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1.0 INTRODUCTION 
Time is a self-service process for both Employees and Managers, allowing many of our Employees 

to manage their own time submissions through the Oracle calendar. 

Employees can report hours worked via a timecard, which is reviewed by the Administrator or 

Manager and collected by Payroll for processing. Weekly completion of time cards is essential to 

ensure that payroll calculations are correct. 

The timecard layout displayed and what needs to be recorded for the Employee will depend upon the 

worker type. 

Even if the worker group has self-service the Line Manager or Administrator can enter time on the 

employees’ behalf. However self-service is the preferred option. 

The purpose of the user guides for this module are to provide you with easy to follow guides to the 

Oracle Cloud module functionality.  

This guide covers the manual creation of time cards for all worker groups. Approval isn’t normally 

required when the time card is entered by the Line Manager or Administrator but due to a product 

wide bug all time cards you generate will need to be approved by you until a fix has been applied. 

We will let you know when this has been resolved but until then you will need to follow the 

instructions for approving included in this guide. 

2.0 PROCESS STEPS 
2.1 – Generate a Timecard 

From your initial landing page click on the “Navigator” in the top left hand corner of your screen. The 

task menu will appear. 
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The options available to you will depend upon your access. Click on the down arrow on “My Client 

groups” and then click on “Time Management”. The Time Management Overview screen will be 

displayed 

 

Click on Manage Time Cards. 

 

Click on Generate button the “Generate Time Cards” screen will appear 
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You can generate time cards for an individual (by name or employee number) or for everyone within 

a Worker Group. Any new starters will be automatically assigned to a worker group and the 

appropriate time card will be available.  

For an individual click into the Person Name box and start to type in the surname of the person you 

are creating the time card for. Only employees assigned to you will be displayed and click on the 

person you want and the field will be automatically populated. 

For a group of workers click on the drop down on the “Group Name” field and choose the worker 

group type. 

“Available from Date” and “Available to Date” will need to be completed with the appropriate dates 

for the time cards you want to generate. They can either be typed in or chosen from the calendar by 

clicking on the calendar icon within the date field. 

Note: You can generate a timecard for any date but our working week is defined as a Monday 

to a Sunday so use a Monday as the “from date” and a Sunday as the “to date”. 

Click on “Search”. The employees for your selection criteria will appear and the screen will refresh 

to show the Time Card Parameters available to you (bottom of the screen). 
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If you have searched on an employee click at the beginning of the line and the employee will be 

selected and highlighted in yellow. (1.) 

Note: If you have searched by Group name you will need to still highlight the employees you 

want to generate Time Cards for but you can select more than one by holding down the shift 

and ctrl keys together and clicking on the rows. It will display how many rows you have 

selected. You are unable to select the employees across more than one page of employees. 

Select the period range (this is the default and reflects your search criteria) or click on the Number 

of Time Cards and enter how many card you require (2.) 

Select either Generate Empty Time cards (this is the default and should be used with caution as it 

will not show you on the time entry card the scheduled hours) or click on generate time card using 

schedule hours (this is the preferred option as it will populate the time card with the scheduled 

working pattern hours) (3.) 

Click on submit (top right of the screen). A pop up box will appear with the scheduled process 

number click on OK. The time cards will be displayed and will be ready for you to populate now or at 

a future date. 

 

Click on the “arrow” next to Generate Time Cards and you will be returned to the manage Time 

Card screen. 

1. 

 

2. 

 

3. 
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2.2 – Populating a Time Card – Fields Generic to all Worker Time Cards 

You will need to search for the time card you want to update and submit. On the manage time card 

screen populate the search for the employee and the Available from date and the Available to date. 

This is the same process as on the Generate Time Card screen as covered in 2.1 

 

Click on the Time Card Period you want to update. 

The Time Card will be displayed and will be specific to the worker group the employee belongs to. 

However for every time card the following generic fields are completed in the same way 

 

These fields are interactive and allow you to either choose from the drop down values, are 

auto populated or refine your possible options if you start to key in the field. 

 

Assignment Number (Mandatory field) – choose from the drop down. It is important that 

the correct assignment is chosen as some employees have multiple assignments.  

Payroll Time Type (Mandatory field) – choose from the drop down. You will only see the 

Time types available for their particular assignment. 
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Department Name - choose from the drop down. The option displayed will be for the 

assignment number chosen. If the employee has several assignments then this will help 

you confirm that you have chosen the correct one. 

Job Name - choose from the drop down. The option displayed will be for the assignment 

number you have chosen. If the employee has several assignments then this will help you 

confirm that you have chosen the correct one. 

 

Cost Center (Optional) – This field should be left blank if you are attributing the costs to the 

home cost centre as this default in held within Oracle. You should only complete this if you 

need to attribute this work to another cost centre then this field must be populated. 

You can either start to type in the code in the filed it will then start to give you selections 

relating to information you have typed in. Or click on the dropdown and click on search. A 

pop up search box will appear. 

 

Enter the cost centre (1) if the cost centre does not contain any letters e.g. 640030 then you 

must prefix it with CC (CC640030). Codes such as RF123456 or 05SMD remain 

unaffected. This is a temporary issue that will be resolved when Oracle Phase 2 goes live.  

Click on search (2). The display value will be populated click on the line to highlight the 

value you want (3) and then Click on OK (4). You will be returned to the Time Card and the 

field will be populated. 

2.3 – Worker Group Specific Time Card Fields 

2.3.1 Casual Worker and Tier 4  

1 

 
2 

 

3 

 

4 
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Casual workers (except Tier 4) have access to self-service and should record their own time cards 

where possible. The Administrator or Line Manager will receive an e-mail notification that there is a 

time card ready for their approval. 

These time cards are the simplest as the only Payroll Time Type available is “Basic Hours”. Enter 

the total number of hours worked in each particular day (excluding Lunch breaks). A running total 

for the week will be displayed. If they have worked on more than one assignment you must enter 

each assignment on a different lines. You can add more lines can by clicking +. 

For Tier 4 there is an additional mandatory field “Verification Code”. This is essential as this 

is their code to prove they have eligibility to work in the UK. 

 

The recording of hours is the same for casual and tier 4. 

 

Please note: The “Scheduled Hours” box will always show 40 for these worker types. It is a 

system default which has no bearing on how many hours they are entitled to work, have 

worked or the hours they will receive payment for.  

Time is entered as a decimal e.g.  6 hours 30 minutes should be recorded as 6.5. 
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When you have recorded the hours worked click on “Save” (top right hand buttons). The hours will 

be saved on the time card. You can add, change or delete this time card right up until you are ready 

to submit the completed week. To leave this screen click on “Save and close”. Cancel will also leave 

this time card however you will be warned to save any changes before you are returned to your 

Manage Time Cards screen 

 

 

To submit the time card click on the “Next Button” 

You can review the details and the submit button will be available to you. If the details are correct 

click on “Submit”.  

 

The Manage Time Card screen will display the status of the time cards for that employee (within the 

period you have specified) and provide an over view of the number of hours they have worked. 

 

Click on the beginning of the line so that it is highlighted in yellow and then click on Approve button. 

The status of the time card will now be “Approved” and it will then be ready to be picked up by 

Payroll to be paid.  

If for any reason you need to change this time card after you have approved it you 

must contact your payroll administrator or e-mail payroll@durham.ac.uk 

2.3.2 Standard Worker 

Standard workers have access to self-service and should record their own time cards where 

possible. It will then go to the Administrator or Line Manager for approval. 

A time card only needs to be created for a week where they have worked hours beyond their normal 

contracted hours and only when authorisation has been granted by the Department/Line Manager 

before the hours have been worked. 

The Payroll Time Types are driven by the Grade of  the employee. Grades 2 to 6 are different to 

that of Grade 7 to 9 who do not qualify for overtime and therefore only have the Basic Hours option 

available.  
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If they have worked on more than one assignment you must enter each assignment on a different 

lines. You can add more lines can by clicking +. 

The time card will display the total number of scheduled hours. If you click on Time Totals to switch 

pages you can view their contracted working pattern with their scheduled hours broken down into 

each day. 

 

It is important that you choose the correct Payroll Time Type when entering their additional hours. 

Some of the basic rules are as follows but if you are unsure then please ask your HR Administrator 

or Payroll who will be able to guide you. 

Time is entered as a decimal e.g.  6 hours 30 minutes should be recorded as 6.5. 

Basic Time – can be entered into any day  

NOTE: Enter the total number of hours worked in each particular day of the week they have 

worked extra hours (excluding any unpaid breaks). Example their normal working day on 

Wednesday is 3.6 hours and they work an extra 3.4 hours the total in basic hours for that day 

is 7. Any days where they have not worked any extra time you need to record their normal 

hours. 

Overtime and Half – the total of basic hours for the week must be 37 before they can qualify for 

this Payroll Time Type. If their scheduled hours are 18 the next 19 hours (total 37 hours) worked in 

a week can only be basic time regardless of the day the extra hours are worked.  

Double Time –can only be added on the second rest day and again only if 37 basic hours have 

been worked in the week. 

Any warning violations will still allow you to submit the Time Card but an Error will prevent you from 

submitting it and must be corrected before the time card will be accepted. 

The following screens show the time entry and time totals for a worked example 
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NOTE: Standard Deviation for this worker group is the extra hours they will be receiving 

payment for.  

When you have recorded the hours they have worked click on “Save” (top right hand buttons). The 

hours will be saved on the time card. To leave this screen click on “Save and close”. Cancel will also 

leave this time card however you will be warned to save any changes before you are returned to 

your Manage Time Cards screen 

 

To submit the time card click on the “Next Button” 

You can review the details and the submit button will be available to you. If the details are correct 

click on “Submit”.  

 

The Manage Time Card screen will display the status of all of the time cards for that employee 

(within the period you have specified) and provide an over view of the number of hours they have 

worked. 
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Click on the beginning of the line so that it is highlighted in yellow and then click on Approve button. 

The status of the time card will now be “Approved” and it will be collected by Payroll for processing 

in the next monthly cycle.  

If for any reason you need to change this time card after you have approved it you 

must contact your payroll administrator or e-mail payroll@durham.ac.uk 

 

2.3.3 Term Timer Worker 

Term Time workers have access to self-service and should record your own time cards where 

possible. It will then go to the Administrator or Line Manager for approval. 

The time cards only need to be populated with any extra hours worked in any week.  

NOTE: You do not need to generate a time card unless they do more than their contracted 

hours in any week or when it is their designated vacation and they are working.  

The Time Cards are exactly the same as a standard worker and follow the same rules. For the 

screen shots and process refer to 2.2.2. 

2.3.4 Annualised Worker 

Annualised Workers do not have access to self-service so the Administrator or Line Manager must 

generate the time card and populate with the actual hours worked. They will not get paid for these 

hours it will add to their balance for their contact period ensuring we record and have a total to 

either pay or deduct at the end of their contract or if they leave before the contract ends. 

The only Payroll Time Type available is “Basic Hours”. They differ from Casuals as they have a 

recorded working pattern which is the contract hourly hours per week they are contracted to work. 

They can vary this pattern if agreed by their line manager.  

The time card will display the total number of scheduled hours. If you click on Time Totals to switch 

pages you can view their contracted working pattern with their scheduled hours broken down into 

each day. 
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Time is entered as a decimal e.g.  6 hours 30 minutes should be recorded as 6.5. 

Enter the total number of hours worked in each particular day (excluding Lunch breaks). A running 

total for the week will be displayed. If they have worked on more than one assignment you must 

enter each assignment on different lines. You can add more lines can by clicking +. 

NOTE: If they are due to work on a particular day but have not then you must populate the 

day with 0:00 hours. You are recording their actual full working week and how it has differed 

from their contacted working week. 

The example below illustrates a working week hours greater than the scheduled hours. The Time 

Card has been entered with the hours as below. They are only going to be paid for their scheduled 

hours. But their total hours worked will be increased by 25 hours. 

 

 

The example below illustrates a working week hours less than the scheduled hours. The Time Card 

has been entered with the hours as below. They are going to be paid for their scheduled hours even 

 

Scheduled to work but did not so recorded as nil hours 
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when they work less than their scheduled hours. But their total hours worked will only increase by 

14 hours not 20 hours. 

 

 

The summary for the two weeks will be paid for 40 hours but total worked and recorded 

against their contract will be 39 hours. 

 

NOTE: If they are absent from work due to leave (all paid types that they are entitled to) or 

sickness you must populate their hours worked as their normal contracted hours for their 

usual contracted days to keep their total worked hours correct.  

When you have recorded the hours they have worked click on “Save” (top right hand buttons). The 

hours will be saved on the time card. To leave this screen click on “Save and close”. Cancel will also 
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leave this time card however you will be warned to save any changes before you are returned to 

your Manage Time Cards screen 

 

To submit the time card click on the “Next Button” 

You can review the details and the submit button will be available to you. If the details are correct 

click on “Submit”.  

 

The Manage Time Card screen will display the status of all of the time cards for that employee 

(within the period you have specified) and provide an over view of the number of hours they have 

worked. 

 

Click on the beginning of the line so that it is highlighted in yellow and then click on Approve button. 

The status of the time card will now be “Approved” and it will then be collected by Payroll to be paid.  

If for any reason you need to change this time card after you have approved it you 

must contact your payroll administrator or e-mail payroll@durham.ac.uk 

2.3.5 Bank Teacher Worker  

Bank Teachers do not have access to self-service. 

The time cards for these workers looks like the annualised but works differentially. You do not need 

to generate a time card for these workers unless they do more than their contracted hours in 

any week.  

The only Payroll Time Type available is “Basic Hours”.  

For Bank Teachers you will only need to create a time card for the weeks they have worked above 

their agreed scheduled hours. This would normally be an exception and only when authorisation 

has been granted by the Department/Line Manager before the hours have been worked. 

If you are unsure if a time card is necessary then please contract Payroll for advice. 

The following screens show the time entry and time totals for a worked example 
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NOTE: Standard Deviation for this worker group is the extra hours they will be receive 

payment for. In the example above they would automatically receive their contacted hours of 

9 and the additional 5 hours for the week 

Time is entered as a decimal e.g. 6 hours 30 minutes should be recorded as 6.5. 

When you have recorded the hours they have worked click on “Save” (top right hand buttons). The 

hours will be saved on the time card. To leave this screen click on “Save and close”. Cancel will also 

leave this time card however you will be warned to save any changes before you are returned to 

your Manage Time Cards screen 

 

To submit the time card click on the “Next Button” 

You can review the details and the submit button will be available to you. If the details are correct 

click on “Submit”.  
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The Manage Time Card screen will display the status of all of the time cards for that employee 

(within the period you have specified) and provide an over view of the number of hours they have 

worked. 

 

Click on the beginning of the line so that it is highlighted in yellow and then click on Approve button. 

The status of the time card will now be “Approved” and it will then be ready tto be transferred into 

the next Payroll cycle.  

If for any reason you need to change this time card after you have approved it you 

must contact your payroll administrator or e-mail payroll@durham.ac.uk 

2.3.6 Shift Workers 

Shift Workers have access to self-service but due to the complexities of this time card it is 

recommended that they are completed by the Administrator or Line Manager, until you are confident 

that the employees with these time cards are able to understand and do these time cards 

themselves.  

Time cards must generate the time card and populate with any extra hours worked in any week or 

for a significant change in their working pattern. 

NOTE: You do not need to generate a time card for these workers unless there are any 

changes to their working hours.  

The Time Cards are the most complicated as they have all the different Payroll Time Type available 

and additional allowances.  

Like Standard Workers the Payroll Time Types are driven by Grade. Grades 2 to 6 are different to 

that of Grade 7 to 9 who do not qualify for overtime and have only Basic Hours.  

They also have a shift pattern associated to them. The most complicated of these is the rotating 

shifts. However the time cards will be generated correctly for each shift over the appropriate number 

of weeks. It is therefore extremely important that this is set up for them correctly. If you have any 

concerns regarding their shift pattern and/or its rotating weekly pattern then contact Payroll as soon 

as possible. 

Their basic pay and associated shift allowance per month has been calculated and this will not 

change. It is only when they do extra or their pattern changes significantly can extra payments and 

allowances be paid to them. 

No calculations need to be completed by the line manager or administrator. The accurate recording 

of their actual working week will facilitate the correct calculation within Payroll. 
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The rules regarding the allowances has been set within Time and Payroll to ensure that all workers 

are paid consistently.  

The time card for these worker types needs you to record their actual start and end times for their 

daily shifts. An example of a time card shows the differences. 

 

The start and end times must be recorded in the format shown. The shift can span two days e.g 

04:00 PM to 08:00 AM but will be recorded on the day it started e.g. this spans Monday evening to 

Tuesday morning but will be shown within Monday 

Scheduled hours include an hour break where the working day is over 6 hours. In this example 40 

hours scheduled but as their contract they are being paid for 35 hours. 
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When you have completed the time card ensure that you have no warnings or errors for the time 

types you have chosen (refer to paragraph 2.3.2 standard Workers as they have the same Payroll 

time types as shift workers) 

 

Then click on “Save” (top right hand buttons). The hours will be saved on the time card. To leave 

this screen click on “Save and close”. Cancel will also leave this time card however you will be 

warned to save any changes before you are returned to your Manage Time Cards screen 

 

To submit the time card click on the “Next Button” 

You will be able to review the results of the time card including any additional allowances it 

will be passing to Payroll by scrolling down on this review page to see the calculated time. 

 

 

You can review the details and the submit button will be available to you. If the details are correct 

click on “Submit”.  
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The Manage Time Card screen will display the status of all of the time cards for that employee 

(within the period you have specified) and provide an over view of the number of hours they have 

worked. 

 

Click on the beginning of the line so that it is highlighted in yellow and then click on Approve button. 

The status of the time card will now be “Approved” and it will then be ready to be picked up by 

Payroll to be paid.  

If for any reason you need to change this time card after you have approved it you 

must contact your payroll administrator or e-mail payroll@durham.ac.uk 

3.0 APPROVING A TIME CARD SUBMITTED BY 
EMPLOYEE WITH SELF SERVICE 
 

The standard functionality within Oracle is that the manager or administrator for the Primary 

Assignment will receive the approval notification. If time card entries are submitted for their non- 

primary assignments they will be routed to the primary for approval. It is therefore important that the 

Primary is set on the correct assignment for the main area of their work and that locally the approval 

is agreed between the managers/administrators involved. 

3.1 Approving via the Time - Manage Time Card Function 

This is the recommended way of approval as you can review the detail of the Time Card before you 

approve. You will be aware that there are time cards to approve by the e-mail notification, on your 

main Oracle log in page (alert feed at the bottom of the page) or on your bell icon. 

From your Home log on page click on the “Navigator” in the top left hand corner of your screen. The 

task menu will appear. 

The options available to you will depend upon your access. Click on the down arrow on “My Client 

groups” and then click on “Time Management”. The Time Management Overview screen will be 

displayed 

Click on Manage Time Cards. This is one of your main screens which you will be aware of if you 

have been generating and completing time card on behalf of others. 
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Complete the details of the person and the date range of the time card and click on search. 

The time cards will be displayed in the search results. 

 

Click on the time card period to drill into the detail. 

You can then review and click on cancel to return to the Manage Time Cards. To Approve the time 

card click on the end of the time card line details this will highlight it and click Approve. The status 

will change to Approved. 

To edit the details and then approve click on the Edit and Approve. You can then change the details 

and after you click on next on the input screen. The confirmation screen will appear 

 

You will have the option of “Submit and Approve”. The employee will receive a confirmation e-mail 

stating that the time card has been amended and approved. They can then look at the time card 

within their own self-service access. 



 

 

23 

 

If you want to Reject or Request More Information you must do this via the E-mail notification. 

3.2 Approving via the E-mail Notification 

The notification will look like the examples below. Please be aware of the limitations of approving 

this way as the detail of the hours worked at different Payroll time Type will be not shown, only total 

hours.  

You would use this option to reject the time card and send it back to the Employee or request more 

Information. Each of these options will allow you to add comments to the generated e-mail and 

attach attachments if required. 

 

3.3 Approving via the Bell Icon (Worklist) 

We do not recommend you use this option as a means to approve without reviewing the time card 

first. However if you click on the blue time card description it will give various options which are only 

available to you via this method.  

 

The overview pop up box will appear. 

 

Click on the down arrow next to Actions and you will be given the following options 
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Delegate – allows you delegate the approval but it does give them the ability to do tasks they may 

not currently have access to do. It is therefore important that if you use this option you do so with 

regard to the position they currently occupy to ensure there would not be any conflict of interest or 

potential GDPR issues.  

Reassign – allows you to reassign the approval but only to someone who is already able to 

complete such tasks e.g. Is already a Line Manager with approval rights for this module. If you do 

not choose such a person the approval for this document will remain with you. 

Escalate – allows you to escalate the approval for this time card to your manager. 

Suspend – this suspends the time card and will not allow any further processing steps to take place 

until the suspension is released. Need more information on this SMD action 

4.0 HANDY HINTS AND TIPS 
The following hits and tips are the same for all the time cards 

4.1 Adding in an Additional Line 

Highlight the line by clicking on the box at the beginning and then click on the + Add Row Below 

button 

 

4.2 Functionality of Actions Drop Down 

 

Duplicate – This will duplicate the highlighted line for you including all the information on that line 
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Delete – Will allow you to delete a highlighted line 

Export to Excel – Will allow you to export the time card data in excel. 

Clear Hours – This will clear the hours either entered or from a duplicated line  

Copy Time Card Data – If this option is chosen a list of your previously completed time cards will 

appear. You are then able to coy all or some of the data. All the options shown on the pop up will 

not be applicable to every time card, but it is still a useful tool to cut down on data entry especially 

on the more complicated time cards. 

 

Ungroup Entries – Not enabled  

4.3 Deleting a Time Card 

Time cards can be deleted right up until they are extracted and included in the Payroll calculation. 

 Click on the beginning of the line so that it is highlighted in yellow and then click on X button. 

 

A pop up warning box will appear then click on OK. 

 

A confirmation message will pop up and the time sheet will be deleted. A new time card for the 

same period can be generated if necessary. 


