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Document Version History 
Date Version Comments 
04/25/2023 1.0 Ini�al version 
   

 
 

Pre-Requisites/ Job Descriptions 

This job aid is applicable to the following Oracle Cloud job descrip�ons: 

ID Job Descrip�on 
01 Time Administrator 
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 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. 
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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. 
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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. 
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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. 
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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. 
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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. 
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STEP 13 

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

 
 
 
 
STEP 14 

In the Search Results section, click on the “+ Create” button. 
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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. 
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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. 
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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. 
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STEP 21 

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

 
 
 
STEP 22 

Click on the “Work Schedule Assignment” option. 
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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. 
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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. 
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STEP 27 

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

 
 
 
 
STEP 28 

Click on the “Review” button. 
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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” buton to con�nue, or the “No” buton to go back and make any 
addi�onal changes. 
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STEP 31 

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

 

 

STEP 32 

Click on the “Close” button. 
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STEP 33 

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

 
 
 
STEP 34 

End of the procedure. 
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