FRESNG
STATE §i§%§f APPROVE STUDENT TIME — MPP/CHAIR

Overview

This business process guide provides department managers /department chairs step-by-step instruction on the
use of MyFRESNOSTATE to proxy authority and to approve student and hourly employee time.

Student and hourly employees are to enter their time worked at the end of each business day. As department

manager/chair, you must approve student and hourly time by the monthly deadline in order for your student
and/or hourly employees to be paid in a timely manner.
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This section shows how to enter time worked.

The myFRESNOSTATE
homepage displays.

1. Goto MyFRESNOSTATE
(http://my.fresnostate.edu/).

2. Click the MyFRESNO

STATE SIGN IN
button.

The Oracle PeopleSoft
Enterprise Sign In page

displays.

3. Enter your Fresno State ID

and Password.

4. Click the “Sign In”
button.

Note: If you have difficulty
logging in, contact the Help

Desk at 278-5000

FRESNGSTATE

Favorites @ Main Menu
v -

|Signon

Mew User? Get an account now!

Meed Help? Click here for My Help

My Menu

[> Future Students & Alumni

[ Apply for Admission

[ Class Schedule

— Continuing & Global Ed Courses
— View University Catalog

Campus Links

Campus Directory
Campus Calendars
Campus Maps

FRESNGSTATE

Discovery. Diversity. Distinction.

Campus Login Services

IMPORTANT SECURITY NOTIFICATION

Fresno State will never ask you to confirm or verify your email account by providing your password via email. Do Mot Respond To Requests that ask you to
reply to an email or to click on a link to non-campus affiliated Web sites to confirm or verify your account by providing your password. These requests are
called phishing scams_ Do Mot Respond To Requests even if they appear to come from an email address ending with "csufresno_edu” or fresnostate edu. If you
think you have provided your password or other personal information in response to a phishing scam, contact the Help Desk immediately at 278-7000 for

staffffaculty and 278-5000 for students.

Need an Account?

Username:

Password:
(I forgot my password)

Faculty and Staff: Request your Fresno State email account now to gain access to email, calendaring. My Fresno State, Blackboard, free campus
Wi-Fi access, and services only available to employees. Once you have your employee account, you can optionally sign up for a Google Apps

account here.

Students: Create your Fresno State student account now fo gain access to Google Apps. email. your My Fresno State class schedule and
registration site, BlackBoard online classes, free campus Wi-Fi access, and other services available to Fresno State students. Once you create
your account. you'll login to your email at http://googleapps.fresnostate.edu.

You can also set up mobile access to your Google Apps at Fresno State account.

Having Trouble?

Get online help with Google Apps and other topics through the Help Center, or call the Help Desk.
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PROXY AUTHORITY (MPP)

The Main Menu displays.

5. From the Main Menu, -
click Manager Self
Service > Approval
Proxy

From the Approval Proxy
screen, enter the
Manager EmplID of the
person who will be
responsible for approvals
during your absence.

Next, enter the From
Date and the To Date.
This is the time frame
that you are authorizing
another MPP/Chair to
perform management
approvals on your behalf.

Click on the “Save”
button when complete.

NOTE: You may also edit,
add, or delete time entered
by students and/or hourly
employees. Instructions for
this process are in the
TimeKeepers Manual
located under the Payroll
Services > Timekeeping link

Favorites | Main Menu > Manager Self Service
- H - -
My Page Workflow

Main Menu =

ﬁ Manager Self Service
Mavigate to self service information and activities for people reporting to you.
iew Employee Personal Info

eview job and personal information for your employees.

Approval Proxy (==

If you will be temporarily unavailable, you can use this page select an individual to perform management approval
functions and receive your system routings.

Favorites i Main Menu > Manager Self Service > Approval Proxy
w i - -

My Page Workflow

Approval Proxy

If you will be temporarily unavailable, vou can select an individual to perform management approval functions
and receive your system routings

Approval Proxy

Manager ID: Q =
From Date: @ (example:12/31/2000)
To Date: @ (example:12/31/2000)

Manager ID: @

From Date: @ (example:12/31/2000)
To Date: @ (example:12/31/2000)
[ save 4um
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APPROVE PAYABLE TIME
(MPP/Chair)
This section demonstrates how an MPP will approve payable time of your employees once reported time has

been approved by the department timekeeper. The MPP should have previously reviewed the Department
Paysheet Report to view total time paid to specific Chartfields.

Main Menu > Manager Self T ———
Service > Time Management ) Approve Time and Exceptons
>Payable Time = N s, o el B

] eorove Reponeg Absences [ foorose Time and absences

[ Ouertime Requests
e e T i Lokt

1. Click “Payable Time”.

2. Click “Approve”. This (eogpaes§ o, o Fompn S oo v T oqpaput 3 oprwet Yo o g .1 oyl T
will approve all Appeuve Papatie T
employees reported Approve Time for Time Reporiers

T .
time.
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3. If correct, click “OK”.
You will receive a
Confirmation message

once this has been Are you sure you want to approve the time selected? (13504,2500)

completed. : :
Once the page is saved, the time cannot be "Unapproved”
Press QK to Approve or press Cancel to not save the approval.
0K Cancel
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