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LOG INTO THE ORACLE
BUSINESS SYSTEM

How to Access, Log In and Navigate

You can access Manager Self Service from anywhere you have
Internet access. You will need your user name and password. If you
are a first-time user, you will need to set up an account.

1. Go to www.rfsuny.org

2. Click Login in the upper left corner of the screen.

3. Enter your Research Foundation ID Number as your user
name. If you are an RF employee this was sent to you via
email when you were first hired. IF you are not contact your
campus information security administrator for this number.

4. Enter your password.

Tip! If you have forgotten your password, click “Forgot
Your Password” on the login screen. Your information will be

emailed to you.

5. Go to the Business Applications portlet and click Self
Service link.

Site Availability

The Self Service website undergoes daily planned system
maintenance, from 6:00 to 6:30 p.m. and 2:00 to 4:00 a.m. EST. If
you attempt to log in during these times, you will encounter a
message that reads, “Employee Self Service Unavailable.”

Log Out to Protect Your Personal Information!

When you've completed your session, click Logout in the list of
links in the upper right corner of the screen. This will help prevent
unauthorized access to your information.
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Login

Access to this website is for authorized users only. Log in below with
your user name and password. If you do not have access to the RF
website, you must set up a user account.

If you are attempting to access a web page from an e-mail link or a

link within another website, you will be directed to that web page once
you log in to the site

User Name
Password

Login | | Cancel

Forgot Your Password?

SUNY (RF)

The Research
Foundation for

The State University of Naw York
What is my user name?

Your RF website user name is:

Your e-mail address - if you established your user account before
November 21, 2010.

Your RF ID number - if you established your user account November

21, 2010 or later. Locate your RF ID number on your pay stub, or
contact your campus HR representative.

Contact Customer Services at customerservices@rfsuny.org or (518)
434-7222 for assistance.
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From Smith, John Timecard Dates 21-FEB-2015 to 0/
ACCESS TIMECARD FOR RESPONSE . = S HEE
Sent 30-Dec-2015 15:26:17 OTL Approval ID 12620#292

Due 01-Jan-2016 15:26:17
ID 7679368

How to access the response screen

[Timecard Entries

Comments
. . . . . - . . Hours Type |Absence Reason [Time [Sat, Feb 21 [Sun, Feb 22 [Mon, Feb 23 [Tue, Feb 24 [Wed, Feb 25 [Thu, Feb 26 [Fri,
Via Email: You will receive an email notification when your approval is = 0B:00AM  |08:00AM  |08:00AM 08:00AM  [08:
required. The email will be from “Workflow Notification”. The email contains @  |yored rous - 12:00PM - (12:00PM - (12:00PM - (12:00PM 12
I i Start 12:30PM 12:30PM 12:30PM 12:30PM 12::
summary of the timecard you are being asked to approve - L230PM JLzaoe [LZE0PM H230PM 2
‘Worked Hours Hrs
. . . . . 0 0 8.5 8.5 8.5 8.5
Click on the Please click here to Respond link in the email to approve or |
reject the timecard.
. . . . . . b , Feb , Feb b ed, Feb Thu, Feb i, Feb 2.
= This will bring up the timecard that you would also find in the S T IHS Satfeb 21 Sunfeb22 Mon Feh2d Tue Fob2t Wed Peb® Tufeh 20 MNP ?
Worklist (See below) Straight Time Pay IH’S 4 4.2 4.5 4.5
Projected ST OT Pay RF  |Hs 2
= Ifyou are not already signed into the system you will be EE:E::? T oLbay :ﬁ }: o
prompted to do so when you click on the link | 0 0 8.5 85 8.5 8.5 8
[Action History
Num Action Date Action From
1 130-Dec-2015 15:26:17 [Submit Smith, John
By Logging into the Oracle business system directly :
At any time you can log into the Oracle business system and view your worklist,
which is located on the right hand side of your Main Menu. The worklist will =
. . " Woi
list all current timecards awaiting your response.
Full List (2)
Click on the link for the transaction in the subject column to approve or reject . .
the timecard from  Type Subject Sentv  Due

Smith, John OTL Workflows for EmployeeeQmecard (21-FE8-2015 to 06-MAR-2015) for Smith, John (84 hours) requires aporovaia0-Dec-2015 01-Jan-2016
Smith, John OTL Workflows for Employees Timecard (07-FEB-2015 to Z-FE8-2000) Tor Smiun, Jonn [/ nours) requires approval 30-Dec-201501-Jan-2016
¥TIP Vacation Rules - Redirect or auto-respond to nofifications.

¥ TIP Worklist Access - Specify which users can view and act upon your notifications,
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RESPOND TO A TIMECARD

The Response Screen

To Respond to the Timecard:
Click the Approve button to submit the timecard to HR for processing
Click the Reject button to return the timecard to the employee for

1.
2.

5.

Tip!
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correction

Click the Reassign button to give another person authority to
approve the transaction (see

Click the Request Information button to send a question to another

user. (see pg. 3.3)

Other items on the Response Screen:

Click the Non Exempt/Hourly Charge Distribution Form button to
review and assign the hours worked to a project/task/award (see pg.

4.1)

Click in the Response section and add a note to subsequent
approvers, as necessary. Enter a note prior to responding to the

transaction.

Click the Return to Worklist link to leave this transaction and take no

action

Sick and Non-Worked Hours Types require employees to enter a
reason. See pq. 6.1 for a list of Absence Reasons and when they
should be used.

The Action History includes the details of all prior Approvals, Return
for Correction, Request for Information and corresponding Notes

If the information on the timecard is correct you should approve the
timecard as soon as possible, even if you are waiting for additional
documentation (i.e. Jury Duty documentation)

3.2

©09 o

\
\

App;we ‘ Rej:ect ‘

Reaésign | | Request Information | Non Exempt/Hourly Charge Distribution Form
n,Oct1l  [Mon,Oct12 |Tue Oct13 |Wed, Oct14 |(Thu,Oct15 |Fri, Oct16 |Biweekly Total
08:00AM 08:00AM 08:00AM 08:00AM 08:00AM
12:00PM 12:00PM 12:00PM 12:00PM 12:00PM
40
0 4 40
Response

° _Returnto Waorklist

lote
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RESPOND TO A TIMECARD

How to Reassign approval authority for the timecard to
another user

To Reassign the transaction to another user:
1. Select the person who the transaction should be forwarded to
Tip!
= “Delegate your response” and “Transfer notification
ownership” will both delegate your authority to approve this
fransaction to the user selected
= The List of Values for “All Employees and Users” include

employees from all campus sites. P lease ensure you are
selecting the correct person from your campus location.

2. Entera Note in the Comment section indicating why the transaction
is being is being forwarded to them for approval.

3. Click Submit

[Oracle Applications Home Page >  Notification Details =
Reassign Notification: Timecard (01-JAN-2016 to 31-JAN-2016) for Jones, Sarine (3) requires approval
Use 'Delegate’ to give another user authority to respond to a notification on your behalf, while still retaining ownership or Transfer' to give another user complete ownership of and responsibility for that Cancel ‘ Submit ‘
nofification. = =
* Indicates required field

* Assigpge‘ _I&IJ Employees and Users Q

0—"" ®) Delegate your response
(O Transfer notification awnership

Comments

Return to Worklist Cancel ‘ Submit ‘
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RESPOND TO A TIMECARD

How to Request Information for the timecard from another
user

To Request Information from another user:
1. Select the person who you are asking about the timecard
Tip!
= “Workflow Participant” will be the employee, if you are
requesting information from a different person select “Any
User”

= The List of Values for “All Employees and Users” include
employees from all campus sites. P lease ensure you are
selecting the correct person from your campus location.

2. Entera Note in the Information Requested section.
3. Click Submit

Oracle Applications Home Page > Nofification Details =
Request Information: Timecard (01-JAN-2016 to 31-JAN-2016) for Jones, Sarine (3) requires approval

Indicates required field Cancel | | Submit

More Information Request

Request More Information From @) workflow Participant ~ |Jones, Sarine v
OAny User ___-—-----~ KiFEmployees and Users M Q

Return to Worklist Cancel | | Submit |
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DISTRIBUTE HOURS WORKED

How to allocate hours worked to a Project/Task/Award

If a non-exempt salaried person has worked more hours than required by
their FTE or if the employee is hourly, these hours need to be distributed to
an active project/task/award. The hours will automatically distribute
against the project/task/awards in the labor schedule using the percentage
assigned. For example, if the person had 5 hours and a labor schedule that
has 50% on one project/task/award string and 50% on the other, the hours
will automatically distribute 2.5 to each. If the hours should be distributed
differently, follow the steps below.

LN |

Labor Distributions Review

Ol howrs abave & non-axemynt salaned employees FTE can be dlstributed here

Timecard (21-FEB-2015 to 06-MAR-2015) for Smith, John (32 hours) requires approval

Click Non-exempt/Hourly Charges Distribution Form

1. Change the hours in both the Straight Time Hours and OT Hours

: Expendture
. columns to reflect where the employ'ee'spent thelr'effort. P Te e sl e ey e st Tie
Tip! The amount of hours that must be distributed are listed on the = '

. . . Rl ; MARINE q Wi Mgy [ r
bottom of the form. All hours worked (including those considered 1121841 f 63853 i1 0GMAR-2015 020 Accounts Payable  \WR Reguiar Noneer 25 225 |1
overtime) for hourly employees and those over the FTE for non-exempt w1 [ TOAMIFR0N DGUARS 020 Accours Peyte
salaried employees will be in Straight Time Hours. If the employee also v

has worked enough hours to have overtime hours for the period, those
overtime hours will also be in the OT Hours column.

2. Once the hours are distributed appropriately click the Approve S~
Distributions button

Tip!

= [fa project/task/award string is not in the labor schedule but hours

should be distributed to that string, adjust the hours that apply to the
existing strings and approve. You will receive a message that tells

Approve Distrbutions J

There are § straight hours and 4 overtime fiours reported on timecard. You canrot distribute more than the fofal number of reported fours

™ [n |,

If the cistnbution of effort naeds to changs for thalr nomal wark hous please contact your Sponsared Frogram or AR office

Stroht
ol Tine 0T

Efot Hiurs Huulr,s

\
T

WR Reqular Nonexer (5 225 | 1

Total  Total
Straight Orertime

§

* totals should agres with boows renared an tiecand

you the undistributed hours will go to suspense. Click Continue and
back on the main approval form, use the Notes field in the Response
section and indicate where the hours should be distributed.

= This screen will only be visible at the time of approval. Once the
timecard is approved contact your HR office for this information.
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Worklist

OTHER FEATURES rulist |

FromiT\rpe|Suhject ,a Sent ~ |D|.[e
HOW tO Create Vacat|0n RU|eS HR |Worker Status Chénge for Abbott, Janice (proposed by Fulton, Marla) 08-Apr-2014 08-Apr-2014
HR Hire or Plaegment for Doe, Ms. Jane (proposed by Fulton, Marla) 08-Apr-2014 08-Apr-2014

“TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

Vacation Rules

Use vacation rules to handle your notifications automatically when you are not a
available to manage your notifications directly, such as when you are on Create Rule [~
vacation. Ttem
1. Click the Vacation Rules link Rule Name Type  Notification Update Delete Status
2 Click the Create Rule button You have not setup any notification routing rules. Please use the
' Create Rule button to create a new notification routing rule.
3. Select Item Type of OTL Workflows for Employees
4. Select Notification “All” for rule to apply to all HR Notifications Return to Worklst
5. Enterthe Startand End Date you would like the Rule to expire Vacation Rule: Response i o
6.  Select the name of the authorized user that will receive all your * Indicates required field

notifications to take action on. Item Type - OTL Workflows for Employees o

Notification All -c------------=7"777"7"7

7.  Click the Apply button to save the rule * Start Date |1|J-Jun-2£|15 w3y Booo e
(example: 10-Jun-2016 10:13:37) -
End Date | B
Message
Comments wil displzy with each routed notification -7 - o
@Reassign (4] Employees and Users - Q

@® Delegate your response
A manager may delegate all notification zpprovaks to zn assitant,
(J Transfer notification ownership
A manager may transfer 2 notification for 2 spacific project to the new manager of that project,
() Deliver notifications to me regardless of any general rules

5.1| E-TIME REPORTING GUIDE FOR SUPERVISORS > RETURN TO CONTENTS SUNY .




OTHER FEATURES

How to Grant Worklist Access

The worklist access feature lets you allow another user to handle your
notifications. However, note that a user who has access to your worklist
can view all the details of your notifications and take most actions that
you can take on the notifications. IMPORTANT! Ensure that you take all
necessary security considerations into account when you choose to
grant worklist access to another user.

Click the Worklist Access link
Select the name of the user that you are granting access to.
Enter the Start and End Date you would like the Rule to expire

Click Grant Access to Selected Item Types and select “OTL
Workflows for Employees”

5. Click the Apply button to save the rule

el
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Worklist a

S Full List
FromiT\rpe|Suhject ,’, Sent - |D|.[e
HR |[Worker Stat-.m/@ﬁanae for Abbott, Janice (preposed by Fulton, Marla)|08-Apr-2014 08-Apr-2014
HR |Hire or Placepfient for Doe, Ms. Jane (proposed by Fulton, Marla) 08-Apr-2014 08-Apr-2014

¥ TIP Vacation Rulesl-/lf{edirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

Oracle Applications Home Page > Worklist Access =
Grant Worklist Access
Grant another user access to view and act upon your notifications via the Worklist.

* Indicates required field

* Name  All Employees and Users of | EEEEEEEEEELRET L Q-- Q

Description |

* Start Date |14-Apr-2EIl4
[example: 14-Apr-204) ~T 7T T ------ e

End Date I

Grant Accessto - @ All Ttem Types

) Selected Ttem Types ----="""""""" o

/7
/
/7

Cance ‘ Agplly |
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OTHER FEATURES

How to view previous transactions in your worklist

You can review previously approved and informational transactions in your
work list.
1. Click on the Full List icon

2. Use the arrow in the View field to select All Notifications,
Notifications From Me or Open Notifications and Click Go

5.3 | E-TIME REPORTING GUIDE FOR SUPERVISORS > RETURN TO CONTENTS

\\\\‘huﬂList

From Type Subject Sent  |Due
HR Worker Status Change for Abbott, Janice (proposed by Fulton, Marla) 08-Apr-2014 08-Apr-2014
HR  Hire or Placement for Doe, Ms. Jane (proposed by Fulten, Marla)  |08-Apr-2014 08-Apr-2014
#TIP Vacation Rules - Redirect or aute-respond to notifications.
#TIP Worklist Access - Specify which users can view and act upon your notifications.

-f“ii..'N\’@ E-Business Suite

N Navigator v B¥ Favorites v Diagnostics Home Logout Preferences Help

Oracle Applications Home Page >

Worklist - ‘Q

View To Do Notifications  + | Go

Select Notifications: | Open | | Reassign | Close

Select All | Select None

Select From Type Subject Sentv  |Due

A HR  Worker Status Change for Abbott, Janice (proposed by Fulton, 08-Apr-2014 08-Apr-2014
Marla)

| HR  Hire or Placement for Doe, Ms. Jane (proposed by Fulton, Marla)  |08-Apr-201408-Apr-2014

¥TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

SUNY RF)



OTHER FEATURES

Clear Notifications and Email Preferences

Worklist

Notifications

When you respond to a notification by approving a timecard it will be removed  fegm

o

Full List (1)

Type !Subject Sent v \I}ue

from your worklist. However, there may be other informational notifications that joqyy, susan ot iarkfiows for Employees Jonen, Susan aonroved frmecare for period 07-7E6-2015 - 20-7E8-2015 31-Dec-2015

you may want to clear. To do this:

¥TIP Vacation Rules - Redirect or auto-respond to nofifications.

1. Click Full List ¥TIP Worklist Access - Specify which users can view and act upon your notifications.

2. Select the notifications you wish to clear
3. Click Close

Email Preferences
If at any point you stop receiving email notifications:
4. Select Preferences at the top right of your Main Menu screen

5. Under the Notifications section using the Email Style drop down
ensure the value is “HTML mail’, if it is any other value you should
change it back to “HTML mail”®

6. If this does not correct the problem contact the Help Desk.

5.4 | E-TIME REPORTING GUIDE FOR SUPERVISORS > RETURN TO CONTENTS

a -
1 -
-

Select Notifications: | Open | Reassign | E‘M’E'r

-
-

Salect All | Select None
Select/From Type
D Johnson, Susan OTL Workflows for

,’o
-
-
-
—

Diagnostics Home Logout Preferences Help

1
Hotifications '
i
TNEIE I (HTML mail
hlmtifimstimme will b ssnt in v meerand Aefeol lsmeosee



APPENDIX A

Absence Reasons

Court Appearance (Non Work)

FMLA Approved by HR - Employee lliness/Injury
(Non Work)

FMLA Approved by HR - Family lliness/Injury
(Non Work)
Jury Duty (Non Work)

Leave of Absence Unpaid Approved by HR (Non
Work)

Military (Non Work)

Sick — Non Balance/Not Eligible (Non Work)

Vacation — Non Balance/Not Eligible (Non Work)

When you are requested to appear in court on
behalf of the RF or when mandated to be at court
for personal reasons and you do not have any
vacation or holiday time to cover the absence.

An approved FMLA absence for your own illness
or injury when sick leave accruals are exhausted

An approved FMLA absence for an immediate
family members illness or injury* when sick leave
accruals are exhausted

When you have a jury duty obligation.

Documentation will be required by your HR office.

When you have exhausted all accruals and
approved FMLA leave. Please provide
explanation in comments field to explain if it was
a child care, personal or disability.

Approved absence to serve in the military

Any sick reason not in this list for which you have
no sick leave accrual balance

Approved vacation or personal time when you
have insufficient vacation or personal accrual
balance.

6.1/ E-TIME REPORTING GUIDE FOR SUPERVISORS > RETURN TO CONTENTS

Bereavement (Sick)

Employee lliness/Injury
(Sick)

Employee Medical
Appointment (Sick)

Family lliness/Injury (Sick)

FMLA Employee
lllness/Injury (Sick)

FMLA Family lliness/Injury
(Sick)

Death of an immediate
family member*

Your own illness or injury

For scheduled medial
appointments during the
work day

To care for an immediate
family members illness or
injury*

An approved FMLA

absence for your own
illness or injury

An approved FMLA
absence for an immediate
family members iliness or

injury*

* Immediate family member is defined as parent, child, spouse,
sibling, parent-in-law, child-in-law, grandparent, grandchild or
any person with whom the employee makes his/her home. A
maximum of 15 days can be used for family illness/injury.

SUNY RF)



Where to go with questions

CONTACT INFORMATION

Trouble understanding the

forms?contact:

Ellen Brown: 315-470-6625
Jeanne Schwebe: 315-470-6624
payroll@esf.edu

Trouble logging on to the system?
Contact RF Customer Services:
518-434-7222

CustomerServices@rfsuny.org
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