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Background

Absence Management Self Service allows employees to enter absences daily. Planned
absences can also be reported in advance. Reporting absences certifies work attendance and
provides justification for time away from the workplace.

For more details regarding leave of absences without pay, leave of absences with pay, sick
leave, personal holiday and vacation time, please refer to the California Faculty Association
bargaining agreement found on the California State University website.

Deadlines

Deadlines for entering absences, including “No Leave Taken” can be found on the Human
Resources/Payroll webpage. Email reminders are sent to all employees after the final day of
the pay period.

e The dates do not always correspond with the beginning and end dates of the calendar
months.
¢ The academic calendar varies from the payroll calendars setup by the State
Controller’s Office.
o Please carefully review the payroll calendar for specific academic notations (e.g. AY = 22
days).
Note: Department timekeepers may establish earlier deadlines to allow for review and correction
of absences prior to approval. Entering absences timely ensures accurate time reporting.

Navigating to the Approve Reported Absences Page

Login to the My Sac State portal at my.csus.edu. Employee Quick Links
Select “Approve Reported Hours” (or “Approve Reported
Absences”) under “Employee Quick Links”:

Employee Center
Report Absences

Approve Reported Hours

Approve Absences Entered by Employees

The Approve Reported Absences page displays:
o Direct reports as well as employees assigned to an alternate approver
e Click on column headers to re-sort data in the column.
e “Current Period Absences” displays statuses:
o None: No absences entered.
o Appr: Absences approved.
o Sub: Absences submitted and pending approval.
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e To view specific absence entries in the “Existing Absence Events” page, select an
individual check box or the “Select All” button, then “Continue”.
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o ‘“Existing Absence Events” only displays employees whose absences are not
approved.
o Absences entered by a timekeeper or a designated non MPP level supervisor will
appear with a “Reviewed” status.
o Under the “Approve” column select the boxes for each employee to approve. Select
“Submit”.
o The “Approval Confirmation” page displays. Select “Ok”.
e The “Approve Reported Absences” page displays updated statuses in the “Current
Period Absence” column.

Approval Confirmation

&

Your Absence Event was approved and any Review Status changes were saved
All the Absent Events from your selection have been approved. You will now be returned to the Approve Reported Absences page.

OK
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Correcting an Absence Entry

Absences can be corrected or edited during open pay periods. Locate the absence that needs
correcting and in the “Review Status” column, select “Need Corr”. Then, select “Add Comment”
to communicate the correction needed from the employee. Click “Save Comments” and return
to the previous screen. The “Edit Comments” column displays the employee absences with
comments.
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Note: Absences that need correction/editing cannot be approved.

If corrections are needed for a prior pay period that is closed, contact Payroll.

View Employee Absence Balances Manager Set

Service

Navigate to the “Manager Self Service” menu. Select “Employee
Absence Balances” to view current and prior absence balances for

employees. Reported Time
Payable Time

In the employee selection screen criteria fields, enter a department (to

view all employees in a department) or employee ID (to view an individual record). Select the
“Search” button to display balances for Sick, Vacation and available Personal Holiday. Select
the down arrow next to the type of absence balance to view additional details.
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Graduated Vacation Chart
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Reporting No Leave Taken or Absences on Behalf of an

Employee
Navigate to the “Manager Self Service” menu. Select “Manager Absence Entry” Wanager Sat
to display and select an employee. T

Reported Time

The “Manager Absence Entry” page includes:

Payable Time

e Reporting Period From and Through Date selectors Payable Tims Summary
e Existing Absence Events sz*";mpD'
e Enter New Absence Events m
e Calculate Duration button e
e Submit/Approve button o

Reporting Period

Existing absences for the
current pay period will be
displayed under the “Existing

From 100012024 : Through 10302024

Absence Events” section. - o v o —
Under the “Enter New . _

Absence Events” section,

select an absence type to st s

enter, such as “No Leave — i

v 1001202 100112024

Taken” or “Vacation”.

Select “Add Comments” to ——
expl a | n the a bse nce e ntry To tha bast of my knowledga and beliaf the infarmation submitted is accurate and in ful compianca with legal and CSU poliey requiraments

)
Temporary Faculty

(Lecturers)/Non-Exempt Staff and Partial Days

Temporary faculty (with less than full-time appointments) or non-exempt staff may report
absences as partial hours using a daily rate. To determine the daily rate, multiply a full day (8
hours) by the appointed time-base or FTE. Example:

4.00 hoursiday — o v e

Select “Partial Hours” from the
Partial Days drop down menu. Then, enter hours under the “Hours per Day”.
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Please refer to Appendix | for the table to convert faculty WTUs to FTEs.

Sabbatical or Difference in Pay (DIP) leave:
Select “No Leave Taken” for the applicable time period. Entries may be made up to two months
prior.

For split Chair and Tenured/Tenure-Track Faculty appointments:

¢ When reporting any absences (except “vacation”), enter absences for both positions
listed. The system will calculate the appropriate number of hours charged based on the
FTE appointment.

o When reporting “vacation”, report under the position where the vacation was accrued
(most likely the Chair position).

Adding/Deleted Absence Rows

To report additional absences/types, select the “+ Add” button at the end of the row. To remove
a row, select the “X Delete” button at the end of the row.

Calculate Duration and Submit

Remember to select the:
e “Calculate Duration” button to display the duration of each absence.
o “Submit/Approve” button to report the absences.

Absence Submission Status

After submission, the absence entries move up to the “Existing Absence Events” section and
displays an “Approved” status related to the absence.
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Appendix 1: Faculty Unit Conversion Table
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