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Job Aid: TA21 Enroll an employee in an absence plan (Vacation) and calculate the accrual

STEP1

Login to Oracle Fusion Cloud. Click on the “Absences” tile, under the “My

Client Groups” tab.

~ Yamhill County DEVZ envirenment
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Good evening, L.
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STEP 2

Click on the “Absence Records” option.

. Yamhill County DEV2 environment
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Person
Management
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Performance

What do you want to do or manage?

Search for tasks Q
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Job Aid: TA21 Enroll an employee in an absence plan (Vacation) and calculate the accrual

STEP3

Click on the employee's name.

' Yamhill County DEVZ environment

— % Yambhil

| County, Oregon
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STEP 4

Search for a Person

Direct Reports

) BARBARA

BS
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Lieutenant

Click on the dropdown next to “Enrollments and Adjustments” and select
“Add Enrollment” from the list of options.
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Job Aid: TA21 Enroll an employee in an absence plan (Vacation) and calculate the accrual

STEP 5

Click on the dropdown next to “Select Plan” and select the desired plan.

Add Enrollment

¥ Select Plan

* start Date |
Donated Leave

Sick.
VACATION LM
Vacation - MH
Vacation Test

Z7 Vacation

STEP 6

Select the “Start Date” by clicking on the calendar icon next to the Start Date.

Add Enrollment
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* Start Date | mvddlyyyy F-._
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Job Aid: TA21 Enroll an employee in an absence plan (Vacation) and calculate the accrual

STEP 7

Click on the “Submit” button.

Add Enrollment

¥ Select Plan | Vacation

* start Date | 0310172024

STEP 8

From the list of results, select the row corresponding to the desired the
absence plan. Then, click on the dropdown next to “Accruals” and select “Run
Accruals for Selected Plan”.

View v 4 Add “a Recalculate ¥  Time Period | Last 6 months v | Type | v | Status v | ©® & Detach
Dates Employer Type Assignment Duration Status ;zi
»
4 Plan Participation @
4 Plan Balances
- i . —
VIEW | Accruals | ¥ | Enrollments and Adjustments | ¥ | Status Active ~l @
Run Aceruals for All Actve Plans Balance
Enrollment Enroliment
Plan Assignment Type Status, Calculation Balance
ﬂ SEEET

FET JUV CORREC...  Accrual Active 12/24/2022 0 Hours ~
Floating Holiday JUV CORREC.:-  Accrual Active 12/24/2022 0 Hours
PEL JUV CORREC--  Accrual Active 12/24/2022 0 Hours
Sick Non Benefit Employees JUV CORREC..-  Accrual Active 03/24/2023 0 Hours
Vacation JUV CORREC.--  Accrual Active 03/01/2023 03/08/2023 4 Hours °7
4 Qualified Entitiements
View v  Balance As-of Date | 04/14/2023 fo| ©

: Payment Qualified R
Plan FlanPeriod  poreontage Entitiement Used Remaining
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Short Term Disability 04/14/2023 - ... 0.0 480 Haurs 0 Hours 480 Hours
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Job Aid: TA21 Enroll an employee in an absence plan (Vacation) and calculate the accrual

STEP9

Click the calendar icon next to “Balance As-of Date” and select the next pay
period.

Run Accruals for Selected Plan Vacation

* Balance As-of Date | mm/dd/yyyy
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STEP 10

Select “Calculate accruals and balances” and click on the “Submit” button.
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* Balance As-of Date [ 04282024 o
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Job Aid: TA21 Enroll an employee in an absence plan (Vacation) and calculate the accrual

STEP 11

A warning message will appear. Review the message and then click on the
“OK” button to acknowledge the message and continue.

View v 4 Add °% Recalculate | ¥ Time Period | Last 6 months Type Status. o Detach
Dates Employer Type Assignment Duration Status ;:' =
{, Warning x
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Balance
Enrollment Enroliment
Plan Assignment Type Status Start Date End Date :::ulamn Balance
FET JUV CORREC. Accrual Active 12/24/2022 0 Hours *
Floating Holiday JUV CORREC. Accrual Active 12/24/2022 0 Hours
PEL JUV CORREC---  Accrual Active 12/24/2022 0 Hours
Sick Non Benefit Employees JUV CORREC---  Accrual Active 03/24/2023 0 Hours
Vacation JUV CORREC...  Accrual Active 03/01/2023 03/23/2023 8 Hours
4
View v  Balance As-of Date | 04/14/2023 te| ©
" Payment Qualified A
Plan Plan Period ool tage Entitiomant Used Remaining
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Sick Mon Benefit Employees JUV CORREC Accrual Active 03/24/2023 0 Hours
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Job Aid: TA21 Enroll an employee in an absence plan (Vacation) and calculate the accrual

STEP 13

Click the calendar icon next to “Balance Calculation Date” and select the
appropriate value.

Accrual Plan Balance : Vacation

Balance Calculation Date | gy53,9023 Gl ©

Plan Period Start Date 010172023 < [ A v| 2023 & v
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Summary  Details 4 6 7 8
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View w  [='| Detach
18 20 1 2
Desciption 25 2 e 29
Periodic accrual 2 i 4 5 B

STEP 14

Click on the “Run” icon.

Accrual Plan Balance : Vacation

Balance Caleulation Date  [oamaz077 fia °

Plan Period Start Date 010172023
Balance 5 Hours
Summary  Details.
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Description
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Job Aid: TA21 Enroll an employee in an absence plan (Vacation) and calculate the accrual

STEP 15

Click on the “OK” button to continue.

Accrual Plan Balance : Vacation

Balance Calculation Date i 041282023

Plan Period Start Date 0110172023

Balance 16 Hours

Summary  Details

View w =" Detach
Description

Periodic accrual

STEP 16

Click on the “Close” button towards the top right of the screen.

!
= YamhillCount Oregon

Person Management @
AS Person Number
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Absence Records X
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Manage Absences and Entitlements @

=

4 Absences
Most Recent or Current Absence Next Scheduled Absence

None recorded. None scheduled.
» Pending Actions
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No data to display.
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Job Aid: TA21 Enroll an employee in an absence plan (Vacation) and calculate the accrual

STEP 17

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

£\ Warning

You have not saved your changes in following tabs:
Absence Records

If you leave this page, then your changes will be lost. Do you want to continue?

®-

STEP 18

Click on the “Home” icon to return to the main screen.
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Search | Reset | Save..
A Search Results (@
Actions w View » Format»  5E

Person User Person Assignment
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Job Aid: TA21 Enroll an employee in an absence plan (Vacation) and calculate the accrual

STEP 19

End of the procedure.
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