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Manager Review, Approve or Reject Employee Time Card
Overview

After employees enter their timecards for approval, their supervisor will go into the Supervisor
Time Entry Approval program to review their employees’ time cards. After reviewing, the
supervisor will either approve or reject their time card. Supervisors can choose to designate a
delegate to review and approve, reject, or mark "paid, not approved" on the timecards.

Manager Review, Approve or Reject Employee Time Card
Lesson

Procedure

This lesson will teach you how to revew, approve, and/or reject an employee time card.

ORACLE’ ip EDWARDS ENTERPRISEONE e

© sign Out
EnterpriseOne Menu = Ol
Open Applications
You have no running applications The Enterprise0ne Menu contains several links to the applications.

Open New 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.
Fast Path

Welcome!

@

[ Favorites

> Content Development Tools
I+ EnterpriseOne Menus

[ Mobile Sales Menus

[> Power User Tasks

[» State of Nebraska

[» Roles

< Actions
H

I Preferences

7 Trusted sites %3~ Hioow -

Step Action

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

2. Click the Self Service link.
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Step Action

3. Click the Time Entry - Administrative Services - Agency # link.

Note: Select the link with your Agency number.
[Time Entry - Administrative Services - Agency 65|

4. Click the Biweekly Daily (Agency Number) link.
[Biweekly Daily 65|
5. Click the Current Pay Period link.

[Current Pay Period|

ORACI—E. JD EDWARDS ENTERPRISEONE

Current Pay Period - Time Entry Self Service Director @

Close

Welcome ETHAN HUNT

Pay Period Ending Date 03/28/2010

Manager Review/Approval

Daily Time Eniry

o Trusted sites Gh v Hlm <
Step Action
6. Click the Manager Review/Approval link.
[Manager ReviewiApproval
7. Note: If a delegate is attempting to approve timecards, an error will appear. The
delegate will need to enter the supervisor’s address book number in the Manager
Number field in the header and click Find Timecards to continue.
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Step Action

8. To narrow the search for timecards, use the radio buttons at the of the screen:

Show Al

Waiting Approval
Saved

Approved

Rejected

Paid Not Approved

button.

Note: After selecting a radio button you will need to click the Find Timecards

ORACI—E. JD EDWARDS ENTERPRISEONE

Current Pay Period - Self Service Manager Review and Approval
Self Service Manager Review and Approval

Time Entry Self Service Director

Close

Manager

4455871

Time Entry Status Filter

) Paid Mot Approved

ETHAN HUNT Send E- Mail to Employee
Date Filter

@ Pay Period End Date

Find Employees with Missing Timecards

© show Al
03/28/2010
@ Waiting Approval O Labor Distribution End Date
O saved Missing Timecard Filter
O approved Begin Date
ORejected End Date ’7

HUNT, ETHAN [JPY900]

© Sign Out
@

-

Dane

Select All Clear All Find Timecards
Records 1-2 Customize Grid (]
Employee Employee Time Entry Pay Period  Labor Distribution  Standard Regular Vac
Select Number Name Status Date End Date Hours Total Hours Hou
O 100546 UTLEY, MICHAEL WAITING FOR APPROVAL 0312812010 8000 800 8.00
4]
L e
[ Approve | [ Reject | [ PaidNotApproved | [ Detail Leave Balances Review
&
3 | =
o Trusted sites Sh v Hiowm -

Step Action

To review the timecard prior to approval, you first need to select the time card you
would like to view by checking the box next to it.

Click the Detail button.

10.
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Step Action

11. On the Current Pay Period - Employee Daily Time Entry screen you can view the
following:

Pay Period Date
Pay Type
Hours

You can also see how the hours break down for each day.

HUNT, ETHAN [JPY900]

ORACI—E- JD EDWARDS ENTERPRISEONE © Sion Out

DEE

Current Pay Period - Employee Daily Time Entry
Time Entry Self Service Director | Self Service Manager Review and Approval

UTLEY, MICHAEL Business Unit 65025009 Send E-Mail To Employee
Period Dates Pay Type (Totals Only) Hours
Pay Period Start 03152010 Reg 40.00 Sick Expected 20.00
Pay Period End 0312812010 Vac 16.00 Holiday Total 56.00
Totals Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun

315 316 37 318 319 3120 3121 322 3123 324 3125 3126 3127 3128

ReguiarHowrs  [go0 g0 oo Jfeoe Ifeoo | [ | I I 1 [ [
anomertious [ T[T ke oo ]
Total Hours [goo oo |feoo [eoo feoo || |[ oo feo0 [ [ [ [ [

Save | [ Submit | [ Refresh | LeaveBalances
Records 1-5 Customize Grid ol
Time Card Pay Pay Type Mon Tue Wed Thu Fri Sat Sun  Mon Tue Wed Thu Fri Sa
Select Status Type Description 315 316 M7 318 39 320 I 322 323 N4 N2s 3i26 3z
] WAITING FOR APPRO. 20 REGULAR-TEMP 8.00
[E] WAITING FOR APPRO... 1 REGULAR PAY 8.00 800 800
] WAITING FOR APPRO. 30 VACATION PD. 8.00
[~ | WAITING FOR APPROVA 30 VACATION PD. 8.00
[F]
< b
| ‘ Approve ‘ | Reject ‘ ‘ Paid Not Approved
Dane  Trusted sites Sy ov H0n v
Step Action
12. When you are finished reviewing click the Close button.
13. To approve or reject a time card you first need to make sure the check box for the
time card you are taking action on is checked.
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ORACL €’ 1b EbwaRDS ENTERPRISEONE L HHAS [j;ﬂ]
Current Pay Period - Self Service Manager Review and Approval ]
Time Entry Self Service Director ~ Self Service Manager Review and Approval
I
Manager [aam5871 | ETHAN HUNT Send E- Mail to Emplovee
Time Entry Status Filter Date Filter
O showAl @ Pay Period End Date ’703’2&,2010
() Waiting Approval © Labor Distribution End Date
O saved Missing Timecard Filter
O Approved Begin Date ’7
O Relected End Date ]
O Paid Mot Approved Find Employees with Missing Timecards
SelectAll |  ClearAl
Records 1-2 Customize Grid _[&] [
Employee Employee Time Entry Pay Period  Labor Distribution Standard Regular Vac
Select Number Name Status Date End Date Hours Total Hours Hou
100546 UTLEY, MICHAEL WAITING FOR APPROVAL 0372812010 80.00 8.00 8.00
Il
] e
[ Approve | [ Reject | [ Paid NotApproved | [ Detail | Leave Balances Review
< | = =
Dane [+ Trusted sites dy v Hiow -
Step Action
14. Then click the Approve, Reject, or Paid Not Approved button.
Note: Delegates can approve time cards by assigning a status of Paid, Not
Approved. This gives the time cards a unique status so they can be identified.
15. After clicking Approve, Reject, or Paid Not Approved the timecard will disappear
from the screen.
16. To veiw the time card you took action on click the Approved, Rejected or Paid Not
Approved radio button in the header to see the time card.
17. Click the Find Timecards button.
| Find Timecards |
18. The time card will then appear in the Records grid.
19. When finished click the Close button.
Close
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OR Cl_e, HUNT, ETHAN [JFY900]
JA JD EDWARDS ENTERPRISEONE © sion ot
Current Pay Period - Time Entry Self Service Director ]
Welcome ETHAN HUNT
Pay Period Ending Date 03/28/2010
Manager Review/Approval

Daily Time Entry

Do o Trusted sites dy v Hiow -

Step Action

20. Click the Close button.
Close
21. You have successfully completed this lesson

End of Procedure.

Delegate Supervisor Time Approval Lesson
Procedure

In this lesson you will learn how to set up delegats for supervisor time approval.
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© Sign Out
EnterpriseOne Menu = Ol
Open Applications

You have noe running applications. The EnterpriseOne Menu contains several links to the applications.

Open New 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.
Fast Path

<@

[ Favorites

> Content Development Tools
I EnterpriseOne Menus

[ Wobile Sales Menus

[> Power User Tasks

[» State of Nebraska

Welcome!

[» Roles

I Actions

I> Preferences

Dane o Trusted sites dy v Hiow -

Step

Action

Click the State of Nebraska link.
State of Nebraskal

Click the Self Service link.

Click the Time Entry - Administrative Services - Agency # link.

Note: Select the link with your Agency number.
[Time Entry - Administrative Services - Agency 65|

Click the Supervisor Time Entry Approval Delegation link.
|Supenvisor Time Entry Approval Delegation]|
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ORACLE’ 1o EDWARDS ENTERPRISEONE i

© Sign Out
Supervisor Time Entry Approval Delegation - Work With Manager Delegates Setup @
OK  Fid Delete Cancel Took

B & @1 X &

Manager 4455871 HUNT, ETHAN

Records 1-1 Customize Grig ]

O Delegate Effective  Ending Authorization
Number Description Date Date Type

] [ Q|

Done o Trusted sites S5 v ®iow -

Step Action

5. Enter the delegate’s address book number into the Delegate Number field.

6. Click in the Effective Date field.

Enter the date the delegatin will begin into the Effective Date field.

8. Click in the Ending Date field.

9. Enter the date the delegation will end into the Ending Date field.
10. Click in the Authorization Type field.

11. Enter the Authorization Typeinto the Authorization Type field.

Use the Visual Assist button if you need to.
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RACLE HUNT, ETHAN [JPY900]
ORA JD EDWARDS ENTERPRISEONE G
Select User Define Code ]
Select Fnd  Clpse Form  Tools
v @ X 0 &
Product Code 05T TIME ENTRY
User Defined Codes AY Delegate Authorization Type
Records 1-2 Customize Grig m)]
Code Description
® A1 CHANGE/DELETE/APPROVING
0|2 ONLY APPROVING
Dane o Trusted sites dy v Hiow -

Step Action

12. If you use the Visual Assist button you will need to select the Authorization Type:

1 - Change/Delete/Approving - This allows the delegate to change, delete, and
approve time cards.

2 - Only Approving - This only allows the delegate to approve time cards.

13. Click the Select button.
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ORACI—E' JD EDWARDS ENTERPRISEONE

ﬁdminlﬂr&!ﬂ VROES

HUNT, ETHAN [JPY300]

OK  Find Dekete Cance| ook

B &

Manager 4455871 HUNT, ETHAN

O Delegate Effective  Ending
Number Description Date Date

Supervisor Time Entry Approval Delegation - Werk With Manager Delegates Setup

Records 1-2 Customize Grig ]

(4]

[l ‘ 100546 |UTLEY, MICHAEL 04/19/2010) | 05/03/2010 |&

© Sign Out

[

S5 v ®iow -

Step Action

14. When you are finished click the OK button.

=

Note: You can add additional delegates by arrowing down to the next line.

15. To bring up your delegates click the Find button.

16. To delete a delegate you first need to click the check box of the row of the delegate.

17. Click the Delete button.
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CLE’ JD EDWARDS ENTERPRISEONE

Supervisor Time Entry Approval Delegation - Werk With Manager Delegates Setup
0K Find Delete Cance] Tooks
|8 &
Manager 4455871 HUNT, ETHAN
Records 1-2 Customize Grid m]
Delegat Effect Endi Authorizati
o el Description vt Date Type resen
\UTLEY, MICHAEL 04(19/2010 | 05/03/2010 2
(4]
Message from webpage
2 ) tre you sure that you wark to delets the selscted ltem?
Dane [ « Trusted sites dy v Hiow -
Step Action
18. Click the OK button.
Lo |

ACI—E, JD EDWARDS ENTERPRISEONE

Supervisor Time Entry Approval Delegation - Work With Manager Delegates Setup
OK  Find Delste Cancel Tools
B & 1 X &
Manager 4455871 HUNT, ETHAN
Records 1-1 Customize Grid a
Delegate Effectve  Ending Authorization
m| Number Description Date Date Type
[l
Dane [@  Trusted sites Sg v H0n v
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Step Action
19. When you are finished click the Cancel object.
X
20. You have successfully completed this lesson.

End of Procedure.
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