TCNJ P

Process Name: Time Card Approval

STEP DETAIL

Sign in to Oracle Cloud through TCNJ Today app bar
Click Company Single Sign-On

1 Username: TCNJ login

Password: your password

Click Home button in upper Right corner

Approval Option #1

Click the My Team
2 from the scroll menu
My Team My Client Groups Contract Management Receivables Projects General Acq

Click Team Time Cards in the Quick Actions menu

Good evening, Joseph Test!

Me My Team My Client Groups Contract Management Receivables Projects General Accounting Budgetary ! 3
QUICK ACTIONS

Team Time Cards

' al 2 T] Q)

My Team Performance Career Overview Performance Taleo Recruiting
Overview

Change Manager

Transfer
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3 Options in Team Time Cards
1. Check the box next to each employee to select them, or check the box next to Actions to select all below - Choose Approve or
Reject from the dropdown to apply the action to all selected timesheets.
2. Print a pdf of the Time Card.
3. Use the hyperlink to Review & Approve the Time Card.

= TCNJ &5

<{ Team Time Cards

ncomplete, Error Saved, Entered Pending Approval Rejected Pending Change Requests
Time Cards
Search by person name or numt Show Filters Time Card Period = Previous 2 weeks X Display Direct reports X Assigned Approvers Me X »

SortBy Period - New to Old v

0
&5 Your approval is required. See details.

10/10/2020_- 10/23/2020 Submitted

‘ﬁ. P 30094 & \
4 Hours Reported Print a Time Card
70 Hours Scheduled

0 Hours Absence

Worker Approval Status

Submitted v

Ariel Steinsaltz

@ Tlme Card: '|O/'|O/2020 = "O/EE/ZOEO ‘ Actions | Approve Cancel

Show Details
Entries
View By Calculated details by earned date @ Sort By Earned date - old to new
Wednesday, October 14 11 Hours
Wednesday, October 14 1 Hours
Thursday, Octeber 15 11 Hours

TCNJ Today 2



http://today.tcnj.edu/

) TN sz

Approval Option #2

Click on the Notification Bell
in the upper right corner

Good evening, Joseph Test!

Me My Team My Client Groups Contract M Receivables Projects General Accounting Budgetary (

Open the Time Card with the hyperlink

Notifications Show Al

5 seconds ago

ACTION REQUIRED 2 weeks ago
6 Approval of Payroll Time Entries for Hugo First from 2020-09-26 to 2020-10-09

Hugo First

ACTION REQUIRED 2 weeks ago

Approval of Payroll Time Entries for Hugo First from 2020-09-26 to 2020-10-09

Hugo First

ACTION REQUIRED 3 weeks ago

Approval of Financial Plan Test approval werkflow of Dispatch Room Renovation

P
ACTION REQUIRED 1 month ago

Annrave Remnisitinn REOTCONNASSA
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Approve or Reject the Time Card

E Approval of Payroll Time Entries for Huge First from 2020-10-10 te 2020-10-23 - Geogle Chrome — m} x

8 edrm-dev1.fa.us2.oraclecloud.com/hcmUl/faces/adf.task-flow?tz=America%2FNew_York&df=medium&dt=both&tf=short&lg=enficy=8bpmWorklistTaskld...

pproval of Payroll Time Entries for Hugo First from 2020-10-10 to 2020-10-23 Approve | Reject Actions v
4 Details
Assignee Joseph Test
B
From hfirst
Assigned Date 10/14/2020 9:20 PM
[ Task Number 29247% -
| .
'Y 4 Recommended Actions
. B
4 Payroll Time Entries for Approval
j A Person Information |
7 Name Hugo First Person Number 300941
o Assignment Number E300941 Job CampPoliceCff PubServ
Position Campus Police Officer Department Campus Police
Location Administrative Services Building - Campus Police Services Manager Joseph Test
P )
ITime Card Details
Time Card r
’ Time Card Period 10/10/2020 - 10/23/2020 Comments i
Resubmission
Overtime Periods 10/10/2020 - 10/23/2020 Reason
Status  Submitied
Resubmission Status
Reported Time  Time Totals
Reported Hours  4.00 Absence Hours  0.00 Scheduled Hours  70.00
-
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