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Comments
Initial version

Pre-Requisites/ Job Descriptions

This job aid is applicable to the following Oracle Cloud job descriptions:
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Job Aid: TA23 Update absence plan enrollment and calculate the periodic accrual for all employees

STEP1

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

~ Yamhill County DEV2 environment

= -4 Yamhill County, Oregon

Good evening, .. -

My Client Groups

QUICK ACTIONS APPS.

i Add a Centingent Worker
_. Person
Management

i &l

Time >0als Performance
Management

2" Adda Pending Worker

S Pending Workers

(@ Person

STEP 2

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

{ Absence Administration i

What do you want to do or manage?

Search for tasks
Person Management

s—; Absence Records

Work Schedule Assignment

Absence Processes

@(S hedule and Monitor Absence Processes ]
@ Configure Absence Batch Parameters

° Absence Definitions
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Job Aid: TA23 Update absence plan enrollment and calculate the periodic accrual for all employees

STEP 3

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

Batch Process.

. Yamhill County DEV2 environment

(2. 28 Yamhill County, Oregon

COUNTY

“u the et of the

< Schedule and Monitor Absence Processes

4 Sub

Batch Process Name

Process Events

Evaluate Absences

Evaluate Certification Updates

Update Accrual Plan Enroliments

Calculate Accruals and Balances

Migrate Previous Versions of Absence Data
Withdraw Accruals and Balances

Generate Daily Breakdown of Absence Details

4 Supplemental Details
fiew '® Flat List Hierarchy
View w Resubmit Status | All

°ss Name

STEP 4

Process ID  Status

Job Description

Processes absence data in response to HCM events.

Calculates entilements for unprocessed absences

Evaluates certification due dates and updates absence details when due date is passed,

Evaluates employee events for enroliment and termination into accrual plans.

Generate details and balances for accrual plans or compensatory fime expirations for compensatory time plans.

Transfers data, such as absence types, absence calegories, accrual plans, and employee absence records from earlier versions of absence management to
Withdraws accrual details and balances for accrual plans.

Generates a daily breakdown of absence details for reporting purposes.

Time Range | Last hour Nl
View
Scheduled Time output Parameters

P E PP az; B w2

View Log

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

value.

(@ Thes process will be queued up for submission at position 1

Name Update Accrual Flan Enroll

nents

Description Evaluates employee

Schedule As s00n a5 possible

Basic Options

Parameters

* Effective Date | 03/28/2023

Population Filters 12

Person

Business Unit

Legal Emplayer

Person Selection Rule
Absence Plan

Plan Category

Changes Since Last Run

Payroll

YAMHILL
COUNTY

nts for enroliment and te

Process Options  Advanced

Notify me when this process ends

Submission Notes

March v| 22|alv 3

N MON TUE WED THU FRI SAT

- o

Submit

Cancel
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Job Aid: TA23 Update absence plan enrollment and calculate the periodic accrual for all employees

STEP5

Check the box “Increment effective date”.

Name Update Accrual Plan Enrollments
Description Evaluates employee events for enrollment and te Notify me when this process ends

Schedule As soon as possible Submission Notes

Basic Options
Parameters

* Effective Date | 03/28/2023 Y
Run as test

Include trace statements in audit log

l./ Increment effective date ]

Population Filters

Person v
Business Unit v
Legal Employer -
Person Selection Rule v
Absence Plan v

Plan Categery

Changes Since Last Run

STEP 6

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

Process Options. Advanced Submit Cancel

Name Update Accrual Plan Enroliments

Description Evaluates

ployee events for enraliment and te Notify me when this process ends

Schedule As s00n as possible

Submission Notes

Basic Options

Parameters

* Effective Date | 03728 iimlmiualwelpaw ilsl:»g;uslauvs

Bereavement Leave US Legislative
Run 2
Commissioners Day US Legislative
nciud
Comp Time Eam US Legislative
| Incret ponated Leave US Legislative
Population Filters Gl USiLegaistig
FMLA US Legistative
BErson | o Holitay US Legislative
Business Unit | Jury Duty US Legislative
Legal Employer | Leave Wilhout Pay US Legislative
Persan Selection Rule | 5.0,
Absence Plan v

Plan Category

Changes Since Last Run

9 Payroll -
lative Data Group v
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Job Aid: TA23 Update absence plan enrollment and calculate the periodic accrual for all employees

STEP 7

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

= Yambhill County, Oregon
= - A
COUNTY Ju the heax of the Wilmette Volfey
(@ This process wil be queued up for submission at position 1
lPrn:lsOpﬁms Mumd-|§imal

Name Update Accrual Plan Enrallments

Description Evaluates employee events for envoliment and te | Notify me when this process ends

Schedule As soon as possible Submission Notes

Basic Options

Parameters
* Effective Date | 032617023 G |
[7] Run as test
| Include trace statements in audd log

| Increment effective date

Population Filters

Person [ =
Business Unit | B
Legal Employer v !
Person Selection Rule | -
0 —=

Absence Plan | Adminisirative Leave -

STEP 8

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

[@ confirmation

Process 1241903 was submitied
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Job Aid: TA23 Update absence plan enrollment and calculate the periodic accrual for all employees

STEP9

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

4 Submit Jobs

Batch Process Name

Process Events

Evaluate Absences

Evaluate Certification Updates

Update Accrual Plan Enroliments
Calculate Accruals and Balances

Migrate Previous Versions of Absence Data
Withdraw Accruals and Balances

Generate Daily Breakdown of Absence Details

4 Supple
View (® Flat List Hierarchy
View Status | All

Process Name

Update Accual Plan Enroliments:... 1241907
Update Accrual Plan Enroliments:... 1241906
Update Accrual Plan Enroliments:... 1241905
, 2 Accrual Plan Enroliments:... 1241904
te Accrual Plan Enroliments 1241903

STEP 10

Process ID  Status

Job Description

Processes absence data in response to HCM events.

Calculates entitiements for unprocessed absences.

Evaluates certification due dates and updates absence details when due date is passed.

Evaluates employee events for enraliment and termination info accrual plans.

Generate details and balances for accrual plans or compensatory time expirations for compensatery time plans.

Transfers data, such as absence types, absence categories, accrual plans, and employee absence records from earlier versions of absence management to ...
Withdraws accrual details and balances for accrual plans.

Generates a dally breakdown of absence details for reporting purposes.

Time Range | Last hour
Scheduled Time ~ Y®%  parameters
Output

Succeeded 03/28/2023 11: N, N, ¥, 300000009899544, 1, 5, 59003, 2023-03-28

Succeeded 03/28/2023 11:...

N, N, Y, 300000009889544, 1, 4, 59003, 2023-03-28

Succeeded 03/28/2023 11:. N, N, ¥, 300000009889544, 1, 3, 59003, 2023-03-28

Succeeded 03/28/2023 11:... N, N, ¥, 300000009899544, 1, 2, 59003, 2023-03-28

Succeeded  03/2 N, 2023-03-28, Y, 300000009889544, Adminisirative Leave

2023 11:...

E P R RERR g

® &

View Log

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

4 Submit Jc

Batch Process Name

Process Events

Evaluate Absences

Evaluate Certification Updates

Update Accrual Plan Enroliments
Calculate Accruals and Balances

Migrate Previous Versions of Absence Data
Withdraw Accruals and Balances

Generate Daily Breakdown of Absence Details

®) Flat List

View Hierarchy

View v Status | All

Process Name

Update Accrual Plan Enrollments:... 1241907
Update Accrual Plan Enroliments:... 1241906
Update Accrual Plan Enroliments:... 1241905

= Accrual Plan Enrollments:,.. 1241904
&:e Accrual Plan Enroliments 1241903

1843 :
YAMHILL
COUNTY

Process ID  Status

Processes absence daa in response to HCM events.
Calculates entitlements for unprocessed absences.

Evaluates certification due dates and updates absence details when due date is passed.
Evaluates employee events for enroliment and termination into accrual plans.

time expirations for

‘Generate details and balances for accrual plans or cor y time plans.

Transfers data, such as absence types, absence categories, accrual plans, and employee absence records from earlier versions of absence management to
Withdraws accrual details and balances for accrual plans.

Generates a dally breakdown of absence details for reporting purposes

Time Range  Last hour @ o
Scheduled Time ~ "®%  parameters
Output
Succeeded  03/28/2023 11: N, N, ¥, 3000000989544, 1, 5, 53003, 2023-03-28
Succeeded 03/28/2023 11:... N, N, ¥, 300000009899544, 1, 4, 59003, 2023-03-28
Succeeded  03/28/2023 11- N, N, ¥, 300000009899544, 1, 3, 59003, 2023-03-28
Succeeded  03/28/2023 11: N, N, Y, 300000009899544, 1, 2, 59003, 2023-03-28
Succeeded  03/28/2023 11: N, 2023-03-28, Y, 300000009899544, Administrative Leave

———

S| sw@sg. CHENCN-

View Log
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Job Aid: TA23 Update absence plan enrollment and calculate the periodic accrual for all employees

STEP 11

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

. Yamhill County DEV2 environment

Yamhill County, Oregon

(@ This process will be queued up for submission al position 1

Process Options | | Advanced  Submit | Cancel

Name Calculate Accruals and Balances
Description Generates details and balances for accrual plan Natify me when this process ends.
Schedule As soon as possible Submission Notes
Basic Options
Parameters
* Effective Date | 03/26/2023 °
Run as test £ March v| 2023|A ) >

, SUN MON TUE WED THU FRI SAT

Inclu

| Increment effective date

Plan Type | Al

Basic Details

Person
Business Unit v

Legal Emplayer v

18
on Selection Rule -

STEP 12

Check the box “Increment effective date”.

(@ This process will be queued up for submission at position 1

Process Options | | Advar

Name Calculate Accruals and Balances
Description Generates details and balances for accrual plan Notify me when this pracess ends

Schedule As soon as possible Submission Notes

Basic Options

Parameters
* 5 132819055 -
Effective Date | (3/28/2023 fg
Run as test

Include trace statements in audit log

l./ Increment effective date ]

Plan Type @ All
Basic Details
Person v

Business Unit v

Legal Employer A4
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Job Aid: TA23 Update absence plan enrollment and calculate the periodic accrual for all employees

STEP 13

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

P ARG AU G A

Description Generates det

d balances for accrual plan Notify me when this process ends

Schedule As soon as possibie

Submission Notes

Basic Options
Parameters

oF

* Effective Date | 03/72872023
Run as test
Include trace statements in audd log

| Increment effective date

Plan Type ANl [- ]
il
Basic Details
Al

Compensatory time plan

-
Donation Plan
v -
Legal Employer 2
Persen Selection Rule -
Changes Since Last Run
Payroll -
Legislative Data Group -
Payrell Relatienship Group -

¢  AbsencePlan -
Repeating Period -

STEP 14

Next, select the desired absence plan.

* Effective Date | 03/28/2023 lg
Run as test
Include trace statements in audit log
+| Increment effective date

Plan Type | Accrual plan

= GCommissioners Day US Legislative
Basic Details =
FET US Legislative
Person | Floating Holiday US Legislative
Business Unit | PEL US Legislative
Sick US Legislative
Legal Employer
Sick Non Benefit Employees US Legislative
Person Selection Rule
VACATION LM US Legislative
Changes Since Last Ru e 'JS Legislative
Payroll | Vacation - MH US Legislative
Legislative Data Group. 2ZZ Vacation US Legislative
< »
Payroll Relationship Group | geaeh
.

Repeating Period v
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Job Aid: TA23 Update absence plan enrollment and calculate the periodic accrual for all employees

STEP 15

Click on the “Submit” button.

(@ Thus process will be queued up for sul ian @ on
l Process Options  Advanced | i Cancel

Name Calculate Accruals and Balances

Description Generates delails and balances for accrual plan | | Notify me when this process ends

Schedule As soon as possible Submission Notes |

Basic Options

Parameters
* Effective Date 031282023 % |
[7] Run as test
] Include trace statements in audd log
/| Increment effective date
Plan Type | Accrual plan =

Basic Details

Person -

Business Unit | :]

Legal Employer | v
2

n Selection Rule | v ]

STEP 16

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

@ confirmation

Process 1241908 was submitied
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Job Aid: TA23 Update absence plan enrollment and calculate the periodic accrual for all employees

STEP 17

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

Batch Process Name Job Description Run
Process Events Processes absence data in response to HOM events. B
Evaluate Absences Calculates entitiements for unprocessed absences. [ir:3
Evaluate Certification Updates Evaluales certification due dates and updates absence details when due dale is passed. I3
Update Accrual Plan Enroliments Evaluates employee events for enroliment and termination into accrual plans. j
Calculate Accruals and Balances Generate details and balances for accrual plans or compensatory time expirations for compensatory time plans. B
Migrate Previous Versions of Absence Data Transfers data, such as absence types, absence categories, accrual plans, and employee absence records from earlier versions of absence management to ... B
Withdraw Accruals and Balances Withdraws accrual details and balances for accrual plans. B

Generate Daily Breakdown of Absence Details  Generates a daily breakdown of absence details for reporting purposes

4 Suppler s
View ® Flat List Hierarchy
View v bmit Status | All Time Range  Last hour
Process Name Process ID  Status Scheduled Time DT:;“ Parameters View Log
Calculate Accrual and Balances: ... 1241911 Wait 03/28/2023 11-... ORA_ANC ACCRUAL, 4, Y, 59004, N, N, 300000009899307, 1, 2023-03-28 1241911.log
Calculate Accrual and Balances: 1241910 Wait 03128/2023 11: ORA_ANC_ACCRUAL, 3, Y, 59004, N, N, 300000009899907, 1, 2023-03-28 1241910.leg
Calculate Accrual and Balances: 1241909 Wait 03/28/2023 11:. ORA_ANC_ACCRUAL, 2,Y, 58004, N, N, 300000009899907, 1, 2023-03-28 1241909 loc
Calculate Accruals and Balances 1241908 Running  03(28/2023 11: ORA_ANC_ACCRUAL, LOV_Attributed_1, 1,'Y, N, Vacation, 2023-03-28, 300000009899807, N, PM 1241908 log
= Accrual Plan Enroliments:... 1241907 Succeeded 03/28/2023 11:... N, N, ¥, 300000009899544, 1, 5, 59003, 2023-03-28 |
&1& Accrual Plan Enroliments:... 1241906 Succeeded 03/28/2023 11:... N, N, Y, 300000009889544, 1, 4, 59003, 2023-03-28 |

STEP 18

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

 Yamhill County DEV2 environment -

. Yambhill County, Oregon

Ju the o It

{ Schedule and Monitor Absence Processes

4 Submit
Batch Process Name Job Description Run
Process Events Processes absence data in response to HCM events. B
Evaluate Absences Calculates en far ur absence: B
Evaluate Certification Updates Evaluates certification due dates and updates absence details when due date is passed. B
Update Accrual Plan Enroliments Evaluates employee events for enroliment and termination into accrual plans. B
Galculate Accruals and Balances Generate details and balances for accrual plans or compensatory time expirations for compensatory time plans. B
Migrate Previous Versions of Absence Data Transfers data, such as absence types, absence categories, accrual plans, and employee absence records from earlier versions of absence management to ... @B
Withdraw Accruals and Balances Withdraws accrual details and balances for accrual plans. [}
Generate Daily Breakdown of Absence Details ~ Generates a daily breakdown of absence details for reporting purposes. B

4 Supplen

View (® Flat List Hierarchy

View v . ¢ Status | Al Time Range  Last hour v @ @

ess Name Process ID  Status Scheduled Time of;:n Parameters View Log
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Job Aid: TA23 Update absence plan enrollment and calculate the periodic accrual for all employees

STEP 19

To view an employee’s absence accrual, navigate to “My Client Groups” and

select the “Absences” tile.

' Yamhill County DEV2 environment

= E-4) Yamhill County, Oregon

COUNTY, "

Good evening, ...

My Client Groups
QUICK ACTIONS
& Hire an Employee
Add a Contingent Worker
Add a Pending Worker

i

Time
Management

STEP 20

Click on the “Absence Records” option.

. Yamhill County DEV2 anvironment

— E 4§ Yamhill County, Oregon

COUNTY “Ju the heaxt of the Wiinmette Vafiz:

{ Absence Administration

Performance

aw P @ @

What do you want to do or manage?

Search for tasks

Person Management

. Work Schedule Assignment

Absence Processes

Schedule and Monitor Absence Processes

©O

Configure Absence Batch Parameters

12
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Job Aid: TA23 Update absence plan enrollment and calculate the periodic accrual for all employees

STEP 21

Click on the employee’s name.

~ Yamhill County DEVZ environment

— .49 Yamhill County,

COUNTY. “Ju the heas of

Oregon

ey

3
£ Wit

{ Absence Records

Search for a Person

Direct Reports

STEP 22

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

4 Plan Participation @ -
4 Plan Balances
View v | Accruals | ¥ | Enrollments and Adjustments | ¥ | Status | Active (-]
Enroliment Enrollment Balance
Plan Assignment Type Status Start Date End Date g:::ulatlon Balance
Floating Holiday RESERVE DEP--- Accrual Active 12/24/2022 0 Hours ~
Sick RESERVE DEP---  Accrual Active 12/24/2022 0 Hours
Sick Non Benefit Employees RESERVE DEP... Accrual Active 03/24/2023 0 Hours
VACATION LM RESERVE DEP... Accrual Active 03/01/2023 0 Hours
- RESERVE DEP... Accrual Active 12/24/2022 04/08/2023 456 Hours
View v  Balance As-of Date | 03/28/2023 e ©
Payment Qualified
Plan Plan Period Percentage Entitiement Used Remaining
FMLA 03/09/2023- ... 0.0 0 Hours 0 Hours 0 Hours
Short Term Disability 03/28/2023-... 0.0 480 Hours 0 Hours 480 Hours
4 Other Plans
View w Detach
N Activity Start  Activity End Payment Calculation
Assignment =t Date Units Percentage Source Dato ;

YAMHILL
COUNTY
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Job Aid: TA23 Update absence plan enrollment and calculate the periodic accrual for all employees

STEP 23

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

Accrual Plan Balance : Vacation
Balanse Calculation Date
Plan Pericd Start Date

01012023

Balance 456 Hours

Summary  Dctails

View w [ Detach
Description
Adjustment

Periodic accrual

STEP 24

| 041082023 b

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

Manage Absences and Entitlements @

4 Absences
Most Recent or Current Absence
None recorded.

¥ Pending Actions

4 Existing Absences @

Vieww 4 Add s Recaloulate ¥ Type |

Next Scheduled Absence

None scheduled

| Status

Time Period | Last 6 months v v| @ [iDetach
Dates Employer Type Assignment Duration Status Psroee:slng B
LR N »
4 Plan Participation @
4 Plan Balances
View v | Aceruals| ¥ | Enrollments and Adjustments | ¥ | Status | Active v e
3
Balance

" Enroliment Enroliment 2

° Assignment  Type Status Start Date End Date g:ll.:nauun Balance "

14
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Job Aid: TA23 Update absence plan enrollment and calculate the periodic accrual for all employees

STEP 25

End of the procedure.

' Yamhill County DEV2 environment

= E 4 Yamhill County, Oregon

Good afternoon, IL..

Contract

QUICK ACTIONS

Directory

Contact Info ﬁEOP

fo» 2. Career and Personal Learning
%T) Family and Emen S g
oo Performance Information

15
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	Pre-Requisites/ Job Descriptions
	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.

	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.

	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.

	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.

	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.

	STEP 11
	Click the calendar icon next to “Effective Date” and select the appropriate value.

	STEP 12
	Check the box “Increment effective date”.

	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.

	STEP 15
	Click on the “Submit” button.

	STEP 16
	Click the “OK” button to acknowledge the confirmation message.

	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.

	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.

	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.

	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.

	STEP 25

