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Time and Absences



•  2

Agenda:
• Project Overview
• Employee Self Service:  Time and Absences
• Summary of Changes
• Sneak Peek:  Managers and Timekeepers
• Questions/Feedback
• Topics for Next Workshop
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What is CHRS?
• The Common Human Resources System (CHRS) is a project to move all campuses to a 

standard HR platform
• The core HR system is based on PeopleSoft 9.2 with customizations for CSU

Why CHRS?
• Utilize new functionality, streamline processes and share best practices
• Enhance reporting with standardized data to assist in decision making
• Facilitate campus cross collaboration and systemwide training materials
• Improve user experience with future mobile access to HR services

Employee Self Service
Time and Absences



CONFIDENTIAL TO THE CSU   • August 2024 •  4 

Meeting Name
Slide Title

Project Timeline

20252024

Employee Self Service
Time and Absences
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Introduction to CHRS

What is included in CHRS?

PageUp

Quick Sight

PeopleSoft

• CHRS Recruiting is built in PageUp.

• CHRS Recruiting has already been implemented 
on our campus and is considered the first part of 
the CHRS project.

• Unit 11 Employee Hiring is moving to CHRS 
Recruiting in March 2025.

Employee Self Service
Time and Absences
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Just-in-Time Training

Spring 2025
• Presentations
• Training Schedule TBA
• Training occurs closer to 

Go-Live on March 24
• Before Go-Live
• Post Go-Live training

Employee Self Service
Time and Absences

Online
Job Aids 

and Videos
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Employee Self Service
Time and Absences

What’s 
New?

Single link on 
the My Sac 
State Portal to 
CHRS

Custom links to 
Self Service 
menus no 
longer available
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Employee Self Service
Time and Absences

~Coming in 2025~What’s 
New?

New landing 
page upon 
login
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Employee Self Service
Time and Absences

What’s 
New?

CSU Time 
menu options 
are re-
organized

Reporting/
Approving 
deadline 
managed by 
CO
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Employee Self Service
Time and Absences

What’s 
New?

Compensatory 
Time Off (CTO) is 
managed on the 
“Enter Time” 
page under 
“Timesheet”
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Employee Self Service
Time and Absences

https://csuchrs.screenstepslive.com/a/1795007-employee-enter-elapsed-time-time-sheet
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Employee Self Service
Time and Absences

What’s 
New?

CSU Time > Enter Time (for CTO)
Select the Pay Period 
begin and end dates

Select the week within 
the pay period

Select the 
“+” button to 
add a row

Select the CTO 
Time Reporting 

Code (TRC) from 
the drop list Enter the hours

Click “Submit”
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Employee Self Service
Time and Absences

“No Leave 
Taken” 
becomes a 
separate 
”CSU Time” 
menu option

What’s 
New?
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Employee Self Service
Time and Absences

CSU Time > No Leave Taken > Submit
What’s 
New?

“No Leave 
Taken” 
becomes 
faster and 
easier to 
submit!

Verify the Pay begin and end dates

Click “Submit”



CONFIDENTIAL TO THE CSU   • August 2024 •  17 

Meeting Name
Slide Title

Employee Self Service
Time and Absences

CSU Time > No Leave Taken > Submit
What’s 
New?

Submission of No 
Leave Taken 
pending 
manager’s 
approval.



CONFIDENTIAL TO THE CSU   • August 2024 •  18 

Meeting Name
Slide Title

Employee Self Service
Time and Absences

CSU Time > No Leave Taken
KEY 

POINTS
If working multiple jobs, repeat the procedure for the remaining jobs.
•  Complete procedure for each applicable job separately.
•  Not all jobs are eligible for absence management.

Void/Un-void NLT:
• An NLT Void job runs twice daily (at noon and 7 pm)
• Voids any NLT entry that covers a period where some type of leave is 

used, regardless of whether the NLT entry is approved. 
• Un-voids an entry if all leave entries in the period are removed.
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Employee Self Service
Time and Absences

CSU Time > Payable Time
What’s 
New?

Use Payable 
Time option to 
confirm time has 
been reported



CONFIDENTIAL TO THE CSU   • August 2024 •  20 

Meeting Name
Slide Title

Employee Self Service
Time and Absences

“Request 
Absence” is a 
new option 
with an 
approval 
workflow

“Request 
Absence” prior 
to using a 
vacation day

What’s 
New?
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Employee Self Service
Time and Absences

CSU Time > Request AbsenceWhat’s 
New?

New “Forecast” 
feature predicts 
the future leave 
balance

Both employees 
and approvers can 
forecast balances 
(for leaves that 
accrue) prior to 
submitting or 
approving
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Employee Self Service
Time and Absences

What’s 
New?

“Cancel 
Absences” to 
delete a 
requested 
absence

“View Requests” 
to review 
submitted 
absences
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Change Impact Overview:  
Employee Self Service > Time and Absences

• Custom Employee Self Service with various links from My Sac State 
Portal

• Separate menu groups for Time Reporting and Absence 
Management

• Submissions deadlines managed by Payroll Office

• System reminders will no longer occur

• Compensatory Time Off (CTO) Entered in Absence Management

• “No Leave Taken” is not a separate menu option

• “Report Absence” which implies retroactive reporting

Employee Self Service
Time and Absences
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Change Impact Overview:  
Employee Self Service > Time and Absences

• CHRS delivered Employee Self Service with single CHRS link from 
My Sac State Portal

• Time Reporting and Absences under “CSU Time” tile

• Submission deadlines managed by Chancellor’s Office

• “No Leave Taken” setup as separate menu option

• CTO Entered in Timesheet>Enter Time

• “Request Absences” with “Forecast”  for accrued leaves (expects 
proactive reporting)

Employee Self Service
Time and Absences
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Sneak Peek
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Manager Self Service
Time and Absences

What’s 
New?

New landing page 
upon login

Team Time Tile for 
quick access to 
some menu options

Navigation menu 
for Time and Labor 
options

Approver/Manager View
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Manager Self Service
Time and Absences

What’s 
New?

CSU Absence 
Timekeeper 
Review

CSU Create & 
Maintain 
Absences

Navigation menu 
for Time and 
Labor options

Timekeeper View
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Thank You!
QUESTIONS?

CHRS Website:

THANK YOU

CHRS Roadshow
Introduction to CHRS
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