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CHRS Webinar Demo
Introducing the Time & Labor & Absence Management for Managers & Timekeepers
Frequently Asked Questions (FAQs)
What is CHRS?
CHRS (Common Human Resources System) is the CSU-wide HR platform built on PeopleSoft 9.2, replacing PeopleSoft 9.0. It creates a unified HR system across all CSU campuses.
When does CHRS go live?
· March 23 – Go-live for module owners (internal access only)
· March 25 – Campus-wide access opens
· April 6 – Full service restoration (recruitment resumes)
Time & Labor vs. Absence Management 
What is the difference between Time & Labor and Absence Management?
Time & Labor tracks:
· Hours worked
· Student time
· Overtime
· Shift differential
· Comp time earned
· Federal Work Study
Absence Management tracks:
· Vacation
· Sick leave
· Personal holiday
· Comp time taken
· Leave balances
Time & Labor affects pay. Absence Management affects leave balances.
Why are there two different deadlines?
Because Time & Labor and Absence Management are separate modules with different processing requirements.
An employee may need approval in:
· Absence Management (for leave taken), AND
· Time & Labor (for hours worked)
Payroll Deadlines 
What are the special deadlines for the March (Go-Live) pay period?
· April 1 – Final deadline to enter and approve all March absences
· April 5 – Final deadline to enter and approve all March payable time
If April 5 falls on a weekend or holiday, time should be finalized by the last business day prior.
What are the deadlines after March (normal operations)?
Beginning with the April pay period:
Absence Management
· All absences must be entered and approved by the last day of the pay period.
Time & Labor
· Employees must enter time by the last day of the pay period.
· Timekeepers/Approvers have until the 5th calendar day of the following month to enter, edit, and approve payable time.
If a deadline falls on a weekend or holiday, are we expected to work?
No. If you do not normally work weekends or holidays, complete approvals by the last business day before the deadline.
Entering & Approving Time 
Where do timekeepers enter time for employees?
Navigate to: Menu → Manager Self Service → Time Management → Report Time → Timesheet.
What must be selected when entering time?
A Time Reporting Code (TRC) must be selected for each row.
Can multiple time reporting codes be used in one timesheet?
Yes. Add multiple rows and enter different TRCs as needed.
Where do managers approve payable time?
Navigate to: Manager Self Service → Time Management → Approve Time & Exceptions → Payable Time.
What information appears on the approval details page?
You can see:
· Detailed time entries
· Time reporting codes
· Hours submitted
Absence Management 
How do managers request an absence on behalf of an employee?
Use the Team Time tile → Request Absence, select the employee, enter dates, click Forecast, then submit.
What does the “Forecast” button do?
It calculates whether the employee will have enough leave balance available at the time of the requested absence.
How do managers approve No Leave Taken (NLT)?
Use the CSU Approve Request NLT tile, search for employees, and approve.
What happens if a manager enters NLT on behalf of an employee?
It is automatically approved.
What should be done if NLT is denied?
The manager must contact the employee to submit the appropriate absence.
How do managers cancel an employee’s absence?
Navigate to: Team Time → Cancel Absences → Select Employee → Select Absence → Cancel.
Timekeeper Responsibilities 
How do timekeepers review absences?
Navigate through: Global Payroll & Absence Management → CSU Absence Timekeeper Review.
Mark each request as:
· Reviewed, or
· Needs Correction.
What happens if a request changes after being marked reviewed?
The review status resets to blank and must be reviewed again.
Viewing Leave Balances 
How do timekeepers view employee leave balances?
Navigate to: Manager Self Service → CSU Timekeeper Balance Inquiry.
How do managers view team leave balances?
Navigate to: Manager Self Service → CSU Manager Balance Inquiry.
What balances can be viewed?
You can view:
· Vacation
· Sick leave
· Personal holiday
· PTO
· Comp time
· Service accruals
Is overtime pay displayed in absence balance inquiries?
No. Overtime is tracked in Time & Labor, not Absence Management.
Work Study 
How do managers view Federal Work Study balances?
Navigate to: CSU Manager Self Service → CSU Work Study Balance.
Yellow-highlighted rows indicate $800 or less remaining.
Is there a different deadline for Work Study approvals?
No. Work Study follows standard Time & Labor deadlines.
Will the Student Time Adjustment Form still be used?
No. This customized form is being discontinued. Retro adjustments will be handled in CHRS or via an interim workaround if needed.
Recruitment & Hiring Pause 
When does the recruitment pause begin?
March 9.
What must be done by March 9?
PageUp Smart Sheets must be submitted by March 9.
When does hiring resume?
April 6 (full service restoration).
Can students begin working during the hiring pause?
Yes, but time must be manually tracked until they are active in CHRS.
Manual Tracking During Transition 
What happens starting March 1?
Time reporting and absence entries must be manually tracked. Entries during the pause will not transfer automatically.
What must be downloaded before March 17?
· Payroll Certification reports
· Leave Accrual Balance (LAB) reports
These are needed for manual tracking.
Delegation & Approvals 
Can managers assign alternate approvers like in PeopleSoft 9.0?
No. CHRS routes approvals to the official “Reports To” position.
Can approvals be delegated temporarily?
Yes, but only temporarily.
Requirements:
· A ticket must be submitted.
· Start and end dates must be specified.
· The proxy must already be an MPP with approval access.
· Delegation cannot be open-ended.
Students 
Do student assistants use Absence Management?
No. They do not accrue leave and only report time worked.
Do student assistants request time off in CHRS?
No. They only enter time worked in Time & Labor.
Late or Missing Time 
What if an employee does not submit time by the deadline?
Timekeepers should follow up with the employee. If necessary, timekeepers may enter time on the employee’s behalf to avoid payroll delays.
Late submissions may result in:
· Pay delays
· Retro corrections
· Balance discrepancies
System Enhancements 
Can our campus customize CHRS or add enhancements?
No local customizations are permitted. Because CHRS is a common CSU system, any changes must be submitted as system-wide change requests through the Chancellor’s Office.
Training & Support 
Will there be additional training or support?
Yes. Virtual office hours will be offered after March 25. Recordings, job aids, and Q&A summaries are available on the CHRS website.
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