Cal HCM 9.0 HUMAN
State RESOURCES
Approving
Faculty/Staff/Student Time

Approving Faculty/Staff Time URL: https.//cmsweb.calstatela.edu/psp/HLAPRD/?cmd=login

Navigation: Manager Self Service > Time Management > Approve Time and Exceptions > Approve Reported
Absences or Approve Time and Absences (OT, Shift and Dock Time)

Employees Customize | Find | Wiew Al | Ell Firétn 1-70f7n Last

Current
lect Empl ID Ern I Period Name Status |DeptID |DeptMName Position |Job Code |(Job Title
Absence

Appr Doe,John . Active 500200 Administrative Technology 00005932 0420 thOMT:Ch Consultant
: ) R Info Tech Consultant
0 Sub Employee, Substitute Active 500200 Administrative Technology 00000263 0420 12 Mo
0 Appr Manager,Department Active 500200 Administrative Technology 00000519 3312 Administrator Il
0 Sub Person,Pretend Acive 500200 Administrative Technology 00001324 0420 '1”2f°MToe°h ErTEIE
. - . Info Tech Consultant
1 Appr Person,Pretend Active 500200 Administrative Technology 00004255 0420 12 Mo
0 Appr Test Admin J Acive 500200 Administrative Technology 00002131 0420 '1”2f°MToe°h ErTEIE
. - . Info Tech Consultant
0 Sub TestEmployee Active 500200 Administrative Technology 00003030 0420 12 Mo
Select Al Continue |

1. Clickon SelectAll or the box next to the employee name to select certain employees.

2. Clickthe Continue pytton to display the list of employee Absence entries awaiting approval, absences that
are submitted “Sub”.
If you are an alternate approver, your list of employees will include those who report to the person you are

backing up. If you see the &5 jcon, you can drill down to the see the direct reports for that manager and
approve time for his employees. You can drill down multiple levels depending on your reporting structure

Existing Absence Events Customize | Find | IE—|| First o 1-5of 5 n Last

sl e
’7 Empl ID Red# |Name Absence Name |Begin Date (End Date |Duration I.Inlt rove‘ Review Status %:‘ments Add Comment
1 0 Employee, Substitute Wacation 12/19/2011 12M8/2011 8.00000 Hours Reviewed Add Comment
2 0 Employee Substitute 3’:2":&"”"" 12/15/2011 12152011 5.00000 Hours Reviewed | %Emems Add Comment

L Personal 1
3 ] Person,Pretend Holiday 1210712011 12/07/20 00000 Days Reviewed v Add Comment
4 0 TestEmployee Sick - Self 213002011 12/30/2011 8.00000 Hours Reviewed w Add Comment
5 0 TestEmployee Sick - Self 12/01/2011 12/01/2011 2.00000 Hours Reviewed Add Comment

)
SelectAll | submit |

3. If all the time is correct, click on the SelectAll putton or individually check boxes to approve select

employees. Click on  Submit _ |f time needs to be corrected, refer to the section “Approve Reported
Absences/Approve Time and Absences page”, Review Status.

Approval Confirmation
& Five Absence Events were approved and any Review Status
changes were stved

Al the Absent Events from your selection have bean approved. You
will now be retumead to the Approve Repored Absences page:

[
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https://cmsweb.calstatela.edu/psp/HLAPRD/?cmd=login

4. Clickon 9% |to confirm, you will return to the Approve Reported Absences page, time that was in the

“Sub” status will be changed to “Appr”.

Approving Student/Positive Attendance/OT/Shift/Docks

Navigation: Manager Self Service > Time Management > Approve Time and Exceptions > Payable Time

Approve Payable Time
Approve Time for Time Repor‘ters

GetEmpioyees
[bescription ~~~ [vaue

Group ID |ET57Q

EmpllD [ &

Empl Red Nbr [ &

Last Name [ &

First Name [ &

Job Code [ T

Department ’7(1

Start Date |10/01/2008 | EndDate 1013012008 |5

Select an employee and click on the approve button below to approve the employee’s time for the time
peried. Click on the employee’s name to view and/or approve the emplovee’s time. You may expand
the date range by changing the start and end dates or by leaving them blank. Leave both date fields
blank to return all employees with payable time that needs approval.

Total
Payable
Hours

65.000000

‘ Department

11870  Student Assistant 00132 CsSULA 200132

Student-NonResident
Alien Tax

O | student
Name

0 1868 48.000000 p0O0132 CSULA 200132

89.000000 CSULA 200132

00132

Student Assistant

O crearan

Select Al

Approve

[ —— Find |

Go To:

[E4]

Manager Self Service
Time Management

At First [ azora [ Last

% Location Code |Position Number (Company

00004927

00006453

00004927

LA

LA

LA

%

&

/ Trusted sites

100% v

All employees with time to approve within the date range will be viewable.

Group ID: enter the approver group id (ends with ‘A’), this group id does not include work study. Do

not approve any work study time, Job Code 1871 and 1872.

Group ID:

Start Date/End Date: enter the pay calendar dates. IMPORTANT: these days must be correct or else

the time will not be accurate.

Click on ‘Get Employees’.

Verify the hours in the Total Payable Hours column, if correct, click on the check box in the Select
column. Click on ‘Approve’ once you are finished, you will be asked to confirm your request, confirm

and you will return to the Approver page.
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