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Job Aid: TA25 Mass Time Entry

STEP1

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

- Yamhill County DEV2 environment

= -4 Yamhill County, Oregon

COUMNTY, 13 the IWidkltm ey

Good evening, ... ..

My Client Groups
QUICK ACTIONS

*
Hire an Employee
O * EOV
New Person Person
Management

¥]  Add a Contingent Worker

" Add a Pending Worker

9" AddaNo ﬁn @

Time s Performance Profiles
Management

STEP 2

Click the “Time Entries” hyperlink on the left side of the page.

- Yamhill County DEVZ environment

— (243 Yamhill County, Ore

COUNTY “dn the heaxt of

Time Management @

From Date | 03/29/2023 Y To Date | 03/29/2023 ‘e Group Name

(Ties Management 4 Statuses of Editable Time Cards 4 Resolve Time Exceptions
Overview =
Status Count Exception Type Count
%ﬂ' Team Time Cards Entered 9 Badge exceptions 0
0
ﬁfﬁ Time Entries. Time entry exceptions
Time cards in error 0
(3 planned Schedule Rejected time cards 0

P Resolve Time for Transfer

P Resolve All Exceptions by Worker
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Job Aid: TA25 Mass Time Entry

STEP 3

Click on the “Generate” button.

- Yamhill County DEVZ envirenment

Yambhill County, Oregon

un e s y

Time Entries @ [ Apply changes | |

le

Agdvanced Saved Search Application Default

= Time Management * Required
= Overview ** At least ane is required EI
** Person Name *From Date | 03/29/2023 e
ﬁ" Team Time Cards
** Person Number *ToDate 03/29/2023 e
Time Entries ** Group Name " Status
Process RequestID ** Exception
an
Lﬁ) Planned Schedule
Device ID
Search | Reset  Save.
Actionsw Vieww X §F [¥ = Detach Generate
Start Time End Time Quantity .
Unit of
Person Name Date Exception Monstie Co
Actual Scheduled Actual Scheduled Actual Scheduled

No data to disnlav

Columns Hidden 1

STEP 4

Click on the “Group Name” drop-down and select the appropriate group
name from the drop-down list.

" Yamhill County DEVZ environment
Yambhill County, Oregon
‘. the of the

{ Generate Time Entries @

le

. Advanced  Saved Search PersonSearchForGenerateE
(= Time Management

‘Overview * Racn

T

%" Team Time Cards ** Person Name * Available from Date | 03/29/2023

e
** Person Number *Available to Date | 03/29/2023 fe
:ii7) Time Entries 7
** Group Name | YC FOPPO
9 planned schedule Search | Reset | Save..
Actions v View v ¥ =" Detach
Person Effective Start User Person
Person Name Number Date Job Code Department Location Type
No data ta disolav =
. »
From Date 03 To Date 03/ >
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Job Aid: TA25 Mass Time Entry

STEP5

Enter the “Available From Date” by clicking on the “calendar” icon.

- Yamhill County DEVZ envirenment

Yambhill County, Oregon

I the 74 A

£ Generate Time Entries ®

le

PersonSearchForGenerateE

= Time Management Advanced | Saved Search
= o
— Overview

** At least one is re

@‘ Team Time Cards ** Person Name *Available from Date | 03/29/2023

** Person Number * Available to Date | 03/29/2023 | < sl >
A 0 2 3 4 5 8 7
(D Planned Schedule 8 8 10 4 12 43 Reset | Save...

B 16 17 18 19 0 2
Actions v View v ¥ = Detach 2 2 24 2 W W B
Baisiiise Person Effective Start SESE I S User Person
Number Date | Type

Na data ta disolay
.

To Date 0

From Date 03/

STEP 6

Click on the “Search” button.

" Yamhill County DEVZ environment

Yambhill County, Oregon =

uK the o

{ Generate Time Entries @

le

Advanced | Saved Search = PersonSearchForGeneratef

Time Management

=~ Overview * =
Al least ane is re [j
%‘ Team Time Cards ** Parson Name * Available from Date | 01/01/2023 e
** Person Number * Available to Date | 03/29/2023 o
:ij7) Time Entries
** Group Name | YC_FOPPO
an
(D planned schedule ( Snrcn] Reset | Save..
Actions » Vieww 7 & Detach
Person Effective Start User Person
Person Name Number Date Job Code Department Location Type

Na data ta disolay
.

To Date 03/:

From Date 03/
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Job Aid: TA25 Mass Time Entry

STEP 7

Select the row corresponding to the employee by clicking on the appropriate
row from the list of search results.

- ** Person Number *Available to Date | 03/29/2023 i
Time Entries
** Graup Name | YC_FOPPO
9 planned schedule Search || Reset || Save...
Actions v View w ¢ =7 Detach
Person Name :z'::r E:I::tiva S Job Code Department Location #;; Person
1031 12/16/2022 J40336 COMMUNITY... COMMUNITY... Employee
1162 1216i2022 J40336 COMMUNITY... COMMUNITY... Employee
175 12/16/2022 J40336 COMMUNITY... COMMUNITY... Employee
197 12016/2022 440337 GOMMUNITY... GOMMUNITY... Employee
1224 09/26/2005 440336 COMMUNITY... COMMUNITY... Employee
1245 12/03/2012 J40336 COMMUNITY... COMMUNITY... Employee
1270 12/16/2022 440336 COMMUNITY... COMMUNITY... Employee
1913 12/16/2022 140336 COMMUNITY... COMMUNITY... Employee
1500 03/24/2018 J40336 COMMUNITY... COMMUNITY... Employee
1534 12/16/2022 440337 COMMUNITY... COMMUNITY... Employee
1575 12/16/2022 140336 COMMUNITY... COMMUNITY... Employee
1602 12/16/2022 140336 LOCAL CON. COMMUNITY... Employee

Rows Selected 2

STEP 8

In the “Time Entry Parameters” section, change the “Time Entry Format” to
“Quantity”.

1245 120372012 JA0336 COMMUNITY... COMMUNITY... Employee
1270 12116/2022 JA0336 COMMUNITY... COMMUNITY... Employee
1913 12/16/2022 J40336 COMMUNITY... COMMUNITY... Employee
1500 03/24/2018 J40336 COMMUNITY... COMMUNITY... Employee
1534 12/16/2022 J40337 COMMUNITY... COMMUNITY... Employee
1575 12/16/2022 J40336 COMMUNITY... COMMUNITY... Employee
1602 12/16/2022 J40336 LOCALCON... COMMUNITY... Employee
e
Rows Selected 17
/ Para
From Date 01/01/2023 To Date 0
Time Entry Format Time @Quannty
Start Time End Time
Add all of the time attributes and attribute values required by the tim mers for these generated ime entries
Actions w View w < =" Detach
Time Attribute Value

No data to display

Replace all daily time entries

Generate on absences
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Job Aid: TA25 Mass Time Entry

STEP9

In the “Daily Quantity” box, enter the desired quantity.

1245 12/03/2012 140336 COMMUNITY... COMMUNITY... Employee i
1270 1216i2022 J40336 COMMUNITY... COMMUNITY... Employee
1913 121ei2022 J40336 COMMUNITY... COMMUNITY... Employee
1500 03(2412018 140336 COMMUNITY... GOMMUNITY... Employee
1534 12/16/2022 440337 COMMUNITY... COMMUNITY... Employee
1675 12/16/2022 J40336 COMMUNITY... COMMUNITY... Employee
1602 12/16/2022 440336 LOCALCON... COMMUNITY... Employee
Rows Selected 12
From Date 01/01/2023 To Date 03/29/20
Time Entry Format Time (® Quantity Daily Quantity
Daily Quznlily' ' *Unit of Measure
Add al o; the time atinbutes and atiribute values required by the ime consumers for these generated time entries
Actions v Vieww o = Detach
Time Aftribute Value
No data to display,
Replace all daily time entries
Generate on absences "

STEP 10

Click the dropdown next to “Unit of Measure” and select “Hours” from the
list of options.

< 1245 12/03/2012 140336 COMMUNITY... COMMUNITY... Employee i
L 1270 1216i2022 J40336 COMMUNITY... COMMUNITY... Employee
. 1913 12/16/2022 440336 COMMUNITY... GOMMUNITY... Employee
! 1500 03/24/2018 140336 COMMUNITY... COMMUNITY... Employee
3 1534 12/16/2022 440337 COMMUNITY... COMMUNITY... Employee
: 1675 1216/2022 J40336 COMMUNITY... COMMUNITY... Employee
e . 1602 12/16/2022 440336 LOCALCON... COMMUNITY... Employee
Rows Selected 12 )
From Date 01/01/2023 Ta Date 03/2 3
Time Entry Format - Time (@) Quantity
Daily Quantity 2 *Unit of Measure ! )
Add dm; the time ;n‘l .\u tes and atiribute values required by the time consumers for these gg ==
Actions v View w 4 =" Detach S
Time Aftribute Value
No data to display
Replace all daily time entries
Generate on absences o
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Job Aid: TA25 Mass Time Entry

STEP 11

In the “Time Card Attribute” section, click on the “+” icon to add a time

attribute.

1270

1813

1534

1575

1602

Rows Selected 12

From Date 01/01/2023 To Date 03/29/2023
Time Entry Format - Time (@ Quantity

Daily Quantity 2 *Unit of Measure | Hours

Add all of the time attributes and

uite values required by the time consumers for these generates

Aclions w View w Detach

Time Aftribute Value

No data to display.

Replace all daily time entries
Generate on absences

Generate on public holidays

STEP 12

Click on the “Time Attributes” drop-down.

1913
s - 1500
| 1534
1575
= < 1602
Rows Selected 12
From Date 01/01/2023 To Date
Time Entry Format - Time (® Quantity
Daily Quantity 2 *Unit of Measure | Hours
Add all of attrit i required by the time 5
Actions v Vieww < B ¥ = Detach
Time Attribute Value
Replace all daily time entries
Generale on absences
,/o Generate on public holidays
1843 ;.

YAMHILL
COUNTY

1211602022
12/16/2022
03/24/2018
12/16/2022
12/16/2022

12/16/2022

121612022
031242018
12/16/2022
12/16/2022

1211612022

J40336 COMMUNITY... GOMMUNITY... Employee -
440336 COMMUNITY . COMMUNITY. Employee
440336 COMMUNITY. COMMUNITY. Employee
J40337 COMMUNITY... COMMUNITY... Employee
J40336 COMMUNITY... COMMUNITY... Employee
J40336 LOCAL CON. COMMUNITY... Employee
J40336 COMMUNITY... COMMUNITY... Employee B
J40336 COMMUNITY... COMMUNITY... Employee
40337 COMMUNITY... COMMUNITY... Employee
J40338 COMMUNITY... COMMUNITY... Employee
J40336 LOCAL GON... GOMMUNITY... Employee
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Job Aid: TA25 Mass Time Entry

STEP 13

Select the desired value from the list that is displayed. You can also use the
search parameters to search for the value. Once you have selected the
correct value, then click on the “OK” button.

Search and Select: Time Attribute

4 Search

Match (@) Al () Any

Mame | pay
Parent Attribute Value
Name Parent Atfribute Value

(Paymn Time Type J
o=

STEP 14

Click the dropdown next to “Value” and select the appropriate value from
the list of options.

1913 12/16/2022 140336 COMMUNITY... COMMUNITY... Empleyee
1500 03/24/2018 J40336 COMMUNITY... COMMUNITY... Employee
1534 12/16/2022 140337 COMMUNITY... COMMUNITY... Employee
1575 12(16/2022 J40336 COMMUNITY COMMUNITY. Employee
=5 1602 12116i2022 J40336 LOCALCON... COMMUNITY... Employee

Rows Selected 12

Time Entry Parameter:

From Date 01/01/2023 To Date 03/29/2023

Time Entry Format () Time (@) Quantity

Daily Quantity | Z. *Unit of Measure | Hours v
Time Card Attributes

Add all of the time atinbutes and attribute values required by the fime consumers for these generated fime entries
Actions w View w o & Detach

Time Attribute Value

Payroll Time Tyg ~ O

Entries
| Replace all daily time entries
Generate on absences

| Generate on public holidays
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Job Aid: TA25 Mass Time Entry

STEP 15

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

Yambhill County, Oregon

£ Generate Time Entries ®

le

= Time Management | Advanced | Saved Search PersonSearchForGeneratef -

Overview

* Required
* At least one is required
Team Time Cards * Person Name * Available from Date | 01/01/2023 Y
** Persan Number *Available to Date | 03/29/2023 fe
Time Entries
** Group Name | YC FOPPO
) Planned Schedule _Search_ Reset Save
Actions = View » L3 & Detach
Person Effective Start User Person
Person Name Number Date Job Code Department Location
1031 12/16/2022 140336 COMMUNITY... COMMUNITY... Employee
1162 12/16/2022 J40336 COMMUNITY... COMMUNITY... Employee
175 12/16/2022 J40336 COMMUNITY... COMMUNITY... Employee
1197 12/16/2022 140337 COMMUNITY... COMMUNITY... Employee
1224 09/26/12005 J40336 COMMUNITY... COMMUNITY... Employee =

STEP 16

Review the warning message and then click on the “OK” button to continue.

£, Warning
You're about lo generate 880 records. Do you want {o continue? (HXT-1655076)

OK | Cancel
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Job Aid: TA25 Mass Time Entry

STEP 17

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

@& Confirmation

Your process 1243801 was submitted

oK

STEP 18

Click on the “Time Entries" hyperlink on the left side of the screen

. Yambhill County, Oregon

<{  Generate Time Entries ®

le

Advanced | Saved Search = PersonSearchForGenerateE -

= Time Management

Overview * Raquired
** At least one is required
ﬁ? Team Time Cards ** Parson Name * pvailable from Date | 01/01/2023 (e
= ** Person Number * Available to Date | 03/29/2023 I
E‘g Time Entries
" Group Name | YC FOPPO
(7D planned Schedule Search|Rova] Save. |
Sea L
Actions * Viewwy ¥ &l Detach
Person Effective Start User Person
Person Name Number Date Job Code Department Location
1031 12(16/2022 140336 COMMUNITY... COMMUNITY... Employee
1162 12/16/2022 J40336 COMMUNITY... COMMUNITY... Employee
175 120162022 J40336 COMMUNITY... COMMUNITY... Employee
197 12/16/2022 440337 COMMUNITY... COMMUNITY... Employee
1224 09/26/2005 J40336 COMMUNITY... COMMUNITY... Employee =
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Job Aid: TA25 Mass Time Entry

STEP 19

Select the “From Date” and the “To Date” for which the Mass Time Entry has
been made.

. Yamhill County DEV2 environment

% Yambhill County, Oregon Ow [ &

e the

Time Entries @ (aeply changes | [ cancel |

Advanced Saved Search | Application Default

Time Management

Overview
** Person Name *From Date | 01/01/2023 O

¥ Team Time Cards

** Person Number *ToDate 03/29/2023 € | January v| 2023 a v

SUN MON TUE WED THU FRI SAT

o 2 3 4 5 & 7
Process Request ID 2

1) Planned Schedule
Device ID 5 18 17 18 19 20 2

** Group Name ** suaws | Complete

E‘_ﬁ Time Entries

** Exception

Ichh Reset | Save..

20 30 3 1 2 3 4
i |
Actions v Viewy X ¥ [F 5 Detach | Generate
Start Time End Time Quantity Uniit of
Person Name Date Exception Measure Co
Actual Scheduled Actual Scheduled Actual Scheduled

Na data to disolav.
1 3

Columns Hidden 1

STEP 20

Enter any desired search parameters, and then click on the “Search” button.

~ Yamhill County DEVZ environment

Yambhill County, Oregon 0w B &

‘. the o/

Time Entries @ [ #pply changes | [ cancel |

I«
ear Advanced | Saved Search | Application Default

* Required

(= Time Management
= Overview ** At least one is required
e ** Person Name *From Date | 01/01/2023 e
%" Team Time Cards
** Person Number *ToDate | 03/29/2023 fe
Ti.ne Entries ** Group Name | YC_FOPPO * Status
Process RequestID ** Exception
9 planned schedule
Device ID
@Resﬂ Save...
Actions w Vieww M 57 [¥ = Detach | Generate
Start Time End Time ‘Quantity "
Unit of
Person Name  Date Exception Moastie Co
Actual Scheduled Actual Scheduled Actual Scheduled

No data ta disnlav
X .

Columns Hidden 1
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Job Aid: TA25 Mass Time Entry

STEP 21

The list of employees with their recorded time and date will be displayed.

Device ID

Actions w View w
Person Name Date

03/29/2023
03/29/2023
03/29/2023
03/29/2023
. 03/29/2023
03/29/2023
03/29/2023
¥ 03/29/2023
03/29/2023
03/29/2023
A 03/28/2023
03/28/2023
03/28/2023

03/28/2023

03/28/2023
I+

STEP 22

= Detach

Exception

Generate

Start Time

Actual Scheduled

Actual

Search | Reset  Save..

End Time ‘Quantity Unit of
Measure <9
Scheduled Actual Scheduled
2 Hours
2 Hours
2 Hours
2 Hours
2 Hours
2 Hours
2 Hours
2 Hours
2 Hours
2 Hours
2 Hours
2 Hours
2 Hours
2 Hours
2 Hours -

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

% Yamhill County, Oregon

** Person Name

am Time Cards

*From Date

** Person Number *To Date
& "
me Entries Group Name | YC_FOPPO Status
Process RequestID * Exception
anned Schedule
Device ID:
Acicns w Vieww X 7[5 L7 Detach | Generate
Start Time
Person Name Date Exception
Actual Scheduled

03/29/2023

03/29/2023

YAMHILL
COUNTY
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01/01/2023

03/29/2023

Actual

e P @ @

( Applychanggs' I

Advanced Saved Search | Application Default

o
s
‘e
End Time Quantity
Scheduled Actual Scheduled
2

2

* Required
ired

El

Search || Reset | Save..

Unit of
Measure

Hours

Hours

- o
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Job Aid: TA25 Mass Time Entry

STEP 23

End of the procedure.

. Yambhill County DEV2 envircnment

= Yamhill County, Oregon

Good afternoon, ... ..

QUICK ACTIONS

Time and
Absences

i

a2 S G anc Personal Learning
Family and Emer s g
ETE SRS s0e et c Information
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