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Job aid - TAO2 Searching for a Time Card

STEP1

Login to Oracle Fusion Cloud. Click on the ‘Me’ tab and then select the ‘Time
and Absences’ tile.
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STEP 2
Click on the ‘Existing Time Cards’ tile
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STEP 3

Click on the dropdown immediately below ‘Time Cards’, and select an
appropriate value from the list of options
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STEP 4

Click on the Calendar icon next to ‘Start Date’ and select an appropriate date.
Similarly, select an appropriate ‘End Date’
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STEP 5
Click on the ‘Search’ icon next to the End Date

. Yamhill County DEV2 environment

Existing Time Cards

[

Time Cards

Specific time period 02/01/2023 fg | - |03/31/2023 te D
T 01/24/2023 - 02/08/2023 Saved

Total Hours:0

01/09/2023 - 01/23/2023 Saved

Total Hours:0

02/24/2023 - 03/08/2023 Entered

Total Hours:72

e

STEP 6
From the list of search results, select the time card that you wish to view.

Time Cards

Specific time period 02/01/2023 Y 03/31/2023

o

T 01/24/2023 02/08/2023 Saved

Total Hours:(t

02/24/2023 - 03/08/2023) Entered

YOAMHILL
COUNTY

O
GRAVITON

—_— CONSULTING SERVICES




Job aid - TAO2 Searching for a Time Card

STEP 7

The timecard details will be displayed on the screen
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STEP 8
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Once you have reviewed the details, click on the ‘Cancel’ button towards the

top-right of the screen
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STEP9
End of the procedure
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