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System Login

Instance: https://ecjd.fa.em2.oraclecloud.com/
Username:

Password:

= Enter the URL on Web Browser.
= Enter User Name and Password then Click on Sign In

”\) SIGN IN
. ORACLE APPLICATIONS CLOUD

Test.CRP

Forgot Password
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Personal Information

Navigation: - Home > Me - Personal Information

= Navigate to the desired functionality using the above Navigator Icon

Procurement

QUICK ACTIONS

Personal Details

Document Records

|dentification Info

Contact Info

Family and Emergency Contacts

Personal Details

Tools Others

-

Directory Checklist Tasks

O &
NG| &*Q

Personal Social
Information

= You will navigate to the below Page.

BEE" Personal Details: In case you want to Change the Personal Details. In the Box details is given by

the system that which fields you can see and edit.
BEE" Click on Personal Details.
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Test CRP

Personal Details

Details about yourself, such as name, date
of birth, marital status, and national
identifier.

Contact Info

Add or update ways you can be reached,
such as phone, email, and address.

Document Records

Manage your document records and
associated attachments, such as birth and
marriage certificates, awards, and
recognition.

Family and Emergency Contacts

Add family and friends to contact in case
of emergency.

!

Identification Info

View and edit your passport, driver
license, visa, and citizenship info.

Employment Info

Details about your assignment, such as
legal employer, business unit, department,
and location.

= You will navigate to the below Page.

Personal Details

Test CRP

Name i
Start Date First Name rd
1-3-2020 Test
Title Family Name
Mr. CRP

Demagraphic Info -

& Approvals are in progress. Info is locked.

Country Gender

Saudi Arabia Male

Religion Highest Education Level
Islam

Ethnicity

Hijri Date of Birth
Marital Status
Married Subject

= You Can see the Pencil icon. In case you want to Edit or change any information which is not correct you
have to Click on this icon.
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= This Option is not available with All the fields so you Change the Info only which is allowed for you.
> Click on Pencil icon.

< Personal Details
Test CRP

Name
Start Date First Name
1-3-2020 Test
Title Family Name
Mr. CRP

Demographic Info

& Approvals are in progress. Info is locked.

Country Gender
Saudi Arabia Male
Religion Highest Education Level

Islam

Ethnicity
Hijri Date of Birth

Marital Status
Married Subject

= Enter the changes as shown below the first name was not correct So Changes is done for it.
Name Change Start Date: Enter the Date for Name changes
Title: Change in title(Mr./Mrs/Miss/Dr etc.)
First Name: Change in First Name
Family Name: Change in Family Name
Comment: Enter the Comment Section so the Manager can see the reason and approve it.
Attachment: You can attach the document for the reference as well.

< Personal Details
Test CRP

Name

Submit

*When does this name change start? Father's Name

d-m-yyyy [

Enter 1-3-2000 ff you're conecting & mistake in your name

Grandfather's Name

*Family Name

First Name crp

Test
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= Once changes is done, click on Submit button.

Name

“When does this name change start?

8-9-2020 ts
Enter 1-3-2020  you're comecting & mistake in your name.

Title

Mr. W
*First Name

Test

Enter a date on or after
1-3-2020.

APPS >~LINK

ORACLE

r's Name

Grandfather's Name

*Family Name

CRP

= Similarly you can edit the Demographic Info on the same page.

Demographic Info

& Approval in progress. See how it's going.

Country
United Arab Emirates

Religion
Islam

Ethnicity
White

Marital Status
Married

Start Date
01/02/20

Gender
Female

Highest Education Level

Document Records

Place of Birth-Alternate Language

QOrganization Granting Highest Education Level

Subject

Transferred or Seconded

Mame of Employer of Transfer or Secondment

Date of Transfer or Secondment

Submit

Platinum
Partner

BE" Document Recrods: If you want to add documents such as “Request for Training Arrangements
and Registration” etc . You can apply it from here.
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BEE" Click On Document Records.

Personal Details

Details about yourself, such as name,
date of birth, marital status, and
national identifier.

Family and Emergency
Contacts

Add family and friends to contact in
case of emergency.

Click on Add Button.

Document Records

Search by type. name. or numbe. O, Show Filters

Test CRP

Document Recerds

Manage your document records and

associated attachments, such as birth
and marriage certificates, awards, and
recognition.

Employment Info

Details about your assignment, such as

legal employer, business unit,
department, and location.

-r‘©

Select the Document type from List.

Document Details

Identification Info

View and edit your passport, driver
license, visa, and citizenship infa

There's nothing here so far.

*Document Type

Select a value
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= Fill in the details, attach the document and click on Submit.

Note: Do not change the Context Value.

Document Details

*Document Type Country

\ Saudi Arabia
Asset Request -

Category ASSET(2)
Benefits

Reference Date Asset_Type_2
8-9-2020

Reference Mumber

L

84,798 Asset_2_|ssue_Date
*MNature of Request d-m-y >
Asset_2_lustification
*Request Type

Asset_2_Mumber
ASSET(1)

ASSET(3)
*hsset Type 1

Asset_Type_3
*Justification

Asset_3_Justification
*Asset Mumber

Asset_3_Issue_Date

*Asset 1 ssue Date d-m-ay t
a4y figs Asset_3_Mumber
Attachments

= Once you click on Submit, Confirmation Page will popup then Click on “Yes” Button.

Identification Info

BEE" dentification Info: If you want to Change your passport, Visa, Driving Licenses and citizenship.
BEE" Click on Identification Info
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Test CRP

@ Personal Details @ Document Records Identification Info Contact Info

Family and Emergency ) ;
@ Contacts Employment Info

o

BEE"  You can see different Section Citizenship, Passports, Visa and Permits & Driving Licenses.

» Add: Click on “Add” button if you want to add new Information. Each section has different “Add” buttons
and will be applicable for only that section.

» Edit: Click on “Pencil” icon if you want to Edit the Information. Each section has different “Pencil”
buttons and will be applicable for only that section.

Citizenship ~
Citizenship From Date rs
Indian
Citizenship Status To Date
Active

Passports 1

ﬁz There's nothing here so far.

Visas and Permits v

Driver's Licenses v
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> Click on Edit (Pencil) icon for Citizenship. Below Page will popup.
> You can see the Details Here, you can Delete this record if it is not correct and Add new one.

Citizenship
Subpmnit
Citizenship From Date
Indian P .
*Citizenship Status
. To Date
Active
d-m-yyyy ]

> Once you click on Delete Button the request will go for Manager Approval. Similarly if you add any new
data it will go for Manager Approval. Once the Manager approve you can see the changes in the system.

Citizenship &

. We are submitting your changes for approval.

Citizenship From Date
Indian

Citizenship Status To Date

Active

Dacernmrtc

Contact Info

BEE" Contact Info: If you want to Change or Add your Phone, Email details etc you can use this option.
BEE" Click on Contact Info.
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Test CRP

()]

@ Personal Details

Document Records Identification Info Contact Info

d edit

our passport, driver
d citzenship info

Family and Emergency
@ Contacts Employment Info

Add family and fiiends to contact in Details about your sss

case of emergency

=gal em usi
department, and location

EEE" Click on Contact Info.

» Communication: If you want to Add Phone, Emails or Other Communication Channels you can Add it
from here.

Communication Add A

There's nothing here so far.

» Communication: Click on Add Button where you can see the Option for Email, Phone and Other
Communication Channels as below.
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Communication

There's nothing here so far.

> Click on Phone Details, below page will Popup.

2 You can Enter the details here.
Type: Select the Type such as Home, Mobile, Work Mobile etc.
Country: Select the Country for which you are adding Phone Number
Number: Enter the Phone Number without country code.
Area Code: Country Code

Communication

“Type Area Code

Country *MNumber

Comments

est-

Attachments

1~ Drag files here or click to add attachment -

Page 14 of 38
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> Click on Submit button once you enter the Details, it will go for Manager Approval. Once approved it
will be visible for you.

Zommunication

Submit

*Type area Code

Country “rumber

Comments

Attachments

* Dirag files here or chck to add attachment  ~

> Pending for Approval request will appear as below.

Communication

We are submitting your changes for approval.

® Work Mobile Phone
971-3567899

> Similarly You add the Email Address for the Employee.
> From the Address Section, you can add or edit the address details in similar way.

Family and Emergency Contacts

BEE"  You can use this Option to add Family details such as Spouse, Child & Parents.
BE"  You can add Emergency Contact Also.
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> Click on box.

Test CRP

@ Personal Details @ Document Records Identification Info Caontact Info

Family and Emergency ) .
@ Contacts Employment Info

o

» Select the Option from Add (Drop down List).
Select a Coworker as a Contact: In case your family member is working in the same company with you.
Create a New Contact: Creating new record for your contacts.

My Contacts Add

Select 3 Coworker a5 5 Contact

= ) Creste a New Contact
There's nothing here so far.

> Click on “Create a New Contact”.

My Contacts

Select a Coworker as a Contact

There's nothing here so far.

> Enter the Basic Details as shown below.
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Basic Information

Title

Select a value

Father's Mame

*First Name

*Relationship

Select a value

*What's the start date of this relationship?

d-m-yyyy
Gender

Select a value

Grandfather's Name

APPS ~LINK
Partner

*Family Mame

Basic Information

Date of Birth
v d-m-yyyy
G This person is an emergency contact

Statutory Dependent

> Enter the Address details from here.

Address

Use My Address

®) Enter a Mew Address

Country

Saudi Arabia

*Type

Select a value

Acldress Line 1

Address Line 2

PO Box

*City

Select a value

Postal Code

» Click on “Submit” button once you enter all Information.

Page 17 of 38
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New Contact

Basic Information

Title *First Name
Mrs, . Test
*Family Name
Family Test
. ;
Relationship Name of Spouse's Employer
Spouse
* . i i in?
‘What's the start date of this relationship? Spouse's Latest Qualification
01/0118 )
Gender Subject
Male
Date of Birth Statutory Dependent
22/10/90 e

» It will go for Approval and Once approval it will be added to your information.

My Contacts

We are submitting your changes for approval.

Spouse

nE Similarly You can Multiple Contacts or Family member.
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Employment Info

[ [ 3 Employment Info will show your Legal Employer, Department, Position, Job and other details.

Test CRP

@ Personal Details @ Document Records |dentification Info Contact Info

dit your passport, driver
, and citzenship info

ut yourseff. such a5 name.
h, marital status, and nationa

Family and Emergency
@ Contacts Employment Info

Add family and friends to contactin Details

case of emergency.

g2l empioyer, ss
department, and location

nE This Info is view only for you. You cannot change the record here.
nE You can see your Employment History here.
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Assignment
Legal Employer Business Title
Pest Control & Fumigation Services Co, Ltd Manager
Business Unit Department
Initial Saudi Arabia Agriculture Ltd, Human Resource
Job Location
Manager PCFS - Head Office
Person Mumber
T5T1
Contract Details v
Managers
SALMAN MAHMOUD AL MAIMANI Line manager
’ 7855
Seniority Dates o~

Initial Saudi Group Co.Ltd
Enterprise

Seniority Date

1-3-2020 Length of Service

0 Years & Months 8 Days

Additional Assignment Info Not Applicable for you.
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Manage Absence Records

Navigation: - Home 2>Me—> Time & Absences

= Navigate to the desired functionality using the above Navigator Icon
= (Click on Time & Absences.

Add Absence

[ | To add new Absence, click on the Box.

Good evening, Test CRP!

Procurement Tools Others

QUICK ACTIONS

]i?;?‘] Personal Details

o o O 9

(8 Document Records
& Directory Checklist Tasks Pay Time and Personal

Absences Information

|§_ Identification Info

Contact Info & <
©© |

Roles and Customer Account

Family and Emergency Contacts 5
Delegations Reports

Show More
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Test CRP
Add Absence Absence Balance Existing Absences Calendar
Request an absence and submit for Review current plan balances and View, change or withdraw existing View your shifts, absences, and public
approval absences taken or requested absence requests holidays.

=80 Team Schedule

View your team's shifts and absences.

nE Select the Absence Type from List.

Add Absence s
TC

Test CRP

*Type Select a value

Legislative Information

Additional Information

nE Select the Absence type and below page will popup.
» Enter Start Date and End Date of Leave.

» System will automatically show you the total Duration.
» Enter the Comments and Attach the relevant documents.

Page 22 of 38



APPS >~LINK
*INITIAL Partner

SAUDI GROUP

When

Absence Duraticn

3.000 canzzr vz

*Start Date
0105720 )

*End Data

03/05/20

fa

Projectad Balance  Calkculata

Details

Comments and Attachments

Commants

Tast-1

Attachmants

» Click on Submit button once you fill the information.

*Type Sick Leave

absence Type Balance 0.000 Calendar Days

When

Absence Duration

e 3.000 caiendsr Days

*Start Date

01/05/20

*End Date
fo

03,/05/20

Projected Balance  Calculate

Details

Comments and Attachments

> 1t will be submitted for Approval. You can see the details in Existing Absences.

Absence Balance

[ [ You can see the Absence Balance for Annual Leave here.
[ | = Click on The Box.
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Test CRP

Add Absence Absence Balance Existing Absences Calendar

Request an absence and submit for Review current plan balances and View, change or withdraw existing View your shifts, absences, and public
approval absences taken or reguested absence requests holidays.

IES8  Team Schedule

View your team's shifts and absences.

nE It is not updatable for you. Based on the Balance you can plan your Annual Leave.

Plan Balances

Anmal Leave Plan 20.534 Days

Existing Absences (History/Update/Delete Absences)

nE History of Absences will be shown here.
nE Click on the Box.
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Test CRP
Add Absence Absence Balance Existing Absences Calendar
Request an absence and submit for Review current plan balances and View, change or withdraw existing View your shifts, absences, and public
approval absences taken or requested absence requests holidays.

I8N Team Schedule

View your team's shifts and absences.

> Based on the Below filter you can see your Absence History here.

Absences
Lazt & months Sort By Date
LL=st 6 monis
1251 12 monms TeeRne 4
Last 2 jears
L= jears Scheduled .
L=t 5 pears
Fuure Scheduled ra
Al
Specific Date Range
IR L T T IS LRy n progress .
Comp r

Load More ltems 1-5 of 8 items

> You can see different type of Status as shown below.

= Saved >> Entered leave & saved only so employee can get back to the same record for further updates

= Awaiting Approval >> Submitted Leave still in the flow of approval(s)

= Approved >> Approved Leave by all work-flow approvers & not due yet (means employee hasn’t taken it
yet)

= Denied >> Rejected Leave by one of the work-flow approvers

=  Awaiting withdraw approval >> Employee has deleted a submitted Leave but still not approved
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= Withdrawn >> Employee has deleted a submitted Leave & his action has been approved

= Complete >> Leave is approved & due (History record)

Absences

Lzst & months w

Sick Leave: 1.000 Calendar Dayz Awaiting 2pprova
L0 - BN

Mzternity Leave: §1.000 Calendar Days Scheduled

01/10/20 - 30/11/20

Hajj Leave 10000 Czlendar Days Scheduled
16/06/20 - 25/06/20

Sick Leave: 72000 Calendar Days In progress
19/05/20 - 25/07/20

Annual Leave: 7000 Days Completed

01/05/20 - 11/05/20

> In case you want to Update or Delete the Absence you have applied.
» Click on Pencil Icon.

Absences

Last & months w
Sick Leave: 1.000 Czlendar Days Awaiting approva
23/12/20 - 23/12/20

Maternity Leave: §1.000 Calendar Days Scheduled
01/10/20 - 30/11/20
Hal Leave: 10,000 Calendar Days Scheduled
16/08/20 - 25/08/20
Sick Leave: T2.000 Calendar Days In progress

19;05/20 - 29/07/20

Annusl Leave: 7000 Days Completed

01/05/20 - 11/05/20

SortBy Date w

Load More ltems 1-5 of 8 items

Sort By Date v

7’

Load More ltems 1-5 of & items

» You Can Update the Absence by changing the Date, Attachments, comments etc.

» Click on Submit once you complete the changes.
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» 1t will go again for Approval.

*Type Sick Leave

#bsence Type Balance (.000 Calengar Days

When
*Start Date Absence Durstion
23/12/20 1.000 caiengar Days
*End Date
23/12/20
Projected Balsnce  Calculste
Details

> Delete the Absences by Clicking on Delete Button.
> It will go for Approval again if the Leave is already Approved by Managers.

*Type Sick Leave

Absence Type Balance 0.000 calendar Days
When

*Stan Date Absence Duration

1.000 calencar Days

23712720

&

“End Date
23/12/20

&

Projected Balance  Calculate

Details

» It will show the Status “Awaiting Withdrawal Approval”.
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Absences

Last & months

Sick Lesve: 1.000 Calendar Days
23/12/20 - 23112/20

Maternity Lesve: 61.000 Calendar Days
01/10/20 - 30/11/20

Hzjl Lesve: 100000 Czlendar Days
16/08/20 - 25/08/20

Sick Leawve: T2.000 Calendar Days

19/05/20 - 29/07/20

Annuzl Lesve: 7000 Days

01/05/20 - 11/05/20

Cash Disbursements: Not Applicable as of now.

APPS ~LINK
Partner

Sort By Date v
Withdrawn
Awaiting withdrawal approva 7
Scheduled Vs
In progress Vs
Completed Vs

It will show you the Work Schedule (Working Hours) assigned to you in Daily, Weekly and
Monthly view.
Click on the Box.
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Test CRP

Add Absence Absence Balance Existing Absences Calendar

Request an absence and submit for Review current plan balances and View, change or withdraw existing View your shifts, absences, and public
approval absences taken or requested absence requests holidays. Calendar

IESP Team Schedule

View your team’s shifts and absences.

» You can check the Work Schedule Assigned to you in graphical format.
> You can see the Leaves you have applied as well over here.
» Public Holiday will be shown in different color.

H 2 ¢ > joamy | 29/06:20- 050720

29/06/20 - 05/07/20 Total Hours 0 Absence Hours O Scheduled Hours 45

I Kon 28/08 Tue 20/08 Wed 01/07 Thu 02/07 Fri 02/07 Sat 04/07 Sun 05/07 I

+ si - = = - -+

08:00 | 0800 AM 08:00 AW 08:00 AM o800 am 0800 Am ~
Al | 0B-00-1700: 0BDD AM - 0500 PM 0E00-17:00: DED0 AM - 0500 PM 0E:00-17-00: DE00 AM - 0500 PM 0E-D0-17-00: 0800 AM - 05:00 PM OE-00-17:00: 0800 AM - 05-00 PM
09:00
AL
10:00
Al
11.00
Al
12:00
Pl
01.00
Pl
02:00
=X
03:00
X

0 Scheduled hours I My schedule Absence Public haﬁdaysl

Team Schedule:

nE This will show the daily Basis work Schedule.
nE Click on the Box.
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Test1 CRP

Add Absence Absence Balance Existing Absences Cash Disbursements

Calendar Team Schedule

» It will show your Today’s work Schedule, by clicking on Arrow you can forward or Backward date
work Schedule.

< Team Schedule

Search by person or shift name 0‘ Sheow Filters

39,.-‘36,.-‘2 Sort By |Lsst Name - Ata Z v
5 Test! CRP 02:00-18:00
nanisl Anslys 09100 AN - D600 FM (51)
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Submit Resignation

Navigation: - Home—> Me = Show More

Navigate to the desired functionality using the above Navigator Icon
= (Click on Show More.

Good evening, Test CRP!

Procurement Others

QUICK ACTIONS

O, < .
™M Personal Details

(8 Document Records
B Directory Y Time and Personal

Absences Information
= 5
‘E & |dentification Info

P contact Info &@& —|—

Family and Emergency Contacts Social Roles and Customer Account
Delegations Reports

Show More

» Under Employment You can See the Resignation Button.
» Click on it.
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Personal Info
Personal Details Document Records |dentification Info Contact Info
Family and Emergency Contacts &, My Organization Chart _ My Public Info Q Change Photo

Share Data Access axa  Share Personal Info

3
&8

Employment

|"'jik7 Employment Info 23/ Eligible Jobs _u.(. Resignation

Checklist Tasks

ﬁ%’_‘ Current Tasks In-Progress Checklists || Completed Checklists

» Enter the Details as shown below.
Resignation Date: Date of the Resignation
Reason for Resigning: Select the reason from List.
Click on Continue.

@ When and Why

When is the resignation notfication date? Why are you resigning?
09/06/20

*When is the resignation date?

| e |

Comments and Attachments
Seniority Dates v

Need Help? Contact Us. v

» Enter the Description of Resignation in Comment section.
» Attach the Document in Document Section.
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(1) When and Why

© Comments and Attachments

Comments

This is Test

Attachments

> Click on Submit.

(1) When and Why

° Comments and Attachments

Comments

This is Tes]

Attachments

t

Drag files hese or click to add sttschment

t

Drag files here or dlick to add sttachment ~

> You can withdrawn the Leave from Same Place.

> Click on Withdrawn.
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When and Why

When s the resignation netification date?
09/06/20

Why are you resigning?

Personal Reasons
When s the resignation date?
Q107720

Resignation Info

Seniority Dates v

Need Help? Contact Us v

» Once you click on Withdrawn new page will popup. Click on Submit in case of Withdrawn.

What and Why

Why are you withdrawing the resignation?

Resignation Info

Resson
Personal Reasons
Last Work Day
01/07/20
Action
Resignation

Comments and Attachments
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Approval Notification

Navigation: - Bell Icon

[ | = Click on Bell Icon

= INITIAL

Good evening, Test CRP!

Procurement
QUICK ACTIONS

7] Personal Details

O

Time and
Absences

=) Document Records

=k Identification Info

ontact Info o +

Roles and Customer Account

Family and Emergency Contacts
Delegations Reports

Show More

nE You can see the latest Notification over here.
nE In case you want to see all Notifications click on Show All as shown.

Notifications

® ry

Good evening, Test (@ New Account Informaion

QUICK ACTIONS

B i ©

Directory Checklist Tasks Pay Time and
Absences

Document Records

[El dentification info

DI Contact Info ] +

Roles and Customer Account

Family and Emergency Contacts
Delegations Reports

Page 35 of 38

Personal
Information

Show All

20 minutes ago

Personal
Information




¥ INITIAL APPS ><LINK

L 8 Platinum
SAUDI GROUP ORACLE Frmin

nE Notification which is Assigned to you will be shown here.

Assigned to Me (1) Created by Me (0) All

) Search

® rvl 20 minutes ago

New Account Information

[ [ If you click on Any of the notification, it will show you the details as shown below.
T_ Absence Request Approval
© °s H Test1 CRP

From 25/05/20 to 25/05/20

Total Duration 1 Calendar Days

Ahsence Request Details
Absence Type Sidk Leave

Absence Reason

Start Date  25/05/20 Full day
End Date  25/05:20
Cwuration 1 Calendar Days
Search Comments Test
A I Hist
o pproval History ..
Approval o S
F¥l 18005720 0111 PM 3w
Oradle Fus 09-:'1'“:&: by Test! CRP
& New Text Document. txt
W
nE Request which is raised by you will be shown here.
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<{ Notifications

Assigned to Me (1) Created by Me (0) All

No notifications to display.

[ [ 3 All Section will show all history of Notifications.
< Notifications
Assigned to Me (1) Created by Me (0) All
C( Search
FYI 21 minutes ago

New Account Information
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Issues

Open Issues

ID Issue Resolution Responsibility Target Impact Date
Date
S

Closed Issues

ID Issue Resolution Responsibility Target Impact Date
Date
e _________________________ ____________________________________ ____________|
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