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Job Aid: TA20 Generating Time Cards for a Group of employees

STEP1

Login to Oracle Fusion Cloud. Click on the “Time Management” tile, under the

“My Client Groups” tab.
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STEP 2

Click on the “Team Time Cards” hyperlink.

~ Yamhill County DEVZ envirenment

Yan_‘l‘tul!l County, Orego

Time Management @

&l &

Performance Profiles

From Date | 03/28/2023 Y To Date | 03/28/2023

Time Management

L 4 Statuses of Editable Time Cards
Overview

Status Count
f 7eam Time Cards

- Entered 9
ﬁ Time Entries

fﬂﬁ Planned Schedule

¥ Resolve Time for Transfer

# Resolve All Exceptions by Worker

YAMHILL
COUNTY

(i@ | Group Name

4 Resolve Time Exceptions
Exception Type Count E
Badge exceptions 0
Time entry exceptions 0
Time cards in error 0
Rejected time cards 0

@
GRAVITON

—_— CONSULTING SERVICES




Job Aid: TA20 Generating Time Cards for a Group of employees

STEP 3

Click on the “Generate” button.
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STEP 4

Click the dropdown next to “Group Name” and select an appropriate value
from the list of options.
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Job Aid: TA20 Generating Time Cards for a Group of employees

STEP5

The “Time Card Parameters” section will be displayed with default values.
You can edit them, if required, and then click on the “Submit” button
towards the top-right of the screen.
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STEP 6

Click the “OK” button to acknowledge the confirmation message.
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Job Aid: TA20 Generating Time Cards for a Group of employees

STEP 7

Select the “<” icon towards the top-left of the screen.
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STEP 8

Click the dropdown next to “Group Name” and select the group for which
you recently generated time cards.
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Job Aid: TA20 Generating Time Cards for a Group of employees

STEP9

Click on the “Search” button.
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Job Aid: TA20 Generating Time Cards for a Group of employees

STEP 11

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

amhill County DEV2 environment -

% Yambhill County, Oregon

COUNTY,

Team Time Cards @

4 Searc Advanced | Saved Search | Application Default

Time Management

i At least one is
** person Name *From Date | 03/28/2023 Y
Team Time Cards ** persan Number *7o Date | 03/28/2023 fe
: . ** Group Name YC YCIDWA ** seatus
Time Entries
Process Request ID Q ** Exception

Planned Schedule Search Reset | Save.

Actions v Viewv 4 # ¥ 55 [F 1 Detach | Generate | Submit || Editand Approve = Approve

Person Name  Time Card Period Status Resubmission Additional Recorded Absence Submission

Status Statuses ThiHows Hours Hours Date Ll
: 03/24/2023 - 04/08/2023 / Entered = 0.00 0.00 0.00
1 03/24/2023 - 04/08/2023 # Entered = 0.00 0.00 Q.00
- F 03/24/2023 - 04/08/2023 / Entered = 0.00 0.00 0.00

STEP 12

End of the procedure.
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