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Submitting a Timecard

1 In this session, you'll learn how to submit your timecard. First, you will need to
sign in to Oracle HR.
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2 On the homepage, select "Show More."

3 Under Time, select "Current Time Card."
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4 Use the scroll bar to look through your timecard to make sure it's completed
correctly. Resolve any error messages that appear by following the steps the
messages provide.

5 Select "Submit" to submit your timecard.
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6 This attestation will pop-up: "I attest that my timecard accurately and completely
reflects the hours I worked this pay period. I understand that misrepresentation
or falsification of my hours worked will result in disciplinary action up to and
including termination."

7 By selecting yes to this question, you acknowledge that you understand that this
timecard is an official company record. You confirm that all clock-in and clock-out
times on your timecard are complete, true and accurate.

If your timecard is not accurate, you should not select “Yes”.  Instead, correct the
timecard if you are able to or notify your supervisor before submitting the
attestation.
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8 Select "Submit and Close" to complete the attestation and submit your timecard.

9 This ends the walkthrough for "Submitting a Timecard."


