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IS L&D	Oracle R12 Direct Input
The Allowance Allocation function in Direct Input (DI) allows you to allocate only 10 types of allowances mentioned in the first screen shot below, such as office at home or additional duties allowances.
Note: Allowances entered through DI can be amended through DI again. For Allowances which are not in the list below please contact your local People teams for any amendments.
Adding an Allowance Allocation
	· Log onto DI.
· Open the Fast Path folder.
· Click on Allowance Allocation from the available list of actions.
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	· Either search for an employee using the search field, click on My List and select an employee or, if you line manage an employee, they will visible in the lower part of the screen 
· Once you have located the employee, click on the Action button [image: action button].
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Note: Some of the allocations are recurring and some are non-recurring (i.e. one-off payments), as indicated in the Frequency column. The Status column shows the status of any existing allowances of that type that have been entered via DI. You can only add allowances if the Status column is blank.
The Status column only shows those allowances entered via DI. If any allowances have been entered by the People section they will only show up via the View History button, so you must also check these as detailed below.
· Click on the View History button.
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· Check whether the allowance type you wish to edit has already been allocated 
Note: If the allowance you wish to allocate is already allocated, contact your local People team.
· Click on the Return to Allowance Selection link to return you to the previous screen.
· Providing that the allowance to be allocated has a blank in the Status column and does not appear in the history screen, you can continue to allocate it.
· Select the allowance type that you wish to allocate.
· Click on the Next button.
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· Enter the amount of the allowance in the Amount field.
Note: for recurring allocations, this figure should be the Annual Full Time Equivalent amount (i.e. 12 times the monthly amount for a full time worker) even if the allocation is for less than a year or the person is actually part time. The system will work out the correct amount for the time period and number of hours actually worked.
For example, if you are entering an allocation of £10 per month for someone that works 1 day per week, you would need to enter £600 in the Amount field (£10 per month x 12 months x 5 days). The system will then pro-rata this amount according to the hours worked and the duration of the allocation.
· Enter the start date for the allowance in the Allowance Start Date field. 
· If the allowance is for a specific period of time, enter the end date in the Allowance End Date field.
· Describe the justification for the allowance in the Justification text field.
Note: At this point, if you are allocating more than one allowance to this individual, you can click on the Add Another Type button.
· Click on the Next button.
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· Click on the Submit button.
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· Click Home to return to the Oracle Applications Home Page.
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Allowance Allocation: Allowance Name

Effective Date 17-Mar-2016

Employee Name ~Riley, Lydia Employee Number 1023239
Organization Email Address _Iydia.riley@barnardos.org.uk Organization 40912 - Midlands - Administration
Manager Stewart, Murray JobAdministration/ Ops Support.Professional. Business Support
officer

Grade AO.R4.D26B
Assignment Number 1023239

Q

Select Compensation Type Frequency Status
‘Addtional Duties Allowance Recurring
Honorarium Payment 1 Nonrecurring
Honorarium Payment 2 Nonrecurring
Honorarium Payment 3 Nonrecurring
Market Supplement Recurring
Northern Ireland Market Supplement Recurring
Office at Home 100 Percent Recurring
Office at Home 50 Percent Recurring
‘Supplement BITS Only Recurring
Temporary Duties Allowance Recurring
TIP Distributions that are Pending Approval may not be changed.
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History
Effective Date 17-Mar-2016

Employee Name ~Riley, Lydia Employee Number 1023239
Organization Email Address _Iydia.riley@barnardos.org.uk Organization 40912 - Midlands - Administration
Job Administration/ Ops Support.Professional Business Support Manager Stewart, Murray
Officer

Grade AO.R4.D26B
Assignment Number 1023239

Allfigures shown are the annual fte amount. If a member of staff works part time this figure needs to be pro-rated (divide the annual amount by the full time hours of a post and times by the number of hours worked).

[ R R EEEEE———————m——=—————

= Assignment 1023239 (Primary) [ 60 ]

Date |Description
01-JAN-2016 - Ongoing Annual Salary
01-NOV-2015 - 31-DEC-2015 Grade Salary
01-NOV-2015 - 31-DEC-2014 Other detailstable } Grade Salary
01-APR-2015 - 31-0CT-2015 Grade Salary
01-APR-2015 - 31-0CT-2015 Grade Salary
01-APR-2014 - 31-MAR-2015 Grade Salary
01-APR-2014 - 31-MAR-2015 Grade Salary
11-APR-2013 - 31-MAR-2014 Grade Salary
11-APR-2013 - 31-MAR-2014 Grade Salary
01-APR-2013 - 10-APR-2013 Grade Salary
01-APR-2013 - 10-APR-2013 Grade Salary
10-0CT-2012 - 31-MAR-2013 Grade Salary
10-0CT-2012 - 31-MAR-2013 Grade Salary

Return to Allowance Selection
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Allowance Allocation: Allowance Details

Cancel | | Add Another Type | | Back | [ Next |

Effective Date 17-Mar-2016

Employee Name ~Riley, Lydia Employee Number 1023239
Organization Email Address _Iydia.riley@barnardos.org.uk Organization 40912 - Midlands - Administration
Job Administration/ Ops Support.Professional Business Support Manager Stewart, Murray
Officer

Grade AO.R4.D26B
Assignment Number 1023239

Q

= Indicates required field
Allowance Name  Temporary Duties Allowance
Frequency Recurring

= Amount 600 Pound Sterling Annually
(0 i, 16500 i)
= Allowance Start Date  17-Mar-2016 B
(exampl: 17-ar-2016)
Allowance End Date  16-Mar-2017 B®
(exempl: 17-ar-2016)
Justfication | z

[ cancel | [ Add Another Type | [ Back | [ mext |





image7.png
Allowance Allocation: Review

[ cancel | [ printable Page | | Back | | Submit

Effective Date 17-Mar-2016

Employee Name ~Riley, Lydia Employee Number 1023239
Organization Email Address _Iydia.riley@barnardos.org.uk Organization 40912 - Midlands - Administration
Job Administration/ Ops Support.Professional Business Support Manager Stewart, Murray
Officer

Grade AO.R4.D26B

Assignment Number 1023239
© tncses Changed s,

TIP To view this amount in a different currency, set a preferred currency in Preferences

Proposed
Compensation Type Temporary Duties Allowance
Frequency Recurring - Annually
Amount 600.00 Pound Sterling
Distribution Start Date 17-Mar-2016
Distribution End Date 16-Mar-2017
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Name [Go] advanced search

Allowance Allocation: People in Hierarchy >
Allowance Allocation: People in My List

seec prson:

Select All | Select None

Select [Name - |Assignment Number Job |Department. Person Type
O Riley, Lydia 1023239 Administration/Ops Support.Professional.Business Support Officer 40912 - Midlands - Administration Employee.Applicant
O |Riley, Lydia 1023239-2 Core.Entry Level Professional, Administration and Support.Project Worker 1 40020 - Coventry & Warwickshire Child Rights Service Employee.Applicant
O suliman, Hassan 1029644 IS.Professional.Learning & Development Consultant 77701 - Information Services Employee.Ex - Applicant
I Taylor, Charlotte 0562575 Core.Entry Level Professional, Administration and Support.Nursery Officer (M) 41421 - Barnardo's Wetherell Children's Centre Employee
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