
CHRS Timekeeper & 
Approver Training

Your Role in Time & Absence Management



Your Training 
Team

Presenter
• Connie Lizaola

Support Trainers
• Lisa Tran
• Brittany Rider

 Support trainers are available during the session to assist with questions



Agenda

• CHRS Overview
• Employee Actions (ESS)
• Timekeeper Role
• Manager Approval (MSS)
• Payroll & Deadlines





Poll 1: 

Pre-Session Preparation

Before today, how familiar were 
you with CHRS?

A. I reviewed the Knowledge 
Base and/or videos

B. I have heard of it, but haven’t 
explored much

C. This is completely new to me



Session Overview

• This is a guided overview of 
CHRS processes

• This session is not hands-on 
training

• We will focus on key steps and 
responsibilities

• Additional resources and guides 
are available





Poll 2: 

Why This Matters?

Which of the following can cause 
delayed pay?

(Select all that apply)

1. Time entered late

2. Manager approves after the 
deadline

3. Missing Time Reporting Code 
(TRC)

4. Employee forgets to add a 
comment







1: Type in Chat      

ESS or MSS?
Who is responsible?

1. Entering hours worked

2. Approving time

3. Requesting an absence

4. Reviewing team balances





What’s 
New?

CSU Benefits Options on Employee Self 
Service Home Page

Self-service for life event changes and open enrollment will not be covered in today’s training.



Timesheet Absence Management



Personal Details 
Employee  Self-
Service (ESS)

 Review/Update Personal Details

 What you can update



What you can update
 

 Knowledge Base 

Personal Profiles Self-Service-ESS 

https://csuchrs.screenstepslive.com/m/ESS/c/428579
https://csuchrs.screenstepslive.com/m/ESS/c/428579
https://csuchrs.screenstepslive.com/m/ESS/c/428579
https://csuchrs.screenstepslive.com/m/ESS/c/428579
https://csuchrs.screenstepslive.com/m/ESS/c/428579


Employee 
Actions
(ESS)

 Manage Personal Details

 Manage Time and Absences

 Cancel Absence Request(s)

 Review Balances





CSU Time Tile (ESS) Navigate here to enter 
hours worked and manage 
time/absence tasks.



Timesheet Page

Use Timesheet 
• Report hours worked
• Hourly/Student employees
• Report Overtime, Shift 

Differential

Use Request Absence 
• Request vacation leave
• Request or report sick leave
• Other absence types (i.e., jury, 

bereavement)

All users will see this page



Entering Time in 
the Student 
Timesheet

Steps

1. Navigate to the correct Pay Period

2. Select the Time Reporting Code (TRC) REG- R

3. Enter the hours worked for each day

4. Add comments if needed

5. Click Submit

 Knowledge Base 

Employee Enter Hourly Time and Viewing Timesheet

https://csuchrs.screenstepslive.com/a/1795007-employee-enter-hourly-time-and-viewing-timesheet


Entering Time in 
the Staff 

Timesheet

Steps

1. Navigate to the correct Pay Period

2. Select the Time Reporting Code (TRC) 

3. Enter the appropriate hours worked for each day

4. Add comments if needed

5. Click Submit

 Knowledge Base 

Employee Enter Hourly Time and Viewing Timesheet

https://csuchrs.screenstepslive.com/a/1795007-employee-enter-hourly-time-and-viewing-timesheet


Selecting the Correct Time 
Reporting Code (TRC)

Common TRCs

• REG – Regular hours worked

• OTPR – Overtime Paid @ 1.5

• CTP – Compensatory time 
earned (if applicable)

 These are the ones you’ll use 90% 
of the time.

Time Reporting Codes

https://csuchrs.screenstepslive.com/a/1900522


Important Reminders

Enter the total hours worked daily or as worked

Use the correct TRC

Round partial hours to the nearest tenth

Only enter time on days worked

Requests absences as the are known or occur

Corrections within 5 days after the pay period ends

Review before submitting



Submitting Your Time

Before submitting, review:
• Correct pay period selected
• Hours entered for each day worked
• Correct TRC used
• Comments added if needed

Final Step
• Click Submit to send your time for 

review

Timekeepers review entries before 
manager approval



Requesting an 
Absence in 
CHRS

• Navigate to CSU Time
• Select Request Absence from the 

menu
• Complete the absence request form
• Use Forecast if you want to review 

projected balances
• Click Submit

 Knowledge Base 
Request and Enter Absences

https://csuchrs.screenstepslive.com/a/1924884-request-and-enter-absences


Requesting Partial 
Days Off

• Use partial day when taking less than 
a full day off

• Select the appropriate absence type 
and dates

• Enter the number of hours for the 
partial day

• Select the Partial Days option as 
appropriate

• Submit the request as usual for 
approval

 Knowledge Base 

Request Partial Days Off

https://csuchrs.screenstepslive.com/a/1924885-request-partial-days-off


2: Type in Chat   

Partial Day

Employee does not work a full day and 
requires a partial day entry. 

How should it be entered?

A. Full day

B. Check partial day and enter hours 

C. Email timekeeper or manager to 
enter



Canceling an 
Absence Request
• Go to CSU Time
• Select Cancel Absences
• Choose the absence request to cancel
• (Optional) Enter a comment
• Click Cancel Absence and confirm

If already approved, cancellation 
requires manager approval

You will receive an email notification 
once processed

 Knowledge Base 
Cancel your Absence Request

https://csuchrs.screenstepslive.com/a/1924889-cancel-your-absence-request


View your Absence 
Balances
• Go to CSU Time
• Select View Absence Balances
• Choose the absence type to review
• View available and projected balances
• Use this to plan future time off and 

manage your maximum accrual limits

 Knowledge Base 

View your Absence Balances

https://csuchrs.screenstepslive.com/a/1924887-view-your-absence-balances


Timekeeper Role

 Review time before manager approval
 Audit and correct issues early
 What typically delays pay





Timekeeper: Process Steps 

1. Confirm
• Confirm hours and time 

reporting codes are 
correct

2. Review
• Review exceptions or 

missing entries

3. Mark
• Mark entries as ready for 

approval
• Mark hourly time by 

adding a comment

4. Request
• Request corrections if 

needed

5. Submit
• Submit updates for 

manager approval

6. Final Approval 
(Manager)
• Managers complete 

approval before payroll



Timekeeper: Core Responsibilities

Oversight

Review entries regularly

Verify time before manager 
approval

Corrections & 
Escalation

Correct time when possible

Escalate issues before 
deadlines

Deadlines

Ensure approvals are 
complete

Check payroll system 
monthly

Special Cases

Report dock time as needed

 Stay ahead of deadlines  Escalate early  Ensure payroll readiness



3: Type in Chat

Timekeeper Role
What is the timekeeper’s role?

A. Approve time

B. Review and flag issues before 
approval

C. Run payroll

D. Enter time for everyone



Entering Time for an Employee 
(Manager / Timekeeper)

• Navigate to
Manager Self Service → Time 
Management → Report Time → 
Timesheet 

 

 Knowledge Base 
Enter Time for Employee (Manager)

https://csuchrs.screenstepslive.com/a/1795018-enter-time-for-employee-manager


Entering Time for an Employee 
(Manager / Timekeeper)

• Enter the employee’s ID or search criteria

• Select the correct pay period/date

• Click Get Employees and open timesheet

• Select the appropriate Time Reporting 
Code (TRC)

• Enter the hours worked for each day

• Click Submit to save entries and OK to 
confirm

Convert minutes using the partial hours 
chart

Time must be approved before payroll 
deadlines to ensure payment



Reviewing Employee Time
(Manager / Timekeeper)

• Navigate to Manager Self Service → 
Time Management

• Select Report Time → Timesheet
• Enter Selection Criteria 
• Click Get Employees
• Review employee time entries

 Knowledge Base 

Review Employee Time (Manager, Timekeeper or 
Payroll)

https://csuchrs.screenstepslive.com/a/1896951-review-employee-time-manager-timekeeper-or-payroll
https://csuchrs.screenstepslive.com/a/1896951-review-employee-time-manager-timekeeper-or-payroll


Review Employee Time
(View Totals Week)

• In the View By field, select 
Week

• Select the date to review
• Click Refresh
• Confirm the total number of 

reported hours

Step 1

• To see reported hours by day, 
click the Summary tab

Step 2



Reviewing  Time 
(Once Approved)

• Navigate to
Manager Self Service → Time 
Management → Approve Time and 
Exceptions → Payable Time 

Do not use the Approvals tile

 Do not use Pushback (feature not working) 

 Knowledge Base 

Approve Time (Manager)

https://csuchrs.screenstepslive.com/a/1795016-approve-time-manager


View Work Study 
Balance

• Navigate to View Work Study Balance 

• Enter Employee ID 

• Click Get Employees 

• Review awarded vs. used balance 

• Confirm remaining eligibility

 Knowledge Base 
View Work Study Balance

https://csuchrs.screenstepslive.com/a/1795060-view-work-study-balance


Request Absence for 
Employee
(Manager / Timekeeper)

Option 1 
• Select Team Time → Request Absence
• Select the employee(s) and continue
• Select Absence Name & date(s)
• Review details and select Forecast (if visible)
• Add comments/attachments if needed, then 

Submit & Yes to confirm

 Once the request is submitted, you must approve 
if you are the approver 

Partial Days: To enter a partial day, select the 
Partial Days section.

 Knowledge Base 
Request Absence for Employee (Manager)

https://csuchrs.screenstepslive.com/a/1795020-request-absence-for-employee-manager


4: Type in Chat
 
Absence Request Fix 

An absence request is incorrect.

 What should the employee do?

A. Ignore it

B. Submit another request

C. Cancel and resubmit



Viewing Absence 
Balances
(Manager / Timekeeper)

• Navigate to
Manager Self Service → Time 
Management → Absence Balance 
Inquiry 

• Enter Employee/Department & “As of” 
date

• Click Refresh Employees
•  Select employee(s) to view balances
• Click Continue to view details

 Knowledge Base 

Absence Balance Inquiry (Manager / 
Timekeeper)

https://csuchrs.screenstepslive.com/a/1795062-absence-balance-inquiry-manager-timekeeper
https://csuchrs.screenstepslive.com/a/1795062-absence-balance-inquiry-manager-timekeeper


Maintain Balances
(Manager / Timekeeper)
 

• Navigate to Maintain Absences from 
the home page

• Enter employee & date range 
• Click Search 
• Review and update absence entries 
• Save changes 

Approvers can request absences here, 
including partial days; requests require 
separate approval

 Knowledge Base 
Maintain Absences (Manager / Timekeeper)

https://csuchrs.screenstepslive.com/a/1795063-maintain-absences-manager-timekeeper


Timekeeper Absence 
Review 

• Navigate to Manager Self Service → 
Time Management → Timekeeper 
Absence Review 

• Select employee(s) or select All 
• Click Continue 
• Review absences and set Review Status 
• Click Save/Submit 

 Knowledge Base

Timekeeper Absence Review

https://csuchrs.screenstepslive.com/a/1815288-timekeeper-absence-review


AM Reports

• Navigate to Global Payroll & 
Absence Mgmt → CSU Absence 
Management → Select Report

• Select Run Control ID (or Add New 
Value) 

• Enter Department/Employee & 
Period ID (pay period) 

• Select a report name to run 
• Review or download results (Excel) 



Why Pay Gets Delayed

•  Missing approvals 
•  Late time entry 
•  Incomplete review 
•  Late absence submissions 

 Most delays come down to timing and approvals





Poll 3: 

What Went Wrong? 

Employee entered time 
 Timekeeper reviewed 
Still paid late 

What most likely went wrong?

A. Wrong TRC

B. Manager didn’t approve

C. System error



Approving Time 
& Absences 
Manager Self 
Service (MSS)

 Review time before manager approval
 Reviewing absences
 Audit and correct issues early
 What typically delays pay





Before You Approve - Quick Check

Does the time entered look accurate?

Are balances sufficient?

 Are there any unresolved issues?

 Is approval completed before deadlines?

 Missing any of these can delay pay



Approver Page



Request Absence for 
Employee
(Manager / Timekeeper)

Option 2

• Select Team Time → Request Absence
• Select the employee(s) and continue
• Select Absence Name & date(s)
• Review details and select Forecast (if visible)
• Add comments/attachments if needed, then 

Submit & Yes to confirm

 Your request is submitted; you must approve if you 
are the approver 

To enter a partial day, select the Partial Days 
section

 Knowledge Base 
Request Absence for Employee (Manager)

https://csuchrs.screenstepslive.com/a/1795020-request-absence-for-employee-manager


View Absence 
Requests

• Select Team Time on the homepage
• Select View Requests
• Review submitted absence requests for 

your team
• Check details such as:

• Absence type
• Dates and hours
• Current status

• Approve, deny, or request corrections 
as needed

 Knowledge Base
View Team Absence Requests (Manager)

https://csuchrs.screenstepslive.com/a/1795061-view-team-absence-requests-manager


Approving 
Absences

Submit approval before 
payroll deadlines

Do not use the Approvals 
tile for absence approvals

Late approvals delay 
payroll processing



Approving 
Absences

• Navigate to Manager Self 
Service → Time 
Management → Approve 
Time and Exceptions → 
Multiple Absence Requests

Knowledge Base 

Approve Absences (Manager)

https://csuchrs.screenstepslive.com/a/1857875-approve-absences-manager


Approving 
Absences
• Review: 

• Absence type
• Dates and hours
• Available balance

• Select the employee 
absence(s) to approve

• Click Approve or Deny
• Enter Approver Comments if 

needed
• Confirm by clicking Yes, then 

OK

 Do not use Pushback (feature not working) 



Approve Canceled Absence

• Navigate to Manager Self 
Service → Time Management → 
Approve Time and Exceptions 
→ Multiple Absence Requests

• Click Cancel Absence 
Requests

• Select the Absence and click 
Approve

• Click Yes to Confirm and then 
Ok

 Knowledge Base
Approve Canceled Absence (Manager)

https://csuchrs.screenstepslive.com/a/1857795-approve-canceled-absence-manager


Approving Time (Manager)
Hourly, Students, Overtime

• Navigate to
Manager Self Service → Time 
Management → Approve Time and 
Exceptions → Payable Time 

Do not use the Approvals tile
Time must be approved before payroll 

deadlines to ensure payment

 Knowledge Base 
Approve Time (Manager)

https://csuchrs.screenstepslive.com/a/1795016-approve-time-manager


Approving Time (Manager)
Hourly, Students, Overtime

• Enter search criteria:
• Time Reporter Group
• Date range

• Click Get Employees & review 
employee time entries

• Select employee(s) or specific 
entries to approve

• Click Approve & Confirm 
approval when prompted

Get Employees returns all 
employees, including terminated; 
use the Time Reporter Group (SM 
Department ID) filter to show 
active only
 



Poll 4: 

Approval Timing

An approver misses the payroll 
deadline. 

What happens?

A. Payroll processes it anyway

B. Employee is paid late or next 
cycle

C. Time auto-approves



Payroll Impact & 
Key Reminders

 Deadlines, common issues, and 
resources



Payroll Process 
Overview
Payroll follows a structured monthly 
process:
• Employees enter time and absences
• Timekeepers review and resolve issues
• Managers approve before deadlines

 Each step must be completed on time 
for payroll to process correctly



Payroll Deadlines

Absences:
• Must be approved by the 5th business day

Positive Pay (Hourly, Student, Overtime):
• Enter & approved: 5th business day
• Reminder sent: 5th business day
• Follow-up reminder: 7th business day
• First payroll pull: 3 business days before payday
• Final payroll pull: 2 business days before payday

Late approvals may result in delayed or adjusted pay



Poll 5: 

Payroll Deadlines

When must time be approved?

A. Before payday

B. By the 5th business day after 
the pay period has closed

C. End of the month



Impact of Late Actions

Impact of Late Time or Approvals

✓ Employees may be paid late or on the next cycle
✓ Manual timesheets may be required
✓ Additional processing and follow-up is needed

Late actions impact both employees and payroll processing     



Why It Matters



Key Terms & 
Resources





Time Reporting 
Codes (TRC)

Time Reporting Codes

https://csuchrs.screenstepslive.com/a/1900522


Partial Hours 
Conversion 
Chart

 Knowledge Base 
Partial Hours Conversion Chart

https://csuchrs.screenstepslive.com/a/1795007-employee-enter-elapsed-time-time-sheet#partial-hours-conversion-chart


Absence Takes 
Types

Absence Take Types

https://csuchrs.screenstepslive.com/a/2009789-absence-take-types


5: Type in Chat
  
Final Knowledge Check

True or False?

A. Timekeepers approve time

B. Employees request absences in 
ESS

C. Late approvals delay pay

D. TRC selection doesn’t matter















Resource Links 
 
• CSUSM CHRS Webpage

• Service Ticket Link
• CHRS Knowledge Base
• Payroll Website
• CSU Collective Bargaining 

Agreements

https://www.csusm.edu/chrs/index.html
https://www.csusm.edu/chrs/index.html
https://www.csusm.edu/iits/online-forms/idm/forms/hr_form.html
https://www.csusm.edu/iits/online-forms/idm/forms/hr_form.html
https://csuchrs.screenstepslive.com/a/1928787-campus-integration-validation-checklist-with-cms-for-mtp
https://csuchrs.screenstepslive.com/a/1928787-campus-integration-validation-checklist-with-cms-for-mtp
https://www.csusm.edu/payroll/index.html
https://www.csusm.edu/payroll/index.html
https://www.calstate.edu/csu-system/faculty-staff/labor-and-employee-relations/Pages/collective-bargaining-agreements.aspx
https://www.calstate.edu/csu-system/faculty-staff/labor-and-employee-relations/Pages/collective-bargaining-agreements.aspx
https://www.calstate.edu/csu-system/faculty-staff/labor-and-employee-relations/Pages/collective-bargaining-agreements.aspx


You’ve Completed This Stop on Your 
CHRS Journey



Thank You!
We are here to support you as you get started.
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