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OVERVIEW

As of March 2017, the campus will implement the CSU Absence Management module which allows time entry to be

entered online into the CMS system. All other documentation, such as jury duty certification, is still required. There

are three specific roles in the process, other than the Payroll process:

Employees enter, review, and submit their Absences in self-service for the current period. Employees can

delete Absences when they are in the status of “Submitted” or “Needs Correction”. Employees may also be
required to delete and re-enter absences based on notifications from Timekeepers and/or Managers.
DEADLINES: ABSENCES FOR THE CURRENT PAY PERIOD MUST BE ENTERED BY THE 25TH OF EACH MONTH.
ABSENCES FOR FUTURE PAY PERIODS MAY BE ENTERED AT ANY TIME.

Timekeepers review the Absences for accuracy and update the Absence status to “Reviewed” for correct

Absences or “Needs Correction” which generates a notification to the employee to correct the Absence.
Timekeepers may enter an Absence on an employee’s behalf which automatically updates to a status of
“Reviewed”.

DEADLINES: ABSENCES FOR THE CURRENT PAY PERIOD MUST BE COMPLETED BY THE END OF EACH MONTH.

Managers/Approvers approve absences which have been entered by employees and reviewed by

Timekeepers. Managers may also enter an Absence on an employee’s behalf. Absences entered by Managers
are automatically updated to a status of “Approved” and cannot be corrected by the employee or timekeeper.
Employees automatically receive an email notification when an Absence is entered on their behalf, but not

when the Absence is approved.

DEADLINES: APPROVAL OF ABSENCES FOR THE CURRENT PAY PERIOD MUST BE COMPLETED BY THE 5TH
OF THE MONTH FOLLOWING THE PERIOD.

Payroll processes approved absences, makes corrections to entries, enters all Catastrophic Donation entries,

reviews comments and finalizes the absences and accruals. Not all entries by Payroll will create an email

notification.
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1. LOG INTO PEOPLESOFT THROUGH THE PORTAL

STEP ACTION SCREENSHOT
1 Login to MyCSUDH Portal at @ wancoudh.edu
https://www.csudh.edu

Click the MyCSUDH button on the top
right of the screen.

california State Universit
@ Gomincues Hing [iezen] o

FUTURE STUDENTS ACADEMICs CAMPUS LIFE STUDENT SERVICES

N~
2 Login to PeopIeSoft https://my.csudh.edu/psp/paaprd/EMPLOYEE/EMPL/h/?tab=PAPP_GUEST
Enter your User ID, Password and click the CSUDH | portal

“Sign In” button

Signon

User ID
Password

Sign In

MELFFUL QUEDT LINRD

Activate Account { Hew llsar

3 Click “Employee” tab

CSUDH | portal

Welcome Thalan

Next click “Report My Time” button

| FACULT EMPLOYEES

& My Personal Info
@6 My Payroll / Benefits
m Recruitment Team

nm'ﬁ"m e HiS 1 ORTHO“CS &Ph Q

|
[i &5 Report My Time

4 Three links will appear: CSUDH | portal
e Report and View Absences

e Employee Balance Inquiry
e Monthly Schedules

Welcome Thelonious Monk

EMPLOYEES

& My Personal Info

> My Payroll / Benefits
Report and View Absences
Employee Balance Inquiry

Monthly Schedules
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1. VIEW REPORTED ABSENCES

STEP ACTION SCREENSHOT
1 The Report and View Absences page is &8 Report My Time
used to enter time off such as ‘Vacation’
and ‘Sick’. I Report and View Absences I
At the MyCSUDH portal, click on “Report Employee Balance Inquiry
and View Absences”
Monthly Schedules
2 The “Report and View Absences” page Report and View Absences
H H Thelonious Monk
is displayed. it 0
Administrator [V 3300
CITO EXECUTIVE OFFICE 60000
Dates will default to the current month. Click for nsiructons
If entering or viewing absences for a prior
month, enter the appropriate ‘From’ date. From (20U 5 Througn 03020075
Existing Absence Events Personalize | Find | @l @ First ‘4 10f1 ‘&' Last
Absence Name BeginDate  EndDate AU ypitType  Last Updated By
To view historical or future data,
change the From and/or Through Enter New Absence Events S
Absence Name *Begin Date *End Date Duration Unit Type
date(s) and tab out to refresh the data.
02012017 |5 [o3r0172017 ) Ad Comments  [#] (=]
Calculate Duration
To the best of my knowledge and belief, the information
submitted is accurate and in full compliance with legal
and CSU policy requirements.
Submit
3 Reported absence events that fall Report and View Absences
within the requested time period {eknosliot

display as existing absence events.

RRARARI ] a
Adminis !
CITO EXECUTIV

ek o Insruchions

From |1UHR0G [ Through 0N W
Existing Absence Events Persoralce | Fnd |2 8 Fmet 4 ot 0 Las
Absence Name HegnDate g Uate m und Iype ’:;ﬁ"“ Last Updated By
Vacalion MOAENT MR A0 Hours Submiied  Thesiorios Mok D
Enter Now Absence Events
Abstoce Name Gegnlas  CEndDats e UstType
[Wo Leave Taken vy [§ e § Add Comments [+] =]
Cakutate Durabon
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2. REPORTING “NO LEAVE TAKEN”

Employees enter absences using the Absence Management Self Service page. These entries are then verified by either a timekeeper

or approving manager and marked as “Approved” or “Needs Correction”.

All employees are required to report “No Leave Taken” if they have no absences to report for the pay period. “No Leave Taken”
should only be used if there was no time taken off work during the period. It cannot be reported with any other absence event in
the same period.

page is displayed. “From” and
“Through” dates are defaulted to the
current month

Dates will default to the current month.
If entering or viewing absences for a
prior month, enter the appropriate
‘From’ date.

The Absence Name defaults to “No
Leave Taken” and the Begin and End
Dates default to the current absence
period

Ciick

STEP ACTION SCREENSHOT
1 From the MyCSUDH portal:
5 Report My Time
Click on “Report and View Absences”
| Report and View Absences

Employee Balance Inquiry
Monthly Schedules

2 The “Report and View Absences” Report and View Absences

Thelonious Monk

111111121 0
Administrator IV 3300

CITO EXECUTIVE OFFICE 60000

From [10V2016 [ fhrough 03012017 |

Fersuna\ize\Fde@l@ First &) 10of1 b/ Last
Absence Status Last Updated By
Submitted Thelonious Monk m

Existing Absence Events

Absence Name BeginDate  End Date

No Leave Taken 02012017 0310172017

Enter New Absence Events

Absence

Absence Name Duration

*Begin Date *End Date Unit Type

¥
|No Leave Taken v| 02012017 [ 030172017 |§J| Add Comments  [+] =]

Calculate Duration

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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STEP ACTION SCREENSHOT
3 Verify the accuracy of the Absence Report and View Absences
Name, Begin Date and End Date and if Thelorious Monk
required, change the Begin and End o
d ates Administrator V3300
CITO EXECUTIVE OFFICE 60000
If accurate, click on the “Submit” button
to submit the “No Time Taken” absence Fom (006 5 Thougn T301017_ |3
for approval Existing Absence Events Personalize | Find | 22| B rg @ 1o ®las
Absence Name Begin Date  End Date Absence Status Last Updated By
No Leave Taken 02012017 0301/2017  Submitted Thelonious Monk E[
Enter New Absence Events
Absence Name “BeginDate  *End Date 3’1&?‘33 Unit Type
No Leave Taken v Ezmuzmr 5 03012017 @I Add Comments [+] [=]
| CacuateDuaon
To the best of my knowledge and belief, the information
submitied is accurate and in full compliance with legal
and CSU policy re%uiremems
. “ ” H H . -
4 Click “OK” on the confirmation page Submit Confirmation
‘/ The Absence(s) were submitted successfully.
“« ” . .
5 The “No Leave Taken” submission shows Report and View Absences
as an existing absence event with an Theloniaus Monk
absence status of “Submitted”. a0
Adminisirator IV 3300

CATO FXFCATIVE (FFICE RON00A

ek for Instructions

Fom DUV [ hough DO

ST e Pt | OB e 0 TaT
bsence Nama BeginDste  End Date Abaence Staivs Last Updated By

Mo Leave Taken OIDIANT  CAOIRMT  Submited  Thelorious Monk 1]
LCnter New Absence Cvents

Bbsence Hame DegnDate  “Tnd Date MI:' Unit Type

No Leave Taken V| ATET & Do s Add Comments ] =]
e —

T the heed of my knowiedoe and belief e infymation
submitted & accurate and in full complancs with legal
and GSU poicy mguroments.
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3. REPORT ABSENCES

Please see Appendix A for applicable Types.

STEP ACTION

SCREENSHOT

1 From the MyCSUDH portal:

Click on “Report and View Absences”

B Report My Time

I M! and View Absences I

Employee Balance Inquiry

Monthly Schedules

2 The “Report and View Absences” page is
displayed. “From” and “Through” dates
are defaulted to the current month

To view historical or future data, change
the From and/or Through date(s) and tab
out to refresh the data

Report and View Absences

Thelenious Monk

11111121 0

Administrator IV 3300

CITO EXECUTIVE OFFICE 60000

From 02002017 |§  nrougn (03017 R

Existing Absence Events personaize | Find | 2] B Fist (@ 10r1 & Last

Absence Name BeginDate  End Date gm‘:ﬁ UnitType  Last Updated By
Enter New Absence Events

. Absence "
Absence Name *Begin Date *End Date Duration Unit Type

Add Comments [+] [=]

No Leave Taken V] [pzo12017 |5 an1zo17 5

Calculate Duration

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

| Submit

3 Select the appropriate Absence Name
from the pull down menu

The Begin and End dates are both set to
the first day of the current period

If applicable (i.e. vacation, sick), the
available hours balance is displayed in the
Balance column

Report and View Absences

Thelonious Monk

RERRRRRFA] ]
Administraior IV 3300

CITO EXECUTIVE OFFICE 60000

Clck fr InsrucSons

Fom O 5 gy IO R
Existing Absence Events Pﬁsmalzelﬁnd,'a-qg Fsd & 1ot W Last

Abserce Name Degnlaie  CndDaic m UnitType  Last Updaed Oy

Fnfer New Ahsence Fvents

To e Dest of my knowleage and beliel, e informason
subméied is accurabe and in full complancs wih legal
03U ey TeQarEmens.

‘Submit
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taken hours displayed in the “Absence
Duration” field

When an absence requiring a comment is
selected, the “Add Comments” link will
turn red

Click the “Add Comments” link to open
the comments page

STEP ACTION SCREENSHOT
4 Select/enter the Begin and End dates Report and View Absences
Thelonious Monk
111111121 1]
Administrator IV 3300
CITO EXECUTIVE OFFICE 60000
Zlick for Instructions
From (02012017 | Tnrough (03012017 |
Existing Absence Events Personalize | Find \IE'I @ First ‘& 10f1 » Last
Absence Name BeginDate  End Date phselC®  UnitType  LastUpdated By
Enter New Absence Events
Absence Name *Begin Date *End Date Balance *Partial Days :m’l‘;: Unit Type
[ Sick - Family Care v||o203r2017 | J02103/2017 [Ff 1580 [None ~ Hours Add Comments =
Calculate Duration |
To the best of my knowledge and belief, the information
submitted is accurate and in full compliance with legal
and CSU policy requirements.
[ Submit |
5 If only part of a workday was taken off, Report and View Absences
select Partial Hours from the Partial Days g
drop-down and enter the number of hours Adminstrr IV 330
. . Q0 ERECUTIVE OFFICE 000D
in the “Hours Per Day” field.
Click fop Insuclions
T Theough G
Existing Absence Events PNMWIFNIEEE st b dot1 ) Last
Abstnce Name BegnDote  EndDolc poeeps  UntType  LostUpdeted By
Foter New Absence Dvents
Absenee Nome Togalete  ‘Endlve  Blec TotalDwy  (NTPTIMNS gy
[Bek ramiCae ] @ bzusanr 5 [Pataltous )| Howrs g Comments ] =]
Caicuate Durabon
T thae Best of my inowicage and bodcl, Ihe omaton
‘submilted s 2ccurate and In ful compiance wil iegal
and Gl polcy mquirements
o Soeh
6 Click on the “Calculate Duration” button Report and View Absences
and validate that the correct number of emni
Administrafor I T30

CIT0 EXECUTIVE OFFICE 60000
Ok for Instnacfinns

P R
peronanze | Foa | 1| B At 0 1001 D 1ot

Abaence
BeginDste  EndDste R UniType  Lestlpdsted By

Exbsting Absence Events

Absence Name

Entur Rew Absance Events
Absnce Nams "RRkgin Dotz “tnd Date:

[ Famites | ioman |5 omm 5 0 [Famnas ] 10 -

Calcutal Durabon 1

T the best of my knowiedge and belied. e infomation
SUDMITE] 15 BCCUPBIE and n Ul compiance wih kegal
Euomit

Hows g Alsence
taarce urtalUes At R EEE umiyge
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absence for approval

STEP ACTION SCREENSHOT
7 Enter the appropriate comments Absence Event Comments
Enter comments to be associated with the absence event and click the Save Comments
. N button to save them. To return without saving click the Return to Entry Page link.
Note: Be brief and professional when _ i
) Please enter relationship of family member-[ERid]
adding comments
Click “Save Comments” when all
information is entered and click on
“Return to Entry Page”
| Save Comments |
8 TO ENTER ANOTHER ABSENCE Report and View Absences
. Theionious Mok
Click on the plus (+) button to add another fH 0
. . Adminishaim IV 3300
row and proceed as instructed above until L
you have entered all absences e S
tom WO §  pgygn ROV H
Note: If you enter a row in error (+), click sty Ao Eveats pesors [ Fra| | B et 4 101 0 L
Absence
on the minus (-) button on that row to _— e =
delete it prior to submitting. ———
Asasee ame Tgnim  Tulw o Twmom oSSR e
[k FamtyCare v Gouaaon (5 w530 [Famaliews v] 4w 4100 fowrs .m.m
T Cauae Duwdin
To fie hest of my knowlerige and helied. the information
submilied wrate and in ol complang e wilh Jegal
a'n:‘.’!’}:.wkyw__
Submt
9 Review the information carefully and click Report and View Absences
on the “Submit” button to submit an i
Acdminsstraor IV 3300

CITO EXECUTIVE OFRICE 60000

Clck for Insbructions

fom T B meoegn BUE0T

Existing Absance Events imm|rmf—|ﬁ [ RURT TR
Jra—— Bgnlde  Edlde St Uitlpe  Latipdiedty
Enter Kew Absence Events

[fici-Famty Gan Dl i L R |

Cakcubate Duration

To 0 bes ofmy inawiedzt and bosel. P mloasen
subented is accisats and n l complance witlegal
(3 iy reguirements
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STEP ACTION SCREENSHOT
10 Click “OK” on the confirmation page Submit Confirmation
‘/ The Absence(s) were submitted successfully.
11 The submissions show as an existing Report and View Absences
absence event with an absence status of Theloniotis Monk
“Submitted”. L
Adminestragr [V 3300

CIIUEXECUTIVE OFHICE: BO000

Llck Tor insauctons:

fom OO & heougn OOV @

Existing Absence Events Personaize | Find | BB Fost O 1202 O Last
RS |l lindated Ry

. Absence |
Absencs Name Regin Nate  Fnd Niate e Uit
Sick - Family Care [Q012MT [2OIRMT 800 Ho
Sick - Famiy Came (202017 D007 4,00 Ho

Enter New Absence Events

A ) Add Commenss (#] -]
To e bestof my knowledge and belief, the information
‘SuUDMiBed 1 accuraie and in full CompEance Wi gl
and CSU polcy requramerts.
Submit
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4. DELETING REPORTED ABSENCES

STEP ACTION SCREENSHOT
1 From the MyCSUDH portal:
5 Report My Time
Click on “Report and View Absences”
| Report and View Absences I
Employee Balance Inquiry
Monthly Schedules
2 Enter the “From” and “Through” dates Report and View Absences
Thelonious Monk
111111121 0
. . R Administrator IV 3300
Tabbing out of the date field will cause the CITO EXECUTIVE GFFICE 50000
page to refresh K for stuetong
I From [02012017 |§]  Through (03012017 |5 I
Existing Absence Events Personalize | Find | &2 8 First ‘&' 1-20f2 &/ Last
Absence Name BeginDate EndDate  AUSCCS nitType ADSENCE 4ot ypdated By
Sick - Family Care 02/01/2017 02/017/2017 2.00 Hours Submitted  Thelonious Monk m
Sick - Family Care 02032017 02032017 400 Hours  Submitted  Thelonious Monk ]
Enter New Absence Events
Absence Name *Begin Date *End Date gm&: Unit Type
[No Leave Taken V| 02012017 [ [p3012017 ) Add Comments B

| Calculate Duration |

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

| Submit |

3 Absences that have not been reviewed, Report and View Absences
approved or finalized can be deleted by ‘Th‘:‘m“*“}'f
clicking on the “Trashcan” icon I
CITO EXECUTIVE OFFICE £0000
Tk Tor Trestructions)

vom O 6 gugn S0V |

Existing Absence Cvents Pessoraive | Frd | 3| B Pt 0 12000 & 1
Abeenca | Absence

Absenee Hame Begnlot EndDokc oo UnitType S LastUpdated By

Sk Famiy Gare W27 l2avans 8.00 Hours. Submied  Thoiomous Monk

Sick - Famiy Care 0202017 C2mang7 400 Hours  Subemiied  Thelonioos Monk

Enter New Absence Events

Absence Name THegniate  "Endlate Abence oy jome

Vo Leave Takan | O |5 DT [ Add Comments [#] (=]

T I sl o ery knoowecdgges ancd hesked The informetaon
submted & 3:curate and n 1l compiance wilh kgal
and C3U policy requirements.

Submit
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further instruction.

STEP ACTION SCREENSHOT
4 Click “Yes” to confirm deletion or “No” to Confirm Delete
cancel deletion.
‘/ Click Yes to Delete this Absence Event
Absence: Sick - Family Care  Begins: 2/3/2017  Ends: 2/3/2017
£ Yes i | No |
5 If you do not see the “Trashcan” icon next Report and View Absences
to the entry you would like to delete, Thelorioiss Mork
) i o
contact your timekeeper or manager for Akt N 2000

CITO EXECUTIVE OFFICE 60000

Tk for Trlcbonss

From DIOUTT | Thpugn DSV J5)
Persocace | Find |1 B Fst &ttt O L

Absence
P Unit Iype  Last Updated By

Existing Absence Events

Amence Name BegnDsie  Endlate

Foter Hew Absence Feenis

Aancs Nama ‘eginfmis  ‘FndMam ferxicn et TyE
[NoLeare Taken v |§ e g Aoy comments. ¥ 5]
Cakutts Drion

To e best of my kmowieage znd bede!, the infarmation
submiied & accurale and in ull compiance with logal
s,

and C3U poicy e
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5.VIEW LEAVE BALANCES

Absence Management Employee Guide
Last Updated: 3/16/2017

STEP ACTION SCREENSHOT
1 From the MyCSUDH portal:
Y P &5 Report My Time
Click on “Employee Balance Inquiry”
Report and View Absences
I Employee Balance Inquiry
Monthly Schedules
2 There are three tabs of information on ,
the “Em| Bal Inauiry” Employee Balance Inquiry
e "‘Employee balance Inquir age: )
ploy quiry” pag Thelonious Monk
e Absence Balances 2z
e Compensatory Time
e  State Service for Absence
Last Finalized Personalize\FiﬂdIV\ewAl\I@I@ Firgt &' 10f1
b Last
Absence Balancesl Compensatory Time [l State Service for Absence
. Last . . Personal
Payroll Union 5 Balances Sick  Vacation .
Name Status EmpliD ?ﬁ: Department Code le’ae”rzig a5 of Date Bolance|  Balance ACI;:Q'&IZ Details
1 Monk, Thelonious Active 111111121 0 60000 M30 CONVERSION 02/02/2017 1560.000  424.000 =
Graduated Vacation Chart
3 To view additional details on your
balances, click the “Details” Icon.
Employee Balance Inquiry
Thelonious Monk
11112
Last Finalized PersonalizeIFiﬂd\\ﬂewAIII@I@ First & 10of1
Balances b Last
Absence Balances | Compensatory Time | State Service for Absence
Empl . Last . " Personal
Payroll Union 5 Balances Sick  Vacation . .
Name Status EmpliD I:‘l",: Department Code Flnpaelgﬂ a3 0f Datte Balance  Balance A:;::a‘m Details
1 Monk, Thelonious Active 111111121 0 60000 MB8D CONVERSION 0202/2017 1560.000  424.000 1
Graduated Vacation Chart
p. | 13

dothi

CSU DOMINGUEZ HILLS
T sey

[




DIVISION OF INFORMATION TECHNOLOGY
California State University, Dominguez Hills

STEP ACTION

4 Select a tab to view details relating to each
balance type.

To return to the previous page click the
“Return” button.

5 To view information on leave accrual rates,
click the “Graduated Vacation Chart” link.

6 The “Graduated Vacation Chart” shows
how much leave you accrue each month
based on your years of service.

Press the Esc key on the keyboard to go
back.

SCREENSHOT

Absence Balance Details

EmplID: 11111121 Thelonious Monk EmplRed#: 0 Last Period Finalized: =~ CONVERSION
Department: 50000 CITO EXECUTIVE OFFICE Union Code: 180 Payroll Status: Active
All Absence Balances personalize | view Al | | B8 First @ 12012 ) Last

]
E Sick | Vacation || Personal Holiday CTO | Holiday Credit | Holiday CTO Excess || ADO | NonExp ADO State Service State Service Hours D
]

Period ID Balances as of Date Son D03 SickEamed  SickTaken  Sick Adjusted Satastrophlc ok Balance
1 CURRENT - Not Finalized 1860.000 0.000 0.000 0.000 0.000 1860.000
2 CONVERSION CONVERSION (02002/2017) 0000 0000 0000 1560000 0000 1660000

Employee Balance Inquiry

Thelonious Monk

111111H
Last Finalized Personaize | rind | View A | &1 rit & 1oft
Balances ) Last
Absence Balances
Empl i Last % Personal
= Payrofl = Unioa . . Balances Sick  Vacafion S
Name EmgliD Red Depariment Finalized _ Holiday Detsils
Status e Code Peripg 35 0f Date Balance  Balance Availabhe

424000

Press Esc te Return

SUMMARY OF MAXIMUM VACATION
SUMMARY OF VACATION ACCRUAL RATES AND CTO CREDITS
MONTHLY’ MAX VACATION:
sevice peaumemens: | VACATION | (8L | | OARSRGRIE ST annuar cro (s amnuac | MESIRATEY | mone Tra
RATE PER YEAR CLASSIFICATION YEARS OF SERVICE OF SERVICE
0-3 YEARS: 1T0 36 MONTHS 22 HOURS 10 M8 NI, Wa 480 HOURS 480 HOURS
3-5 YEARS: 37 0 72 MONTHS 10 HOURS 18 Mg NiA, WA 384 HOURS 440 HOURS
£-10 YEARS: 73 TO 120 MONTHS 11 13HOURS | 17 N N WA 272 HOURS 384 HOURS
10-15 YEARS: 121 TO 180 MONTHS [ 12 273HOURS | 18 uNT2 120HOURS | 240 HOURS 272 HOURS 384 HOURS
15-20 YEARS: 181 T0 240 MONTHS 14 HOURS 21 N W 320 HOURS. 440 HOURS
20-25 YEARS: 241 TO 300 MONTHS. 15 13 HOURS 23 120 HOURS | 240 HOURS |
OVER 25 VEARS: 301 MONTHS AND UP | 16 HOURS 24 et RS L s
240HOURS {240 HOURS 272 HOURS 384 HOU
¥ACATION ACCRUAL RATES FOR ELIGIBLE CLASSIFICATIONS IN 120 HOURS 240 HOURS 272 HOURS 224 HOUI
EXECUTIVE (98), MANAGEMENT (HED), UNT 8 200 HOURS™ : 480 HOURS 272 HOURS 384 HOURS
CONFIDENTIAL (£29), FACULTY {Unit 3) 18 el UNTS 120 HOURS | 240 HOURS 272 HOURS 384 HOURS
AND ACADEMIC STUDENT (UNIT 11) UNIT 10 240 HOURS 240 HOURS 272 HOURS 384 HOURS
UNT 11 NIk WA 80 HOURS 30 HOURS
UNIT 12 Ni, WA 272 HOURS 440 HOURS
£99 120HOURS : 240 HOURS 272 HOURS 384 HOURS
cos 120HOURS | 240 HOURS 384 HOURS. 384 HOURS
“In terms of fulktime service “PER MOUPolicy

“PURSUANT TQ FAIR LABOR STANDARDS ACT
014/28/2011 Updated/HRM ““REFER TO APPROPRIATE MOU
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@

6. VIEW MONTHLY SCHEDULE

STEP ACTION SCREENSHOT
1 From the MyCSUDH portal:
Y P B3 Report My Time
Click on “Monthly Schedules”
Report and View Absences
Employee Balance Inquiry
| Monthly Schedules |
2 Use the blue hyperlinks to navigate the —
months. Thelonious Monk EmployeeiD; THTTIZE
Sunday Monday Tuesday Viednesday Thursday Friday Satirday
1 2 3 | ore 4
BHours Oours B Hours
oFF 5 ] 7 8 8 10/ or n
| @Hnura A Houm &Hours. & Heurs & Hours
o 12 13 14 15 16 17} o 18
2 Hous & Hows & Hours. E Hours &Hours.
are 1 1} n 2 pr3 Mor
B Hours U Mours. BHours O Hours BHours
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7. APPENDIX A

Below are Absence Take types that are available. Eligibility is based on an employee’s collective bargaining unit.

Please Note: Not all takes in the list below will appear for every employee. They depend upon CBID, etc.

ABSENCE TAKE DESCRIPTION

USE PARTIAL HOURS
OR SCHEDULED HOURS

CONSIDERATIONS

CTO AT EARN CTO Premium Earn Partial Hours Only Compensatory time banked at a premium. Since
this is time banked at a premium the employee
must have worked over 40 hours in the
workweek to enter time for this.

CTO AT TAKE CTO Take Partial Hours or Scheduled Hours Usage of banked compensatory time.

DCK AT DOCK Dock Partial Hours or Scheduled Hours Leave that has been taken after all accruals have
been exhausted. Report this as appropriate as a
take but note that a departmental dock form
signed by the supervisor still must be turned in
to Payroll.

FL ATFUNERAL Bereavement/Funeral Partial Hours or Scheduled Hours Includes eligible immediate family members.
Specify the family members in the Comments.

HCR AT EARN Holiday Credit Earn Partial Hours Only Used when an employee works on a holiday and
is due additional time off.

HCR AT USAGE Holiday Credit Take Partial Hours or Scheduled Hours When using holiday credit that is on the system.

HCT AT EARN Holiday CTO Earn Partial Hours Only Used when an employee works on a holiday and
is due additional time off.

JD AT JURY Jury Duty Partial Hours or Scheduled Hours Jury Duty when called to serve at a Superior,
Municipal or District Court. Must turn into
Payroll the official Jury Duty proof of service

MPA AT MAT Maternity/Paternity Partial Hours or Scheduled Hours 30 day paid leave for the birth of the employee’s

child or the placement of a child with the
employee through adoption or foster care.

NO LEAVE TAKEN No Leave Taken

Scheduled Hours

No leave taken for the pay period. If no other
absence events have been reported for the
month, this event MUST be submitted to
indicate full time attendance.

PH AT PER HOL Personal Holiday

Partial Hours or Scheduled Hours

One day off that is granted as of January 15t each
calendar year. Usage is at the employee
discretion with supervisor approval.

PL AT PARENT Parental Leave Partial Hours or Scheduled Hours 30 day paid leave for the birth of the employee’s
child or the placement of a child with the
employee through adoption or foster care.

SCK AT DEATH Sick - Bereavement Partial Hours or Scheduled Hours Upon request, bereavement/funeral leave may

be supplemented with an employee’s own sick
leave credits. Specify the family member in the
Comments.
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ABSENCE TAKE

DESCRIPTION

USE PARTIAL HOURS
OR SCHEDULED HOURS

CONSIDERATIONS

SCK AT FAMILY

Sick - Family Care

Partial Hours or Scheduled Hours

Family care, meaning illness or injury in the
immediate family up to 10 days of accrued sick
leave may be used in one calendar year. Specify
the family member in the Comments.

SCK AT SELF Sick - Self Partial Hours or Scheduled Hours Sick leave chargeable to employee sick leave
balance. Physician statement required when
absent 5 or more consecutive days.

VAC AT VAC Vacation Partial Hours or Scheduled Hours Vacation time chargeable to vacation balance

when approved by the appropriate
administrator.
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