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IS L&D	Oracle R12 Direct Input
The change of hours function is used to change the normal working hours of an employee for their existing post.
Note: This function should be used when someone goes on maternity leave (reduce their hours to zero) or unpaid leave for more than 2 weeks. However, for all other absence from work, you should create an absence record rather than a change of hours. See the user guide entitled Recording Absences for details.
If the change of hours permanently affects the cost code split for the person, you should send an email to Jeremy Morgan in HO payroll and copy Direct Input Support into the email. For temporary cost code splits please contact your local finance team. 
	- Permanent is more than 3 months.
	- Temporary is less than 3 months.
This function is also used for extension of a FIXED TERM employee’s current contract. In this case, Fixed Term Contract End Date should be updated with the proposed extension of contract date.
The first steps are:
· Log onto DI.

· Select People Admin from the available items in the Navigator.
 
· If you have an Admin login, go to My List.

· Click on the [image: action button] button for that person.

· Select Change Hours.
Note: If the employee is also changing their normal working days then you should update the work schedule information, under Personal Information. Please refer to the guide on Personal Information for more details.
· Choose the date the change of hours should take effect from with the calendar [image: calendar button] button to the right of the Effective Date field. 
· Click the Continue button.

[image: change hours 1]
Note: It is important that the correct date is entered here as the person will be paid for their changed hours from this date. Entering the wrong date could result in under or over payment.
	· Enter the new working hours into the Work Hours field.
· Fixed Term Contract End Date should be updated with any proposed extension of contract when an employee is fixed term.
· Choose a reason with the search [image: torch button] button to the right of the Reason for Change in Position field. 

	[image: change hours 2]


· The Assignment Category field should be checked and updated every time a change of hours is proposed and the correct status selected to match the working hours and the contract type.  Only the following four options should be selected:
FullTime - Fixed Term
FullTime - Permanent
PartTime - Fixed Term
PartTime - Permanent

· Click on the Next button.
[image: change hours 5]
Note: The Effective Date is shown on the top left of the screen but the text is feint.  Additionally, the fields that you have updated will be indicated with a blue circle in the Proposed column.
· Click on the Submit button.
[image: confirmation screen2]
· Click Home to return to the Oracle Applications Home Page or Navigator menu to access another responsibility.
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£ Information
Please enter an Effective Date on or after 01-5ep-2013.

Change Hours: Effective Date Options
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Employee Name  Barnes, Bernard Employee Number 1027948
Organization Email Address Organization 77777 - TS Training Team
Job Administrator. Administrator Manager Rawson, Sue

Grade D1417
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Change Hours: Work Schedule

Employee Name  Barnes, Bernard Employee Number 1027948
Organization Email Address Organization 77777 - 1S Trai
Job Administrator. Administrator Manager Rawson, Sue

Grade D1417

Work Hours >

Frequency Week
Fixed Term End Date [[o

= Reason for Change in Job _ =]

Assignment Category ~ FullTime - Permanent ~
Date Of Last Change
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Change Hours: Review

Cancel | | Printable Page | | Back | | Submit

Effective Date 01-Dec-2014

Employee Name ~ Barnes, Bernard Employee Number 1027948
Organization Email Address Organization 77777 - IS Training Team
Job Administrator.Administrator Manager Rawson, Sue

Grade D1417

Current Proposed
Work Hours 36.25 20
Frequency Week Week
Assignment Category FullTime - Permanent FullTime - Permanent
Fixed Term End Date 03-Apr-20150
Reason for Change in Job NS NS

Attachments

To help approvers understand the request, you can attach supporting documents, images, or links to this action.
None| Add |

Approver Approver Type Order No Category status. Delete
Johnson, Lisa HR People 1 Approver

Add Adhoc Approver
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Your changes have been submitted for manager approval.
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