Approving Leave and Absence
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The steps to approve leave requests within Oracle Fusion will be outlined in this

guide.
2. Review the request 3. Approve / decline
the request

1. Navigate to the
leave request
To approve leave and absence requests, scroll to the Things to Finish section on your Oracle Fusion

homepage. ldentify the request that you wish to review and select the blue text.
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A new window will open, and you will see details of the request to be approved.

Approval of Annual Leave- Hourly Absence Request for Clarence Jules from 2024-08-05 to 202. Ackions v

Absence Request Approval

Clarence Jules
From 05/08/2024 to 16/08/2024

Total Duration 96 Hours

Absence Request Details
Absence Type  Annual Leave- Hourly

Absence Reason
Start Date  05/08/2024 09:00 b
End Date  16/08/2024 17:00
Duration 96 Hours
Business Title  Housing Investment & Development Officer

Comments Request to book leave for summer holiday

Approval History

110612024 08,00
© Assigned to Tracy Nevin

1110572024 08.00
© submitted by Clarence Jules

& Add o calendarics

Online Notification
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After reviewing details of the request, if you wish to give your approval, select the Approve button.

ORACLE

(=) Approval of Annual Leave- Hourly Absence Request for Clarence Jules from 2024-08-05 to 2024-08-16 - Work - Microsoft Edge

() httos://enus-dev.fa.em3.oraclecloud.com/hemUl faces/adf task-flov

Approval of Annual Leave- Hourly Absence Request for Clarence Jules from 2

) w——

Absence Request Approval
Clarence Jules

From 05/08/2024 to 16/08/2024

Total Duration 96 Hours

Absence Request Details
Absence Type
Absence Reason
Start Date
End Date
Duration
Business Title

Comments

Annual Leave- Hourly

05/08/2024 09:00

16/08/2024 17:00

96 Hours

Housing Investment & Development Officer

Request o book leave for summer holiday

rowore | [t

Approval History

11052024 0500
© Assigned to Tracy Nevin

10672024 0800
© submitted by Clarence Jules
P ce Jules fi
& Add to calendarics.

Clarence Jules
Online Notification

An Approval box will appear, and you will have the opportunity to add a note in the optional Comment box.

Once complete, select the Submit button. The request has now been approved.

o Clarence Jules from

s¢//enus-dev2.fa.em3.oraclecloud.com/hcmUl /faces/adf.

Approve

Comment | Request approved - have 2 great tme!

Clarence Jules
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If you review an absence request and decide that you are unable to approve it, then you do have the option to
either decline the request or return it to the originator to ask for more information.

In this first example below, the user has reviewed the request and has decided to decline it by selecting the
Reject button.

= ORACLE

psy//enus-dev2.fa.em3.oraciecloud.com/n

Approval of Annual Leave- Hourly Abs

Absence Request Approval

Sheleen Billing
From 18/06/2024 to 18/06/2024

Total Duration 8 Hours

ype  Annual Leave- Hourly

¢ 181062024 09.00
1810612024 17.00
8 Hours.

o Housing Programma Support Officer

Can | take tomorrow as leave please

Approval History
17062024 1404 190
© Assigned to Tracy Nevin DR ACTION RiGU
17062024 1404 }
© Submitted by Sheleen Billing

& Asd to calendarics

Online Notfication

T I T

A Reject box will appear, and you will have the opportunity to add a note in the Comment box explaining why
you are declining the request,.

Once complete, select the Submit button. The request has now been rejected.

tps,//enus-dev2.fa.em3.oraclecloud.com/hemUl/f

=

‘Apologies, | cannat approve #vs request. 1 5 at 10 short nobce, pius we are
‘Sweacy have two pecgie ot

m ——
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07 In this final example, after reviewing the request, the user has decided to return the request to the initiator to

ask for more information.

To do this, select the Actions button, then choose Request Information from the drop-down options list.

] idelines 3. awell
3 0ell &) Brond Guidelnesa.. @b Sendwell Wy oo/t oid Leave ~Counc Absence Request for Loy Bl from 2024-06-19 to 2024-06-19 - Work - MicrsoftEdge

= ORACLE

[ Other favorite

o] /enus-dev2.fa.em3.oraclecloud.com/hcmUl/faces/adf task-flow?tz=Europe%2FLondon@df=m

Approval of Paid Leave -Council /

o w—

Absence Request Approval

Lacy Ball

From 19/06/2024 to 19/06/2024

Total Duration 0.5 Days

Absence Request Details
Absence Type
Absence Reason
Start Date
End Date
Duration
Business Title

Comments

e Request for Lacy Ball from 2024-06-19 t  Ac Approve

S5t information
Deiegate

Reassign

Route Task
Escalate

Suspend

nwPp @

Refect

Add Comments.

Add Attachment

Paid Leave -Council
Trade Union duties

1910612024 Half day

1910672024

05Days

Housing Investment & Development Officer

I have a union meeting to attend

Add Assignee.

Approval History

111062026 0834
© Assigned to Tracy Nevin

110620240034
© suomitted by Lacy Ball

@ Add to calendar ics

Online Notification

5 ooy 8all Gharence Tiies Sheteen Billng

A Request Information box will appear. Firstly, select the name of the person that you wish the request to be
sent to. Next, add a comment detailing the additional information that you require.

In the Return Options field, select the radio button so that the response comes back to you.

Once all fields have been completed, select the Submit button. The request will now be returned to the
initiator with your request for more details.

£ Dell ) Brand Guidelines .. @ Sandwel Shar

pproval of Paid Leave -Council Absence Request for Lacy Ballfrom 2 t02024-06-19 - Wor

£1 https://enus-dev.fa.em3.oraclecloud.com/hcr

Request Information

.Nmm

* Comment [fCER Y Voow
the afternoon Thank you

ions @) Back to me I
W SDPIOVSI BN

Clarence Jules Sheleen Biling

Page 4 That brings this Quick Reference Guide to an end.
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