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Job Aid: TA24 Defining Shifts, Work Patterns, and Schedules

STEP 1

Login to Oracle Fusion Cloud. Click on your initials in the top right corner of
the screen.

. Yamhill County DEVZ envirenment

COUNTY.

= E-4) Yamhill County, Orego

Good evening, ... .
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STEP 2

Click on “Setup and Maintenance” from the list of options.

 Yamhill County DEVZ envirenment

= -4 Yamhill County, Ore
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Settings and Actions

Personalization
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Job Aid: TA24 Defining Shifts, Work Patterns, and Schedules

STEP3

Click on the dropdown next to “Compensation Management” and select
“Workforce Deployment” from the list of options.

. Yamhill County DEVZ environment

B4 Yamhill County, Oregon

Setup: Compensation Management @@ = &

Compensation Management

ise Contracts
Functional Areas

* Initial Users Grants Management

Manulacturing and Supply Chain Materials Management

Procurement

* Legal Structures
: Product Management
* Organization Structures Project Execution Management

Project Financial Management

fmat v Freeze Detach

Roles Synchronization Process

dden 3

G«mkmm Deployment

)l

Werkiorce Development
shared ()
snared (D

sharod (2D

* Basic Payroll =
=2

snared (KD

em:un Compensation

STEP 4

Wrap  Show

Required Tasks v

Click on the “Workforce Information” Functional Area.

 Yamhill County DEVZ envirenment

COUNTY, Jn the of the g

= (&4 Yamhill County, Oregon

Setup: Workforce Deployment =) &= (B

Functional Areas View Configuration

* Initial Users

* Enterprise Profile shared KD
* Legal Stuctures o B
* Organization Structures « BB
* Financial Reporting Structures ey ~ |

* Workforce Structures
*

Users and Security

M D:

(% idorcz miomton

* Elements and Formulas =
* Payroll =
enefits shared (KD

s
° ata Exrac
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Search Tasks
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Task
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Columns Hidden 3

Wrap  Show
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Job Aid: TA24 Defining Shifts, Work Patterns, and Schedules

STEPS

Click the dropdown next to “Show” and select “All Tasks”. Then, click on
“Work Shifts”.

. Yamhill County DEVZ environment

Setup: Workforce Deployment ® &= @

Functional Areas Search Tasks Q

* Initial Users Workforce Information

* View w Format v Freoze Detach Wrap
* Legal Structures Task Scope
, P —— - [

Organization Structures shared 0

Manage Avalabiity Lookups
* Finoncial Reporting Structures sraret
Ge

B

Workforce Structures shared (D)
Users and Security shared (D
\ata Loader sharod (D

lendar Events

endar Events Coverage

day Pattems

* Workforce Information shared () pedies
* Elements and Formulas = Manage Res
Wark Schedule Exceptions ~
* Payroll =
Columns Hidden 3
enefits snares (D
° Data Extract shared (D

STEP 6

Click on the dropdown next to “Actions” and select “Create Elapsed Shift”
from the list of options.

. Yamhill County DEVZ environment

Work Shifts & Done

» Search Advaneed | Saved Seareh | Search Shif

4 Search Results

@\mw- Fomitw < v 4 B X Freeze Detach Wrap

Create Time Shit Period Type Start Time End Time Duration Cade Category Deseription

| Create Duration Shin Wark period 10 Hours 100 Work from office 10 hour
E Create Elapsed Shilt Work period 12 Howrs 120 Work from office 12 hour
Edit Shift Wakasd 24 Hours 240 Work from office 24 hour
Duplicate Shift Wark period 3 Hours 300 Work from office 3 hour
i Wark period 4 Hours 400 Wark from office 4 heur
% hour Elapsed Work penod 5 Hours 500 Work from office 5 haur
6 haur Elapsed Werk period 6 Hours 600 Work from office 6 hour
6 25 hour Elapsed Wik period 625 Hours 625 Work from office 625 hour
6.5 hour Elapsed Work peniod 65 Hours 650 Work fom office 65 hour

7 haur Elapsed Work period 7 Hours 700 Work from office 7 hour
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Job Aid: TA24 Defining Shifts, Work Patterns, and Schedules

STEP 7

Enter the appropriate details, and then click on the “Save and Close” button.

STEP 8

Create Elapsed Shift

* Name | 2 hr elapsed

Description | 2 by elapsed

Code | 2hE

* Duration

2 || Hours

Category | Work from office

Save and Close ! Cancel |

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

A
= Yambhill County, Oregon

Work Shifts &

» Search

4 Search Results
Actions ¥ View ¥ Format v

Name & Type

2 b elapsed Elapsed
10 hour Elapsed
12 hour Elapsed
24 hour Elapsed
3 hour Elapsed
4 hour Elapsed
5 hour Elapsed
6 hour Elapsed
625 hour Elapsed
6.5 hour Elapsed

YAMHILL
COUNTY

+

v S B X Freeze = Detach
Period Type Start Time End Time
Work period
Work period
Work period
Wark period
Wark period
Wark period
Wark period
Work period
Work period

Work period

Wrap

Duration

2 Hours.

10 Hours

12 Hours

24 Hours

3 Hours

4 Hours

5 Hours

6 Hours

6.25 Hours

6.5 Hours

Code

2hE

100

120

500

600

625

650

Category

‘Work from office
‘Work from office
Work from office
Work from office
Wiork from office
‘Work from office
Work from office
Work from office
‘Work from office

Wark from office

Description
21w elapsed
10 hour

12 hour

24 hour

3 hour

4 hour

5 haur

6 haur

625 hour

6.5 hour

Advanced = Saved Search | Search Shift v
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Job Aid: TA24 Defining Shifts, Work Patterns, and Schedules

STEP9

Click on the “Work Workday Patterns” option under the Task section.

. Yamhill County DEVZ envirenment

Setup: Workforce Deployment @ = (@

Functional Areas View Configuration
* initial Users shared ()
terprise Profik -y ~ |
< &
Jrganization St o~
* Financial Reporting Structures. shared (IS
Structures shared (D
ity shared (D
HGM Data Loader shared (D)
* Workforee Information shared (2D
* Ele [ ~ |
* Payrol =
enefits shared (2D
°“ Data Extract shared (D

STEP 10

Search Tasks Q

Workforce Information

View w Formal ¥ - Detach Wrap  Show | All Tasks v

Task Scope

ource Exceplions

 Schedule Exceptions

Werk Sched

son Lockups

fups for US

s for Chana

son Lockups for United Arab Emirates ~

Columns Hidden 3

Click on the dropdown next to “Actions” and select “Create Elapsed Workday
Pattern” from the list of options.

. Yamhill County DEV2 environment

= (&4 Yamhill County, Oregon

0w P g

“Jn the feaxt ¢f the Wilitmet

Work Workday Patterns &
» Search

4 Search Resuits

Lﬁwwv Fomatw o v # B X Freeze =" Detach

Create Time Workday Pattern Length in Days  Description

| Create Duraton Workday Pattem 7 19 hours MTW Shr Th 4hr

Create Elapsed Workday Patiem v 18 Sun

Edit Werkday Pattem 2x6 MT 4 Th

Duplicate Workday Pattem

28 Fri-Sat
Delete Workday Pattemn 4 248 THE

D85 MT 2 W, Elapsed 7 PBEMT 2O WTh 6 F

Ix10 MTF 2x5 Elapsed T 3x10 MTF 2x5 WTh
Elapsed 7 %12 SSWooF
Elapsed 7
Elapsed 7

4 Details
" Detach
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Job Aid: TA24 Defining Shifts, Work Patterns, and Schedules

STEP 11

Enter the details as appropriate, and then click on the “Save and Close”
button.

Create Elapsed Workday Pattern

* Name | 2/hr day 10 hr day Mon-Fri

Description

* Length in 7 ‘
Days

4 Workday Pattern Details
Actions w Vieww < 3 ' Demaeh

Shift Period
Type

| 1\\ T‘Mv‘ Elapsed Wark from offict

Start Day &% End Day Shift Name Shift Type Shift Categon

STEP 12

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

A
= ‘Yambhill County, Oregon

Work Workday Patterns @

» Search [Advanced | saved search [ search Partem v

4 Search Results

Actions w |View v Formatw o |w & B X Freeze im’} Detach Wrap

Name &% Type LengthinDays  Description

19 hours MTW . Elapsed 7 18 hours MTW 5he Th4hr

18 Sun Elapsed 7 148 Sun

2t Mon-Fri Elapsed 7 2 hr Mon-Fr

2hrday 10hrd..  Elapsed 7

2EMT4Th Elapsed 7 266 MT 4 Th

8 FSat Elapsed 7 2x8 Fri-Sat

28 ThF Elapsed 7 28 T

2B5MT2OW.. Elapsed 7 2585 MT 2X9 WTh 5 F

IIOMIF 265 . Elapsed 7 3x10 MTF 255 WTh -

12 SSMoaF  Elapsed 7 312 SShbaoeF .
4 Details

View w s Detach
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Job Aid: TA24 Defining Shifts, Work Patterns, and Schedules

STEP 13

Click on the “Work Schedules” option under the Task section.

' Yamhill County DEVZ environmant

. Yambhill County, Oregon

Setup: Workforce Deployment =

Functional Areas View Configueaton | S93rch Tasks | work shif Q
Mot Shed @ [+ Workforce Information
shced R View w Format w Freeze 1) Detach Wrap  Show | All Tasks v
* Legal Strucures Sharet Task acops
— Wark Workiday Patterns 4 E
- -}
sharct (D
shared (D
. ED
siared K0
L~}
Manage Persan Lookups for Qatar N
=0
Columns Hidden 3
enefit ol ~
—

STEP 14

In the Search Results section, click on the “+ Create” button.

" Yamhill County DEV2 environment
= Yamhill County, Oregon
- YAMHILL .l : ™ e Molls
CoUNTY, Ju the feaxt of the Walmatte Valies
{ Work Schedules
4 Sea Advanced | Saved Search | All Work Schedules
** At least one is required
** Name ** Effective from Date - mmy/dd/yyyy [
** Type ** Effective to Date  mm/dd/yyyy e

¥ Category

Search | Reset | Save...

4
View w Format v Edit ¥ Delete | Manage in Spreadshest: Work Schedules | | Manage in Spreadsheet: Patterns
Name Category Type E\:et:uverrom g:;“'"e‘c' Description
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Job Aid: TA24 Defining Shifts, Work Patterns, and Schedules

STEP 15

Enter the details as appropriate. Then, click on the “+” button under the
“Patterns” section.

 Yamhill County DEV2 environment

— &4 Yamhill County, Oregon

NP &£ @

COUNTY, " the feakt of the Wit i

Create Work Schedule [ sbme [ cana |

*Name | 2 hr 10 hr Mon-Fri Category | Work
Type Elapsed

Description
*Effective from Date | 04/26/2023 fa
*Effective to Date | 12/31/2042 [E

4 Patterns @

Actions w View v

Sequence Name Type Length in Day .

A Except @

Actions w View v o

Type Name Start Date End Date Availability

STEP 16

Enter the appropriate values, and then click on the “Submit” button.

" Yamhill County DEV2 environmant

= Yambhill County, Oregon

“Jn the Aeaxt of the Willmette Valfey

Create Work Schedule

*Name | 2 hr 10 hr Mon-Fri Category | Work
Type Elapsed Description
*Effective from Date | 04/26/2023 "a
*Effective to Date | 12/31/2042 o
4 paterms @
Actions w Vieww 4 X
Sequence Name Type Length in Days
1. | 2 br day 10 hr day Mon-Fri Elapsed 7
A Excer @
Actions v View v 4
Type Name Start Date End Date Availability

10

YAMHILL
COUNTY

@
GRAVITON

—_— CONSULTING SERVICES




Job Aid: TA24 Defining Shifts, Work Patterns, and Schedules

STEP 17

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

@ Confirmation

The work schedule was c

STEP 18

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

/. Yamhill County DEV2 anwironmen
= Yamhil] County, Oreg

{ Work Schedules

4 Search Advanced | Saved Search  All Work Schedules
** At least one is required
** Name ** Effective from Date  rmmy/dd/yyyy e
** Type ~ ** Effective to Date | mm/dd/yyyy [
** Category v

Search | Reset | Save...
4 Search Results

View w Formatw o Create # Edit X Delete | Manage in Spreadsheet: Work Schedules | Manage in Spreadsheet: Patterns

Name Category Type g‘::me Li E:rvecme L Description

2 hr 10 hr Mon-Fri Waork Elapsed 04/26/2023 12/31/2042
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Job Aid: TA24 Defining Shifts, Work Patterns, and Schedules

STEP 19

Click on the “My Client Groups” tab and select the “Person Management”

tile.

. Yamhill County DEV2 envirenment

Yambhill County, Oregon

Good evening, v .

QUICK ACTIONS

\IEI‘ Hire an £

STEP 20

" Add a Contingent Werker

ok

)

New Person

&

Time: Go Performance

Management

Absences

Enter the search parameters and click on the “Search” button. Click on the
appropriate value from the list of results.

Person Management: Search @

[N

** Name | christopher
** Person Number

** National ID

A 5ea; R it @
Acticns » View v Formatv 5%

Person

Name Number
[iessoenemal 1032
& reesrnemeaa] 1104
frsesnmenseal 1307
] 103

Columns Hidden 11

2 A
YAMHILL
COUNTY

National ID

** Keywords

Include terminated work relatienships

*Effective As-of Date | (04/26/2023 e
Department Location
ADULT BEHAVIORAL HEALTH - HHS SHERIFFS D...
ADULT BEHAVIORAL HEALTH - HHS HHS
ADULT BEHAVIORAL HEALTH - HHS ADULT BEHA..
FAMILY AND YOUTH - HHS MAINTENAN. .
FAMILY AND YOUTH - HHS INFORMATI....

12

Advanced = Saved Search | All People

User Person Job

Employee Deputy Sheriff
Employee BH Director
Employee HS Specialist 1
Employee Bldg Maint Wirkr 2
Employee Sr Network Admin

Reset 5w

Assignment
Status

Active - Payr
Active - Payr
Agtive - Payr

Active - Payr

Active - Payr...

Actions

@
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Job Aid: TA24 Defining Shifts, Work Patterns, and Schedules

STEP 21

Click on the “Tasks” icon towards the far-right of the screen.

Person Management
CB
1073
Employment x @
[ Q

Employment oo | v
~
[ I ]

VAl Dal- P

Work Relationship @

Legal Employer Yambhill County Country United States
Worker Type Employee
Hire Date 03/24/2019
Assignment: RESERVE DEPUTY @ |%& Edit ¥ || View History
Ao ke Effective Start Date 03/24/2019 ( 1of1 )
Actian Reason Effective End Date
Assignment Details
@
Assignment Number E1073 Assignment Status Active - Payroll Eligible
Business Unit Yamhill County Primary Yes
Person Type Employee Prajected End Date
4 s @
o Headcount 0.2 -

STEP 22

Click on the “Work Schedule Assignment” option.

. Yamhill County DEV2 envirenmant

Yambhill County, Orego =R

Person Management

CB

1073

Absenses
« Absence Cases

Employment x

Employment

Work Relationship @
Legal Emplayer Yamhill County Country United States

Worker Type Employee

Hire Date 03/24/2019

Assignment: RESERVE DEPUTY @ %

Action Hire Effective Start Date 03/24/2019 ( 1of1 )
Action Reason Effective End Date

Assignment Details

Assignment Number E1073 Assignment Status Active - Payroll Eligible e [DOCEmG: FHaooiE -
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Job Aid: TA24 Defining Shifts, Work Patterns, and Schedules

STEP 23

Click on the “+” button under “Schedules”.

CHRISTOPHER BOLEK: Person Management

CB

1073

mgloyment X Work Schedule Assign

Schedule Assignment @ [ ctions

4 Hide
Assignment Number E1073
Department ADULT BEHAVIORAL HEALTH - HHS

A Jule

st av

el End Date Name
Ay (6]

View » Format »

Type Name

STEP 24

| I Printable Page | ‘ Review ‘ ‘ Save

Job BH Director

Location HHS

Effective from  Effective to
Date Date

LO [m

-

Category Primary

Start Date End Date Availability :

Click on the dropdown next to “Name”, and then click on the “Search”

hyperlink at the bottom of the list.

mployment X Work Schedule Assignment x

Schedule Assignme kas
4x1 af

4 Hide 18 hours MTW 5hi Th 4he

Assignment Number E1073 4 MTThE 4 Wed

Job BH Director

tion HHS
A Sched,
20 Th
View v Formatw & X viel 4x10 Mon-Tue
Stat AT 2l FSat Effective from  Effective to
Date End Date — Date Date Category Primary
04/26/202 0 | | mmsddfyy e
4 Fy ns @
View v Formatw 4
Type Name Start Date End Date Availability
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Job Aid: TA24 Defining Shifts, Work Patterns, and Schedules

STEP 25

Enter the appropriate search parameters and then click on the “Search”
button.

Search and Select: Schedule x

4 Search -m:md

* Al least ene is required

* Type |

* cawgory ‘

** Effective from Date |

Name
Norows to display

STEP 26

Select the appropriate option from the list of results, and then click on the
“OK” button.

Search and Select: Schedule

4 Search

** Name | 2hr
** Type
** Category

** Effective from Date  mmiddiyyyy

2 he 10 hr Mon-Fri

2 he Mon-Fri

A A
YAMHILL
COUNTY
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Job Aid: TA24 Defining Shifts, Work Patterns, and Schedules

STEP 27

Click on the dropdown next to “Primary” and select “Yes” from the list of
options.

Employment x  Work Schedule Assignment x

Schedule Assignment @ Actions | ¥ | [ printable Page | | Q
Ll
4 Hide
Assigrxmenl MNumber E1073 Job BH Director
Depaﬂmenl ADULT BEHAVIORAL HEALTH - HHS Lacation HHS
d Sehecule

View v Formatw 4 X  \iew Calendar

Start Date End Date Name Effective from Effective to

Date Date Category Primary
04/26/202.0 | | 12/31/20420% | |2 hr 10 hr Mon-Fri 04/26/2023 12/31/2042 Work
No
4 Excentions [ves

View v Formatw o

Type Name Start Date End Date Availability

STEP 28

Click on the “Review” button.

. Yamhill County DEV2 environment

Yambhill County, Oreg

CHRISTOPHER BOLEK: Person Management

CB

1073

Employment x  Work Schedule Assignment x E
Schedule Assignment @ )
e
4 Hide
Assignment Number E10732 Job BH Director
Department ADULT BEHAVIORAL HEALTH - HHS Location HHS
A Schedule
View v Format w + X View Calendar
Effective from  Effective to
Start Date End Date Name Date Date Category Primary
04/26/202. 0 | | 12/31/2042(% | |2 hr 10 hr Mon-Fri 04/26/2023 12/31/2042 Work Yes
4 A
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Job Aid: TA24 Defining Shifts, Work Patterns, and Schedules

STEP 29

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

Employment X Work Schedule Assignment x E
Schedule Assignment:Review@ | Printable Page | [ Back Submit Q
“

4 Hide
Assignment Number E1073 Job BH Director

Department ADULT BEHAVIORAL HEALTH - HHS Location HHS

4 Changed Schedule and Exception

View w = Detach

Schedule Name Type Attribute Current Value Proposed Value
4 2hr 10 hr Mon-Fri
Schedule
Name 2 hr 10 hr Mon-Fri
Effective Start Date 04/26/2023
Effective End Date 123112042
Category WORK
Start Date 04/26(2023
End Date 12/31/2042
Primary ¥ |

STEP 30

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.

The request wall be submitted. Do you want 1o continue? (HRC-1035163)
)
L)

w5

YAMHILL
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Job Aid: TA24 Defining Shifts, Work Patterns, and Schedules

STEP 31

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

@ Confirmation | X

The request was submitted.

STEP 32

Click on the “Close” button.

]
= Yamhill County, Oregon

I <o ngemen
C B Person Number

1073

Employment x

Employment

) 0 m

Work Relationship @
Legal Employer Yamhill County Country United States
Worker Type Employee
Hire Date 03/24/2019

Assignment: RESERVE DEPUTY @ (&) ez iy
Action Hire Effective Start Date 03/24/2019 ( 10f1 )

Action Reason Effective End Date

Assignment Details

Assignment Number E1073
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Job Aid: TA24 Defining Shifts, Work Patterns, and Schedules

STEP 33

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

. Yamhill County DEV2 envirenmant

= % Yamhill County, Oregon

h the feaxt of iiamette Vail

Search Person

Person Management: Search @

A 5 Advanced Saved Search | All People
* Required
** At least one is required
** Name ** Keywords
* Person Numbsr Include terminated work relaticnships
> it 1D *Effective As-of Date | 04/26/2023 6

Search Reset Save..

Actions w View w Formatw T

Name pesson National D Department Location UserPerson Assignment Actions
Number pai Type Status

v
Columns Hidden 11

STEP 34

End of the procedure.

. Yamhill County DEV2 envirenmant

istration
QUICK ACTIONS

Hire an Employee
O %

]

Journeys New Person Person
Management

2 il

Time Performance
Management

9" Addac
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	Pre-Requisites/ Job Descriptions
	​ STEP 1
	Login to Oracle Fusion Cloud. Click on your initials in the top right corner of the screen.

	STEP 2
	Click on “Setup and Maintenance” from the list of options.

	STEP 3
	Click on the dropdown next to “Compensation Management” and select “Workforce Deployment” from the list of options.

	STEP 4
	Click on the “Workforce Information” Functional Area.

	STEP 5
	Click the dropdown next to “Show” and select “All Tasks”. Then, click on “Work Shifts”.

	STEP 6
	Click on the dropdown next to “Actions” and select “Create Elapsed Shift” from the list of options.

	STEP 7
	Enter the appropriate details, and then click on the “Save and Close” button.

	STEP 8
	Click on the “Done” button towards the top-right corner of the screen.

	STEP 9
	Click on the “Work Workday Patterns” option under the Task section.

	STEP 10
	Click on the dropdown next to “Actions” and select “Create Elapsed Workday Pattern” from the list of options.

	STEP 11
	Enter the details as appropriate, and then click on the “Save and Close” button.
	STEP 12
	Click on the “Done” button towards the top-right corner of the screen.

	STEP 13
	Click on the “Work Schedules” option under the Task section.

	STEP 14
	In the Search Results section, click on the “+ Create” button.

	STEP 15
	Enter the details as appropriate. Then, click on the “+” button under the “Patterns” section.

	STEP 16
	Enter the appropriate values, and then click on the “Submit” button.

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

	STEP 18
	Click on the “Home” icon to return to the main screen.

	STEP 19
	Click on the “My Client Groups” tab and select the “Person Management” tile.

	STEP 20
	Enter the search parameters and click on the “Search” button. Click on the appropriate value from the list of results.

	STEP 21
	Click on the “Tasks” icon towards the far-right of the screen.

	STEP 22
	Click on the “Work Schedule Assignment” option.

	STEP 23
	Click on the “+” button under “Schedules”.

	STEP 24
	Click on the dropdown next to “Name”, and then click on the “Search” hyperlink at the bottom of the list.

	STEP 25
	Enter the appropriate search parameters and then click on the “Search” button.

	STEP 26
	Select the appropriate option from the list of results, and then click on the “OK” button.

	STEP 27
	Click on the dropdown next to “Primary” and select “Yes” from the list of options.

	STEP 28
	Click on the “Review” button.

	STEP 29
	Click on the “Submit” button towards the top right of the screen.

	STEP 30
	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.

	STEP 31
	Click on the “OK” button to acknowledge the confirmation message.

	STEP 32
	Click on the “Close” button.

	STEP 33
	Click on the “Home” icon to return to the main screen.

	STEP 34
	End of the procedure.


