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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 
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Absences 

 Navigation: - Home →My Team → My Team 
 

Navigate to the desired functionality using the above Navigator Icon Select ‘My Team’ available under ‘My 

Team’ as shown below. 

 

 
 

All the sub ordinates will be visible on the page. 

 

Click on the Actions (three dots) available against a sub ordinate and you can see three options related to 

Absences.  

 

 
Below page opens when you click on Add Absence. Fill in the details and click on Submit. 
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If you click on Existing Absences, you will see the existing Absences as shown below. Click on Pencil icon to 

edit any existing Absence. 

 

 
If you click on Absence balance, you will see the Annual Absence Balance as shown below. 
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Document of Records 

 Navigation: - Home →My Team → My Team 
 

▪ Navigate to the desired functionality using the above Navigator Icon 
▪ Select ‘My Team’ available under ‘My Team’ as shown below. 

▪  

▪  
▪  

▪ Click on the three dots and then select document of records. 

▪  
▪  

▪ You can see the existing documents. If you want to add a new one, click on Add as shown below. 

▪  
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▪  
▪  

▪ Select a document of record from the list. 

▪  
▪  

▪ Enter the details and then click on submit. 

▪  
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Note : The requests will be routed for Approvals. 
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Employment Information 

 Navigation: - Home→My Team → Employment Information 
 
 

Select ‘My Team’ available under ‘My Team’ as shown below. 

 

 
 

Click on the three dots and then click on Employment Info. 

 

 
You can see the basic employment info. 
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Promote 

 Navigation: - Home→My Team → Promote 
 

Select ‘My Team’ available under ‘My Team’ as shown below. 

 

 

Click on the three dots and select promote. 

 

 

Select from available options if you want to change anything related to it and then click on continue. 
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Enter when you want to do this transaction. 

 

Enter the promotion details and then click on continue. 
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Enter any Comments or attach any necessary documents. 
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Transfer 

 Navigation: - Home→My Team → Transfer 
Select ‘My Team’ available under ‘My Team’ as shown below. 

 

 

Click on the three dots and then select Transfer. 

 

Select the check box as required and then click on Continue. 
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Enter the start date of transfer and then click on continue. 

 

Enter the Transfer details and then click on continue. 

 

Provide any comments or attachments and then click on submit. 
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Terminate 

 Navigation: - Home→My Team → Terminate 
 

My Team → My Team 

Select ‘My Team’ available under ‘My Team’ as shown below. 

 

 

Click on the three dots and then select Termination. 

 

Enter the details as shown below. 
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Select when you want to revoke the fusion system access and also if the employee is recommended for rehire or 

not. 

 

Add any comments or attachments if available and then click on Submit. 
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Delegate/Reassign Approvals 

Navigation: 

Bell Icon → Show All 

Click on Bell Icon and the click on Show All. 

  

 
Click on the Workslist as shown below. A new pop up arises. 

 
 

Click on Preferences available under the employee name. 
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Select the check box of Enable Vacation Period and provide the start date and end date of the vacation period. 

You have two options either to Delegate or Reassign.  

 

Delegate : You can delegate your approval transaction to another employee/user for action. The approval 

transaction will be available in the notifications although it is delegated and also approval actions will be 

visible. 

Reassign : You can reassign your approval transaction to another employee/user for action. The approval 

transaction will not be available in the notifications if it is reassigned. 

 

 
 

Click on the Search Icon as shown above and then select any employee/user as shown below. 
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Click on Save to finish the vacation rule process. 
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Issues 

 

Open Issues 
23 
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