Empl ID i DeptID |Dept Hame

Info Tech

m| 000027899 0 Sub Abbott Julie K Active 1207 CMS Project Office n4z0 Consultant 12
Mo
Infa Tech
[ 000045683 0 Sub Brinkley,Christy R Active 1207 CMS Project Office 0420 Consultant 12
Mo
Infa Tech
u 0034338532 0 Mone Ford Harrison L Terminated 1207 CMS Project Office 0420 Consultant 12
o
Info Tech
O 000019882 0 Appr Kasdan,Lucy Active 1207 CMS Project Office 0420 Consultant 12
Mo
. . Info Tech
The Select'on and Con'“nue u 000040508 0 Appr Kay,Mary K Waork Break 1207 CMS Froject Office 0420 Consultant12
Mo
Info Tech
bUttonS dlsplay. ] 002480570 0 Appr Marcum,Shirley Z Active 1207 CMS Project Office 0420 Consultant12
o
Info Tech
| 000081654 0 Appr Melson,Roger T Active 1207 CME Project Office 0420 Consultant12
Mo
3. Click the Select All button It Tecn
. m| 000047344 0 Appr Mickerson MNed L Active 1207 CMS Project Office n4z0 Consultant12
to review absences for all L
m 005537675 0 Appr Rogers,Jenny R Active 1207 CMS Project Office 0420 Consultant12
employees or check o
Info Tech
IndIVIduaI bOXeS to VIeW a' 1] 008200452 0 Appr Sampson,Dana ¥ Active 1207 CMS Project Office n4z0 Consultant12
. . Wi
few select individuals.
4' CIICk the Contl nue bUtton SelectAl | DeselectAI' Continue |
SJSU Information Support Services Enter Absences as a Timekeeper
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The Review 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.

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

The Needs Corr and
Reviewed statuses display.

6. Select Needs Corr
(Correction).

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

The Approval Comments
page displays.

Note: Be brief and professional
when adding comments.

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

9. Click the Save Comments
button.

ORACLE’

Favovrites Mainylenu > Manager Sve\f Service > Time Manvagement > Approve Time'and Exceptions > Timekeeper Absence Review

Review Reported Absences
Carrie Medders

Mewr Window | Help | Custamize Pac

Click for Instructions
Existing Absence Events Customize [Finet | E0] 3 First B qz0rs B Lot
EmpliD  (Rcd# |Mame /Absence Name |Begin Date Unit Type (Review Status Add Comment
1 000027884 0 Abbott Julie K Vacation 020142012 02/01/2012 8.00000 Hours Reviewsd = Add Cormment
2 000045683 0 Brinkley,Christy R wacation 0200152012 020142012 8.00000 Hours - Add Comment
3000045683 0 Brinkley,Christy R Sick-Famly 021132012 02132012 800000 Hours -] Entre Add Comment
Care Comments

Return to Employee List

ORACLE’

Favovrites Mamylemu > Manager Svelf Service > Time Manvagement > Approve Time'and Exceptions > Timekeeper Absence Review

Review Reported Absences
Carrie Medders

Click for Instructions

Existing Absence Events

Red# (Name \Absence Name (Begin Date [End Date

1000027899 0 Abbott Julie K Wacation 02i01/2012 02i071/2012

2 000045683 0 Brinkley,Christy R Wacation 02i01/2012 02i01/2012

Sick - Family

3 000045683 0
Care

Brinkley,Christy R 021132012 02i13i2012

5.00000 Hours

£.00000 Hours

£.00000 Hours

Mew Window | Help | Customize Pz

‘Add Comment

Unit Type
Reviewed x Add Comment
Add Comment

g Add Comment
Reviewed

ORACLE’

Favorites Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions > Timekesper Absence Review

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 Appravals Page link.

fou have entered this absence for the wrong day. Please carrect and re-submit.

Save Comments |

Eeturn To Anprovals Pace

SJSU Information Support Services
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The Review Reported
Absences displays.

Note: The Add Comment link
now says Edit Comment.

10. To mark an absence as
reviewed, click the
dropdown arrow in the
Review Status column.

11. Select Reviewed.
12. Click the Submit button.

The Approval Confirmation
page displays.

13. Click OK.

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

Note: The Submit button is
grayed out (unavailable).

ORACLE’

Favovmtes Mainy‘\emu > Manager Sve\f Service > Time Man'agement > Approve T\megnd Exceptions > Timekeeper Absence Review

Mew Window | Help | Custornize Pa

Review Reported Absences
Carrie Medders

Clickfor Instructions
Absence Requests ize | Find | E‘\ L] First [ 13065 A Lest

Red# (Name ‘Absence Name |Begin Date [End Date Unit Type Review Status

8.00000 Hours Reviewed r
8.00000 Hours Meeds Con _x

‘Add Comment

1 000027839 0 Abbottulie K Wacation 02/01/2012 020112012 Add Comrment

2 000045683 0 Brinkley,Christy R Wacation 02/01/2012 020112012 Edit Carmroent

Sick - Family

~ | Entry
Care Hnd0nHors Comments

3 000045683 0 Brinkley, Christy R 0201312012 0213/2012 Add Comment

Meeds Corr

Submit teviewead

Return to Employee List

ORACLE R —

Favorites Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions > Timekeeper Absence Review

Approval Confirmation

‘/ Changes to Review Status were saved.

OK |

ORACLE’

Faviorites Main Menu > Manager Self Service » Time Management > Approve Time and Exceptions > Timekesper Absence Review

Mew Window | Heln | Custorize Pa

Review Reported Absences
Carrie Medders

Click for Instructions

Existing Absence Events

ze |Fine | B0 B pist B ga s B oy

Rcd# (Name |Absence Name |Begin Date (End Date Unit Type Review Status ‘Add Comment

1 000027839 0 Ahbott Julie K Yacation 02i01/2012 02012012 8.00000 Hours Reviewed - Add Comment
2 000045683 0 Brinkley, Christy R Wacation 02001/2012 020142012 8.00000 Hours Meeds Corr_= Edit Comment

3 000045683 0 Brinkley,Christy R

Sick-Family  g3i13012 02132012 8.00000 Hours  [Reviewed =] SOi Add Comment
Care Comrments

Submit

Return io Employee List
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