Human Resources/Payroll Services — Quick Step

CAL STATE EAST
UNIVERSITY + B} AN/ Process Name: Aoprove Benorted Ahsences

Modula: Absence.Management.

Overview: Thisdocumentprovidesan overviewon howto approveareported absence Pleasenote: all
leave should be reported and approved by the end of the respeptiveperiod

Login

1. Navigateto MyHR(https://www.csueastbay.edu/myhiy

2. Clickthe SIGNN button

I I SIGN IN
Aanamn e Matin

3. Selecthe Manager/Timekeepettab.
ReportAbsence(s)

4, ‘ Selecthe ApproveReportedAbsencedink locatedunderAbsencdnformation header

5. Populatethe checkboxextto the emponeeIDor absencerequwe corrections,selectthe NeedsCorroption from the ReviewSta

nt to the employee’s Business email to notify them a cor
7. ApprovalConfirmationpagedisplayspleaseClickOKto proceedwith absenceapproval.
Approval Confirmation

Whomto Contactfor Help?
Foradditionalhelpor to report problemswith this functionality, pleasereferto KnowledgeBaseor log aticket viathe ServiceDesk _



