
   

Overview:  This document provides an overview on how to generate the Absence Reporting and 

Approval Structure Report for your department(s).  This report contains details regarding the current 

reporting hierarchy for the selected departments.   Changes to the reporting structure can be made by 

contacting Human Resources.  

Log In 

1.  Navigate to MyHR (https://www.csueastbay.edu/myhr/) 

 

2.  Enter your NetID, Password and Click SIGN IN 

   

3.  Select the Manager/Timekeeper tab. 

Generate Report 

 

4.  
 

Select the Rpt Structure and Approval Rpt   link located under the Absence Reports header 

5.  Click search to use an existing Run Control or click Add a New Value to create one  

Please note: Run Controls cannot contain any spaces.  

 

6.  You will be redirected to the Absence Reporting & Approval parameters page 

Enter the Department, Check the Sub Departments checkbox for data related to departments that 

roll-up to the department selected (optional), Click Run 

 

/myhr/
/myhr/
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7.  

https://csueastbay.service-now.com/sp

