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Timekeeper Guide

This step-by-step guide will show Timekeepers how to view absence balances, review absences, enter and view
absences entered by employees using Manager Self Service in PeopleSoft (MyCSUSM).

Absences can be reviewed or entered at any time during the pay period. However, all absences must be entered by
the close of business on the last day of the pay period. Failure to enter and approve absences by deadline dates may
result in incorrect processing in pay.

**NOTE: All staff and MPPs are required to report No Time Taken if they have no absences to report
for the pay period. Faculty may choose to participate and enter absences into Self-Service.

View and Review Absences for Employees

1. To navigate through Self Service to Report and View Absences, use your web browser to sign into the campus

portal, MyCSUSM.
2. Navigate to Timekeeper Absence Review by selecting:

Main Menu > Manager Self Service > Time Management > Approve Time and Exceptions > Timekeeper Absence Review

Favarites Main Menu
Persanalize Sarch Menu: ®
Menu__| . I y
Searchi ) CSUSM HR Custom v
e : 1 CSUSM Utilities L3
ly Favori P
b C8UFaq Self Service »
[ CSUSAE [ Manager Self Service
I CSUTem [ Workforce Administration (1 Time Management e
[ CSUSM V o] _I\_flanage Schedules ) 3
b EEUET =] Gl,Ub;: Payroll & Absence Mgmt . .
»csusmL O Worklst [£] Timekeeper Absence Review
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b Manager! 5 Reporting Toals R [Z] Timekeeper Eahance Inquiry
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3. The Timekeeper Absence Review page should display with a list of employees for whom you are the

designated timekeeper.

Timekeeper Absence Review
Current Period Absence:

“None”= No absences/time
submitted

“Sub”= Absences/No Leave
Taken/Time submitted

Customize | Find | Vie

“Appr”= All reported

I 800000000 2 Mickelby Micholas Active 10289 IT - Internet Technologies 0400 Analys
absence have been approved r 300000000 0 Sub Pecksniff, Seth Active 10057 Common Management System 0400 Analys
fOf the emp/oyee. I 800000000 0 Sub Copperfield, David Active 10057 Common Management System 0420 Info Te|

1= 200000000 0 Sub Firrip,Philip Active 10356  IT-Training 1038 IAdmm

r 800000000 0 Sub Wilfer,Bella Active 10356 [T-Training 0420 Info Te

I 800000000 0 Sub Dorrit Amy Active 10057  Commeon Management System 0420 Info Te

i 500000000 0 Mone Summersan Esther Active 10353 IT-Applications Senvices 0420 Info Te|

[ 800000000 O Mone Clare Ada Active 10056 IT-Academic Technology 0420 Info Tey
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4. Check the box for the employee(s) whose absence entries you wish to review. (Click the Select All button to
check all available boxes).
5. Click Continue. All employees whom submitted an absence will display.

6. Mark each absence as either “Reviewed” or “Needs Corr” by using the drop-down menu in the Review Status
column.

Review Reported Absences

Assigned Timekeeper

Ciick for instructions}

Existing Absence Events customze 1 Find | G0y 8 First B 12052 oot

EmpliD

100001234 0 Employee Name EZ":;“ET‘ 011042013 0110412013 100000 Days  Reviewed |~ Jft Comment
Personal
Holiday

[ submit_|

200001111 3 Employee Name. 01/02i2013 01/02/2013 1.00000 Days Meeds Corr__|add Comment

Reviewed

Return to Employee List

a. Reviewed indicates that the absence entry is complete and accurate as is.

b. Needs Corr indicates that the employee needs to correct the absence entry. Choosing this option will
send an email to the employee to notify them that the entry needs correction.

*Click on the Add Comment link to indicate what the employee needs to correct for the absence
entry. The comment will be included in the e-mail the system sends to the employee.
**Timekeeper will not receive a copy of the e-mail.

7. Click Submit. You will receive a confirmation message, Click OK.

8. Click Return to Employee List to return to the list of employees for whom you are the designated timekeeper.

Enter Absences on Behalf of an Employee

Timekeepers can use the Timekeeper Absence Entry feature to enter absences on behalf of an employee.

1. From the main PeopleSoft HR page, navigate to Timekeeper Absence Entry by selecting:
Main Menu > Manager Self Service > Time Management > Report Time > Timekeeper Absence Entry

Favorites | Main Menu
Personalize Search Menu: ®
Search: ) CSUSM HR Custom 8
MY E it 3 CSUSM Utiities 4
y Favori P

> csusH E Self Service »
[ CSUSM U [ Manager Self Service
1> Self Senit 1 Workforce Administration (1 Time Management ot

' M S 4
b ETEEE 3 Global Payroll & Absence Mgrmt 4 —I Manage Schedules _
[ Workforce . R 3 Approve Time and Exceptions L4
> Global pa (1 Workist :
[ Worklist (1 Tree Manager b 1 Report Time

i Timekeeper Absence Ent

> Tree Man: [ Reporting Tools R =] Timekeeper Balnce Inqu El p Ty
[: Reporting £ PeopleTooks v d Manager Search Options
Ll PeopleTo |
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2. The Timekeeper Absence Entry page will display with a list of employees for whom you are the designated

timekeeper.

Timekeeper Absence Entry

Estelle Drummle

Click for Instructions

Employees Customize | Find |

opoo1111 1 None Employee Name Active 1080  ENRMGT Financial Aid Office
oooo2222 None Employee Name Active 1013  CSM Biology Program
00003333 0 MNone Employee Name Active 1116 COBA Instruction

00004442 O None Emplayee Name Adctive 1014  CSM Chemistry Program
00005555 o MNone Employee Name Active 1034 CEHHS Education

00000181
00001674
00000801
00001662
00001676

First B 1.25 or 939 I L ast

Job Code |(Job Title

3082
2358
2360
2358

S5P 1

Lecturer AY
Instr Fac AY
Lecturer AY
Lecturer AY

3. Select the employee you wish to create absences entries for.

4. You should be navigated to the Report and View Employee Absences page displaying the Employee’s

information at the top.

5. You can now use the Enter New Absence Events section to create absence entries for the employee.

** Please view the Absence Management Employee User Guide for information on how to create absence entries.

**Any absences entered by Timekeeper, the employee cannot delete.

e Any entries you create

on behalf of an ;
f f, Report and View Employee Absences
employee will .
K . Amy Dorrit
automatically list the 300000000 0
Absence Status as Info Tech Consultant 12 Mo 0420

. Common Management Systerm 10057
“Reviewed.” nanag g

Click for Instructions
o The employee will

automatically receive an from 04012011 B Tprougn |0430:2011 [
e-mail indicating an

absence entry has been
created on their behalf.

Existing Absence Events

Absence

Absence Name Beagin Date End Date
Duration

Customize | Find | First %1 1 of 1

Unit Type Last Updated By

| Last

Enter New Absence Events

[Ne Time Taken [|04Jn1f2011 [ [042012011 51

Absence Name *Beqgin Date End Date Absence Unit Type
Duration

Add Comments

[+ =]

Calculate Duration |

Timesheet

and CSU policy requirements.
Submit

To the best of my knowledge and belief, the information
submitted is accurate and in full compliance with legal
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Timekeeper Balance Inquiry
Timekeepers can view employee absence/leave balances using the Timekeeper Balance Inquiry functionality.

1. From the main PeopleSoft HR home page, navigate to Timekeeper Balance Entry by selecting:

Main Menu > Manager Self Service > Time Management > Timekeeper Balance Inquiry

Favorites Main Menu
Personalize S€arch Menu: ®
Menu | . EEE
Search: i CSUSM HR Custom
b e = 3 CSUSM Utilities 13
¥ Favori p
I CSUSHM F 3 Self Service »
I csusM U Cd Manager Self Service
[ Self Senvit ] Workforce Administration 1 Time Management -
: Manage Schedules ’
D Manager:  gpy) Payroll & Absence Marmt 4 o g ) )
[- Woarkforce o 3 Approve Time and Exceptions 4
I Global pa [ Workist ' 1 Renort Time ,
[ Worklist (3 Tree Manager » _D _
I Tree Man: 5 Reporting Tooks N [5] Timekeeper Bakance Inguiry
[ Reporiing » |j Manager Search Options
I PeopleTo [;:l PeopleTools !

**The first time you access this component, you will be required to click Refresh Employee List. The process
generates a current list of all active employees for whom you are the designated timekeeper. Click OK.

Timekeeper Balance Inquiry

Pay Group: Q
Union Code: Q

Department: Q Name: |
EmplID: Q Empl Rcdé#: Q

Payroll Status: I.*\ctive vl HR Status: IAcﬂve vl

I Refresh Employee |—i51| Security data has not been created. Refresh is Required. e

1ebuBas a List of Employees
ble 118 designed i
N0 RIS oo

A\ 4

Employees. Press the OK button.

You will be prompted with a message to i 2
confirm Building the Security List of — 5] Coma |

2. Check the Last Refresh Date. If it is more than 5 days in the past, click Refresh Employee List.

Timekeeper Balance Inquiry

Search Criteria
Department: '7 Q Name: |
EmpliD: = EmplRca#: | Q@
Pay Group: ’7 Q
Union Code: [ e
Payroll Status: lm HR Status: Im

Search |

-
Clear |  Refresh Employee List| [LastRefresh was: 05110111
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3. Use any of the fields to enter the search criteria.

** You may opt to leave the search criteria blank to view all employees, but you should leave both the Payroll
Status and HR Status as Active.

4. Click Search. The search results should appear.

5. There are three tabs of information on this screen:

a. Absence Balances — Sick, Vacation, and Personal Holiday balances.
b. Compensatory Time — CTO, Holiday Credit, Holiday CTO, Excess, and ADO balances.

c. State Service for Absences — State Service, State Service Carryover, Sick Carryover, Vacation
Carryover, and State FTE Carryover amounts.

**Note: State Service for Absence is for Leave Accrual use only and does not apply to CalPERS retirement
calculations.

Last Finalized Balances for Employees Administered by = Find First [
Estella Drummie 1

|' Absence Balances | Compensatory Time | State Service for Absence |

Empl Personal

Payroll
Status

Red i Holiday ‘Details

Name EmpliD
Available

Nbr
1 DorritAmy Active 800000000 0 10057 R0O9  2011-01 02/01/2011 174.000 14.832 0=

6. To view additional details on the balances for each employee, click on the Details Icon. /

7. The employee’s balance details appear.

All Absence Balances:

Absence Balance Details

You can review all Of the \ EmplID: 000034096 Tina Turner Empl Red#: 1 Last Period Finalized: ~ 2012-12
details on this page Department: 1090 ENRMGT Financial Aid Office Union Code:  R04 Payroll Status: Active
‘Absences, Compensator .
( . ’ P . y = All Absence Balances Customize | View All |@\ B First B 13003 [ Last
Time, and State Service sick | Vacalon | Personal Holiday Holiday Credit | Holida:
balances) by selecting the - TrrEmeariE
arrow icon next to All 1 2013-01 CURRENT - Not Finalized
2 301212 0110112013 12.000 4.000 0.000 0.000 0.000 16.000
Absences Balances. 3 CONVERSION  CONVERSION (11/30/2012) 0.000 0.000 0.000 12.000 0.000 12.000
Select any of the three
arrows to view each B
absence balance detail > Absence Balances
Separate/y. ificompensatory Time Balances

[ State Service for Absences

When you are finished
reviewing this page. Click Return
Return to return back to /4

the Timekeeper Balance
Inquiry page.
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