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Create Off-Campus Activity Absence - Classic Version
Procedure

In this topic you will learn how to Create Off-Campus Activity Absence - Classic Version.

Step Action

1. A new feature, Off-Campus Activity, has been added to the Absence Request (SF-
6) panel. Off-Campus Activity absence offers the LSUHSC faculty and staff the
opportunity for learning, research and collaborative experiences outside the confines
of our campus community. Up to 120 absence hours per year are available. Absence
must be approved by your supervisor prior to being taken.

*Any exceptions over 120 hours must be approved by the supervisor AND
Dean, Vice Chancellor or Chancellor prior to being taken.

2. Off-Campus Activity Grid

Fiscal Year - Fiscal Year for specified balance from 7/1 to 6/30 (e.g., 7/1/18 to
6/30/19)

Max Hours Allowed - Maximum hours allowed for a specified year

Hrs Taken YTD - Total off-campus activity hours taken for specified fiscal year. If
the Hrs Taken YTD go over the Max Allowed Hrs, the value will be in "red".

Balance - Current Fiscal Year Balance
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=N
(& Absence Request (SF-6) A ok
Favorites ¥ Main Menu ~ > 8 > > Absence Request (SF-6) Search | & Home | SignOut
PS9HRPRP " ®
WEB1 Notification NavBar
New Window | Help | Personalize Page | B2
Absence Request (SF-8)
Empl ID:
Job Titie: Empl Red 0
Leave Balance | @E
" Current Period  |Current Period  |Future Period | Future Period
Create New Absence Request Plan Type |As Of Date |Balance Approved Leave |Ending Balance |Approved Leave |Ending Balance
- Sick 11/30/2018 0.00 0.00
Refresh
EIEEED) Vacaton | 1113012018 000 000
Off Campus Activity
Fiscal Year Max Allowed Hrs ~ Hrs Taken FYTD Balance
2019 120.00 2.00 112.00

Absence Request History Find | View 100 | & | [ First ‘4" 1-10 07149 »' Last

Absence Type | Status FMLA |Start Date |Start Time |End Date EndTime |Hours |Trans Nbr | Delete |Prior Nbr |Action

OffCampAct | Submitted 05/01/2019) 8:.00AM|05/02/2019| 5:00PM| 16.00] 112636 Cancel

OffCampAct  |Cancelled 02/25/2019 8:30AM|02/27/2019| 5.00PM| 2400 112629

OfiCampAct | Cancelled 022512019 8:30AM (02/27/2019 5.00PM|  24.00 112628

OfiCampAct  |Cancelled 022572019 8:30AM |(02/27/2019 500PM| 2400 112627

OfiCampAct  |Cancelled 02/25/2018 8:30AM |(02/27/2019 500PM| 2400 112626

OfiCampAct  |Cancelled 02/25/2013 8:30AM|02/27/2019 5:00PM| 2400 112625

OffCampAct  |Cancelled 02/25/2019 8:30AM|02/27/2019| 5:00PM| 2400 112624

OfiCampAct | Cancelled 022512019 8:30AM (02/27/2019 5.00PM|  24.00 112623

v
OfiCampAct  |Cancelled 022572019 8:30AM |(02/27/2019 500PM| 2400 112622

Ol @ B & o]

Step Action

3. Click the Create New Absence Request link.

Create Mew Absence Request
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= [ )
prp/EMPLOYEE/HRMS/c/ZZ O ~ @ © || @ Absence Request (5F-6) ok 3
Favorites ¥ Main Menu ~ > S > > Absence Request (SF-6) Search | & Home | SignOut

- @

PS9HRPRP )
WEB1 Notification ~ NavBar

New Window | Help | Personalize Page | 2

Application for Absence Request (SF-6)

Empl ID:
Job Title: Empl Red 0
Details Leave Balance Ea=
*Start Date: 05/07/2013 [[H] *Time: (i) Current Period  |Current Period  |Future Period Future Period
& PlanType (As OfDate \Balance | o0 ouoq)cave |Ending Balance |Approved Leave |Ending Balance

End Date: Time: Sick 1163072018 D00 000
. -

ApsenceType: [ | Vacation  |11/302018 D00 0.00
*Total Hours: *Duration Per Day:

Off Campus Activity

Comment:
Fiscal Year  Max Allowed Hrs  Hrs Taken FYTD Balance
2019 120.00 8.00 112.00

By clicking the submit button you are certifying that your absence from duty is for the reason noted above.

Submit
Absence Definitions

== Retum >>

<
O o rFaEEY o SmEne S

Step Action

4, Enter the desired information into the Start Date field. Enter "052119".
050772019

5. Enter the desired information into the Time field. Enter *8:00 AM".

6. Enter the desired information into the Time field. Enter "12:00 PM".

7. Click the button to the right of the Absence Type field.

L'
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& https://rcbb. pshesuhsc.edu/psp/hrprp/EMPLOYEE/HRMS/</Z2 O ~ @ &
Favorites ¥ Main Menu ~

(2 Absence Request (SF-6)
Absence Request (SF-6)

PS9HRPRP
WEB1

Application for Absence Request (SF-6)

Lo |l ]
AT
Search | i Home | SignOut

- @

Notification NavBar
New Window | Help | Personalize Page | 2

Ofi-Campus Activity Off Campus Activity
Comment: SitR [eave
Fiscal Year  Max Allowed Hrs  Hrs Taken FYTD Balance
Special Leave
2019 120.00 8.00 112.00

By clicking the submit button you are certifying that your absence from duty is for the reason noted above.
Submit

Absence Definitions

== Retum >>

Empl ID:

Job Title: Empl Red 0

Details Leave Balance Ea=
*Start Date: 05212018 _|[& *Time: [3:00 AM | @ Current Period  |Current Period | Future Period | Future Period

) — PlanType (As OfDate \Balance | o0 ueq)cave |Ending Balance |Approved Leave |Ending Balance

End Date: Time: (1 Sick 1163072018 D00 000

Absence Type: W Vacation | 11/30/2018 0.00 000
*Total Hours: | eave Withaut Pav. r Day:

Bt & 6@ 26

Step

Action

Click the Off-Campus Activity list item.
Cff-Campus Activity
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NN
() g €55

Favorites ¥ Main Menu ~ > SelfService ™ » Absence ¥ >  Absence Request (SF-6) Search | & Home | SignOut

@ https://rebb.pshe suhsc.edu/ psp/hiprp/EMPLOYEEFHRMS//ZZ O ~ & @ || @ Absence Request (SF-6)

PSOHRPRP v @
WEB1 Notification ~ NavBar
New Window | Help | Personalize Page | 2

Application for Absence Request (SF-6)

Empl ID:

Job Title: Empl Red 0

Details Leave Balance e =
*Start Date: 052172019 |[5] *Time: [B:00AM | @ Current Period  |Current Period  |Future Period | Future Period

S S— PlanType |AsOfDate |Balance |l roveq]eave |Ending Balance |Approved Leave |Ending Balance

End Date: [ Time: Sick 113012018 000 000
*Absence Type: [TV v | Uintematt | | 52 2e [ a0ty 0.00 0.00

Reason: v
*Total Hours: *Duration Per Day: Off-Campus Activity

Comment: Fiscal Year Max Allowed Hrs  Hrs Taken FYTD Balance
2019 120.00 8.00 112.00

By clicking the submit button you are certifying that your absence from duty is for the reason noted above.
Submit

Absence Definitions

== Retum »>=

<
T & B - el€ S

el

Step Action

9. NOTE: When Off-Campus Activity is selected as Absence Type, the Internatl
option will display. This option will be selected if international travel is required
for the Off-Campus Activity.

Click the button to the right of the Reason field.

-V|
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NN
(& Absence Request (SF-6) ok 3
Absence Request (SF-6)

Favorites ¥ Main Menu ~

Search | i Home | SignOut

PS9HRPRP Ayt ®
WEB1

Notification NavBar

New Window | Help | Personalize Page | 2
Application for Absence Request (SF-6)

Empl ID:
Job Title: Empl Red 0
Details Leave Balance 2B
*Start Date: 052172013 |[] *Time: [B:00AM | @ Current Period  |Current Period  |Future Period | Future Period
A P — PlanType |As OfDate \Balance | oo ouoq)cave |Ending Balance |Approved Leave |Ending Balance
End Date: [ Tie: Sick 1163072018 D00 000
*Absence Type:  [Of Campus Activiy ] Ulintematt | 522y 0.00 0.00
Reason:
Accreditation Committee Member
E . Comm Mem: Fed/State Gov entity =
Total Hours: Conference Attendee e P
Comment: External Unpaid Teach/Lecture Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance
Grant Eval/Study Section Membe 2019 120.00 8.00 112.00

Guest Speaker/Visiting Profess

Presentation of Research Find

Prof Conf/Edu Development
By clicking the SubM\ ot irg Ufficer Meeting

Submit _Other

fence from duty is for the reason noted above.

Absence Definitions

== Retum »>=

Bl oo o6

Step

Action

10.

A Reason list specifically designed for Off-Campus Activity type has been
developed.

Click the Prof Conf/Edu Development list item.

[ Frnf Gl:unf.-'iE"d u .E.Jéi..rélop me.nt. |

Page 6




Training Guide
Activity Absence

NN

& https://rcbb.pshe suhsc.edu/psp/hrprp/EMPLOYEE/HRMS/¢/ZZ O ~ @ & || @ Absence Request (SF-6) Y A 1]

Favorites ¥ Main Menu ~ > SelfService ¥ > Absence ¥ >  Absence Request (SF-6) Search | & Home | SignOut

- @

Notification NavBar

PS9HRPRP
WEB1

New Window | Help | Personalize Page | 2

Application for Absence Request (SF-6)

Empl ID:
Job Title: Empl Red 0
Details Leave Balance 2B
*Start Date: 052172019 |[5] *Time: [B:00AM | @ Current Period  |Current Period  |Future Period | Future Period
A P — PlanType (As OfDate \Balance | oo ooq)cave |Ending Balance |Approved Leave |Ending Balance

End Date: [ Tie: Sick 1163072018 D00 000

*Absence Type:  [OF Campus Activiy ] Ulintematt | 522y 0.00 0.00

Reason: Prof Conf/Edu Development L7

*Total Hours: *Duration Per Day: Off-Campus Activity

Comment: Fiscal Year Max Allowed Hrs  Hrs Taken FYTD Balance
2019 120.00 8.00 112.00

By clicking the submit button you are certifying that your absence from duty is for the reason noted above.
Submit

Absence Definitions

== Retum »>=

<
T o rFa Y o SmEne S

Step Action

11. Enter the desired information into the Total Hours field. Enter "4".
12. Enter the desired information into the Duration Per Day field. Enter "4".
13. Comments must be added regardless of the Reason type selected.

EXCEPTION REQUESTS will require a justification to be in included in the
comments section for the supervisor and appropriate Dean, Vice Chancellor or
Chancellor review.

Enter the desired information into the Comment field. Enter "LA Society of
CPA/CPE, Baton Rouge, LA".

14. Click the Submit button.
Submit
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PS9HRPRP :
WEB1 Notification ~ NavBar

New Window | Help | Personalize Page | &2

O & & &

o]
AR
Main Menu e Absence Absence Re 6) Search #& Home Sign Out

v @

& https://rebb. pshesuhsc.edu/psp/hrprp/EMPLOYEE/HRMS/</ZZ O ~ @ € || & LSU Health Remote Access Po... | & Absence Request (5F-6) X

Application for Absence Request (SF-6)

Empl ID:

Job Title: Empl Red 0

Details Leave Balance Ea =2
*Start Date: 05/30/2018_|[+)) *Time: [8:00AM | @ || | |Cumrent Period |Current Period  |Future Period | Future Period

19 Balance |Approved Leave |Ending Balance

E : 05/30/2018 : [5:00PM Message

e Dt T

*Absence Type: Off-Campus Activity W [intern; Y

Reason: Prof Conf/Edu Development v Off-Campus activity requested will go over max hours allowed
*Total Hours: *Duration Per Day: |: Do you wish to continue?

Comment: Creating Online Classes pamos
Yes No

By clicking the submit button you are certifying that your absence from duty is for the reason noted above.

| submit |
b Absence Definitions

== Retumn >>

= o : &
@ ‘o AT e
5/24/2019 (]

Step

Action

15.

If you request hours over the maximum allowed, you will receive the warning
message shown above. The system will allow you to continue with your request, and
your request will route to your supervisor as normal and then to the appropriate
Dean, Vice Chancellor or Chancellor for review and approval.
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NN

@ hitps://rcbb.pshe Jsuhsc.edu/psp/hiprp/EMPLOYEE/HRMS/</ZZ O ~ @ @ || @ Absence Request (SF-6) YA 1]

Favorites Main Menu Absence Absence Request (SF-6) Search # Home Sign Qut

Notification NavBar

PSO9HRPRP Ayt ®
WEB1

New Window | Help | Personalize Page | 2
Absence Request (SF-8)

Empl 1D:
Job Title: Empl Red 0
Leave Balance | EE
B el ] el el ot e
Message

% Refresh

You have successiully submitted an absence request for 5/21/2019-5/21/2019 of Off-=Campus

Activity 4 hours.
OK
Absence Request History

Absence Type | Status FMLA |Start Date |StartTime |EndDate (EndTime |[Hours |Trans Nbr | Delete |Prior Nbr |Action
OfiCampAct | Submitied 05/21/2019) 8:00AM|05/21/2019| 12:00PM 400 112637 Cancel
OfiCampAct | Submitied 05/01/2019| 8:.00AM|05/02/2019| 500PM| 16.00f 112636 Cancel
OfiCampAct | Cancelled 022572019 8:30AM | 02/27/2019 5.00PM| 24.00 112629

OfiCampAct | Cancelled 022512018 8:30AM|(02/27/2019 500PM| 2400 112628

OffiCampAct | Cancelled 02252018 8:30AM |02/27/2019 500PM| 2400 112627

OffCampAct | Cancelled 02/25/2013 8:30AM|02/27/2019 5:00PM| 2400 112626

OfiCampAct | Cancelled 02/25/2019 8:30AM|02/27/2019| 500PM| 24.00| 112625

OfiCampAct | Cancelled 022572019 8:30AM | 02/27/2019 5.00PM| 24.00 112624

OfiCampAct | Cancelled 022512018 8:30AM|(02/27/2019 500PM| 2400 112623 b

= c I 151PM | |
@‘ v AL AR 57/2019 |

O & & &

Step Action

16. A message displays stating you have successfully submitted the absence request.

Click the OK button.
OK :

17. Once you request is submitted, an email will be generated confirming your request.
An email will also be sent to your supervisor for approval.

18. Once you click the Submit button, the Off-Campus Activity Absence will display in
the Absence Request History grid. The most recent Off-Campus Activity request
will be the first line on the grid.

19. The Off-Campus Activity is not completely approved until the employee receives an
approval email and/or the status has changed to 'Approved'.
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-
@ LSU Health Remote AccessPort= X @ Absence Request (SF-6) x

&«

Favorites ¥

Cc & https://rcbb.pshe.lsuhsc.edu/psp/hrprp/EMPLOYEE/HRMS/c/ZZ_SELF SERVICE.ZZ_ABS_SS_EE_F_REQ.GBL?FolderPath=POR... ¥¢

Main Menu ~

Search | i Home | SignOut

v @

> Self Service ™ Absence ¥ Absence Request (SF-6)

PS9HRPRP )
WEB1 Netification NavBar
New Window | Help | Personalize Page
Absence Request (SF-6)
Empl 1D

Job Title: Empl Red: 0

Leave Balance | @E
Creale New Absence Request PanType  |AsOfDate [Balance LU Tt | | Approved Loave |Ending Batance

Sick 04 54275 0.00 54275 0.00 54275
& Refesh \acation  |04/202018| 23065 16.00 21455 0.00 21455

Off-Campus Activity

Fiscal Year Max Allowed Hrs Hrs Taken FYTD Balance
2020 120.00 0.00 120.00

Absence Request History Find | View 100 | & | B First ‘4 1-10 of 156 "*' Last
Absence Type | Status FMLA |Start Date |StartTime |End Date EndTime |Hours |Trans Nbr | Delete |Prior Nbr |AEIi0H
OfiCampAct | Submitted 08/01/2018 8.00AM |08/02/2019 5.00PM| 186.00 124874 Cancel
OfiCampAct | Submitted 8:00AM |0 5:00PM| 120.00 124873 Cancel
OfiCampAct  |Approved 0. 2:00PM 400 124863 Delete
OffCampAct Approved 5:00PM 8.00 124867 Delete
OffCampAct | Approved 5:00PM| 40.00 124866 Delete
OffCampAct  |Approved 5:00PM 32.00 124885 Delete
OfiCampAct  |Approved 2:00PM 400 124864 Delete
OfiCampAct  |Approved 5:00PM 8.00 124863 Delete
OffCampAct Approved 12:00PM 4.00 124862 Delete -

T € | = oz fgf3 ~ SmB e I

Step

Action

20.

An Off-Campus Activity can be cancelled if plans change and you do not attend as
scheduled.

Click the Cancel link.

Cancel

21.

Comments must be added as to why the Activity is being cancelled.

Enter the desired information into the Comment field. Enter "Did not attend due to
illness".

22.

Click the Cancel button.

Cancel

23.

A confirmation message display to verify the cancellation of the request.

Click the OK button.

24,

This completes Create Off-Campus Activity Absence - Classic Version.
End of Procedure.
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Approve Off-Campus Activity Absence
Procedure

In this topic you will learn how to Approve Off-Campus Activity Absence.

H s Test PRP: SF-6 Rqst #112644 for is awaiting your approval - Message (HTML) ? B - x
MESSAGE
. ~ o py—  Rules - © ey y
2 lgnore x @] [L_,I 3 Emeetng [ Access Data Col.. Y SRules ¥ Mark Unread a&) @ Find Q
o PL(" " ("F -)u &3 To Manager 1 T OneNote i Categorize - Troae B Related
e . Delete Reply Reply Forward [ . - ove ranslate ‘oom
& Junk ey EfMore~ |=3 Team Emai 7L PActions~ > Follow Up - o Ty select-
Delete Respond Quick Steps n Move Tags o Editing Zoom A
Fri 5/10/2019 12:56 PM
PeopleSoft LSUHSC <no-reply>
Test PRP: SF-6 Rqst #112644 for is awaiting your approval
To
) If there are problems with how this message is displayed, click here to view it in 2 web browser.
SF-6 Request for is awaiting your approval
View Absence Approval Request
Absence Name Off-Campus Activity (International)
From D3/15/2018 8:00AM
To 03/21/2019 5:00PM
Duration Hours 32
| CERTIFY THAT MY ABSENCE FROM DUTY WAS FOR THE REASON NOTED ABOVE.
Absence Reason Conference Attendee
Job Title
Department
Comments ATD International Conference
RequestNbr 112644
gin to: SharePoint
_— A c e 103pm | |
@‘EZH E' i) é” v BB s Sngmme | |

was selected, it will display next the Absence Name.

Click the Down button of the scrollbar.

-

2. The Off-Campus Activities grid has also been added to the Approval email.

Click the Up button of the scrollbar.

Y

3. Click the View Absence Approval Request link.

View Abzence Approval Eequest

4, You would login using your regular User ID and Password, then click Sign In to
access PeopleSoft.
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Favorites ¥

PSOHRPRP ®
WEB1 Notification NavBar

% Help

E=EEES

(=) & https://rebb.pshelsuhsc.edu/psp/hrprp/ EMPLOYEE/HRMS/h/7t: © ~ & € || 3 LSU Health Remote Access Po... | & Employee-facing registry c... A AL

Main Menu ~ Search | Worklist | ¢ Home | SignOut

Bt @ & [ e[€
Step Action
5. The Notification flag displays a number count on the flag icon in the banner to
notify users of any new Actions requiring attention.
Click the Notification button.
6. Actions are links that allow you to navigate directly to an action needing your

attention. In this example, there are four (4) SF-6 actions needing approval.

Click the SF-6 03/13/2019 link.

° SF-6 from for 32 hour(s) of Off-Campus
Activity on 03M18/2019 is awaiting your approval
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E=EEES

)| € https://rcbb.pshe lsuhsc.edu/psp/hrprp/EMPLOYEE/HRMS/</ZZ O ~ @ @ || @ LSU Health Remote Access Po... | &3 Absence Approval (SF-6)

Favorites ¥ Main Menu ¥ > Manager Self Service ¥ > Absence ¥ >  Absence Approval (SF-6) Search | Worklist | ¢ Home | SignOut

PS9HRPRP © ®
WEB1

Notification NavBar

New Window | Help | Personalize Page | 2

Application for Absence Request (SF-6)

Empl ID:
Job Title: Empl Red 0
Details Leave Balance Ea=
“Start Date: 0311812018 | +Time: [B:00AM | €@ Current Period  |Current Period | Future Period | Future Period
T — PlanType |As OfDate \Balance | oo oveq)cave |Ending Balance |Approved Leave |Ending Balance
2 . 31211 *Time: |5:00PM
End Date: = Time: Sick 11/302018] 48625 D00 486 25 000 486,25
*Absence Type: O Campus Acivity [v] Miintematl | [ v ™ (1100018 20055 0.00 200.55 0.00 200.55
Reason: Conference Attendee ﬂ
*Total Hours: 32.00 *Duration Per Day: | 8.00 Off-Campus Activity
Comment: D) [T e e Fiscal Year  MaxAllowed Hrs  Hrs Taken FYTD Balance
2019 120.00 48.00 72.00
Absence Definitions
Request #112644:Pending
Supervisor
Pending Not Routed
©  supervisor ’ Add Processing
AdditmnalAppruval:| ~
Approver Action
W
Approver Name:
<
—_— - - 353pM | |
ol /[ q & [ Ll
Bt @ & - e[€ e oy

Step Action

7. Click the Down button of the scrollbar.
W

8. Requests can be Approved or Denied. Comments must be added is the request is
Denied.

Approving Absence Exceptions: The Supervisor should ensure the employee
included a justification in the comments for exceeding the number of hours allowed.
The Supervisor will be required to forward the exception to the appropriate Dean,
Vice Chancellor or Chancellor for additional approval.

See steps 10-12 for steps to route to the Dean, Vice Chancellor or Chancellor for
additional approval.

9. If no exception is being requested, a confirmation will display stating the request
was successfully approved.
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BN
Ms/cZZ P - i & || @ LSU Health Remote Access Po... | @ Absence Approval (SF-6) A ok 3
Favorites ¥ Main Menu = > Manager Self Service ™ > Absence ™ > Absence Approval (SF-6) Search Worklist | 4 Home | SignOut

&« @ @& https://rcbb.pshe lsuhsc.edu/psp/hrprp/EMPLOYEE/HRN

PSOHRPRP v @
WEB1 Notification ~ NavBar

New Window | Help | Personalize Page | 5

Request #124872:Pending
Supervisor
Pending Not Routed

@ Supervisor @ Addl Processing

Additional Approval:

0070XX  NO1625000
00MOO  NO1673000
00700 NO1673000

Approver Action

Approver Name: 01500 NO1621000

001XXXX NO1621000

Comment: 007XXXX NO1673000
Approve Deny

ol oo o .

= c e 3arpm ||
Q:% H g RSl 57262019 |

Step Action

10. Once the supervisor reviews the request, and if s/he decides to approve the
exception, the request should be forwarded through the additional approver drop
down box to the appropriate Dean, Vice Chancellor or Chancellor for final
approval.

Click the drop-down arrow to the right of the Additional Approval field to select
the appropriate Dean, Vice Chancellor or Chancellor.

11. Click the Approve button.
Apprave
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=] L
MESSAGE

&5 Junk -
Delete

Fri 5/24/2019 2:54 PM

To

Absence Balances

Test PRP: SF-6 Rqst #124867 for

T gnare x L?i f&(_] &_; T2 Mesting

Delete  Reply Reply Forward [ yiore -
All

Respond

PeopleSoft LSUHSC <no-reply>
Test PRP: SF-6 Rqst #124867 for

¥ Access Data Col... Y SRulest ¥ Mark Unread E%) i Find
€3 To Manager W oneNote I Categorize~ [E) Related -
= Move ~_ Translate
Team Email - [EPActions~ [P Fallow Up - . I3 Select~
Quick Steps M Move Tags I Editing

is awaiting your approval - Message (HTML)

is awaiting your approval

@ If there are problems with how this message is displayed, click here to view it in 5 web browser.

Approval History

Current Period | Current Period | Future Period | Future Period

Plan Asof Date | Balance Approved Leave | Ending Balance | Approved Leave | Ending Balance
Sick 04/3202019 0.00 000
Vacation | 04/30/2019 16.00 o000
Off Campus Activities

. Max Hours | Hours Approved
Fiscal Year Allowed Fiscal YTD Balance
2019 120.00 124.00| -4.00

| Name

[status [status Date

| submitea 5242010 2:54:11 Pu|

1% - ALaL N

el €

? 3 - x
Zoom
Zoom -~

Step

Action

12.

The supervisor will receive a confirmation that the request is pending for additional
processing. The Dean, Vice Chancellor or Chancellor will receive a notification
requesting their approval.

NOTE: Once approved by the Dean, Vice Chancellor or Chancellor an approval
notification will be sent to the employee and supervisor.

13.

approved.

The Off-Campus Activity Hrs Taken FYTD balance is updated once the request is
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From: PeopleSoft LSUHSC <no-reply>

Sent: Tuesday, January 8, 2019 2:28 PM

To: Cao, Son <SCa@lsuhsc.edu>

Subject: Test HRPRP: Off-Campus Activity Over Max for Administration January 2019

Listed below are employees that have taken Off-Campus Activity beyond their allotted fiscal year maximum in Administration.

Hours Over Max|
0072745 Coe, Celina 10
0076302 | Huang, Kewen 30

Please see attachment for details.

This message has been avthorized by LSU Health Sciences Center administration for compliance with University policy for time certification.

1 [*== Employees]off campus Activities for Administration January 2019 ***

2

3 |Name Start Dt End_Dt Hours  Internatl Reason Deptid  Dept_Descr Comments
4 Coe,Celina 1719 1/7/19 100 N Grant Eval NO167300 Information Technology-Adminis

5 |Coe,Celina 1/8/19  1/8/19 30N Professior NO167300 Information Technology-Adminis

6 HuangKewen  12/3/18 12/4/18 16N Accredital NO167300 Information Technology-Adminis  test 1

7 |HuangKewen  12/5/18 12/5/18 8Y Grant Eval NO167300 Information Technology-Adminis  test 2

8 HuangKewen = 12/6/18 12/6/18 8Y Professiol NO167300 Information Technology-Adminis test3

9 |HuangKewen = 12/7/18 12/7/18 8N Teaching/ NO167300 Information Technology-Adminis test4

10 |Huang,Kewen 1/8/19  1/8/19 110N Other NO167300 Information Technology-Adminis

Step Action

14. In addition to approving each exception, the Deans, Vice Chancellors and
Chancellor will receive a detailed report of all Off-Campus Activity Absence
exceptions within their respective areas on a monthly basis.

15. This completes Approve Off-Campus Activity Absence.
End of Procedure.
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