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AGENDA
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• Key Benefits

• Absence Reporting

• Demo

• Review of Mosaic Vacation Terminology



Key Benefits
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 Input process is simple and user friendly

 Provides departments with an additional option - eliminates the need for secondary  
time submission methods (e.g.: paper time sheets; spreadsheets; emails)

 Allows employees to make direct entry onto PeopleSoft’s online timesheet and view  
accurate vacation balances.

 Time or absences entered by employees are automatically routed for approval by  
either the manager and departmental time approver (if applicable).

Presenter
Presentation Notes
Input process is simple and user friendly – you will see in the demo that the time administration module is fairly intuitive. Provides department with a more efficient option for time entry, as it will eliminate the need for paper time sheets. Allows you to directly view your own balances and accruals. �Time/absences submitted will route automatically to the approver. 



How to Access Time and Attendance Reporting

• Login to Mosaic and navigate to the Employee Self Service Homepage
• Select the “Time” tile
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Absence Reporting

• Login to Mosaic and navigate to the Employee Self Service Homepage
• Select the “Time” tile from the Employee Self Service Homepage
• Select the “Request Absence” tile to access the absence reporting screen.
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Absence Reporting
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Absence Reporting – Partial Day
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Absence Reporting – Partial Day
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Indicate how many hours you will 
be absent on the partial day.  

Absence Reporting – Partial Day



10



11



Absence Balances

• Login to Mosaic and navigate to the Employee Self Service Homepage
• Select the “Time” tile from the Employee Self Service Homepage
• Select the “Absence Balances” tile to display your current Vacation Bank balance as of  

the last processed pay period.
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HR and Time Reporting Timelines

 The HR transactions and Time Reporting deadlines can be found on the 
hr.mcmaster.ca website:

https://hr.mcmaster.ca/managers/time reporting&payroll/  

 Key Dates & Times to Remember

 Departmental deadline for time submission is [DATE]                                          
before the payday week.

 Time Reporting and Approvals are due Monday at 3pm of the payday week
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Presenter
Presentation Notes
This is a reminder of where to find the HR Transactions and Time Reporting deadlines on our new website.  It can be found under Managers/Time Reporting & Payroll.  Key dates and times to remember are that the HR Transactions are due to HR by noon on Monday of a non payday week and the Time Reporting and Approval deadlines are now 3pm on the Monday of the payday week.  We encourage all departments to submit paperwork no later than the pay period an employee is expected to receive pay to avoid delays.Due to the University Holiday closure, the December deadlines  will once again be revised.  The dates will be posted on our website shortly.



HRSC Resources

Check out the new HR Website!  
https://hr.mcmaster.ca/

14

• Emily Kiriakopoulos
HR Advisor

Email: kiriakek@mcmaster.ca
Ext. 23223



Thank You

Questions?
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