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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: TAO6 Shift Differential

STEP1

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

“Me” tab.

" Yamhill County DEV2 environment

= (4 Yamhill County, Oregon

COUNTY. un the

Good evening, 1.0

Me
QUICK ACTIONS

(%) Personal Detais

STEP 2

Click on the “Existing Time Cards” tile.

. Yamhill County DEV2 environment

{ Time and Absences

Current Time Card

Open your current time card

Add Absence

Request an absence and submit for
approval
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Existing Time Cards

Access all of your time cards

=
[;J Absence Balance

Review current plan balances and
absences taken of requested

Leamning

Request Time Change

Send a request to change your worked
time

Existing Absences

Wiew, change or withdraw existing
absence requests
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Job Aid: TAO6 Shift Differential

STEP3

Select the appropriate time card by clicking on it.

 Yamhill Gounty DEVZ enviranment

lime Cards

Last 5 time cards

03/24/2023 - 04/08/2023 Entered
Total Hours:0

Entered
Total Hours:6

; 01/24/2023 - 02/08/2023 Entered
Total Hours:0

‘T 02/09/2023 - 02/23/2023 Entered

Total Hours <0

STEP 4

In the Entries area, click the “+ Add” button to add time to the time card.

. Yamhill County DEVZ envirenment

: 01/09/2023 - 01/23/2023

Entered 6

Show Details

Entries

Actions Vv View By | Reported details by entry date Sort By | Reported date - old to new
SunJan 22 2.00 Hours s
Holiday
Sun,Jan 22 2.00 Hours ’
Holiday
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Job Aid: TAO6 Shift Differential

STEPS

Select the “Payroll Time Type” drop-down and select “Swing Shift
Differential” or “Night Shift Differential”.

Entries

“ Lancel

*Assignment *Select Dates

E1585

Project

Select a value Quantity
Task

Select a value

Add another date
*Payroll Time Type

regui]

Holiday

Swing Shift Differential

Night Shift Differential

Comp Time Earn
2.00 Hours
Commissioner's Day
Sun,Jan 22 2.00 Hours

STEP 6

Click the calendar icon next to “Select Dates” and select the appropriate day
of the week. In the “Quantity” field, enter the desired quantity. In this case, 4

represents 4 hours worked on the swing shift. Click on the “OK” button to
continue.

Entries
(Coo) [
*Assignment *Select Dates
E1585 01/09/2023 ]
. 1 day selected
Project
Select a value Quantity
P
Task

Select a value

Add another date
*Payroll Time Type

Swing Shift Differentia

Comments
Sun,Jan 22 2.00 Hours

Sun,Jan 22 2.00 Hours
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Job Aid: TAO6 Shift Differential

STEP 7

Click the dropdown next to “View By”, and select “Calculated summary by
earned date”.

A summary of the timesheet entries should be visible including the swing
shift entry.

Show Details

Entries By

Actions v View By | Reported det by entry date Sort By | Reported date - old to new

Mon,Jan 09 rd

SunJan 22 e

SunJan 22 2.00 Hours 4

MonJan 23 2.00 Hours #
Comment

STEP 8

If a warning message appears, then review the message. Then, click on the
“Yes” button to continue, or the “No” button to go back and make any
additional changes.

Show Details

Entries & Add
Actions View By | Calculated summary by earned da Sort By | Reported date - old to new
Mon,Jan 09 4.00 Hours ’
Sun,Jan 22 4
Warning &
Yout ref ) e your newest results now?
ll?ﬂl No
SunJan 22 2.00 Hours 4
MonJan 23 2.00 Hours 4
Comment
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Job Aid: TAO6 Shift Differential

STEP9
Click on the “Submit” button towards the top-right of the screen.

Time Card: 01/09/2023 - 01/23/2023 gr [ Actons v | (ST [ Conce

T

Entered 10

Show Details

Entries

View By | Calculated summary by earned da Sort By | Entry identifier - A to Z
Holiday 6.00 Hours

Swing Shift Differential 4.00 Hours

Comments

STEP 10

Click on the “Home” icon to return to the main screen.

. Yamhill County DEV2 environment

Existing Time Cards
BRIAN BOWDLE!

Time Cards

Last 5 time cards

T 03/24/2023 - 04/08/2023 Entered
Total Hours.0
't ow24/2023 - 02/08/2023 Entered
Total Hours:0
! 02/09/2023 - 02/23/2023 Entered
Total Hours.0
't owo9s2023 - 01/23/2023 Submitted
Total Hours:10
a3 A O
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Job Aid: TAO6 Shift Differential

STEP 11

End of the procedure.

. Yamhill County DEV2 environment

= -4 Yamhill County, Oregon
= & “dn th ”

COUNTY.

Good evening, L.

Me
QUICK ACTIONS

V) Personal Details

b Document Records

<] Contact Info E:

Family and Emerge 5 er and Ir"P_err'l:rc‘;r:‘alr Learning Benefits
ce formation
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