TLO2 Editing or Updating a Time Card for a
PeriodX
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STEP 1

Click on Sign In

Sign In

Oracle Applications Cloud

LPeters

Forgot Password

English ~

&

STEP 2

Under Me Section, Click on Time and Absences tile

Good evening, LAURA PETERS!

Me Tools Others
QUICK ACTIONS
sonal Details

Joumeys

iy,

Time and Career and Personal
Absences Performance Information

& Family and Emerger

Q
&&% My Organization Chart
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STEP 3

Click on Existing Time Cards

BB

LAURA PETERS

@ Current Time Card Existing Time Cards

Open your current time card Access all of your time cards

Request Time Change Add Absence

Send a request to change your worked Request an absence and submit for
time approval

3
° Absence Balance @ Existing Absences -

STEP 4
Click on 4/30/22-5/6/22 timecard

< xisting Iime Cards
LP LAURA PETERS

Time Cards

Last 5 time cards

4/30/22 - 5/6/22 Entered

Total Hours:20

" 5/28/22 - 6/3/22 Entered
Total Hours:0

5/21/22 - 5/27/22 Entered
Total Hours:0
T 514722 - 5/20/22 Entered

° Total Hours:0

7_§ Made with Tango 30f 9


https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 5

Click on pencil icon to edit

Entered 20.00

Show Details

Entries + Add
Actions Vv View By | Reported details by entry date Sort By | Reported date - old to new

May 02,Mon 10.00 Hours

HUMAN SERVICE TECHNICIAN |- E9177 | Regular

May 03,Tue 8.00 Hours 4

HUMAN SERVICE TECHNICIAN |- E9177 | Regular

STEP 6
Type "8" in the quantity menu

HUMAN SERVICE TECHNICIAN |- E9177

*Payroll Time Type

Regular

Project

Select a value

Activity

Select a value

“Select Dates
May 02,Mon

Quantity Quantity

Comments

6 May 03,Tue 8.00 Hours
HUMAN SERVICE TECHNICIAN I- E9177 | Regular
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STEP 7
Click on OK

Show Details

Entries

STEP 8
Click on Submit

Delete |@ Cancel

*Assignment

HUMAN SERVICE TECHNICIAN |- E9177

*Payroll Time Type

Regular

Project
Select a value
Activity

Select a value

*Select Dates

Maw 02 hMan

¢ |-

Time Card: 4/30/22 - 5/6/22 | ([ submit [ concet

LAURA PETERS

Entered
Show Details

Entries

Actions Vv

May 02,Mon

18.00

+ Add

View By | Reported details by entry date Sort By Reported date - old to new

8.00 Hours V4

HUMAN SERVIC ECHNICIAN I- E9177 | Regular
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STEP 9

Click on 4/30/22-5/6/22 timecard

Time Cards

Last 5 time cards

5/28/22 - 6/3/22

Total Hours:0

5/21/22 - 5/27/22

Total Hours:0

5/14/22 - 5/20/22
Total Hours:0

4/23/22 - 4/29/22
Total Hours:0

'[43022 - 5622]
Total Hours:18

Pt

STEP 10

Click on Show Details

LAURA PETERS

Time Card: 4/30/22 - 5/6/22

Submitted

\\_ Show Details |

Entries
Actions Vv

May 02,Mon

Entered

Entered

Entered

Entered

Submitted

Q O v B

A Actions ¥ | ‘
Lot J L

Submit ‘ |

18.00

+ Add

View By | Reported details by entry date Sort By Reported date - old to new

8.00 Hours V4

HUMAN SERVICE TECHNICIAN I- E9177 | Regular
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STEP 11

It will show the details of timecard submitted.

Q@ P &

Time Card: 4/30/22 - 5/6/22 g0 [ actons v|[ submt ][ conce
LAURA PETERS ' ' '

Submitted 18.00

Hide Details

Calculate
Time Totals Reported Calculated
Total Hours 18.00 18.00
Scheduled Hours 40.00 4000
Regular Hours 16.00 16.00
Comp Earn 0.00 0.00

0.00 0.00

Overtime 0
4
5 Sick 0.00 0.00

STEP 12
Click on Home icon

c@w P 8

Time Card: 4/30/22 - 5/6/22 go [ Acions ][ submt || concel
LAURA PETERS ' " .

Submitted 18.00

Hide Details

Calculate
Time Totals Reported Calculated
Total Hours 18.00 18.00
Scheduled Hours 40.00 40.00
Regular Hours 16.00 16.00
Comp Earn 0.00 0.00
Overtime 0.00 0.00

1
Sick 0.00 0.00
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STEP 13

You will get back to the Home screen

Good evening, LAURA PETERS!

Tools Qthers
QUICK ACTIONS

ersonal Details

e

Directory Joumeys

ocument Records
(=1 Y. £
|=-;- Identification Info

e B

Time and Career and Personal

fan?] .
r7r1) Family and Emerge . =
it 5 Absences Performance Information
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