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CSU The California State University | @

Manager Self Service -

CSU Absence TimeKeeper Revi... Approvals Team Time

¥ =3

1 Exceptions

CSU Approve/Request NLT CSU Create & Maintain Absences

- Tiles not used by East Bay:
EIEE lm  RApprovals
« CSU Approve/Request NLT

*Only Management Personnel and Department Chairs can be Absence Approvers

*Dashboard Landing page varies based on administrative role assignments.
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Team Time

1 Exceptions

Absence Managers use the Team Time tile
to Request, View, Cancel an Absence and
Obtain Absence Balance Details



Request Absence

Team Time

@ Payable Time Request Absence
~ Search Options
lil Request Absence ° Search your Employees |Ente' Name, Title or Email

As Of (050212026 |

5| CSU Work Study Balance

P! Cancel Absences Select Employees 3 rows
O
O Name / Title / ID - Record Directs / Total Reports To / FLSA Status Department
I View Requests
D 0O Administrator Il 1ﬂ1 Cashiers and Student Finance - 13752
(3§ Manage Exceptions 1002008000 '
— ] O Administrator Il - Procurement Services - 13850
Manager Balance Inquiry 100209868 - 0 212
O Administrator Il - General Accounting - 13753
100213980 - 0 815

A:Used by Managers to Request an Absence on behalf of their employee(s)

* Use the Search Options to Search by Employee or As of Date

Use the Person Icon w# to access your indirect reports



Cancel Absences

| Q, Search in Menu

Team Time

@ Payable Time Cancel Absences
~ Search Optionsl
Iil Request Abzence Search your Employees |Enter Mame, Title or Email
As Of (050212026 |
1 CSU Work Study Balance
! Cancel Absences ﬂ
Select Employees 3 rows
. Confinue
™ view Requesis -
| MName / Title / 1D - Record Directs [ Total Reports To [ FLSA Status Department
@ Manage Exceplions =
Administrator I : Cashiers and Student Finance - 13752
100200800 - 0 1M Exempl
| Manager Balance Inguiry
Administrator Il *f) Procurement Services - 13850
D 100209865 - 0 212 Exempt
Administrator || - T General Accounting - 13753
100213980 - 0 813 Exempt

B: Used by Managers to Cancel an Absence Request on behalf of their direct and indirect
employees.

» Use the Search Options to Search by Employee or As of Date

Use the Person Icon « to access your indirect reports

L




View Requests
Team Time

View Requests

@ Payable Time

Search your Employees |Ente' Name, Title or Emai

Il) Request Absence

As Of 0510212026 |
-1 CSU Work Study Balance
Select Employees 11 rows
II® Cancel Absences )
0 Name / Title / ID - Record Directs / Total Reports To/ FLSA Status Department

— Administrator || ﬁ Payroll - 13800
I View Requests o O 10110 Exempt v

100200020 -0

H — Administrator |
@ Manage Exceptions ] Human Resources - 14350
g P 100200971 -0 Exempt
—
| Manager Balance Inquiry 0 Cnfdntl Admin Support 12 Mo - Human Resources - 14350
S 100202154 - 0 " Exempt

0 Administrator || ’ Human Resources - 14350

100209974 -0 Exempt

C:Used by Managers to Review Details Related to an Absence Request including the Request History and
Approval Chain.

* Use the Search Options to Search by Employee or As of Date

Use the Person Icon «# to access your indirect reports @



Manager Balance Inquiry

| Q Search in Menu

Team Time
Hel
@ Payable Time g
Manager Balance Inquiry
|l Request Absence Employee Selection Criteria
AsOfDate  |05/02/2025 ‘ :
. | Refresh Employees Filters
] CSU Work Study Balance —_— —
Bus Unit [HW001 Q| Dept D | Q| union Q|
] ——— Code ————
Pay Q Eligibility Q
IR Cancel Absences Employee |—°'| Group| | Group ‘7|
Job Code | Q | Unit | Q | Reports To ‘ Q ‘
IF" View Requests
> -110o v iew
(® Manage Exceptions ®B|[Q] 1-11 of 11 View Al
Select Name Empl ID Job Empl Status HR Status Position Job Code Job Title Dept ID Department
E Ma nager Balance Inqmry 0 [l 100200020 0 Active Active 10075252 3312 Administrator [l 13800 Payroll
[} 100200971 0 Active Active 10077085 3318 Administrator | 14350 Human Resources
[} 100209974 0 Active Active 10077129 3312 Administrator || 14350 Human Resources
0O 100200312 |0 Active Active 10079423 1173 ﬁ:fd”" Tech Support 1214 4350 Human Resources
[} prp— — 100209973 0 Active Active 10077196 3312 Administrator || 14350 Human Resources

D: Used by Managers to obtain a Summary of Absence Balances , Earning, Takes and Adjustments
for direct and indirect employees.

*Use filters to narrow down results

Use the Plus Icon # to access your indirect reports @



Use the Multiple Absence Request page to Review and
Approve/Decline Submitted and Canceled Absence
Requests



Approve Absence Requests

Navbar [@>Menu = >Manager Self Service >Time Management >Multiple Absence Requests

a

Multiple Absence Requests

Work Flow Status | My Pendings w~ |

From Date |02/01/2026 =] Through Date |07/31/2026 =]

Business Unit | |

Search

Cancel Absence Requesis

Absence Requests

| B || Q | 1-40f4 ~ I View Al
Absence Detail Forecast Comments =
Select *Employee ID Name Job Title *Begin Date: *End Date *Ab Name R D i Attachment Balance Entry Source | Status
- Cnfdnt Tech Employee
) 100200312 03/02/2026 03/0272026 Sick Leave Family Care & Hours View 63850 Hours Absence Submitted
Support 12 Mo
Request
Employee
O 100204758 Administrator Il 03/18/2026 03/1972026 Sick Leave Family Care 16 Hours View 659.00 Hours Absence Submitted
Request
Employee
] 100200020 Administrator Il 04/03/2026 04/06/2026 Vacation 16 Hours View 45800 Hours Absence Submitted
Request
. Sick 1190.00 S (TIIETED
L] 100200020 Administrator Il 04/13/2026 0411472026 Sick Leave 16 Hours View } or Absence Submitted
Personal Hours Event
Select All Deselect All
Approver Comments BE

Y

l Approve ” Deny ” Push Back ” Forecast

*Use the Search Options to filter results
* Click the Cancel Absence Request hyperlink to review Canceled Requests

Q




MANAGER SELF-SERVICE FOR ABSENCE TIMEKEEPERS

CSU The California State University | @

Manager Self Service -

CSU Absence TimeKeeper Revi... Approvals Team Time

it 2

1 Exceptions

CSU Approve/Request NLT CSU Create & Maintain Absences

- Tiles not used by East Bay:
EIEE la'!  RApprovals
« CSU Approve/Request NLT

*Only Management Personnel and Department Chairs can be Absence Approvers

*Dashboard Landing page varies based on administrative role assignments.
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CSU Absence TimeKeeper Revi...

Y

Used to conduct the initial review of reported leave



CSU Absence Timekeeper Review

The CSU Absence Timekeepers Review page is used by Timekeepers who have oversight of
Reviewing Absences for accuracy prior Managerial Approval

h in Menu

CSU Absence TimeKeeper Review

First Name | Q ‘

MNew Window | Help Personalize Page

Last Name ‘ Include Approved Absences: Department | |

a]
l Clear Search Criteria ] [ Team Time ] *From Date |04/01/2026 Thru Date |06/02/2026

View All
. Empl |Job Job Code Department HR Absence Absence = 5 Approver -
Last Name | First Name |EmplID Red Code | Description Dept ID Name Status | Type Reason WF Status Begin Date End Date Hours Review Status Apvd EMPLID Approver Name Bus Unit
: Parking and Alt
1] 100205082 0[3318 |Administrator] (15100 | TEPEAY Hactve | Vacation Submitted | 0410172026 | 04/01/2026 5.00 100202182 | ¢ HW001
Cnfdntl Tech Human " .
21 100200312 0[173 oo iomo | 19950 | Resaurces Active | Vacation Cancelled | 05/01/2026 | 05/01/2026 8.00 100021483 |V HWO01
Cnfdntl Tech Human . . p
31 100200312 0173 | gporortamo | 19950 | Reseurces Active | SickLeave | Famiy Care Cancelled | 05/01/2026 | 05/01/2026 5.00 100021483 |V HW001
Cnfdntl Tech Human Personal .
41 100200312 0[173 oo iomo | 19950 | Resaurces Active [ po Cancelled | 05/05/2026 | 05/05/2026 8.00 100021483 |V HWO01
5| 100200020 0[3312 | Administratoril [ 13800 | Payrol Active | Vacation Submitted | 0410372026 | 04/06/2026 16.00 100021483 |V HW001
6| 100200020 0[3312 | Administratoril [ 13800 | Payrol Active |SickLeave | SickPersonal | Submitted | 0411372026 | 04/14/2026 16.00 100021483 |V HWO01

* From Date and Thru Dates default to 30 days prior and after current date

*Use filters to narrow down results

e,




C50U Create & Maintain Absences

The CSU Create & Maintain Absences Tile allows
Timekeepers to Manage and Submit Absence Requests



CSU Create & Maintain Absences

*Use filters to narrow down or expand search results

CSU Create & Maintain Absences

| Q, search in Menu

7 Create and Maintain Absences
Create and Maintain Absence Requests

Work Flow Status |

From Date |02101/2026

Employee ID |

Absence Name |

Approver Operator 1D |

Department | 14350

Pay Group |

HR Status | Active

From Employee ID |

Action Date
Action | From Date

D From Last Name |

Through Date | 07/31/2026 |

Employee Record | 0Q |

Business Unit | |
Human Resources

Through Employee ID | |

Through Last Name | |

Through Date

cutmited @ | &l
soprovea | @ | &
- @ | &
e | E g
— @ | &
v | @ | &

s [ s [ seesw ]

A:Timekeepers use the Manage and Submit one or multiple Absence Requests
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Empl ID

Data Entry Tip:

ment SetiD "HWD01", HR Status “Active™

100205807

1-490f 49 ~ | View 10

Department

Job Code
SetiD HR Status | gogr Job Code

100122337 "

Absence Timekeepers should navigate Job Data to obtain : morwen S e owo we |

University

. o 10021 4066 1 © HWO001 10050 Advancement Active CcsuiD 3300 >
the Employee ID to assist with Data Entry : TR v P RV U ) R B
1 0021 3875 ] HWO001 16000 Advancement Services Active CsuID 0414 >
NavBar B>Menu —  >Workforce Administration > Job Information > Job Data § o |1oon |t e s o | >
1 0021 7420 1] HW001 16000 Advancement Services Active CcsuID 3312 >
1 HWO001 16000 Advancement Services Active CsuID 1868 >
1 0020 5940 ] HW001 16000 Advancement Services Active CcsuiD 1038 >
Absence Requests
B2
Absence Detail Partial Days Additional Information Override Process Forecast Comments Demographic (=3
Select *Employee ID Name E::::;Im Job Title *Begin Date: *End Date *Abszence Name Reason Duration Attachment Balance Original Begin Date E::Tme Status Cancel Reason
Administra
o | 100200020 Q| o a |faminstrator 0471312026 [| ||oanamozs  [H| |[sickieave v| |[SickPerscv| |16 Hours View/Add 19000 Howrs  |[oan3zo2s  [F]] | Submitted
Event
- . Employ
D O | 100200020 Q| o Q] pdministator | 0432026 | |[owosro2s  [F]| |[vacaon | | v| 18 Hours View/Add 488.00 Hours |oamaizoos  [F]| | Absence Submitted
I — ———— | Request
_— Admin Employ
O | 100200253 Q| o a | anaysy |03mar026 B| |[owospezs [H]| |[wuyoay | | v| 18 Hours View/Add Not Available |osmarzoos  [F]| | Absence Submitted
e Spelst 12 Mo — | Request
Systems Administra
O | 100200311 Q| o @  Administrator | 031242026 | ||o3izar2026 (4| |[vacaion | |[vacation v| | &Hours View/Add 412.00 Hours 03242006 ]| ﬂsen - Submitted
A Event
A | cnfdnti Tech Employ
O [ 100200312 Q| [0 @l  supporttz 0310212026 | | |o3mz2iz02 [| |[sikleave v| |[Famiycav| | &Hous View/Add §38.50 Hours |osmarz006  []| | Absence Submitted
— Mo ——— | Request
Select All Deselect All
Copy Absence ] [ Delete ]
Comments 5
Y/
Submit ] [ Save for Later Forecast
v

e,




Absence Timekeepers can obtain Absence
Balance Detalils.



Timekeeper Balance Inquiry

NavBar >Menu ~ >Manager Self Service >Time Management >CSU Timekeeper Balance Inquiry

Timekeeper Balance Inquiry

Employee Selection Criteria

AsOfDate 050022026 [H]|

Filters

L L
ous unt [jwons @] 0ot | a] union [ *Timekeepers with one
P Q Eligibili
covors Qompl 2 = B or more direct reports
Job Code Q | Unit | Q | Reports To | Q | =
can access this
Ll L L
information using the
(B][Q] 148 of 48 v View A
Select Name Empl ID Job Empl Status HR Status Position Job Code Job Title Dept ID Department Man ager Balan ce

100212215 0 Active Active 10081200 3318 Administrator | 16100 Annual Fund In quiry Iink Ioca ted on
100214066 | 0 Active Active 10078036 | 3318 Administrator | 16000 gg“:’iz::me"t y our T ea T 1- e t 10 1 e
100217338 |1 Active Active 10078905 | 1868 Student - NCS 16000 ’;d“a.”':e’““t

ernvices
100215121 |0 Active Active 10080874 | 3318 Administrator | 16100 Annual Fund
100213939 |0 Active Active 10076599 | 0459 Mar Comm Professional Ill | 16150 ﬁﬂmmvnica"m and

arketing
100217316 | 3 Active Active 10081141 | 1861 ETETINIELER, E2 16400 Career Services

Campus Wor

100216415 | 1 Active Active 10078908 | 1368 Student - NCS 16150 ﬁ"mm?‘"ica"""s and

arketing
100214147 0 Active Active 10077904 3312 Administrator Il 16200 Development

A:Used by Absence Timekeepers to obtain a Summary of Absence Balances , Earning, Takes and Adjustments

*Use Filters to narrow down results




MANAGER SELF-SERVICE FOR TIME AND LABOR TIMEKEEPERS

CSU The California State University | @

Manager Self Service -

CSU Absence TimeKeeper Revi... Approvals Team Time

it 2

1 Exceptions

CSU Approve/Request NLT CSU Create & Maintain Absences

- Tiles not used by East Bay:
£ la'!  RApprovals

« CSU Approve/Request NLT

*Only Management Personnel and Department Chairs can be Absence Approvers

*Dashboard Landing page varies based on administrative role assignments.
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Team Time

1 Exceptions

Time and Labor Timekeepers use the
Team Tile to Access and Review the
CSU Work Study Balance page



CSU Work Study Balance

Team Time

@ Payable Time

A:Time and Labor Timekeepers have access to track Work Study Allocations.

IBl Request Abzence

7 CSU Work Study Balance a0

Team Time

IR Cancel Abser

New Window |
C5U Work Study Balance Page

I* view Regques

Work Study Balance Parameters

@ Manage Exce

Business Unit HWO01 Cal State East Bay
Pay Period  £pogasiams Pay Bgn Dt 12/02/2025 Pay End Dt 12/31/2025

i Manager Bal

Work Study Balances

WS Accepted  Award Paid a Estimated Gross - .
Empl - HR . . Total Award Paid Actual Award h E Gross by Estimated Award
Empl ID CSID Record Last Name First Name Status Job Code  Job Title Compensation Rate Dept ID  Department Name Amountby  Amount by 7@ Employee | Remaining Amount by Job This I?ay Employee Remaining
Employee Job — Period

1100216466 201638593 4 A 1361 ,ﬁ}ﬁfe“' Trainee, On-Campus 18.000000 13753 | General Accounting $6,631.00  52,322.00 $2,322.00 54,309.00 5504.00 5504.00 53.505.00
Student Trainee, On- Cashiers and Student

2| 100217288 202376803 3 A 1861 | Camous Wor 17.000000 13752 | Foo Lo $3,00000  $3,000.50 $3,000.50 $-0.50 $0.00 $326.40 $-326.90

3| 100216402 201603827 2 A 1361 ,ﬁ}ﬁfe“' Trainee, On-Campus 18.000000 13753 | General Accounting $6,000.00  51,852.20 $1,852.20 54,147.80 5450.00 5450.00 53.697.30
Student Trainee, On- Cashiers and Student

D 4| 100216754 201902056 8 A 1861 | Campus Wor 17.000000 13752 | Fe 1o $3,00000|  $1,392.30 $1,392.30 $1,607.70 $846.60 $846.60 $761.10

*Rows highlighted in yellow indicate the Estimated Award Remaining is $800.00 or less.
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The Timesheet page has been enhanced to allow
Timekeepers to Enter and Review Reported Work Hours
and Review, Resolve Exceptions and Print a Timesheet



Navbar >Menu - >Manager Self Service >Time Management > Report Time > Timesheet

Timesheet

Report Time
Timesheet Summary

~ Employee Selection

Employee Selection Criteria [ Get Employees
Selection Criterion Selection Criterion Value
[ Clear Criteria
Time Reporter Group [EB143511 9 Q I
___________________________________________________________________________________________________________ [ Save Criteria
Employee ID | Q |
Empl Record | Q |
Last Name | Q |
First Name | Q|
Job Code | Q |
Department | Q |
Workgroup | Q |
Change View
“View By | Monthly Q | Show Schedule Information

Date |05J’12f2026 =] ’o Previous Period Next Period

TIMESHEET
SEHRCH CRITERIA

A: You must use the TIME REPORTER
GROUP to search by department

*Enter the campus prefix of EB followed
by they 5-digit department ID*

B: Change View By (optional)
C: Enter the Date
D: Click Get Employees




Timekeepers have the ability to Report Work Hours on behalf of their employees

Report Work Hours

Timesheet
Employee ID 100217172
Student Trainee, Gn-Cameus Wor Empl Record 2
At

Select Another Timesheet

AL

*View By | Week

Earliest Change Date  05/11/2026

Previous Week  Mext Wesk

o
*Date | 05/04/2026 Next Empioyes
Reported Hours  7.00 Print Timeshest
From 05/04/2026 to 05/10/2026 &
Punch
Add Comments Day Date Reported Status | In Out In Out Total | “Taskgroup Date
Mon 5i4 Submith | S:CO:OQAM| | 12:00:00F'M| | | | | 400 | csu Q| s
Tue 5i5 Submitt | 2'EO'GDF'M| | 5'DG'ODF'M| | | | | 300 | csU Q| |ss
Wed 508 | | | ﬂ | | | csu Q| |ss
Thu 57 | | | | | | | | csu Q| |s7
Fi 5 | | 1l |l | | cau al |se
Sat 58 | | | | | | | | csuU Q| sm
Sun 510 | | | | | | | | csu Q| |s10
[ Submit ] [ Cle:
Summary Exceptions Payable Time
Reported Time Summary
Mon Tue Wed Thu Fri Sat Sul
Category s 54 515 506 57 58 59 510
Total Reported Hours 7.00 4.00 3.00
Mo categary Displayed 7.00 4.00 3.00

o+ |+ |+ o+

A: Enter the Timesheet View
Criteria

B: Enter the In and Out
C: Click Submit

Timekeepers have the ability to
Print the Timesheet from this page

L)



Reported Time Summary

Timekeepers should Use the Reported Time Summary Section of the Timesheet to View the Summary of Reported Work
Hours, Exceptions, and Payable Time

Navbar>Menu

Timesheet

Menu

Student Trainee, On-Camgpus Wor

Select Another Timesheet

*View By ‘ Week

-
*Date | (5042026 -

From 05/04/2026 to 05/10/2026 &

Reported Hours

Add Comments Day Date Reported Status
Mon 54 Submith
Tue a5
Wed &5
Thu &7
Fri 58
Sat 59
&M10
I Submit ] [ Clear ]
Q@ 0O [ Cd
Summary ¥ Exceptions Payable Time
IReEorted Time Summary I
(=]
Category Total von
Total Reported Hours. T.00 4.00
Mo category Displayed 7.00 4.00

Employee ID 100217172
Empl Record 2
Earliest Change Date  05/11/2026

7.00 Print Timesheet
Punch
In Dut In Out Total
2:00:004M | | 12:00:00PM | | | | | 400
2:00:00PM | | 5:00:00PM | | | | | 3.00
Tue Wed Th Fri Sat
515 506 &7 B 59
2.00
2.00

*Taskgroup Date
s
oo
csu Q| |s7
csu Q| |sm
csu Q| &m0

1-2of2

Sun

510

O O O I T O o s

= >Manager Self Service >Time Management > Report Time >Timesheet

A:Summary of Reported Work
Hours
Daily total summary

B: Exception overview

*Exceptions must be resolved;

High Severity exceptions require a
correction to the employee’s
reported work hours and will result in
inaccurate pay warrants if left
unresolved.

C:Payable Time & Status
Pending and Approved Hours

L)



Timekeepers should resolve all exceptions
before approving Payable Time.



To Approve Reported Work Hours Navigate to:

Approve Payable Time (Reported Work Hours)

Navbar >Menu =~ >Manager Self Service >Time Management > Payable Time

Payable Time

Approve Payable Time
Approve Time for Time Reporters
~ Employee Selection

Employee Selection Criteria

Selection Criterion Selection Criterion Value

Time Reporter Group

Employee ID

Empl Record

Last Name o

Job Code

Department

First Name |

‘Workgroup

Change Time in View

Start Date |04/03/2026 e End Date |05/10/2028 “

Employees For Pamela Baird @

Time Summary Demographics 13

Select Last Name First Name Employee ID

[ Get Employees ]

[ Clear Criteria ]

Empl

Record Job Title Total Payable Hours

0 0.000000

A:Populate the Search Criteria, use the Time
Reporter Group to search by Department

B: Click Get Employees

C: Adjust the Start and End Dates

D: Click Approve to authorize pay

E: Click Deny to decline reported work hours
*When declining hours, you must communicate with

your employee.

DO NOT CLICK THE ‘PUSHBACK’ BUTTON

e



	Manager Self-service�Tile or System Nav
	Slide Number 2
	ABSENCE �Manager�Team time Tile �
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Manager - Approve absence Requests
	Slide Number 9
	Slide Number 10
	Csu absence �timekeeper �review TILE
	Slide Number 12
	Absence timekeeper Create and �Maintain �Absences Tile
	Slide Number 14
	Slide Number 15
	ABSENCE Timekeeper�Balance Inquiry�
	Slide Number 17
	Slide Number 18
	Time and Labor Timekeeper �Team Tile
	Slide Number 20
	Time and Labor Timekeeper Enter, Review work hours and manage and resolve exceptions
	TIMESHEET SEARCH CRITERIA��
	Slide Number 23
	Slide Number 24
	Time and Labor Timekeepers Approve Work hours
	Slide Number 26

