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Business Process Description

Use this procedure to approve employee submitted timecards. Employee submitted timecards are
automatically routed to the employee’s timecard approver through a workflow hierarchy.

The timecard approver has the capability to perform the following:
e Approve atimecard
e Correct a timecard for their employees
e Reassign approval responsibilities on a temporary or permanent basis
e Reject a timecard
e Request more information

An Approver has 72 hours to take action on a timecard notification that has been placed in their
Worklist. If the timecard action has not taken place, the request is automatically routed to the approver’s
supervisor for them to take “approval” action.

The Timecard Status Dashboard gives the Supervisor a quick review of the status of their Employee’s
timecards. The dashboard displays the status in a number format and the identical information in a
visual pie chart format. Once retrieved, the display can be expanded to view more details about the
employee. The timecard details can be generated into a PDF file format report, to be easily printed.
The dashboard inquiry can be displayed for a single or multiple payroll periods.

Trigger

An employee timecard has been submitted and routed through the approval process workflow to an
approver.

Prerequisites
e Approver must be designated in the employee’s HR record in the Supervisor field.
e Approver must be a timecard approver in the DAI hierarchy approval workflow.
o Employee’s hours are all linked to a Project, Task and Tour of Duty.
Responsibilities
e OTL Supervisor Approver — Agency
Menu Path
Use the following menu path(s) to begin this task:
e Advanced Worklist
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1. |[Start the task using the responsibility and menu path to open the Worklist:

Responsibility: OTL Supervisor Approver — Agency
Menu Path: Advanced Worklist

Home

Mavigator

Fersonalize

» [0 Application Administrator, Standard

»[1HR CSR MDA

4[] OTL Supervisor Approver MDA
[=| Advanced Worklist
|=| Time Entry
=[] Reports

WI_T&L_Timecard_Approver_July2015 3
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DAI Workflow: Notifications

I ! l I Workflow Home Logout Preferences  Help hf\%flff,"gﬁmu

Navigator . Favorites -+

Worklist

View  Open Nofifications

All Nofifications
Select FYI Nofifications
Select Alotiications From Me
RLAE i Open Notifications Sentaw Due - Fn Level A7 Fromas Type v
B meDoNancaions REDDING, OIS HDA (80 hours) requires approval 032014 REDDING, OIS HDA OTL Woridows for Emplayees
] HARDY_TST2, ROBIN MDA (80 hours) requires approval 03-Jun-2014 HARDY_TST2, ROBIN MDA OTL Workflows for Employees
[ Timecard (01-JUN-20141o 1 or HARDY_TST4, BARRY MDA (64 hours) requires approval 03-Jun-2014 HARDY_TST4, BARRY MDA OTL Workflows for Emplayees

#TIP Vacation Rules - Redirect or auto-respond to notffications.
@ TIP Worklist Access - Specify which users can view and act upon your notifications.

By default, the Worklist 2>View displays all Open Notifications, including timecards submitted by
employees or timekeepers that require approval. If the view selection changes, click the Go button to update
the screen display.

2. |Additional View options are:

View Option Description
All Notifications View all notifications that have a status of:
e Cancelled
e Closed
e Open
FYI Notifications This option will list the FYI Notification received. Once each notification is

opened and closed, it will be removed from the listing.

Notifications from Me | Notifications generated from the person logged in that has been sent to
another user. Once each FYI notification is opened and closed, it will be
removed from the listing.

Open Notifications Displays all Open requests needing to be processed.

To Do Notifications Displays all open requests by Timecard.

3. |Click the box in the Select column for the notification which needs to be reviewed for approval.

Note: To select all boxes in the list click the Select All link; to unselect all boxes click the Select None
link. Select multiple boxes to view only those notifications in a set without returning to the Worklist
screen.

Worklist
View  Open Noffications B Go

Select Notifications: | Open
SelectAll| Select None
Select Subjecta™ SentA™  Due-Fnlewela™  Foma®w Tipe ™

Timecard (01-JUN-2014 o 14-JUN-2014) for REDDING, OTIS MDA (80 hours) requires approval 03-Jun-2014 REDDING, OTIS MDA OTL Workfiows for Employees

Reassion | Close ||

4. |Click the Open button to view the Notification Details — Timecard screen.

WI_T&L_Timecard_Approver_July2015 4
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Notification Details — Timecard

Logged In As

Preferences  Help 1 onv ROBINLLOU

Home Logout

Hours
Project Z4_SD30L_FY14
Task I1C-00-FY14
Hours
Type
EHO Code

MND Hours
Ind

Comments

Z4_3SD30L_FY14
1C-00-FY14

RG - Regular Graded and Military RG - Regular Graded and Military

Note: This is a partial view of the window.

Navigator - Favorites -
Worklist >
Timecard (01-JUN-2014 to 14-JUN-2014) for REDDING, OTIS MDA (80 hours) requires approval
I Approve Reject Reassign Mare Infarmation Request I
From  REDDING, OTIS MDA Timecard Dates  01-JUN-2014 to 14-JUN-2014
To HARDY, ROBIN Description 80 total hours { 0 premium hours, 0 non worked hours)
Sent  03-Jun-2014 16:15:37 OTL Approval ID 58551934#2698190
1D 26237880
Timecard Entries
Comments
ND Sun, Mon, Tue, Thu, Fri, Sat, Sun, Mon, Tue, Thu, Fri, Sat,
EHO Hours Jun01 Jun02 Jun03 Wed, Jun05 Jun Jun Jun08 Jun09 Jun10 Wed, Jun12 Jun Jun Total
Project Task Type Code Ind Jun 04 @ 07 Jgn 11 13 14
Z4_SD30L_FY14 | IC-00-FY14 | RG-Regular Graded and Military | | 8 8 8 8 8 8 8 8 8 8 | 80
0 8 8 8 8 8 0 0 8 8 8 8 8 0 |ED
Sunday, June 01, 2014
Monday, June 02, 2014
Previous Submitted Entry Current Submitted Entry
Number of
9 a

WI_T&L_Timecard_Approver_July2015




Timecard Approver ﬂf
Defense Agencies Initiative 4

5. | The Timecard Notifications window provides the approver with the following information required to
make the approval decision on the employee’s timecard:

a. Header Region:
¢ From: Name of Employee or name of Timekeeper that created the timecard
e To: Approver's Name
e Sent: Date of submission to the approver
o Closed: Date timecard was processed (not displayed in this view of an unprocessed
timecard)
e Timecard Dates: The two-week pay-period for the timecard request
e Description: Total hours with any premium or non-worked hours summarized

Header Buttons:

e Approve: Approves the timecard as displayed

o Reject: Rejects the timecard as displayed, comments for rejection can be added

e Reassign: Assigns the approval process to another source selected by the current
approver on a temporary or permanent basis

e More Information Request: Allows the Approver to request more information in a
comment field about the timecard contents prior to approval. The timecard moves to
a Closed status until it is resubmitted by the employee requesting re-approval.

b. Timecard Entries Region:
e Timecard Lines:

=  Project

= Task

= Hours Type

= EHO (Environmental/Hazard/Other) Code

As Appropriate per Graded or Ungraded timecard layout:
¢ ND (Night Differential) Hour Indicator (Graded)
e Shift Code Override (Ungraded)
e Last Hour Indicator (Ungraded)

c. Timecard Hours by Date: Provides an overview of the two-week period of the timecard
entries displaying hours by date by individual pay code lines and the daily total in the bottom
field.

d. Timecard Summary Totals: Displays the totals hours for the Timecard in the bottom right
field, at the end and below the pay codes lines.

Note: R12 screens will have two timecard layouts depending on the employee’s status of Graded or
Ungraded. Each layout will contain only the pay code options that are appropriate to the Graded or
Ungraded employee.

WI_T&L_Timecard_Approver_July2015 6
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Navigator .- Favorites .

Worklist =
Timecard (01-JUN-2014 to 14-JUN-2014) for REDDING, OTIS MDA (80 hours) requires approval

Approve Reject Reassian Mare Information Request

From  REDDING, OTIS MDA Timecard Dates  01-JUN-2014 to 14-JUN-2014
To HARDY, ROBIN Description 80 total hours ( 0 premium hours, 0 ed hours)
Sent  03-Jun-2014 16:15:37 OTL Approval ID 59551934#2698190
D 26237880
Timecard Entries
Comments
ND Sun, Mon, Tue, Thu, Fri, Sat, Sun, Mon, Tue, Thu, Fri, Sat,
EHO Hours Jun01 Jun02 Jun03 Wed, Jun05 Jun Jun Jun08 Jun09 Jun10 Wed, Jun12 Jun Jun Total
Project Task Type Code  Ind Jun 04 06 o7 Jun 11 13 14
Z4_SD30L_FY14 |IG00-FY14 | RG-Reguiar Graded and Milltary | | | [e = [z [z [s | | [e Je [s [z [& | | &0
fo Je & & J& & Jo o & & & & [¢ [0 Ja

Sunday, June 01, 2014

6. |Click the Approve button, after reviewing the timecard entries for accuracy and completeness.

Worklist

View Open Notifications E Go

Select Notifications: = Open Reassign Close \ﬂ
Select All | Select None

Select Subject. o< Sentwr Due-Fn Level &=  From.~7 Type 27

[0 Timecard (01-JUN-2014 to 14-JUN-2014) for HARDY_TST2, ROBIN MDA (80 hours) requires approval 03-Jun-2014 HARDY_TST2, ROBINMDA  OTL Workflows for Employees
@ TIP Vacation Rules - Redirect or auto-respond to notifications.

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

7. |After Approved, the timecard processor is returned to their Worklist screen, displaying all
unprocessed open notifications.

Note: Once approved, the naotification message no longer appears in the Open Worklist, but may be
viewed by querying All Notifications in the View dropdown list.

View All Motifications
All Motifications - FEEEEE | 8
Select Moy Notifications

Select Alpatifications From Me [ Provides a series of worklist views available ]
Select §0pen Motifications
I To Do Nofifications 14 1L IN-2NA 4 fnr HARTYY TST? RORAIR MO

8. |Click the View drop down list on the Worklist screen, Scroll to select the All Notifications option to
display all notifications in the Worklist.

9. | Click the Go button to display All Notifications by refreshing the screen.

Worklist

View Al Notifications [=] | Go

Select Notifications: | Open Reassign Close |[_j_'f

Select All | Select None
Select Subject 7

Previous  1-10 [=] Next10 B

Sent %7 Due - Fn Level &%~ From A5 Status &% Type &7

& Timecard (01-JUN-2014 to 14-JUN-2014) for REDDING, OTIS MDA (80 hours) 03-Jun-2014 REDDING, OTIS MDA Canceled OTL Workflows for
requires approval Employees

] Timecard (15-JUN-2014 to 28-JUN-2014) for ABBOTT, JEREMY (80 hours) 05-Jun-2014 ABBOTT, JEREMY Canceled OTL Workflows for
requires approval Employees

] Timecard (01-JUN-2014 to 14-JUN-2014) for REDDING, OTIS MDA (80 hours) 03-Jun-2014 REDDING, OTIS MDA Closed OTL Workflows for
requires approval Employees

Result

Congratulations! You have successfully viewed and processed a timecard request for approval.
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1. | Start the task using the responsibility and menu path to open the Worklist:

Responsibility: OTL Supervisor Approver — Agency
Menu Path: Time Entry

Home

Navigator

Personalize

> [ Application Administrator, Standard

| mep0
>[JPMO Notifications
> [] Super Timekeeper MDA
> [] Super Timekeeper MDA Ungraded
> []US HRMS Manager MDA

WI_T&L_Timecard_Approver_July2015 8
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Time Entry: People in Hierarchy

Time Entry: People in Hierarchy
v
Assignment
Focus Name Number Job Department Action Details
HARDY, ROBIN i
ICTO MDA, ENT! OPERATIONS &
ABBOTT, JEREMY 8738 Information Technology Managment (2210).2210 ENGINEERING |
HARDY_TST2, ROBIN 10825 Ea‘;g%‘%’;%ﬂ”s Administration & Program DS MDA, CHIEF OF STAFF s @
HARDY_TST3, Miscellaneous Administration & Program Y Wl
GLOWDEAN 10826 (0301).0301 DS MDA, CHIEF OF STAFF i 3
HARDY TST4,BARRY 10827 Eé‘;ﬁfg‘%’;ﬁﬂ“s Administration & Program DS MDA, CHIEF OF STAFF B3
HARDY_TSTS, Miscellaneous Administration & Program Y .
JAMES_RICK 10828 (0301) 0301 DS MDA, CHIEF OF STAFF i 2
Miscellaneous Administration & Program y
REDDING, OTIS 10830 (0301).0301 DS MDA, CHIEF OF STAFF lih =)

2. | The People in Hierarchy screen displays the Approver’s list of employees that has been assigned to
this timecard approver.

Click the Action e icon in the Action column corresponding to an employee’s timecard to view the
employee’s recent timecard submission.

—
Note: The Details “ icon in the People in Hierarchy is not used in this view and will return an error
message if selected.
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Recent Timecards

Recent Timecards: REDDING, OTIS MDA, 10830

Return to Hierarc hy
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 & ToDate B}
(example: 25-May-2014)
Show Advanced Search Criteria

Go Clear

Select Timecard: Delete || Create Timecard Upload Timecard |E’|'

55 ﬁﬂfﬂ 55 bClNUrIE

Select Timecard Status " Transferred To Period Starting <~~~ Period Ending < Recorded Hours <"~ Submission Date " Update  Details

1 Approved None 01-Jun-2014 14-Jun-2014 80 03-Jun-2014 7 =)

Return to Hierarc hy

3. | The Recent Timecards form opens and displays the current state of employees’ timecard(s).
Timecard Statuses:
e Approved: Timecard has been approved.
o Rejected: Timecard is in rejected status and must be reviewed and resubmitted.
e Submitted: Timecard has been submitted to the Approver.
e Working: Timecard has been saved, but NOT submitted to the Approver.
Timecard Columns:
o Transfer To: Displays the Alternate Approver if established
e Period Starting: Displays the beginning day of the timecard’s pay period.
e Period Ending: Displays the last day of the timecard’s pay period.
e Recorded Hours: Displays the total number of hours submitted for the two week pay period.
e Submission Date: Displays the date of the timecard submittal.
e Update icon: Displays access to update the selected timecard.

e Details icon: Displays a non-editable view of the selected timecard’s line item details.

WI_T&L_Timecard_Approver_July2015 10
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Recent Timecards: REDDING, OTIS MDA, 10830

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 #y ToDate

(example: 26-May-2014)

Show Advanced Search Criteria

Go Clear

Select Timecard: | Delete | Upload Timecard \Lff

Select All | Select None

Return to Hierarc hy

&

Select Timecard Sta Period Starting <~~~ Period Ending <~%" Recorded Hours %7 Submission Date %7 Update  Details
[ Submitted 30-May-2014 31-May-2014 8 09-Jun-2014 4 =
[ Submitted None 158-Jun-2014 28-Jun-2014 80 09-Jul =
[  Approved None 01-Jun-2014 14-Jun-2014 80 03-J =
Returnto Hierarc by
4. »

Click the Update -

a. To review the edits, click on the Details

icon to open the Time Entry form to edit an employee’s timecard.
The OTL Supervisor Approver may edit timecards on behalf of their employees.

The name of the employee selected appears in the Time Entry header.

=
== icon and the Review form will open displaying the

timecard. No edits can be made in this view.

Time Entry: REDDING, OTIS MDA, 10830

»Show Accrual Balances

Comments

@

=
Tep——COverwrite EN(r g ”

Period

-

June 15, 2014 - June 28, 2014~

Feturn to Hierarchy Cance] Save zontinue

Sudn Mo dun WTee Jni7 Wed hm  Thu 19 S hn2t Smdn  MenJm  Tie n24 Wed n  Thy n
15 18 i, Jun 20 2 5
Project Task Type EHO Code
74 sD30IQ, | IC-00-FY1Q, | RG- Regular Graded and Military [=] ‘ ‘ ‘ § 8 ‘ 8 | 8 ‘ ‘ 8 ‘ 8 I °
74_8D3019Q, | |C-00-F¥1Q, | LC-Court Leave [=] l—
Add Anather Row Recalculate ‘ ‘ ‘ ‘ | ‘ ‘ ‘ I
Template Name Save as a Template 0 8 8 ‘ B 8 8 0 0 B ] ] 8 F

5. |Enter the Project, Task and Hours Type in the additional row, then perform the edits in the daily hours

section to make the timecard accurate.
Example Timecard Edits:
Project Entry: Z4 SD30L_FY14
Task Entry: IC-00-FY14
Hours Type Entry: LC — Court Leave

Monday, June 16: remove 8 hours from the first row and enter 8 hours in the Court Leave row.

a. Click the Continue button to save the changes and display the timecard attestation statement.

WI_T&L_Timecard_Approver_July2015
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77\

6
Review: REDDING, OTS MDA, 10830

[¥1 1 affirm the Time and Attendance data to be true, correct, and accurate.

Sundyy, June 15 2014

14
EHO WD Sun, Mon, Tee ‘Wed Thu Fn Sa Sun, UWon Toee Wed Tha Fn, Sat
Code Hous Jon b Jun Jum  Jun b Jun Jun Jun Jun Jun  Jun b Jun  Tolal
Progect Task Type it i6 16 i7 1 1B 2 2 2B XN M X 2 2T 28
[21_so30u_Fria [1C00FYIa | G - Reguiar Graded and Mitary | [a Te J& e [8 [ ] B |8 (8 8 |8 | B
fo e s [¢ & (8 [0 [o [« Ta e & [o s
Cariel | | Bk

6. |Check the box to confirm the attestation statement. The Submit button will be grayed out until the
attestation is confirmed.

Note: The * asterisk besides the check box indicates this action is required.

Review: REDDING, OTIS MDA, 10830
Cancel | | Back | Submit

® | affirm the Time and Attendance data to be true, correct, and accurate.

Week Starting Sunday, June 15 2014
Timecard Period (days) 14
Comments
EHO ND Sun, Mon, Tue, Wed, Thu, Fri, Sat, Sun, Mon, Tue, Wed, Thu, Fri, Sat,
Code Hours Jun Jun Jun Jun  Jun Jun Jun Jun Jun Jun Jun  Jun  Jun Jun Tof@l
Project Task Type Ind 15 16 17 18 19 20 21 22 23 24 25 28 27 28
Z4_SD30L_FY14 | IC-00-FY14 | RG - Regular Graded and Military ‘ | 8 8 8 8 8 8 8 8 8 8 El
o s Js [s s [sJo [o [s [s [s [s [s o [s0y

Cancel | Back | | Submit

7. |Click the Submit button to resubmit the edited timecard back to the Approver.

WI_T&L_Timecard_Approver_July2015 12
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@ Confirmation

Time entries for the given timecard period have been submitted successfully.

Confirmation: REDDING, OTIS MDA, 10830

Hours Entered

Regular Premium

Total Hours Entered 80 0

Return to Hierarc hy A

Week Starting Sunday, June 15 2014
Timecard Period (days) 14
Comments
EHO ND Sun, Mon, Tue, Wed, Thu, Frii Sat, Sun, Mon, Tue, Wed, Thu, Fri, Sat
Code Hours Jun  Jun  Jun  Jun Jun Jun Jun Jun Jun Jun Jun Jun  Jun Jun Total
Project Task Type Ind 15 16 17 18 19 20 20 22 23 24 25 26 27 28
74_SD30L_FY14 | IC-00-FY14 | RG - Regular Graded and Military ‘ ‘ 8 8 8 8 8 8 8 8 8 8 80
0 8 8 g 8 8 |0 0 8 8 g 8 8 |0 80
Return to Recent Timecards Return to Hierare by

8. |The Confirmation screen displays showing the edited timecard was successfully submitted to the

Approver.

Click the Return to Hierarchy button to close out of the timecard.

Result

Congratulations! You have successfully edited a timecard and processed the re-approval.

WI_T&L_Timecard_Approver_July2015
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Reject a Timecard

1. | Start the task using the responsibility and menu path to open the Worklist:
Responsibility: OTL Supervisor Approver — Agency
Menu Path: Advanced Worklist

Home

Mavigator
Fersonalize

=) Application Administrator, Standard
[ HR C5R MDA
[T OTL Supervisor Approver MDA
5 Advanced Worklist =~ <
=TI ey
=[] Reports

Select Subject
[[1  Timecard (01-JUN-2014 to 14-JUN-2014) for HARDY_TST2, ROBIN MDA (80 hours) requires approval 03-Jun-2014

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

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

DAI Workflow: Notifications

LoggedIn As

!' | Workflow Home Logout FPreferences Help poony pommLou

Open Notifications Iz‘ Go

Notifications: | Open

All | Select None
Senta~ Due-Fnlevela~  Fromas Type &~

HARDY_TST2, ROBIN MDA OTL Workflows for Employees

2. |Click the box in the Select column for the Notification which needs reviewed.
Note: To select all boxes in the list click the Select All link; to unselect all boxes click the Select None
link. Select multiple boxes to view only those natifications in a set without returning to the Worklist
screen.

3.

Qpen

Click the Open button to view the notification(s) selected.

WI_T&L_Timecard_Approver_July2015 14
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Notification Details — Timecard

I !' | Workflow Home Logout Preferences Help ;:%QDE‘;JI‘{'E)ABTNLOU

Navigator -~ Favorites -+ H

Worklist =

Timecard (01-JUN-2014 to 14-JUN-2014) for HARDY_TS§T2, ROBIN MDA (80 hours) requires approval

Approve Reject Reassign Mare Infarmation Requs

From  HARDY_TSTZ, ROBIN MDA Timecard Dates  01-JUN-2014 to 14-JUN-2014

To HARDY, ROBIN Description 80 total hours { 0 premium hours, 8 non worked hours)
Sent  03-Jun-2014 15:50:40 OTL Approval ID  59551840#2698184

ID 26237870

Timecard Entries

Comments
ND Sun, Maon, Tue, Thu, Fri, Sat, Sun, Maon, Tue, Thu, Fri, Sat,
EHO Hours Jun01 Jun02 Jun03 Wed, Jun05  Jun Jun Jun08 JunQ9@Jun10 Wed, Jun12 Jun Jun Tol
Project Task Type Code Ind Jun 04 06 o7 Jun 11 13 14
[24_5D30L_Fr14 [1C-SLS-FY14 | RG-Regular Graded andlMiltary | | 8 8 8 8 8 8 8 8 1
‘ Z4_SD30L_FY14 | IC-5LS-FY14 | LA - Annual Leave | |
Wonday, June 02, 2014 u N8 8 8 8 0 0 8 8 8 0 80
Prmdous Submillsd Eniry Curent Submilted Enry il
Humer of X X
Hours. Daily sections display the previous and
Erane. current submitted data for each day. Ifthe
Hours. ,, Previous section is completed, the current
e 4
s information fields will display a change. N
D Hours.
ind
MNum  Action Date Action From To Details
1 03-Jun-2014 15:50:40 Submit HARDY_TST2, ROBIN MDA HARDY, ROBIN
Response

Mote A

=l
Return to Worklist Approve | | Reject || Reassign || More Information Request

B Display next notification after my response

Copyright (c) 1998, 2013, Oracle andior its affiliates. All rights reserved. Privacy Statement

4. |Move the scrollbar on the Timecard screen to view additional details such as:

e Timecard Entry details

e Daily sections showing Previous and Current Submitted Entry details
e Action History details

5. | Enter the rejection reason in the Response = Note text field at the bottom of the screen.

Feject

Click the Reject button to reject the timecard and submit it back to the timecard submitter.

Note: The timecard is routed back to the employee for correction and resubmission. The listing
disappears from the approver's Open Worklist. The note entered into the Response-> Note field
may be used as a means to communicate to the timecard submitter the reason for rejection and/or
correction steps if known. The status of the timecard changes to “Rejected”.

Result

Congratulations! You have successfully rejected a timecard and provided a note as to the reason for the
rejection.
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More Information Request

Start the task using the responsibility and menu path to open the Worklist:
Responsibility: OTL Supervisor Approver — Agency
Menu Path: Advanced Worklist

Home
Mavigator

Fersonalize

=) Application Administrator, Standard
| HR CSE MDA
[T OTL Supervisor Approver MDA
5| Advanced Worklist
=rTrmeemy
=[] Reports

DAI Workflow: Notifications
Worklist

View Open Notifications E| Go
Select Notifications: | Open
Select All | Select None
Select Subjects

assign Close

Sent£25  Due - Fn Level &57 From £57 Type &5
] Tigecard (01-JUN-20] 014) for HARDY_TST2, ROBIN MDA {80 hours) 03-Jun-2014 HARDY_TST2, ROBIN OTL Workflows for
~un- MDA Employees
@ TIP Vacation Rules - Redire espond to notifications.
& TIP Worklist Access - Spedify which users can view and act upon your notifications.

Click the box in the Select column for the Notification which needs reviewed.

Note: To select all boxes in the list click the Select All link; to unselect all boxes click the Select None

link. Select multiple boxes to view only those notifications in a set without returning to the Worklist
screen.

Click the Open Qpen

button to view the notification(s) selected.
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I !' | Workflow Home Logout Freferences Help hokims nOMILLOU

Navigator . Favorites

Worklist =
Timecard (01-JUN-2014 to 14-JUN-2014) for HARDY_TST2, ROBIN MDA (80 hours) requires approval

Approve | | Reject | | Reassign | | More Information Request

From  HARDY_TST2, ROBIN MDA Timecard Dates  01-JUN-2014 to 14-JUN-2014

To  HARDY, ROBIN Description 20 total hours ( 0 premium hours, 2 non worked hours)
Sent  03-Jun-2014 15:50:40 OTL Approval ID  59551840%#2698184
ID 26237870

Timecard Entries

Comments
ND Sun,  Men,  Tue, Thu  Fri,  Sal  Sun,  Mon,  Tue, Thull Fri,  Sat
EHO  Hours  Jun01 Jun02 Jun03 Wed, Jun05 Jun Jun  Jun08 Jun09 Jun10 Wed, Junf® Jun  Jun  Total
Project Task Type Code  Ind Jun 04 06 07 Jun 11 13 1
[z4_spaoL_Fy14 [ic-sLsFr14 | RG-Regular Graded and Miltary | [ 8 8 8 8 8 8 8 72
[z4_sp30L_Fv1a [ic-sLsFrisa | La-annual Leave | [ 8 8

0 8 E g g g 0 0 E g E 5 0 80
Sunday, June 01, 2014 u

s et peinatan. Py ot rmnsmittnitnttin ol o ol il BB .y ol e P e ]

—. wday,. ... 14,201

Action History

[

Num  Action Date Action From To Details
1 03-Jun-2014 15:50:40 Submit HARDY_TST2, ROBIN MDA HARDY, ROBIN

Response

Note -

Return to Workdist Approve | | Reject | Reassign | | More Information Request
[T] Display next notification after my respanse

4. | The Timecard screen opens. The approver may scroll down using the scrollbar on the far right to view
additional details. If missing or incomplete information is required to make a decision, the approver
may submit a request for more information.

5. :
. . Maore Information Request
Click the More Information Request 4 button to open the Request

Information screen.
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Request Information

Worklist =  Motification Details =
Request Information: Timecard (01-JUN-2014 to 14-JUN-2014) for HARDY_TST2, ROEIN MDA (80 hours) requires approval

* Indicates required field Cancel || Submit

More Information Request

Requestlore Information From @) workflow Participant  HARDY_TST2, ROBIN MDA[ =]
) Any User AllEmployees and Users IZ| Q}

* Information Requested

Cancel | Submit

Return to Worklist

Keep the Workflow Participant default option (original requestor) or click in the Request More
Information From field drop down list and select an alternate Workflow Participant, if necessary and

if additional options are available, OR continue to Step 7 to use the Any User functionality.

Worklist = Motification Details =
Request Information: Timecard (01-JUN-2014 to 14-JUN-2014) for HARDY_TST2, ROEIN MDA (80 hours) requires approval
* Indicates required field premmm | Ep—

More Information Request

Reqguest More Information From © Workflow Participant lz‘
@ Any User All Employees and Users Iz‘ Q@

* Information Requested

Return to Worklist Cancel Submit

7. |Select the radio button Any User, do not change the default of All Employee and Users, and click

on the search icon to open the Search and Select: User or Role form.

€= http/Sucolhplm.oob.disa.mil:8012/7_t=fredRC8lenc=US-ASCI&_minWidth=7508:_minHeight=5508confighla - Window... [ — || = |[=EE]

Search and Select: User or Role
Cancel Select
Search
To find your iterm, select a filter item in the pulldown list and enter a value in the text field, then selectthe "Go™ button.
I Search By MName [=]1 smith Go I
Previous 1-10 Mext 10 B
Select | Quick Select Mame User Mame Email
2 = SMITH I, CHRISTOPHER SMITH.CHRISTOPHER.YE Christopher. Smith@dma.mil
=3 SMITH I, LAWREMNCE SMITH. LAWRENCE.B LAVWRENCE. SMITH@DTRAMIL
= SMITH R, ROWLAMND SMITH. ROWLAND.DARN Rowland. Smith@dma.mil =
" Trusted sites | Protected Mode: OFf Fa — FI00% ~

8. Enter “smith,” the employee’s Last Name, in the Search By field and click the GO “2 putton.

T
Select the employee name using the Quick Select ~= option to populate the name in the Request

More Information from field.
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Worklist =  Motification Details =
Request Information: Timecard (01-JUN-2014 to 14-JUN-2014) for HARDY_TST2, ROEIN MDA (80 hours) requires approval

* Indicates required field Cancel | Submit

More Information Request

Requestiore Information From &) workfiow Participant  HARDY_TST2, ROBIN MDA[ =]

@ Any User All Employees and Users IZ| SMITH Il, CHRISTOPHER »%
* Information Requested

Return to Worklist Cancel | Submit

9. |Click the Submit button to activate the processing of the request for more information from the
original requestor or the selected user.

Note: After requesting more information for a natification, that notification does not appear in your
Worklist as an open notification until the user you specified responds to your request.

However, you may still review the notification while your request is pending by choosing to view
‘Notifications From Me’ in your Worklist. Then open the Notification Details page for the
notification you selected.

If the approver does not desire to wait any longer for the additional information requested, he/she may
respond to the notification (approve/reject the timecard) using the Response section of the
Notification Details page. The pending request for more information is thus cancgled.

Worklist 10 11
View Motifications From Me E‘ Go
Select Notifications: = Open Reassign Close \ﬁ
lort AL loct Mo
Select To~w" Subject s Senta~  Due-FnLevelss= Type o=
B HARDY_TST2, ROBIN More Information Requested: Timecard (01-JUN-2014 to 14-JUN-2014) for HARDY_TST2, ROBIM MDA (20 hours) requires 11-Jun-2014 OTL Workflows for
MDA approval Employees

A —C——— — - ———
@ TIP Worklist Access - Specify which users can view and act upon your notifications.

10.
G0

Select the Notifications From Me option in the View dropdown list of values. Click the Go
button to view the list of notifications.

11. |The list of notifications displays the More Information Requested Timecard... used in the training
example.

Result

Congratulations! You have successfully forwarded a request for additional information to the original
requestor or to a selected individual.
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Reassign a Timecard

1. | Start the task using the responsibility and menu path to open the Worklist:
Responsibility: OTL Supervisor Approver — Agency
Menu Path: Advanced Worklist
Home

Mavigator

Fersonalize

=) Application Administrator, Standard
1 HE CSE MDA
[T OTL Supervisor Approver MDA
5| Advanced Worklist
= Time Entry
> Repors

DAI Workflow: Notifications

Worklist

View Open Notifications

=] [ Go

Select Notifications: | Open
Select All | Select None
Select Subject 5

ecard (01

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

Sent 57 Due - Fn Level 57 From 457

Type &%
] 2014) for HARDY _TST2, ROBIN MDA (80 hours) 03-Jun-2014 HARDY_TST2, ROBIN OTL Workflows for
requires approval MDA Employees
@ TIP Vacation Rules - Redir "respond to notifications.

2. | Click the box in the Select column for the notification which needs to be reassigned for approval.
Note: To select all boxes in the list click the Select All link; to unselect all boxes click the Select
None link. Select multiple boxes to view only those notifications in a set without returning to the
Worklist screen.

3. . Qpen . L
Click the Open button to view the natification(s) selected.
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Timecard

Worklist >

More Information Requested: Timecard (01-JUN-2014 to 14-JUN-2014) for HARDY_TST2, ROBIN MDA (80 hours) requires approval
Approve Reject

Mgre Information g

From  HARDY, ROBIN Timecard Dates  01-JUN-2014 to 14-JUN-2014

To HARDY_TST2, ROBIN MDA Description 80 total hours ( 0 premium hours, 8 non worked hours)
Sent  11-Jun-2014 08:55:48 OTL Approval ID  595512840#2698184
1D 26237870

Timecard Entries

Comments
ND Sun, Mon, Tue, Thu, Fri, Sat, Sun, Mon, Tue, Thu, Fri, Sat,
EHO Hours Jun01 Jun02 Jun03 Wed, Jun05 Jun Jun Jun08 Jun09 Jun10 Wed, Juni12 Jun Jun Total
Project Task Tvpe Code  Ind Jun 04 08 07 Jun 11 13 14
‘ Z4_SD30L_FY14 | IC-SLE-FY14 | RG - Regular Graded and Military | | 8 8 8 8 8 8 8 8 8 72
[z4_sD30L_Fr14 [ic-sLsFrts | La- AnnualLeave | | 8 8
0 8 8 8 8 8 0 0 8 8 8 8 8 0 80

Sunday, June 01, 2014

4. -
Click the Reassign Reassldn button to open the Reassign Notification screen to select an

alternate approver and change the approval request to be routed to the new approver.

Reassign Notification

Worklist = Notification Details =

Reassign Notification: Timecard (01-JUN-2014 to 14-JUN-2014) for HARDY TST2, ROEIN MDA (80 hours) requires approval
Use ‘Delegate’ to give another user authority to respond to a notification on your behalf, while still retaining ownership or Transfer to give another user complete ownership of and responsibility for that

* Indicates required fieldnotification Cancel | | Subrmit

* Assignee All Employees and Users E \\

I @ Delegate your response I
_) Transfer notification ownership

Comments -

Return to Worklist Cancel Subrmit

5. |Select how this timecard will be reassigned:

e Delegate your response — This option allows the alternate approver to respond on your
behalf. Though the alternate approver may respond on the original approver’s behalf, the
original approver retains ownership of the naotification. For example, a manager might
delegate all vacation or sick leave scheduling approvals to an assistant.

e Transfer notification ownership — This option gives the alternate approver complete
ownership and responsibility for the notification. Use this option if the approver should not
have received the notification and wants to send it to the correct recipient or to a different
recipient for resolution. A transfer may have the effect of changing the approval hierarchy for
this notification. For example, a manager may transfer a notification from one project to
another manager who now owns that project.
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Worklist > Notification Details =

Reassign Notification: Timecard (01-JUN-2014 to 14-JUN-2014) for HARDY TST2, ROBIN MDA (80 hours) requires approval
Use ‘Delegate’ to give another user authority to respond to a notification on your behalf, while still retaining ownership or Transfer to give another user complete ownership of and responsibility for that

* Indicates required fieldnotification Eanie Mgl
* Assignee All Employees and Users E SMITH, CHRIS%\ \X
@ Delegate your response Name User Name Email
() Transfer notification ownership SMITH. CHRISTOPHER {CTR) SMITH.CHRISTOPHER.L csmith.ctr@dtic.mil
Comments Q, 1-1

Return to Worklist Cance] Submit

6. |Enter the name of the employee. SMITH, CHRIS% (Last Name, First Name). To establish a new
approver for the timecard. If a partial name is entered, as in this example, a filter will display a list of
values that match the criteria. Click the name link that matches to enter the new approver’'s name.

Worklist = Motification Details =
Reassign Notification: Timecard (01-JUN-2014 to 14-JUN-2014) for HARDY_TST2, ROBIN MDA (80 hours) requires approval

Use 'Delegate’ to give another user authority to respond to a notification on your behalf, while still retaining ownership or Transfer to give another user complete ownership of and responsibility for that o e
* Indicates required fieldnotification = ==

* Assignee AllEmployees and Users E‘ SMITH, CHRISTOPHER (CTR) Q;

@ Delegate your response
(© Transfer notification ownership
Comments | am off sick today, can you review this timecard and approve? -

Return to Waorklist Cance| Submit

7. |Enter comments in the Comment field to record the reason for reassigning the timecard to a new
approver.

8. |Click the Submit button to complete the action. The timecard no longer appears in your Open
Worklist items, but instead appears in the alternate Approver’s Worklist.

Result

Congratulations! You have successfully reassigned a timecard to an alternate approver on a temporary
or permanent basis.
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Timecard Status Dashboard

1. | Start the task using the responsibility and menu path to open the Worklist:
Responsibility: OTL Supervisor Approver — Agency
Menu Path: Timecard Status Dashboard

Home

Mavigator

[ OTL Supervisor Approver DPMO

[=| DAI Tour of Duty

ot

Timecard Status Dashboard

[T Reports
[ Submit Reguests
[ View Requests

Logged In As

w .
B”_‘ OTLSupewlsorApproverDPMO Home Logout Preferences HelP paBny ROBIN.LOU

Navigator .-  Favorites -

Timecard Status Dashboard
* Indicates required field

Timecard Search

This page lists all timecard statuses of employees reporting to a supervisor. You need to enter the Start Date and End Date to view the data.
5

Start Dale
(example: 30-Jul-2015) (example: 30-Jul-2015)
* Supervisor in Hierarchy HARDY, ROBIN DPMO - DPAA Q, * Reporting Employees Directs ﬂ 2

1»Show More
Go Clear
Timecard Status Summary
i}
Supervisor Not Entered ‘Working Error Submitted Rejected Approved Total
No search conducted. i
ﬂ' because
Not Entered ‘Working Error Submitted Rejected Approved Total

No search conducted.
Timecard Status Details
Generate PDF Report | | [

Person Number Person Name Start Date End Date Supervisor ‘Organization Location Timecard Status Last Modified By Last Modified Date Action
No search conducted.

2. |Click the Timecard Status Dashboard link to start the inquiry process for the timecard status of each
employee’s within the search parameters.

Note: the Reporting Employee field defaults to “Directs” indicating the report will display the current
Supervisor’s direct reports. The other option is “All Employees under Directs”.
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Timecard Dashboard Inquiry

Home Logout Preferences Help h‘f&gﬂ’aéamlou

Timecard Status Dashboard
* Indicates required fisld

Timecard Search

This page lists all imecard statuses of employees reporting to a supervisor. You need to enter the Start Date and End Date to view the data.

StattDate  12-Juk2015 y EndDate  25-Ju-2015 =S
(example: 30-Jul-2015) (example: 30-Jul-2015)
ervisor in Hierarchy HARDY, ROBIN DPMO - DPAA Qa * Reporting Employees Directs
»Show More
Go || Clear

Timecard Status Sum

i
Supervisor Not Entered ‘Working Error Submitted Rejected Approved Total " .
o grap!
No search conducted. generztzd
by
i no deta
Not Entered ‘Working Error Submitted Rejected Approved Total axists.

No search conducted.
Timecard Status Details
Generate PDF Report | |

Person Number Person Name Start Date End Date Supervisor ‘Organization Location Timecard Status Last Modified By Last Modified Date Action
No search conducted.

3. ’Click the Show More link to expand the searchable parameters.

-
: . Logged In As
B oL OTL Supervisor Approver DPMO Home Logout Preferences Help petos\ COS Lo

Timecard Status Dashboard
* Indicates required field

Timecard Search

This page lists all imecard ststuses of employses reporting to s supervisor. You need to enter the Start Dste snd End Date to view the dats.

StartDate  12-Jul-2015 End Date Y
= Reporting Employees  Directs
LiHide More
Recurring Period  DAI BiWeekly - Sterts Sunday [¥] Timecard Period  12-JUL-2016 - 25-JUL-2015 Q
Location
Go Clear

Timecard Status Summary from 12-JUL-2015 to 25-JUL-2015

i ~ - W Appioved DEns: W NotEntered
Supervisor £ Mot Entered %7 Warking 2. Erroraw Submitted A% Rejected . Approved .5 Total A% Hreeced D submited I Workng
HARDY, ROBIN DPMO - DFAA [ 5 0 1 [ a [

(i Timecard Status Summary

Not Enterad Working Eror Submitted Rejected Approved Totsl
Summary Totals o 5 [ 1 o [ [ 1887%
8333%
Timecardeaunt
Timecard S$tatus Details from 12-JUL-2015 to 25-JUL-2015
Generate PDF Report | | [

Person Number Person Name Start Date End Date Supervisor Organization Loestion Timecard Status. Last Modified By Last Modified Date Agtion
No results found

4. | Select the “DAI - Biweekly Starts Sunday option in the Recurring Payroll field. Currently this is the
only option being utilized by DAI.
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Timecard Dashboard Inquiry

Logged In A
Home Logout Preferences Help pecos\ COS Lo

BQI OTL Supervisor Approver DPMO

Timecard Status Dashboard
* Indicates required field
Timecard Search
This page lists all timecard ststuses of employzes reflliting to s supervisor. You need to enter the Start Date end End Dste to view the dats.
Start Date EndDate  25-Jul-2015 Y
® (example: 31-Ju-2015)
* Supervis: =} |
LiHide Wors
Recurring Period  DAI BiWeekly - Sterts Sunday [¥] Timecard Period  12-JUL-2016 - 25-JUL-2015 KL I
Orgsnization .
Go Clear
Timecard Status Summary from 12-JUL-2015 to 25-JUL-2015
o : Bpproves DEne [ ot Envered
Supervisor Mot Entered Warking /. Error o Submitted A% Rejected Approved .5 Totsl A% B Rorecred Bsabmited B Workns
HARDY, ROBIN DPMO - DFAA [ 5 0 1 [ a [
= Timecard Status Summary
Not Enterad Working Eror Submitted Rejected Approved Totsl
Summary Totals o E [ 1 o [ 8 1887%
8333%
Timecardeaunt
Timecard S$tatus Details from 12-JUL-2015 to 25-JUL-2015
Generate PDF Report | | [
Person Number Person Name Start Date End Date Supervisor Organization Loestion Timecard Status. Last Modified By Last Modified Date Agtion
No results found

Click the Calendar icon beside the Timecard Payroll field to select the searchable payroll period.
Or, enter a date range in the Start and End Dates fields for multiple payroll periods. Utilize only one

of these date options.

Other Search Options:

The Timecard Status Dashboard can be filtered on the following options:

Search Options | Description
Location Allows the Supervisor to query for a particular Duty Station.

Organization Allows the Supervisor to query the Employees for one organization.
Note: This will be the lowest level of Organization.
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AT
i Logged In As
B o OTL Supervisor Approver DPMO Home Logout Preferences Help puesl AR o0

Timecard Status Dashboard
* Indicates required field

Timecard Search

This page lists all imecard ststuses of employees reporting to 8 supervisor. You need to enter the Start Date and End Date to view the data

Start Date Jul-2015 End Date 25-Jul-2015 %
& 31-4ul-2015) example: 31-Juk2015)
* Supenvisorin Mierarchy  MARDY, ROBINDPMO -DPAa & * Reporting Employees  Directs
Recurring Period  DAI BiWeekly - Stsrts Sundsy [¥] Timecard Period  12-JUL-2015 - 25-JUL-2015 Q
Orgsrization Locstion

Timecard Status Summary from 12-JUL-2015 to 25-JUL-2015

of . . . . . . W Approved [DEner [ Mot Entered
Supervisor £ Not Entered /.7 Warking 4%/ Error A Submitted A% Rejected /. Approved .7 Total. A% B Roieced B submined W Workng
HARDY, ROBIN DPMO - DPAA [ 5 0 1 [ [ []

v Timecard Status Summary

Not Entered Working Errar Submitted Rejected Approved Total
Summary Totals i s [ 1 0 [ 8 1867%
8333%
Tim ecardeaunt
Timecard Status Details from 12-JUL-2015 to 25-JUL-2015
Generate PDF Report | | ]

Person Number Parsan Name Start Date End Dste Superviser Orgsnization Location Timecard Ststus Last Modified By Last Modified Dste Action
No results found

6. ’Click the Go button after entering all the inquiry parameters.
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Timecard Dashboard Results

Logged In A
Home Logout Preferences Help pamteocBllou

B”I OTL Supervisor Approver DPMO

Timecard Status Dashboard
= Indicates required field

Timecard Search

This page lists all timecard statuses of employees reporting to 8 supervisor. You need to enter the Start Date and End Date to view the data.
Start Dats Znd Date [E)
mple: 31-Jul-2015) {example: 31-Jul-2015)
* Supervisor in Hierarchy  HARDY. ROBIN DPMO - DPAA. Q * Reporting Employees  Directs
Hide More
Recurring Period DAl BiWeekly - Starts. S.Jndsy Timecard Period 12-JUL-2015 - 25-JUL-2015 Q
Organization Location
e m——
Timecard Status Summary from 12-JUL-2015 to 25-JUL-2015
i)
Approved DEner [ ot Entered
Supervisor £ Not Entered /% Working £ Ermor &% Submitted £ Rejected /1% Approved Total £ Rejectad M submitied Wl Watking
HARDY, ROBIN DPMO - DPAA o 5 o 1 o [] ]
= Timecard Status Summary
Summary Totals 1887
Timecardcount
Timecard Status Details from 12-JUL-2015§ to 25-JUL-2015
Generate PDF Report || [T
Person Number Person Name Start Date End Date Supervisor QOrganizstion Location Timecard Status Last Modified By Last Modified Date Action
Mo results found.
7. |Review the display; it will indicate what the overall timecard status is for all of the Supervisor’s Direct
reports in a summary format.
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Timcard Status Results

Timecard Status Summary from 12-Jul-2015 to 25-Jul-2015

Timecard Status Details from 12-Jul-2015 to 25-Jul-2015
Generate PDF Report | | [

199 SERVICE. JIM DPMO-DPAA 12-Jul-2015  25-Juk-2015

SERWICE. JACK DPMO-

200 12-Ju-2015  25-Juk-2015

203 SERVICE. JEN DPMO-DFAA 12-Ju-2015  25-Jub2015

SERVICE, JERRY DPMO- 45 112015  25-4ul2045
DPAA

Submitted £

i
Supervisor £ Not Enterad Working £
HARDY, ROBIN DPMO - DPAA o 5
(ui)

Not Entered Working
Summesry Totals o 5

Person Number £~ | Parson Name £ Start Date " | End Date ~» " Supenvisor~
HARDY, ROBIN DPMO -
DFAA

HARDY, ROBIN DFMO -
HARDY, ROBIN DPMO -
DFAA

HARDY, ROBIN DPMO -

DPAA DFAA
HARDY, ROBIN DPMO -
DFAA

DFAA DFAA
202 SERVICE. JASONDPMO- 4z jyizors  2s-aukzots

DRAA
201 EERL SRR IR 12Jul2015  25-Jul-2015

HARDY, ROBIN DPMO -
DFAA

o

Submitted

SUPFORT AND

SUPFORT AND

SUPFORT AND

SUPPORT AND

SUPPORT AND

SUPPORT AND

Rejected 2"

Rejected

Location <"

HQO04s
TACT
HQOD4E
TACT
HQO04E
TACH
HQOD4s
TAG1
HQOD4s
TACT
HQO04s
TACT

Approved &%

Approved

o

Timecard Status <

Submitted

Waorking
Warking
Working
Warking

Working

- Wogpovee  [Dener ot Enteres
o B Reiccted D submined W Working
> Timecard Status Summary

Total 1eETR
8

8333%

Tinecardeount

Last Modified By <" | Last Modified Date < | Action
SERVICE.JIM 23-Jul-2015

HARDY.ROBIN.LOU  22-Jul-2015 2
HARDY.ROBIN.LOU  22-Jul-2015
HARDY.ROBIN.LOU  22-Jul-2015
HARDY.ROBIN.LOU  22-Jul-2015

HARDY.ROBINLOU  22-Jul-2015

8. | Click the number link in the Summary Totals row in the Total column.
display a timecard status details for each employee.

The status options are:

The screen will expand to

Additionally, a pie diagram will display showing the overall percentage for each existing timecard
status pertaining to this Supervisor’s direct reports.

Status Description
Not Entered | The Employee’s timecard has not been created in DAI.
Workin The Employee’s timecard has been started either by; Self Entry, Automatic
9 Timecard Generation or by an Approved Leave Request.
E The Employee’s timecard has an error and must be corrected before the timecard
rror : .
can be submitted to the Supervisor for approval.
Submitted The Employee’s timecard is awaiting a Supervisor’s approval.
. The Employee’s timecard has been rejected by the Supervisor back to the
Rejected ) . . o
employee with comments on the timecard issues for rejection.
Approved The Employee’s timecard has been approved by the Supervisor.

Note: Currently the Action icon will not allow the Supervisor to modify any timecard within the display.
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Timecard Dashboard Results — PDF Printable Format

Timecard Status Summary from 12-Jul-2015 to 25-Jul-2015

it )

i A t Entere loriing £ rror £ ubmi ~ ejected £ roved £ al Bappeved Qever B it Ervtere
}-SlA;DY‘ ROEIN DPMO - DPAA C"\‘ Freres ;N e EIE 15 e ; ! ’ :‘W ’ ;M‘ W Reinced WSubnived W Weting
- > Timecard Status Summary

Mot Entered Working Error Submitted Rejected Approved Total 1887%
Summary Totals a 5 0 1 1] o 8
s Timecardeount
- = 2-Jul-2015 to 25-Jul-2015
ime <57 Start Date " End Date <~ Supervisor % Organization %" Location <" Timecard Status <~*” Last Medified By <~ Last Modified Date " Action
199 SERVICE. JIM DPMO-DPAA  12-Jul-2015 25-Juk-2015 SSEEY ROEIN DPMO - gzﬁgEZ@SL‘-'EU;EORTAND ?Sg?qg Submitted SERVICE.JIM 23-Jul-2015 <
200 ;EEXIEE SLACHEMOY 12-Jul-2015 25-Juk-2015 S:EY HUBHIDEMOL gzﬁszi?:L‘-'EU;EORTAND ?Sé?qg Working HARDY.ROBIN.LOU  22-Jul-2015 =
202 giglcz JASON DPMO- 12-Jul-2015 25-Juk-2015 ESEY ROBIN DPMO - gzxsEZ?SL‘-'EU;EORTAND :'Sg?43 Working HARDY.ROBIN.LOU  22-Jul-2015
201 SEEX":E JEFF DRI 12-Juk-2015  25-Juk-2015 ;SEEV' ROBIN DPMO - gaﬁs;‘«cr\:r—‘su”ommn ?gg?‘;s Working HARDY.ROBINLOU  22-Jul-2015
203 SERVICE. JEN DPMO-DPAA 12Jul2015  25-Juk20M5 E:iﬁv- ROBIN DPMO - gsxgzi?:‘\r—'sunommn ?gg?w Warking HARDY.ROBINLOU  22-Jul-2015 =)
198 Sigltz JEREDEROS 12-Jul-2015 25-Jul-2015 ::Eﬁv RUEMIBEOL gzﬁSE:?:L"‘EU’:ORTAND ?SIC:?4B Working HARDY.ROBINLOU  22-Jul-2015
>
9. |Click the Generate PDF Report button to create a printable PDF file on the timecard details of
individual employees.
CORACLE Time and Labor Timecard Status Summary Report Date- 3““'—-&3&2 ?2&3‘1'
'Report Parameters
~ DateRange -
I Supervisor Hierarehy) HARDY, ROSIN DPMO - DPAA
[ Recuming Period DAl Eieekly - Starts Sunday
~ Omganization
 Locafion
Person Person Mame Timecard Supervisor Start Date End Date Last Modified  Last Modified
Numbeer Statuws By Diate
199 SERVICE, JIM DPMO-DPAA Subrmitted HARDY, ROBIN DPMO 12-JUL-2015 | 25-JUL-2015 | SERVICE.JIM | 23-JUL-2015
- DPAA
200 SERVICE. JACE DPMO-DPAA Working HARDY, ROBIN DPMO 12-JUL-2015 | 25-JUL-2015 | HARDY ROBIM Z2-JUL-2015
- DPAA LU
202 SERVICE, JASON DPMO-DPAA Working HARDY, ROBIN DPMO 12-JUL-2015 | 25-JUL-2015 | HARDY ROBIN 22-JUL-2015
- DPAS Lol
201 SERVICE, JEFF DPMC-DPAA Working HARDY, ROBIN OPMO 12-JUL-2015 | 25-JUL-20156 | HARDY ROBIN Z2-JUL-2015
- DPAA LU
203 SERVICE. JEN DPMO-DPAA Working HARDY, ROBIN DPMO 12-JUL-2015 | 25-JUL-2015 | HARDY ROBIM Z2-JUL-2015
- DPAA Loy
194 SERVICE, JERRY DPMO-DPFAA Working HARDY, ROBIN DPMO 12-JUL-2015 | 25-JUL-2015 | HARDY ROBIN 22-JUL-2015
- DPAA Lou
End of Report
10.| The Timecard Status Summary PDF formatted file can be saved or printed. The report advises the
Supervisor the status of the Employee’s timecard as of the date and time in the top right corner.
Result

Congratulations! You have successfully utilized the Timecard Status Dashboard to review the status of
In addition this timecard status information can be saved

all currently assigned Employees’ timecards.
over into a formatted PDF file for printing.
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