


MANAGER SELF-SERVICE FOR ABSENCE APPROVERS

*Dashboard Landing page varies based on administrative role assignments. 

*Only Management Personnel and Department Chairs can be Absence Approvers 

Tiles not used by East Bay: 
• Approvals
• CSU Approve/Request NLT



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



Request Absence

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      to access your indirect reports



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

Cancel Absences



View Requests

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

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     

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



MANAGER SELF-SERVICE FOR ABSENCE TIMEKEEPERS

*Dashboard Landing page varies based on administrative role assignments. 

*Only Management Personnel and Department Chairs can be Absence Approvers 

Tiles not used by East Bay: 
• Approvals
• CSU Approve/Request NLT



Used to conduct the initial review of reported leave



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

*Use filters to narrow down results

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



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

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



NavBar     >Menu        >Workforce Administration > Job Information > Job Data

Absence Timekeepers should navigate Job Data to obtain 
the Employee ID to assist with Data Entry

Data Entry Tip:



Absence Timekeepers can obtain Absence 
Balance Details.  



Timekeeper Balance Inquiry

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

*Use Filters to narrow down results 

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

*Timekeepers with one 
or more direct reports 
can access this 
information using the 
Manager Balance 
Inquiry link located on 
your Team Time tile 



MANAGER SELF-SERVICE FOR TIME AND LABOR TIMEKEEPERS

*Dashboard Landing page varies based on administrative role assignments. 

*Only Management Personnel and Department Chairs can be Absence Approvers 

Tiles not used by East Bay: 
• Approvals
• CSU Approve/Request NLT



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



CSU Work Study Balance 

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

*Rows highlighted in yellow indicate the Estimated Award Remaining is $800.00 or less.



The Timesheet page has been enhanced to allow 
Timekeepers to Enter and Review Reported Work Hours 
and Review,  Resolve Exceptions and Print a Timesheet



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

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



Report Work Hours

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

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



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        >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 



Timekeepers should resolve all exceptions 
before approving Payable Time. 



Approve  Payable Time (Reported Work Hours)

To Approve Reported Work Hours Navigate to:
Navbar     >Menu        >Manager Self Service >Time Management > Payable Time

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
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