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Business Process
• Currently:

– Employee completes absence report (634 form) 
and submits to manager for signature approval

– Timekeeper reviews and transfers to leave report 
(LUR spreadsheet) 

– Leave report is submitted to manager for approval
– Leave report is sent to Payroll for input to CLAS

• In the new Absence Management System:
– Employee enters time through self-service and 

submits for approval
– Timekeeper reviews time submitted online
– Manager approves time online
– Approved leave time processed by Payroll



Employee

• Employee will enter all leave time or no time taken for the month



Timekeeper
• Timekeepers will have a “role” in the system 

that gives them access to employee leave 
records by department ID

• Timekeepers can “review” the leave entries 
entered by employees for the month

• The Timekeeper Review is an optional step 
depending on the structure of the department



Timekeeper



Manager
• Managers will approve time for direct reports
• A checkbox will indicate if the timekeeper has 

reviewed the time but Manager approval does not 
require timekeeper review

• Managers will be required to approve leave time 
online monthly by the 10th calendar day (i.e May 10th)

• Managers can “proxy” their approval to another 
Manager or Department Chair if unavailable

• There will be no “online” departmental approval of 
time by the department Manager/Director, just 
approval of direct reports employee leave entries



Manager



No Time Taken
• Employees will be required to enter all leave 

time online (no more paper)
• The best business practice will be to have 

employees enter “No time taken”
• There will be no system processes to require 

entry of “no time taken”



Implementation Dates
• Parallel processing by pilot departments will 

be August thru October, 2008
• Implementation will be November, 2008
• Employees will login to system to enter leave 

time for November, 2008
• Managers will approve time by December 10, 

2008



Training and Support
• Training sessions will begin October, 2007

– Timekeepers
– Managers

• Open labs will be available December 1 – 
December 10
– Employees
– Managers
– Timekeepers



Next Steps 

• Employees will be asked to verify leave 
balances on their pay warrants for accuracy

• Managers will be asked to verify their direct 
reports using PeopleSoft self service

• Managers will be given presentation at 
Administrative round table of systems and 
approval process
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