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Enter Timecards - Daily Time Entry

Enter Timecards - Daily Time Entry Overview

Daily Time Entry is normally used by non-exempt employees to record all hours worked.
Entering daily timecards allows you to enter hours for each day of the week on one row of the
Daily Time Entry form (each pay type will use a different row). Time cards may be entered for
the current pay period; end-users also have the option to enter a future time card for the following
pay period.

Daily Time Entry

Procedure

In this lesson you will learn how to do Daily Time Entry.

Cl_e' HUNT, ETHAN [JPY¥300]
OIQA JD EDWARDS ENTERPRISEONE os
Sign Out
EnterpriseOne bl ==
nterpriseOne Menu 2] Welcome!
Open Applications
You have na running applications The EnterpriseOne Menu contains several links to the applications.
Open Hew Window These links will always be atthe left of your screens, no matter what application you are using

“You can also hide the menu when you need more space for your work.

[ Favorites
[ State of Nebraska

[» Roles

I Actions

I Preferences

/' Trusted sites far Wi0n -

Step Action

1. Click the State of Nebraska link.
State of Nebraskal

2. Click the Self Service link.
Self Senvice

3. Click the Time Entry - Administrative Services - Agency 65 link.
[Time Entry - Administrative Services - Agency 65|

4, Click the Biweekly Daily 65 link.

[Biweekly Daily 65|

Page 1




Training Guide @I
Enter Timecards - Daily Time Entry Adeinistrativeber vces

Step Action

5. Click the Current Pay Period link.
[Current Pay Period|

6. The Pay Period Ending Date pre-fills with the current pay period's ending date.
The date is based on pay cycle.

ORACLE’ ip EDWARDS ENTERPRISEONE e

© Sign Out
Current Pay Period - Time Entry Self Service Director ]

Close
Welcome ETHAN HUNT

Pay Period Ending Date 03/28/2010) 5

Daily Time Entry

Dane  Trusted sites dy v Hiow -

Step Action

7. Click the Daily Time Entry link.
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HUNT, ETHAN [JFY300]

© Sign Out

Current Pay Period - Employee Daily Time Entry o
ETHAN HUNT Business Unit ’W
Period Dates Pay Type (Totals Only) Hours
Pay Period Start ’m Reg ’— Sick ,— Expected ,BDT
Pay Period End 03/28/2010 Vac Holiday Total
Totals Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun
3ns ne n7 38 3ne 3120 321 322 3123 3124 325 3126 327 328
A0 O o [ [ [ [ ) [ [ e [ [ e [ [
Toaowrs [ ] ) [ ] o ] ] e e
Leave Balances Audit History
Records 1-1 Customize Grig a
Time Card Pay Pay Type Mon Tue Wed Thu Fri Sat Sun Mon  Tue Wed Thu Fri Sat
Select Status Type Description 35 36 M7 318 319 320 Elril 322 323 324 3125 326 3Z
O [ | (N | I (NN || N N N NN N BN BN
] \ >
Done + Trusted sites dh v H00w -
Step Action

8. Click in the Pay Type field.

9. Enter the pay type in the Pay Type field. If you do not know the pay type you can

use the Vissual Assit tool.

10. To use the Visual Assist tool click the magnifying glass tool.

11. The various pay types will be displayed. Click the radio button of the pay type you

wish to use.
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ORACLE, JD EDWARDS ENTERPRISEONE

Current Pay Period - Self Service Pay Type Search & Select

Records 1-10 Customize Grig a

L ]

PDBA  PDBA
Code  Description

1 REGULAR PAY
20 REGULAR-TEMP
25 SOSTEMP
30 VACATION PD.
40 SICK PAID
50 COMP USED
B0 OT AT 1.0X
70 OTAT 15X
90 COMP @ 1.0
91 COMP @ 15

Q000000 00K

}I
idminlﬂrhﬂ VEOES

HUNT, ETHAN [JF¥300]

it

Done

[ + Trusted sites

G Rlow -

Step

Action

12.

After selecting the pay type click the Select button.
Select

13.

The pay type will be displayed in the Pay Type Description field.
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ORACLE" 1o EDWARDS ENTERPRISEONE . Em‘; ‘j;fj‘
Current Pay Period - Employee Daily Time Entry o
ETHAN HUNT Business Unit 65025000
Period Dates Pay Type (Totals Only) Hours
Pay Period Start 03/15/2010 Reg Sick Expected 20.00
Pay Period End 03/28/2010 Vac Haoliday Total
Totals Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun
s 316 n7 e 39 320 I 22 23 324 25 326 27 328
Regular Hours
All Other Hours.
Total Hours
Leave Balances Audit History
Records 1-2 Customize Grid =]
Sel; Status Typo\ :ZZZ‘::;”PAY M5 316 37 318 3M9 320 32 Jiz2 323 3124 3125 326 k
¥
Done + Trusted sites v Hiow -
Step Action

14. Enter your hours in the corresponding date fields. You can enter for just one day or
for multiple days.

15. When entering time or making changes to time entered on the time entry screen, you
will not see the time in the Total box (in the header) until you save your entries.

16. NOTE: If you enter an incorrect pay type on a line and have already moved to the
next line, you need to delete the line and re-enter the correct information.

To delete click the check box to the left of the line and click the Delete button.

17. When you are finished entering your time click the Save button to save the time you
entered.

18. The total hours entered so far will display inthe Total field in the header.

19. Warning: Once you have saved your time entry the Time Card Status will change
to "SUBMITTED". This means your supervisor/manager will be able to review
your entry, but they will not be able to approve them. To allow your
manager/supervisor to approve them you will have to click the Submit button to
change the status to "WAITING FOR APPROVAL".

20. Click the Submit button.

21. Click the OK button.

OK
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Step Action
22. After clicking the Submit button the status of your time card chanes to "WAITING

FOR APPROVAL".

23. Note: If you are using Global Leave Administration (GLA) to submit your leave
requests you do not need to enter your leave on Time Entry. After your supervisor
or manager approves a leave request through GLA it will automatically populate to
this screen.

24. When you are finished click the Close button.

If you click Close without saving you will be asked if you want to save your entries.

25. The time card entered is automatically submitted for approval.

If you did not enter all of your time for the pay period, you can go back in prior to
the end of the pay period to enter the rest of your time.
Once a time card has been approved, no changes can be made by the employee.
However, changes can be made by the approving manager. Also, additional time
cards (lines) can be added for the same pay period.
ORACLE" 1p EDWARDS ENTERPRISEONE L Em; [j;zﬁ]
Current Pay Period - Time Entry Self Service Director @
[@  Trusted sites Sh v mi00m v
Step Action
26. Click the Close button to retrun to the main menus..
Close
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Step

Action

27.

You have successfully completed this lesson.
End of Procedure.
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