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Document Version History 
Date Version Comments 
04/25/2023 1.0 Initial version 
   

 
 

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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STEP 1 

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

 
 
 
STEP 2 

Click on the “Calendar” tile. 
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STEP 3 

Click on the second of the three “calendar” icons towards the top-left, to 
view your work schedule for a one-week period. The scheduled hours are 
displayed. Any time entered outside of the scheduled hours is displayed in a 
different color. 

 
 
 
STEP 4 

Click on the “<” icon towards the top-left to view the previous week’s 
schedule. 
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STEP 5 

In the upper left corner, click on the third of the three “calendar” icon to 
view a summarized monthly schedule. 

 
 
 
STEP 6 

To view the work schedules of your team members, (i.e., the with the same 
manager as yours), click the “people” icon to the right of the date, towards 
the upper left part of the screen. 
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STEP 7 

The team's schedule is displayed. In the upper left corner, above the “Name” 
column, click the “Show/Hide Legend” icon to display the description of the 
various schedule items displayed. 

 
 
 
STEP 8 

Click on the “Home” icon to return to the main screen. 
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STEP 9 

End of the procedure.  
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