ORACLE Job Aid

USER PRODUCTIVITY KIT

Using the Manager TL Reported Time Summary Pagelet

Step Action

1. The TL Reported Time Summary Pagelet is available to all employees with a Time &
Labor Manager related role. It shows Time & Labor Reported Time totals for the
current pay period for each direct report employee that has saved and/or submitted time.

It also shows the current Pay Period End date and the respective FLSA Status of the

employee.
TL Reported Time Summary T av
Reported Time Totals for Current Pay Period. Click Name link for Detail.
1D Name Hours Reported Pay Period End FLSA Stat
10000241821 Borcherding.Alisha J 75 2016-10-22 Professional
10000235467 MacArthurTamara L 75 2016-10-22 Professional
10000043727 Wolfe Melissa Rene 395 2016-10-22 Professional
2. Within the summary, each employee name is a link that will launch a query resulting in
the detail making up the total hours.
Click on the Employee Name link;
Name
Borcherding.Alisha J
3. The resulting new window will display the Reported Time details for the current pay

period including date, TRC, reported hours, scheduled hours, status, and any related
chartfield details.

SOI_TL_MGR_RPT_CUR_DTL- Click emplid for leave info

Download results in | Escsl Spreadsnest CHV TextFile 0L Fon (5 kb)

4, Within the Reported Time Detail query results, the Employee 1D field is a link that will
launch a query displaying a summary of leave related activity.

Click the Employee ID link to view leave summary;

D
10000241821
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5. The resulting new window will display the results of a query showing leave activity by
pay period including hours accrued, hours used, balance of hours, and other info. The

source of this information is from the payroll interface records reflecting activity from

AOS payroll. It displays up to a year of activity for each employee.

SOI_TL_MGR_LEAVE_DTL- Up to 1 Year of Leave Activity
Download results in ©  Excel SpreadSheet CSV TextFile XMLFile (10 kb)
View All First g 1-24 024 [ Last
Check Dt Py Period D Name Ve | Ttz ocanon | tiours | tous | “Sen | “Fos | oo | Pamonat | ouss | fious | Gomn (Reg o7 " Bonus Date
Accrued Used Balance Accrued Used Balance Accrued Used Balance Eamed Used Balance Hours Hours’
1 09212015 097102016 10000241821 BOTENETding.Alisha . 2@ Dm R oam mED. 1D R fe. W RRD AT STM RO LR A0 RDWD
2 082472016 08132016 10000241821 BOTCNEMANGAISNA | oy smn am am i oW len WM RN AL L L AemaN,
3 0B/102016 07/30,2016 10000241821 SOICNErNgAlsha i sm- am oam o= " T TEE T o LemE
4 07/27/2016 07/16/2016 10000241821 ?“'C“Er“i"“'m‘s"a Y Y L o - [T ' AR TP RCETE
5 077132016 071022016 10000241821 SOMCNEMINGAlSha i eme am on om - T Im Lo rm oLeman
6 06292016 06182016 10000241821 BOrCherding Alisha . Gt cm= amoam omees " T Im. = o L
7 06/15/2016 06/04/2016 10000241821 ?”'C“Er“i"“'m‘s"a i emea TR " . T ImE i L meee
8 08/012016 05212016 10000241821 BOrCNErNgAlsha T AW MmAT Tt W W T E T EE R e TOe OO0 G 0wt
9 05/1B/2016 05/07/2016 10000241821 BOrCherdingAlsha T B T T I T R T R 1 T T T T T e
10 05/04/2016 04/23/2016 10000241821 ?“'C“Er“i"“'m‘s"a EEm Vemd 3 3@ DM 1] £ LT T PR T
11 04202016 04092015 10000241821 §OrENETINGAllsh [ S S TR 14 A L AT
12 041062015 037262016 10000241821 §OrEherdingAlisha |y 5 I R W Im RIS o EE EE OEE!  3EWE DI LR LVENE
13 03232015 03/122016 10000241821 SO ENEINGAlisha Im e S 3m EI 4 £ EE EED 3T B CEE Y BOE
14 031092016 02272016 10000241821 §OrENErINGAlisha e AR OAWH A= W dln i B mae W OSH AR LW WAV SIE
15 0212412015 0211372015 10000241821 §OrEnEing.Alisha . AWM Iea A= 3m Nl 0 om. LR OERD A ORI L RVEOWC
16 021102016 017302016 10000241821 SINEANOAIShE |y amm am s min DR . W ORRD DRSO LR ARDWC
17 012712016 01162016 10000241821 §OrENETINGAllsha Tk Imml E M N, W .. LM mE amommoLn g Loman
18 01132016 01/02/2016 10000241821 §OrEherding Alisha I cmE am o oam v " T P m p e Lemes

6. You have successfully viewed the daily time calendar for an employee.

End of Procedure.
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