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Absence Management
Employee Self Service Absence Entry

OBJECTIVE:

The Employee Self Service Absence Entry Business Process Guide is to
help employees navigate in Absence Management to enter monthly
absences as applicable by the MOU.

CONTENTS:

LESSON 1: REPORT ABSENCES

LESSON 2: DELETING REPORTED ABSENCES
LESSON 3: ENTERING RETROACTIVE ABSENCES
LESSON 4: VIEW ABSENCE BALANCES

NEED ADDITIONAL INFORMATION?

For further questions on this process please go to the CMS webpage at
http://www.sonoma.edu/cms/contact.shtml
to locate the
PAYROLL AND BENEFITS FUNCTIONAL LEAD

under HRIS.
|
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Lesson 1. Report Absences

Navigation: Self Service>Time Reporting>Report Time>Report and View
Absences

Introduction:

Employees enter absences using the Absence Management self service page. This entry is then
verified by the appropriate administrator and approved or marked for needs correction.

Report and View Absences

Step Action Screenshot
1 Navigate to Self Self Senice Report and View Absences
Service>Time ~ Time Reporting il Report new absences and review your absence history.

Reporting>Report — Report and View
Time>Report and Absences
View Absences

2 | At the page entry,
the Absence Name
defaults to “No Time | |
Taken”. The Begin Mo Tirre Taken w1 0ng W 120200 (W
and End Dates
default to the current
Absence period.

3 Select the Absence
Name from the drop | EELETRIIETISL TS =
down menu. Absence Hame Begin Date {mm

4 Select the Begin and
End Dates.
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5 To enter Partial
Days, select Partial
Hours from the drop
down and enter the
appropriate hours in
the “Hours Per Day”
field.

Enier Hew Absence Evenis

Ahpance Meme

Vacation Take. ™ 112008 B 11122008 B 475 | Panial Hours w| | 400

6 Click on the
“Calculate Duration”
button and validate
that the correct
number of hours are
displayed in the
“Absence Duration”
field.

Aot AL

q .
[Bemn Dag Envd ate
wl 11112008 5% (11022009 (R 4TS

‘Watation Take Fariial Hous »

4.00

[ cawutate ouration ]

7 To enter another
absence, click on
the plus (+) button to
add a row and
continue as
instructed above
until all absences
have been entered.

Wit ston T =gt Wb [ 5 478

Parlial iass = 08

L ALE g Te e R R RE s

8 If you enter a plus
(+) row in error, click
on the minus (-)
button on the row
you want deleted
(prior to submitting).

Usdor Haw Ryaasss [vems

= rnnhe M0 o 50478 Partl et e

| L LR Rtr e I R AR s s

9 Review the
information carefully
and click on the
“Submit” button to
submit an absence
for approval.

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

Submit
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10 | Click “Ok” on the Submit Confirmation
confirmation page.
y’ The Absence(s) were submitted successfully.
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Lesson 2: Deleting Reported Absences

Absences

Navigation: Self Service>Time Reporting>Report Time>Report and View

Introduction:

There are two situations where an entry would need to be deleted and re-entered correctly:

1.
2.

When the manager marks an employee’s entry as needs correction
When the employee submits incorrectly and wants to delete the entry. This option is only

available if the entry has not been approved by a manager or reviewed by a timekeeper (if

applicable).

Deleting Absence Entries

Step Action Screenshot
1 Navigate to Self
Service>Time
Reporting>Report Self Senvice Report and View Absences
Time>Report and = Time Reporting (&L Report new absences and review your absence history.
View Absences ~ Report and View
Absences
2 Select the From and
Through dates Erom 030112010 [ Tprough 033112010 [
3 Absences that have
not be_en agprOV(Ed Existing Absence Events Custonize | Find | B First [ 1.3.0r3 [ Last
or reviewed can be _ e e ’7
deleted by clickin g Absence Hame Beqin Date End Date Duration Unit Type Status Last Updated By
on the | Vacation Take 03022010 03022010 800 Hours  Submitted NN | O
Sick Take - Self 03032010 03032010 8.00 Hows  Submitted [ [ O
Vacation Take 03162010 03172010 16.00 Hours  Approved
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If you do not see the

icon next to the

Existing Absence Events

entry you would like

to delete, contact
your appropriate
administrator for
further instruction.
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Lesson 3: Entering Retroactive Absences

Navigation: Self Service>Time Reporting>Report Time>Report and View
Absences

Introduction:

Employees enter absences using the Absence Management self service page. This entry is then
verified by the appropriate administrator and approved or marked for needs correction. When an
entry falls into a calendar month that has already been processed it requires additional steps by the
Payroll and Benefits department.

Please note: If the absence is more than 90 days old, an absence report representing all absences in
the closed pay period must be submitted to the employee’s manager for approval and then sent to
Payroll and Benefits for processing. You will receive a warning to tell you that it cannot be entered
through Self Service.

Entering Retroactive Absences

Step Action Screenshot

1 Navigate to Self
Service>Time
Reporting>Report
Time>Report and
View Absences

Self Senice §§Repur1 and View Absences
= Time Reporting

— Beport and View
Absences

2 | Atthe page entry,
the Absence Name
defaults to “No Time
Taken”_ The Begin Mo Tierie Taken A | 102000 W[120172009 (6 Drays T R T
and End Dates
default to the current
Absence period.
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3 Select the Absence
Name from the
drop down menu.

Vacation Take o] 11m12000 B 11012008 ) 475 | Mone v

4 | Select the Begin
and End Dates.

| Vacation Take v [11o1oone W [1uoiszo0n W o475 [Mone

5 When the dates fall

into a month that
has been finalized, Please Note: This eny Fals i1 a i period that has alveady been fnafzed. (27500, 342)

you will receive a ' Payrell has akesdy fnelaed the calendar period n which you have ade this entry. You can cantiue but keep n mind thet Payrellwll need ta perform
warning to let you ‘amanual adjustment to properly record your entry,

know that the entry

will show as an

adjustment. Click
“Ok” on the warning

page.

6 | If the entry is for an
absence outside the | [T ssencsbegn date falk cutsids the aliinable sntry iindon of 112010 Hrough S/31/2010. (27500, 343)

Oy entries for abserces within this date may be entered using seF-service, IF you have an entry to make that Fals outside ths please
allowable date el oy ek s T i ke range e range,
range, a warning

will show that the -
entry cannot be
made through self
service.

7 | To enter Partial
Days, select Partial
Hours from the drop
down and enter the
appropriate hours in
the “Hours Per Day”
field.

I
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8 Click on the
“Calculate Duration” | BEEEEEE R
button and validate | e '
that the correct
number of hours [[__cateutate urston 1]
are displayed in the
“Absence Duration”
field.

] |
|w’a:nhunTa|-.e w | 1A 172000 g (114202009 (5 475 Fartial Hous » 400

9 To enter another
absence, click on

the plUS (+) bUttOn Wi s Tess = [t W G0 SATS Pl iaaws o0 | 008 00 Hows s Conewnn, 5] =
to add a row and I [V & i 5 R
continue as

instructed above
until all absences
have been entered.

10 | If you enter a plus
(+) row in error,
click on the minus e Bt iziee BY o REERE (| i R R (T
(-) button on the (Lo B oo —lc
row you want
deleted (prior to
submitting).

11 | Review the

Imer Hom Kwamis Dvanin

inform_ation Carer”y To the hest of my knowledge and belief, the information
and click on the submitted is accurate and in full compliance with legal and
“Submit” button to CSU policy requirements

submit an absence Submit

for approval.
12 | Click “Ok” on the
confirmation page. Submit Confirmation

;/ The Absence(s) were submitted successfully.
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13 | An e-mail is

automatically sent The followmg PRIOE. PEEICD Absence Request has been entered by _
to the manager and

to the Payroll and Abzence . Sick Take - Self
Benefits department | Start Date: 2010-01-05
letting them know a | End Date.: 2010-01-05
retroactive absence | Twration - 2 Hours

has been entered.

Comments entered with the absence are shown below:
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Lesson 4: View Absence Balances

| Navigation: Self Service>Time Reporting>View Time>Absence Balance Inquiry

Introduction:

Faculty and Staff may view their absence balances on-line. Absences and accruals are updated
monthly. The leave balances used and accrued for the prior month will usually post around the 15"
of the current month.

View Absence Balances

Step Action Screenshot

1 Navigate to Self
Service>Time

Reporting>View - Self Service

Time>Absence = Time Repn_mng
| . [ Report Time

Balance Inquiry < View Time

— Absence Balance

Ingquiry

2 View the absence

ba|anCGS Absences and accruals are updated monthly.
For employees with concurrent positions, balances will be listed separately by position. The balance available for use is the total for all positions. All eligible
employees are entitled to only one personal holiday per year, regardless of concurrent positions
Ifthe provisions of the Memorandum of Understanding (MOU) for the bargaining unitin which the absence is earned or used differ from what is displayed, the
provisions of the MOL) shall supersede. Questions regarding information displayed should be directed to the Payroll and Benefits Office at 664-2793.
Current Balance Information customize [ Fina | B8 First [ 1 014 (M Last
[ Absence Balances T Compensatory Tine =2
. Sick Leave Vacation -

Job Title pa D Last Proc Date = = Personal Holiday

Department Description Last Proc Date Balance Balance Personal Holi
T 03/02/2010 110650 € 226178 € 1

corresponding tab for

other balances Current Balance Information

[ Abzence Balances T Compenzatory Time
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4 Select the @ icon

to get detail Vacation

i Balance
regarding the === m
leave/accrual 226178
balance
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