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You can now search for existing timesheets once they have been created.  Timesheets will be archived on Oracle after a certain time period, but you can find them again using the search facility.
	· Click on Timesheet in the Oracle Application Home Page.
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	To find the employee whose Timesheets you want to view either:-
· Click on My List (if you have added them to your own personal list of employees) OR
· Click in the search field and type in their surname.
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	· Once you have found the correct employee, click on the Action button [image: ] to the right of their name.

	· The Search panel will now appear at the top of the form.
· Click on the Calendar button for the From Date field (or alternatively you could just type the date into the field using the date format in the example given).
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	· If you are using the calendar, select an appropriate date by clicking on it.
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	· Repeat these steps in the To Date field.
· Click on the Go button.
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	· [bookmark: _GoBack]The results of your search will appear in the bottom portion of the form.




	IS L&D
	Searching for Timesheets
	Nov-14IS L&D	FACTSHEET NAME	DATE





	Searching for Timesheets
	Page 2 of 2



image2.gif
Name

Timesheet: People in Hierarchy

&
Focus Name

Cunningham, Chery!

Privacy Statement

| praiadls s gretnan quinestn gon L e il gh ot




image3.gif
Timesheet: Peopls

My List

Select Person: | Delete Selected

Select All | Select None

Select/Name - |Assignment Number Primary  (Grade  [Job Person Type
I Barnes, Bernard 1027948 No D1417  Administrator.Administrator Employee
O Barnes, Bernard 1027948-2 Yes D1417  Administrator.Payroll Assistant/Administration Officer Employee
O Blanks, Elenor 1027950 Yes D1417  Administrator. Administrator Employee
O cowell, Jan 0338756 Yes D4452  Manager.Manager Employee.Ex - Applicant
O Green, Teresa 10279512 No D1417  Administrator.Administrator

Employee




image4.gif




image5.gif
Employees | Employee Actions |

Recent Timecards: Blanks, Mrs. Elenor, 1027950

Search

#TIP Depending on your search criteria, your search results may or may ot include archived timecards. Archived timecards appear in the search rest
Read more.

From Date [ Tobate =]
(erampe: 28-tov-2014)

how Advanced Search Criteria

Go Clear

Create Timesheet

Select Timecard Status Transferred To Period Starting Period Ending Recor
No results found.





image6.gif
2 Pick a Date - Windows Interet Explor. | -con =

November | 2014
Sun Mon Tue Wed Thu
27 28 29 30
3 4 5 6
001 1 13

17 18 19 20

24 25 2 27
ToDate [28 T





image7.gif
“TIP Depending on your search criteria, your search resuits may or may not include archived timecards. Archi
Read more.

From Date [03-Nov-2014 5 Tovate [osovzora =
(orampe: 25 ov-2014)

how Advanced Search Criteria

Go Clear





image8.gif
tecent limecards: Blanks, Mrs. Elenor, 102/350

“TIP Depending on your search criteria, your search results may or may not include archived timecards. Archived timecards appear in the search results table with sumy
Read mor

From Date [03-Nov-2014 [ Topate [28-Nov-2014 =]
(orampe: 25 ov-2014)

how Advanced Search Criteria

Go Clear

Select Timecard: | Delete | | | Create Timesheet

Select Al | Select None
SelectTimecard Status Transferred To Period Starting |Period Ending Recorded Hours Sul
[] Approved None 03-Nov-2014 09-Nov-2014 1226





image1.gif
Enterprise Search Al -

Oracle Applications Home Page

MainMens

Personalize
5 £ Bamardos Direct Input - Admin From
Deleqation/Notiication There are no notifications in this
Timesheet

= Grade Step Placement - uery Ony
Dfast path

3 process and Reports





image9.jpeg
Believe 1n
children

"1l Barnardo’s




