How 10 CREATE A LisT OF ATT./ABSENCE

TYPES IN FIORI

FIO-33 | BUSINESS PROCESS PROCEDURE

FIO

The purpose of this Business Process Procedure is to explain how to create a list of attendance/absence types
from the drop-down list within time entry in the My Timesheet Application.

Create a list of Att./Absence Types

The Select Assignment drop-down list within Fiori can be personalized to show only a set of regularly used
att./absence types. All att./absence types can also be imported.

1. After navigating to the My Timesheet Application, click the Assignments action tab.

< @ My Timesheet v
Training User
(Administrative Assistant / 01111111)
~ ®
Overview To Do List (6 I Assigngients I ssignment Groups
~
-
[il Create or import assignments so &Du can enter records. Click Here
August 2022 > Weekly Recorded/Target | 0740
= Mon Tee Wed Thu Fr st Recorded / Target Assignment
Sunday, September 18, 2022
33 7
0.00/0.00
34 14 20
Attributes:
35 21 22 23 24 25 26 27
Monday, September 19, 2022
36 28 9 0 21
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2. Click the drop-down arrow next to Import from the edit tab options (Create, Import, Copy, Delete).

4 Q My Timesheet v

Training User
(Administrative Assistant/ 01111111}

Qverview To Do List (6) Assignments Assignment Groups

‘ [il Create or import assignments so that you can enter records.

m Active (0) | Inactive (0) Search Q Create

Charge Object
Abbreviation

v &

Mame  Att./Absence type Premium number Activity Abbreviation Valid From Valid Te

Create or import assignments so that you can enter records.

3. From the Import drop-down menu, select From Admin Assignments. This will generate the Import
Admin Assignments list.

Create Import Y M ‘{:‘:E}

From Worklist

btatus Valid To
From Admin Assignments
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4. All available attendance and absence types are listed and can be selected for import. The list follows
numerical order and starts from 9000. The scroll bar on the right side of the Import Admin Assignment
menu can be used to locate additional types from the list.

Import Admin Assignments

[i] Select assignments in the list for import.

x

Name

9000 Approved
Leave

9100 Bonus Leave

9128 CDE Comp
Leave

9200 Sick Leave

9238 Parental Lv (8
wks)
9239 Parental Lv (4
wks)
9300 Holiday Leave

9400 LWOP/Time
Not Worked

9500 Time Worked

9510 Additional
Time Worked

9511 Remote
Callback

9512 Liability Leave
Makeup

Att./Absence type Premium number

2000

9100

9128

9200

9238

9239

9300

9400

9500

9510

9511

9512

Charge Object
Abbreviation

Activity Abbreviation ~ Status
Active
Active
Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

Valid From

1990-01-01

2015-09-01

1990-01-01

1990-01-01

2019-09-01

2019-09-01

1990-01-01

1990-01-01

1990-01-01

1990-01-01

1990-01-01

1990-01-01

Valid To

9999-12-31

9999-12-31

9999-12-31

9999-12-31

9999-12-31

9999-12-31

9999-12-31

9999-12-31

9999-12-31

9999-12-31

9999-12-31

9999-12-31

Import  Cancel
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5. Click the selection box to the left of the Att./Absence type Name column of all desired Att./Absence types
needed.

Import Admin Assignments

[il Select assignments in the list for import.

Charge Object

Abbreviation Activity Abbreviation

Mame Att./Absence type Premium number

9000 Approved

Leave Sl

9100 Bonus Leave 9100

9128 CDE Comp

| 91258
9200 Sick Leave 9200 I
al L (o 9238
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For the example shown, the Att./Absence types selected are:

9000 Approved Leave

e 9200 Sick Leave
e 9300 Holiday Leave
e 9500 Time Worked
. |
Import Admin Assignments
[i]l Select assignments in the list for import. b4
Att./Absence Premium e Activity
Mame ) Object - Status Valid From Valid To
type number . Abbreviation
Abbreviation
9000
v| Approved 9000 Active 1990-01-01 9999'151'
Leave
9100 Bonus gy o Active 2015.09.01 o1z
Leave 31
J1BCDE g0 Active 1990-01-01 1%
Comp Leave 31
g 9200Sick 5500 Active 1990-01-01 0 iZ
Leave 31
9238
9999-12-
Parental Lv 9238 Active 201%9-09-01
31
(8 wks)
9239
9993-12-
Parental Lv 9239 Active 2019-09-01 31
(4 wks)
9300
| Holiday 9300 Active 1990-01-01 9999'1;‘1'
Leave
9400
9993-12-
LWOP/Time 9400 Active 1990-01-01 a1
Mot Worked
9500 Time 9999-12-
9500 Acti 1990-01-01
Worked cE 31
9510
Additional 9999-12-
camenatl - gs10 Active 1990-01-01
Time 31

Import  Cancel
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6. Click Import from the bottom right corner of the Import Admin Assignments menu.

Import Admin Assignments
[i] Select assignments in the list for import. X
Charge .
. ; Activity
!
Mame N Ob]ect. . Abbreviatio  Status Valid From Valid To
e type number Abbreviatio n
n
9000
v| Approved 9000 Active 1990-01-01 9999'13‘?‘1'
Leave
9100 Bonus gy Active 2015.09-01 001z
Leave 31
9128 CDE
Comp 9128 Active 1990-01-01 9999'151'
Leave
g 92005ick  ga00 Active 1990.01-01 1%
Leave 31
9238 e

I Import ki:ancel

7. The selected Att./Absence Types will display as Assignments. This successfully imports the Att./Absence
Types for view and selection within the Select Assignment Field on the Overview Action Tab.

< @ My Timesheet v aQa @ &
Training User
[Administrative Assistant /01111111)
~ %
Overview Assignments Assignment Groups
‘ [i] Assignments ilable in navigation period (from 11/06/2022 to 01/08/2023) are currently displayed. x
All (5) Acty ) | Inactive (0) Search Q Create Import aas
Att./Absence Premium Charge Object  Activity . .
flams type number Abbreviation Abbreviation Siatus Ralkilhiom, fatidiio
9000
Approved 9000 Active 01/01/1990 12/31/9999
Leave
9300 Holiday g3, Active  01/01/1990 12/31/9999
Leave
= §
9500 Time 9500 Active  01/01/1990 12/31/9999
Worked
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8. Click the Overview action tab.

'4 @ My Timesheet v aQ @ A&
Training User
{Administrative Assistant / 01111111)
~ ¥
Overvigw To Do List (6) Assignments Assignment Groups
l [il ignments within navigation period (from 09/04/2022 to 11/06/2022) are currently available for selection. X
September 2022 > Weekly Recorded/Target | 0/40 Enter Records TL ¥ {§}
Sun Mon Tue Wed Thu Fri Sat R el
Tecor ea! Assignment Entered Draft Status
1 2 3 arget
37 4 5 5 7 8 g 10 Sunday, October 2, 2022
# 11 12 13 14 15 16 17 0.00/0.00 0.00 Hours
3?18 19 20 21 24 Attributes:
40 25 26 27 28 Monday, October 3, 2022
October 2022 0.00/8.00 0.00 Hours
Sun Mon Tue Wed Thu Fri Sat Attributes:
1 Tuesday, October 4, 2022
o n 3 5 & 7 n 0.00/ 8.00 0.00 Hours
42 9 10 11 12 13 14 15 Attributes:
43 16 17 18 19 20 21 22 Wednesday, October 5, 2022
4 23 24 25 26 27 28 29 0.00/8.00 0.00 Hours
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9. Click Enter Records above the time entry overview.

4 Q My Timesheet v Q @ &
Training User
{Administrative Assistant / 01111111}
~
Overview To Do List (6) Assignments Assignment Groups
[i] Valid assignments within navigation period (from 09/04/2022 to 11/06/2022) are currently available for selection. x
September 2022 > Weekly Recorded/Target | 0/40 Enter Records L W @}
Sun Mon Tue Wed Thu  Fri Sat R ded /
Tecor ed! Assignment Entered ft Status
1 2 3 arget
37 4 5 6 7 8 9 10 Sunday, October 2, 2022
¥ 11 12 13 14 15 16 17 0.00/0.00 0.00 Hours
3 18 19 20 24 Attributes:
40 25 26 27 Monday, October 3, 2022
October 2022 0.00/8.00 0.00 Hours
Sun  Mon Tue Wed Thu Fri  Sat Attributes:
1 Tuesday, October 4, 2022
o n 3 5 65 7 n 0.00/8.00 0.00 Hours
42 9 10 11 12 13 14 15 Attributes:
43 16 17 18 19 20 21 22 Wednesday, October 5, 2022
44 23 24 25 26 27 28 29 0.00/8.00 0.00 Hours
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10. This changes from default view mode to edit mode.

4 @ My Timesheet v a @ &
Training User
(Administrative Assistant / 01111111)
~
Overview To Do List (6) Assignments Assignment Groups
[i] Valid assignments within navigation period (from 09/04/2022 to 11/06/2022) are currently available for selection. X

Sun

18

25

Sun

September 2022

Mon Tue Wed Thu Fri

5 6 7 8 9

12 13 14 15 16

189 20 21 22 23

26 27 28 29 30

October 2022

Mon  Tue Wed Thu Fri

>

Sat

3

10

17

24

Weekly Recorded/Target

Recorded /
Target

Assignment
Sunday, October 2, 2022
0.00/0.00

Attributes:

Monday, October 3, 2022
0.00/8.00

Attributes:

Tuesday, October 4, 2022
0.00/8.00

Attributes:

Select Assi

Select Assi

or

Select Assi...

40

Inf

3

A

s

Duplicate Time Entries

Entered
0... 4 | Hours
0... -+ | Hours
0... 4 | Hours

Duplicate Week  £53

D

Cancel

02/09/23

NORTH CAROLINA OFFICE OF THE STATE CONTROLLER

PAGE 9 OF 12
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11. To enter time, navigate to the applicable day. Click the Select Assighnment field dropdown menu to select
the Att./Absence type used for that day.

Weekly Recorded/Target [ 0/40 Duplicate Time Entries Duplicate Week {§}

Recorded / Target Assignment Info Entered Draft Status

Sunday, October 2, 2022

0.00/0.00 Select Assignr w A 0.00 4  Hours (7

Attributes:

Monday, October 3, 2022

0.00 / 8.00 | Select Assig L2 0.00 -+ | Hours t7

Attributes: Free Form (Form) {

Tuesday, Octobej 1, 2 9000 Approved Leave

0.00/8.00 9100 Bonus Leave 73 000 4 | Hours &
9300 Holiday Leave

Attributes:

Wednesday, Octy fer ! 9500 Time Worked

0.00/8.00 Select Assig v 73 0.00 4+  Hours (7

Attributes:

NOTE: The Select Assignment dropdown menu list can contain any combination of available
assignments, or Attendance/Absences types from the Import Admin Assignment list.

12. Enter the number of hours for each applicable day.

Weekly Recorded/Target | 0/40 Duplicate Time Entries ~ Duplicate Week 5}

Recorded / Target Assignment Info Entered Draft Status

Sunday, October 2, 2022

0.00/0.00 Select Assignment w A 0.00 4+  Hours (7

Attributes:

Meonday, October 3, 2022

8.00/8.00 9500 Time Worked e A 8.00 + | Hours | (7
A

Attributes: 9500

Tuesday, October 4, 2022

0.00/8.00 Select Assignment wr A 0.00 4  Hours (7

Attributes:

Wednesday, October 5, 2022

0.00/8.00 Select Assignment e P 0.00 -+ | Hours (7

Attributes:
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13. Click Check to ensure all time entries were entered correctly. If all entries are entered correctly a
message will appear stating “No errors were found”.

Weekly Recorded/Target - &/40 Duplicate Time Entries ~ Duplicate Week {5}
_Fréecorded ! Assignment Inf Entered Draft Status
arget o

Sunday, December 4, 2022

0.00/0.00 Select Assi... v s 0... #+ | Hours 7
Attributes:

Monday, December 5, 2022

B.00/8B00 | 9500Time.. ~ /A 7 ® +
Attributes: 9500

Tuesday, December 6, 2022

0.00/8.00 Select Assi... v P 0... #+ | Hours P
Attributes:

Wednesday, December 7, 2022

14. Click Submit once all applicable time entry has been completed.

Weekly Recorded/Target _ 16/40 Duplicate Time Entries ~ Duplicate Week {2}
i Assignment Inf Entered Draft Status

Target 0

Sunday, December 4, 2022

0.00/0.00 Select Assi... ~v A 0... 4+ | Hours 7
Attributes:

Monday, December 5, 2022

8.00/8.00 Select Assi... v A — 8... 4+ | Hours 7 & +
Attributes:

Tuesday, December 6, 2022

8.00/8.00 Select Assi... v 4 — B... 4+ | Hours 7 & +
Attributes:

Wednesday, December 7, 2022

0.00/8.00 Select Assi... ~v A 0... -+ | Hours ‘;f
Attributes:

Cancel
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Additional Resources

e Welcome to Fiori

= https://www.osc.nc.gov/state-agency-resources/welcome-fiori
e My Timesheet

=  https://www.osc.nc.gov/media/5424/open
e My Timesheet Video

= https://osc.cloud.nc.gov/FIORI20/MyTimesheets-Employees.mp4

Change Record

e Effective 11/30/2022
= Initial creation —L. Lee
e Effective 12/6/2022
= Content edits — J. Boyette
e FEffective 12/9/2022
= Content edits based on functional feedback. -L.Lee
e Effective 2/9/2023
= Content approved to publish. L. Lee
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