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Pre-Requisites/ Job Descriptions

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

ID Job Description
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Job Aid: TA17 Delegating Time Approval Duties

STEP1

Login to Oracle Fusion Cloud. Click on the “Roles and Delegations” tile, under

the “Me” tab.

cument Records

[Eﬁ Identification Info

Contact info

Ir%j Family ar

dy Change Photo
a .
% Share D

5%, Share Personal Info
Roles and
Delegations

STEP 2

Time and
Absences

Volunteering

_l_

Scroll down to the “Approval Delegations” area of the page, click the

“Expand” icon, and click on the “+ Add” button.

Project Accountant

YC Employee Custom

Edit Req as Approver

YC Accounts Payable Inquiry

Role Delegations

, There's nothing here so far.

Approval Delegations

, There's nothing here so far.
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Job Aid: TA17 Delegating Time Approval Duties

STEP 3

In the “Rule Name” field, enter a name such as the delegator's name.

YC AP Approvers View From 05/18/202
YC Accounts Payable Inquiry From 06/07/2

Load More tems  1-25 of 26 ilems

Role Delegations

Approval Delegations

*Rule Name
((amanda ) [selecta value
*Start Date *Delegate Ta
03/27/2023 9:34 AM fe Select a value
End Date
mm/ddfyyyy himm a e Allow this user to approve their own transaction

X

STEP 4

Click the dropdown next to the “Category” field, and select “Time and Labor”
from the list of options.

YC AP Approvers View From 05/18/20,
YC Accounts Payable Inquiry From 06/07/2022

Load More tems  1-25 of 26 items
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Job Aid: TA17 Delegating Time Approval Duties

STEP5

Click the dropdown next to the “Delegate” field, and select the employee

who will take over these duties.

YC AP Approvers View From 05/18/2022

YC Accounts Payable Inquiry

Role Delegations

, There's nothing here so far,

AR

MA AMANDAAGUIRRE

Approval Delegations

Load More ltems  1-25 of 26 items

FFICE SPECH TECH(CARE

NVGTR)

AB  AMANDA BALDONI HS SPECIALIST 1 1029
AB  AMANDA BUNCH HS SPECIALIST 1 1095
*Rule Name
Amanda AM  AMANDAMITCHELL CORRECTIONS OFFICER 1431
*Start Date AR AMBER ROGENOEE HS SPECIALIST 4 1074 ks

@'

03/27/2023 9:34 AM

End Date

i

mm/dd/fyyyy hamm a

&

STEP 6

Click the calendar icon next to “Start Date”.

Role Delegations

, There's nothing here so far.

Allow this user to approve their own transaction

Load More Items  1-25 of 26 items

Approval Delegations

*Rule Name *Category
Amanda Time and Labor
*Start Date *Delegate To
03/27/2023 9:34 AM Y AMANDA BUNCH
End Date
rmfddAvyyy bomm a (fe)

.

Allow this user to approve their own transaction
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Job Aid: TA17 Delegating Time Approval Duties

STEP 7

Select the desired date and click on the “OK” button to continue. Similarly,

select the “End Date”.

STEP 8

Click on the “Save” button.

YC AP Approvers View

¥YC Accounts Payable Inquiry

Role Delegations

Select Date and Time

< April 2023
SUN MON TUE WED THU
2% 29 30
4 5 &
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B 18 20 21

25 26 27 e

2 3 4 8

Today

(@ select Time | m{ cancel |
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Load More ltems 1-25 of 26 items

There's nothing here so far.
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Job Aid: TA17 Delegating Time Approval Duties

STEP9

The approval delegation rule will be created.

Project Accountant
YC Employee Custom
Edit Req as Approver
YC AP Approvers View

YC Accounts Payable Inquiry

Role Delegations

Approval Delegations

Amanda

P

STEP 10

From D1/23/2023

From 0! 2022 x
Fror 17/20.

From 05/18/2022 x
From D6/07/2022

Load More Items 1-25 of 26 items

|+ add
L )

, There's nathing here so far.

[+Addj ~

03/27/2023 9:34 AM To 04/28/2023 9:34 AM Fd

Delegated To AMANDA BUNCH

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

amhill County DEV2 environment.

. a4 Yamhill County, Oregon

COUNTY, e 1

Person Number
1597

Account Status
Active
Roles
Enterprise Contract Administrator
Line Manager
Project Billing Specialist
Expense Manager

E Time and Labor Administrator

YAMHILL
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|‘ Actions ¥ ‘

User Name
SVENSONT@co.yamhill.orus

|+ Add

From 02/02/2023 X

From 01/23/2023 X

From 10/12/2022 X

From 01/19/2023
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Job Aid: TA17 Delegating Time Approval Duties

STEP 11

End of the procedure.

~ Yamhill County DEV2 environment

= Yambhill County, Oregon

Good afternoon, ...

‘QUICK ACTIONS

Time and
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