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Overview

This business process guide demonstrates how to login to MySJSU, view your absence balances and view your

absence history.
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Login to MySJSU
This section demonstrates how to login to the database.
Note: MySJSU and HSJPRD are the same database.

The Applications page
displays.

1.

2.

Navigate to MySJSU
(http://my.sjsu.edu/).

Click the Login to
MySJSU button.

The Login page displays.

3.

4.

Enter your User ID and
password. Remember
that both are case
sensitive.

Click the Sign In button.

Note: If you have difficulty
logging in, please contact the
CMS Help Desk via email
(cmshelp@sjsu.edu) with

your full name, department
and SJSU ID.

San Jose State University

MySJSU

Home About Us Applications Technical Forms Students Employees Job Applicants

515U Home : MySJsSU

éprint Eamail

MysSJsuU \
MyS1SU is for current and former students and applicants for admission,

as well as all SISU employees. In the near future, the site will also be

used by applicants for SISU employment. Find important information

about your academic or work career, system downtime, procedural

updates, documentation, training and support.

Loginto MySJSU

Quick Links

MySISU on Facebookr
Alert-S1SU FAQs

Euture Student Account
Activation

Login Information

Open University Registrationr
PDFE Class Schedules

Class Search/Browse Catalogr
Campus Resources

Whom Do I Contact About...?

Campus News

Last Update: June 30, 2008 - 7:51 a.m.

Online Application for Campus Jobs Now Live!
Sign up for Alert-S1SU!

System/Technical Updates

Last Update: July 1, 2008 - 9:19 a.m

System Downtime Information

San José State
UNIVERSITY

User ID: [CWEDDERS |
Password: l‘”’”’—
Eorgot your password?
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The Main Menu displays.

5. From the Main Menu,
navigate to Self Service.

The Self Service options
(that are available to you)
display.

6. Click the View Time link
under Time Reporting.

San José State
SNIVERS 1T

Heln

> My Favorites

[ Self Service
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View My Absence Balances
This section demonstrates how to view your current absence balance information.

The View Time options (that
are available to you)

display. e

i Tima
1. Click the Absence ! I 'T'_"'.'L'..".:::.’.'.'. B —— ———
Balances I|nk -;::.::In.’. ranuats T e Pl P pre— e ————

Foradon

The View Absence
Balances page displays.

Search:

View Absence Balances

®
All absence types that have | | ¥raore AGEL RS
X yp VSETVSE“QEE " ‘iew cutrent absence balances. Current balances do not reflact absences that have
+ Time Reporting nothbeen processed by payroll. Absence infarmation will be processed monthly, and
balances d |Sp|ay- I Report Time updated balances posted by the 10th calendar day of the next maonth. Please contact

= View Time

~ Monthly Schedule your Payroll Tech iryou have questions about your usage, accruals or balances.
e Hi

Absence Balances

|Adjustment |Balance as of 080122006  |Accrual Period
[ Benefits

Sick Balance 656.50 Hours  0.00 Hours 8.00 Hours  0.00 Hours  B64.50 Hours ‘fearto Date
[> Learning and .
Development Eelsnnabnliday) 1.00 Days 000Days  000Days 0.00Days  1.00Days ‘earto Date
[ Campus Personal Available
Infarmation ‘acation Balance 326.00 Hours  0.00 Hours 1133 Hours 0.00 Hours 337 33 Hours “rear to Date
(> Reporting Tools
[ FeopleTools GoTo:  Fepoidbzence

— Change My Password
— by Personalizations view Absence History
|- My Systemn Profile

view Monthly Schedule

Column Information:

Description: The type of absence balance.

Prior Balance: The balance prior to the last absence processing cycle.

Taken/Earned: The amounts of each absence taken and earned during the last absence processing cycle.
Adjustments: Any adjustments to your balances will be displayed here. This might be the result of absence
information being reported after the deadline.

Balance as of...: The current balance at the end of the last absence processing cycle, along with the date.
e Accrual Period: This will typically say Year to Date.
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View My Absence History

This section demonstrates how to view your absence history information. History prior to June 1, 2006 is not available
in PeopleSoft. The Start and End Dates of the reported absence may overlap a weekend or a holiday, but unless you
are scheduled to work on those days, your balance will not be affected.

The View Time page B
displays. ol )

1. Navigate to Self Service Viawr Tie
> Time Reporting > T I —— —— R
V|eW T|me -mb:-\.“';:'\-‘l.l.ﬂun'.n:l e T P b e p A 4 W e e e
Loaerng and
[ Tt
i T grepass Pesanal
2. Click the Absence et

AT a7

3 il piv)

History link.

Note: You can also do this by
clicking the hyperlink on the
bottom of the Absence
Balances page.

The Absence History page
displays.

Search:

Absence History

®
3. Update the From and e S _
. et _‘?Sacw;hde ;ﬁatehr‘anﬁe ngm‘te:‘aél :n r:tr{laav‘a anchnnxahlata msfrnm \f‘ava I‘f_rnkrrtv ar_vd
rough dates hlank and click Refresh. Selectthe Absence Type hyperlink to visw
Throug h dates and CIICk - View Time absence detalls. Push the Edit button to madify or delete a Saved Request Absences
= Monthly Schedule that are nat hyperlinked were keyed by an Administrator and cannot be changed by the
the RefFESh bUttOﬂ tO = e Histol employee. Please note that detailed ahsence information prior to June 1, 2006 is not
. . i alan available in PeopleSoft
Change the time perIOd Lkl i [06/1472006 5 Turougn: 0811372008 [ Reftesh
displayed. » Ly Rbsence History
[ Campus Personal
L Ch";;m;”;“”;asswm Mo firne taken None 0802/2006 08/31/2008 Admin Edt
Lhange My Passward
‘%‘f% VacationTake  Mone 0741602006 07/18/2006 Adriin Edit
|~ b Systern Prafile
Sick Take - Salf Mone O7f032006 07/06/2006 Admin Edit

GoTo: Report Absence

View Absence Balances

Column Information:

Absence Type: The type of absence that was reported.

Status: When using a timekeeper, this status will always say None.
Start Date: The start date of the absence.

End Date: The end date of the absence.

Requested by: When using a timekeeper, this will always be Admin.
Edit Button: This will be unavailable when using a timekeeper.
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