PeopleSoft Tipsheet - Timesheet: Managing Quick-Fill
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Managing Quick-Fill

If you work in multiple services and locations, or transport clients regularly, you will likely be familiar with the Quick-Fill function as a timesaver.
Below are instructions on how you can validate your current finance codes, and update them, if necessary, to ensure your Quick-Fill Location,
HR Department (service) and Activity ID codes are correct.

Support

If you are unsure which finance codes you should be using, it is important you verify them with your leader in the first instance. If you encounter
system issues when completing this process, please submit a P&C system enquiry via the #teampossible Support Hub.

Review your Quick-Fill codes

Via PeopleSoft > Employee Self —
Service, select the Time tile and then @
select Setup Quick-Fill. [ —t {_Q &

On the Setup Quick-Fill page, you will
see a list of your current Quick-Fills.

Setup Quick-Fill

[ f E
Job Title Team Leader Grade 3 m

Name: select the Quick-Fill name to

. . . . . . Name Details Status
view the quick-fill details, including _ _ _ _
ActiVlty ID utilised When transporting Contract Transport ¥2§$%?'PE&L§!<§S?3NBusmess Unit: Endeavour Foundation, Location” Support Centre - 5D Management, Department- Contract (Wﬁ

customers.

Note: Quick-Fills are ordered by creation date descending by default. You cannot delete the Quick-Fill once added, however you can

Details: View the time details, notably ;¢ it Inactive (see page 4).

Location and HR Department

Status: Select to make the quick fill
active or inactive

Add: Select to add a new Quick-Fill


https://endeavour.service-now.com/supporthub

Update your Quick-Fill codes

Select the applicable Quick-Fill entry. G e
»etup Wuick-FIl

L -
Job Title Team Leader Grade 3 m

Name Details Status
Taskgroup: EF Task Group, Business Unit Endeavour Foundation, Location” Support Centre - 5D Management, Department: Contract & o
Contract Transport Transport. Product ZADMIN | Active | )

Enter the new details into the Gancal| Quick-Fill - Details
“Mame Contract Transport “Taskgroup ||EFI'ASKGRP CI.I EF Task Group
Business Unit EF001 Endeavour Foundatan | Licatien |994.70F' (\| Support Centre - Coniract Tran |
HR Department |CT%‘-\N Q, | Contract Transport Product | ZADMIN ZADMIN
Activity ID !—Q

Location and/or HR Department
fields.

Activity ID: Claiming mileage by
entering the customer ID here. If you
cannot find the customer’s DAX ID
email: creditman@endeavour.com.au

Note: You cannot edit the name of
the Quick-Fill.

Select Save.


mailto:creditman@endeavour.com.au




Add a new Quick-Fill

Via PeopleSoft > Employee Self
Service, select the Time tile and then
select Setup Quick-Fill. Select the
green Add button to start.

Note: Each favourite must be added
separately. If you work in multiple
locations and services, you will need
add each one.

This is where you Name the favourite
financial code combination you will
use regularly. Use a name of the
service location and/or customer e.g.
Fox St or Mermaid L&L.

Note: For mileage and transporting
customers, please name as follows:

Transport + Customer’s full name
E.g. “Transport Jane Smith”

Now click on the search icon to bring
up the Taskgroup. There is only one.
Click on EFTASKGRP.

Enter your financial dimensions for
Location, HR Department,
Product, and if applicable Activity
ID.

Location: Where you work

HR Department (Business Unit):
The type of service

Setup Quick-Fill - i
Job Title Professional Worker Grade 7 |_ Add !
Hame Details Status

Cancel Quick-Fill - Details save

“Name .| “Taskgroup Q

Taskgroup < Description ©

EFTASKGRP EF Task Group

Cancel | Quick-Fill - Details | Save.

“"Name | Transport Jane Smith

“Taskgroup EFTASKGRP

Q, EF Task Group

Business Unit EF001 Endeavour Foundation

HR Department Q

Location

Q

Product ZADMIN

ZADMIN

Activity 1D

Q,

Important: If you are unsure what the correct Location and/or HR Department code should be speak to your leader/s who can assist.



Product: The type of work being
carried out. In most cases this will be
ZADMIN.

Activity ID: Claiming mileage by
entering the customer ID here. If you
cannot find the customer’s DAX ID
email: creditman@endeavour.com.au

Select Save.

Financial Dimensions Lookup Tool

Validate your correct codes here:
dimensiontool.endeavour.com.au

Location: Where you work

HR Department (Business Unit):
The type of service

ENDEAVDUR Financial Dimensions Lookup Tool

FOUMDATION

Location @ Business Unit e Product (] Portiolio o Division

acation x searchi fof Dusiness uni x Seamsh T pioe x Seach Tor portlalio x
Code Description Code Dezcription Code Description Code Description Code Description
20001P 1'2-16 Leabons Lane Savan Hill &

Change the status of a Quick-Fill (Active/lnactive)

Via PeopleSoft > Employee Self
Service, select the Time tile and then
select Setup Quick-Fill.

Locate the Quick-Fill the applicable
entry. Via the Status column, click
the toggle to switch to Active or
Inactive. This change will autosave.

Setup Quick-Fill

Job Title Team Leader Grade 3
Name Details

Taskgroup: EF Task Group, Business Unit Endeavour Foundation, Location Support Centre - 5D Management, Department: Contract
Contract Transport Transport. Product: ZADMIN

Note: Inactive Quick-Fills will no longer appear as a selection option on your timesheet.

Company

EF o~

Status

—
| ) Inactive |
-,



mailto:creditman@endeavour.com.au
http://dimensiontool.endeavour.com.au/

Using Quick fill in your Timesheet

Your saved quick fills will now be
available for selection via a drop-
down option when completing your
timesheet.

Note: you do not need to complete
Quick fill for shifts completed at your
regular work location. Select the
Time Details icon on your timesheet
to validate what this is.

More Information

JabTitle Team Leade Grade 3
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Day Summary

Satanday

Repored 000 Schedued OFF

Sunday

Renoried 0,00 (Scheduen OFF

Wanday

Razoried 0,00 (Schod.tur OFF

Tassay

FReapomed 3.00 iSehedued OFF

29 October - 11 Wovember 2022 v
Eeeacnr Foutation Eaeckly
Schoguad 0.00 | Reported 3700 Hour

@ 6302048 A00004M F3000PM 5:00 20PM

Visit the intranet for helpful guides, user manuals and FAQs about navigating the improved PeopleSoft system:

Employee User Guide

Manager User Guide

Need more help? Contact us:

! Submit a P&C system enquiry via the #teampossible Support Hub.

'ﬂ
Q (07) 3900 5460

Time Réparing Coda

Quizke Fill



https://intranet.endeavour.com.au/app/uploads/2020/01/PeopleSoft-User-Guide-Employees.pdf
https://intranet.endeavour.com.au/app/uploads/2020/01/PeopleSoft-User-Guide-for-Managers.pdf
https://endeavour.service-now.com/supporthub

