Oracle Exempt Timecard Entry
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Login

To login to Oracle Self Service to enter a timecard, start at the RFMH Homepage. The URL is:

http://corporate.rfmh.org/

SELF SERVICE ~  WEB FTASK NYPI NKI IBR OASAS SITE INDEX

Home Page

Corporate
Information

= Research Foundation
for Mental Hygiene, Inc.

HR & Payroll »

Employment
Opportunities

AP/Purchasing »

Research

Compliance

Information
Technology

Technology

Transfer - . Fiaessch Pawrdiion for isstal Hyglecis. lncg

Gonge Gustom searon o |

O 2000 Research Foundation for Mental Hygiene, Inc. All Rights Reserved
Terms under which this service is provided to you. Read our privacy guidelines

From the links on the bar at the top of the page, click on Self Service then Login Page.

ORACLE ]
- £

*User Name [
{example: michasl.james.smith)

(example: 4u99v23)
Cancel

Login Assistance

Accessibility] None ~

Select a Language:
English

You can save this login page as a shortcut to your Desktop, by clicking File > Send> Shortcut to Desktop.
Then use the il icon to get to this page quickly. Alternately, you can save this as a favorite in your
Browser. From Internet Explorer, click on Favorites > Add to Favorites then key in the name you want
and click on Add.

Oracle Exempt Timecard Entry Page 2



To login, enter your Username and the Password that was assigned to you. Click Login.

DRACI_E

Change Password

Change Password
#|ndicates Required Field

=Current Password |u"“" |

=*Mew Password |"u"" |

*Re-enter New Password |n"“"| |
@'TlP Paz=word must be at least 8 characters long.

[Cancel ] [ﬁ-.pply]

If your password was newly created, you will be prompted to change your password when you login for
the first time. (If your password is ever reset, these same steps will apply.) Enter the information as
prompted and click on Apply. (The next time you login, you will not see this step.)

If you are a regular Oracle user, that is, someone who regularly logs into Oracle from a business office in
the course of their day to day RFMH business (HR, Purchasing, Grants, etc.), you can access Self Service
from your responsibility list after logging in to Oracle in your usual manner.

The Self Service link from the RFMH website home page links you only to a web tier that has the Self
Service pages. It does not get you access to the Oracle forms for your other responsibilities. This web
tier was specifically created to allow access to the Self Service platform for those connecting from
outside our business office VPNs.
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Navigator Page

ORACLE’ EBusiness Suite

B2 Favorites ¥ Logout Preferences Help

Enterprise Search IAII 3 | | Go Search Results Display Preference |Standard »

Logged In As ROSSIRI
Oracle Applications Home Page

‘Main Menu ' ‘Worldist

Personalize “Full List

From Type Subject Sent Due
There are no notifications in this view.

¥TIP Vacation Rules - Redirect or auto-respond to notifications.

¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

From this Navigator page, click on the link for Self Service Time.

ORACLE" EBusiness Suite

B2 Favorites v
Enterprise Search IAH j I IEI Search Results Display Preference |Standard =

Oracle Applications Home Page

Logged In As ROSSIRT

Worklist
B (3 seff service Time From Type Subject Sent Due

WWorklist There are no notifications in this view.
. ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
#TIP Worklist Access - Specify which users can view and act upon your notifications.

Then, click on the link for Time, then Recent Timecards.
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Time Entry

ORACLE" Time

N Navigator v B2 Favorites ¥ Home Logout Preferences Help

Recent Timecards | Templates
Recent Timecards: Rossi, Richard V, 8454

Search

“TIP Depending on your search criteria, your search results may or may not include archived timecards. Archived timecards appear in the search results table with summary information and disabled icons.
Read more...
From Date I E ToDate
(example: 18-Mar-2015)

Show Advanced Search Criteria

[6o] [ciear |

Select Timecard: | Delet | | Create Timecard | <) Previous |1-3 of 94  |¥| Next3 @&

Select All | Select None

Selectl]‘mecard Status ~ Transferred To Period Starting Period Ending Recorded Hours|/Submission Date Update Details
I~ Approved None 05-Mar-2015 18-Mar-2015 45 17-Mar-2015 /a
I~ |Approved Payroll 19-Feb-2015 04-Mar-2015 45/09-Mar-2015 7
I~ |Approved Payroll 05-Feb-2015 18-Feb-2015 45|18-Feb-2015 e

Conversion Chart

Time Home Logout Preferences Help

Copyright () 2008, Oradie. Al rights reserved

From Recent Timecards, once you have created timecards, you can view all of your existing timecards.

Once a timecard has been approved, the employee no longer has the ability to make changes to the
timecard. (That is why the Update and Delete icons are grayed out.) However, you can click on the
details button to view information on approved timecards.

To create a new timecard, click on the Create Timecard button.

Hint: When moving through these web pages, do not use the Back button on your browser. Use the
links provided to move from page to page. In some areas, using the back button will make your
session close and you will have to log back in.

Oracle Exempt Timecard Entry Page 5



ORACLE" Tme

1 Navigator v B Favorites w Home Logout Preferences Help

Recent Timecards | Templates
Time Entry: Conlin, Theresa A, 790

Cance_l| §ave‘ Continue

[H Show Accrual Balances

Period [March 05, 2015 - March 18, 2015 @ Comments -
Template |- Work Schedule - Apply Template =l
Supervisor Burke, Robert E Anniversary Date  1985-07-29 00:00:00.0
Thu, Mar |Fri, Mar |(Sat, Mar |Sun, Mar (Mon, Mar |Tue, Mar |Wed, Mar Thu, Mar |Fri Mar |Sat, Mar |Sun, Mar |Mon, Mar |Tue, Mar |Wed, Mar
Hours Type 05 06 07 08 09 10 11 12 13 14 15 16 17 18 Total |Delete
Scheduled Howrs 7] 1 ] [ . 75| @
2 [ | I 0
AddRow Recalculate 7.5 7.5 0 o 7.5 7.5 1.5 7.5 7.5 o o 7.5 T 7.5 75

Template Name I Save as a Template

Conversion Chart

Cance_l| §ave‘ Continue

Time Home Logout Preferences Help

Privacy Statement Copyright () 2008, Oracle. All rights reserved.

The new timecard will be created and will default to the current pay period.
To choose another pay period, use the Period drop down box to pick from the list.

Note: The number after your name at the top of the form is your employee number. RFMH is trying to
get away from using Social Security numbers whenever possible, to better protect our employees’
information.
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Time Entry | Timecard Search | Templates

Time Entry: Holub, Kathleen M, 4044

Hote: If there is a Holiday during this period please
Holiday.

B Show Accrual Balances

Period | April 07, 2011 - April 20, 2011

More Periods. ..

August 25, 2011 - September 07, 2011

Supewisur’a‘“g“ﬂ 11, 2011 - August 24, 2011

July 28, 2011 - August 10, 2011

July 14, 2011 - July 27, 2011

June 30, 2011 - July 13, 2011

Hours TV june 16. 2011 - June 29, 2011
June 02, 2011 - June 15, 2011

Scheduld iay 19 2011 - June 01, 2011

May 05, 2011 - May 18, 2011

April 21, 2011 - May 04, 2011

Template

Timecard periods on the list that have

FYTT= April 07 2011 - April 20, 2011 i a tilde (~) after them are periods that
March 24, 2011 - April 06, 2011~ 4 have had a timecard generated for
Template |March 10. 2011 - March 23. 2011~ them. The timecards can be in any

oy 24 200 o i 2011
January 27, 2011 - February 09 2011 or Rejected.

January 13, 2011 - January 26, 2011

Copyright (c December 30, 2010 - January 12, 2011

~hout thie o December 16, 2010 - December 29, 2010

December 02. 2010 - December 15, 2010

Movember 18, 2010 - December 01, 2010

Use the More periods... options to view periods either farther in the future or past than the list
provides.

It is imperative that you stay current with your timecard submissions!

Employees who are two pay periods behind in submitting their timecards will be removed from direct
deposit and will receive a paper check until such time as their timecard submissions are current. Should
the employee fall further behind, they can be removed from the payroll until such a time as their
timecards are current and their hours worked and charged are validated by their supervisor.
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ORACLE" Time

N Navigator ¥ B Favorites ¥ Home Logout Preferences Help

Recent Timecards | Templates

Time Entry: Conlin, Theresa A, 790

(= Hide Accrual Balances

“TIP Accrual balances are as of: 18-Mar-2015.
Holiday 37_5 58.75 Personal 37_5 33.75 Sick 37_5 1500
Vacation 37_5 334.5

Period [March 05, 2015 - March 18, 2015 =@ Comments =
Template I Waork Schedule j Apply Template LI
Supervisor Eurke, Robert E Anniversary Date  1985-07-29 00:00:00.0

Thu, Mar |Fri, Mar |Sat, Mar |Sun, Mar (Mon, Mar |Tue, Mar |Wed, Mar |Thu, Mar |Fri Mar |Sat, Mar |Sun, Mar |Mon, Mar |Tue, Mar |Wed, Mar

Hours Type 05 06 07 08 09 10 11 12 13 14 15 16 17 18 Total |Delete
Scheduled Hours - 1 1 1 | 75| @
| 0

Recalculate 7.5 7.5 0 [ 7.5 7.5 7.5 7.5 7.5 [ o 7.5 7.5 75| 75
Template Name I Save as a Template

Conversion Chart

Time Home Logout Preferences Help

Privacy Statement Oracle. All rights reserved

To view your accrual balances, click on the Show Accrual Balances link at the top of the page. There you
will see your Holiday, Personal, Sick and Vacation accruals. (The numbers 37_5 in accrual plan Holiday
37_5 indicate the number of hours in the employee’s normal work week. There are different accrual
plans based on the different work schedules. If you are a 40 hour employee, your plans would be
Holiday 40, Sick 40, etc.) These accruals include the earned accrual for the current pay period, and the
charges that have been entered on this timecard and any prior timecard.

If you do not wish to see the accruals, you can click on Hide Accrual Balances.

lime Entry: Holub, Kathleen M, 4044 ( \
Templates
¥ Hide Accrual Balances P
@ TIP The accrual balances are as of August, 10 2011 and
Holiday 37_5 0 Personal 37_5 2.5  Sick 3 The Work Schedule Template will default
Vacation 37_5 220.75 in holidays if one exists in the pay period.
Period [ July 28, 2011 - August 10, 2011 l\:-‘ : It is the only template that does this.
Template | - Work Schedule “ lﬁpplvTemplate i
e The Last Timecard template can be used
Superiso ‘—imp

My Templates—————
Public Templates-———- '
- Last Timecard Fri, Jul | Sat, (A big help for non-exempt employees

Hours Ty - Project Assignments B |29 Jul \ especially.) )

More information on templates is offered in the Template section at the end of this manual.

to copy from one timecard to another.
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ORACLE" Time

M Navigator ¥ BF Favorites v Home Logout Preferences Help

Recent Timecards | Templates
Time Entry: Conlin, Theresa A, 790

Cam:e_l‘ §ave‘ Continue

Show Accrual Balances

Period IMay 14, 2015 - May 27, 2015 ﬂ jo] Comments -
Template |- Work Schedule - Apply Template =
Supervisor Burke, Robert E Anniversary Date 1985-07-29 00:00:00.0
Thu, May |Fri, May |Sat, May |Sun, May |Mon, May |Tue, May |Wed, May |Thu, May |Fri May |Sat, May (Sun, May |Mon, May |Tue, May |Wed, May
Hours Type 14 15 16 17 18 19 20 21 22 23 24 25 26 27 Total |Delete
[Schedueariows =] 1| 1 7 s | @
Holicay 3 [ N N N N L] T |[7s| @
2 [ N N N N 0
AddRow Recalculate 7.5 75 o 1] 7.5 7.5 7.5 7.5 75 1] o 7.5 RS 7.5 75

Template Name I Save as a Template

Conversion Chart

Cam:e_l‘ §ave‘ Continue

Time Home Logout Preferences Help

Privacy Statement Copyright (c) 2006, Crade. All rights reserved

An Exempt employee starts their first timecard by entering any changes to the Scheduled Hours.
Scheduled Hours are the hours you are scheduled to work during the pay period. If you work an
Alternate Work Schedule (AWS) or work part-time, you will need to change the hours to indicate the
number of hours you actually worked each day. The template will default in hours based on your normal
work week of 7, 7.5 or 8 hours per day.

ime Entry: Holub, Kathleen L, 4044

(Cancel ) ( gave ) [ Continue )

2= Show Accrual Balances

F'eriod|JuIy28. 2011 - August 10. 2011~ V|.@ Comments
Template | - Work Schedule V| [ Apply Template )
Supervisor  Santabarbara, Melissa A Anniversary Date  19-MAR-2001
Thu, Fri, Jul | Sat, Sun, Mon, Tue, Wed, (Thu, Fri, Sat, Sun, Mon, Tue, Wed,
ours Type Jul 28 |29 Jul 30 |Jul 31 [Aug 01 |Aug 02 |Aug 03 |Aug 04 (Aug 05 |Aug 06 |Aug 07 |Aug 08 |Aug 09 |Aug 10 [T
Scheduled Hours || _9.2s] | i | IR EE S 1| 925 || 1] | &78l||  95l|| 9.28]|74
2] AN | N NN NN N NN |

AddRow ) | Total 9.25 0 0 0 9.5 9.5 9.25 0 9.25 0 0 5.75 9.5 9.25|7

Template Mame | || Savie as a Template

( Cancel ) ( gave ) ( Continue )

Time | Home | Logout | Preferences | Help

right (c} 2006, Oracle. All rights reserved. Privacy Statement

Here the Scheduled Hours row has been updated to indicate the actual hours worked each day. To

charge your accruals, go to the next (blank) row and use the drop down to choose an Hours Type other
than Scheduled Hours.
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Siood Donation Off Prem n i, 4u44
Glood Donation remises v v —
Blood Donation On Premises (LCancel ) ( Save ) { Continue )
Comp Time Eamed
Comp Time Used
f';lh'[g:;m”al Leave 10, 2011~ Comments
_lu‘r‘?('j%uly v| (Apply Template )
[Jilitary Leave A Anniversary Date  19-MAR-2001
Off Payroll
;"-r'emmel Eamed Thu, |Fri,Jul |Sat, [Sun, |Mon, (Tue, |Wed, |Thu, |Fri, Sat, |Sun, [Mon, |Tue, |Wed,
ersona
Zeheduled Hours Jul 28 |29 Jul 30 |Jul 31 |Aug 01 |Aug 02 |Aug 03 |Aug 04 |Aug 05 |Aug 06 |Aug 07 [Aug 08 [Aug 09 [Aug 10 (T
sick EES|| [ [ [ asl|[ as||[ 925 [ 925 [ [ a7s||[  9sl|l 9.25 |74
“/acation -
|l | | | | | | | | | | | | |
AddRow | | Total ) 9.25 0 0 0 9.5 9.5 9.25 0 9.25 0 0 5.75 9.5 9.25 (71
Template Name | | Save as a Template )

(_Cancel ) [ Save ) | Continue )

Time | Home | Logout | Preferences | Help
“zayright (c) 2006, Oracle. All rights reserved Privacy Statement

Pick the appropriate accrual type you wish to charge from the drop down list and enter the number of
hours to charge in the box on that row for the appropriate day. Follow the same process for each
different type of accrual to be charged.

[ Show Accrual Balances

Period [May 14, 2015 - May 27, 2015 = @ Comments -
Template IW[ Apply Template =l
Supervisor Burke, Robert E Anniversary Date 1985-07-29 00:00:00.0
Thu, May |Fri, May |Sat, May |Sun, May (Mon, May |Tue, May (Wed, May |Thu, May |Fri May |Sat, May (Sun, May (Mon, May |Tue, May (Wed, May

Hours Type 14 15 16 17 18 19 20 21 22 23 24 25 26 27 Total |Delete

[remmearors B L8 [ L0 L | [ |8 a8 0 0 0 28 |28 |es| @

iy = O 1 [T |7 7 |C 1 1 1 |1 7 7 C1 ] |#s| @

| o— | N | N N N N [ [ 0
QA:ZRT);' Recalculate 7.5 7.5 (1] (1] 7.5 7.5 7.5 7.5 7.5 (1] (1] 7.5 7.5 7.5 75

ame | Save as a Template

The Work Schedule template is designed to have a blank row for additional entry at the bottom of the
timecard. If you use a blank row and click on Save or the Recalulate button, a new blank row will be
created automatically.

If you need to use another row, and have not hit Save or Recalculate, you can click on the Add Row
button in the bottom left corner of the page to have another row made available for you.

The Recalculate button generates totals per row, day and period. This also occurs when the Save or
Continue buttons are pressed.

Once you enter accrual charges to the timecard, you must click the Save button to see the accrual
deducted from your balance on the Show Accrual Balances section of the timecard. Clicking Save
refreshes the web page and prompts the page to recalculate the totals.

Oracle Exempt Timecard Entry Page 10



ORACLE Time Home

Time

Time Entry | Timecard Search | Templates
Time Entry: Holub, Kathleen M, 4044

| Cancel ) ( Save ) | Continue )

P> Show Accrual Balances

Period |.Ju|3.r 28, 2011 - August 10, 2011~ VL@ Comments || syitched my AWS day of A
Template |- Wark Schedule ~| (Apply Template g_,lﬁ”"a*‘- B8 10 Thursday. S
Supervisor  Santabarbara, Melissa A Anniversary Date  19-MAR-2001
Thu, Fri, Jul | Sat, Sun, Mon, Tue, Wed, |[Thu, Fri, Sat, Sun, Mon, Tue, Wed,
Hours Type Jul 28 |29 Jul 30 |Jul 31 |Aug 01 |Aug 02 |Aug 03 |Aug 04 |Aug 05 |Aug 06 [Aug 07 |Aug 08 |Aug 09 (Aug 10
Scheduled Hours el sas|l L Y[l esl|[_es||l eas|l |l e2s[ll [l J|[ s7s|| 9.5|[ 9.25]
Persanal 2] | M| NN | N N NN | N NN NN 1| IO
Vacation 2] | M) NN | N N N N NN N NN 1| |
]| I NN N N N N N NN NN O |
_AddRow ) | Total ) 9.25 0 0 0 9.5 95| 9.25 0| 925 0 0 9.5 95| 9.25
Template Hame | | Save a5 2 Tempiare)
(_Cancel ) (_Save | (_Continue
Time | Home | Logout | Preferences | Help
Zopyright (c) 2006, Orack. All rights reserved. Erivacy Statemen

Comments can be added at any time. When the timecard is submitted for approval, the comments can
be viewed by the supervisor.
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Save a Timecard

Once you have made entries, you can click the Save button at any time to save your work and return at
a later date.

The Continue button will save your entries, generate totals, and perform checks against Time Entry
Rules to validate your timecard information. For instance, a Time Entry Rule will validate your daily
scheduled hours times your FTE (Full time Equivalent) to determine the minimum number of hours you
should be submitting on your timecard. So, if you work a 7.5 hour day and your FTE is 1.0, then you
should submit no less than 75 hours on your timecard.

These validations can generate warnings or errors. A warning will allow you to continue on to submit
your timecard. An error will not.

If you experience an error or warning that you feel is incorrect or that will not allow you to process
your timecard, please contact your local OTL Administrator or send an email to
RFMHOTL@RFMH.ORG.

ORACLE" Time

1 Navigator v B Favorites w Home Logout Preferences Help

Recent Timecards | Templates

Confirmation
The timecard has been saved successfully.

: Conlin, Theresa A, 790

Time Ent

(‘am:e!| Qave‘ Continue

Show Accrual Balances

Period [May 14, 2015 - May 27, 2015~ =@ Comments -
Template IW, Apply Template =l
Supervisor Burke, Robert E Anniversary Date 1985-07-29 00:00:00.0

Thu, May |Fri, May |Sat, May [Sun, May |Mon, May (Tue, May |Wed, May |Thu, May |Fri, May |Sat, May |Sun, May |Mon, May |Tue, May (Wed, May

Hours Type 14 15 16 17 18 19 20 21 22 23 24 25 26 27 Total |Delete
[Scheduled Hours =] I . I | N | o5 | @
[ ECT=a— | N N N C1 1 |»s| @
- (| N | | | [ 0

AddRow Recalculate 75 75 o 0 7.5 RS 7.5 7.5 7.5 0 0 7.5 7.5 7.5 75
Template Name I Save as a Template

Conversion Chart

Cance!| §ave‘ Continue

Time Home Logout Preferences Help

If you save your timecard, you will see a message at the top of the timecard stating that it was
successfully saved.

If you wish, you can logout and come back another time to add entries or finish your timecard.
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Timecard Review in Time Entry

ORACLE" Time

N Navigator ¥ B Favorites ¥ Home Logout Preferences Help.

Recent Timecards | Templates

Recent Til ds: Conlin, Theresa A, 790
Search
¥ TIP Depending on your search criteria, your search results may or may not include archived timecards. Archived timecards appear in the search results table with summary information and disabled icons.
Read more...
From Date | To Date ﬁ
(=xample: 18-Mar-2015)
Show Advanced Search Criteria
Go Clear
Select Timecard: | Delete | | | Create Timecard < Previous [1-50f 95 x| Next5 &

Select All | Select None

ecE Tmecarthatatus + Transferred To |Period Starting |Period Ending Recorded Hours|Submission Date Update Details
None 14-May-2015 27-May-2015 73 W
Aoprevel Payroll 19-Feb-2015 04-Mar-2015 75 10-Mar-2015 v
[T Approved Payroll 05-Feb-2015 18-Feb-2015 75/10-Mar-2015 4
7

T Approved Payroll 22-Jan-2015 04-Feb-2015 75 11-Feb-2015

When you log back into Oracle and go to Time Entry, you will now see the timecard in progress is in
your timecard listing with a status of Working. To continue working on the timecard, click on the

Update Delete
#  iconto re-enter the timecard. The T icon is used to delete the timecard.

Once you click the Delete icon and confirm your intentions, you can then click the Create Timecard
button to start a new version of the timecard.

Details

The
balances. You can view the detail, but not make changes from this page. Once a timecard is in
Approved status, this is the only option you have available, as you cannot Update or Delete an
approved timecard.

icon will bring you to a view only version of the timecard and it will not include your accrual

ORACLE" Time

m Navigator v B2 Favorites Home Logout Prefes

Recent Timecards | Templates

Review: Conlin, Theresa A, 790

Week Starting Thursday, May 14 2015
Timecard Period (days) 14

Comments
Thu, May  |Fri, May Sat, May |Sun, May Mon, May |Tue, May |Wed, May |Thu, May |Fri May Sat, May |Sun, May |Mon, May |Tue, May |Wed, May
Hours Type 14 15 16 17 18 19 20 21 22 23 24 25 26 27 Total
Scheduled
Hours 7.5 7.5 7.5 75 7.5 7.5 T 7.5 7.5 | 67.5
Holiday 7.5 7.5
S S o o 7.5 7.5 S S S 1) o S 7.5 7.5 75

I certify that this record of attendance is correct and is an accurate report of my attendance and leave activity.
Conversion Chart

Return to Recent Timecards

Time Home Logout Preferences Help

Privacy Statement Copyright (c) 2006, Oracle. All rights reserved.

This is the Details view. No changes can be made from this page.
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Submit a Timecard for Approval

Once you are satisfied that the timecard reflects a complete and accurate record of your time for that
period, click on the Continue button to perform a save with validations. If no errors arise, you can click
the Submit button to send the timecard to your supervisor for approval.

DRACI—E- SIagnoslcs Creferences OSI0 LICES wWindg

Time

Time Entry | Timecard Search | Templates

Time entries for the given timecard period have been submitted successfully.
Tatiens b. Kathleen M, 4044

Hours Entered

Worked Hours | Non Worked Hours

Total Hours Entered 74 1

Week Starting Thursday, April 07 2011
Timecard Period (days) 14
Comments

Thu, Fri, Sat, Sun, Mon, Tue, Wed, Thu, Fri, Sat, Sun, Mon, Tue, Wed,
Hours Type |Apr07 [(Apr08 |Apr08 (Apr10 |Apr11 Apr12 |Apr13 Apr14 |Apr15 |Apr16 |Apr17 |Apr1& |Apr19 |Apr20 Tota
Scheduled
Hours 6.5 [£] 75 7.5 75 75 7.5 75 75 7.5
Personal 1

1.5 1.5 0 0 7.5 7.5 1.5 1.5 7.5 0 0 7.5 T 1.5

Feturn to Recent Timecards

Time | Diagnostics | Preferences | Help | Close Window
Zopyright (c) 2008, Oracle. All rights reserved.
~bout this Page

You will receive confirmation that the timecard was submitted successfully.

OQACI_E SIAGNSILCE CrETErences Ml LS2€ vWindg

Time
Time Entry | Timecard Search | Templates

Recent Timecards: Holub, Kathleen M, 4044

Create Timecard )
Sia Period Starting Period Ending Recorded Hours|Submission Date Update Delete Details
07-Apr-2011 20-Apr-2011 75 14-Apr-2011 / ]
Approved 24-Feb-2011 09-Mar-2011 75 16-Mar-2011 j i
Approved 10-Mar-2011 23-Mar-2011 7529-Mar-2011 j’ fi
:
Approved 24-Mar-2011 06-Apr-2011 ar-201 1 j i

Time | Diagnostics | Preferences | Help | Close Window
Zopyright (c) 2008, Oracle. All rights rezerved

iz Pag vacy Stateme:
~bout this Page Priva tatement

If you return to the Time Entry page, you will now see that your timecard is in Submitted status. Since it

has not yet been approved, you can still use the Update icon to re-enter the timecard and make
changes.
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Updating a Timecard after Submission

Reminder: Once the supervisor approves the timecard, you can no longer make any changes. If
changes are required after approval, please send an email to the RFMH OTL HelpDesk
(REMHOTL®@rfmh.orq) with the details of what needs to be changed. An OTL Administrator at Central
office will then make the changes and resubmit your timecard to your supervisor for the new
approval.

If you reopen the timecard, Oracle will not allow it to be re-submitted unless a change is made. That can
be anything from changing the Scheduled Hours or accrual usage to adding a timesheet comment.

It is highly recommended that you add a timecard comment whenever you make a change to a
timecard.

You would then follow the same process to Save, Continue and Submit the timecard for your supervisor
to review.

Timecard Approval or Rejection

Once a timecard is acted on by the supervisor, the employee will receive an email back via Oracle
Workflow to let them know that the timecard was approved or rejected. The supervisor can also add
comments at that time. These comments will be included in the email.

If a timecard is rejected, the employee will be able to enter the timecard by going back to Time Entry
and using the Update icon to make the necessary changes before resubmitting.
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Using Templates

As noted earlier, the timecard template used can help enter information in your timecard. For instance,
the Work Schedule template will default in the RFMH Holidays if they fall in the pay period you are

working in.

Once you have created your first timecard, for any ensuing timecards, you can choose the Last Timecard
template. This template will create a timecard identical to the prior one. This can be a real timesaver if
you work a fairly consistent schedule. You can then make any time changes that you need and add or

delete rows for the accrual charges and be done, with less data to enter.

Just remember that if you use the last timecard entry, your holidays will not default in and you will

have to add that row manually.

ORACLE Time

Time Entry | Timecard Search | Te
Time Entry: Dyer, Stella, 3867

Hote: If th
Holiday.

B Show Accrual Balances

ere is a Holiday during this

Period | Aprl 07, 2011 - April 20, 201

Template

- Wark Scheduls

Supenisol

Hours Ty

My Templateg———

- Template Timecard
Public Templateg————--——
- Last Timecard

- Project Assignments
_Weark Sehedinle
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You also have the option of creating your own template.

(1230 (1230 [ | (1230|1230 1230 ) 1280|1280 | | {1230 |[12:30 | | [12:30

=g
&8
=)
=)
=g
bl -]
=)
=)
(=g
&~ 8
=)
=)

[o4:00] [[o400 || ]| [02:00 | |[o4:00| |[o4:00] |[o4:00] |[od00] || ||

Scheduled Hours 2] LA N | N ) N )N | N N O N ) NN ) N

“Yacation V| | | |

“[L__T]l |l

AddRow | | Tofa 5 75 Q0 0] 7.5 7.5 7.5 7.5 1.5 0 0
Template Name | @

Once you enter a timecard that you want to duplicate in the future, on the bottom left corner of the
timecard you will find a box called Template Name. Enter the name that you want to give the custom
template and click the Save as a Template button. Then the next time you create a timecard, choose
that template name from the template drop down list to have the information entered for you.

Continue

Printing Timecards

To print a copy of a timecard, from Time Entry click on the Update or Details button (as appropriate
based on the timecard status). Once you have the timecard on screen, click on File > Print. Even if the
entire timecard is not in view on the page, (you would have to scroll to view the whole thing), the entire
timecard will print on one page.
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Navigation

On the Oracle pages, you will see navigation links at the top and bottom of most pages. Just click on a
link to get where you want to go.

On the Oracle Self Service pages, you will see navigation links at the top and bottom of most pages. Just
click on a link to get where you want to go.

ORACLE" Time

M Navigator v B Favorites v Home Logout Preferences Help

Recent Timecards | Templates
Recent Timecards: Rossi, Richard V, 8454

Search

~TIP Depending on your search criteria, your search results may or may not include archived timecards. Archived timecards appear in the search results table with summary information and disabled icons.

Read more...
From Date I a To Date a
{example: 17-Mar-2015)
Show Advanced Search Criteria
Go Clear
Select Timecard: | Delete | | | Create Timecard 9 Previous [1-3 0794 7] Next3 ®
Select All | Select None
Select|l’mecard Status + Transferred To Period Starting Period Ending Recorded Hours Submission Date Update Details
I~ Approved None 05-Mar-2015 18-Mar-2015 45 17-Mar-2015 &
I~ Approved Payroll 19-Feb-2015 04-Mar-2015 45/09-Mar-2015 v
I~ Approved Payroll 05-Feb-2015 18-Feb-2015 45/18-Feb-2015 v

Conversion Chart

Time Home Logout Preferences Help

Home This link will return you to the Navigator page.
Logout This link will log you out and bring you to the Login page.

Preferences  This link will bring you to a preferences page where you can change your password.

Help This link will bring you to the generic Oracle Help information for that page. This is not
RFMH specific information.

Time This link will return you to the Recent Timecards page.

Close Window This link will close the open web page and return you to the session menu.
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Warnings and Errors

When you click the Continue button on a timecard, the timecard data is saved and Time Entry Rule
validations are performed. Warnings will allow you to move forward with the process and submit a
timecard, however, errors will not. If you encounter a warning or error that you feel is incorrect or that
you cannot get past to submit your timecard, please contact your local OTL Administrator or send an
email to the RFMH OTL HelpDesk (REMHOTL@rfmh.org).

Following are some examples of the warnings and errors:

DRACLE Time Home

me Entry | Timecard Search | Tomnlatas

The following time entry rule has been violated (Time worked and/or charged less than expectad for the pay period.)
= athleen M, 4044

| Cancel ) | Save | | Continue |

7 Hide Accrual Balances
TIP The accrual balances are as of: August, 10 2011 and do not include any time off taken for this timecard

Holiday 37_5 0 Personal 37_5 2.5 Sick 37_5 17.75
Vacation 37_5 219.5

Peri0d|July28. 2011 - August 10, 2011~ v|ﬁ) Comments
emplate|-‘u"v'0rk Schedule V‘ |_Apply Template )
Upervisor  Santabarbara, Melissa A Anniversary Date  13-MAR-2001

Thu, Fri, Jul | Sat, Sun, Mon, Tue, Wed, |Thu, Fri, Sat, Sun, Mon, |Tue, Wed,

urs Type Jul 28 |29 Jul 30 |Jul 31 [Aug 01 [Aug 02 |Aug 03 |Aug 04 |Aug 05 [Aug 06 |Aug 07 |Aug 08 |Aug 09 |Aug 10 |To
=cheduled Hours ||l 9.2s]|] i 1] | osl|| os||| 925 | o25|| | I s78l||  9sl|| e25|71
Vacation 2| N | N NN N N NN O N N | N

2| M | NN | NN N N NN NN N Y |

AddRow || Total | 9.25 0 0 0 9.5 9.5 9.25 0 9.25 0 0 T 9.5 9.25

The employee is a 37.5 hour/week employee and should have a minimum of 75 hours submitted on the
timecard. (72.5 hours are entered on the timecard above.) The employee cannot submit the timecard
until 75 hours are accounted for either in Scheduled Hours or accruals or a combination of the two.
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JRACLE Time Home Logout Preferences Help

Time

X1 Error
The following time entry rule has been violated (Excesded available Personal leave balance.)
eEntne Holub, Kathleen M, 4044

/ Hide Accrual Balances

TIP The accrual balances are as o st. 10 2011 and do not include any time off taken for this timecard
Holiday 37_5 0 Personal 37_5 2.5 Sick 37_5 17.75

Wacation 37_5 219.5

(Cancel ) [ gave ) ( Continue )

Period | July 28, 2011 - August 10, 2011~ ~|@ Comments
smplate | - Work Schedule v | (Apply Template )
upenisor  Santabarbara, Melissa A Anniversary Date  19-MAR-2001
Thu, Fri, Jul | Sat, Sun, Mon, |Tue, Wed, (Thu, Fri, Sat, Sun, Mon, |Tue, Wed,
urs Type Jul28 |29 Jul30 |Jul31 |Aug 01 |Aug 02 |Aug 03 |Aug 04 |Aug 05 |Aug 06 |Aug 07 |Aug 08 |Aug 09 |Aug 10 |To
Zcheduled Hours ([ 9.5 ] i | NS RS 1] U szl asl|] 9.25]|71
Grsnna' D) 2] { )| N NN N N OO [IEE| DX | I s
/acation 2] { | N NN NN N ¢ NN 1| | I
I NN | N I I [ [l I I

The employee has 2.5 hours available to charge to Personal Leave, but has charged 3.5 hours on the
timecard. The time Entry Rule has generated an error indicating that the amount charged exceeds the
available balance in that category. The employee must reduce the amount charged to less than or equal
to the available balance and click the Continue button to revalidate the entries.

ORACLE Time Home

/NWarning
The following time entry rule has been violated (Time worked and/or charged more than expected for the pay period.)

iew: Holub, Kathleen M, 4044

| Cancel | | Back | [ Submit

Week Starting Thursday, July 28 2011
Timecard Period (days) 14
Comments

Thu, Fri, Sat, Sun, Mon, Tue, Wed, Thu, Fri, Sat, Sun, Mon, Tue, Wed,
Hours Type |Jul 28 |Jul 29 |Jul 30 (Jul 31 |Aug (01 |Aug 02 [Aug03 |Aug04 |Aug05 |Aug06 |Aug07 (Aug08 |Aug09 |Aug10 |Total
Scheduled
Hours 9.25 9.5 9.5 9.25 9.25 575 9.5 9.25|71.25
Vacation 4 4
9.25 0 0 0 9.5 9.5 9.25 0 9.25 0 0 9.75 9.5 9.26|75.
| Cancel ) | Back ) | Submit
Time | Home | Logout | Preferences | Help
right (c} 2008, Oracle. All rights rezerved. Privacy Stat:
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The employee is a 37.5 hour/week employee and should normally have a maximum of 75 hours
submitted on the timecard. (75.25 hours are entered on the timecard above.) If the employee meant to
only submit for 75 hours, the timecard should be changed and the Continue button clicked to re-
validate. (Click on the Back button on the page, not your browser Back button, to go back to the Update
page, where changes can once again be made to the timecard.)

Since some employees might have Overtime or Comp Time Earned on their timecard, which would
make their total submitted hours greater than their normal bi-weekly total, this rule gives a warning
instead of an error.

If no changes need to be made to the timecard, the Submit button can be clicked to submit the timecard
to the supervisor for approval.

If a timecard generates both an error and a warning upon validation, both descriptions will be listed on
the top of the page under the heading of Error. Then once the error condition is corrected, the
validation will revert to the Warning heading if the warning condition still exists.
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Accrual Notes

Personal leave

Personal Leave accruals will be awarded at the beginning of the payroll period in which your anniversary
date occurs. The amount of accruals given will be based on the percentage of full-time effort in effect on
that date and will not be adjusted during the course of the year if there is a change of effort.

Personal Leave accrual balances will be brought to zero (0) at the end of the payroll period immediately
preceding your anniversary date.

Holiday
RFMH holidays will be awarded based on your percentage of full-time effort in effect at the beginning of
the payroll period in which the Holiday falls.

Note: So if you are a part-time employee who works 60%, in a location that works a standard 8 hour
day, you will receive 4.8 hours of holiday, no matter how many hours you were scheduled to work on
that particular day. If you are scheduled to work 6 hours on the day of the holiday, you will have to
either use your accruals to charge the additional 1.2 hours to get you up to the 6 hour total or arrange
with your supervisor to make up the time in that pay period. On the other hand, if you are scheduled to
work only 3 hours on the day of the holiday, you are getting 4.8 hours of holiday accruals and only
charging 3 hours. So you will have the remaining 1.8 hours to use at another time.

In OTL, holidays and floating holidays will be combined into one category and will no longer expire one
year from the date they are earned; however the balance of holiday accruals may not exceed eight (8)
days (based on 35, 37.5 or 40 hour work week) at any given time.

Vacation Accruals

Employees may carry more than thirty (30) days per year provided that the balance of vacation accruals
does not exceed forty (40) days on the last day of the last payroll in the calendar year. For example the
last payroll in 2011 is December 28th. All accruals in excess of forty (40) days remaining on December
29, 2011 will be forfeited.

**Keep in mind that the last payroll date varies each year. You should reference the payroll schedule
published each year during Open Enrollment on our website to plan the use of your accruals accordingly.

General Modifications

In OTL accruals can be earned and charged in less than % hour increments. Timecards are the official

record of actual time worked and should reflect your actual start, lunch and end times.

. For example: If your regular work schedule is 9-5 with a lunch from 12- 12:30 and you actually
arrive at 9:08, take lunch from 12:40 to1:10 and leave for the day at 4:45 your timecard should

reflect each of these specific times. In this example you would charge 23 minutes for the day.
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Time Conversion Chart

The following chart converts minutes to decimals:

|I-J]'.1'nutes |DE|::imal

1 ooz |11 o1 |21 035
2 ooz |1z o2o |22 (037
3 oos |13 o2z |23 038
4 Joor |14 o2z |24 Jodo
5 oog |15 fozs |25 042
6 010 |16 o2z |26 043
7 o1z |17 oz |27 045
8 013 |18 fo30 |22 047
9 015 |13 o3z |29 o4s
10 o7 (20 o3z |30 Joso
31 052 |41 foes |51 085
32 053 | laz Jo70 |52 087
33 055 a3 fo72 |53 088
34 057 a4 Jo73 |54 |00
35 Jose |5 fo7s |55 0w
36 Joso a6 fo77 |56 [0.93
37 oe2 |47 o7z |57 095
38 Jo63 |48 foso || 5B 097
395 Joss | lag fos2 |59 [098
40 o670 fos3 |60 [1.00

A link to this chart is available on the Recent Timecards page and the timecard itself.
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Contact Information

If you require additional information concerning Oracle Time and Labor (OTL), Oracle Self Service or

have specific timecard issues, please utilize the following contacts:

For NYPI Employees / Supervisors:
Amanda Scarpinati (518) 486-1121
For NKI Employees / Supervisors:
Randi Dymond (845) 398-5412
For IBR Employees / Supervisors:

Susan Tomaselli (718) 494-5106

For Central Office Employees / Supervisors:

Amanda Scarpinati (518) 486-1121

RFMH OTL Password Resets

ascarpinati@rfmh.org

hrprocessing@nki.rfmh.org

susan.tomaselli@opwdd.ny.gov

ascarpinati@rfmh.org

RFMH_Security@rfmh.org
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Password Resets

If you need your password reset, please utilize the option on the login screen to self-initiate a password
reset. If you use this feature, Oracle will set a new password for you and email it to you immediately.
You can then login and reset the password to one of your choosing.

ORACLE .

it 7 *User mel—
qy// User Na

(example: michasl.james.smith)
*Password

(sam 23)
cancel |
Login Assistance

Accessibility| None >

Select a Language:
English

Privacy Statement Copyright (c) 2008, Oracle. Al rights reserved.

Note: For security reasons, this feature is not available for use by the small number of employees with
Oracle Human Resources access.

Employees not able to use the self-initiated feature or those having other issues should contact
RFMH_Security@rfmh.org
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