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IS L&D	Oracle Direct Input
Amending an Allowance Allocation
· Select the allowance type that you wish to amend after checking the status.
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Note: Only Allowances which are currently ongoing and entered through DI can be amended through DI. For Allowances which are not any of the 10 types mentioned above please contact your local People team for amendments.
· Click on the Next button.
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· Select the relevant option from the compensation update mode. 
1. The first option can be used to correct a wrongly entered allowance. Selecting this option will allow you to re-enter all details the same way you enter a new allowance.
2. The second option should be used for open-ended allowances. Only the end date should be entered in this case. The amount and start date should always remain the same.
· Click Next to amend the allowance details.  In this example the Allowance Start Date has been changed.
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· Click Next.
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· The review screen will show both the current and proposed changes.
· Review the changes and if correct, click Submit.
Note: Any fields that have been updated will be indicated with a blue circle in the Proposed column.
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· Click Home to return to the Oracle Applications Home page or Navigator to go to another responsibility.
· Once approved, notification will be sent to HR and payroll. 
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Allowance Allocation: Allowance Details

Effective Date 17-Mar-2016

Q

= Indicates required field

Employee Name
Organization Email Address
Job

Grade
Assignment Number

Riley, Lydia
Iydia.riley@barnardos.org.uk
Administration/ Ops Support.Professional Business Support

AO.R4.D26B
1023239
Allowance Name  Office at Home 50 Percent
Frequency Recurring
= Amount 93.5 Pound Sterfing Annually
i e
= Allowance Start Date _ 17-Mar-2016 =
— =T —
Allowiance End Date B®

(wample: 17-Har-2016)

Justification

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

Employee Number 1023239
Organization 40912 - Midlands - Administration
Manager Stewart, Murray

[ cancel | [ Add Another Type | [ Back | [ mext |
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Your changes have been submitted for manager approval.
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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 Job Administration/ Ops Support.Professional Business Support
officer

Grade AO.R4.D26B
Assignment Number 1023239

Q

Select Compensation Type Frequency Status
) Additional 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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Atlowance Alocaton: Compansation Update Mode.
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