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1.0 Accessing Manager Self Service 

The Manager Self Service menu allows managers to access employee absence information and approve reported 
absences. 

Processing Steps Screen Shots 
 
Step 1:  
Launch Internet Explorer (or your 
browser preference) from your 
desktop. 
 

 

 
 

 
Step 2:  
Your home page opens.  If your 
home page is not the CSUF 
website, type www.fullerton.edu in 
the address bar and press Enter on 
your keyboard. 
 

 

 
 

 
Step 3: 
Click on the Portal Login button. 
 

 

 
 

http://www.fullerton.edu/
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Processing Steps Screen Shots 
 
Step 4: 
Enter your campus username and 
password. 
 

 

 
 

 
Step 5:  
Click on the Titan Online icon. 
 

 

 
 

 
Step 6: 
Click on the Titan Online icon. 
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Processing Steps Screen Shots 
 
Step 7: 
The Manager Self Service menu is 
located on the Titan Online page. 
 
You can now click on a link in 
Manager Self Service to access that 
functionality. 

 

 
 

 
Step 8: 
To return to the main Titan Online 
page, you can click Home at the top 
right of your screen. 
 
To log out of the system, click 
Logout. 
 

 

 
 

 

  



HR AM Manager Guide FINAL  

Last Revised: 09/25/15 Page 7 of 25 

2.0 Reviewing & Approving Reported Absences 

Managers can review and approve absences entered by employees using the Manager Self Service menu. 

Processing Steps Screen Shots 

Approving An Absence 
Entry 
 
Step 1: 
On Titan Online, click on Approve 
Reported Absences on the 
Manager Self Service box. 
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Processing Steps Screen Shots 
 
Step 2: 
A list of the employees for whom 
you are the designated manager 
appears. 
 
By default, the list is sorted by the 
Name field. You may click on a 
column name to change the sort 
order. 
 
The column at the far right indicates 
whether the employee listed is a 
manager and you can click on the 
icon ( ) to view the employees 
that report to that manager. 
 

 The Click for Instructions 
link in the header provides both 
quick and detailed instructions. 
 
 

 
Field Description 
EmplID The employee’s Campus-Wide 

ID/Employee ID. 

Empl Rcd The employee record number of the 
position. 

Current Period Absence Indicates the status of the employee’s 
absence entry for the current month. 
Values include: 
• None: no absence entries have 

been submitted. 
• Sub: the employee has submitted an 

absence entry. 
• Appr: the employee’s submitted 

absence entries have been 
approved by a manager. 

Name The name of the employee. 

Status The employee’s status. 

Dept ID The department ID to which the 
employee reports. 

Dept Name The name of the department to which 
the employee reports. 

Job Code The job code for the employee’s 
position. 

Job Title The job title for the employee’s 
position. 

Full/Part Time Indicates whether the position is full-
time or part-time. 
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Processing Steps Screen Shots 
 
Step 3: 
Place a check mark next to the 
employee(s) whose absence entries 
you wish to review/approve. 
 

Selecting multiple employees 
from this list allows you to review 
and approve multiple employees’ 
absences. 
 

 

 
 

 
Step 4: 
Scroll down to the bottom of the 
page if it is not visible. 
 
Click Continue. 
 

 You have the option to 
Select All employees who have 
submitted absence entries at the 
bottom of the page. 
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Processing Steps Screen Shots 
 
Step 5: 
All of the employee’s absence 
entries with a status of “Sub” will 
appear. 
 
Check the Review Status column 
for each absence entry.  
 
A status of “Reviewed” indicates 
that the timekeeper has reviewed 
the entry for accuracy.  
 
A status of “Needs Corr” indicates 
that the timekeeper has found a 
problem with the absence entry that 
the employee needs to correct. 
 
The Review Status is not a required 
field for approving an absence 
entry.  Managers may approve 
entries without a Review Status 
and/or change the Review Status. 

 
 

Field Description 
EmplID The employee’s Campus-Wide 

ID/Employee ID. 

Rcd# The employee record number of the 
position. 

Name The name of the employee. 

Absence Name The type of absence. 

Begin Date The starting date of the absence. 

End Date The ending date of the absence. 

Duration The duration of the absence. 

Unit Type What unit the duration is in (i.e. Hours, 
Days, etc). 

Approve Allows manager to place a check mark 
to mark the absence entry as 
approved. 

Review Status Indicates whether the absence entry 
has been reviewed by either the 
timekeeper or the manager. Values 
include Reviewed or Needs Corr. The 
status may also be blank. 

Entry Comments Indicates if there are any comments 
associated with the leave. 

Add Comment Allows manager to add a comment. 
 

 
Step 6: 
If there are comments for an 
absence entry, click Entry 
Comments. 
 

Comments in the Entry 
Comments field were entered by 
the employee. Comments in the 
Add Comment field were entered by 
either the timekeeper or the 
manager. 
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Processing Steps Screen Shots 
 
Step 6a: 
Review the comment. 
 
Then click Return to Entry Page. 

 

 
 

 
Step 7: 
To add a comment for an absence 
entry, click Add Comment. 

 

 
 

 
Step 8: 
Place a check mark in the Approve 
column for each absence entry that 
you are ready to approve. 
 

 

 
 

 
Step 9: 
Click Submit to approve the 
selected absence entries. 
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Processing Steps Screen Shots 
 
Step 10: 
You will receive a confirmation 
message indicating that the 
absence entries were approved. 
 
Click OK. 

 

 
 

 
Step 10a: 
If you did not approve all absence 
entries for the employee, you will be 
returned to the Approve Reported 
Absences page for the employee. 
 
Click Return to Employee List to 
approve absence entries for 
another employee. 
 

 

 
 
 

 
Step 11: 
You are now viewing the employee 
list. 
 
In the Current Period Absences 
column, Appr now appears for the 
employee whose absence entries 
were just approved. 
 
You can now continue approving 
absences or log out (see section 1). 
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Processing Steps Screen Shots 

Approving An Absence 
With “Needs Corr” As 
Review Status 
The “Needs Corr” review status is 
used when the timekeeper finds a 
discrepancy between the absence 
entry and his/her records. 
Managers have the authority to 
change the review status and 
approve these absence entries. 
 
Step 1: 
If the Review Status of an absence 
entry is “Needs Corr,” first check 
with the timekeeper to ensure that 
the required correction was 
completed. 
 

 

 
 

 
Step 2: 
Select Reviewed from the drop 
down menu in the Review Status 
column. 
 

 

 
 

 
Step 3: 
You can now place a check mark in 
the Approve column for the 
absence entry. 
 
Then click Submit. 
 

To mark all absence entries 
on the page as Approved, click 
Select All. 
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Processing Steps Screen Shots 
 
Step 4: 
You will receive a confirmation that 
the absence entries were approved. 
 
Click OK to return to the employees 
list. 

 

 
 

Returning An Absence 
Entry For Correction 
If there is an error in an absence 
entry that needs to be corrected 
before you can approve it, you can 
return the entry to the employee for 
correction. 
 
Step 1: 
Select Needs Corr from the drop 
down menu in the Review Status 
column for the absence entry that 
needs correction. 
 

 

 

 
Step 2: 
Click Add Comment to add a 
comment for the entry that needs 
correction. 
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Processing Steps Screen Shots 
 
Step 3: 
Enter a comment indicating what 
the employee needs to correct for 
the absence entry.  
 
Click Save Comments. 
 

This comment will be included 
in the email that the system sends 
to the employee. The manager will 
not receive a copy of the email. 
 

 

 
 

 
Step 4: 
Click Submit to update the Review 
Status of the absence entry. 

 

 
 

 
Step 5: 
You will receive a confirmation that 
the changes were saved. 
 
Click OK. 

 

 
 

 
Step 6: 
Click Return to Employee List to 
review/approve absence entries for 
another employee. 
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3.0 Entering Absences on Behalf of an Employee 

Managers can use the Manager Absence Entry feature to enter absences on behalf of an employee. 

If a timekeeper or manager enters absences on behalf of an employee, a signed CMS 634 Form must be submitted to 
Payroll. 
 

Processing Steps Screen Shots 
 
Step 1: 
On Titan Online, click on Enter 
Employee Absences on the 
Manager Self Service box. 
 

 

 
 

 
Step 2: 
A list of the employees for whom 
you are the designated manager 
appears. 
 
Place a check mark next to the 
employee(s) for whom you wish to 
create absence entries. 

 

 
 

 
Step 3: 
Scroll down to the bottom of the 
page if it is not visible. 
 
Click Continue. 
 

 

 
 



HR AM Manager Guide FINAL  

Last Revised: 09/25/15 Page 17 of 25 

Processing Steps Screen Shots 
 
Step 4: 
You can now use the Enter New 
Absence Events section to create 
absence entries for this employee. 
 

Please view the Absence 
Management Employee User Guide 
for information on creating absence 
entries. 
 

 

 
 

 
Step 5: 
Once you have created the entries, 
click Submit/Approve. 
 

When a manager creates an 
absence entry on behalf of an 
employee, the absence is 
automatically approved when it is 
submitted. 
 

 

 
 

 
Step 6: 
You will receive a confirmation that 
the entries were submitted. 
 
Click OK. 
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Processing Steps Screen Shots 
 
Step 7: 
The absence entries now appear in 
the Existing Absence Events 
section, indicating Absence Status 
as already “Approved” and was 
“Last Updated” by you. 
 
Click Return to Employee List to 
enter absences for another 
employee. 

 

 
 

 
Step 8: 
The employee will automatically 
receive an email indicating that an 
absence entry has been created on 
their behalf. 
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4.0 Manager Balance Inquiry 

Managers can view employee absence/leave balances using the Manager Balance Inquiry functionality. 

Processing Steps Screen Shots 
 
Step 1: 
On Titan Online, click on Manager 
Balance Inquiry on the Manager 
Self Service box. 
 

 

 
 

 
Step 2: 
The first time you access this 
component, you will be required to 
click Refresh Employee List. 
 

The Refresh Employee List 
process generates a current list of 
all active employees for whom you 
are the designated manager. 
 

 

 
 

 
Step 2a: 
Click OK. 
 

It may take several minutes 
for this process to run. 
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Processing Steps Screen Shots 
 
Step 3: 
Check the Last Refresh date.  
 
If it is more than 5 days in the past, 
click Refresh Employee List. 
 
If not, continue to the next step. 

 

 
 

 
Step 4: 
The following search criteria are 
available: 
• Department 
• Name 
• EmplID 
• Empl Rcd# 
• Pay Group 
• Union Code 
• Payroll Status 
• HR Status 
 
Enter the search criteria you wish to 
use. 
 
Then click Search. 
 

You may opt to leave the 
search criteria blank to view all 
employees, but you should leave 
both the Payroll Status and HR 
Status as Active. 
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Processing Steps Screen Shots 
 
Step 5: 
The search results appear. 
 
There are three tabs of information 
on this screen: 
 
• Absence Balances 

- Sick, Vacation, and Personal 
Holiday balances 

• Compensatory Time 
- CTO, Holiday Credit, Holiday 

CTO, Excess, and ADO 
balances 

• State Service for Absence 
- State Service, State Service 

Carryover, Sick Carryover, 
Vacation Carryover, and State 
FTE Carryover amounts 

 
Click on a tab to view it or to view 
all of the available information on 
one page, click the Show all 
columns icon ( ). 
 

 

 
 

 
Step 6: 
To view additional details on the 
balances, click the Details icon        

( ). 
 

 
Step 6a: 
The employee’s balance details 
appear. 
 
You can review all of the details on 
this page by selecting the arrow 
icon ( ) next to All Absence 
Balances. 
 
When you are finished reviewing 
this page, click Return. 
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5.0 Absence Management Reports 

Managers can run several queries and reports on Absence Management. 

Processing Steps Screen Shots 
 
Step 1: 
On Titan Online, click on Absence 
Mgmt Reports on the Manager Self 
Service box. 
 

 

 
 

 
Step 2: 
You will need to enter a Run 
Control ID.  
 
You need to have a run control ID in 
order to run reports in CMS. 
 
Run Control ID identifies specific 
run control settings for a particular 
report or process.  
 
Click Search to select a Run 
Control ID that you have already 
created.   
 

If this is your first time running 
the report, click Add a New Value. 
 

 

 
 

 
Step 2a: 
To add a Run Control ID, enter 
“AM_Reports” (or any other name 
you wish to use for the Run 
Control). 
 

Run Control IDs cannot have 
spaces in the name. Omit any 
spaces or use an underscore. 
 
Click Add. 
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Processing Steps Screen Shots 
 
Step 3: 
Check the Last Refresh date.  
 
If it is more than 5 days in the past 
or if the system indicates that a 
refresh is required, click Refresh 
Employee List. 
 
If not, continue to step 4. 

 

 
 

 
Step 3a: 
Click OK. 
 

It may take several minutes 
for this process to run. 

 

 
 

 
Step 4: 
The following search criteria are 
available: 
• EmplID 
• Empl Rcd # 
• CSU Unit 
• Department 
• Period ID 
 
Enter your search criteria. 
 

Broad search results may 
result in a report being so large as 
to fail. Try to be as specific as 
possible to avoid a failed report. 
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Processing Steps Screen Shots 
 
Step 5: 
Click on the name of the report you 
wish to run. 
 
The available reports are: 
• Absence Activity 

- Lists all absence-related 
activity (including entitlements, 
usage, adjustments, and 
balances) for each employee 
during the period(s) selected. 

• Absence Adjustment 
- Lists all of the absence 

adjustments that have not yet 
been processed. 

• No Time Reported 
- Lists all employees who have 

no reported time for the pay 
period(s) selected. 

• Reported Absence Not 
Processed 
- Lists all approved absences 

that have not yet been 
processed by Payroll. 

• Reported Absences 
- Lists all reported absences for 

all employees for the pay 
period(s) selected. 

• Reported Absences Not 
Approved 
- Lists all reported absences 

that have not been approved 
by a manager. 

 

 
 

 
Step 6: 
Review the report.  
 
Click on a tab to view it or to view 
all of the available information on 
one page, click the Show all 
columns icon ( ). 
 
To download the records showing 
on this page, click the Download To 

Excel icon ( ) at the top right of 
the bar above the results. 
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6.0 Field Definitions 

The following table is a list of field names and their definitions used throughout this guide. 

Field  Definition 
EmplID The employee’s Campus-Wide ID/Employee ID. 

Empl Rcd The employee record number of the position. 

Current Period Absence Indicates the status of the employee’s absence entry for the current month. 
Values include: 
• None: no absence entries have been submitted. 
• Sub: the employee has submitted an absence entry. 
• Appr: the employee’s submitted absence entries have been approved by a 

manager. 

Name The name of the employee. 

Status The employee’s status. 

Dept ID The department ID to which the employee reports. 

Dept Name The name of the department to which the employee reports. 

Job Code The job code for the employee’s position. 

Job Title The job title for the employee’s position. 

Full/Part Time Indicates whether the position is full-time or part-time. 

Rcd# The employee record number of the position. 

Name The name of the employee. 

Absence Name The type of absence. 

Begin Date The starting date of the absence. 

End Date The ending date of the absence. 

Duration The duration of the absence. 

Unit Type What unit the duration is in (i.e. Hours, Days, etc). 

Approve Allows manager to place a check mark to mark the absence entry as approved. 

Review Status Indicates whether the absence entry has been reviewed by either the 
timekeeper or the manager. Values include Reviewed or Needs Corr. The 
status may also be blank. 

Entry Comments Indicates if there are any comments associated with the leave. 

Add Comment Allows manager to add a comment. 
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