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Pre-Requisites/ Job Descriptions

This job aid is applicable to the following Oracle Cloud job descriptions:

ID Job Description

01 Employee
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Job Aid: TA04 Editing or Updating a Time Card for a Period

STEP1

Login to Oracle Fusion Cloud. Click on the “Time and Absences” tile under the
“Me” tab.

~ Yamhill County DEV2 environment

— E-4 Yamhill County, Oregon

QUICK ACTIONS

rsonal Details

2 Docurnent Records ==
Absences

=g Identification Info

¥,

Career and Perscnal Learning Benefits

Family and Emergy
armily and Emerges Performance Information

3, My Organization Chart

STEP 2

Click on the “Existing Time Cards” tile.

¢ Time and Absences

[%, Current Time Card Existing Time Cards Request Time Change

Open your current time card Access all of your time cards Send a request to change your worked
time

Add Absence Absence Balance Existing Absences

Request an absence and submit for Review current plan balances and View, change or withdraw existing

° approval absences taken or requested absence requests
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Job Aid: TA04 Editing or Updating a Time Card for a Period

STEP 3

Select the time card that you wish to edit.

~ . Yamhill County DEVZ environment

= % Yambhill C

lime Cards

Last 5 time cards

T 01242023 - 02/08/2023 Saved
Total Hours:0)

T ow09/2023 - 0142372023 Saved

Total Hours:0)

Entered

P

STEP 4

Click on the “pencil” icon to the far right of the desired date.

e
Entries |+ ad
[ Actions ~ | View By | Reported details by entry date Sort By | Reported date - old to new
—
Frifeb 24 8.00 Hours )
Mon Feb 27 8.00 Hours 4
Tue Feb 28 8.00 Hours 4
Wed,Mar 01 8.00 Hours s
Thu,Mar 02 8.00 Hours 4
FriMar 03 8.00 Hours s

° Mon,Mar 06 8 00 Hours 4
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Job Aid: TAO4 Editing or Updating a Time Card for a Period

STEP5

Click on the “Payroll Time Type” dropdown and select the appropriate
option.

Show Details

Entries
* Assignment *Payroll Ti
EI076 Select @
ChertField b
Select a value Regular :D
Overtime
Overtime Double
Comments Comp Eamned
Comp Earned Holiday
4
Mon,Feb 27 8.00 Hours

L

STEP 6

Update the details as appropriate. Once the changes are made, then click on
the “OK” button.

Show Details

Entries
* Assignment *Payroll Time Type
E1076 Regular
ChartField *Select Dates
Select a value FriFeb 24
Quantity .
[ ‘ 5.00]|
Comments
p
Mon Feb 27 8.00 Hours
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Job Aid: TA04 Editing or Updating a Time Card for a Period

STEP 7

Click on the “Submit” button towards the top-right of the screen.

Entered

Show Details

Entries
 Actions v J

Fri,Feb 24

Mon,Feb 27

"
L Tue Feb 28

STEP 8

70
[+ add |
View By | Reported details by entry date Sort By | Reported date - old to new
6.00 Hours e
Regular
8.00 Hours 4
8 00 Hours rd

The changes to the time card will be submitted. Click on the “Home” icon to

return to the main screen.

nhill County DEV2 environment

Existing Time Cards

Time Cards

Last 5 time cards

T o1/24/2023

Total Hours:0

01/08/2023 -

Total Hours:0

T 02/24/2023
02/24/2023
Total Hours:70
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Job Aid: TA04 Editing or Updating a Time Card for a Period

STEP9

End of the procedure.

' Yamhill County DEV2 environment

= E. 4 Yamhill County, Oregon

“Jx the Reaxt of

Good afternoon, E...
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