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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: TA10 Request Future Leave with Insufficient Balance

STEP1

Login to Oracle Fusion Cloud. Click on the “Time and Absences” tile under the
“Me” tab.
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STEP 2

Click on the “Add Absence” tile.
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Open your current time card Access all of your time cards Send a request to change your worked
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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: TA10 Request Future Leave with Insufficient Balance

STEP3

In the “Type” field, click the dropdown icon and select the appropriate value
from the list of available leaves.
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STEP 4

Once the Type is selected the Absence Type Balance, select the Start Date by
clicking on the “calendar” icon.

*Type | Vacation

Absence Type Balanc

When Edit Entries |
*Start Date and Duration
;;;;;; /ddfyyyy (e Hours
*End Date and Duratior| @ April 2023 >
mm/dd/yyyy

SUN MON TUE WED THU FRI SAT

11

2 3 4 5 & 7 8 ey
Absence Duration () | Projected Balance
8 10 o 12 13 1418
® 17 18 19 20 21 22

23 24 2% 26 21 28 29
it
Details Today

Reason

Select a value

YAMHILL
COUNTY

@
GRAVITON

—_— CONSULTING SERVICES




Job Aid: TA10 Request Future Leave with Insufficient Balance

STEPS

The “End Date” will be auto-populated with the same Start Date. Click on the
“calendar” icon to change the End Date.
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STEP 6

Click on the “Submit" button towards the top-right of the screen.
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Job Aid: TA10 Request Future Leave with Insufficient Balance

STEP 7

Click on the “Home” icon to return to the main screen.
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STEP 8

End of the procedure.

. Yamhill County DEV2 envirenment

£ Yamhill County,

YIMHILL
COUNTY,

Me
QUICK ACTIONS

(%) Personal Detais
&5 ()
Directory Joumeys 3y Time and
Absences

[Ef dentifcation info

Contact Info ﬁﬁ ::
r:;& Family and Emergency Ct Career and Personal Leaming
== Performance Information

5'%:'5 My Organizath

2 A
YAMHILL
COUNTY

@
GRAVITON

® CONSULTING SERVICES




	Pre-Requisites/ Job Descriptions
	STEP 1
	Login to Oracle Fusion Cloud. Click on the “Time and Absences” tile under the “Me” tab.

	STEP 2
	Click on the “Add Absence” tile.

	STEP 3
	In the “Type” field, click the dropdown icon and select the appropriate value from the list of available leaves.

	STEP 4
	Once the Type is selected the Absence Type Balance, select the Start Date by clicking on the “calendar” icon.

	STEP 5
	The “End Date” will be auto-populated with the same Start Date. Click on the “calendar” icon to change the End Date.

	STEP 6
	Click on the “Submit" button towards the top-right of the screen.

	STEP 7
	Click on the “Home” icon to return to the main screen.

	STEP 8
	End of the procedure.


