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TIMESHEET & ABSENCE TRAINING —
MANAGER & SUPERVISOR

GOVS SUITE - ORACLE




The Govs Suite Project
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Today's Agenda

* Logging In

e Pay Date Update

e Approval Deadline Update

* Absence Entry

* Reporting & Approving Time

* Delegating/Proxy

e Supervisor Information & Action Screens
e Oracle Guided Learning

* Opportunity for Clarification
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We just moved the same data you work
with now from one place to another.
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PAY DATE UPDATE:

* Bi-Weekly check date will change.

* Payment will be the first Friday after the end of the pay period.
— Instead of the second Friday after the end of the pay period.

* Three checks in September

— Instead of three checks in October
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Check Date Changes:

Employee
Pay Period Start Pay Period End  Submission Due - Final Approval Documents Due HR Entry Date -
Payroll I,  Numbe: . Date Date 11:59pm . Due-10:00an - to HR 10:00am Check Date
BW 17 7/27/2025 8/9/2025 8/11/2025 8/13/2025 8/22/2025
BW 18 8/10/2025 8/23/2025 8/25/2025 8/27/2025 9/5/2025
BW 19 8/24/2025 9/6/2025 9/8/2025 9/10/2025 9/19/2025
Early Pmt - last
BW 20 9/7/2025 9/20/2025 9/21/2025 9/22/2025 9/8/2025 9/19/2025 9/26/2025 check in Banner Start of Check
Start Clocking in Date Change
BW 21 9/21/2025 10/4/2025 10/5/2025 10/6/2025 9/22/2025 10/6/2025 10/10/2025 Oracle
BW 22 10/5/2025 10/18/2025 10/19/2025 10/20/2025 10/6/2025 10/20/2025 10/24/2025
BW 23 10/19/2025 11/1/2025 11/2/2025 11/3/2025 10/20/2025 11/3/2025 11/7/2025
BW 24 11/2/2025 11/15/2025 11/16/2025 11/17/2025 11/3/2025 11/17/2025 11/21/2025
BW 25 11/16/2025 11/29/2025 11/30/2025 12/1/2025 11/17/2025 12/1/2025 12/5/2025
BW 26 11/30/2025 12/13/2025 12/14/2025 12/15/2025 12/1/2025 12/15/2025 12/19/2025
BW 1 12/14/2025 12/27/2025 12/28/2025 12/29/2025 12/15/2025 12/29/2025 1/2/2026
BW 2 12/28/2025 1/10/2026 1/11/2026 1/12/2026 12/29/2025 1/12/2026 1/16/2026
BW 3 1/11/2026 1/24/2026 1/25/2026 1/26/2026 1/12/2026 1/26/2026 1/30/2026
BW 4 1/25/2026 2/7/2026 2/8/2026 2/9/2026 1/26/2026 2/9/2026 2/13/2026
BW 5 2/8/2026 2/21/2026 2/22/2026 2/23/2026 2/9/2026 2/23/2026 2/27/2026
BW 6 2/22/2026 3/7/2026 3/8/2026 3/9/2026 2/23/2026 3/9/2026 3/13/2026
BW T 3/8/2026 3/21/2026 3/22/2026 3/23/2026 3/9/2026 3/23/2026 3/27/2026
BW 8 3/22/2026 4/4/2026 4/5/2026 4/6/2026 3/23/2026 4/6/2026 4/10/2026
BW 9 4/5/2026 4/18/2026 4/19/2026 4/20/2026 4/6/2026 4/20/2026 4/24/2026
BW 10 4/19/2026 5/2/2026 5/3/2026 5/4/2026 4/20/2026 5/4/2026 5/8/2026

First day to record time in Govs Suite is Sunday 09.21.2025



Submit & Approval Date Overview:

* Approval times have been shortened.
* Pay period will stay the same, running Sunday to Saturday.

* Timesheets will be due from the employee by 11:59pm on Sunday after
the period ends.

* Manager final approval is due by 10:00am on Monday after the period
ends.

* Payroll will lock timesheets at 10:01am Monday after the period ends.



Submit & Approval Date Update:

Employee
Pay Period Start Pay Period End  Submission Due - Final Approval Documents Due HR Entry Date -
Payroll I,  Numbe: . Date . Date . 11:59pm . Due - 10:00an - to HR . 10:00am . Check Date -
BW 17 7/27/2025 8/9/2025 8/11/2025 8/13/2025 8/22/2025
BW 18 8/10/2025 8/23/2025 8/25/2025 8/27/2025 9/5/2025
BW 19 8/24/2025 9/6/2025 9/8/2025 9/10/2025 9/19/2025
Early Pmt - last
BW 20 9/7/2025 9/20/2025 9/21/2025 9/22/2025 9/8/2025 9/19/2025 9/26/2025 check in Banner Start of Check
Start Clocking in Date Change
BW 21 9/21/2025 10/4/2025 10/5/2025 10/6/2025 9/22/2025 10/6/2025 10/10/2025 Oracle
BW 22 10/5/2025 10/18/2025 10/19/2025 10/20/2025 10/6/2025 10/20/2025 10/24/2025
BW 23 10/19/2025 11/1/2025 11/2/2025 11/3/2025 10/20/2025 11/3/2025 11/7/2025
BW 24 11/2/2025 11/15/2025 11/16/2025 11/17/2025 11/3/2025 11/17/2025 11/21/2025
BW 25 11/16/2025 11/29/2025 11/30/2025 12/1/2025 11/17/2025 12/1/2025 12/5/2025
BW 26 11/30/2025 12/13/2025 12/14/2025 12/15/2025 12/1/2025 12/15/2025 12/19/2025
BW 1 12/14/2025 12/27/2025 12/28/2025 12/29/2025 12/15/2025 12/29/2025 1/2/2026
BW 2 12/28/2025 1/10/2026 1/11/2026 1/12/2026 12/29/2025 1/12/2026 1/16/2026
BW 3 1/11/2026 1/24/2026 1/25/2026 1/26/2026 1/12/2026 1/26/2026 1/30/2026
BW 4 1/25/2026 2/7/2026 2/8/2026 2/9/2026 1/26/2026 2/9/2026 2/13/2026
BW 5 2/8/2026 2/21/2026 2/22/2026 2/23/2026 2/9/2026 2/23/2026 2/27/2026
BW 6 2/22/2026 3/7/2026 3/8/2026 3/9/2026 2/23/2026 3/9/2026 3/13/2026
BW 7 3/8/2026 3/21/2026 3/22/2026 3/23/2026 3/9/2026 3/23/2026 3/27/2026
BW 8 3/22/2026 4/4/2026 4/5/2026 4/6/2026 3/23/2026 4/6/2026 4/10/2026
BW 9 4/5/2026 4/18/2026 4/19/2026 4/20/2026 4/6/2026 4/20/2026 4/24/2026
BW 10 4/19/2026 5/2/2026 5/3/2026 5/4/2026 4/20/2026 5/4/2026 5/8/2026




Monthly Pay:

* Monthly pay period and check date will remain the same.
— Last business day of the month.

* The last leave reports in Banner will cover
— 08.16.2025 t0 09.15.2025
—09.16.2025 t0 09.30.2025.

e Start reporting leave requests in absence on 10.01.2025.
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Logging In:
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Logging In:

Sign In
Oracle Applications Cloud

Company Single Sign-On

User ID

User ID

Password
Password

Forgot Password

Sign In

Select Language

[ English ~ |

Do not use the User ID &
Password fields.

You can also create a
bookmark to access your
sign in faster.



Logging In:

= GOVS
~ SUITE e ER A =1

Good afternoon, Caroline Adams

Me Procurement Tools Ot
Welcome to Oracle!
QUICK ACTIONS AP
We're excited to have you on board!
° .
M Persona! Cetails
To get started, launch the KLl -8 vl = W -0 eV ls | I " °
for a guick introduction.
B wemiicononinfe =
Pay me and
Need help while working? Click the black Oracle Guided Absences
B8 consainfo

Learning widget ¥ on the side of your screen to access
step-by-step guides tailored to your tasks.

1) ryers
ﬁ"}] Famify and Emergency Contacs ‘mi
L

Done - -
My Organization Chart - e Benafits

PRI IR

e

My Activity Center

Current Jobe Weliness Volunteering Safery Incidents ‘Web Jlock

[=

Thange Fhoto

Welcome Notice



Dashboard:

= GONVS

Good evening, Jim Owerly

c-..ren-en'. Tools Others

QUICK ACTIONS APPS

ﬁ Perans Detals

B rcestouoning

Oiretory Connectons eurney

BA Cortactir®s

& Farriy anc Emergency Cormac ti L) L L &

-

5a My Crganzston Crant Camer ang " .W‘ Celeorms Sousrooe
B oy corer

— .
B vweseis % :5! % 1’ }
s Bergtiy Cumert Jots Veinest vounzenng Safety inciderss
Change Frote
LA
o8y Sners Dste fccen
Ve Cloax Epenses

House — Will bring you back to the dashboard.

Star — You can star places you visit to have in a list for easy access.
Bell — Notifications will show here for easy access.



Dashboard:

N p @

{ Time and Absences

Jane Super

B Current Time Card R=4) Add Time Card B/=] esisting Time Cards BS54 Request Time Changes

Py P e ¥ p_—
=¥ Team Schedule %= AddAbsence Absence Balance L) Existing Absences

W3 Donations R0 Calendar

House — Will bring you back to the dashboard.
Star — You can star places you visit to have in a list for easy access.
Bell — Notifications will show here for easy access.



Dashboard:

Notifications Show Al
QD  coomn
Good evening, Jane Super S N e
Approval of Rayroll Time Sntriet for Jim Cawerdy #om 2025.07-15 10 20850726
M T My Chant G 2 . = T e = Jirm Chunly
Me My Team vy Chient Groups Procurement ools Orthers & v CennET =
Acorval of Arvusl Leave Absence Besuest for Prylis Piant from 2025-07.08 to 2025-07-10
QUICK ACTIONS APPS Fpllis Plant A
Ll 1 week ago
Yiat Team Activity Center —race S0 AuToe ener
S @ ) aal
& gt & =) ]
Documan: Recorss 1 s
a = Team Activity Joumeys Hiring Performance ™ T wesk ago
Center Owerdew Cracie ~ Neicoma
E Document Dalivery Preferencas
= 1 week ago
B senicrty Do ,I (2] | "a” @ Crace Amorca Welcome E-Ma
all 1=} 3
El'-—-OO", 't Contracts B - £ Redew = piey Lond More terms 1.5 iteens

4
B croomentinns
&}

Empicyee Summary

)

Workforce
Modsing

Ny O D

House — Will bring you back to the dashboard.

Star — You can star places you visit to have in a list for easy access.

Bell — Notifications will show here for easy access.



Dashboard:

Things to Finish

4 minutes ago x 4 days ago x 4 days age

Fl F¥l FYI

Oracle Fusion Task Travel Clearance Task Tri
Applications assigned to you for assigne
Automatically 3 R > )
~ = Bsicisi i 1

Generated Password Lo cre oo

0 == == W

At the bottom of the dashboard you will see a Things to Finish. You can review all items
that need action on your part from this section as well as from the bell.


stuardb
Rectangle
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Rectangle
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Rectangle
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Absences Overview:

* All absences for Bi-Weekly & Monthly, including Sick, Comp

Used & Annual leave will be requested in Govs Suite by the
employee.

* Requests will be routed to the Supervisor for Approval.

* Adjustments for absences will be made by the employee, and
routed to the Supervisor approval.



Absence Entry:

Good morning, Jim Owerly

@ Procurement Tools Others
QUICK ACTIONS APPS

L N ;
Per Dt
M Persona Detais

=
e

Ll L}
% Identification info

Directory
B Contactinfo
ﬁ";; Farnily and Emergency Contacts Ii

L | F Ovcani A Career and

its My Organizaton Crant =

g Wy ACTity Canter
B weuwicine
2, crengefro

.
_1‘.‘. Share Data Accass
-

(é‘: Document Records

Wb Clock

Connactions

Journeys

£

My Activity Center

v B

Ceeprate

Voluntesring

Time and
Absences

:_S\

Safety incidents

* Me — Top Left
e Time &
Absence



Absence Entry:

Time and A

Jane Super

Current Time Card |

) Add Time Card 9 ,. Existing Time Cards B Reguest Time Changes

8 Team Schedule §  Add Absence - | Absence Balance WY Existing Absences

Calendar

e Select Add Absence



Absence Entry:

pp New Absence

Phyllis Plant

¥ e Select the type of leave you
ikl Lo would like to use.
Bereavement Leave he details of your absence here. * If aleave type is not
Sl available, speak to your
— supervisor
FMLA Paid
FMLA Unpaid

Health and Wellness Day Leave



Absence Entry:

®

i)

Legislative information

Additional information

*** Requesting time for dates that have
passed are requested in the same way.

Verify your Absence Type.

Select dates — if you are
selecting one day, start
and end date should be
the same.

View total hours
requested.

Details are optional

SAVE
SUBMIT

Your request has now
been sent to your
Supervisor for approval.



Absence Entry Update:

Time and Abse

Current Time Card ) Add Time Card

J Team Schedule W= Add Absence

! Donations § Calendar

Jane Super

Reguest Time Changes

Existing Absences.



Absence Entry Update:

< kH Existing Absences

Kimberly Hammon

Search by type

Date 3/11/2025 X Status Clear (1)

Add Absence softBy v

Sick Leave 9/2/2025 - 9/2/2025

7

* Select the Edit Pencil to the right.



Absence Entry Update :

pp Edit Absence

Phyllis Plant

Annual Leave

Absence Type Balance
7.5 Hours

Dates

| 1072072005

10/28/2025

Details

Gomg 1o Montana

Legislative information

Additional information

Your original request will
reopen.

Make any changes you
need.

SAVE
SUBMIT
Your request has now

been sent back to your
Supervisor for approval.



Absence Balance Review:

Time and Abse

Jane Super

1=8 Current Time Card B8 Add Time Card B =P Existing Time Cards H=2 Request Time Changes
£, ¥, W g . P !

[ B 4 - A & B~ A . =8 .

i § Team Schedule W=7 Add Absence 4 t ) Absence Balance W WY Existing Absences

% 2 Donations § Calendar

e Select Absence Balance



Absence Balance Review:

< pp Absence Balance

Phyllis Plant

Balances

As of Today Last Calculation Date

 You can view

your balance(s)
as of the date
you access the
screen.

Last Calculation
Date refers to
the balance as
of the last
accrual
calculation
date.
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Comp Time/Overtime Pay:

» Straight Comp Earned/Straight Overtime is the 2.5 hours between
37.5 and 40 worked hours.

* Premium Comp Earned/Premium Overtime are the hours worked
over 40.

 Comp Time Earned will be calculated by the system.
— There is no entry for Comp or Overtime.

e Comp time is the standard disbursement for earned hours over
37.5 for staff.

e Changes from Comp to Overtime disbursement requires a request
to be sent to HR.



Recording Time Worked:

* All hourly time will be recorded in Govs Suite.

* Depending on the hourly position, some employees will clock in & out
and others will record a flat number of hours worked.

— This is not a change, each employee will continue to record time as they always have.

* If an employee needs to make an adjustment to their time, the
employee will be responsible for making the edit to their time. Edits
must have the employee user ID on the edit.



Recording Time Worked:

@ Procurement Tools Others

QUICK ACTIONS APPS
B Fersona Detss =
- By TR i L
R erstcason o Connactions Jouneys Onboarting 73y Time anc [ M e
ADsences

B8 Coacicts

&7 £zl B 3 - —

iy Famiy and Emergency Contacts t ) 0) E E

v 9% * Web Clock
;z—i My Crganization Crart fﬁ;:_;f! _.“E'Sli‘?m My Actity Cantar Time Sanafity e OC
B actiay center
3 -

g My Pubiic infio EC, a 1 3\
Cument joos Welness Volunteering Sadety Incoents

.!. Crangs Frncto

o5, Shere Dsa access

P nioitcasion Setsngs E 4 4 ol
My Bpenses Dew Career Planning Goais Parformance

eicoment

@@ Document Records

E Document Dellvery Prefersnces °

E Employment info Tt and
Quaiications

Show More



Recording Time Worked:

Web Clock

Daily Time Events: Today

* Select the applicable button for your action.



Recording Time Worked:

Good morning, Jim Owerly

Me Procurement Tools Cthers

QUICK ACTIONS APPS

ﬁ Persong Detals

- P
| = i - m
B icetictionino P2y

* Me

Diractory Connections Jouneys
B8 Contactinfo
& Eai £ ’ [ ] — .. .
3 Family and Emergency Contacts I @ £ L1 ey T & Ab
- ¥ fd - i * 1ime sences
%3 My Organizaton Crart ol i Pe'so"a;' My Activity Certer Costrate Toucrpoints

B 1y actity conter

g My Pubic Info ﬁh ,E’H, a f -\’s\

Barsfis Currant jcbe \Walinass Voluntearing Safaty Incidents
|!| Cnange Proto
.‘-.:‘ﬁ Share Data Access
|G
{@> Document Records
veb Clock Experses

Show More



Recording Time Worked:

= GOVS
~ SUITE [a R A =1

{ Time and Absences

Jim Owerly

5 S, F oy ¥ " ) P
=W Current Time Card W %5 Add Time Card R =) Existing Time Cards %54 RequestTime Changes

"'.' Team Scheduls '::-E_" Add Absence i B Absence Balance i Existing Absences

Donations Calendar

e Select Current Time Card
* Will be available on the first day of the pay period



Recording Time Worked:

JO Jil‘l‘l Owerlv Entered Save and Close Save

Personnel Assistant

Person Number 953039 Time Card Period 7/27 /2025 to B/9 /2025

Scheduled Hours 0 75 75 75 75 75 ] o 75 75 75 75 75 Q Totals

Job * Hours Type * Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity

w

10
11

Total Hours s !



Recording Time Worked:

7/13/2025 - 7/26/2025

* |f you have more than cchaduled Hors
one job you will have a

list of each job. il

Personnel Assistant

e Select the job you need Personnel Assistant

for this particular entry. Personnel Assistant

* Make sure you are

selecting the correct

one. ‘Personnel Assistant

® N0 WV A WN R



Recording Time Worked:

Hours Type *
e Hours Type — Worked Hours

* Leave & Holiday hours will show from the

Holiday Hours absence request.
Worked Hours

Annual Leave



Recording Time Worked:

2 & @ &
7/13/2025 - 7262025 Sundg. July Monol:r: July Tuesd;:‘ Juty wwi:?::e:w Ihuﬁﬁ.‘. July Friday, July 18 S.nur?l:;y. July 5und;;. July Mondz.!; Juby Iur_':ctzn;,l July Mﬂﬁ?y Tnursg:y. Juty Friday, July 25 Smwtlz.:v. s |
Scheduled Hours o 75 75 7.5 75 75 1] Q 75 75 75 75 75 o Totals
Job * - Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity Quantity
1 Personnel Assistant “ 75 75 75 75 75 10 75 7.5 75 -
2 Personnel Assistant Haolday Hours - 7.5 hours
3 0 howrs
4 D hie
15
{ L]
7
8
?
10 oh
11 ho
12 ho
Total Hours 0 hours - 7.5 hours 7.5 hours 7.5 hours 7.5 hours O hours 3 0 hours 7.5 hours 10 hours 1.5 hours 7.5 hours 7.5 hours O he

* Job —Select the applicable job

* Hours Type — Worked Hours

* Enter appropriate hours worked total for each day worked.
* Make sure your individual daily total is correct.



Recording Time Worked:

TARAIS 14005 Sendul 13 Mor ks 12 T dol 15 Wed Jul 14 Tt 17 Felid 18 S 16 Sustul 10

Schedeled Hou ] 5 74 15 ] 3 Totals
Job * Hours Type * Start Stop Quantity  Start Stop Quantity  Start Stop Quantity  Start Stop Quantity  Start Stop Quantity  Start Stop Quantity  Start Stop Quantity | Start Stop Q

Painr  Wo rked Howit BO0AM 00 P B E00AM 450 PM ! a5

@ Copy
[ Faste
& [t

Insert Row Above

Insert Row Below

Duglicate Row

g5 Delete Row

e Add Comment

e Right click in any field
e Select Add Comment from the drop down

Total Hours



-

Recording Time Worke

Jim Owerly

Personnel Assistant

MWumber 953030  Time Card Period 7,/13/2025 to 7/24/2025

Schaduled Hours 0 5 75 75 75
Job * Hours Type * Quantity Quantity Quantity Quantity Quantity

1 75 75

£ Assistant

3 el Assistant 5 8 5 5

4

g

10

11

12

Total Hours hiour 1.5 hour 1aur 15 hou

Quantity Quantity

15

* Enter your comments

e Save

Cancel

Quantity

i

Add Comment

Save and Close

Row 3, Personnel Assistant
Tuesday, July 22

7.5 75 Totals

Quantity Quantity

0O @

= -



Recording Time Worked:

©® Change requests pending
Row 3 - Tuesday, July 15

View Change Requests

B @ O

* This message means a time change request & the approval is still pending.

* Your team will need to contract you to approve a time change before they submit
their timesheet.



Recording Time Worked:

Quantity

Quantity

Jim Owerly

J Persannel Assistant
Time Card Period 7/13/2025 to 7/26/2025
Mone
Quantity

Persan Number 953039
Quantity

Quantity

r

Hours Type *

Mol
wked Hours

10

Save & Continue
e Review time no less than weekly

Quantity

Quantity

Quantity

Quantity

Quantity

Save and Close

Totals

[



Submitting your Timecard:

John Tempor

Time and Absences

=9 Current Time Card B 24 Add Time Card Q=P Existing Time Cards W Requost Time Changes
Bl=P Team Schedute U783 Add Absence @B Absence Balance U=  Existing Absences
Donatio Calend

* If they are submitting time within the pay period they will find it
under Current Time Card

* If they are submitting time on Sunday, that is the start of the new
pay period so they will find their timecard under Existing Time Cards



Submitting your Timecard:

jo Jim Owerly

Personnel Assistant

Person Number 953039 Time Card Period 7/13/2025 to 7/26/2025

D]
=
al
[«

Verify all dates have correct daily total.

Verify all Hours Types are correct.

Verify number of hours for the full period are correct.
Submit



Submitting Timecard:

* They will be required to submit their timecard no later than

11:59pm on Sunday night after the end of the pay period on
Saturday.

* Once they submit their timecard it will be routed to you for
approval by 10:00am on Monday.

e Payroll will pull all time at 10:01am on Monday.

* Entries made after 10:01am on Monday will process on the
next payroll.




Requesting a Time Change:

Reasons to request a time change

1. Forgot to record time on a prior period
2. Need to correct a time already submitted

Adjustments to a timecard must be made by the employee.
The user ID of who made an adjustment to a timecard will be attached to the adjustment.

Adjustments will be subject to Supervisor approval.



Requesting a Time Change:

Good morning, Jim Owerly

Procurement Tools

AWK AcTIONS
i Persona Detai's

% Identification Info

B Comtactinfo

h-:‘:l’l Family and Emengancy Contacts
My Crganization Chart

g My Activity Center

My Putiic info

Change Photo

=

e

Share Data Accass

{@> Document Racords

Career and
Performance

-
g

Banefits

Web Clock

Connections

Personal
information

© |

!

Current Jobs

A

Time and
Aozences
.'. - ‘:" L]
1
M
Celebrate Touchpoints

-

Volunteenng Safety Incidents

* Me

e Time & Absence



Requesting a Time Change:

Time and Absences

Jim Owerly

Current Time Card ' Add Time Card X § Existing Time Cards Request Time Changes
Team Schedule Add Absence f g Absence Balance ";" Existing Absences

Deonations 1 § Calendar



Requesting a Time Change:

jo Request Time Changes

Jims Owerly

* Locate the date you
need to adjust

* If you can see your
event you can edit

f | 71572025 =

Time entries

-+ Add
= it.
Worked Hours 7.5 hours " f .
Nl * Select the pencil to
Time events open the event for
adjustment.

We couldn't find any events for this date.



Requesting a Time Change:

ca Request Time Changes

Caroline Adams

9/5/2025 ' &

N * Locate the date
S you need to
: :...+ Add .. adJust

Add any missing entries.

We couldnt find any entries for this date [ ] S e | e Ct Ad d

Time events

We couldn't find any events for this date.



Requesting a Time Change:

jo Request Time Changes

Jiem Owerly

* Correct
the
applicable
fields

Time entries

e Save

Time events

We couldn't find any events for this date.



Requesting a Time Change:

e Verify
everything
is what

jo Request Time Changes .
sm Owety you intend
7/15/2025 .
o e Submit
Time entries
+ | . Your
Worked Hours | 8 hours J m V4 re q u e St
Time events Wl ” gO tO
our
We couldn't find any events for this date. y .
Supervisor
for

approval



Requesting a Time Change:

jo Request Time Changes * Ve rlfy
== everything is
7~ N what you
7/15/2025
intend

Time entries

+ add .

— e Submit

Worked Hours 7.5 hours 4 /

Time events

* Your request
We couldn't find any events for this date. Wi | | g o to yo u r
Supervisor for
approval



Requesting a Time Change:

jo Request Time Changes
3 Jim Owerly

* Correct
the

applicable
fields

e Save

Cancel Save i
e i = e Submit



APZEEN

EEEEEEEEEEEEEEEEEEEE
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Approving Timecard & Absence Requests:

GOVS
IVUITE

Good evening, Jane Super

QUICK ACTIONS APPS

dagt Tearm Acivity Center

Q) al ¥
@ Documant fecorss eyt ing Ferformance aress Over
,,,,,
= R
g Smricrity Dates ." =] | l @
sl B
i’ Empigymen: Contracss Berformance Taen: B Tuchooiris MNew Persor Woridore
Compensation

] -
B erooes oy .1) @ @ |
ericioros Team Slis Center eam Goals Censer
i =
§ Fomo "3

There are a few ways to access items for your approval.

1. Use the Bell at the top right corner of the screen
2. Team Activity Center tile
3. Quick Actions —Show More — Time — Team Time Cards



Approving Timecard & Absence Requests:

Good evening, Jane Super

Notifications

e Iy Team My Chant Groups Procunemeant Tocls Cnhers
CAIRCE ACTIONE. APPS
m
Tt e Actity Caeer = e e =
i & fl
= \ all
(g Donuman e Team Aesity ey s Zartormancs
Cenier Cverven Cract Supoe Aoshimiors-Necore -4
= ar S P
E Senicrny Dates }I =] ] R [ R ppoess
sl L L:] : bd
Berformancs Rsvies Tuerponty Tew Ferson

o/ Eroioyment Conracs
B rreometinn
g Empioyes SUmmary

1§ Fromo

Sy Mo

Vrordores Tearn Sk Caniet
Modeing

7 it e

Load bors ftms 14 tmems

arr, G Canter

From the Bell



Approving Timecard & Absence Requests:

tetea 1003 7Fexd_ 18 alrFS= 168 aftMT=screendt afrM.. ©o & 7 tn) @

[ Aperevit of Pisjrest Tim Enitries for Tim Ouerly from 20250713 e 2025-07.25 - Goagle Chrme - o ¥

E % ibgub-deviiaocs loch e/ faces/adt task-lowdtz=Amarica¥2FChicagodid e g y

'&ppcwal of Payroll Time Entries for Jim Owerly from 2025-07-13 to 2025-07-26
4 Deails

Avignon Jans Svow

From jimomsny
Assgned Dot TR 4 AN

Tk Wumber 330033

4 Recommended Aclions
4 Payroll Time Entries far Approval
4 Parson inkormation
Ware b Cruny Porvar Moy 85203
JO Avegrment Membe:  ERA0T ek Fanasnetdasest

Deparivumt S0 Fesearse

Lieaton Myn Cangur Marager jane Super

Tirne Card Details
Tivw Card Cormmanty
Turm Cord Peeiad T/A32008 « 202028
Rasumiacon Reasan
TAERE - THRGNRE
Drversme Periods. 70 3005 . 700200
Stan  Eebryied
Byrcbniunn St
Waporied Time T Toin
Fapodsd Hours 7780 Abserca Houn 000 Sehpdcied Foun. 7808
Acton v N v Fomal v o Detach &
Days
. - Sunday, Wionday, Toesday, Wednesdoy, Thuraday,  Friday, Saturday. Sunday, Monday, Tusesday, Wednesday, Thursday, Friday,
b HowrsType  UnitolMesus joess  suntd  Jubts  du#6  da AT July ik @13 Juy 20 Juld)  Jukad Jupad  dwyad Juas
Quardty  Quactity  Quardity  Quanlily  Quanfity  Quasdity  Quanfity  Quanfity  Ouaeity  Owanfity  Quankly  Ousnfity  Guan
1 Famhornel namtart Ve Hoos Foars TS 150 5 150 5 e 758 1M
H Punarnel Asnaiam Haiday Hou oun T
Duaity Totabs. Hows:T50 Hours7.50 Hours: TS0 Hours7.50 Hourn:7.50 Hours 750 Hows: A0 Wours: .80 Hows 780 Heurs]

4

dadsailetc.. € | AP GowsTech W USHack [ TwPmetrres ] Tennesses Chid Su

o oy

Lt o e

B mintes g

o nem

From the Bell



Approving Timecard & Absence Requests:

< Team Time Cards

O 2items |+ Actions v

Person Name Period Start Date Period End Date .Status ) i Reported Hours
O  Phyllis Plant 7/12/2025 -. | 1531
O  Jim Owerly 7/13/2025 7/26/2025 | | 775

From opening Quick Actions —

Show More — Time — Team Time Cards

Select the Blue letters to view
timecard.

Scheduled Hours

m
Absence Hours Total Hours Submission Date Exception Additional Statuses
225 3781 B

0 775 7/15/2025 B

* You can view:
e Pay Period Dates
e Status of Timecard
 Number of hours
e Date of submit



Approving Timecard & Absence Requests:

(NS
e k_j\_:‘\a’ X

~ SUITE

Save and Close

JO Jim Owerly

Personnel Assistant
Print

Person Mumber 953039  Time Card Period 7/13/2025 to 7/26/2025

Submit
@ Change requests pending =
Reject
Row 3 - Tuesday, July 15
View Change Requests
Cancel
w O
R Sunday, July Monday, July Tuesdiry, July cdnesday Thursdey July Lo oo Saturday, Jub Sunday, Juby anday, July Tuesday, July Wednesday Thursday, July — _
TofaEe 13 14 15 July 16 17 iy Uy 20 19 20 21 22 July 23 T
o 7 75 75 75 75 o o 75 75 75 75 75
Job * Hours Type * Quantity Quantity Quantity Quantity Quantity Quantity Cuantity Quantity Quantity Quantity Quantity Quantity Quantity
1 Personnel Assmtant
£ Personnel Assistant 10 75 75
4
L]
]

Total Hours

Once you verify all the information you need, you can
Select the Approve button at the top right of the page.

Quantity

[«

Totals
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Setting Up Delegation - Proxy:

Wesley Powell lan Pasley i Michelle Tumer

* Down line hierarchy doesn’t need to
delegate



Setting Up Delegation - Proxy:

GOVS 0% P o &«

SUITE /

Select your bell notification symbol.



Setting Up Delegation - Proxy:

s T~ S = ) |

Notifications

r 'S

No notifications to display.

The notification box will pop up. If you have
notifications, the Show All box will be located at the
bottom. Select Show All




Setting Up Delegation - Proxy:

GOVS
SUITE 5 R

{ Notifications

Assigned to Me (0) Created by Me (0) All

'8

No notifications to display.

Select Worklist in the top right corner.



Setting Up Delegation - Proxy:

SSUITE HCM UAT Worklist

. Acions+ @ O | Q|- Me &My Group v | | Assigned v| |Last7 Days 5 ¥
Views < £ += !
Status ® Title Number Creator Assigned Priority
Inbox f_‘ Oracle Fusion Applications-Automatically Generated Password 319028 B8/1172025 10:33 AM v
My Tasks {4) El Approval of Annual Leave Absence Request for Matthew Tarver fror 3200186 Kimbery Hamm. . 8/11/2025 10:09 AM Iiwv
Initiated Tasks El Approval of Sick Leave Absence Request for Matthew Tarver from 2 319020 Kimbedy Hamm.., 8/11/2025 10:09 AM 3w
My Stafl Tasks "
E A new volunieering project JOR UAT UW contributions is available 1 312354 8/7/2025 2:04 PM iv
Adminisirative Tasks

A separate tab will open.

In the top right corner you will select the drop down
arrow next to your name.



Setting Up Delegation - Proxy:

GOVSSUITE  HCM UAT Worklist “ [

User Details
= = : Home
« ) Actionsv @ B v |Me&MyGroup v| |Assigned v ‘ Last 7 Days
Views + / A bien ] | ¥ Reports
Status [ Title Number Creator Assi _
Inbox [:| Oracle Fusion Applications-Automatically Generated Password 319028 e
Help »
I My Tasks (4) E Approval of Annual Leave Absence Request for Matthew Tarver from 2025-08-01 320018 Kimberly Hamm... 8/11 Logout

In the top right corner you will select the drop down
arrow next to your name.
Select Preferences



Setting Up Delegation - Proxy:

Check Mark Enable
vacation period.

Select your Start
Date & Start Time.

Select your End
Date & Time.

Ok




Setting Up Delegation - Proxy:

GOVSSUITE  HCM UAT Worklist

4 Rules - Vacation Period : greenj

‘G Vacation Period (Disabled)

My Rules =

f from task it by bling a date range.

Optionally, more specific vacation rules can be created under "My Rules®,

Enable vacation peried

Start Date | 8/1872025 5.00 AM e
End Date | 872212025 6:00 PM e
(O Reassign fo v Q

i -
ﬁ $. Detegils o 4

* Reassign moves the approval from the original owner to the delegee.
* Delegate leaves the approval with the original owner until it is approved.

Reassign to:
Vs

Delegate to:



Setting Up Delegation - Proxy:

GOVSSUITE  HCM UAT Worklist

4 Rules - Vacation Period : greenj

‘G Vacation Period (Disabled)
™
My Rules R y f from task 11 by enabling a date range.

Optionally, more specific vacation rules can be created under "My Rules®,

Enable vacation peried

Start Date | 8/1872025 5.00 AM e
End Date | 872212025 6:00 PM e
() Reassign fo Q

i -
ﬁ $. Detegils o 4

***We do not recommend you use reassign to.

Mark delegate to:

Select the magnifying
glass to the right of the
box.



Setting Up Delegation - Proxy:

Identity Browser

Users ~ ‘ ‘

Advanced

First Name [ Wes ‘ Last Name ‘

Email l ‘ 1D ‘

== =

D First Name Last Name Email Title Manager Organization

O o5 powellw  Wesley Powell xxpowellw@aps... hutchinst

o | e

Check mark Advanced.
Now you can search by name, email or ID.
Once you have found the person you would like to delegate to,
select the row and Ok



Setting Up Delegation - Proxy:

GOVSSUITE  HCM UAT Worklist ® JamesGreen v ...
m Certficates | Notification | Accessibilty
4 Rules 4 Vacation Period : gre... Sam)| | Ravert

@ Vacation Penod (Disabled)
My Ruies
W y if from ic task ig t by ing a ion date range.

Optionally, more specific vacation rules can be created under "My Rules”,

Enabie vacation period

Start Date | BMB2025 600 AM e "
' d © Information x |
na

End Date | 82272025 6,00 PM fo

dun Ryle is saved successfully

|
| O Reassign lo Q

® Dalegate to powedlw %4

Verify your delegation information.
Select Save
You will receive a notification that says your rule is saved
successfully



Setting Up Delegation - Proxy:

Notifications Show All

® Fyi Now

The delegee will receive a notification in their bell like normal.
They will be able to approve just like if the approval was one of
their own.



Setting Up Delegation - Proxy:

Approval of Community Service Leave Absence Request for Matthew Tarver from 2025-08-18 to 2025-08-18

Absence Request Approva

Matthew Tarver
From 8/1872025 to 81872028

From 8182025 10
Total Duration 7.5 Hours

1

Absence Request Details

Absence Reason

Approval History

Commumity Service Leave

8/1872025 7.5 Hours
8182025
7.5 Hours

fest

If you open the
approval request
you can see in the

history who
delegated to you.
When you approve
it will change to
approved on behalf
of; the original
approvetr.
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Supervisor Information & Action Screens

Good morning, Jane Super

My Client Groups Procursment Jools Others

QUICK ACTIONS APPS
s a
sl =am Activity Center - - 2
o) all T
\ o ¥ 5
ument Records
@ Zonid Joumeys Hiring Ferformance Career Overview
Overview
E Bocument Celivery Preferences
g Saniority Dates "I [a] | "ot %3 Wq
sll [ 2] : Bd o
.‘{/ Emplaymant Contracts Performance Talent Review Touchpoine New Fersor \Worldorce
Compensation

B ceroomenini

B oo &) © &) 2

t . Workhonce Team Skifls Canter Team Goals Camer
Modaling
§ Fromos

My Team — Team Activity Center



Supervisor Information & Action Screens

e
= SuITE

Advisor -

Workers Betention
4 directs, 4 total 100%
Team

Communication

View Workers  Poy teeports X Marages Type Line inansger | 3¢ Tisen Clwar (3}

b Org Hieranchy Team Actians Emgloyment | Compensation Talant A"stln I eay

Seare

mioyee Main Campus

Abzence Balance
Add Absence

Add Anytime D

Add Assignment

A eck-in Document

ications

Add Current Time Card

Main Campus

»HERE



Supervisor Information & Action Screens

Quick actions

QL Semrch for quick actions

Absences

Absence Balance

Add Absence

Cash Disbursements

Donations.

Existing Absences

Carcer and Performance

Add Anytime Document

Add Check-In Bocumant

Add 1o Succession Plan

Add 1w Talent Pool

Create Sucression Plan

Evaluate Performance

ol
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Oracle Guided Learning:

Me My Client Groups General Accounting

Intercompany Accounting

Budgetary Control

Procurement

My Enterpri:

= =

Gereral Journals Peried Closs
Accounting
Pashboard

Oracle Guided Learning is a widget that will walk you
through how you complete an action within Govs Suite.

>



Oracle Guided Learning:

When you click on the widget it opens
a list of items it can walk you through.

Oracle Guided Learning

Qe

Cash Management

Upload Bank Statement

Process Electronic Bank Statements

Expenses

Create an Expense Report for Anoth._..

Create Expense Report (New ltems)

Employee Reimbursement

Manage Project Related Expense Re...

Request Cash Advance

Update a Cash Advance see
Update Expense Report ey
Withdraw a Cash Advance s

~ General Ledger -



Oracle Guided Learning:

Oracle Guided Learning

Qe journal

Guides available on the current page

Good morning, Kimberly Hammon
Journals Work Area Overview

Me My Client Groups General Accounting ntercompany Accounting Budgetary Control Procurement My Enterp

AM

Step Guide

B B

General Journals Period Close
Accounting
Dashboard

* You can search for the action you are trying to
preform in the search bar at the top.



Oracle Guided Learning:

When you select the action

you would like assistance Create Journal

with it will prOVide a pop up This guide provides instructions to create a new journal.
that gives you a short Note: Follow each step as instructed; otherwise the guide
overview of what the action might stop. To start a guide over, return to the Home Page.
will do.

Selecting NEXT will
: . take you to the first
Good morning, Kimberly Hammon y

screen you need to
Select General Accaunting Dashboard. General Accounting ntercompany Accounting Budgetary Contro Procurement Ny Enterpr Sta rt the aCtion

process.

Close

A pop up window will
instruct you where to
click.




What can | clarify for you?

* Please ask your questions!

* Chances are you are NOT the only person in the room who is
wondering.

AI’AIIStIII Peay

State Unlver5|ty
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State Unlver5|ty
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THANK YOU!




