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I Attaching Supporting Documentation to a Timecard
Log into TFMS-M

Click on Self Service Time

[T SO0 TTE VIAnager Thgury ]
1 SDDC Workflow Redirect

i

| System Administrator

] TEST BUYER

1 TEST GL INQUIRY

(7] TEST RECEIVABLES INQUIRY
[ TEST REQUESTOR

] TFMS Buyer with CARE

] TFMSM Budget

Next select Time Entry

[Z3 ABC LRS Queries Self Service Time
[23 Application Developer [El Matifications
3 Asset Inguiry |:| SDDC Timecard - Employee
[C3 CEFT Special User View All Requests
[ DFAS Federal Payables -
(3 DFAS GL Inquiry ML
(3 DFAS Payables Inguiry
(=l Timecard Search

[C3 DFAS Payables Interface Technician
3 DFAS Payables Rates Update d Te—”"m

[ DFAS Payables Supervisar B Create Timecard
[ DFAS Payment Certifier
[ DFAS Receipt Backlog
[ DFAS Receivables Inguiry

The Oracle list of Recent Timecards: will appear

Praferences tiek Clae Wndow =

ORACLE

Time Entry | Tima atch
Recent Timecards: MCNAUGHTON, Ms. ESTELLA M., 2288

Tompial aate Timecard

Create Tanscard | impon Timocard 1-10 of 124 'F Ml 10 &
Statis __ |Period Stating  Period Ending | Recorded Hours|Subwnission Date Update Delote  Details  Audit Data  Attachmont
Approved  21:0ct:2012 03-Now2012 80 31.0c1.2012 P = (i rs
Approved  07-0ct-2012 20-0c1-2012 80 19-0c1.2012 rd = v 4
Appeoved  73-Sep 22 06-Oct-3012 109 04-Det-2012 7 = v &
Appeoved  09-54p2012 2250p-2012 100 21-ep 2012 4 = &

Select a pay period you want to a document to.

|#pp(md 23-Sep-2012 06-0c1-2012 109 04-0ct-2012 f i E + & l

At the end of the row under the Attachment header is a + (plus sign)

|»€pp1wed 23-Sep-2012 05-0ct-2012 109 04-Oct-2012 a = v < -I-) l

Click on the plus sign to add this will bring up the Add Attachment screen
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Time Entry | 1
ima: Tims Enln
fdd Attachment
((Carce] ) |_Add Aralter | (Agaly
Amnachment Summary Information
= Indicates required feld

« Desenigtion - |

Category Miscellaneous

Dafine Attachment

Typo & Fila |
cure |

£ Toxt =]
[

Enter a description

Attachment Summary Information
= |ndicates required field
* Description  [Approved leave slip (date) =l

Category Miscellaneous

Next click on Browse to locate the document to be attached

Pefine Attachment
Type & File | < Browse... >

Find the document to wish to attach

LA 2.5HRS 08 OCT-2012. xfdl 10/9/2012 7:16 AM  XFOL Document 51KB

L Lnc 8- auie oo Ll [oalonsn .o s Cou o i Caum

Double click on the file name, this will return you to the Add Attachment screen

Click on Apply

|Add Attachment
|_Cance] ) |_Add Anothe @

Artachment Summary Infarmation
il fal
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1l Identifying An Attached Document

Navigate to SDDC Time Manager

Functions

Expenditures:Transaction Impon|

Review Transactions

Projects Responsihility
Budgets Public Sector Payables Manager
_ Expenditures Public Sectar Purchasing Receiver

Pullic Sector Purchasing Super User
Public Sector Receivables Manager
Impaort Transactions Purchasing
Purchasing Receiver
80D OTULRS Information
+ Expenditure Inquiry SDDC Surrogate Tirme Entey
Transaction Funds ChejilislsIslaly e
+ Allocations SDDC Time Manager (Inguirgd
+ Capitalization SDDC Wiorkflow Redirect
+ Billing Self Sewice Time
System Administrator
TEST EUYER
TEST GL INGQUIRY
TEST RECEIMABLES INQUIRY

+ Pre Approved Batches
- Transaction Import

+ Project Status Inquiry

Click on Timecards

Furnctions

Timecards

+ Notifications/Requests | Top Ten List
1. Timecard Mygr

The Oracle Timecards People in Hierarchy will be available

Enter the employees last name and click on Go

ORACLE'

~
Advanced Search My List

Timecards: People in Hierarchy

{:}

Focus Name Assignment Number Job Department
ESTELLA MCNAUGHTON

Preferences | Help | Close Window

Copyright (c) 2006, Oracle_All rights reserved.

This will bring up a list of employees

Select the employee by placing a check mark in the select box

Seloct Porson: | Aud To My List |

| Saiect Mook
< Sal - |Assignment Humber |Departmeont | Action  Detail
F JEHARLES DREW 0143 SODC_TIME  536th TTG - Amma - 52 Fire & Emarg Sve D {1101/G200) - | [
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Then click on the Action Icon

Seluct Person: |_Add To My List |
Selact All | Select Hone

Select Hame [ Assignment Numbar l._lol‘l Department Details
W CHARLES DREW o743 SO0C_TIME  596th TTG - Ameno - 52 Fure & Emerg Sve D (1101/G200) ( s E
?

The List of Recent Timecards is now available for review

Recent Timecards:

Crasta Timacand || Imand Tenacand | 110 of 159 -I Ngxt 10 =
States|Period Staning  Period Ending ™| | Dote  Update Delete Demils AuditDats  Attachmant
Approved 210042012 03-Now 2012 Bl 07 How 2012 P 1 m+$
Approved  07-Oct-2012 20-Oct-2012 80 19-Oct-2012 Fa ] o P
Approved  21-8ep 2012 06-0ct 2012 B2 04.-0ct 2012 V' il [
Approved  D3-Sep-2012 22-Sap2012 8 22-52p-2012 & 4
Approved  26-Aug-2012 06-Sep-2012 62 08-Sep-2012 & 3] ¥ [Fi
Approved  12-Aug-2012 25-Aug-2012 20 25-Aug-2012 ya ] 4+

Note the attachment column

Recent Timecards:

raate Timacard || Iraod Tenacand | 110 of 189
Statss _|Period Staring  Puriod Ending~ | | Dow  Updste Delete Damils  Audit Dot
Approved 210012012 03 Now 2012 B 02 MNow-2012 ,j 1
Approved  07-Dct-2012 20-0ct-2012 80 19-Oct-2012 Fd (] v
Approved  23-8ep-2012 06-Oet- 2012 B2 04-Oct2012 ﬁ ,a
Approved  D9-Sep2012 22-Sap-20n2 85 22-5ep-2012 &
Approved  Fh-Aug-2012 08-Sep-2012 62 08-5ep-2012 & [ L4
Approved  12-Aug-2012 25-Aug2012 80 25-Aug-2012 Vi il

The timecards with a paper clipped item have an attachment.
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1. Opening An Attached Document

To open an attachment click on the paperclip

Recent Timecards: DREW, Mr. SIDNEﬂ
raate Timacard || Iraod Tenacand | 110 of 189 -I
Status _|Period Stariing  Pusiod Ending | | Date  Updote Delets Datnils  Audit Dot
Apprened 210002012 03-Now 2012 Bl 02 Nov-2012 P =
Approved  07-Dct-2012 20-0ct-2012 80 19-Oct-2012 Fd (] v
Appraved  23.8ep 2012 06Ot 2012 2 04.Oct- 2042 V' il
Approved  09-Sep2012 22-5ap-2012 8 22-Sep-2012 &
Approved  Zh-Aug-2012 00-Sep-2012 62 08-Sep-2012 4 [ v
Appreved  12-Aug-2012 25-Aug-2012 ) 25-Aug-2012 & E 4

The Attachment screen is now available and attachments maybe deleted and new attachment can be
added

chments

Search
Please enter your search critenia and select the “Go™ button to see the result. Mote that the search is case insensitive.
Marme Go

B Show More Search Options

Al Altischrnenits |

File Name ITIE Description Category |Lm Updated Oy Last Updatad Usage Update Dbt
DREWY SL102312 pdf File  Sick Leave 1029 Miscellaneous DREWE 02-Hiov-2012 One-Time & ]

Double click on the file name

T
B> Show More Search Options

|_Add Aftachments:
ame [ Type |E ipti Category Last Updated By Last Updated Usage I Update  Delet

DREW SL102912. pdf ile  Sick Leave 10/29 Miscellanzous DREWB 02-Nov-2012 One-Time / m

A popup message will appear click Open

x

Do you want to open or save thisfile? |

Iﬂ: MName: DREW_5L102912.pdf
escri Type: Adobe Acrobat Document, 536KB pdate]
ick L From:  eippapp99.sddc.army,mil 2012

IDNE @ Save | Cancel

|§ While files from the Intemet can be useful, some files can potentially

harm your computer. f you do not trust the source, do not open or
save this file. What's the sk ?
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The attached document will open

Request for Leave or Approved Absence
T Marme: (Last, frst, i) 7 Employee or Social Securty Number
[ fiets 'l EN—
3. Organization
SDDC-RM
4. Type of LeavelAbsance 5 Family and Medical Laave
Check appropriale bos(es) and Time e If annual leave, Sick leave, of leave
eoter dae andMe bolow [ From 1) From 1) Fotnl Mours | yihout pay will be used under the Family
/] Accrusd annual leave | 20121006 | 20121008 | S00AM | 430FM s g:;“ mm“&”mm
| Restored annual leave
_| Aavanced annual lsave ] Ihereby ivake my entiiement to
[T Rermmd sick o Farruly and medcal for
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