FRESNG

STATE oy APPROVE, VIEW, AND ENTER ABSENCES
Distinction FOR EMPLOYEES PROCESS GUIDE

Overview

This step-by-step guide will show you how to approve employee absences in PeopleSoft (MyFresnoState). 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 to key them in. Failure to enter and approve
absences on time may result in incorrect processing.
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Sign in to the MyFresnoState/PeopleSoft

To enter your absences, you must first log in to your MyFresnoState portal.

o

8 https://my.fresnostate.edu/psp/mfs/EMPLOYEE/EMPL/h/Ttab=PAPP_GUEST

The MyFresnoState
homepage displays.

1.Go to MyFresnoState

MY FRESNGSTATE

Favorites | Main Menu
w B .

(http://my.fresnostate.edu/).

2.Click the
MyFresnoState “Sign
In” button.

Need 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

The Oracle PeopleSoft
Enterprise Sign In page
displays.

1. Enteryour Fresno State ID
and Password.

2. Click the “Login” button.
Note: If you have difficulty

logging in, contact the Help
Desk at 278-5000.

FRESNGSTATE

Discovery. Diversity. Distinction.

QUICKLINKS v

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 Not Respond To Requests that ask you to
reply to an email or to click on a link te non-campus affiliated Web sites to confirm or verify your account by providing your password. These requests are
called phishing scams. Do Not 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 278-56000 for students.

Username:

Password:
{I forgot my password)

Need an Account?

Faculty and Staff: Request your Fresno State email account now to gain access o 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 Fresho State student account now 1o gain access to Google Apps, email, your My Fresno Stale class schedule and
regisiration site, BlackBoard online classes, free campus Wi-Fi access, and other services available fo 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.

Fresno State Human Resources
User Guide

Undated 1/1/2015

Absence Management-Employees
2



http://my.fresnostate.edu/).

Approve Absences

1. From the Main Menu FRESNGSTATE
navigate to Manager Self g S
Service > Time :
Management > Approve S — T
Reported Absences.
.
The Ap prove Rep orted Approve Reported Absences
Absences page displays.
{Click for Instructions;
Note: Your direct reports, as Employees Personalize | Find | Viswall [0 B8 First B 13 072 B Last
well as all employees you are seect Empi T perod tame Stue  DoptID Doptame sob Goe. sab Tite
an alternate approver for, are PR e 45435 |Human Resources 73 e Tech Supgor
shown. : 0 Appr Terminated 45435 | Human Resources mys | SpmanilTech Support
0 None Acive 45435 |Human Resources na |SpanttTech Support
I First
2. Click a column header to | seectan | [ Deselecta| [ continue
re-sort the list.
Fresno State Human Resources Absence Management-Employees
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The re-sorted list displays.

Note: In this example, the Status
column was sorted.

Current Period Absence Status:

None — No absences have
been entered.

Appr — All absences entered
have been approved.

Sub — Absences have been
submitted but not
approved.

Scroll down to view all
employees.

Click the Org Chart icon in
the far right column to view
the direct reports of
another employee (if
applicable).

The Selection and Continue
buttons display.

Note: Alternate Approvers
should approve absences of
direct reports only if requested
by the person they are an
alternate for.

Click the Select All button to
review absences for all
employees, or check boxes
to select and view individual
absences.

Click the Continue button

Approve Reported Absences

Click for Instructions

Employees Personalize | Find | Viewall |0 | B8 First B 43073 B Last
Empl Current
Select Empl 1D Rmdp Period Name Status DeptID Dept Hame Job Code |Job Title
© Absence
0 None Active 45435 Human Resources 173 ?;ﬁz" Tech Support
4
1 Apor Aclive 45435 Human Resources 1173 e SRt
0 Appr Terminated 45435 Human Resources 173 ?;frgz" Tech Support
Employees Personalize | Find | View All | | H First B 1-3 0f 3 [ Last
Empl Current
Select Empl 1D R dp Period Name Status DeptID Dept Hame Job Code Job Title
o Absence
1 Sub Draper Active 45435 |Human Resources 173 ?gﬁz“ Tech Support
W
0 Appr Ellis Active 45435 Human Resources 173 ?;ﬁz” Tech Support
0 None White Active 45435 Human Resources 173 ?;ﬁzﬂ gecisuppot
|@  First
| Select All ‘ ‘ Dese\edr\l\l | Continue
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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.) By choosing
Needs Correction, this will
allow the employee to
either change the hours
or completely delete the
absence entry and enter a
new absence event if
necessary.

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.

Approve Time and Reported Absences

iClick for Instructions!

Existing Absence Events
EmplID
1 1

Red# Hame

Absence Name Begin Date End Date

Vacation

First & 1 071 O Last
Add Comment

Personalize | Find \@ | i

Duration Unit Type Approve Review Status

08/25/2014 08/25/2014 8.00000 Hours - | Add Comment

SelectAll | [ Deselectll | | Submit

Return to Employee List

Approve Time and Reported Absences

{Click for Instructions}

Existing Absence Events
Empl ID Recd# Name
1 1

Absence Name Begin Date End Date

Vacation 08/25/2014 08/25/2014

First B 1 of 1 B L ast
Unit Type Approve Review Status  Add Comment

00000 Hours | : Add Comment

Personalize | Find | | E

Duration

selectAll | [ Deselectal| | Submi

Return to Employee List

| Needs Corr

Approval Comments

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

re-submit. Thanks.

Save Comments

Return To Approvals Page

This absence was not on my calendar. | believe you've entered the wrong dates. Please delete and

Fresno State Human Resources

User Guide
Undated 1/1/2015

Absence Management-Employees
5




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.

Approve Reported Absences

Click for Instructions

Absence Requests

Personalize | Find | | il

First O 1 of 1 [  ast

Empl ID Red# Name Absence Hame Begin Date End Date Duration Unit Type Approve Review Status  Add Comment
1 1 Draper,Don Vacation 08/25/2014 08/25/2014 8.00000 Hours Needs Corr | Add Comment
selectall | | Deselectat| [ submit

Retum to Employee List

Approve Reported Absences

Click for Instructions

Absence Requests

Personalize | Find | L] | H

First [ 1 or 1 B ast

Empl ID Rcd# Hame Absence Name Begin Date End Date Duration Unit Type Approve Review Status  Add Comment
1 1 Draper,Don Vacation 08/25/2014 08/25/2014 8.00000 Hours Reviewed ~ Add Comment
SelectAll | [ Deselectall| [ submit
Return to Employee List
Approve Reported Absences
Click for Instructions
Absence Requests Personalize | Find | E1] | H First B 1 of 1 D Last
Empl ID Rcd# Hame Absence Name Begin Date End Date Duration Unit Type Approve Review Status  Add Comment
1 1 Draper,Don Vacation 08/25/2014 08/25/2014 8.00000 Hours Reviewed ~ Add Comment
SelectAll | [ Deselectall| [ submit
Return to Employee List

Fresno State Human Resources
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The Approval Confirmation Approval Confirmation
page displays.
Your Absence Event was approved and any Review Status
15. Click OK. changes were saved.
All the Absent Events from your selection have been approved.
You will now be returned to the Approve Reporfed Absences page.
The Approve Reported Approve Reported Absences

Absences page displays with
the updated status

|nf0rmat|°n. Employees Personalize | Find | View all | 20 | E First B 1-3 of 3 B Last
Empl Current
Select EmpliD Period  Hame Status DeptID DeptHame Job Code | Job Title
c Absence
1 Appr Active 45435 Human Resources 1173 ?;fﬁzﬂ Tech Support
W
0 Appr Terminated 45435 Human Resources 1173 ?;f,gzﬂ Tech Support
: 0 None Acive 45435 Human Resources 1173 |{phant Tech Support
1 First
‘ Select All ‘ | DeselectAHl | Continue
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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.

16. From the Main Menu,
navigate to Manager Self
Service > Time
Management > Manager
Balance Inquiry.

The Manager Balance Inquiry
search page displays.

The Last Refresh date displays.

17. Click the Refresh Employee
List Button.

The Building Security List
information page displays.

Click OK.

MY FRESNGSTATE

Favorites | Main Menu > Manager Self Service
- - >

My Page || Workflow |

[ Time Management
{3 Leamning and Developmer Timesheet
‘ ﬁ Manager Self § View Employee Personal | Approve Payable Time

hlain Menu =

Navigate to self servicenfon =] Approval Proxy Approve Reported Absences
='View Employee Personaiimo | Approve Time and Absences
Review job and personal information for your employees. F;j Manager Absence Entry 1bsences.

Manager Balance Inguiry
Absence Balance Report
Department Pay Period Report I_

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

MY FRESNGSTATE

Favgrites © Main Menu > Manager Seff Service > Time Management » Manager Balance Inquiry

MyPage || Workflow |

Manager Balance Inquiry

Search Criteria

Department: I:lQ Name: \

EmplID: [ & EmplRca®: | |Q

Pay Group: |:| Q

Union Code: l:l Q

Payroll Status: | Acive ] HR Status:  Adive |

Refresh Employee List | | ast Refresh was: 08/25/14

Graduated Vacation Chart

MY FRESN@GSTATE

Fawy'rtes MainvMenu i ManagersvelfSer'.rice > Time Magagement > Manager Baknce Inquiry

-

Ly Page Workflow |

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
Timekeeper are responsible. tis designed to improve performance, and only needs
to be performed when something changes in that relationship, orthe listis older than
a settime (default 1 days)- in which case the list must be refreshed.

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

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

Upan pressing "Refresh Employees®, this message will be displayed.
Press OK to Continue with the build, or Press CANCEL to go ahead without updating
the list.
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The Manager Balance
Inquiry search page
displays.

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

18. 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.

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

MY FRESNGSTATE

Favgrites - Main Menu > Manager Seff Service > Time Mapagement > Manager Balance Inguiry

MyPage | B 1

Manager Balance Inquiry

Search Criteria

Department: Q Human Resources Hame: |

EmpliD: [ = EmplRcos: | QA

Pay Group: l:IQ

Union Code: l:lo.

Payroll Status: | Active - HR Status: Active -
Search | | Clear | |[RefreshEmployeeList| |astRefresh was: 1022114

Graduated Vacation Chart

MY FRESN@GSTATE

FavovrrteséMainvMenu > Maﬂager.‘ive?fSerwce > Time Magagememt » Manager Balance Inquiry

MyPage || R~ 1

Manager Balance Inquiry

Search Criteria

Department: 0\ Human Resources Name: |
EmpliD: ! EmplRed: | |Q
Pay Group: l:IQ
Union Code: l:IQ

Payroll Status: | Active - HR Status: Active -
search | [ Clear | [RefreshEmployeeist| |astRefresh was: 102214
Last Finalized Balances for Employees Personalize | Find | View Al | | i First
Administered by Linda Brase H 1202 M L ast

Absence Balances || Compensatory Time | State Senvice for Absence | [F=9)

Empl Last Personal

Payroll Union Balances Sick Vacation

Hame EmpliD Rcd  Department Finalized Holiday Details
Status HNbr Code Period 3% of Date Balance Balance Available
1 Active 1 46435 CO9 2014-07 | 07/31/2014 240.500 294.167 =
2 Active 0 45435  CQ9 08i21/2014 0.000 0.000 Ol

Graduated Vacation Chart

Fresno State Human Resources
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The Manager Balance
Inquiry/Compensatory Time
tab displays.

All Compensatory Time types of
leave display.

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

MY FRESNGSTATE

Favgrites * Main Menu > Manager Seff Service > Time Mapagement > Manager Balance Inquiry
MyPage || Workflow |

Manager Balance Inquiry

Search Criteria

Department: Q Human Resources Name: |

EmpliD: e EmplReds: | |Q

Pay Group: I:los

UnionCode: | |Q

Payroll Status: | Active - HR Status: Active -
Search | | Clear ‘ ‘ Refresh Employee List | | ast Refresh was: 1012214

Personalize | Find | View All | [l | il First

Last Finalized Balances for Employees
J 12012 B Last

Administered by Linda Brase

Absence Balances ” ‘Compensatory Time ” State Senice for Absence ‘

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

The State Service Balances
display.

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.

21.

Empl Last Expiry| "o"
Payroll Union - Balances CTO HolCr HolCTO Excess Expiry .
Name Status EmpilD Red Department Code Fma[u:ed as of Date Balance| Balance Balance Balance 400 ADO Details
Nbr Period Balance
Balance
1 Active 1 45435 C99) 2014-07 07/31/2014 9.000 0.000 0.000) 0.000 0.000 0.000 Fl‘é
2 Active 0 45435 €99 08/21/2014 0.000/ 0000 0000 0000 0000 0.000 EL:"
Graduated Vacation Chart
MY FRESNGSTATE
Favovntes MalnvMenu > ManagersvelfSemce > Time Magagemeﬂt > Manager Balance Inguiry
MyPage || Workilow |
Manager Balance Inquiry
Search Criteria
Department:  |45435 @ Human Resources Name:
EmpliD: [ & EmplRed#: | |Q
Pay Group: I:los
Union Code: I:lQ
Payroll Status: | Active - HR Status: Active -
Searcn | [ Clear | [RefreshEmployee List| LastRefresh was: 1012314
Last Finalized Balances for Employees Administered Personalize | Find | View All | [E) | ] First H 1-2
by Linda Brase of 2 H  ast
Absence Balances H Compensatory Time ” State Service for Absence |
Payroll Empl Union Last oo ee State| State Service Sick Vacation State Service
Hame St:t EmpllD Recd Department Finalized Service Hours  Carryover Hours FTE Details
us Code Y| as of Date
Nbr Period Manths Carryover Hours Carryover|  Carryover,
1 Active |- 1 45435 €99 2014-07 07/31/2014 57.000 103.200 103.200 103.200 0.000 B
2 Active 0 45435 C99 08/21/2014 0.000 0.000 0.000 0.000 0.000 B
Graduated Vacation Chart
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The Absence Balance Details
page / Absence Balances
section displays.

Note: There is one tab per
absence type.

22. Click a tab to view the
relevant absence details.

23. Scroll down to view
additional absence types.

The Compensatory Time
Balances section displays.

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

The State Service for
Absences section displays.

25. Click the Return button to
return to the main
Absence Balances page.

MY FRESN@GSTATE

Favorites
£

My Page

| Workflow

Absence Balance Details

EmpliD:
Department:

45435

Daon Draper

[» All Absence Balances

[ Absence Balances

> Compensatory Time Balances

= State Service for Absences

Human Resources

Personalize | View All | | E

Empl Red#:

Union Code:

Main Menu > Manager Seff Service > Time Management > Manager Balnce Inquiry

1
cag

Last Period Finalized:
Payroll Status:

First [ 1.13 of 60 (] Last

State Service ” State Senice Hours H Senice Hours Sick ” Senvice Hours Vacation ” Senice Hours FTE ‘

2014-07
Active

Period ID Balances as of Date Stat: ?:rl;léz State S'Ei:‘i:: State S_er;\'.r(i:: Sla'i;ir:ti:; State ;:[::E:
Balance
1.2014-08 CURRENT - Mot Finalized 57.000 0.000 0.000 0.000 57.000
2 2014-07 071312014 56.000 1.000 0.000 0.000 57.000
3 2014-06 07/01i2014 55.000 1.000 0.000 0.000 56.000
4 2014-05 06/01/2014 54.000 1.000 0.000 0.000 55.000
5 2014-04 05/01i2014 53.000 1.000 0.000 0.000 54.000
6 2014-03 04/01i2014 52.000 1.000 0.000 0.000 53.000
7 2014-02 03/01i2014 51.000 1.000 0.000 0.000 52.000
8 2014-01 011312014 50.000 1.000 0.000 0.000 51.000
9201312 01/01i2014 49.000 1.000 0.000 0.000 50.000
10 20131 12/01i2013 48.000 1.000 0.000 0.000 49.000
11 2013-10 1073142013 47.000 1.000 0.000 0.000 48.000
12 2013-09 10/01i2013 46.000 1.000 0.000 0.000 47.000
13 2013-08 08/30i2013 45.000 1.000 0.000 0.000 46.000
< Compensatory Time Balances Personalize | View All P | B First 1 113 or 60 ] Last
[ €10 || Holigay Credit || HoligaycTo || Excess || D0 || NonExpaDO |
Period ID Balances as of Date Previous CTO Earned CTOTaken| CTO Adjusted CTO Balance
CTO Balance
12014-08 CURRENT - Mot Finalized 9.000 0.000 0.000 0.000 9.000
2 201407 07i31/12014 9.000 0.000 0.000 0.000 9.000
3 2014-06 0710112014 9.000 0.000 0.000 0.000 9.000
4 2014-05 060112014 9.000 0.000 0.000 0.000 9.000
52014-04 05i01/2014 9.000 0.000 0.000 0.000 9.000
6 2014-03 04i01/2014 9.000 0.000 0.000 0.000 9.000
7 2014-02 03i01/2014 9.000 0.000 0.000 0.000 9.000
8 2014-01 01i31/2014 9.000 0.000 0.000 0.000 9.000
9201312 01i01/2014 9.000 0.000 0.000 0.000 9.000
10 2013-11 120112013 9.000 0.000 0.000 0.000 9.000
11201310 10i31/2013 9.000 0.000 0.000 0.000 9.000
12 2013-09 10i01/2013 9.000 0.000 0.000 0.000 9.000
13 2013-08 08/30/2013 9.000 0.000 0.000 0.000 9.000
[: State Service for Absences
Return
< State Service for Absences Personalize | View all |27 1 B3 First B 113 of 60 (V] Last
State Service ” State Service Hours ” Senvice Hours Sick ” Senvice Hours Vacation H Senvice Hours FTE |
Period ID Balances as of Date State sorvion SEEt0 e R e ;f:"g; R e
Balance
12014-08 CURRENT - Mot Finalized 57.000 0.000 0.000 0.000 57.000
2 2014-07 07i31/2014 56.000 1.000 0.000 0.000 57.000
3 2014-06 07i01/2014 55.000 1.000 0.000 0.000 56.000
4 2014-05 06/01/2014 54.000 1.000 0.000 0.000 55.000
5 2014-04 05/01/2014 53.000 1.000 0.000 0.000 54.000
6 2014-03 04/01/2014 52.000 1.000 0.000 0.000 53.000
7 2014-02 03/01/2014 51.000 1.000 0.000 0.000 52.000
8 2014-01 01312014 50.000 1.000 0.000 0.000 51.000
9 201312 010172014 48.000 1.000 0.000 0.000 50.000
10 2013-11 12i01/2013 43.000 1.000 0.000 0.000 49.000
11 2013-10 10/31/2013 47.000 1.000 0.000 0.000 48.000
12 2013-09 10i01/2013 46.000 1.000 0.000 0.000 47.000
13 2013-08 08/30/2013 45.000 1.000 0.000 0.000 46.000
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The Manager Balance
Inquiry page displays.

26. Click the 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.

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

MY FRESNGSTATE

Favgtes;l‘«'!ainvl‘denu > Manager Seff Service > Time Management > Manager Balance Inquiry
My Page || Workflow

Manager Balance Inquiry

Search Criteria

Department: Q Human Resources
EmplID: I
Pay Group: |:|Q
Union Code: l:lq
Payroll Status: | Active -
Search ‘ ‘ Clear | | Refresh Employee List

Hame: [

Empl Red#:

HR Status:

Last Refresh was: 10122114

Active -

Last Finalized Balances for Employees Personalize | Find | View All | First
Administered by Linda Brase [ 12052 [ Last
| Absence Balances || Compensatory Time || State Service for Absence
Empl - Last - - Personal
Payroll Union - Balances Sick Vacation N .
Hame Status EmpliD Rcd Department Code Flnahz_ed as of Date Balance Balance Hc?hday Details
Nbr Period Available
1 Active 1 45435 ca9 2014-07 0713112014 240.500 294167 1 Fél
2 Active 0 45435 Cco9 08/21/2014 0.000 0.000 0 Ry
Graduated Vacation Chart
Press Esc to Return
. e SUMMARY OF MAXIMUM VACATION
SUMMARY OF VACATION ACCRUAL RATES :
: : : AND CTO CREDITS
MONTHLY;! ! MAX VACATION:
. vacation | PAYS BARGAINING UNIT | A cTo | FLSA AnUAL | MAXVACATION: ) S50 0e T ay
SERVICE REQUIREMENTS’ ACCRUAL | ACCRUED . OR o e e LESS THAN 10 ey
RATE PERYEAR | | CLASSIFICATION YEARS OF SERVICE | ot
0-3 YEARS: 1T0 36 MONTHS 6 2/3 HOURS 10 Mae NiAy IR, 480 HOURS, 480 HOURS
3.6 YEARS: 37 TO 72 MONTHS 10 HOURS 15 MB0 A HIA 384 HOURS, 440 HOURS,
610 YEARS: 73 T0 120 MONTHS 11 1/3 HOURS 17 UNIT 1 A HIA 272 HOURS, 384 HOURS,
10-15 YEARS: 121 TO 180 MONTHS. 12 23 HOURS 18 UNIT 2 120HOURS - | 240 HOURS 272 HOURS 384 HOURS
15-20 YEARS: 181 TO 240 MONTHS 14 HOURS 21 UNIT.3 [117% MNIA, 320 HOURS: 440 HOURS
20-25 YEARS: 241 TO 300 MONTHS 15 1/3 HOURS 23 UNIT4 120 HOURS | 240 HOURS 320 HOURS, 440 HOURS,
OVER 25 YEARS: 301 MONTHS AND UP* | 18 HOURS 24 UNITE, 20 H0URS . | (240 HOURS T2 HOUHS J01 HOURS
UNIT B 240 HOURS - | 240 HOURS 272 HOURS 384 HOURS,
¥ACATION ACCRUAL RATES FOR ELIGIBLE CLASSIFICATIONS IN UNTT 120 HOURS * | 240 HOURS 272 HOURS. 384 HOURS
EXECUTIVE (MSE), MANAGEMENT (M2}, UNITS 200 HOURS™ | "480 HOURS. 272 HOURS, 384 HOURS
CONFIDENTIAL (C989), FACULTY (Unit 3) 18 24 UNIT 9 120 HOURS | 240 HOURS 272 HOURS 384 HOURS,
AND ACADEMIC STUDENT (UNT 11) UNIT 10 240 HOURS | 240 HOURS 272 HOURS 384 HOURS
UNIT 11 [117:% {179 &1 HOURS &0 HOURS
UNIT 12 NiA, NIA 272 HOURS, 440 HOURS,
Egg 120 HOURS | 240 HOURS 272 HOURS, 384 HOURS
Cog 120 HOURS | 240 HOURS 324 HOURS. 384 HOURS

*In terms of fulktime service

07172872011 Updated/HRK

*PER MOU/Policy

“PURSUANT TO FAIR LABOR STANDARDS ACT

REFER TO APPROPRIATE MOU
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Report and View Absences for Employees

28. From the Main Menu
navigate to Manager Self
Service > Time
Management > 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 sor by DeptID or Dept Name
for ease of entry.

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

MY FRESNGSTATE

Favorites Main Menu > Manager Seff Service

My Page || Workflow |

[ Time Management.

{3 Learning and Developmer Timesheet

ﬁ Manager Self S View Employee Personal | Approve Payable Time
Navigate to self service infori Approval Proxy Approve Reported Absences

View Employee Personal inio 5] Approve Time and Absences
Review job and personal information for your employees. Manager Absence Entry

Manager Balance Inquiry
Absence Balance Report
Department Pay Period Report

Main Menu >

ihSEences.

= 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.

MY FRESN@GSTATE

Favc;rrtes Ma\n_Menu 3 Manager.‘iverfSerwce ¥ Time Magagement > Manager Absence Entry
MyPage | Workflow |

Manager Absence Entry

Click for Instructions

Employees
Empl Current
Emplid P Period Name Status DeptID DeptMName
Red
Absence
1 Sub Active 45435 |Human Resources
1] Appr Terminated 45435 Human Resources
0 None ! Active 45435 |Human Resources

Personalize | Find | View All \ | e

First B 13 of 3 [ Last

Job Code |Job Title

1173

1173

173

Cnfdntl Tech Support
12 Mo
Cnfdntl Tech Support
12 Mo
Cnfdntl Tech Support
12 Mo

| First
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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.

30. If this is correct, click the
Submit/Approve button.

No other action is
necessary.

Report and View Employee Absences
Don Draper
4
Cnfdntl Tech Support 12 Mo 1173
Human Resources 45435

From |10/01/2014 |[5] Through  |10/30/2014 |
Existing Absence Events Personalize | Find | | 8 First @ 1 or 1 [ L ast
. Absence .
Absence Hame Begin Date End Date Duration Unit Type Last Updated By
Enter Mew Absence Events
Absence Hame *Begin Date *End Date Abse!'lce Unit
Duration Type
No Leave Taken ~| [lo01iz014 |5y [10:z0/201a &1 e e |

| Calculate Duration |

Timesheet - - -
To the best of my knowledge and belief, the information

submitted is accurate and in full compliance with legal
and C3U policy requirements.

Submit f Approve

Mext Employee In List

Return to Employee List Previous Employee In List
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31. To record an absence,
select the Absence Name
from the dropdown menu.

The absence Balance
displays, along with the
option to use Partial Days.

32. Confirm that the Balance
covers the absence you

Report and View Employee Absences

Don Draper
1

Cnfdntl Tech Support 12 Mo 1173
Human Resources 45435

are recording.

Enter the Begin Date and
End Date.

If applicable, select

33.

34.
Partial Hours from the
Partial Days dropdown
menu.

35. Add any comments.

(This is only required if

the Add Comments link is

red.)

Click the plus (+) icon to

add rows for additional

36.

absences.

From [10/01/2014 |[5] Through  [10/30/2014 |[5)
Existing Absence Events Personalize | Find | (E | H First B 1 or1 B L ast
- Absence =
Absence Hame Begin Date End Date Duration Unit Type Last Updated By
Enter New Absence Events
Absence Name *Beqin Date *End Date Abse!'l[:e Unit
Duration Type

[No Leave Taken [=] [10:0112014 |5 [10:20/2014 &1 Add s 2
BereavementFuneral

CTO Take

Dock

Holiday CTO Take est of my knowledge and belief, the information

Jury Duty ed is accurate and in full compliance with legal

Maternity/Paternity U policy requirements.

Mil Spouse/Domestic Partner
Military Leave

Submit / Approve

Mo Leave Taken

Organ Donor/Bone Marrow
Personal Holiday

Sick - Bereavement
Sick - Family Care
Sick - Self

= Employee InList  Next Employee In List

Report and View Employee

Don Draper

1
Cnfdntl Tech Support 12 Mo 1173
Human Resources 45435

Click for Instructions

Absences

From |10/01/2074 |5 Through [10/30/2014 |[)
Existing Absence Events Personalize | Find | @ | | First B 1 of 1 [ Last
. Absence -

Absence Hame Beqgin Date End Date Duration Unit Type Last Updated By

Enter New Absence Events

Absence Hame *Begin Date *End Date Balance *Partial Days “’“!‘”e Unit
Duration Type

" Add
Vacation | [10/2012014 = [10/2012014 = 286.167|[None - Hours 200 s (81 5]

Calculate Duration |

Timesheet

submitted is a

Tothe best of my knowledge and belief, the information

and CSU policy requirements.

ccurate and in full compliance with legal

Submit/ Approve

Return to Employee List  Previous Empl

oyeelnList  Next Employee In List
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37. With Partial Hours

Report and View Employee Absences

Don Draper

selected from the Partial

,
Days dropdown menu’ Cnfdntl Tech Support 12 Mo 1173
enter the Hours per Day. Human Resources 45435

Click for Instructions

From @ Through Eﬂ

Existing Absence Events Personalize | Find | (e | i First B 1 or 1 I Last
" Absence o
Absence Hame Begin Date End Date Duration Unit Type Last Updated By

Enter Mew Absence Events
Absence Unit

Absence Hame *Begin Date *End Date Balance *Partial Days Hours per Day Duration |Type
Add
Vacation ~ | [10r2012014 |E [1012012014 |59 286.167 | None - 8.00 Hours 200 1o
Add
Sick - Self v |[1012212014 ] [1012212014 |5 2245 | Partial Hours |l]l\ 4.00) 4.00 Hours| 20 ve
Mone
Calculate Duration Partial Hours
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 Employee List Previous Employee In List Next Employee In List

Report and View Employee Absences

38. Add any comments. Don Draper
(|f the Add Comments Cnfdntl Tech Support 12 Mo 1173
. . .. Human Resources 45435
Ilnk IS red, thls IS Click for Instructions
required.)
H 3 From (10012014 |[5) Through  [10/30i2014 |[5)
39. Click the plus (+) icon to
ey Existing Absence Events Personalize | Find | @ | 5 First B 1 of 1 [ Last
add rows for additional =
Absence Name Begin Date  End Date Duration UnitType  LastUpdated By
absences.
Enter New Absence Events
Absence Hame *Begin Date *End Date Balance *Partial Days Hours per Day ';:r‘;i":“e .'#;‘:e
Vacation | [1orz02014 |5 107202074 |59 |286.167 [None - 800 Hours 294 o /2]
Sick - Self | [1orz212014 |59 [10:22:2018 |59 |224.5 [Partial Hours ~ 4000 400 Hours B30 E
Sick - Family Care ~ (1012412014 5 [10:2412014 |[5) 2205 Nons - Hours %mmem =]
Timesheet —
To the best of my knowledge and belief, the information
submitted is accurate and in full compliance with legal
and CSU policy requirements:
Return to Employee List Previous Employee In List Mext Employee In List
Fresno State Human Resources Absence Management-Employees
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The Absence Event
Comments page displays.

40. Enter the information as
prompted.
Note: Be brief. Details are
not required.

41. 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.

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

Absence Event Comments

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:

Save Comments

Return to Entry Page

Report and View Employee Absences

Don Draper
1

Cnfdntl Tech Support 12 Mo 1173
Human Resources 45435

Click for Instructions

Fom [10012014]8  Througn  [10002014 |

Existing Absence Events Personalize | Find | | i First [ 1 of 1 [ Last
. Absence .
Absence Name Begin Date End Date Duration Unit Type Last Updated By
Enter New Absence Events
Absence Name *Begin Date *End Date Balance *Partial Days Hours per Day Absence Lnft

Duration Type

Vacation | [10/2012014 59 [10:202014 |5 |286.167 [Nane - 8.00 Hours A0d  F ]

Sick - Self ~ | [10/2212014 |59 [10r2272014 |59 |2245 [Parial Hours + 400) 400 Hours BG4 F] ]

Sick - Family Care - |[10:24/2014 5 [102412014 |5 2205 None - Hours g%:nmems =]
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

Previous Employee In List

Return to Employee List Mext Employee In List
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The Submit Confirmation
page displays.

43. Click OK.

The Report and View
Employee Absences page
displays.

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

Submit Confirmation

“ The Absence(s) were submitted successiully.

MY FRESNGSTATE

Fa\rtlr'rtesgl\ﬂ'lainvl\ﬂ'lenu > Manager.‘ivelfSer\rice > Time Magagement > Manager Absence Entry

MyPage || Workflow |

Report and View Employee Absences

Don Draper
1

Cnfdntl Tech Support 12 Mo 1173
Human Resources 45435

Click for Instructions

From [10/01/2014 |[5) Through  |10/30/20714 |[5]

Existing Absence Events Personalize | Find |3 | B8 First B 13 072 B L ast
Absence Name Begin Date  End Date g:faet?ucne Unit Type ':;is:ce Last Updated By
Vacation 10/20/2014 |10/20/2014 8.00 Hours Approved I}
Sick - Self 1002212014 |10/22/2014 4.00 Hours Approved : Tl
Sick - Family Care 1002412014 |10/24/2014 8.00 Hours Approved || ﬁ[
Enter New Absence Events
Absence Name *Begin Date *End Date Abse!'lce Unit
Duration | Type
No Leave Taken ~| [1001i2014 |1z [10/20/2014 I -l

Calculate Duration |

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

submitted is accurate and in full compliance with legal
and C3U policy requirements.

Submit/ Approve

Returnto Employee List  Previous Employee InList  NextEmployee In List
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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
Employee Absences page
displays.

45. To delete an absence, click
the trash canicon in the
far right column.

The Confirm Delete page
displays.

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

If not, click the No button.

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

MY FRESNGSTATE

Fa\rovr'rteséMainyenu > Manager Self Service > Time Management > Manager Absence Entry

My Page || Workflow |

Report and View Employee Absences

Don Draper
1

Cnfdntl Tech Support 12 Mo 1173
Human Resources 45435

Click for Instructions

From [10/012014 [l Through |10/30/2014 |

Existing Absence Events Personalize | Find | (] | HH First [ 1-3 of 3 [ Last
. Absence - Absence

Absence Name Begin Date  End Date Duration Unit Type Status Last Updated By

Vacation 1002002014 |10/20/2014 8.00 Hours Approved m

Sick-Self 1002202014 1002212014 4.00 Hours Approved : m

Sick - Family Care 1012472014 1042472014 8.00 Hours Approved || ||

Enter New Absence Events

Absence Unit

Absence Hame *Begin Date *End Date =
Duration Type

No Leave Taken -] [10r01/2014 |[5) [10/20/2014 [E] Add s 2]

Calculate Duration |

Timesheet
To the best of my knowledge and belief, the infarmation

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

Submit / Approve

Return to Employee List Previous Employee In List  Next Employee In List

Confirm Delete

‘/ Click Yes to Delete this Absence Event

Absence: Vacation  Beqgins: 10/20/2014  Ends: 10/20/2014

| Yes | | Mo |
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The Report and View
Employee Absences page
displays.

48. Confirm that the absence
is no longer listed in the
Existing Absence Events
section.

Ly Page

Don Draper
1

Human Resources 45435

Click for Instructions

MY FRESNGSTATE

Favg’rtes MainvMenu > Manager%erfService > Time Magagement > Manager Absence Entry
Report and View Employee Absences

Cnfdntl Tech Support 12 Mo 1173

From |10/01/2014 |5 Through  |10/30/2014 |[&]
Existing Absence Events Personalize | Find |2 | B First [ 1.2 of 2 [ L ast
Absence Hame Begin Date | End Date ';Ef;?;e Unit Type ::;::Lel:ce Last Updated By
Sick-Self 10/22/2014  10/22/2014 4.00 Hours Approved | E
Sick - Family Care 1002412014 | 1002442014 8.00 Hours Approved EI
Enter Mew Absence Events
Absence Hame *Begin Date *End Date Abse!me Unit
Duration | Type
No Leave Taken ~| [10/0172014 |15y [1030:2014 I Add s ]

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 Employee List

Previous Employee In List

Mext Employee In List
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View Prior Absence Transactions for an Employee

All absence transactions can be viewed from the Report and View Employee Absences page.

The Report and View MY F RESN@ STATE

Employee Absences page Favorites Main Menu > Manager Seff Service > Time Management > Manager Absence Entry
displays. MyPage || Workflow |
Report and View Employee Absences
Don Draper
1
Note: The current pay period is Cnfdntl Tech Suppart 12 Mo 1173
the default display. Human Resources 45425

Click for Instructions

49. Change the From date and From (10012014 [&]  Through 10202014 |[3
Through dates to view a Existing Absence Events Personalize | Find |G [ B0 First [ 12 or2 B L ast
different set of absence Absence Hame BeginDate |EndDate  hooorc UnitType fracnoc  LastUpdated By
transactions. Sick- Self 1012212014 10/22/2014 4.00 Hours  Approved i}
Sick - Family Care 1002442014 | 10/24/2014 8.00 Hours Approved E

Enter Mew Absence Events
Absence Unit

Absence Name *Begin Date *End Date =
Duration |Type

No Leave Taken ~|[fo01rz014 |15 [10130/2014 [ Add e &

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 f Approve

Return to Employee List Previous Employee InList  Mext Employee In List

Fresno State Human Resources Absence Management-Employees
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The Report and View
Employee Absences page
again displays.

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

MY FRESNGSTATE

Favg’rteséMainvMenu > Manager,‘_‘;elfSer\rice > Time Magagement > Manager Absence Entry

MyPage | Workflow |

Report and View Employee Absences

Don Draper
1

Cnfdntl Tech Support 12 Mo 1173

Human Resources 45435

Click for Instructions

From E'J Through E‘j

Existing Absence Events Personalize | Find | | i First Bl 1-12 of 12 [ | ast
Absence Name Begin Date  End Date ;Ef;?;e Unit Type a;tl::s:ce Last Updated By

Vacation 05/01/2014 05/02/2014 16.00 Hours Finalized

Wacation 05M3/2014 05M3/2014 1.00 Hours Finalized

Wacation 05/23/2014 05/23/2014 8.00 Hours Finalized

Vacation 06M1/2014 06M1/2014 450 Hours Finalized

Wacation 06M9/2014 06/19/2014 1.50 Hours Finalized

Sick - Family Care 06/26/2014 06/27/2014 16.00 Hours Finalized

Vacation 07M1/2014  07M11/2014 8.00 Hours Finalized

Sick - Self 07/22/2014 0712212014 1.00 Hours Finalized

Sick - Self 08/07/2014 08/08/2014 16.00 Hours In Process Tl
Wacation 08/25/2014 08/25/2014 8.00 Hours Submitted Tl
Sick - Self 1012202014 10/22/2014 4.00 Hours Approved E[
Sick - Family Care 1012442014 10/24/2014 8.00 Hours Approved ﬁ
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