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Guide Usage and Disclosures

Guide Information

This guide is designed based on the Oracle Cloud HCM delivered setups; some
fields may differ from your instance configurations. For example, some fields may
be required in this guide that are not required in your instance. Additionally, some
of the training topics discussed in this guide may not apply to your organization,
but we know you’ll find it helpful. If you would like a custom guide for your
organization, please contact Megan Ketter at mketter@camptratech.com.

How To Use This Guide
This guide is intended to assist Admin users with their day-to-day tasks in Oracle
Cloud. A few notes before you begin:

1. Any fields with an asterisk are required fields.

2. Based on your configurations, approval workflows may in place for the
training topics below; those tasks would need to be approved before the
additions or updates are visible in your instance.

3. You may have specific flexfields in your instance that require inputs; this
guide is a generic tool and will not include those specific flexfields. You
will see those fields as a context segment or not visible at all in our
Oracle instance.
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Overall Process Flow

Before we begin with the training content, It’s important to understand the overall
process flow of information in Oracle Cloud for the Time & Labor module.
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Glossary of Terms

Here we've included common terms associated to the Time & Labor module. Please
review the terms below to familiarize yourself with the Oracle Cloud terms used
throughout this guide.

Time Entries

< Aunit of time entered into a timecard by a worker to report time worked.
Timecard

< A mechanism used to accurately capture employee and contingent workers' time.
Elements

¢ Elements are essential compensation and benefit components that represent
earning types, benefits such as pension plans, absences, expense reimbursements,
and even tangible items given to a person, such as a computer.

Transfer Time
< The action of moving hours or earnings from the Time & Labor module over to
Payroll for processing.
Approve Time
¢ Approval of hours or earnings submitted by and employee. Typically, this is the

employee's direct supervisor or line manager.

Time Management
¢ The process of verifying time entered is accurate before sending to payroll from
processing.

Webclock
¢ The ability for an employee to clock in and out of the system to track stop and start
time within the Oracle application.

Planned Scheduled
< The ability for Time Administrators and Manager to manage employee schedules.
Custom Time Attribute

< Attributes are used to store additional, company-specific information, for example,
Standard 10-minute break, lunch break.

Value Set
¢ Set of a group of valid values that are stored for attributes.

Time Entry Layout Components




< We can specify how a time attribute appears on the timecard, calendar, or web
clock pages and transfers to the time consumer with these layout components.

Time Layout Sets

< Alayout set consists of different layouts for entering, reviewing, and summarizing
time data. These layouts include: Responsive Ul, Manager, Shift, Cost Override,
and Webclock.

Worker Time Entry Profile

<  We can specify the actions that individuals and managers can do by timecard
status. You can also set the number of days employees can edit the cards in the
past and future.

HCM Groups
< Collection of people that share common characteristics.
Repeating Time Period

< We create a continuously repeating timecard period such as timecard, approval,
accrual processing, Overtime, and balances.

Time Category

< Time categories classify time entries. For example, you create the Regular Pay
category that finds time entries with the Regular payroll time type. We can have
different categories to find all payroll time type attributes/ those attributes which
are eligible for overtime calculation.

Time Consumer Set
<  We identify the consumers that consume time data for specific groups of people.
Fast Formulas

< We can use fast formulas to validate or calculate data for payroll and other Oracle
Fusion applications.

Time Rule Template

< We can configure rule templates that reuse associated formulas to support the
general time validation and processing policies.

Time Rules

< Woe use rules to set specific values for parameters and outputs defined in the
selected template.

Time Rule Set

< Arulesetis a collection of rules.




Worker Time Processing Profile
< Acollection of time rules, timecard periods, overtime periods, and time consumers.
Time Attestation

<¢ This is enabled when we take any confirmation from the employee. For example,
when employees submit their timecards less than their scheduled hours this will
pop and ask them for reason. Or if employees have any questions after submitting
timecards manager reviews them and answer them.

Time Balance Dimensions
< Provides the time worked by a group of people for an assignment or person group.
Work Day Definitions

¢ These are used to identify earned days using the spanning day’s rule and associated
group threshold.

Time Allocations

< This allocates worker hours to a specific cost segment.

Daily Time And Labor Management

Time Management Overview

Navigation: Home>My Client Groups>Time Management>Review Tabs>Expand
Tasks




From the home screen, click My Client Groups
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Next, click Time Management
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In Time Management, the Time Administrator can access the Time Management
Overview tab and review the timecard and badge swipe information.
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Time Management

IV, &

From Date |5/11/22 ] Toate[t0rm22 4| Group Name v E\

Time Management

Overview 4 statuses of Editable Time Cards 4 Resolve Time Exceptions

el
Count

status
ﬁj" Team Time Cards

Excepion Type Count
. Badge exceptions 0

B, Time Entries Time entry exceptions ]

b Time cards i error )

() panned Schedule S )

Time Management
Analysis
) Resolve Time for Transfer

» Resolve All Exceptions by Worker

Next, click Team Time Cards. In this screen, the Time Administrator can review the
time card and their statuses, approve time cards, and create timecards.

=ViSiON

Team Time Cards

le
B Time Management Click Team Time Cards

Advanced Seved Search | Application Defautt
* Recired
~ Overview - i
* person Name From Date | 1071722

{4 Team Time Cards

* parson tumber | *Tovate 101722 &%)
) Time Enres * Groupame v * s 5
Prosess Request 0| Q * Excepion| S

Vﬁ" Planned Schedule

o]
Time Management

Analysis

atonsv Viewv 4/ X P WlDetach | Generate || Suamit| Editanc Approve || Aporove |

Person Name Time Card Period status Resubmission Additional Recorded

Absence Submission
Status Statuses TotalHours

Hours. Hours Date Exception  View Summary Delete
No data to display.

Columns Hidden 3

Next, click Time Entries. In this screen, the Time Administrator can review time
entries for employees
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Time Entries @ Carcel

‘Agvancec ‘ Saved Search | Application Default v

Time Management W gjick Time Entries Fequired
Overview * At least cne is required

Person Name : “From Date | 10/11/22 e
** Person Number : “To Date | 10/11/22 [rY

** Group Name v > status
Process Request 1D v * Exception
Device ID v

Time Management [ search [ Reset | save..|
Analyss .

& Team Time Cards

II

%) planned Schedule

Searcn Results

Actions w Viewv X 7§ olDetach  Generate

Start Time End Time Quantity

PersnName  Date Exception et Comment Delete
Actual Scheduled  Actual Scheduled  Actual Scheduled
No datato display
Columns Hidder 1
Name Value f;;:p""‘" Message Text Allow Exception

Next, click Planned Schedule. In this screen, the Time Administrator can review the
schedules for employees as well as edit the schedules.

Planned Schedule @

Scheduler Profile | Default profile v

Time Management a B 5 4 <|omz ta] > [ Reset | pubiisn |
Overview ——

Name Assignment Weekly Week42 |
& ) Number Duration 1019122 1010122 w2 | tonzee 1013122 1on422 1ons22
& Team Time Cards
Eden, Sue E4307 4500 _—___
. Time Entries Highiower, Hop= Edtas 4500 _—___
Justus, Halle EA760 4500 _—___
@ Planned Schedule Lavele, Carl 4372 4800 _—_ B30ANL530 Ph| B50AUS30 P
Time Management :
Click Planned Schedule [
Analysis
Planned Schedule Summary E o
Resourcing Total 109122 1010/22 101122 10112/22 10113122 1014122 10115122
Total Hours 180.00 000 3.00 36.00 35.00 35.00 36.00 0.00
Resources Scheduled 20 4 4 4 4 4 4 o

Next, click Time Management Analysis. In this screen, the Time Administrator can
review reports related to Time and Absence.




Time Management Analysis

Time Overview

etails

Month
r *-‘
Time Management 2022/09 v
[ T M S b4
me anagement ummary \
( I =
Team Time Cards [
Time Entries Click Time Management Analysis
Jeat OT Hours Absences Missed Timecards

Planned Schedule
Time Management, Total Hanth Total Month Total Moth
Analysis

Employee Name  OT Hours Employee Name  Absences Employee Name  Missed Timecards

Valez, Tom 45 Rasado, Perry 5 Daly, Colton

Rasado, Perry 44 Finch, Skylar 4 Finch, Skylar

Raj, Anoop Daly, Colton Kruse,

Ladet, Jake Valez, Tom Ladet, Jake 1

Kruse, Stacey 28 Kruse, Stacey 2 Raj, Anoop 1

Finch, Skylar 16 Raj, Anoop 2 Rasado, Perry 1

Daly, Colton 15 Ladet, Jake 0 valez, Tom 1

OT Hours Trend Absence Trend Missed Time Card Trend
210 2 2

— " -~ S~ —\ /

Lastly, expand the Tasks. In this area, the Time Administrator can review various
tasks related to Time and Labor

Time Management Analysis Persan
. » Resolve Badge Exceptions
3
Month Team Schedule
r . W
— Time Management 2022008 v [ * View Fublished Schecile
Overview S * Time Transactiors
Time Management Summary B A
@ Team Time Cards Expand Tasks Time Processes

« Scheduled Processes

« Resolve Time for Transfer
5 Time s R

an OT Hours Absences Missed Timecards Schedule Configuration
{3 Pranned schedute « ShitProoertes
+ Scheduler Profles
MmN eranetent Ttal Month Total Morth Tl Merth Time Entry Configuration
Analysis + Layoutsets

« Workes Time Enty Profles
Employee Name  OT Hours, Employes Name  Absences Employee Name  Missed Timecards « Worker Time Processing Frofles

“Time Device Configuration

Valez, Tom 45 Rasado, Perry 5 Daly, Colon 3 e Dece Bvnt appne

» Time D¢ Event M: Sete
Rasado, Perry 44 Finch, Skylar 4 Finch, Skylar e bevie Brentivarpny sets
» Time Device Processing Profies
Rai, Anoop Daly, Colton Kruse, Stacey Rales
+ Rul Tempates
Ladet, Jake Valez, Tom Ladet, Take 1

« Rules
» Rule Sets
Kruse, Stacey 28 Kiuse, Stacey 2 Raj, Anoop 1
» Analyze Rule Processing Detais.
Finch, Skylar 16 Raj, Ancop 2 Rasado, Perry 1 » Tine Alecatiors
Groups.
Daly, Colton 15 Ledet, Jake 0 Valez, Tom 1

« Manually Maintained Excuded Mambers

« Manually Maintained Audt Members

Create Team Timecards
Navigation: Home>My Client Groups>Time Management>Team Time
Cards>Add>Search Person>Enter Info>OK>Enter Timecard Details>Save

From the home screen, click My Client Groups
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Time Management
Overview

(Team Time Cards
B TimeEntres

Vﬁﬂ Planned Schedule

Time Management
Analysis

Team Time Cards

Click Team Time Cards

™ Person Name
** Parsor Number

** Group Name v
Process Request D

Actions v View v

+/XRE B

Person Name Time Card Period

o data to display

Columns Hidden 3

Click Create

* status v
™ Excepiion v

etach | Generae || suomit | Editanc Approre || Approve |

Resubmission  Additional
Siatus Status Statuses

Total Hours

Recorded
Hours

Abserce Submission
Hours Date

Exception

View Summary  Delete

7= Time Management
Overview

.Team Time Cards

% Time Entries

** Group Name v
P——

“From Date | 10/12/22
“To Date | 10/12/22

staws.

** Excsption

II

[ Advancea | saved searcn | Application Defauit

4
** Atleast one is

Planned Schedule S
(s e

Click Create

Time Management
Analysis

Search Re

Aciions v View v

b |
Lt

etach | Generate || Submit || Edit and Approve || Approve |

Absence Submission
Hours

Person Name Time Card Period status

R::uhmlsslon Additional Total Hours.

Recorded
tus Statuses. He

Exception  View Summary  Dele
No data to display.

Columns Hidden 3

Enter Person Name and select the Pay period Start Date and click OK
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Create Time Card

* Person Name

Enter Person Name

MON  TuE
26

2

10

Select Pay Period Start Date

Click OK

Enter the applicable information and click Save and Close

=VISION
Create Time Card: Josiah Frank

Click Save and Close

b Person Information : Josiah Frank

¥ Time Gard Details : 10110122 - 10/16/22

Time Entry  Time Totas

Reported Hours 0.0 Absence Hours 0.00 Scheduled Hou's 45.00
Acions v Vieww Fomzty [ X B # 4 AddRowBelow|v EF Freeze [lDetach < Wiap @
Days
<oro . *Expenditure 5
Project Task e Monday, October 10 Tuesday, October 11 ‘Wednesday, October 12 Thursday, October 13 Friday, October 14 saturcay,
start stop Quantity Start stop Quantty Start stop Quantity Start stop Quantity Start stop Quantty Start stop

I L L I | O O | [ [ ]l -
(21 I N | | O A | | | |
£2J) I N N | N N A A | ) | | |
£AJ) I N N N N N A A | ) | | |

£AJ) I | S | N O O | | |

LI
RN
RN

Daily Totals

Rows Selected 1

Search Team Time Cards
Navigation: Home>My Client Groups>Time Management>Team Time
Cards>Enter Person Name>Search

From the home screen, click My Client Groups

]
13

—



Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team

QUICK ACTIONS

Hire an Employ

nge Working Hours

Change Manager

Termination

Transfer

ist Templates

Act as Proxy Manager

Help

Time Compensation
Management

T

Career Talent Review
Development

Next, click Time Management

[0k 3

[

New Person

QO

Gl

Succession Plans

Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team

QUICK ACTIONS

Hire an Empi

Change Working Hours

Change Manager

Termination

Transfer

Act s Proxy Manager

Click Team Time Cards

Journeys

Q%

Time Compensation
Management

O *

[

New Person

Goals

Click Time Management

=

Career Talent Review
Development

(oo}

Cs&]

Succession Plans

(0]

Person
Management

il

Performance Profiles

®

Talent Pools Leaming

Person
Management

il

Performance Profiles

®

Talent Pools Leaming




=ViSiON

Team Time Cards @

Ie — -
Advanced. Seved Search | Application Defautt

* Reqired
* Az leact one is required El

=] Time Management Click Team Time Cards

= overview
* Person Name “rom oate 101122 o)

{4 Team Time Cards

** Parson Number ‘ *ToDate ‘ 011722 [y ‘
£, Time Entres * Group Name | v = suaus|
Prosess Request 0| Q  Excepion| S

rﬁﬂ Planned Schedule

PPy

Time Management [EENRSN
Analysis

actonsw Vieky 4 4 X P dlDetach | Generate || suomit | Editanc Approve || Approve |

Person Name Time Gard Period status ::suhmlsslon Additional Rel::nied Abserce Su:em\ssmn

atus Statuses Total Hours ours Hours Da Exception  View Summary  Delete

o data to display

Columns Hidden 3

In this screen, we can search by the Employee’s Name or Person Number, by the
timecard Status, or Group Name. We can also adjust the From Date and To Date to
ensure this span includes the correct timecard period for which we are searching.
Once the search criteriais entered, click Search. The results will populate below

anwhlP & QA

Team Time Cards @

Aaxrrt AP e v 2 2
45 [ Agvanced | saved Search | Application Default

£ Time Manageent Ententheisearch criterialbelow; e
== Overview = A: least one is required El
-~ ** Person Name ‘ Debbie Sheen ‘ *From Date ‘ 10/12/21 o ‘
5@ Tezm Time Cards — ——

* person tunber | *Toote [ 10/12/22 fa]
@ﬂ Time Entries * Group Mams‘ v * Status ‘ Submitted

Process Requsst D a) * Excaption |

{3 Planned Schedule

[l

Search Resuts

Click Search
actons v Viewy 4/ X 7 5§ Flpech Generate || submit | Eaitand Approve || Approve |
Resuomission  Adciticnal Recoded  Absence Submission
Person Name Time Card Period status P oo Total Hours oed e Exception  View Summary  Delete
Steen, Detbie 05/23/22 - 05725/ © subrited = 00 00 000 057322 & x
Steen, Detbe 02714722 - 02120122 © stbrited = 00 00 000 (21622 B x

Columns Hidcen 3

Submit Team Timecards

Navigation: Home>My Client Groups>Time Management>Team Time
Cards>Enter Person Name>Select Employee>Submit

From the home screen, click My Client Groups
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Team Time Cards @

le o » —— -
Advanced. Seved Search | Application Defautt

fi) Time Management - I Click Team Time Cards * Required
— Overview * Az leact one is required El

* Person Name “rom oate 101122 o)

** Parson Number ‘ “ToDate ‘ 01172 [y ‘

{4 Team Time Cards

8 Time Enres stame| s

Prosess Request 0| Q  Excepion|

) Planned schedule [searc [ Rest | save.|

Time Management [EENRSN
Analysis

actonsw Vieky 4 4 X P dlDetach | Generate || suomit | Editanc Approve || Approve |

Person Name Time Gard Period status ::suhmlsslon Additional Rel::nied Abserce Su:em\ssmn

atus Statuses Total Hours ours Hours Da Exception  View Summary  Delete

o data to display

Columns Hidden 3

In this screen, we can search by the Employee’s Name or Person Number, by the
timecard Status, or Group Name. We can also adjust the From Date and To Date to
ensure this span includes the correct timecard period for which we are searching.
As a note, we can only submit timecards that are in Entered Status. Once the
search criteria is entered, click Search. The results will populate below

=ViSiON

Team Time Cards ®

le

| Agvanced | saved Search | Asplication Defauit

=] Time Management Enter Person Name

== Overview

= Atlezs:

** Person Name | Bob Howard “From Da!e‘wo/wz,'zw f‘e‘

Team Time Cards ———

** parson Number “Tonate [ 10/222 £y

B e s S - —

Prozess Request D a] * Excepton v

T pranned schedule e =
Search Results Click Search
sy Vews + /X B F & Detah | Generate | suomt | Ecitand Approve | Approve
Person Name Time Card Period Status ’;::‘::""“w" A"’:l::'si"a' Total Hours Re":a’}: “’i;':ﬁz é::"'ss'c“ Exception  View Summary  Dslete
Howard, Bob 04/25/22 - 05/01/22 / Entered = 40.00 40.00 000 55 X
Howard, Bob 04/18/22 - 04/24/22 / Enteed = 4000 .00 000 E X
Howard, Bob 04/11/22 - 04/17/22 / Entered = 40.00 40.00 000 55 X
Howerd, Bob 04/04/22 - 04/10/22 / Entered = 4000 .00 000 5 X
Howard, Bob 03/28/22 - 04/03(22 / Enlered = 40.00 40.00 000 5 X
Howard, Bob 03/21/22 - 03/21/22 / Enteed = 4000 4000 000 55 X
Howerd, Bob 03/14/22 - 03/20/22 / Entered = 4000 0.0 000 £ X
Howard, Bob 03/07/22 - 03/13/22 / Entered H 40.00 40.00 000 55 X

Highlight the row of the Timecard we wish to submit. Click on the Employees
Name to Highlight the row. The row will change from white to blue. Click Submit

]
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Team Time Cards @

.

[ Advanced | savec search Application Defauit v

Time Management * Required
Overview * htleastone s reqired [F]

Time Entrles ** Group Name v “* status | Entered N
Process RequestID ™ Exception v

Click Submit

Team Time Cards

(3 Planned Schedule [ search [ Reset[sme..|

Acions v Vewy &/ X B F [ Detach Generate | | Editand Approve || Agprove |

Resubmission Additional Recorded Absence Submission

Person Name Time Card Period status Statie Stuses Total Hours ours Mot Date Exception  ViewSummary  Delete

Hoviarc, Bob 04/25/22 - 05/01/22 / Enterec = 40.00 40.00 000 3 X
! Hoviarc, 3ob 04/18]22 - 04/2422 / Enterec 40.00 40.00 000 S x

Click Person Name

Hoviarc, Sob 04711722 - 04/1722 / Enterec 40.00 40.00 000 @ X

Hoviarc, Sob 04/04/22 - 04/10/22 / Enterec 40.00 40.00 000 @ X

Hoviarc, Sob 03/28/22 - 04/03/22 / Enterec 40.00 40.00 000 3 X

Hoviarc, Sob 03/21/22 - 03/21/22 / Enterec 40.00 40.00 000 €& x

Hoviarc, Sob 03114722 - 03/20/22 / Enterec = 40.00 42.00 000 S x

Howarc, 3ot 03/07/22 - 03/13/22 / Enterec = 40.00 40.00 000 @ b 4

The Timecard is now Submitted

ViSiON
Team Time Cards @

[ Advanced | saved Search | Applicaton Default v
Time Management .
Overview  Atleastoneis
-~ ** Porson Name | Bob Howard “From Date | 10/12/21 [
Team Time Cards
 Person Numhir\:| “ToDate | 10/12/22 [

on JE
(3 planned Schedule [scarch] [ Reset [ save..|

Searcn Resufts

Adonsy Vews + / X B 5 i Detach | Generate | Submit | Ecitand Approve | Approve |

Resubmission  Acditional Recorced Absnce Submission
Person Name Time Card Pario status Staus Statues Total Hours Houre Houe Dats Exception  View Summary  Delete
Howard, Bob 04/25/22 - 05/01/22 © Submited H 000 000 000 101222 55 X

Columns Hidden 3

Edit Team Timecards

Navigation: Home>My Client Groups>Time Management>Team Time
Cards>Enter Person Name>Select Employee>Edit and Approve>Update
Details>Next>Submit or Submit and Approve

From the home screen, click My Client Groups

18
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[ arage et Click Team Time Cards * Required

— Overview * Az leact one is required El
* Person Name “rom oate 101122 o)

{4 Team Time Cards

** Parson Number ‘ *ToDate ‘ 011722 [y ‘
E Time Entries ** Group Mumz‘ v = S(ams‘ v
Prosess Request 0| Q  Excepion|

D) planned schedue [searc [ Rest | save.|

Time Management [EENRSN
Analysis

actonsw Vieky 4 4 X P dlDetach | Generate || suomit | Editanc Approve || Approve |

Person Name Time Gard Period status ::suhmlsslon Additional Rel::nied Abserce Su:em\ssmn

atus Statuses Total Hours ours Hours Da Exception  View Summary  Delete

o data to display

Columns Hidden 3

In this screen, we can search by the Employee’s Name or Person Number, by the
timecard Status, or Group Name. We can also adjust the From Date and To Date to
ensure this span includes the correct timecard period for which we are searching.
As a note, we can only edit and approve timecards that are in Submitted Status.
Once the search criteriais entered, click Search. The results will populate below

=ViSiON

Team Time Cards ©

le

Enter Person Name

[ Advanced | Saved search | Application Defauit v

Atleas

= 'I;;ne Management
erview

* Parson ame [ e *Fromoate [ 10/12/21 %]

** persan Number “Tobate 1012722 Y]
5 Time Enies * Group Name " * satus [ submited v
Process eques 0 3] * Excoptn | 5

Reset [ save..|
Searcn Resuls Click Search
ctons v Vews  + /% B 5 i Detach | Generate | submit | Ecitand Approve | Approve

) Team Time Cards

() planned Schedule

Person Name Time Card Period Status Sesuamission Acaona! TomHours e Absence Submission Exception  View Summary  Delete
Jenner, Beajamin 05/23/22 - 05/29/22 © Subrittzd = 4000 2000 000 052422 5 x
Jenner, Benjamin 04/11/22 - 04/17/22 © Submitied = 00 2000 00 041222 5 x
Jenner, Benjamin 02/14/22 - 02/20/22 © Submitzd = 4000 4000 .00 0216122 X
Jenner, Benamin otri0fz2 - 0115722 © Subnitizd = 20 2000 000 ottt x

Columns Hidden 3

Highlight the row of the Timecard we wish to Edit. Click on the Employees Name
to Highlight the row. The row will change from white to blue. Click Edit and
Approve

]
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Team Time Cards

Time Management
Overview

** Group Name v
|

b ]

Click Edit and Approve

Team Time Cards

B Time Entries

Planned Schedule

ctions v View v

=4

Edit and Approve

Resubmission
st

+ /% E Detach | Generate || suamit Approve |

Additional
Statuses

Person Name Time Gard Period status ToulHours  Recoreed

04/25/22 - 05/01/22 @ Suritied

40.00 4000

Rows Selected 1 Columns Hidcen 3

Click Person Name

Update the applicable information and click Next

b Person Informaticn : Beb Howard
b Time Card Details : 04125122 - 05101122

Time Entry ~ Tive Toials

Repored Fours 40.00

Absence Hours

000

aneR® @A

[ Search | Reset [ save..|

Absence Submission
Houre Dete Excetion  View Summary  Delete
000 1012122 @ x

aorr @ @A

Click Next

Scheculed Hours  40.00

Acions v Viewv Fomaty [E X /4 AddRowBelow v & | Detach @
Update)the applicable information bays
Project Task Tine Type Mon,Apr 25 T omesws Wed Apr 27 ThuApr 28 Fri.Apr29 s
sert stop Quantity Start  Stop Quantty sttt Stop Quantty Start  Stop Quantty sttt Stop Quantty start Stop
Daily Totals Hours:2.00 Hours:8.00 Hours:2.00 Hours:8.00 Hours:2.00

Review the updated information and click Submit or Sub

mit and Approve

21
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=ViSiON covrR @ @A

Edit Time Card: Review Time h sk ][ sbmt submitand Approve]
» Person Information ; Bob Howard
b Time Card Desails ; 04125122 - 05/01/22 Click Submit or Submit and Approve
Reported Time  Tire Totals
Reportzd Hours 40,00 Absence Heus 000 Screduled Hours 40.00
Actions ¥ View v Format v il Detach - Wiap @
Days
Project Task Time Type Mon,Apr 25 Tue Apr 26 Wed,Apr 27 Thu,Apr 28 FriApr 29 s
st stop Quantty St Stop Quantity Start  Ston Quantity St Stop Quantiy St Stop Quantiy St Stop
1 B30AM  430PM B0AM  430PM EI0AM  430PM B30AM  430PM 830AM  430PM
Daily Totals Hours:3.00 Hours:8.00 Hours:8.00 Hours:8.00 Hours:8.00
. »
Caleulated Time  Time Totals
Reportad Hours  40.00 Absence Heurs  0.00 Scheduled Hours  40.00
Actions v View v Formatv 52 Free; Wrap
Days
Project Task Time Type Mon Apr 26 Tue Apr 26 Wed,Apr 27 Thu,Apr 28 FriApr 29
st stop Quantity St Stop Quantty St Stop Quantty St Stop Quantity Start  Stop Quantty Start
1 B30AM  430PM 800 830AM  430PM 800 830AM  430PM 800 B30AM  430PM 800 B30AM  430PM &0

Approve Team Time Cards

Navigation: Home>My Client Groups>Time Management>Team Time
Cards>Enter Person Name>Select Employee>Approve

From the home screen, click My Client Groups

Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team My Client Groups Help Desk roduc t ! Admi ion sk Management

Click My Client Groups
QUICK ACTIONS

Hire an Empi

O * (@]
(4]

Change Working Hours
Journeys New Person Person Absences
Management

Change Assignment

Spsinl e @ K‘& D}ﬁ[l &

e Time ‘Compensation Performance Profiles
Management

Transfer

(oo}

Career Talentt Review Succession Plans Talent Pools Leaming
Development

Next, click Time Management




Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team My Client Groups Help Desk Product Management Benefits Administration Risk Management
QUICK ACTIONS APPS

*
1" Hire an Employee

(O, @] 5
Journeys New Person Person
Management

Change Working Hours

Change Assignment

Change Manager @ KQ& E/Hﬂ ‘%

Oy o Time Compensation s Performance Profiles
Management

Click Time Management

o3
y Transfer

Checklist Templates %) Ea l%é @

Career Talent Review Succession Plans Talent Pools Leaming

Act as Proxy Manager BRI

Click Team Time Cards

=ViSiON

Team Time Cards @

1€
[ et Click Team Time Cards * Reqired
= Overview ™ A: least one is required El

. = Person Name "From Date | 10/11/22 [
Team Time Cards

** Person Number “To Date | 10/11/22 o
i‘ Time Entries " (Group Name v * Status. v
Process RequestID * Excepion v

4 search Advanced Saved Search

‘ﬂ‘ Planned Schedule —
[souc] s e

E' Time Management  [EECSREENIES
Analysis -
atons v Views 4+ /X P E il Detach | Generate || Suomit| Edit anc Approve || Approve |

Person Name Time Card Period status I;':Sll:‘hmlsslon Additional Rec:med Abserce Submission

Statuses Total Hours. ours Hours Date Exception  View Summary  Delete

No datato display.

Columns Hidden 3

In this screen, we can search by the Employee’s Name or Person Number, by the
timecard Status, or Group Name. We can also adjust the From Date and To Date to
ensure this span includes the correct timecard period for which we are searching.
As a note, we can only approve timecards that are in Submitted Status. Once the
search criteriais entered, click Search. The results will populate below

—

]



=ViSiON

Team Time Cards

Time Management
Overview

*From Date | 10/12/21

-~ ** Person Name
Tezm Time Cards

B Time Entres ™ Group Name * Status | Submiteed

** Exception

|

Process Request ID

() planned schedule

]

Click Search

Adionsy Vewy 4+ /£ X B OF etach | Generate | Subit || Edit and Approve | Approve |

Person Name Time Card Perioc status ';:5"“'“'55”" :f;:::’:ef‘ Total Hours R“::ﬁ: "’S":f; S:z“'“'" Exception  View Summary  Delste
Jenner, Benamin 05/23/22 - 052922 © Submited 00 00 000 052422 5 X
Jenner, Benjamin 04/11/22 - 04/17/22 © Submittzg 000 000 000 0411222 &% X
Jenner, Benamin 02714722 - 02720722 © Submitted 000 000 000 021622 5 X
Jenner, Benamin 0110722 - 01/15/22 © Suniteg 000 000 000 on22 5 X

Columns Hidden 3

Highlight the row of the Timecard we wish to approve. Click on the Employees
Name to Highlight the row. The row will change from white to blue. Click Approve

ViSiON anw R ® A

Team Time Cards @

l¢ o o — —
o o

7= Time Management * Required
== overview = Atlestone’sreuired. [g]

P — - %
Team Time Cards
S T

() Planned Schedule [search [ Reset | save. |
carch | Reset[ave..

Click Approve

Acicns v Vieww 4 X B OF

etach | Generate || subit || Edit and Approve

Click Person Name Person Nams Time Card Parioc status Bmission ! ToalHours  RECOIEd ARSERGe SUSTISSION  pyception  ViewSummary  Delete
enner, Berjamin 05/23/22 - 05/29/22 © Submitec 2000 2000 000 0512422 %
Jenmer, Berjzrmin 0412 - 04/17722 © submitec @000 00 000 041222 x
Jenner, Benjamin 02/14/22 - 02/20/22 © Submitec £0.00 £0.00 Q.00 0211522 @ X
Jemme, Benjemin 011022 - 0115722 © submitec «w0 «w0 000 01122 & x

Rows Selected 1 Calumns Hidder 3

The Timecard is now Approved




ViSioN

Team Time Cards @

JE [ saesces [romiimnan v
fi5) Time Management * Required
= Overview * Atleast one is required El

I

[ Team Time Cards
** person Number *To Date | 10/12/22 fe

B Time Entries ** Group Name v ** status | Approved

* PersonName Benjamin Jenner “From Date | 10/12/21 fe

II

Process Request 1D Q ** Exception

Planned Schedule e
[seart [ st [save.

Szarch Results

Acions ¥ View ¥

Detach | Generate | Submit || dit anc Approve || Approve |

Person Name Time Card Period Status ';;s‘:g"“ss‘m ‘;‘:‘:::’s‘:’f‘ Total Hours. Re'::zfrg “Df"q'ﬁ g::e'"‘ss"’“ Exception  View Summary  Delete
Jenner, 3enjamin 05/23/22 - 05/29/22 @ Approved = 40.00 40.00 000 05/24/22 ol X
Jemnzt, 3enjanin 1171572121721 @ Approved 40.00 4000 000 172221 & x
Jemz, Senjanin 10725721 - 107321 © Approved = 40.00 4000 000 1025721 & X

Columns Hidden 3

Delete Team Timecards
Navigation: Home>My Client Groups>Time Management>Team Time
Cards>Enter Person Name>Select Employee>Delete

From the home screen, click My Client Groups

Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team My Client Groups Help Desk roduc t 3 Admi n sk Management

Click My Client Groups
QUICK ACTIONS

Hire an Empi

O * (@]
(4]

Change Working Hours
Journeys New Person Person Absences

Management

Change Assignment

ChaTe N e @ K‘& Eﬂ] ‘%

Time ‘Compensation s Performance Profiles
Management

Termination

Transfer

cklist Templates %) @

Career Talent Review Succession Plans Talent Pools Leaming
Act as Proxy Manager Development

Next, click Time Management

]
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Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team My Client Groups Help Desk Product Management Benefits Administration Risk Management

QUICK ACTIONS

ox
%" Hire an Employee
4| Q% (@

™ &y

Journeys New Person Person
Management

[8] change Worting Hours

(ol ;
%/ Change Assignment

et % il 9

I%‘“' T Time Compensation s Performance Prafiles
o Management

Click Time Management
(G Tanster

[ Checist Templates %) %& [%é i @

Career Talent Review Succession Plans Talent Pools

Leaming
t as Proxy Manager peonmen

Click Team Time Cards

=ViSiON cnw b @@

Team Time Cards @

1€
4 search

Application Default v

[ et Click Team Time Cards * Reqired

= Overview ™ A: least one is required El

. = Person Name "From Date | 10/11/22 [
Team Time Cards

** Person Number “To Date | 10/11/22 o

1‘ Time Entries " (Group Name v * Status. v
Process RequestID * Excepion v

Advanced Saved Search

‘ﬂ.‘ Planned Schedule

[searh [ Rese[save.|
=7 Time Management
= Analysis

Search Resuts
atons v Views 4+ /X P E il Detach | Generate || Suomit| Edit anc Approve || Approve |

Resubmission  Additional Recorded Abserce Submission
Person Name Time Card Pariod Status powey statuses Total Hours. Hours Hours Date Exception  View Summary  Delete

No datato display.

Columns Hidden 3

In this screen, we can search by the Employee’s Name or Person Number, by the
timecard Status, or Group Name. We can also adjust the From Date and To Date to
ensure this span includes the correct timecard period for which we are searching.
Once the search criteria is entered, click Search. The results will populate below




=ViSiON

Team Time Cards

Time Management
Overview

Tezm Time Cards
B Time Entries

() planned schedule

** Person Name

™ Group Name

Process Request ID

Actions v Vew v
Person Name
Jenner, Beaamin
Jenner, Bejamin
Jenner, Benjamin

Jenner, Benjamin

Columns Hidden 3

|

*From Date | 10/12/21
“ToDate | 10/12/22
** Status | Submitied

** Exception

+ 4/ X F § W Detach \m\\m\\m\m
Time Card Periog status Resubmission el
05/23/22 - 052922 © Subnitd
04/iiy22- 04717722 © subnitza
02422 - 22022 © Subritizd
010722 - 01115722 © Subnited

Total Hours

.00

40.00

40.00

40.00

]

Click Search

Recorced ABSENce SUBMISSION  Exception  ViewSummary  Delete
000 000 052422 55 x
4000 000 04i12:22 £ %
4000 0.00 0216122 & X
000 000 011122 L x

Scroll to the right of the timecard we wish to delete. Click Delete

Team Time Cards

{4 Team Time Cards
** person Number

™ Group Name

Process Request ID

{3 pranned schece

Actions ¥ View ¥
Person Name

Howard, Bob

Columns Hidden 3

Click Yes

** Person Name | Bob Howard

I

e ]

4 7/ % 7 B Soetach | Generate || suomit || it and Approve || approve |
Resubmission  Additional
Time Card Feriod Status R P
04/25/22 -05/01/22 @ submited

Total Hours

2000

anowr e @

[ Advancea | saved search | Appication Defautt

* Required
* Ateast oneis reqied 7]

(v [ [

Recorded Absznce Submission
Fours Foue Dats Exception  View Summary  Delete
£000 000 101222

Click Delete




A\ Warning

You're aboutto delere 1fime cards.

Click Yes

The timecard has been Deleted

=ViSiON apnw b @ A

Team Time Cards @

l¢
4 Seach [ dvanced] saved search | Appicaion Detauit v

Required

=) Time Management *Req
* At least one ic required El

"= Overview

- ** personName Bob Howard “From Date | 10/12/21 e
Tezm Time Cards
** Person Number “To Date | 10/12/22 e

Process RequestID Q ** Exception
() planned schedule (s

Szarch Results

acionsv Viewy 4 /4 % B E idetach | Generate Edit and Approve

Resubmission  Additional Recordzd Absence Submission s
Status pole Tetal Hours oy o D Exception  View Summary  Delete

i, Time Entries Group Name

Person Name Time Card Period Status

No data o disolay.

Columns Hidden 3

Generate Team Timecards
Navigation: Home>My Client Groups>Time Management>Team Time
Cards>Generate>Enter Information>Submit

From the home screen, click My Client Groups

]
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Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team

QUICK ACTIONS

Hire an Employ

nge Working Hours

Change Manager

Termination

Transfer

ist Templates

Act as Proxy Manager

Help

Time Compensation
Management

T

Career Talent Review
Development

Next, click Time Management

[0k 3

[

New Person

QO

Gl

Succession Plans

Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team

QUICK ACTIONS

Hire an Empi

Change Working Hours

Change Manager

Termination

Transfer

Act s Proxy Manager

Click Team Time Cards

Journeys

Q%

Time Compensation
Management

O *

[

New Person

Goals

Click Time Management

=

Career Talent Review
Development

(oo}

Cs&]

Succession Plans

(0]

Person
Management

il

Performance Profiles

®

Talent Pools Leaming

Person
Management

il

Performance Profiles

®

Talent Pools Leaming




ViSiON

Advanced. Seved Search | Application Defautt
 Recuired

=) Time Management Click Team Time Cards

=) overview
* person Name erom Date | 1071722

{4 Team Time Cards

** Parson Number ‘ *ToDate ‘ 011722 [y ‘
E Time Entries ** Group Mumz‘ v = S(ams‘ v
Prosess Request 0| Q  Excepion| S

D) planned schedue [searc [ Rest | save.|

Time Management
Analysis

actonsw Vieky 4 4 X P dlDetach | Generate || suomit | Editanc Approve || Approve |

Person Name Time Card Pariod Status ::"‘h“"““’" Additional Re”:"’ed Absence S“i’""i“’“ Exception  View Summary  Delets

atus Statuses TotalHours jours Hours Da
N ditato display

Columns Hidden 3

Click Generate

ans P& @A

| Adrancec | saved Search | Appiication Defautt

* Requirec

e srerec [

—; Time Management
= Overview

** Person Name ‘ *From Date ‘ 011 E‘g‘
@T&am Time Cards —_— S E——

** person Number | *Todate | /12722 i)

B Time Enties ** Group Name . * status | submitted v
Process RequestID q| * xception] v

At least

) Pranned Schecue [ sarch ese| save..

Searcn Resuts

Actons v Viewy /X T F 5 Detach

Submit || Edit and Approve | Approve |

Resubmission  Additional Total Hours Recorded Absence Submission

Person Name Status Statusas Hours Hours Date

. Time Card Period Status Exception  View Summa Delets
Click Generate P o

No data to dispiay.

Celumns Hidden 3

Generate timecards is used to create multiple timecards at once. We can choose to
create timecards by using a set of criteria such as Group Name, Department,
Location, and can combine more than one of these options. Next, select the Group
Name form the dropdown

]
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=VisioN s e

{ Generate Time Cards ®

I¢ ®
fi5) Time Mansgement [P | Advanced | saved search p
~— Overview - E
Re

@ *= Atleast one is require

Team Time Cards e — P E—

“* Person Name ‘ “Availabe from Date ‘ 10013/22 to ‘

e [ O

** Group Name[ v

:7‘

D Planned schedule (Seac] st [ o]

ko sares

g Time Mansgement [EESRIEENS

= pnalysis Night ShLTAL
View v

erpt Eligible for Overtime

Person Name | Pra Us Salary Gioup ‘ :ﬁﬁzr El;:cuve start
Salaried Canata Group

i T Select Group Name

HC Houry Payrol for FLSA Group

User Person
Job Code Department Location
P Type

Houly Rats by Critera

HG Payrlland Projects Group

Searen

From Date To Date

From Date

® Generate empty time cards

Next select the Inclusive Periods under Timecard Parameters such as Time cards for
periods within range and Number of timecards. To update the Time cards for periods
within range, update the Available from Date and Available to Date. Time cards for
periods within range is the date range is for example, the time card period is July 1st
through July 7th and we select July 5th. By submitting this process, it creates a time
card for the period July 1st through July 7th. The Number of time cards allows us to
specify the number of time cards, the first generated time card has the time card
period that includes the From date

=ViSiON

{ Generate Time Cards ®

le

i) Time Management Sesrcn Advanced | Saved Search

=) overview o B
(5 Team Time carcs
** person | *Avaiabe from bate [ 10/13/22 Y
— “seao o s 107722 ®
** Group Name | HCM Salaried
[ search || Reset || save.
i) Time Management [IEEICIEEN
Analysis
Person Effective tart User Person
person Effec JobCode  Department Location oot

Enter Inclusive Periods

ime card entres using schedule hours rom shifs without time attibutes. The process gnores any specied time attrioutes and values for workers to vinom they 6o not apply. E o

Next, Enter the Entries. Select Generate empty time cards if we wish to create time
cards with no timecard information. Select Generate time card using scheduled hours
if we wish to create time cards with timecard information

]
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CRNalR =R § |

Generate Time Cards © Schedule Submit

—; Time Management | Agvanced | saved searcn

Overview

Team Time Cards - - . ]
person Name | Avilablerom Date [ 10/13/22 [

5, Time Enries L waesooe g2 f)

** Group Name [ HCM Salaried
3 Planned schedute [seae e sve. |

ime Management [ECRGIEERI
nalysis

Person E':::"" St b code Department  Location

User Person
Perscn Name Number Type

No cata to dislay.

bm Date To Date

® Number of time d From Date

® Generate empty time cards

Generate time card using schecle hours

Next, select the Time Card Attributes from the dropdown, if applicable. For example,
we can add Regular hours and this will be populated in all generated time cards

~— Overview

) e Management Generate Time Cards @ e |

e m B e n g AT 2
) Team Time Caras - — . =
poron e N—r >
B, Time Entries ** person Number | | *vailable to Date [ 10/13/22 Y
“ o o [rch satared
(%) Planned Schedule [sd
Time Management
= Analysis _
v Viewy [ Detach
Person Name [l Effective SNt jon Code Department  Location

No data to display.

Time cards for periods within range From Date To Date
® Number of time cards 1| From Date

Generate empty time cards

® Generate time card using schedule hours

‘Add any time attributes for which you want to speciy the value when generating time card entries using schedule hours from shifts without time atiributes. The process ignores any specified tme attributes and values for workers to whom they do not apply.

Actons v Viewv 4 B X & Dq

Select Time Card Attributes

Time Attribute Value

Lastly, we can click Schedule or Submit. We would click Schedule to create the
timecards on a future date. We would click Submit, to create the timecards
immediately

]
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E oo ™™™ {  Generate Time Cards @ soosuie | [ swmt_ |

fam Time Cards B — . — 1 i
B B Y Gl Satedie b
** Group Name | HCM Salaried v

% planned schedule [ searcn [ Reset | save.

i Time Management  IECCIEENE
Analysis

Actions v View v

Person Effective Start
Date

User Ferson
Person Name Nomber Job Code Department  Location e

No data to display.

Time Card 2arameters @
nclusive Periods

C Time cards for periods vithin range From Date 10/13/22 ToDate 10/13/22

® Number of time (svds\:| From Date 10/13/22

erate empty time cards
® Generate tims card using schedule hours

Time Card Attribues
Add any tme atiribules or which you want o spa when generatirg t Fours fiom shits wihut time attibutss. The process ignores any specied ime atributes and valuss for werkers 1o whom they o 10t apaly.

Acions v Viewy 4 B X [ Detach

Time Attribute. Value

[ .

Search Time Entries
Navigation: Home>My Client Groups>Time Management>Time Entries>Enter Person
Name>Search

From the home screen, click My Client Groups

Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team My Client Groups = sk M nent e S / o anagement
QUICK ACTIONS

*
Hire an Emplo
Q% ‘ 5
Journeys New Person Person Absences
Management

hange Working Hours

hange Manager @ K‘& D’ﬁ” &

Time ‘Compensation Performance Profiles
Management

Termination

Transfer

(e}e]
Kiist Templates %) ez @

Talent Review Succession Plans Talent Pools Leaming

Manager

Next, click Time Management




Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team My Client Groups Help Desk I 2 nent e on Management
QUICK ACTIONS

% Hire an Employes
M| ox

[

Journeys New Person Person Absences
Management

hanga Working Hours

hange Manager X Q
0 ail [

TR Time Compensation Goals Performance Profiles
Management

Click Time Management

o
ist Ternplates %) 35 @

Career Talent Review Succession Plans Talent Pools Leaming

Act as Proxy Manager BRI

Click Time Entries

ViSiON

Time Management ®

From Date ‘ 10/13/22 [ ‘ To Date ‘ 10/13/22 [ ‘ Group Name ‘

ime Management
Overview 4 Statuses of Editable Time Cards 4 Resalve Time Exceptions EI

Status Count Exception ype Count
5 Team Time Cards
Badge exceptions 0
| Time Entries Time entry exceptions 0
Time cards in error 0
(3 planned schecule Click Time Entries
Rejected time cards 0

7= Time Management

Analysis
) Resolve Time for Transfer

b Resolve All Exceptions by Worker

Enter the Person Name, update the From Date and To Date, and click Search

]
4 |
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anowr £ A

A Search

Management
== Overview
** Person Name

Robert Jackman I
** Person Number

5 team Time cards

Enter Person Name

*From Date | </1/22 [
“To Date | 10/13/22 [

i) Time Entiies ™ Group Name  HCM Salaried

Process RequestID

9 Planned schecule
Device D

Management
nalysis

** status v

Apply Changes Cancel ‘

* Required
“Atlastone s equired | [5]

Update From Date and To Date

Click Search
Adons v Vieww X E F ElDetach | Generate|
Start Time End Time Quantity nitor
PersonName  Date Excsption Vessure Comment Delete
Actual Schaduled  Actual Scheduled  Actual Scheduled
Jackman, Ro... 9/30/22 830AM 430PM Hours X

Columns Hidden 1

Name

Value

No dats to display.

Exception

e Message Text

No data to cisplay

Scroll down and view the Search Results

= Time Management
Overview

** Group Name | HCM Salaried v
mosmwen| .

Viewithe search results below,

5/ Team Time Cards
Time Entries

D) planned Schedule

) Time Maragement
= Analysis

“From Cate | 9/1/22 fig

“ToLate | 10/13/22 fie

* status

** Exceplion

I I I, II.

Allow Exception

anwhRr @@
‘Apoly Changes
Advanced | Saved Search | Applicatin Default v

* Required
** At least one is required El

= e e

Search Res
Adonsv Vewv X [ &l Detach | Generate|
Start Time End Time Quantity ot
PersonNams  Daie  Excaption o ore  Comment Delste
Actual Schecuied  Actual Scheduled  Actual Scheduled
Jackman, Roser:  9/30/22 830 AM 430PM Hours X
Columns Hidden 1

Name

Add Time Entries

Exception
e

Message Text

Allo Exception

Navigation: Home>My Client Groups>Time Management>Time Entries> Enter

Person Name>Search>Highlight Row>Generate>Enter Person Name>Search>Enter
Time Entry Parameters>Submit

From the home screen, click My Client Groups
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od afternoon, HR Specialist (Curtis Feitty)!

My Team My Client Groups
QUICK ACTIONS

7* Hire an Empl

Vorking Hours

hange Manager
Termination
Transfer

hecklist Templ

Act as Pro;

Help Desk Product ement

Click My Client Groups

[0k 3

[

Journeys New Person

[ e S

Time Compensation
Management

T %

Career Talent Review
Development

Succession Plans

Good afternoon, HR Specialist (Curtis Feitty)!

My Client Gr
QUICK ACTIONS

Hire an Empl

Change Working Hours

hange Manager
Termination
Transfer

hecklist Templ

Act s Proxy Manager

Click Time Entries

Helr

O *

[

Journeys New Person

Q
&3
Time Compensation Goals

Management
Click Time Management

=3 &9

Career Talent Review
Development

Succession Plans

(0]

Person
Management

il

Performance

Talent Pools

Person
Management

il

Performance

Talent Pools

Absences

9

Profiles

®

Leaming

ement

Absences

&

Profiles

®

Leaming




Time Management @

FEV IR E

&

To Date ‘ 013/22 % ‘ Group Name

From Date ‘ 10/13/22 ® ‘

Time Management
Overview 4 Statuses of Editzble Time Cards 4 Resolve Time Exceptions E

status Count Exception Type Count
Team Time Cards
Badge excaptions 0
- E—— Tims entry exceptions 0
Tima cards in error 0
(3 planned schecule Click Time Entries
Rejected time cards 0

Time Management

Analysis
» Resolve Time for Transfer

b Resolve All Exceptions by Worker

Enter the Person Name, update the From Date and To Date, and click Search

(ORNa IR A =R |
Apply Changes. Cancel ‘
N . . : = o

* Required
" Atleastone s equied | [F]

Time Management
Overview

Cewsornme | oo [z o)
[i5) rime Entiies © GrowpName HCMSalried v * staws \—vl
ProcessRequestv ** Exception

Device D v

5 team Time Cards

Update From Date and To Date

% planned schecue

Time Management
Analysis

Click Search

Adions v View % 7 iiDetach | Generate |

Start Time End Tims Quantity nitor

PersonName  Date Excaption Vasere Comment Delete
Actual Schaduled  Actual Scheduled  Actual Scheduled
Jackmen Ro... 9/30/22 830 AM 430PM Hours X
Caluns Hidden 1
Name Value Exception Message Text Allow Exception

Type

No dats to display.

No data to display.

Scroll down and view the Search Results




anwre @

Time Entries Apply Cranges
le p—
4 search Advanced ‘ Saved Search | Application Defzuit v
7= Time Management * Required
Overview At least one is required El

** Person Name “From Date | 9/1/22 fe
** Person Num:er\:| “ToDate | 10/13/22 g
@Time Entries ™ Group Name | HCM Salaried v * Status

Process Reques: 1D v ** Bxception
Device 1D M
723 Time Management

= anaysis Viewitheisearch results below,

Se:

£/ Team Time Cards

I I I. I,

FD planned schedule

)] ]

Adions v Vewy X B

ctach | Generate |

Start Time. End Time Quantity

PersonName  Date  Exception e Comment Delete
Actual schecued  Actual scredued  Actual scheduled
Jackman, Roder.  9/30/22 830AM 43001 Hours X
Colamns icden 1
Name Value BXCEPUON  prossage Text Allow Exception

Highlight the row and click Generate to add the Time Entries

=VISION aaxr &£ @
Time Entries @ nopty Cranges | [ cancal |

Time Management
Overview

** person Name | Robert Jackman “From Date | 9/1/22 to
Team Time Cards ——— ——
 borson o | o[22 %

** croupame [ “ s |
Prcess Request |  capion

Planned Schedule
oy

7= Time Management

[ search || Reset || save...|
Analysis

Click Generate

Acons v Viewv X §F & Detach

start Time End Time Quantity nitof
PersonName  Date  Exception Measure Comment Delete
Actual Scheduled  Actual Scheduled  Actual Scheduled
Jackman, Robert  9/30/22 8:30 AM 430PM Hours. x
bus Selected 1 Columns Hidden 1
Click Person Name
Name Vake E;;:p'”" Message Text Allow Exception

Absence Man... Sick

WM No data to display.

Absence entry ﬂ

Next, Enter the Person Name, enter the Available from Date and Available to Date
and click Search




anwk @

7=} Time Management
Overview

[ Agvancec | saved Search .
* Rec El

* At least one is required

Enter Person Name Enter Available from Date

Team Time Cards

™ Person Namg “Available from Date

Robert Jackman
“Gruuu!{aﬂe\—v

an Enter Available to Date
{3 Planned schedule

e

Time Management
Analysis

Click Search

Vewv B il Detach
Person Effectiva Start User Person
Person Name Number ate Job Code Department Location Type
Jackan, Robert 4 101110 J0BO74 Humar Reso. . Redvood Gy Zmployee

From Date To Date

Time Entry Format (@ Time () Quantity

Start Time ‘ End Time ‘

e Cacd Ao

Next, enter the Time Entry Parameters. Enter the Time Entry Format and the Start
Time and End Time

Overview

enerate Time Entries ®

B Team Time Cards

** Persan Nummr\:| “Avalable to Datz 10/14; [
** Group Name v

F3 pranned schedute

Time Management [EEEERE

Viewv 5 o] Detach

Person Effective Start o . User Person
Person Name Number Date Jod Code Departmsnt  Location Tre
Jackman, Raber: 541 101110 JOB074 HumenReso. Redwood Cy — Employes

From Date ToDate

Time Entry Format (® Time Quantity

|SQav\Tim 8:30 AM End Time 4:30PM

arc Attrioutes Enter Start Time and End Time

‘Add all of the tims attibutss and aitrbute values recuired by the fime cansumers for these generated fime sriies

i‘mswv +

Time Attribute Value
No data to display:

Next, enter the Entries Information
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Generate Time Entries @

Team Time Cards

** Group Name v

(% planned Schedule

Time Management

Analysis
View v
Person Effective Start
Person Name Number Date Job Code Department Loc;
Jackman, Robert 541 101710 JoB074 Human Reso... Red

From Date To Date
Time Entry Format @ Time O Quantity

Start Time | 8:30 AM End Time | 4:30 PM
Time Card Attributes

Add all of the time attributes and atiribute valuss required by the time consumers for these generated time entries

Detach

Actions v View v 4

Time Attribute

No data to display. Enter Entries

/! Replace all daily time entries

[ Generate on absences

[[] Generate on public holidays

Click Submit

= Overview

& Team Time carcs

™ Group Name v

Click Submit

B Planned schedule [ Search] Reset [save.|

) Time Management

=’ Analysis
FPerson Effective Start User Person
Person Name Number ate Job Cede Dapartment Location o
Jackman, Rober: 541 101110 JOBO74 Human Reso... Redwood City ~ Empleyee

From Date To Date

Time Entry Format (& Time ~ (_J Quantity

Start Time :30 AM End Time | 4:30 P

Tirme Card Attibutes

Add llofthe tine atrbates 210 sitb.ts vaues reqlited by the ime consumers for tese generated ime enties

Acions v Veww & Detach
Time Atiribute Value

No cata to disglay.

¥ Replace all daily time entriss

[rs

Delete Time Entries
Navigation: Home>My Client Groups>Time Management>Time Entries> Enter
Person Name>Search>Highlight Row>Delete

From the home screen, click My Client Groups
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Time Management ¢

To Date ‘ 013/22 % ‘ Group Name

From Date ‘ 10/13/22 t

Time Management
Overview 4 Statuses of Editzble Time Cards 4 Resolve Time Exceptions E

status Count Exception Type Count
Team Time Cards
Badge excaptions 0
- E—— Tims entry exceptions 0
Tima cards in error 0
(3 planned schecule Click Time Entries
Rejected time cards 0

Time Management
Analysis

b Resolve Time for Transfer

b Resolve All Exceptions by Worker

Enter the Person Name, update the From Date and To Date, and click Search

anw R 2 @
Apply Changes. Cancel ‘

* Required
" Atleastone s equied | [F]

le

Enter Person Name

“ToDate | 10/13/22 )
= status v
ProcessRequestv ** Exception

Device D v

== Time Management
Overview

5 team Time Cards

** Person Number

™ Group Name HCM Salaried v

Y Time & Update From Date and To Date
) Time Entries

Planned Schedule

Time Management
Analysis

Click Search

X B | Generate |
start Time End Time Quantity Unitof
PersonName  Date Excaption M:I:m Comment Delete
Actual Schaduled  Actual Scheduled  Actual Scheduled
Jackmen, Ro... 9/30/22 430PM Hours X
Caluns Hidden 1
Name Value s‘;‘;;""”" Message Text Allow Exception

No dats to display.

No data to display.

Click Delete
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ime Entries

Time Mznagement
== Overview

Team Time Cards

Time Entries

{3 pranned schecuie

Time Mznagement
Analysis

4 search

Searcn Re

Actions v Viewy %

Start Time
Person Name  Date
Actual Scheduled

Jackmen, Ro... 9/30/22 830 AM

Rows Selected 1 Columrs Hicden 1
Detalls

Time Entry Actributes

Name Value

No data to display.

Exception
pe

“From Date | 9/1/22 ls

End Time
Actual Scheduled  Actual

430PM

Time Entry Exczptins

Message Text

N dats to display.

Quantity

Scheduled

Unit of
Measure

Hours

Comment

aved Search | Application Default v

* Required
** At least one s required El

Delste

Click Delete

Allow Exception

Click OK

The Entry has been Deleted

A Waming

‘The selacted record(s) wl be delefed. Do you want fo conlinu

Click OK




anw kR &8
Time Entries @ ‘Apply Changes

(i) Time Management O information x * Required
== overview * Atleast one is required El
The number of d2latac time entries is 1

o * PersonName ROBERT AND JACKMAN “From Date |1, —
5 Team Time Cards oK
** person Number *To Date | 10/1 —

ime Entries ** GroupName HCM Salariec v * Status
B B

Davice D v

ViSiON

l¢

(1 planned schedule

(7 Time Management
Analysis
Szarch Resuls

Detach | Generate |

Acions v Vieww ¥

Start Time End Time Quantity Unitof

FersonName Date  Exception et Comment Dlete
Aol Scheduled  Actual Scheduled  Actual Schaduled
No catato disoby.
Columns Hidden 1
T  Asutes Time Zntry Sxceotions
Name Value f;;:"‘”" Message Text Allow Exczption

No data to display.
No date to display.

Review Planned Schedule
Navigation: Home>My Client Groups>Time Management>Planned Schedule

From the home screen, click My Client Groups

Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team My Client Groups Help Desk Product M Management

QUICK ACTIONS

Hire an Employee:
QO * O 5

hange Working Hours
Journeys New Person Person Absences
Management

hange Manager @ K’.& D’ﬁ“ ‘%

Time ‘Compensation s Performance Profiles

Termination
Management

? Transfer

empla %} @

Career Talent Review Succession Plans Talent Pools Leaming

Act a5 Proxy Manager Development

Next, click Time Management




Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team My Client Groups Help Desk
QUICK ACTIONS

% Hire an Employes
M| ox

[

Journeys New Person Person Absences
Management

hanga Working Hours

hange Manager X Q
0 ail [

Time Compensation Goals Performance Profiles
Management

? Termination

Click Time Management

o
ist Ternplates %) 35 @

Career Talent Review Succession Plans Talent Pools Leaming

Act as Proxy Manager BRI

ViSiON aner & @

Time Managemen

From Date ‘ 10/13/22 [@‘ To Date 10/13/22 E‘,‘ Group Namz‘

ime Management
Overview 4 statuses of Editable Time Cards 4 Resolve Time Exceptions E

= Status Count Exception Typs Count
) Team Time Caras
Badge exceptions 0
B Time Entres Click Planned Schedule Time entry exceptons o
Time cards in error 0
(% ramed e Rejected time cards 0

[ Time Management

Analysis
) Resolve Time for Transfer

) Resolve All Exceptions by Worker

Review the Planned Schedule details. We can also view the Planned Scheduled
Analytics on the bottom

]

—



ViSioN anwrP @ @

Planned Schedule @

B Seduerprette [eatipotie | Reviewithe,schedule,details
e Lr— B 34 < [omm ] | swe et e

1]

= overview B
Name Assignment weeky ek 42
oy ) Number Duraon  10r¢122 101022 10122 10222 tonezz | tonsze 1015122
Team Time Cards
Eden, Sue E4337 4500 ___—_
) Time Entries igntower, ope e 500 ___—_
Justus, Halle E4760 4500 ___—_
Planned Schedule Lavelle, Cari En2 500 ___—_
g3 Time Management i

= Analysis

Planned Schedule Summary E Pl

Resourcing Total 108122 1011022 10111122 10112122 10113122 10114122 10115122
Total Hours 180.00 000 3600 36.00 3600 36.00 3600 000
Resources Scheduled 2 [ 4 4 4 4 4 [

Update Planned Schedule
Navigation: Home>My Client Groups>Time Management>Planned Schedule>Choose
Action>Save>Publish

From the home screen, click My Client Groups

Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team My Client Groups Help Desk Product agement Benefits Admini Risk Management

Click My Client Groups
QUICK ACTIONS

Hire an Emp

[OR ‘ p
New Person Person
Management

hange Manager @ #x D’ﬁ”

Time ‘Compensation s Performance Profiles
Management

Change Working Hours

Termination

Transfer

heckiist Templates %) @

Career Talent Review Succession Plans Talent Pools Leaming

Act as Proxy Manager Development

Next, click Time Management




Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team My Client Groups Help Desk
QUICK ACTIONS

% Hire an Employes
M| ox

[

Journeys New Person Person Absences
Management

hanga Working Hours

hange Manager X Q
0 ail [

Time Compensation Goals Performance Profiles
Management

? Termination

Click Time Management

o
ist Ternplates %) 35 @

Career Talent Review Succession Plans Talent Pools Leaming

Act as Proxy Manager BRI

ViSiON aner & @

Time Managemen

From Date ‘ 10/13/22 [@‘ To Date 10/13/22 E‘,‘ Group Namz‘

ime Management
Overview 4 statuses of Editable Time Cards 4 Resolve Time Exceptions E

= Status Count Exception Typs Count
) Team Time Caras
Badge exceptions 0
B Time Entres Click Planned Schedule Time entry exceptons o
Time cards in error 0
(% ramed e Rejected time cards 0

[ Time Management

Analysis
) Resolve Time for Transfer

) Resolve All Exceptions by Worker

Select the Scheduled Shift on the schedule we wish to Edit

]
47 |

—



=ViSiON

Planned Schedule

e
75 TimeManagement [ VNP NNR N =] B 5 4 < |ome > | save || Reset| pubiish |

Overview B
Name Assignment Weekly 'Veek42
) ) Duaton 101922 10022 101122 o222 tonws | 1o 101622
7 Team Time Carcs
Sden, Sue 35 400 Night __—_
B8, Time Entries Highione, Hope Ea1de 4500 ___—_
Justus, Halle E4760 400 ___—_

50 | B30AN-530 Ph] BS0ANS 30| B0 A Z0FH]

Click Scheduled Shift

@Planned Schedule Lavele, Carli E4372

Time Management
Analysis

Planned Schedule Summary E [

Resourcing Total 109/22 101022 1011122 1012122 10113722 1014122 10118122
Total Hours 173.00 0.00 35.00 36.00 35.00 36.00 35.00 0.00
Resources Scheduled 2 [ 4 4 4 4 4 [

Next, we can Create Task, Update, Delete, Cut, Copy or Select the date and Move the
shift to another day

=ViSiON

Planned Schedule @

Choose Action

le ]
Scheduler Profile | Default profile

fi5] Time Management

G| > [ save | Reset [ Publsn|
Overview = =

Week 42 | E|

Name Assignment Weekly
. Number Duration 1008122 10110122 101122 10112122 101322 ‘ 10114122 1011522
Team Time Cards
e sie e aw . ERATGIR] FOANH] BOANSHR AR
) et oo g €419 500 F30AES 0P| ESTAS S0P SN SEOANSAT EORRSOR]
s e B 50 BS0RES30 71 EATAG S0P SN0 BOANSH A BRSO
@mm soecie [METRST e 50 O GG 307 S NGO BE0ANSE 7 E0ARS 0P|
Time Management i

Analysis

Planned Schedule Summary E

Resourcing Total 1019/22 1011022 10122 1012/22 10113/22 10014122 10115/22
Total Hours 179.00 0.00 35.00 36.00 36.00 36.00 35.00 0.00
Resources Scheduled 2 0 4 1 4 4 1 0

Once updated, click Save then Publish




Planned Schedule @

Click Save N . Click Publish

Scheduler Profile | Defaul: prefile

’“:‘TimeManagemem 47X NBE B 5 4 < |02 | >
"= Overview

Assignment Weekly Week 42

‘;}‘ ~ Name Number Duration 10/9/22 10/1022 10111722 10/12i22 10113122 ‘ 10/14i22 10115/22
=Y/ Team Time Cards
o sue = w00 Ner  FAOAWSIR EOAVE] SOASIA] EORESR]
R pgrower vope e85 w00 AN 0P SO S0P BSOS 0| BSOS SR BIVAS0PA]
s, e e 500 B0 30307 B0 520 7] B3OS0 1] AP
@.a..m screae [T eun w500 SO 30| BSOS 7| BSOAWSSEFA] BIVANS 0P BIVAWSIFE]

i) Time Management
Analysis

Planned Schedule Summary E [

Resourcing Total 08122 010z 101122 1012022 10113122 01422 10015122
Total Hours 179.00 0.00 26.00 3800 36.00 36.00 3600 9.00
Resources Scheduled 20 0 3 4 4 4 4 1

Create Planned Schedule
Navigation: Home>My Client Groups>Time Management>Planned Schedule>Create
Task>OK>Save>Publish

From the home screen, click My Client Groups

Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team My Clien ups Help Desk duc 3enefits Administration Risk Management

Click My Client Groups
QUICK ACTIONS

*
[¥" Hire an Employ
Q% @]

ange Working Hours
Journeys New Person Person Absences

Management

2 % il 9

Time ‘Compensation s Performance Profiles
Management

Transfer

ecklist Templates @

Career Talent Review Succession Plans Talent Pools Leaming

Act as Proxy Manager Development

Next, click Time Management




Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team My Client Groups Help D

QUICK ACTIONS

* Hire an Empl

nge Working Hours

nge Manager @1

Time
Management

¥/ Termination

[Y)/ Transfer

t Templ %

Career

Act as Proxy Manager BRI

Click Planned Schedule

=ViSION

Time Management ¢

Mianagement

[0k 3

[

Journeys New Person

G
Ky
Compensation Goals

Click Time Management

QO

Gl

Talent Review Succession Plans

(0]

Person
Management

il

Performance

Talent Pools

From Dm‘m/wzz [@‘ To Date 10/13/22

ime Management
Overview 4 statuses of Editable Time Cards

Status Count

7/ Team Time Cards

) Time Enties Click Planned Schedule

() [pranned Schecuié

[ Time Management

Analysis
) Resolve Time for Transfer

) Resolve All Exceptions by Worker

4 Resolve Time Exceptions

Exception Type
Badge exceptions
Time entry exceptions
Time cards in error

Rejected time cards

Absences

9

Profiles

®

Count

Click Create Task




=ViSiON

Planned Schedule ®
le Click Create Task
i) Time Management 10713722 to] >
== Overview
Name Assignment Weenly V/eek42 | e
Number Duration 10/9/22 101022 10111722 1012122 10113122 ‘ 1014122 1011522
7 Team Time Cards
Eden, Sue E4337 4400 g SO _— B30 AM550 P
3 e Mooweope 41 w00 ESOASA] E30 NS 0P BRSSP SO A E0MSS0P
Justus, Hale E4T50 4500 EJ0AN-5Z0PY B30 AING20 PR __ BI0AMEI0PN
@wmm sceaue [T s w0 RS B AP ESOAS A B AESS0PH BRSO 7]
Time Management 0
Analysis

Planned Schedule Summary E el

Resourcing Total 10922 1010/22 1011122 102122 10113122 10114122 10115122
Total Hours 179.00 000 26.00 36.00 36.00 36.00 36.00 2.00
Resources Scheduled 20 0 3 4 4 4 4 1

Next, enter the applicable information and click OK

IEntergthelapplicable

Create shift x

Ovner  Published schedule

* Resource | E4760 - Justus, Halle v

* shift |8 Hour Shi-Faciy

Code -

Type Time
* Reference Date | 10/9/22
StartTime 101922 2:00 AV

EndTime 10/8/22 4:00 PM

Duration 8h

‘Time Not Worked

Time Worked  8h

Time Attributes

Click OK

Click Save then Publish
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Planned Schedule @

= - = ClckSave g : Click Publish
Schedler e
fi5] Time Management a B 5 4 ¢ >

== Overview

| B

Name Assignment weekly eekd2
= ) Duration  10/g/22 101022 101122 101222 o | 10 1018122
£ Team Time Caras
Ecen, Sue £33 4400 Night __—_
) Time Entries Higrtover, Hope ge1d9 4500 B30ASZ0P F3VAEI0P| EDANEI0 Ph| B0AVS30 L] FEOANS30P]
Justs, Halle ELT60 ++ [ &Ho ] BI0AWSHUPY] B3)AWEPY] B30AWESIPY] SI0AVS 0Pl BI0AVE 0]
@Planned Schedule Lavelk, Car gan2 4500 __—__

= Time Management
= Analysis

Planned Schedule Summary E el

Resourcing Total 1019122 10110122 1011122 1012122 10113122 10114/22 10115122
Total Hours 187.00 800 26.00 3600 36.00 36.00 36.00 2.00
Resources Scheduled 2 1 3 4 4 4 4 1

Time Management Analysis
Navigation: Home>My Client Groups>Time Management>Time Management
Analysis

From the home screen, click My Client Groups

Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team y C s Help Desk Product Management lenefits Admi io sk Management

Click My Client Groups
QUICK ACTIONS.

ox
" Hire an Employee

QO * O
)

Change Working Hours
Journeys New Person Person Absences

Management

Change Manager E‘& ﬁﬂ [%

Time Compensation s Performance

[ Termination
Management

Transfer

iecklist Templates %) @

Career Talent Review Succession Plans Talent Pools Leaming

Act a5 Proxy Manager Development

Next, click Time Management




Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team My Client Groups Help Desk Product M 3enefits Admi n sk Management
QUICK ACTIONS

ox
" Hire an Employee
[ Y o

4]

Journeys New Person Person Absences
Management

hange Assignment

O
9% il ™

Time Compensation Goals Performance Profiles
Management

Click Time Management
G Transier

(ela)
ist Ternplates %) [33] @

Career Talent Review Succession Plans Talent Pools Leaming

s Proxy Manager Development

Next, click Time Management Analysis. In this screen, the Time Administrator can
review reports related to Time and Absence

=ViSiON

Time Management Analysis

“Time Overview  Absence Details

le

Month
= Time Managemenl 2022/09 v . £
Overvew Time Management Summary H i
&) Team Time Cards -

Click Time Management Analysis

e Entries
T OT Hours Absences Missed Timecards
%) Planned Schedule

' 221 19 11

Total Month Total Month Total Morth

Employee Name  OT Hours Employee Name  Absences Employee Name  Missed Timecards
Vvalez, Tom 45 Rasado, Perry 5 Daly, Colton
Rasado, Perry 44 Finch, Skylar 4 Finch, Skylar
Raj, Anoop Daly, Colton Kruse, Stacey
Ladet, Jake Valez, Tom Ladet, Jake 1
Kruse, Stacey 28 Kruse, Stacey 2 Raj, Anoop 1
Finch, skylar 16 Raj, Anoop 2 Rasado, Perry 1
Daly, Colton 15 Ladet, Jake o Valez, Tom 1

OT Hours Trend Absence Trend Missed Time Card Trend

20 2 P
— e N Z

Load Timecard Batches & Transfer Time To Payroll
Navigation: Home>My Client Groups>Payroll>Submit A Flow>Enter
Information>Submit

From the home screen, click My Client Groups




Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team My Client Groups Help Desk Product gement

Click My Client Groups
QUICK ACTIONS

" Hire an Employee
M| O *

Journeys New Person

o

Time Compensation
Management

& O %

Career Talent Review Succession Plans
Development

o)}
[ Termination

27 Tansfer

Next, click Payroll

Good morning, HR Specialist (Curtis Feitty)!

Me My Team My Client Groups Help Desk Product Management

QUICK ACTIONS APPS

hange Working Hours

&Y Tansfer

Checklist Templates

=

Mass Updates Payroll

(0]

&7

Person
Management

il 9

Performance Profiles

®

Talent Pools Leaming

Click Payroll

k)

Workforce
Predictions

From the Payroll menu, scroll down and click Submit a Flow. We can also search for
Submit a Flow in the search box at the top of the page. As a note, we must approve all
timecards prior to transferring time to Payroll. This process will Load and Transfer the

time to Payroll




I

QuickPay Payments

Simplified QuickPay
Person Results
Balance by Date

Batch Loader

Submit a Flo

0
®
®
®
0
0

Click Submit a Flow

Review Journal Entries

Process Results Summary

View Flows

Payroll Dashboard

Select the Legislative Data Group

=ViSiON

{ Flow Submission

Legislative Data Group

U Legisiative Data Grou| v

Select Legislative Data Group
Select a Flow

Adjust Multiple Balances Active Process or Report

Submit 3 process to creste adjustmant entries for a batch of balances for one or more workers, su
Archive Enc-cf-Year ACA Information Active:Process or Report
Trisis US End of Year ACA Archive definition.
Archive Enc-of-Year Payroll Results Active Process or Report
Submit a process to archive the end-cf-year payrell resul:s for use for reparting purposes.
Archive Feriodic Payroll Results Active.Process or Report
Submit a process to archive the payroll results, which are usec for reporting purposes.
Assign Conral Number for Puerto Rico... Active.Process or Report
Assign Control Numker for Puerto Rico Employees
Business Object Key Map Active Process or Report
Business Ojects Key Mapping for Data Exchange

Calculate Accruals and Balances Active Process or Report

SortBy | Atol

Search Load Time Card Batches and click Load Time Card Batches




=ViSiON

{ Flow Submission

L B A LR

Legislative Data Group | US Legisiaive Data Grouy

Select a Flow Search Load Time Card Batches

Ioad time card batched Show Flters

sorthy [Atoz v
oad Time Card Batches

Submit a process t validaze and transfer new and changed time card eniries to calculation cards.

Active Payroll Flow

Click Load Time Card Batches

Next, enter the General Information and Flow Parameters

=ViSiON

Submit a Payroll Flow

Load Time Card Batches

FEY G

General Informet : : ; A
e Enterithe applicable information lbelow

*Payroll Flow

[ Losd Time Card Batches 1014.2022 |

Flow Parameters A

“Interface Type Content Id

| ORACLE FUSION TIME AND LABOR v|

Process Configuration Group

[peFautr GRoup v
Schedule v
Linked Flows L

Click Submit

]
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=ViSioON

Submit a Payroll Flow

Load Time Card Batches

IR Click Submit
General Information A
*Payroll Flow

! Load Time Card Batches 10.14.2022

Flow Parameters ~

*Interface Tyoe Content id

|ORACLE FusioN TIME AND LABOR v

Process Configuration Group

| perauLT GRouP v
Schedule ¥
Linked Flows

Click the three dots and select Mark as Complete

=ViSiON cnorr & @A

Payroll Checklist Rafresh

Lazd Time Card Batches : Load Time Card Batches 10.14.

PR T R, |

0/2 0 0

Tas¢s ~
Status | Al Statuses v Actuity | All Activities
©  Upload File Manuzl Task
I Progress Waikas Camplele
% Mark as Incomalete
3 Standard Process ark as Complete
Skip Task
Pendirg
‘Sukmit Relata Fiows
Parzmeters v
Ko i ;
L'nked Flows E

Click Refresh

]
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=VisioN
Payroll Checklist

Load Time Card Batches : Load Time Card Batches 10.14.2022
R—— . R TR B . 55 R R Click Refresh

Tasks ~
Status | All Statuses v Activity ‘ All Activities v
@  Upload File Manual Task %
Completed v
©  Load Time Card Batches Standard Process
n Progress
v

Parameters

L'nked Flows

The Load Time Card Batches process is Complete

=VisioN ansrRed

Payroll Checklist Refesh

Load Time Card Batches : Load Time Card Batches 10.14.2022

TR
e
2/2 0 0
Tasks e
Smu;‘#\\l Statuses v Activity | All Activities
@ Uoload File Mznual Task
Completed
@ Load Time Card Batches Standard Process
Complated
Parameters v

Linked Flows

Next, to verify a timecard was loaded and transferred correctly to Payroll, click Time
Management

]
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Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team My Client Groups Help Desk
QUICK ACTIONS

% Hire an Employes
M| ox

[

Journeys New Person Person Absences
Management

hanga Working Hours

hange Manager X Q
0 ail [

Time Compensation Goals Performance Profiles
Management

? Termination

Click Time Management

o
ist Ternplates %) 35 @

Career Talent Review Succession Plans Talent Pools Leaming

Act as Proxy Manager BRI

Click Team Time Cards

ViSiON

Team Time Cards @

Advanced Seved Secrch | Apglication Default v

[ et Click Team Time Cards * Reqired
Overview ™ A: least one is required El

** Person Name “From Date | 10/11/22 )
Team Time Cards

“* Person Number “To Date | 10/11/22 )
‘j‘ Time Entries " (Group Name v * Status. v
Process RequestID * Excepion v

4 search

‘ﬁ‘ Planned Schedule —
[souc] s e

E' Time Management  ESSROERIE
Analysis
Atons v Viewy 4 /4 X FOF

tach | Generae | Suomit | Editanc Approve | Apprave |

Person Name Time Card Period status I;':Sll:‘hmlsslon Additional Recorded Abserce Submission

Statuses Total Hours. Hours Hours Date Exception  View Summary  Delete

No datato display.

Columns Hidden 3

Search for an Employee who had a timecard transferred. Enter Person Number,
Review From Date and To Date. Click Search

]
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=VisioN
Team Time Cards

anw R ®Q

4 Search | Advanced | saved Seach | Apoication Derait

quirec
™ At least one is raquirec E

Time Management
Overview

* Person Name
@Team Time Cards

** Parson Number | 1375

Enter Person Number

“From Date

0122 [rY

“To Date | 10/17/22 o

% e s * o - N

Review From Date and To Date

Eﬂ Planned Schedule

Search
) Time Mansgement

= Analysis

Click Search

Acions v Vewy + £ X B R

Detach | Generae || Submit | Editand Approve | Approve |

. Resubmission  Additional Recorded Absence Submission
Person Name Time Card Perioc Status Status Statuses Total Hours Hours Hours Date Excepton  View Summary Delete
Land, Adam 1011722 - 10/23/22 © Approved = 4000 2000 €00 1017/22

& X

Rows Selected 1 Columns Hidden 3

Click the three lines under Additional Statuses

=ViSiON

anwrR ® @

Time Management
Overview

— \ “pom oo 22 &
Team Time Cards
** person Number | 1875 “Toate [ 10/17/22 %

** Group Name v ** status

Process Request ID Q

b “ cxpton| \
3 Planned Schedule

Search || Reset
3 Time Management

= Analysis

Actons v Vieww 4+ # X 7 7 iiDetach | Generate || Submit || Editand Approve || Approve

Resubmission ~ Additional Recorded Absence Submission
Person Name Time Card Period status Shatus Statuses Total Hours ours Houre Date Exception  View Summary  Delete
Land, Adam 10/17/22 - 10/23/22 @ Approved 40.00 40.00 000 1017722 5% x
Rows Selected 1 Columns Hidden 3

Click Three Lines

Review the Payroll Transfer Status




Additional Statuses

Time Carc Summary

Person Namz  Land, Acam
Tme Card Period 10117122 1012322
Status  Approved
Payroll Transfer Status ~ Full ransfemed

Payroll Processing Status Kot procsssed

Review Payroll Transfer Status
Time Entry Details

Payroll Time ansfer| Fayrol
EemedDate  Volue Unitof Measure 5 | Processing
'YPS Status
101722 3 Hours Requiar Hous | Tensres | Notprosested
101822 3 Houre. Regular Hours: Transiemed Not procesced
101922 3 Hours Requiar Hous | Tenskres | Notprosested
102022 3 Houre. Regular Hours: Transiemed Not procesced

02122 3 Hours Regular Hours .. | Transiemed Not prozessed

[ox]

Review Additional Time Management Tasks
Navigation: Home>My Client Groups>Time Management>Tasks>Review

From the home screen, click My Client Groups

Good afternoon, HR Specialist (Curtis Feitty)!

nt Groups Hel
QUICK ACTIONS

Hire an Employee:
Hiring Journeys New Person Person Absences
Management

hange Manager @ ﬁ” [%

Time Compensation Performance Profiles
Management

Termination

? Transfer

£ i ©

Talent Review Succession Plans Talent Pools Leaming

Next, click Time Management




Good afternoon, HR Specialist (Curtis Feitty)!

Me My Team My Client Groups Help Desk Product Management Benefits Administration Risk Management

QUICK ACTIONS

o%
[¥] HireanEmployee

(O, @] 5
Journeys New Person Person
Management

hanga Working Hours

ol \
[/ Change Assignment

hange Manager Q D’ﬁ“ ‘%

Time ‘Compensation s Performance Profiles

)y Termination
5 Management

Click Time Management

Y Transfer

Checklist Templates % @

Career Talent Review Succession Plans Talent Pools Leaming

ct as Proxy Manager Development

ViSiON

Time Management ¢

le

From Dam‘lﬂ/\s/zz E‘g‘ ToDate 10/13/22 2| Group Name

Time Management
Overview 4 Statuses of Editable Time Cards 4 Resolve Time Exceptions n
- status count Exception Type count
BB Team Time Cards
Badge exceptions 0 Click Task
5, Time Enties Time entry exceptions >
Time cards n error 0
an
i
O P Rejected time cards 0

7= Time Management

Analysis
} Resolve Time for Transfer

) Resolve All Exceptions oy Worker

Review the additional Time Management Tasks such as Person, Team Schedule, Time
Transactions, Time Processes, Schedule Configuration, Time Entry Configuration,
Time Device Configuration, Rules, and Groups




person

P B H LT,

Time Management @ Retewleeditntds

From Date | 10/13/22 o] ToDate|10/1322 i | Group Name

] J Team Schedue
— L —— + View Published Schedule
& Overview 4 statuses of Editable Time Cards 4 Resolve Time Exceptions ] | rme ansctons
+ Tme

Status. Count Exception Type Count
£ Team Time Cards

Badge exceptions 0
) Time Entries Time entry exceptions 0

Time cards n error 0
(%) Planned Schedule

Rejected time cards 0

i Time Management

Analysis
» Resolve Time for Transfer

) Resolve All Exceptions by Worker

le Processing Detalls

+ Manualy Maintained A

Thank you for reviewing and using our guide; we hope you have found it helpful. If you have any
questions on the content included in this guide, please contact our Training & Learning team at
learn@camptratech.com

Version Revision

History Date Changes
Version 1.0 Megan Ketter Initial Version
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