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Only perform this function in JAS / HTML. DO NOT RUN IT IN CITRIX.

Procedure

In this lesson you will learn how to enter sick employees, how to review your entries, delete
entries, and how to add additional entries to an existing record.

e e

EnterpriseOne Menu (2=
Open Applications
You have no running applications. The EnterpriseCne Menu contains several links to the applications

Open New Window These links will always be at the 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

@

[» Activators
> Content Development Tools

[» End-User Tasks

[ Enterprise0One Menus

[» NIS State of Nebraska

[ Power User Tasks

> Task View Setup and Testing

[ Roles

~ Actions

— Help

— My System Options

— My System Profile

— Work With Work Center
— Submit Job

— View Job Status

L,

Done € mmternet H100% -

Step Action

Click the NIS State of Nebraska link.
[MIS State of Nebraska|

Click the Agency Attendance Roster link.
Egeng}\ﬁendance Rosted
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Agency Roster @
Selet Find Add Close Review Employees Form  Tools
v @ + X & B
Records 1-10
sick
Employees
® 027 6500250100 65 002 ST CAPITOL 0772212015 0
© 085 0300050100 03 000 SENATOR STAFF 05/302009 0
© 085 0323850100 PAGES 05/302009 5
O 065 0323450100 03 234 CLERKS OFFICE 05/22/2009 2
© 085 0323850100 PAGES 051222009 1
O 085 0323450100 03 234 CLERKS OFFICE 05/212009 2
© 085 0323850100 PAGES 05/202009 1
© 085 0323450100 03 234 GLERKS OFFICE 05/18/2009 2
O 065 0323250100 PAGES 0511812009 3
© 085 0323650100 BILL ROOM 051112009 2
Done € mmternet H100%

Step Action

To add a record click the Add button.

Your agency number will pre-fill in the Agency Number field
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ORACLE _
Fix/Inspect for Attendance Roster @
OK  Cancel Tools
X &
Agency Number 027
Check Route Code * I Q
Roster Date *
Sick Employees 0
Done € Internet 100% v

Step Action

5. You will need to enter the check route code. If you know the check route code
you can type it in the Check Route Code field. If you do not know the number
you can use the Visual Assist tool.

[&]

6. If you use the Visual Assist tool you can narrow your search by using the Code,
Description, and Description2 fields. After entering your search criteria you will
need to click Find.
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ORACLE n
Select User Define Code @
Select Find Close Form  Tools
v & X L3
Product Code [ PAYROLL (OLD)
User Defined Codes ’CR— Check Route Codes
Records 1-1
|s500250100
(+) 6500250100 65002 ST CAPITOL 0180003029
Done € Irternet 100% v
Step Action
7. After finding the Check Route Code make sure the radio button is selected for it

and click the Select button.
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Fix/Inspect for Attendance Roster

e

H]
OK Cance] Tools
8
Agency Number 027
Check Route Code * 6500250100 63002 ST CAPITOL
Roster Date * |
Sick Employees 0
Done € Internet 100% v

Step Action
8. Enter the date for which you are reporting into the Roster Date field.
9.

Click the OK button.
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SR AL

Fix/Inspect --Add Employees @
Canxcej Rewew:gmuyees Eﬁm 1;;;
Check Route Code [6500250100 65002 ST CAPITOL
Roster Date [osioaizoos
Sick Employees ,ui
Address Number | Q
City |
Dar € Internet 100% v

Step Action

10. Enter the address number for your first employee into the Address Number field.

11.

Click the OK button.

12. Enter the the address number for your next employee into the Address
Number field.

13.

Click the OK button.

14. Enter the address book number for your next employee into the Address
Number field.

15.

Click the OK button.

16. As you add employees to the record the number in the Sick Employees field will
automatically tally the number entered. Continue this process until you have all of
your sick employees for that date and check route code entered.

17. When you are finished entering employees click the Cancel button.

Note: If you click OK you will get a red error. If that happens just click Cancel.
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R AL

Fix/Inspect for Attendance Roster ]
OK Cancel Tools
B X =B
Agency Number ’9277
Check Route Code * r  a
Roster Date * 7
Sick Employees ’07
Done € mmternet H100%
Step Action
18. Then click the Cancel button.

Note: If you click OK you will get a red error. If that happens just click Cancel.
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ORACL e,
Agency Roster @
Select Find  Add  Close Review Employees Form  Took
v @ + X ]
Records 1-10 Customize Grid @
[ [ I
AGENCY Check Rte Check Rte Roster Sick
NUMBER Code Code Desc Date Employees
® 027 6500250100 65 002 ST CAPITOL 0712212015 Q
O 085 0300050100 03 000 SENATOR STAFF 05/30/2009 1]
O 085 0323850100 PAGES 05/30/2009 5
QO 085 0323450100 032 234 CLERKS QFFICE 05/22/2009 2
QO 065 0323850100 PAGES 05/22/2009 1
O 065 0323450100 03 234 CLERKS OFFICE 05/21/2009 2
O 085 0323850100 PAGES 05/20/2009 1
O 085 0323450100 03 234 CLERKS OFFICE 05/18/2009 2
QO 085 0323850100 PAGES 05/18/2009 3
QO 065 0323650100 BILLROOM 05/11/2009 2
Done € Internet 100% v
Step Action
19. After entering a record you can review it.
Use the Agency Number field and Roster Date field to search for your record.
20. Enter the your agency number into the AGENCY NUMBER field.
21. Enter the date of your record into the Roster Date field.
22. After entering your agency number and the record date click the Find button.
23. If you entered multiple records for the same date, but with different check route
codes you may see more than one record listed. If there are multiple records check
the radio button for the record you want to view. If there is only one record the
radio button for that record will be selected automatically.
24. To review the record selected click the Review Employees button.
25. The employees you entered for that record will be displayed.
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ORACLE
Find/Browse Address Boock Numbers @
Select Find  Close Delete Employees Form  Tools
v & X 3 [
Records 1-3
Roster
Date
® 027 6500250100 65 002 ST CAPITOL 05i03/2009 100546 UTLEY, MICHAEL LINCOLN
O 027 6500250100 65 002 ST CAPITOL 05/03/2009 576979 PEEP, LITTLE BO LINCOLN
O 027 6500250100 65 002 ST CAPITOL 05/03/2009 4455871 HUNT, ETHAN SEWARD
< >
Done € Internet 100% v
Step Action
26. If you entered an employee by mistake you can delete them from the record. To

delete an employee check the radio button of the employee you want to delete.

217. After clicking the radio button of the employee you wish to delete click
the Delete Employees button.

28. The employee is removed from the record.

29. en you are finished reviewing click the Close button.
X
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Agency Roster ]

Seect Fnd  Add  Clse Review Employees Form  Iools

v & +# X # B B

Records 1-1

6500250100 65 002 ST CAPITOL 05/03/2009 2

€ Irternet 100% v

Step

Action

30.

You can add employees to a record. Find the record you need to add an employee
to, make sure the radio button is selected, and click the Select button.

Note: Remember you can use the AGENCY NUMBER and Roster Date fields
to search for your record.

31.

The Agency Number, Check Route Number, Roster Date, and Sick Employees
fields will all be grayed out. Review the Check Route Code and Roster Date
fields to make sure you have selected the correct record.
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Fix/Inspect for Attendance Roster @
OK Cance] Tools
5]
Agency Number 027
Check Route Code * 6500250100 63002 ST CAPITOL
Roster Date * 05/03/2009
Sick Employees 2
Done € Internet 100% v

Step Action

32.

Click the OK button.
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SR AL

Fix/Inspect --Add Employees @
OK  Cance] Review Employees Form  Took
g & 3
Agency Number 027
Check Route Code [6500250100 65002 ST CAPITOL
Roster Date [osioaizoos
Sick Employees ,27
Address Number || Q
City |
Done € Internet 100% v
Step Action
33. Enter the address book number of the employee you are adding into the Address
Number field.
34.
Click the OK button.
=]
35. You can add as many employees as you need to.

When you are finished click the Cancel button.
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i

Agency Roster

D=

Seect Fnd  Add  Clse Review Employees Form  Iools
v @ + X & B

Records 1-1

05/03/2009

® 027 6500250100 65 002 ST CAPITOL 05/03/2009 3
Done € Irternet 100% v
Step Action
36.
Click the Close button.
37. You have successfully completed this lesson.

End of Procedure.
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