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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 Time Administrator 
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STEP 1 

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

 
 
 
STEP 2 

Click on the “Schedule and Monitor Absence Processes” option. 
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STEP 3 

Click the “Run” icon corresponding to the “Update Accrual Plan Enrollments” 
Batch Process.  

 
 
 
STEP 4 

Click the calendar icon next to “Effective Date” and select the appropriate 
value. 
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STEP 5 

Check the box “Increment effective date”. 

 
 
 
STEP 6 

Click the dropdown next to “Absence Plan” and select the Absence Plan that 
you wish to update. 
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STEP 7 

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

 
 
 
 
 
STEP 8 

Click the “OK” button to acknowledge the confirmation message. 
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STEP 9 

Wait a few minutes, and then click the “Refresh” icon to validate that the 
process completed successfully. 

 
 
 
 
STEP 10 

Run the “Calculate Accruals and Balances” process by clicking the “Run” icon 
at the far right on the corresponding line. 
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STEP 11 

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

 
 
 
 
STEP 12 

Check the box “Increment effective date”. 
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STEP 13 

Click the dropdown next to “Plan Type” and select the type of plan for the 
leave you wish to calculate. 

 
 
 
 
STEP 14 

Next, select the desired absence plan. 
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STEP 15 

Click on the “Submit” button. 

 
 
 
 
 
STEP 16 

Click the “OK” button to acknowledge the confirmation message. 
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STEP 17 

Wait a few minutes, and then click on the “Refresh” icon to validate that the 
process completed successfully. 

 
 
 
 
STEP 18 

Click on the “Home” icon to return to the main screen. 
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STEP 19 

To view an employee’s absence accrual, navigate to “My Client Groups” and 
select the “Absences” tile. 

 
 
 
 
STEP 20 

Click on the “Absence Records” option. 
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STEP 21 

Click on the employee’s name. 

 
 
 
 
STEP 22 

Scroll to the plan details section of the page and select the absence plan to 
view the details of the planned activity. 
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STEP 23 

Review the details, and then click on the “OK” button to continue. 

 
 
 
 
STEP 24 

Click on the “Home” icon to return to the main screen. 
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STEP 25 

End of the procedure. 
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