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Manager Leave Review Via EnterpriseOne Menus Lesson
Procedure

In this lesson you will learn how to navigate through the menus to GLA (Global Leave
Administration), review, sort, and take action on leave requests.

ORACLE’ 1p EDWARDS ENTERPRISEONE T

© Sign Out

EnterpriseOne Menu SN =
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.

Welcome!

[ Favorites
[ State of Nebraska

> Roles

I Actions

I Preferences

Dane 73l / Trusted sites Sy v Hiow -

Step Action

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

2. Click the Self Service link.

3. Click the GLA link.

4, Click the Manager Leave Review link.

Manager L eave HE'-;iE".:".-j

5. No records will be displayed when you bring up the window. To display the leave
requests you will need to search for them.
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Step

Action

6.

When searching for leave requests by your employees you have many options to
narrow the search. The primary ways you can narrow the search is by entering the
employee's Address Number, the Leave Status, and/or Leave Type. You can
enter this information in the the Header or the QBE line.

If you do not type anything in these fields you will bring up all leave request records
by your employees.

ORACI—E. HUNT, ETHAN [JPY900]
JD EDWARDS ENTERPRISEONE os
Sign Out
Manager Leave Review - Manager Self Service Leave Review [E]
| Find | ‘ Close

Supenisor l4455871 HUNT, ETHAN Leave Type —Select One — v

Employes o Accrual Type Select One — <

Leave Dates Thru Leave Status —Select One — v

Leave Transactions

— SelectOne —
Customize Grid

Rl
(<)

No records found. Expand Al | Colapse All

EmployeeiAccrual Type! Leave Leave Leave Leave  Begin Time End Time Availa
Leave Request Type Begin End Duration  (Military) (Military) (Hour:

<

°
Step Action
7. To search click the Find button.
Find
8. Since no search criteria was entered, clicking Find brought up all of the leave
request records of your employees.
9. To view the actual leave requests you will need to expand the folder of your
employee by clicking the + symbol next to their name.
10. The various leave types requested will be displayed. To drill down to the actual
leave requests continue to click the + symbol next to the leave type.
11.

Once you drill down to the specific request you will see the date(s) of the leave
request and the hours of the request.
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Step Action
12. To view additional information scroll to the right.
13. Employees can submit comments along with their leave requests. To view any
comments by the employee click the Leave End link.
Review Leave C-:umments|
14. You can review the comment left by the employee.

ORACI—E. JD EDWARDS ENTERPRISEONE

Werk With Leave Messaging and Status Review
Select Find  Clse Took

[E ]

v &@ X E
Address Number 100546 UTLEY, MICHAEL
Request Number 640428
Records 1-1 tomize Grid  |E (@
il P Ucied | lpaiod | Commente
® NISSLORTZ PENDING 031712010 160834 | have to attend jury duty
Leave Messaging
| have to attend jury duty
Do [ + Trusted sites - Fowm v
Step Action
15. When you are finished click the Close button.
16. You can narrow your search by Leave Type, Accrual Type, and/or Leave Status. To

drop down lists for these categories.

narrow your search using this information select the search criteria using these the
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HUNT, ETHAN

WHDES

Manager Leave Review - Manager Self Service Leave Review

[ Find | I Close |
Supenvisor W HUNT, ETHAN

Employee

—
(I Thru

Leave Dates

—

Leave Transactions

Records 1-7 Expand All | Collapse Al

Avsilable Leave Leave Comments B
(Hours)  Status Comments Review Unit Supervisa
65025009 44
— Select One —
PENDING Review Leave Comments
PENDING
— Select One —
1,468.96 - Select One —
310.80 — Select One — v
L 3
@
J Trusted sites Sy v Hiow -

Step Action

17.

[SICK

JD EDWARDS ENTERPRISEONE

Manager Leave Review - Manager Self Service Leave Review

| Find | ‘ Close ‘
Supenisor 4255871 HUNT, ETHAN
Employes =

Leave Dates

,7 Thru ,7

Leave Transactions

Records 1-7 Expand All | Collapse All

SICK v
—Select One — v
PENDING v

e

— SelectOne — v

customze Grid (B

Available Leave Leave Comments Employee Business
(Hours)  Status Comments Review Unit Superviso
100546 10000 65025009 44
— Select One -
PENDING Review Leave Comments
PENDING
— Select One —
1,468.96 - Select One —
310.80 — Select One — =3
3
@

J Trusted sites

G v R0
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Step Action
18. After selecting your search criteria click the Find button.
Find

19. To view the leave request information you will again need to expand the folder by
clicking the + button.

20. Whether you seach by Sick or Vacation leave types you will still see the Sick and
Vacation folders. However, only the folder of the leave type you search for will
have leave requests in it.

21. If you want to narrow your search by a specific employee you will need to search by

their Address Number. If you do not know their Address Number you can also do
an alpha lookup using the Visual Assist.

HUNT, ETHAN [JFYS00]

.
ORACLE JD EDWARDS ENTERPRISEONE © Sign Out
Manager Leave Review - Manager Self Service Leave Review @
| Find | ‘ Close ‘

Supenisor l4455871 HUNT, ETHAN Leave Type VACATION v

Employes g Accrual Type _—Se\ect one — v

Leave Dates Thru Leave Status PEMDING v

Leave Transactions
— Select One — v @

Records 1-5 Expand All | Collapse Al Customize Gris (@

EmployeeiAccrual Type/ Leave Leave Leave Leave Begin Time End Time Availa
Leave Request Type Begin End Duration  (Military) (Military) (Hours
© o Z3UTLEY, MICHAEL
[e] £1-E4SICKACCRUALS 2.00 1,46¢
(@] £ EILEAVE ID: 640426 0312512010 03/25/2010 2.00
O 0312512010 SICK 0312512010 03/25/2010 2.00 13:00 1500
o] 121 VACATION ACCRUALS 00 31(

-

e

Save Cancel

J Trusted sites Sy v R0 v

Step Action
22.
23. After entering the employee address book number click the Find button.

Find
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Step Action

24, Again, you will need to expand the request down by clicking the + button.

25. The leave request status most likely will be Pending. To approve or decline this
leave request click the Leave Status list for that leave request.

26. Select the appropriate leave status from the drop down menu.

27. If you would like to leave a comment for the employee click in the Comments field.

28. Enter the desired information into the Comments field.

29. Click the Save button.

30. When you are finished click the Close button.
|| Close |

31. You have successfully completed this lesson.

End of Procedure.

Manager Leave Review Via Email Lesson

Procedure

When one of your employees submits a leave reuest you will be notified via email. In this lesson
you will learn how to review and take action on the leave request through the email.
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U oa 9 5 Leave Request 640428: Submitted - Message (HTML)
Message Adobe PDF

LI ¢
1 i Fm - x g S — Safe Lists -
i 3 ,,% ? L 7| 1
Reply Reply Forward @ call ~ | Delete Moveto Create Other || Block | jjotjunk | Categorize Follow Markas

to Al Folder~ Rule Actions~ | Sender - Up~ Unread | ki Select~
Respond Adtions Junk E-mail £} Options £ Find

Developer

=] 31 | #AFind
== Y A 12 Related ~

From:
To:
Cc

Subject: Leave Request 540428: Submitted

Sent: Wed 3/17/2010 4:09 PM

Name: UTLEY, MICHAEL

Leave Status: PENDING

Leave Type: CIVIL

Leave Begin: 03/29/10

Leave End: 03/29/10

Hours: 2.00

Comments: I have to attend jury duty

Manager Self Service Leave Review

[l

Step

Action

any comments left by the employee.

directly to the request when you click on it.

Manager Self Service Leave Beview

The email will have the name of the employee, the leave type, the dates of the leave
request and the total hours of the leave request. In addition the email will display

The email also has a Manager Self Service Leave Review link which will take you
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ORACLG’ JD EDWARDS ENTERPRISEONE

2 Ve

User ID:
Password:

[ Remember my sign in information

I
g

4p. iy

This system is intended for limited (authorized) use and is subject to company policies.

Copyright @ 2003-2008, Oracle and/or its affi c cleisare 4 trademark of Orace Corporation andior

its affiliates. Other names may ‘ademarks ¢

o Trusted sites dy v Hiow -

Step Action

2. If you are not signed into EnterpriseOne you will be prompted to do so by entering
your User ID and Password.

3
O CI—E JD EDWARDS ENTERPRISEONE "
Manager Self Service Leave Review
‘ Find ‘ ‘ Close ‘
Supenisor (4455871 HUNT, ETHAN Leave Type —Select One — -
Employee 100541 Q, UTLEY, MICHAEL Accrual Type —Select One — -
Leave Dates Thru Leave Stalus —Select One — -
Leave Transactions
— Select One — v @
No records found. Expand All | Collapse All Customize Grid [0
Employee/Accrual Type! Leave Leave Leave Leave  Begin Time End Time Available
Leave Request Type Begin End Duration  {Military) (Military) (Hours)
L:] |
o
Dane  Trusted sites dy v Hiow -
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Step Action
3. Once signed in you will need to click the Find button to bring up the leave request.
Find
4. The employees name will be displayed in the grid. Expand down to the request by
clicking the + button.
5. Once you drill down to the specific request click on the date of the leave request.
03/29/2010
6. The leave request status most likely will be Pending. To approve or decline this
leave request click the Leave Status list for that leave request.
FPEMNDINGEIES
ORACI—E- JD EDWARDS ENTERPRISECONE "
Manager Self Service Leave Review
‘ Find ‘ ‘ Close ‘
Supenisor [asssert | HUNT, ETHAN Leave Type
Emplayee [100546 |  UTLEY. MICHAEL Acerual Type
Leave Dates [ ] Thru ] Leave Status
Leave Transactions
__—SelemOne— v @
Records 1-7 Expand All | Collapse Al Custoize Grid [0
Leave Leave Begin Time End Time Available Leave Leave Comments
End Duration  (Military) (Military) (Hours)  Status Comments Review
- Select One — Al
2.00 — Select One —
010 03/29/2010 2.00 PENDING Review Leave Comments
010 037292010 2.00 10:00 12:00 FENDING
0] APROVED.
2.00 1,468.96 | CURRENTLY
800 31080 Enle Tage v
< »
o
[ « Trusted sites Sh v Hiowm -
Step Action
7. Select the appropriate leave status from the drop down menu.

APPROVED
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ORACI—E. JD EDWARDS ENTERPRISECONE "
Manager Self Service Leave Review
Find Close
Supenisor [aasserr HUNT, ETHAN Leave Type
Employee [to0sas | UTLEY.MICHAEL Accrual Type
Leave Dates [ ] Thru ] Leave Status
Leave Transactions
__—SelemOns— v @
Records 1-7 Expand All | Collapse A1 Customize Grid [0
Leave Leave  Begin Time End Time Available  Leave Leave Comments
End Duration  (Military) (Military) (Hours)  Status Comments Review
— Select One — &
2.00 — Select One —
010  03/29/2010 200 PENDING Review Leave Comments
010 03/29/2010 2,00 10:00 12:00
800 — Select One —
2.00 1,468.95 — Select One —
£.00 31080 — Select One — v
< 3
°
[ + Trusted sites dy v Hiow -
Step Action
8. Click the Save button.
Save
9. When finished click the Close button.
Close
10. You will be automatically signed out of the System.
You have successfully completed this lesson.
End of Procedure.

Leave Trending Lesson

Procedure
As a manager you can view leave trending of your employees. This lesson will show you how.

We will begin this lesson from the Manager Self Service Leave Review screen.
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Manager Leave Review - Manager Self Service Leave Review

[ Find | I Close |
Supenvisor 14455871 HUNT, ETHAN
Employee =
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HUNT, ETHAN [

Leave Type

—Select One — v
—Select One — v
v

Accrual Type

Leave Dates Thru Leave Stalus —Select One —
Leave Transactions
— Select One — v @

MNo records found. Expand Al | Collapse All Customize Grid [0l
EmployeeiAccrual Type! Leave Leave Leave Leave  Begin Time End Time Availa
Leave Request Type Begin End Duration  (Military) (Military) (Hours

3
@
« Trusted sites dy v Hiow -

Step

Action

Click the Customize Grid list.
| - Select One — vl

ORACLE, JD EDWARDS ENTERPRISEONE

Manager Leave Review - Manager Self Service Leave Review o=
[ Find | I Close |
Supenvisor 4455871 HUNT, ETHAN Leave Type —Select One — v
Employee [ Accrual Type —Select One — v
Leave Dates Thru Leave Status —Select One — v
Leave Transactions
— Select One — @
Mo records found. Expand &1 | Colapse Al _Select One _ a
Leave Trending
EmployeeiAccrual Type! Leave Leave Leave Leave  Begin Timi Group DBA Instructions Availa.
Leave Request Type Begin End Duration  (Military) military] (Hours
k|
[
/ Trusted sites dh v H00w v
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Step Action

2. Click the Leave Trending list item.
|Leave Trending |

ORACLE" 1p EDWARDS ENTERPRISEONE . HH’; [j;zf‘]
Manager Leave Review - Manager Self Service Leave Review @
| Find | ‘ Close ‘
Supenisor [sasseTe | HUNT ETHAN Leave Type
Employes [ — Accrual Type
Leave Dates ,— Thru ,— Leave Status
Leave Transactions
v @
No records found. Exgand;\\|l:cl\agaénll Customize Grid @
Employeei/Accrual Type/ Leave Leave Leave Leave Begin Time End Time Availa
Leave Request Type Begin End Duration  (Military) (Military) (Hours
< I 3
®
o/ Trusted sites SR RL0m <
Step Action
3. Click the double arrow button.
4, The best way to search is by entering an employees address book number in the
Employee field, and/or by leave type by entering the leave type in the Leave Type
field
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ORACLE’ 1o EDWARDS ENTERPRISEONE i

© Sign Out
Review Time Attendance Trends ]
Find Clse Took

Approving Manager

Timecard Data Selection Fields

Company ,,— Barg Unit ’~— Business Unit ’~—
Job Type i Step ,—, ,—. Shift Code * Leave Type *
Employee [1o0546 @ Request Number .
PDBA Code ,‘7 Work Date From ’1— Waork Date Through ’~— Fiscal Year ,~—
Attendance Trend Summary
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
= [ [ = [ [ =
Total Occurrences [ Total Hours [
No records found. customizeord & O
[ ] \ \ I |
2 T |t e B B The Week hows | cosel |}
3] >
Dane [ + Trusted sites Sy v Hiow -
Step Action
5. After entering your search criteria click the Find button.
6. Under the Attendance Trend Summary you will be able to see which days the
employee takes their leave.
7. You can use the grid to view additional information for each leave request.

Note: The Day Of The Week in the grid will display MONDAY for each request
submitted prior to March 23rd, 2010.

8. When you are finished click the Close button.
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HUNT, ETHAN [JPY200]

ORACI—E, JD EDWARDS ENTERPRISEONE "
© Sign Out

Manager Leave Review - Manager Self Service Leave Review @

[ Find | Close

Supenvisor 14455871 HUNT, ETHAN Leave Type —Select One — v
Employee - Accrual Type —Select One — v
Leave Dates Thru Leave Status —Select One — v

Leave Transactions

o

Leave Trending -

Customize Grid (@

No records found. Expand &Il | Colapse &1l

EmployeeiAccrual Type! Leave Leave Leave Leave  Begin Time End Time Availa
Leave Request Type Begin End Duration  (Military) (Military) (Hours
a >
Save Cancel ]
Dane « Trusted sites dy v Hiow -

Step

Action

Click the Close button.
Close

10.

You have successfully completed this lesson.
End of Procedure.
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