
REQUEST TIMEKEEPER ROLE 
 
Log Into MyFresnoState 
 
Select Security Requests 
 

 
 
Select New Security Request 
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Select User Security, then click . 
 

 
 
Enter either the Empl ID or last name and click search.  Once the correct employee is 
identified within the listing, click on the box next to the employee’s name and click 
“Add”. 
 
If you need to add another employee you can click the + sign to add another record, if 
you are only requesting security for this one employee, click . 
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Select Absence Management – Timekeeper.  Then click . 
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Select if this is a permanent request or a request for specific dates.  Input the appropriate 
information, then click . 
 

 
 
The employee will automatically be given access as a timekeeper for the employee’s 
department ID number.  If there are other departments ID’s (organizational ID’s) that the 
employee would need to be the timekeeper for, they should be listed in the Explanation of 
Request / Special Instruction section.  Then click . 
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