Page | 1 Quick Reference Guide: Monthly Employee FMLA Tracking

Entering Exempt Employee FMLA Time in Oracle Cloud
1. Use the Navigator

Exempt employees will record FMLA in Oracle
to access Oracle Time. P ploy

Time when in a paid status.

Navigator 2. Select the Actions icon in .
the top right corner of the Related Links
Me screen, and then click -
¥4 Directory Maintain Absence Records. s e
% Orbosrdng Maintain Absence Records

-
W pay

L] . R E P
M _Percoral Information =

B Time

D Benefit Express

Maintain Absence Records Done
View w Format w Dates Last& months v  Absence Type - Status v O
Dates Absence Duration Status Delete
10i15/18 - 1011718 PTO 24 Hours a Completed x
10i10/18 - 101018 PTO 4 Hours Q Completed x
THINE - THTNS PTO 3. Under Existing Absences click 24 Hours @& Completed »

+Add to begin entering a time off |

X g g 5. Enter the start and end date
request. .
9 and start and end times. Use the

4. Use the Absence
Type drop-down
menu to select

Reason drop-down menu to select
the reason the employee is taking
FMLA leave. If entering less than 8
S hours Advanced Mode must be

Add Absence Record used.

Add Absence Record .
Absence Type FMLA -

* Absence Type :
" M Details Advanced Mode I

Save and Close Bereavement Single day
FMLA * StartDate 101518 tp  EndDate 10/17/18 fe
FMLA - Military Care Giver * StartTime  8:00 Al *TiEm": 400 PH
Grandfathered Sick Duration 24 Houre Batance [

Holiday Worked - Exempt Staff

Jury Duty Reason : Employee’s own medi v

Wilitary Leave Comments
PTO

Paid Admin Leave
4 Legislative Information
Parental Leave

Personal Leave/ Medical 4 Descriptive Information

TMLA Context o
Segment

6. Click Submit. saveandClose v | Submit | cancel
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Employees in an Unpaid Status

Employees in an unpaid status will not have access to Oracle. The HCM will be required to enter FMLA time in
Oracle during this time. Since a time card will not be generated, FMLA will need to be entered in Maintain
Absence Records. Note: This is from the HCM view.

Absences
1. Fromthe Person | il * Manage Absence Cases
Managc.emer.lt scr.een select Izl * Manage Absence Records
the Actions icon in the top
. 1 ae Weark = i Ao
right corner of the screen, « Manage Work Schedule Assignment
and then click Manage O
kY Pavroll
Absence Records.
Manage Employment x  Manage Absence Records x

Manage Absences and Entitlements

4 Absences

Most Recent or Current Absence Next Scheduled Absence

Type FMLA None scheduled.

Dates 10/22/18 - 11/2M18

2. Under Existing Absences click
+Add to begin entering a time off

Status Completed

Duration 80 Hours
» Pending Actions /] request.
4 Existing Absences
View w “¢ Recalculate w Time Period Last6 months - Type - Status v o H: Detach
Dates Type Duration Status
102218 - 11218 FMLA 80 Hours @& Completed
10/9M18 - 10/19/18 FMLA 72 Hours @ Completed
10/8/18 - 10/8/18 FMLA 3 Hours & Completed
10/5M18 - 10/5/18 FMLA 2 Hours @ Completed
10/5/18 - 10/5/18 PTO 8 Hours & Completed

<

Manage Employment X Manage Absence Records x

Absence Administration Save  Submit Cancel

3. Use the Absence
* Absence Type v Type drop-down menu
to select FMLA.

Bereavement

FMLA

FMLA - Military Care Giver

Grandfathered Sick
Jury Duty

PTC

Paid Admin Leave
Parental Leave

TMLA
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4. Enter the start and end date and
start and end times if applicable. If
entering less than 8 hours

Manage Employment X  Manage Absence Records x

o Advanced Mode must be used.
Absence Administration save m Cancel
* Absence Type FMLA v Advanced Mode I/_
Basic Mode
single day 5. Click Submit.
* StartDate 1111118 EE Start Time Mot Applicable
* End Date 121118 E"g End Time Mot Applicable

Duration 104 Hours

Details

Reason ; Em|

Comments




