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e From the intranet home page, go to Advice from HR and then Oracle elearning
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About Knowleage Genter

If this is the first time you have accessed the elearning, you will now be asked to enter your name

and work email address.

e This is a one-off task which will then link your network login to the online learning without

the need to enter a password each time.
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Access Oracle HR eLearning

Guide to eLearning

ORACLE
USER PRODUCTIVITY KIT

50@

Select Oracle HR elearning.

S

Document and Records Management System
Oracle HR elLearning
Oracle Finance and Procurement

View Oracle HR eLearning

The elearning screen will be displayed:

e The menu contains a list of folders @
(e.g. Employee Self-Service, Self Service
Administrator) and sub folders (subjects).

e C(Click on the + symbol to the left of the
folder name to open.

eLearning Quick Start Guide
+ @ eleamning Quick Start Guide
Getting started with Self Service
Introduction/navigation

= | Employee Self Service
* Q Personal information
=@ Employment Information
+ @ Self Senvice payment claims
+ @ Bank details
+ @ Diversity information
- Q Qualfications and professional r
+ @ Leave and other absences
-\ Manager Self Service
@ Introduction
Q Delegation =
@ My employees’ information
e My employees’ absences
@ Assignment managsment
e Self Service payment claims
@ Frobation
@ Work incidents
Q Qualifications
@ Ending employment
Reports

-5-5-5-5E5-E-8-an

e You can now see the individual
lessons:

e C(Click on the lesson to see a description of what is

covered.

e If you have not used e-learning before, you may wish
to start with the eLearning Quick Start guide.
e Alternatively, you may wish to go direct to a lesson,

e.g. overtime/additional work in own job.

Q Employee Seff Service
e Manager Self Service
Q Seif-Service Administrator
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Within each folder is a list of relevant
subjects.

Click on the + next to the subject folder
name to view the lessons available.

BB B caming Quick Start Guide!
=) elearning Quick Start Guide
[8) eLeaming Quick Start Guid¢
= |12 Getting started with Seff Service
'E] Introduction/navigation
[5) Forgotten password
[8) Forgotien usemame and passw
= () Employee Seff Service
+ @ Personal information
+ @ Employment Information
= (2 Self Service payment claims
[£] Overtime/extra work in own
() Change of contract duties
[8) CasualFeeslother
[8) Standby and callout paymer =
+ @ Bank details
+ @ Diversity information
+ @ Qualifications and professional r
+ @ Leave and other absences
= {12 Manager Seff Service
+ @ Introduction
+ @ Delegation
« @ My employees' information
« @ My employees’ absences
+ @ Assignment management
= {L] Seff Service payment claims
[8) Approvenview/add payment
+ @ Probation
« @ Work incidents
+ @ Qualfications
+ @ Ending employment
+ @ Reports
= ) Seff-Service Administrator
@ Introduction
+ @ Administer employees' personal
+ @ Administer Delegation

&
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search R

=) eLeaming Quick Start Guide i

=\ elLearning Quick Start Guide
[2] eLeaming Quick Start Guid
- | Getting started with Seff Service
2] Introduction/navigation
2] Forgotten password
=] Forgotten username and passw
= |3 Employee Self Service
+ @ Personal information
+ @ Employment Information
= 1) Self Senice payment claims
JEJOvertimelextra work in own|
Change of contract duties
[£] CasualiFeesiother
=] Standby and callout paymer=
@ Bank details
@ Diversity information
@ Qualfications and professional r|
@ Leave and other absences
Manager Self Service
@ Introduction
@ Delegation
@ Wy employees' information
@ My employees' absences
@ Assignment management
() Self Service payment claims
[E] Approverviewradd payment
@ Probation

0@ @ E-E- 6 #-E-6-E

Print Tte!

Lesson objective:

This lesson will show you how to view and add overtime or extra duty claims

You should follow these instructions if you used to complete one of the following forms:
- HRO1 (yellow),

- HRO1 (LCCG)

- HRO8 (SMS - pale yellow)

NB - Please remember to submit your claims by the Payroll Deadline (this is shown on the Intranet and Schools Portal in the A-Z)

Guide to eLearning

e Alesson description and 3 options are displayed:
o See it! will allow you to watch a demonstration.

o Try It! will allow you to have a go at the task.

o Print It! allows you to print a copy of the lesson.
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Guide to eLearning

See It!:

'AﬁvSeem'
o C(Click the "See it" button at the top of the screen to launch the eLearning.
e Atext box will appear on the screen:

ORACLE" EBusiness Suite

(3 ~

Ewwprsesearch [0 e[ [e] [standard

Logged In As MWILSONDO1

Oracle Appli Home Page

o3 Ty ()
[erpand] Overtime/extra work in own job
Lesson objective: Gl

This lesson will show you how to view and add overtime or extra duty claims

You should follow these instructions if you used to complete one of the following
forms:

- HRO1 (yellow),

- HRO1 (LCCG)

- HRO8 (SMS - pale yellow)

NB - Please remember to submit your claims by the Payroll Deadline (this is
shown on the Intranet and Schools Portal in the A-Z)

le i >

e The lesson will continue after 10 seconds.

o Press Pause on the text box during the eLearning if more time is required to read
each screen.

o Press Resume to restart the lesson.

o Press Enter on your keyboard to move more quickly through the lesson.

e You can also “toggle” between eLearning and other applications. For example if you want to
keep a lesson open while you switch to Oracle or Outlook, you can press the Alt key and
then the Tab key. You can then move to other applications without ending the lesson.

o Note - Alt key is on the bottom left of the keyboard and Tab key, is the key with back
and forward arrows above the Caps Lock key.
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Try It!:

Tyl ¥
The "Try it" option will allow you to have a go at completing the lesson.

Click on the start button then follow instructions given in the yellow bubble.

e [finstructed to click on a field or object,
click on the item in the red box.

e Any text in Blue refers to buttons on the form. _
Click Next

e Any textin RED in the bubble must be

typed into the field shown.

If the employee has taken more
annual leave than they are
entitled to, enter the number of
hours to be recovered here.

Actions

e C(Click on the actions button for a list of options,
. & MNext St
e.g. "Next Step" and "Previous Step" I fihe &P L orevous sep
» Restart Plavback
entitemer « pot
of hours t( * Preferences
.

Print It!:
e The Print It option displays the lesson text, but not screen shots.

Step Action

1. Log into Self-Service Administratorand click on the plus sign (+) to see all options

Click on the form - Self Service Payment Claims

|

3. Select employee from within the hierarchy and click on the Action button next to their
details.

e If you print or save the document, please remember to check for updates regularly.

o
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