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How to Track COVID Redistributed Employee Hours  

Purpose:    Track COVID redistributed employee hours from the Kronos timecard or schedule. 
Audience:  Leadership and Timekeepers 

1. Select the employee.   
2. Select Go To, Timecards or Schedules. 

 
3. Click in the Transfer field for the date the employee was redistributed for COVID coverage. 

Select Search. 

From Timecards *For Non-Exempt From Schedules  *For Exempt or Non-Exempt 
 Click in the Transfer field for the date the 

employee was redistributed for COVID 
coverage. 

 Select Search. 

 
 Select the Labor Account tab. 
 Enter the Cost Center.  In the COVID 

INDICATOR field, select COVID SUPPORT. 

 
 Select Apply. 

 Right click on the shift requiring an override.  
Select Edit. 

 
 Select the Labor Level Transfer field.  Select 

Search.   

 Enter the Cost Center.  In the COVID 
INDICATOR field, select COVID SUPPORT. 

 Select Apply in the Transfer window.  Select 
Apply in Edit Shift window. 
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 The timecard will now reflect the cost 
center and COVID SUPPORT override.   

 
4.  Select Save. 

 


