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LEAVE MANAGEMENT

The PeopleSoft Leave Management Manager Self-Service functionality allows managers to view current leave
balances for their direct reports.

Viewing Absence Balances

Navigation: Manager Self -Service>Time Reporting>View Time>Absence Balances

1. Once you have accessed the page, a list of your direct reports will appear.
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View Absence Balances

Select Employees to Process

Qnthis page, vou'll select the emplovee(s) vou'll be warking with. You can work anly with emplovees
who reported to yvou as of the date vou entered on the first page.

The fbk ‘Org Chart' icon that optionally appears in the list of employees below indicates that other
employees report to this employee. You may drill-down into the organization to select employees whao
indirectly report to vou by selecting on these 'Crg Chart' icons. You may also navigate back up the

arganization after drilling-down by selecting on the E‘ Crill-Up icon abaove the list of employees.

Afte 7o ed the emplovee(s) vou'd like to waork with, selectthe Continue buttan to cantinue to
the next step of the process.

Return to Previous Page

Select Employees

Reports To: Jack Boyd [4] As Of: 06102013

Continue |

Select Employee

Customize | Find | = First K 12 of 2 o Last

Empl Pay o
Hame Empl 1D Record Status HR Status |Position

) Jill Johngon 00922452 0 Active Active 00190066

) Warla Moore 00285454 0 Active Active 00195778 177

Cantinue |

Return to View Time

2. Select the employee and click continue for the employee you wish to view.

3. The following page will appear:



LEAVE MANAGEMENT

ORACLE’ T
Meru &

= View Time -~ -

— Monthly Time =| View Absence Balances
Calendar Jill Johnson

— Weekly Time
Calendar View current absence entittement balances. Current balances do not reflect absence

— Daily Time Calendar requests that have not been processed by payroll. For more details please contact

— Time and Labar your absence administrator.
Launch Fad

— Payable Time Absence Entitlement Balances Customize | (7]
Summary i Current Balances

— Payable Time Detail
— Eorecasted Time Entitlement Name Balance as of 02/28/2013 Accrual Period

Summary
— Forecasted Time Annual Leave Earned 170.75 Hours Year to Date

Detail
— Compensatory Time Sick Leave Earned 44.00 Hours Year to Date
— Accurmnulatars
— Overtime Balances GoTo
— Qvertime Requests

Forecast Balance

_ View Overtime Return to Direct Reports
Eequests

— Absence Request
Histary

ence Balances
View Absence
Reqguest Detai
— Manager Search

4. The page will list all the current leave balances for the employee. The leave balances displayed are as of
the 15" or the last day of each month.

View Employee Absence Request History

Navigation: Manager Self -Service>Time Reporting>View Time>Absence Request History

1. Once you have accessed the page, a list of your direct reports will appear.
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ORACLE g
ew &

= View Time A .

— Momthly Time —| Absence Request History
Calendar Select Employees to Process

— Weekly Time
Calendar

— Daily Time Calendar n

~ Time and Labor
Launch Pad Onthis page, you'll select the employee(s) you'll be waorking with. You can work only with employees

— Payable Time who reported to you as of the date you entered on the first page.

Summary
— Payable Time Detail

— Farecasted Time The &bk ‘Org Chart icon that optionally appears in the list of employees below indicates that other
W _em_ployees reportto this emplo_\;ee. You may cIriII—cIown_into the arganization to ;eled employees who

_ —tF-:nrecasted Time indirectly reportto vou by selecting on these 'Org Chart icons. You may also navigate back up the
Detail organization after drilling-down by selecting on the (= Drill-Up" icon above the list of employees.

— Compensatory Time

— Accumulators After you've selected the emploves(s) youd like to work with, selectthe Continue button to continue to

— Overtime Balances the next step of the process.

— Overime Requests
— Wiew Overtime

Return to Previous Page

Reguests
— Absence Request Select Employees

History ) & )
— Absence Balances Reports To: Jack Boyd As Of: 06M0/2013
— View Absence Continue |
Reqguest Detail
- Manager Search Select Employee customize | Find | B First B 12 0r2 I Last
Options Empl Pay o
: Job and Personal IR Frrl Record  |Status IS I (=
Information ) ) .
- Compensation and Stock 3 Jill Johnson 00922452 0 Active Active 00190066

= Learning and
Cevelopment
» Performance
Management

- Review Transaclions e — |
gency Security

Varkforce Administration

) Marla Moare 00285454 0 Active Active 00195778 (77

2. Select the employee and click continue for the employee you wish to view. The following page will
appear:
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ORACLE’
Menu &

= View Time ~

— Monthly Time 0
Calendar

— Weekly Time
Calendar

— Daily Time Calendar

— Time and Labor
Launch Fad

— Payable Time
Summary

— Payable Time Detail

— Forecasted Time
Summary

— Forecasted Time
Detail

— Compensatory Time

ﬁ

Absence Request History

Jill Johnson

Specify the date range of interest. To retrieve a complete history, leave From and
Through dates blank and click Refresh.

D3mziz013 5

Absence Reguest History

Through: (0910812013 5] Refresh |

41
Customize | Find | View All | | H8

From:

First B 1 o4 I Last

Absence Name Duration Requested By Edit

Status To

?’;Eéﬁw Submitted  0G/0G/2013 DBIOGI2013 BHours  Employes i

— Accumulators
— Overime Balances
— Overtime Reguests
— View Overtime
Requests
— Absence Request
History
— Absence Balances
— View Absence
Reguest Detai
— Manager Search
Options
[ Job and Personal
Information
[> Compensation and Stack
[> Learning and
Development
[> Performance

Mananamant

Return to Direct Reparts

3. The page will default with a predefined date range.

4. If you would like to view the employee’s Absence Request History for a specific date range, click in the

“From” and “To” fields and enter the appropriate dates.

5. Click the Refresh button.

6. All absence requests for the date range entered will be displayed.

Enter Absence Request on behalf of an Employee

The PeopleSoft Leave Management Manager Self-Service functionality allows a manager to enter an absence

request on behalf of their direct reports.

Navigation: Manager Self -Service>Time Reporting>Report Time>Absence Request
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1. Once you have accessed the page, a list of your direct reports will appear.

ORACLE

ey

[+ Approve Time and e
Exceptions
= Report Time
— Report Time
— Timesheet
— Mass Time
— Absence Request
[+ View Time
— Manager Search
Options
[ Job and Personal
Infarmaticn
[ Compensation and Stock
[> Learning and
Development
[ Performance
Management
— Review Transactions
Agency Security
Waorlforce Administration
Benefits
Compensation
Time and Labor
Payroll for Marth America
Global Payroll & Absence
Mgmt
Waorkforce Development
Crganizational
Development
Enterprise Learning
Workforce Monitoring
Set Up HEMS
Enterprise Components
Worklist
Reporting Tools
FPeopleTools

Change My Password

"~

Request Absence
SelectEmplayees to Process

* Instructions

Cnthis page, you'll selectthe employee(s; vou'll be working with. You can work only with employees
who reported to you as of the date you entered on the first page.

The &k “Org Chart icon that optionally appears in the list of emplovees below indicates that other
employees reportto this employee. You may drill-down intc the organization to select employees who
indirectly reportto you by selecting on these 'Crg Chart' icons. You may also navigate back up the

argani Ilng down by selecting on the Drill-Up"icon above the list of employees.

After you've selected the employee(s) vou'd like to work with, selectthe Continue button to continue to
the next step of the process.

Eeturn to Previous Page

Select Employees

Reports To:

Continue |

Jack Boyd E

As OF. 0612013

Select Employee Customize | Find | Y First i 1-2 of 2 m Last
Empl Pay o
Hame Empl ID Record Status HR Status |Position
() Jill Johnson 00822452 0 Active Active 00190066
() Marla Moore 00285454 0 Active Active 00195778 177

Continue |

Return to Report Time

2. Select the employee you are entering the absence request for and click continue. The following page

should appear.
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IXKALLT

R —

[ Approve Time and
Exceptions
= Report Time
— Report Time
— Timesheet
— [Mass Time

— Absence Reguest
[ View Time
— Manager Search
Options
[ Job and Personal
Information
[ Compensation and Stock
[- Learning and
Development
[> Performance
Management
— Review Transactions
Agency Security
Worlkforce Administration
Benefits
Compensation
Time and Labor
Fayrall for Morth America

Glohal Payroll & Absence

Request Absence
Jill Johnson

Enter Start Date and Absence Mame. Then complete the rest of the required fields
hefore submitting or save for later your request.

Absence Detail

*From: 061102013 [
Absence Code: [ |

*Absence Name : | Select Absence Name v|

*

Requestor Comments : ‘

GoTo

View Absence Reques

View Absence Balances

Return to Direct Reports

* Required Fisld

3. Click in the From field and enter the start date of the employee’s absence request

4. Click in the Absence Code field and click the drop-down arrow.

5. Select Sick Leave from the drop-down list

Worklist

6. Click in the Absence Name field and hit the drop-down arrow and elect Sick Leave Taken from
the drop-down list

7. Click in the Reason field and select Sick Leave from the drop down list

8. In the To field enter the end date of the employee’s absence request

9. In the Partial/Full Day field used the default value of “Full Day”. The page should look similar

to this.
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10.

ORACLE

b Apprave Time and =
Exceptions
~ Report Time
— Report Time
— Timesheet
— Mass Time

— Absence Request
[> View Time
— Manager Search
Options
[» Job and Persaonal
Infarmation
[» Compensation and Stock
[ Learning and
Cevelopment
[ Performance
IManagement
— Review Transactions
- Agency Security
 Worlkforce Administration
 Benefits
+Compensation
+ Time and Labkor
+ Payroll for Morth America
- Global Payroll & Absence
Mgmt
» Workforce Development
» Jrganizational
Development
+ Enterprise Learning
- Worldforce Maonitoring
- Set Up HRMS
- Enterprise Compaonents
+ Waorklist
: Reporting Teols
: PeopleTools
- Change My Passwaord
- My Personalizations
- My System Profile =
- My Dictionary 4

‘ﬂ

Request Absence

Jill Johnson

Enter Start Date and Absence Mame. Then complete the rest of the required fields
kefore submitting or save for later your request.

Absence Detail

The “Calculate End Date
or Duration” button

08M7/2013 [3)

i 051912012 4 calculates the total
Absence Code: |Annua| Leave number of leave hours

based on the employee’s

*Absence Name : |Annua| Leave Taken

current work schedule,

*Reason: |Annua| Leave

including alternative work

| Full Day

—

Calculate End Date or Duration |

Employee and Manager

Partial/Full Day:

Duration :

Allow Request By :

Request As :

Requestor Comments : |

GoTo  vyiew Absence Re quest History  View Absence Balances

Submit | Save for Later |

Return to Direct Repors

Next, click the “Calculate End Date or Duration” button.

Note: The calculation results are based the employee’s current work schedule including
alternative work schedules i.e., 9 or 10 hour days. Also, the amount of hours calculated
cannot exceed the hours displayed in the “Current Balance” field.
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11. The “Duration” field will populated automatically.

ORACLE’

[» Approve Time and
Exceptions
=~ Report Time
— Report Time
— Timesheet
— Mass Time
— Absence Request
[ View Time
— Manager Search
Options
[> Job and Personal
Infarmation
[ Compensation and Stock
[ Learning and
Development
[ Performance
Management
— Review Transactions
Agency Security
Worlkforce Administration
Benefits
Compensation
Time and Lahor
Fayroll for Morth America
Global Payrell & Absence
IMgmt
Warkforce Development
Organizational
Cevelopment
Enterprise Learning
Warkforce Monitoring
Set Up HRMS
Enterprise Compeonents
Worklist
Reporting Tools
PeopleTools
Change My Password
Ly Personalizations

Iy System Profile
M Dictinnary

<

ﬂ

Request Absence

Jill Johnson

Enter Start Date and Absence Mame. Then complete the rest of the required fields
before submitting or save for later your request.

Absence Detail

*From: 06M7/2013 [
To: 06/19/2013 [&
Absence Code: | Annual Leave v | The amount of hours

populated for a full in the

| Annual Leave Taken
“Duration” field will be based

*Absence Name :

*Reason: |Annua| Leave

on the employee’s work

[ Full Day

24.00

| Calculate End Date or Durationl

Calculate

Employee and Manager

Partial/Full Day: schedule, including alternative

Duration : Hou

Allow Request By :

Request As : Employee

Requestor Comments : ‘

GoTo  vyigw Ahsence RequestHistary  View Absence Balances

Submit I Save for Later

Return to Direct Repaorts
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12. Click in the Requestor Comments field and enter comments, if needed. This field is
optional.

ORACLE’ ﬂ

[> Approve Time and = Request Absence
Exceptions )
= Report Time Jill Johnson
— Report Time
— Timesheet Enter Start Date and Absence MName. Then complete the rest ofthe required fields
— Mass Time before submitting or save for later your request.

— Absence Request
— Absence Request -
I View Time Jp"J!'sehce Detail

— Manager Search .
Options From: 08M7/2013 [
[ Job and Personal
Information To 06M19/2013 [
E Esg?r?iigsaarrlgn T ERE Absence Code: |Annua| Leave “ |
Development *Absence Name : |Annua| | eave Taken v| Current Balance: 17075 Hours**
[ Performance
IManagement *Reason : |Annua| Leave v |
— Review Transactions
- Agency Security PartiallFull Day: |Full Day |

- Waorkforce Administration
- Benefits Duration : 24.00 Hours
- Compensation

- Time and Labor

- Payroll for Morth America
- Global Payroll & Absence

- Workforce Development

Calculate End Date or Duration |

- Organizational Allow Request By : Employee and Manager
Development
- Enterprise Learning Request As:

- Workforce Maonitoring
- Enterprise Components

S Warklist Requestor Comments:  |Vacation Day ’@

- Reporting Tools

- PeopleTools

- Change My Password GoTo  yiew Absence Request History  View Absence Balances

- My Personalizations :

My Systern Profile Submit | Save for Later

- My Dictionary

Return to Direct Reports

<

13. Click the Submit button at the bottom of the page. The following page will appear. Click
OK.

12
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ORACLE’ —

[ Approve Time and

Exceptions Request Absence
Report Ti -
v_epif!.m'?iim Approve Confirmation
— Timesheet
mss Jime ‘/ The Absence Request was successfully approved.

— Absence Request
[> View Time
— Manager Search
Options
[+ Jok and Perscnal
Information
[ Compensation and Stock
[ Learning and
Development
[» Performance
Management
— Review Transactions
Agency Security
Worlforce Administration
Benefits
Compensation
Time and Labor
Payroll for Morth America
Glokal Payroll & Absence
IMgmt
Workforce Development
Crganizational
Developrment
Enterprise Learning

14. The Request Details page will be displayed.

13
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WX ALLT

[ Approve Time and —
Exceptions
=~ Report Time
— Report Time
— Timesheet
55 Time
— Absence Request
[> View Time
— WManager Search
Options
[> Job and Personal
Infarmation
[» Compensation and Stock
[» Learning and
Cevelopment
[* Performance
Management
— Review Transactions
- Agency Security
- Worlforce Administration
- Benefits
- Compensation
- Time and Labor
- Payroll for Morth America
- Global Payroll & Aksence
Mgmt
“Workforce Development
- Organizational
Cevelopment
- Enterprise Learning
- Workforce Monitoring
- SetlUp HRMS
- Enterprise Components
~Waorklist
- Reporting Tools
-PeopleTools
- Change Wy Password
- My Personalizations

- My System Profile L

Request Details

Jill Johnson

Human Resources Spec (AOC)
View Request Status and Approval Details

Start Date : 06/17/2013

To: 08192012

Absence Name : Annual Leave Taken Current Balance: 170.75 Hours™

Reason : Annual Leave
Partial/Full Day: Full Day

Duration : 24.00 Hours

Status : Approved

Allow Request By : Employee and Manager

Request As : Employee

Customize |

Request History First

Comments

Submitted Jdill Johnson 06M0f2013 Vacation Day
Approved Jack Boyd 06M0/2013
Approved Jack Boyd 06M0/2013

*Dizclaimer The current balance doss not reflect absences that have not been processed.

Approve or Deny Absence Requests

Navigation: Manager Self -Service>Time Reporting>Approve Time & Exceptions>Absence Requests

Once you have accessed the page all “Pending” leave requests submitted by your direct reports will be displayed.
Pending absence requests are absence requests that have been submitted by your direct reports that are awaiting

your review for approval.

1. The following page will appear:

14
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ORACLE

= Approve Time and
Exceptions
— Reported Time
— Pavable Time
— Exceptions
— Qvertime Requests
— quests
— Approve Qvertime
— Approve Absence
Requests
&> Report Time
[ View Time
— Manager Search
Options
[» Job and Persenal
Information
[» Compensation and Stock
[ Learning and
Cevelopment
[» Performance
IManagement
— Review Transactions
= Agency Security
+ Workforce Administration
+ Benefits
> Compensation
+ Time and Labor
> Payroll for North America
+ Glabal Payroll & Absence
IMgmt

e

Worklist | Add to Favorites

Absence Requests

Jack Boyd

HR Manager & EEQC Officer

Selectthe requestor's name link to approve or deny the request You can view the
monthly calendar for your direct reports by selecting the View Monthly Calendar link.
To view all requests or previously approvedidenied requests, use the Show Requests

by Status and select the Refresh button.
*Show Requests by Status : Refresh |

Absence Requests

Hame

Employee ID | Job Title (Absence Hame From To Status Submitted

Human Resources Spec  AnnualLeave  peneonqs pgios/2013 Submited 05AQ/2013

Jill Johnson oog22452 (s s
JillJoh Dogze4sp  HumanResources Spec  AnnUaILeaVe  rncnnin g7i052013 Submited 06012013
1 oannson (AOC) Taken LIDmitie

2. Click on the appropriate employee name link and the following page will appear.

15
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ORACLE’

= Apprave Time and
Exceptions
— Reported Time
— Pavable Time
— Exceptions
— Qvertime Reguests
pprove Overtime
— Approve Absence
Reqguests
[ Report Time
[ View Time
— Manager Search
Options
[> Job and Personal
Infarmation
- Compensation and Stock
[ Learning and
Cevelopment
[ Perfformance
[Management
— Review Transactions
Agency Security
Warkforce Administration
Benefits
Compensation
Time and Labor
Fayroll for Marth America
Global Payroll & Absence
Mgmt
Warkforce Development
Qrganizational
Development
Enterprise Learning
Warkforce Monitering
Set Up HRMS
Enterprise Components
Worklist
Reporting Tools
FeopleTools
Chanage hly Password

My Parsnnalivatinne

| >

ﬂ

Approve Absence Request

Request Details

Jill Johnson

Human Resources Spec (A0C)
Review the details for this request and either approve, deny or submit for rework. You
may also enter optional comments akout each approval choice.

Absence Detail

From: 07/05/2013

To: 07/05/2013

Absence Name : Annual Leave Taken Current Balance: 170.75 Hours**
Reason: Annual Leave

Partial Full Day: Full Day

Duration : 8.00 Haurs

Status : Submitted

Requestor Comments :

Approver Comments : ‘ %

GoTo  yiew Absence RequestHistory  View Absence Balances

Deny | Approve | Push Back |

RPetirn tn Aheanre RBannacte

3. Review the absence request. You may also enter comments in the Approver Comments field.

4. Click the Approve or Deny button and one of following page will appear.

Approval Confirmation Page

16
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ORACLE S
Menu &

= Approve Time and A
Exceptions Request Details
— Beported Time
— Bavable Time Approval Confirmation
— Exceptlions
— Qverime Reguests .
“ Are you sure you want to Approve this Absence Request?
— Approve Overime
— Approve Absence
Reguests
[ Report Time
[+ View Time
— Manager Search
Options
[» Job and Personal
Information
[» Compensation and Stock
[> Learning and
Development
[» Performance
Management
— Review Transactions
+ Agency Security
» Warkforce Administration
: Benefits
+ Compensation
: Time and Labor

Denial Confirmation Page

17
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ORACLE S
Menu &

= Approve Time and ~
Exceptions Request Details
— Beported Time
— Bavable Time Denial Confirmation
— Exceptlions
— Qverdime Reguests .
“ Are you sure you want to Deny this Absence Request?
— Approve Qverime
— Approve Absence
Reguests
[ Report Time
[ View Time
— Manager Search
Options
[+ Job and Personal
Information
[» Compensation and Stock
[ Learning and
Development
[ Performance
Management
— Review Transactions
+ Agency Security
» Warkforce Administration
+ Benefits
+ Compensation
: Time and Labaor
» Payroll for Morth America
» Glohal Payroll & Absence
Mgmt
+ Workforce Development
» Qrganizational

5. Click the Yes button, Then Click Ok. The Absence Request page will appear showing the request no
longer visable.

ORrRACLE | |

Wiorklist Add to Favorites

< Approve Time and A
Exceptions = Absence Requests
— Reported Time
— Pavable Time Jack Boyd
— Exceptions HR Manager & EEQC Officer
— Overtime Requests Selectthe regquestors name link to approve or deny the request. You can view the
— Absence Requests manthly calendar for your direct reponts by selecting the View Monthly Calendar link.

Approve Overtime To view all requests or previously approvedidenied requests, use the Show Requests
— Approve Absence by Status and select the Refresh bution
Requests
I Report Time *Show Requests by Status : Refresh |

[> View Time

— Manager Search S E B eSS
Options Name Employee ID  |Job Title Absence Name |From To Status Submitted

[» Job and Personal
Information ’ Human Resources Spec Annual Leave .
b Compensation and Stock Jill Jehnson 00922452 (A0T) Taken 06/06/2013 06/06/2013 Submitted 08/10/2013
[> Learning and
Development
I Performance
Management
— Review Transactions
- Agency Security
- Workforce Administration
Benefits
Compensation

6. The employee will receive an email informing them of the status of the absence request.

18
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Rework (Push Back) Functionality

The PeopleSoft Leave Management Manager Self-Service functionality allows managers to “push back” an absence
request to an employee for modification, prior to approval. The Push Back button on the Request Details page

provides this functionality.

1. Follow the previous steps for Approving or Denying an absence, when an absence request needs to be
modified prior to approval click the “Push Back” button. This will “push back” the absence request to the
employee for modification.

2.  You may want to enter comments in the “Approver Comments” field, to indicate to the employee why
the request is being pushed back. This field is optional.

ORACLE' ﬂ

= Approve Time and A
Exceptions Approve Absence Request
— Reported Time
— Payable Time B}
— Exceptions Request Details
— Quertime Requests

— Absence Requests Jill Johnson

;jg: ?hgg::?:s Human Resources Spec (A0C)
— A Uve Al . . . . .
Renuests Review the details for this request and either approve, deny or submit for rewark. You
Seduesis may also enter optional comments about each approval choice.
[ Report Time
[ View Time
= u1anager Search Absence Detail
Options X
[> Job and Personal Click the “Push Back”
i F : .
N Igformatlont_ 4 Stock rom 05/06/2013 button in order to push
ompensation and Stocl )
[> Learning and To: 06/06/2013 back an absence
LEERRTET] Absence Name : Annual Leave Taken request to an rs*
[» Performance .
employee, if the
lManagement Reason : Annual Leave
- Review Transactions request needs to be
Agency Security Partial/Full Day: Full Day modified prior to your
Workforce Administration )
Benefits Duration : 5.00 Hours approval.

Compensaticn

Time and Labor

Fayroll for Morth America
Global Payrell & Absence
Mgmt

Worlkforce Development
Organizational
Cevelopment

Enterprise Learning
Worlkdforce Monitering

Set Up HRMS ,

Enterprise Components GIIET BT ‘ // %
Worklist 7/ /

Feporing Tools =
FeopleTools

Change My Password
kv Parennalizatinne = GoTo  view Absence Request History  Yiew Absence Balan

Submitted

Status :

Requestor Comments :

4

Deny | Approve Push Back Rahirn tn Aheanra Rannacte

19
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4.. The “Push Back” functionality sends an email to the employee to notify him or her that there is an
absence request that has been submitted but needs to be reworked. Once the employee makes the
necessary changes, the employee can resubmit the absence request for approval.

Notes: The Push Back functionality only works for absence request that have not been approved yet. Once an

absence request has been approval, only the agency’s Leave Administrator can make any changes to the absence
request. The Leave Administrator will need to be notified that there is an absence request that has already been
approved that requires a change.

Assigning a New Work Schedule

Each employee has been assigned a work schedule based on the data provided during the implementation phase
of the Leave Management module. If an employee’s work schedule needs to be changed, the employee’s manager
will have the ability to make the necessary changes through Manager Self-Service.

Navigation: Manager Self Service>Time Management>Manage Schedules>Assign Work Schedule

The following page will appear

ORACLE —

= Manage Schedules A

— Assign Work 1
Schedule Assign Work Schedule

— Manage Schedules
— Manage Schedule
Options Enter any infermation you have and click Search. Leave fields blank for a list of all values.

[ Approve Time and
Exceptions

[ Report Time

[ View Time ) )

— Manager Search Maximum number of rows to return (up to 200 [300

Options Empl ID: beains with |

[ Job and Personal
Information Empl Record: Q |
[ Compensatiocn and Stock HName: hegins with |

[» Learning and - -
Development Last Hame: keging with » |

[ Performance Business Unit: begins with |
Management

- Review Transactions Department: begins with [ |

Agency Security

Find an Existing Value

L _ Organizational Relationship:| = v| | w
Warkforce Administration
Benefits Include History []Correct History [ Case Sensitive
Compensation
Time and Labor
Search | Clear |Elasic Search Save Search Criteria

Payroll for Morth America
Global Payroll & Absence
IMgmt

Waorkforce Development
Organizational
Develooment

20
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1. Enter the Emplid of the employee whose schedule you need to change, then hit Enter. The Assign Work

Schedule page will be display.

ORACLE’

= Manage Schedules
— A Work
chedule
— Manaage Schedules
— Manaae Schedule
Options
[» Approve Time and
Exceptions
[» Report Time
b View Time
— Manager Search
Options
i Job and Personal
Information
[» Compensation and Stock
[ Learning and
Development
I» Performance
Management
— Review Transactions
Agency Security
Workforce Administration
Benefits
Compensation
Time and Labar
Payroll for North America
Global Payroll & Absence
lgmt
Workforce Development
Organizational
Development
Enterprise Learning
\Workforce Monitoring
SetUp HRME
Enterorise Comoonents

Home | Workist | Add to Favorites

New Window | Help | Custornize Fage | B

Assign Work Schedule

To enter a new
Jill Johnson Employee ID: 00922452
""" work schedule for
Johb Title: Human Resources Spec (A0C) Empl Record: 1]

an employee, Click

€@ [ Expand toview Instructions the “gqr to insert

Assign Schedules
[ Primary Schedule [[AiSmale Senedule

Customize | Find | A ) First Tl 1 o 1 B Last a new row.

Schedule Group Schedule 1D Description Show Schedule

v‘ 506G 8§ REG HOURS 8 REGHOURS Show Schedule

*Effective Date *Assignment Method

|\05r151201c|§]

¥ View history of Schedule Assignments, including default changes

‘Use Default Schedule

& save | LA Returnto Search | s Refresh JElupdateDisplay | & Include History | B Correct History

2. Click the + to insert a new row next to the link title “Show Schedule”.

3. The new row will default with the current date. Click in the Effective Date field and enter the
effective date of the new schedule.
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ORACLE’

= Manage Schedules

nage Schedules
— Manage Schedule
Options
[> Approve Time and
Exceptions
[ Report Time
[ View Time
— Manager Search
Options
[> Job and Personal
Infermaticn
[ Compensation and Stock
[> Learning and
Development
I» Perfermance
Management
— Review Transactions
Agency Security
Workforce Administration
Benefits
Compensation
Time and Labor
Payroll for Narth America
Slobal Payroll & Absence
Igmt
Worlkforce Development
Organizational

Add to Favorites

Mew Window | Help | Customize Page |

Assign Work Schedule
Jill Johnson Employee ID- 00922452
Job Title: Human Resources Spec (ADC) Empl Record: i)

©@ b Expandtoview Instructions

Assign Schedules Customize | Find | (i st B 2 or2 D Last
[ Primary Schedule T Alternate Schedule

*Effective Date *Assignment Method Schedule Group |Schedule ID Description Show Schedule

(0610120123 | Select Predefined Schedule v | 505 a €, 10.00 Work Hour Day Show Scheduls [=
[08r16/2010[H | Use Default Schedule v| sos 8 REG HOURS 8 REG HOURS Show Schedule =1

» View history of Schedule Assignments, including default changes

B Saval LU Return to Search | iy Refresh J UpdatesDizplay | & Include Histor | [E# Correct Histery

Click the drop-down arrow for the Assignment Method field and select “Select Predefined Schedule”

Use the default value of “SOG” in the field labeled Schedule Group

Next, click the magnifying glass next to the field labeled Schedule ID and select the new schedule for the

employee.
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Home | Workist | AddtoFavorites |

MNew Window | Help | Customize Page |

< Manage Schedules ~

Assign Work Schedule
— Manage Schedules

— Manage Schedule Jill Johnson Employee ID: 00922452
Options
I Approve Time and Joh Title: Human Resources Spec (A0C) Empl Record: 0
Exceptions
[ Report Ti
[ Vlzsvuﬂml;ne o [» Expand to view Instructions
— Manager Search - =
Options 'Asslgn Schedules customize | Find | View Al ED | B First Bl 4.2 062 I Last
[ Job and Persanal Primary Schedule T Alternate Schedule
Information . _ .
ISR [l <ccove e assionment ehod [schedule Group[schedule D escripion _[show sehedute
v 'Bzwgfma:ndl 0611020125 [ Sslect Predsfined Scheduls [v| 306G @ J1oHR DAY @, 10.00 Work Hour Day Show Schedule =
b ;Z:‘;’g"z?:::t [082:201CH | Use Default Schedule ~| sos 8 REG HOURS 8 REG HOURS Show Schedule =

— Review Transactions

- Agency Security
Warkforce Administration } View history of Schedule Assignments, including default changes

- Benefits

- Compensation
Time and Labaor

- Payroll for Marth America
Global Payroll & Absence
IMgmt B Save | S\Returnto Search | s Refresh ZUpdateDisplay | J&| Includs History | [B# Correct History

- Workforce Development

- Organizational
Development
Enterprise Learning

- Worlforce Menitoring

- 8etUp HRMS

- Enterprise Components

7. Verify the new schedule displayed is correct.

8. Click the Save button to save the data.

Note: Managers are responsible for assigning a Leave Management work schedule for any new
employees joining their department once Leave Management module has been implemented.
To assign the default 8 hour regular Monday — Friday schedule to new employee, the Assign
Work Schedule page should look like the following:
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