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Getting Started

Importance and Benefits of Workforce Timekeeper

Purpose

It is important that your employees are compensated accurately. To make this happen, you need to
manage employees’ worked and non-worked hours, as well as attendance issues, in an efficient and
timely manner. The application supports your ability to perform these tasks so that the data sent to payroll
is accurate.

Workforce Timekeeper provides the following benefits:

Automates and simplifies your timekeeping and scheduling tasks
Saves both time and money

Assists with scheduling standardization and policy enforcement
Supports sharing relief staff among departments

Improves time-and-attendance tracking

Enables better end-to-end timekeeping

Automates the time-off request process

Supports workforce productivity metrics

© 2019, HFHS University. All rights reserved. 1
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Important Information

Kronos access is driven by reporting relationships or cost center, not physical location. The
default is reporting relationship.

Supervisor submits IT Access Request form for Kronos Timekeeper access by non-managers.
Completing training does not grant access.

Schedules are created for ALL employees
o Both exempt and non-exempt
Exempt employees do not clock in or out
o They do have a schedule in Kronos
o They only enter time off (e.g. CTO, PTO or transfers)

All non-exempt employees are required to clock in or out (either at a clock or via a computer)

Employees shall not swipe/sign no more than six (6) minutes before the start of each shift and
swipe out no later than six (6) minutes after the shift ends.

All employees should be familiar with HR Policy 6.25:
KRONOS Timekeeping and Exception Time

KRONOS Exception Logs are to be used (prior to the end of the shift) anytime worked hours are
different from the original schedule or anytime there is a missed swipe

All CTO requests are to be entered in Kronos

o CTO may be entered manually
If employees work outside of their cost center, we call it a transfer
Approvals

o Both the manager and the employee approve timecard

o We want to be proactive and minimize errors

© 2019, HFHS University. All rights reserved.
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The Payroll Process

Purpose

The application automates the payroll process, ensuring that the payroll is processed accurately and on
time.

* HR System sends employee data to Workforce Timekeeper .

* Employee Schedules entered

[Lt:

* Employee time is collected and sent to Workforce Timekeeper

» Employees approve timecard

DO
)

* Managers apply approvals

* Payroll signs off timecards

* Workforce Timekeeper sends employee hours to HR System ‘

* Payroll runs

0

CECCEEEK
‘0o
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Roles and Responsibilities

Purpose

Each employee and manager has responsibilities that are important in the payroll process. Each person’s
role determines his or her responsibilities and the tasks that he or she performs in the application.

Common Employee Tasks

On a daily basis, employees perform the following tasks:
e Enter time data using a device (clock) or web
e Transfer time to a different department
e Request time off

e Approve Time

Common Manager Tasks
On a daily basis, managers perform the following tasks:
e Check for missing punches and other exceptions
¢ Handle unexpected absences and missed time
e Enter non-worked time for employees
e Make schedule changes
e Review overtime

On a pay period or as needed basis, managers perform the following tasks:
e Schedule employees for a specific time period
¢ Monitor timecards to facilitate payroll processing
¢ Review timecards for completeness and approval
e Approve timecards for payroll processing

Common Payroll Department Tasks
On a pay period or as needed basis, typical payroll tasks include:
e Update historical information
¢ Sign off timecard totals
o Extract time data from the application to send to the payroll system

4 © 2019, HFHS University. All rights reserved.
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Logging On - Single Sign-On

Purpose

Workforce Central is accessed via the Expressway in Manager/Employee Self-Service. There is no
additional ID/password needed for Kronos Workforce Central where you to perform your time and

attendance tasks.

Example

You, as the department Manager, log on to the Workforce Timekeeper application at least once a day to

review and work with your employees’ timecards and scheduling data.

My Personal Info

Company Directory

Forms & Policies

Corporate Payroll

Leave of Absence (LOA) Information
Employee Seif Service Guide
Contact HR

Kronos Help

feedback

e B i T I R

1 Access the Employee and Manager Self-Service log in page.

Welcome Brian Robertson /ﬁ\ ‘

HFHS University 2018 courses

Henry Ford Health System (HFHS) University 2018 course offerings, both online

and classroom sessions, are available to Henry Ford leaders and employees

Expressway

g WFC - Kronos
r? HFHS University

Performance Management

wi§ Supply Chain, FI}ﬁnce & Expenses
H Pre-Authorization Request Form

B
4’, areers

{3 Alex- Your Benefits Counselor{2018)
pe-

W2 Statement
Benefit Enrollment

Employee Discounts
QuickCharge-The Smart Way to Pay
Tuition Reimbursement

* % * ¥ % %

Special Medical Credit

Leave Balance Summary

Plan Leave Balance

CTORTO 29295

Life Events - What to Do When

My Life event Changes
Marriage/Birth/Adoption/Death of a Spouse

~| co |

All other IRS Events
‘Status Change/Death of Dependent/Etc

GO!

Note: If links are not working, it is due to your computer's browser setfings. Please make sure it allows pop-ups. If you are still having trouble, try holding
down CTRL key and clicking the link. If that doesn't work, please contact the HFHS IT Helpdesk

'4
s
]
]
]
j
|
:
:
{
{
1
i
j

2 Enter your user name and password in their designated fields.

3 Click the Kronos link in the Expressway.

@ Business practice
If you or an employee using Kronos forgets your Employee and Manager Self Service user
name or password, contact the IT Help Desk.

© 2019, HFHS University. All rights reserved.
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The Inactivity Timeout and Logging Off

Purpose

The application provides security to prevent other people from accessing your information. It also helps
keep your employees’ information confidential.

Regaining Access after the Inactivity Timeout

If you do not log out and the application does not detect activity within a specific amount of time, the
application times out. The inactivity timeout protects sensitive information in the application. Shortly
before the application times out, you will be prompted to click Yes to continue working or No to log out.
You no longer will need to enter your password to stay in the application.

r .

Warning

A Your session is about to time out,
{ % Do youwant to remain logged in ?

Yes No

m Business practice

The inactivity timeout screen appears if there is no activity for 30 minutes.

@ Caution
If you do not log in after an inactivity timeout, you will lose all unsaved edits.

6 © 2019, HFHS University. All rights reserved.
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Signing Out of Workforce Timekeeper

Upon completion of your tasks, you must sign out of the application to ensure that your employees’
information remains confidential.

Brisn.Bobertson

Sign Out

CD Caution
Clicking the Close (X) button without first signing out can leave your connection to the
application open, which might allow unauthorized people to view and edit information.

© 2019, HFHS University. All rights reserved.



&5\ University

Managing Timecards and Basic Schedules Course Guide

Navigating Kronos

Navigating

The key areas of Kronos

Tabs at the top refer to a workspace. A workspace contains a set of tools related to a certain aspect of
your job. Additional workspaces can be displayed in the workspace carousel. Within a workspace are
widgets. A widget contains information and/or functionality for you to perform tasks in Kronos.

The Reconcile Timecard Genie displays by default in the Manage My Department workspace. The name
of the Genie reflects a common task.

Additional widgets are stored in the Workspace’s Related Items pane. Select a widget for it to display as
its own tab. Click the X in the tab to close it. The default workspace, Manage My Department, cannot be
closed.

Collapse the Related Items pane for additional real-estate by clicking its arrow. Hover over any item to
display its name

Refresh any workspace by clicking the double arrows...

KRONOS

A Manage My Departme...

Reconcile Timecard

Reconcile Timecard Current Pay Period

=
n+ o >
Cotunn Refreen shere / Schedules
Name Early Qut Late Qut Unsched Total Hours No Meal Taken Total Overtime Totals Up. QuickFind
e Tanas P
o
-
. P
Reconcile
T Inactive Employees
Timecard
Widget T

Pay Period Close

nnnnnn

8 © 2019, HFHS University. All rights reserved.
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Using the New Workspace Menu
You can navigate to additional workspaces using the New Workspace Menu. When you click the + (plus

sign) tab, available workspaces display. Click one to open it.

® Manage My Departme...

.
Reconcile Timecard My Information - Mgr

GoTolinks

Reconcile Timecard

Unexcused Missed Early In
Absence Punch

:

Use the X in the tab of a workspace to close it.

# My Information - Mgr

e - b Mimns Mlmrmin A

© 2019, HFHS University. All rights reserved.
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Using the Tools within the Workspace

The Show hyperfind box (unlabeled) allows you to display a group of employees. When you log on, the
default setting for the Show box is All Home, which displays all employees in your cost center(s). You can
use the Show box to refine your selection further to include employees in a specific group, such as only
those employees who work in a particular area or on a particular shift.

Note: There are special hyperfinds for: Inactive, Terminated, and Transferred In employees.

The Time Period box (unlabeled) allows you to specify the timeframe you want to view, such as the
current pay period or a particular timeframe in the past, present, or future. The time period you select
controls what you will see on that page.

Today w || 222 All Home -

Refresh, Share, and GoTo buttons are located at the top right of most workspaces. Use the Share button
to print or export the current workspace to Excel.

Use the GoTo button to access information specific to one or more employees. For example, you can
select one employee and click the Timecard item in the GoTo list. to access his or her timecard. Or, you
can select multiple employees and click the Schedule item in the GoTo list to view schedules for just
those employees whom you selected.

o B e
Refrezh Share GoTo

al Ta

- Go to widget
Schedules
Qe
Reguests
Exceptions
Audits
Rule Analysis
People Editar

Timecards

* Goto workspace

10 © 2019, HFHS University. All rights reserved.
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On Your Own — Structured Practice — Navigating Kronos

Click the Workspace tab (Manage My Departments)
Click the New Workspace Menu

Select the My Information — Mgr item

Close the My Information — Mgr workspace
Collapse the Related Items pane

Hover over the 2" item and read the name

Expand the Related Items pane

Select the Schedules item in the Related Items pane
Close the Schedules workspace tab

Select Reconcile TimeCard from the Genies widget
Set the Time Period box to Current Pay Period

Set the Show box to All Home

Click the Select All Rows button

Use the GoTo button to see everyone’s timecard
Sign Out of Kronos

© 2019, HFHS University. All rights reserved.
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Scheduling Employees

Navigating the Schedule

Purpose

Kronos includes the Schedule where you arrange worked and non-worked hours.

Using the Schedule, you can:
¢ Build patterns
e Add, edit, and delete individual shifts
e Add pay codes for non-worked hours
e Schedule labor (cost center) transfers

Schedules .- m§°'§
Loaded: 413PM  Next Schedule Period - o All Home -

AT iiF @ Ex = - A o =

Quick view Calumn siviity  Selectsll  GammView  Soring Taols Engines Asfresn Snere

Action: Select Filter

By Employee 6/10-6/16 | 6/17-6/23 I 6/24 - 6/30 | 7/01-7/07 |
o N Std Weekly Sun 6/10 Mon 6/11 Tue 6/12 Wed 6/13 Thu 6/14 Fri6/15 Sat6/16 |
T g Hours
T:30AM - 400PM T:30AM - £:00PM T:30AM - 4:00PM T:30AM - 400PM T:30AM - £00PM
Anthony, Cole.. | 40.00
Jackson, Lske . | 40.00 |
Labas, Lori 40.00 |
7:00AM - 430PM T-00AM - 430PM T:00AM - 430PM T:00AM - 430PM T:00AM - 430PM

Mana, Quinn 40.00
Mguyen, Tanya  40.00 |
Robertson, Dally | 40.00 7:30AM - 400PM T:30AM - 4:00PM 7:30AM - 400PM T:30AM - 4.00PM T:30AM - £00PM |
Tomes, Cynthia | 40.00 |

< > < >

o Indicators
Staffing Assistant Me
I,

Areas Description

Name column Lists the employee names.

Std Weekly Hours Displays the total number of hours employee should be scheduled for each
week. This number determines part-time/full-time, etc.

Date cells For each day in the selected time period, displays shift start and end or shift
label (Advanced Schedulers only). A date cell can also display pay codes to
identify scheduled non-worked hours.

Indicators Displays various totals such as Employee Count and Hours Summary for the
selected for each date displayed in the selected time period.

Left Menu Additional display features and schedule editing methods

Quick Actions Expands and collapses specific tools for editing schedules

Right Menu Tools to Refresh, View Comments, Export to Excel/Print, Save, and GoTo

Time Period Unlabeled dropdown to select time

Show Unlabeled dropdown to select people

12
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Description

Dates at Top of grid Select to zoom in and out of the schedule. Current selection has blue bar.

© 2019, HFHS University. All rights reserved. 13
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On Your Own — Structured Practice — Navigating Schedules

Select Schedules from the Related Items Pane

Change the time period to Next Schedule Period

Display the Quick Actions
Hide the Quick Actions
Display the Indicators
Hide the Indicators

Click on the first Monday to expand that day

Click on the first week to display 1 week

Click on the first week to display 4 weeks

Close the tab

14
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Refreshing and Saving Data

Purpose

When you add and modify schedule data, the application displays your edits but does not save them
automatically. You must tell the application to save the data. Prior to saving your data, you can cancel
your edits if necessary.

Visual Indicators

When you edit a schedule, the save button turns orange to let you know that your edits are not yet saved.
After you save, the visual indicators no longer appear.

Canceling Edits

The application does not save your edits until you tell it to do so. Until that time, you can remove or cancel
your edits using the Refresh button. When you click Refresh, the application re-displays the most recently
saved information, overwriting all of your unsaved edits.

Saving Edits
When you are satisfied with your edits, you must save them. If you close the employee’s schedule before
you save the edits, they are not saved.

Canceling Edits

1 Perform your edits to a schedule.
Note the visual indicators that
indicate unsaved data.

2 Click Refresh and review the
schedule information. 0 E‘, E.-;
3 Do you want to cancel your Refresh View Share
changes? Comments

e To cancel your changes, click
Yes

e To keep your changes, click No

© 2019, HFHS University. All rights reserved. 15
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Saving Edits

1 Perform your edits to a schedule.

Note the visual indicators that

identify unsaved data.
2 Click Save. 's; =P [~ =N
3 | Review the employee’s schedule e gew o SneE GaTo

to ensure that the visual indicators
no longer appear, thereby
validating that your information
was saved.

V

Tip

You can enter time using either 12-hour or 24-hour time formats. For example, you can enter
8:00 A.M to 5:00 P.M. as 0800-1700 or 8a-5p.

Time displays in 12 hour format regardless of how it is entered.

You can also copy and paste shifts using Ctrl-C and Ctrl-V.

On Your Own — Structured Practice — Cancelling/Saving Edits

Add a 7:00am — 3:30pm shift to the first Monday for the first person
Note the Orange save button

Use the Refresh button.

Add a 7:00am — 3:30pm shift to the first Monday for the first person
Note the Orange save button

Save the schedule

Delete the shift you just added

Note the Orange save button

Save the schedule

Note the change to the Save button

16
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Creating Schedules Using Pattern Templates

Purpose

Schedule patterns let you quickly apply a set of shifts to employees who work the same shifts on a
regular basis. A schedule pattern consists of one or more shifts that repeat over a specified time period.
When you create schedules for employees who have a schedule pattern, you can add the shift days and
times manually or use a predefined pattern template. The pattern template defines the pattern of the
shifts’ days and times and makes it easier and faster for you to create the employees’ schedules.

Example

You want to schedule an employee to work 8:00 A.M. to 4:30 P.M. Monday through Friday every week,
starting Sunday of the next schedule period. You know that a pattern template exists that defines this
schedule pattern, so you will use it because it is easier and faster than adding the schedule manually.

1 Access the Schedule. ANTNONY, LOlE.. | =u.ww

2 Select the specific set of

. . Jac|
employees and the Time Period.

i Schedulz Pattern

Labas

‘

3 Right-Click the name of the
employee who you will schedule N
using a pattern template. & M Add Pay Code

Mguye E& View Accruals

4 Select Schedule Pattern.
Bober B View Schadule Qutline

Torres, Cynthia 40.00

Define the following terms:

Shift:

Pattern:

Template:

© 2019, HFHS University. All rights reserved. 17
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5 | Click Pattern Template. ! schedule Pattern 3
6 Select a pattern from the list. J Aasioned o - :
f Jackson, Lakeesha Primary job None |
Start Date End Date Duration Rotation
| Add Pattern
Anchor Date* | 5/11/2014 o Start Date* | /10,2018 o End Date:* e Clear
@® Forever
Define Pattern for. © 1 ®) Week(s) () Day(s) [[] Override Other Patterns
Add Shift | Add Pay Code Shift Template + | Pattern Template Items in rotation - Find
No. Sunday Monday | Name Description m’ Saturday
&= = 1 WKly 7a-330p...
Wkly 7a-730p. ~
Wly 7p-7308...
WKy 815844 Cancel Apply
Wkly 830a-5p... %
Wily 8a-230p v
7 From the Start Date calendar [
icon, specify the date on which | Schedule Pattern
the employee(s) starts working Assigned to
the pattern Jackson, Lakeesha Primary job Mone
Start Date End Date Duration Rotation
8 From the Anchor Start calendar |
icon, specify the date on which Add Patiem
the pattern starts Anchor Date | 5/11/2014 T SwnDaer 61072018 =  EndDater =
@ Forever
9 From the End Date calendar icon, Define Pattemfor* 1| @) Weekis) () Day(s) [ Overrige Other Paterns
SpeCIfy the IaSt date that the Add Shift | Add Pay Code Shift Template « | Pattern Template « Items in rotation - Find
pattern will be effective. To have — - e — —
. . 0. y [r] y inesday I Smlw
the pattern in effect with no end I |
date, select Forever. " . L s e
Cancel Apply
10 | Click Apple and then click OK. Schedule Pattemn
11 | Click Save. Acsignedto I
Jackson, Lakeesha Primary job None
Start Date End Date Duration Rotation
£ X eno/2$8 Forever 1 week 1 Week:8a - 430p(Mon,Tue,Wed,Thu,Fri}
Add Pattern 0Ok
[
@ Business practice
Always look for a pattern template first when scheduling employees with schedule patterns. If a
pattern template is not available, contact your administrator.

18 © 2019, HFHS University. All rights reserved.
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Creating Schedule Patterns without Pattern Templates

Purpose

If a pattern template does not exist, you can create a schedule pattern manually and apply it to one or
more employees as you create it. The application, however, does not save the schedule pattern as a
pattern template, so you cannot assign it to employees later. You would need to create it again manually.

Example

One of your employees is scheduled to work Monday, Wednesday, and Friday from 11:00 P.M. to 7:30
A.M. Even though there is no pattern template for this schedule, you know that it is quicker to create the
schedule using a schedule pattern than to schedule each day separately.

1 Access the Schedule. ANINGNY, LOIE.. | +w.wu
2 Select the specific set of Jac P—
employees from the Show drop- 5ag Srheduls Pattern
down list. Select the specific time Lahas
period from the Time Period drop- . '
down list. Mana, o0 Pay Code
3 Right-Click the name of the Mauye Fa View Accruzls
employee who you will schedule
using an ad-hoc pattern. Rober B View Schadule Outline
4 Select Schedule Pattern. Tomes, Cynthia | 40.00
5 Set the Define Pattern for field to
the correct interval, for example, ) .
days or weeks, and the number of Define Pattem for-* |1 '® Week(s) | Day(s) |
days or weeks the pattern repeats.
6 Click the cell of the each day that
applies to the schedule pattern. To e il e, AL L= L) , )
select multiple days hold the Ctrl & ! L [ 1] L1
key and click the appropriate cells.
7 Click Add Shift.
8 Enter the shift start and end times
|n the de5|gnated fIE|dS and CIICk Type Day Start Time Day End Time Sch. Hours Job Transfer LT:;I;;\:{I Work Rule Transfer
Apply +| x  Regular 1 11:00pm 2 7:308m 850
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From the Anchor Date calendar
icon, specify the date when the
pattern starts. Note: this should be
a Sunday.

10

From the Start Date calendar icon,
specify the date when the
employee(s) starts working the
pattern. Note: this should be a
Sunday.

11

From the End Date calendar icon,
specify the last date that the
pattern is effective. To have the
assignment in effect with no end
date, select Forever.

12

(Optional) To replace all other
assigned schedule patterns with the
new schedule pattern, select the
Override other patterns check
box.

|

Schedule Pattern

Assigned to
Jackson, Lakeesha Primary job Mone

Start Date. End Date Duration

Add Pattern

Anchor Date* | 5/10/2018 Start Date:* | 6/10/2018

Define Pattern for: * |1 (®) Week(s) () Dayl(s)

Add Shift | Add Pay Code Shift Template ~ | Pattern Template

No. Sunday Monday Tuesday

SREC R 11p-730a

Rotation

End Date:* T Clear
® Forever
[] override Other Patterns

- 11p-730a - Find

Wednesday Thursday Friday

Cancel

Saturday

11p-730a

Apply

13

Click Apply, OK and then click Save.

20
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Updating Schedule Patterns

Purpose

From time to time, employees’ regular schedule patterns might change for reasons such as workload
changes, status changes, or terminations. When you need to change an employee’s schedule pattern,
you can override the existing pattern(s) to adjust for the changed circumstances.

Example

An employee will now be working 3:00 P.M to 11:30 P.M. on Monday -Friday. You assign the new pattern
and override the old pattern as of the 2"® Monday of the next schedule period.

1

Access the Schedule.

2

Select the specific set of
employees from the Show drop-
down list. Select the specific time
period from the Time Period drop-
down list

Right-Click the name of the
employee whose schedule pattern
is changing and choose Schedule
Pattern.

Select Add Pattern

A L LULAN - &.3UFT

Schedule Pattern

Assigned to
Jackson, Lakeesha Primary job Mone
Start Date End Date

2 |x| 6/10/2018 Farever

Add Pattern

L LULAN - #.3UET

Duration

1 week

L LULAM - #.3UET L LULAM - #.3URI LCUUAML - 31y

Rotation

1 Week:8a - 430p(Mon, Tue Wed, Thu,Fri)

Ok

From the Anchor Date calendar
icon, specify the date when the
employee(s) starts using the new
schedule pattern. Note: this
should be a Sunday.

From the Start Date calendar
icon, specify the date when the
new schedule pattern starts.
Note: this should be a Sunday.

From the End Date calendar icon,
specify the last date that the
pattern is effective. To have the
assignment in effect with no end

date, select Forever.
-

Select the Override other

patterns check box.

Anchor Date* | 5/10/2018 rr Start Date:*

Define Pattem for: © 1 (®) Week(s)

B/17/2018

() Day(s)

o End Date:* == Clear
@ Forever

[] Override Other Patterns

© 2019, HFHS University. All rights reserved.
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6 Use one of the following options to
enter the new shift pattern:

e Enter the shift start and end
times in each applicable cell.

o Click the applicable cells, click
Shift Template and select the
shift template.

o Click the applicable cells, click
Add Shift, define the shift
attributes, and click Apply.

e Click Pattern Template and
select the pattern.

7 Click Apply.

8 Click Yes when you see the

message about Confirming -
i
‘Override. Confirm
|
Selecting Override may delete shifts or unavailable days, except for
locked days or shifts. Do you want to continue?
L\s Cancel Yes
9 Click OK. =
Then click Save. Schedule Pattern
Assigned to
Anthony, Coleman Primary job None
Start Date End Date Duration Rotation
£ X 4nz208 6/16/2018 1 week 1 Week.730a - 4p(Mon,TueWed, Thu,Fri}
£ % 6/17/2018 Farever 1 week 1 Week:3p - 1130p(Mon,Tue,Wed,Thu,Fri)
Add Pattern Ok

Tip

To update a pattern, it's easiest to follow the steps as if you were going to assign a new
pattern and select the Override other patterns check box. The old pattern will be overridden
as of the new work start date.

To end an employee’s pattern without replacing it with a new pattern, right-click on the
employee’s name and select Schedule Pattern. Use the Pencil Icon next to the pattern that is
ending to edit that pattern. Select End Date and enter the last date the pattern will be active.

=
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Adding Shifts with (Full Day) Transfers

*** See Performing Additional Manager Tasks for On Call work rule transfers ***

Purpose

Each employee is assigned a primary labor account and default work rule. During the normal workday, all
worked and non-worked hours are charged to this assigned labor account. Occasionally, you may need to
transfer the employee to another labor account or work rule. You need to record the transfer in the
application so that the right labor account is charged and the right work rule is applied. Transfers can be
made when either adding a new shift or editing an existing shift.

Example

On Wednesday of the next schedule period, you need an employee to work her entire shift in a different
cost center. Schedule the employee to work in the other cost center from 7:30 A.M. to 4:00 P.M. on
Wednesday of the next schedule period.

1 Access the Schedule. Wed 6/13 Thu 6/

2 Select the specific set of
employees from the Show drop- . ——— o —
down list. Select the specific time T3AM & Edit F
period from the Time Period 11-00PN
drop-down list. "M Add Pay Code

3 Right-Click the employee’s cell in X Delete
the row and below the date where T00AM- s o P
you want to add/edit a shift that
requires a transfer. Bl Copy

4 Select Edit when changing the 7-304M - P
transfer settings of an existing + .
S = Add sh!Ft

Select: Add Shift when adding a
new shift that is a transfer.

5 | In the Edit Shift window: | Edit shifc
Confirm/enter the correct date in | assiancato
the Start Date fleld | Anthony, Coleman - Shift Details  7:30am-4:00pm(8.50n) Primary Job None
1
|
1

Insert Template + Shift Label Repeat this shift for days

Start Date Type StantTime  End Time EndDate  Duration Job Transfer  Labor Level Transfer  Work Rule Transfer

+ (x| 6132018 Regular 7:30am 400pm 6/13/2018 8.50

Comments (0) Add Comment

Cancel Apply

© 2019, HFHS University. All rights reserved. 23



. e
University
Managing Timecards and Basic Schedules Course Guide M )

6 From the Type drop-down list,

select the Transfer shift type. e Type Start Ti
7 In the Start Time field,
confirm/enter the time the shift B Reoular [ —
starts and press Tab. -aUag
. . Regul
8 In the End Time field, eguiar
confirm/enter the time the shift Transfer
ends and press Tab. Break I},
9 Confirm/enter the correct date in Unavailable
the End Date field. If the shift off
crosses a day divide, change the ~ami
shift's end date to the following
day.
10 | What kind of transfer(s) do you
want to perform? er Labor Level Transfer  Work Rule |
e Transfer hours to another labor
account (i.e. Cost Center): I -
Click the Labor Level Transfer
drop-down list and select
Search. 0100077,
¢ Enter a value in the appropriate HFHS/HFH/HFH/GPU/ 20411
Transfer level field or select a - .
value from the level drop-down +EX UP30 Extended Work Sc
list. Search...
e Then click Apply. 4 »
(Note: Job Transfer is utilized by

Advanced Scheduling units,

typically inpatient nursing.) | Transfer
|
Name Anthony, Coleman
Job
Labor Account
Work Rule
{
Job Transfer Labor Account Work Rule
Add Labor Account Clear All
Company: - Reserved2: -
Location: - Job Code: -
Reserved1: - Record Numb.. -
Cost Center: -
102041| I X
| 102041 OHED
1
|
Cancel Apply
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e Transfer hours to another work
rule (i.e. Charge Nurse,
Preceptor, Orientation, OnCall
etc.):

o Click the Work Rule Transfer
drop-down list and select the
appropriate value.(See Prefixes
below)..

Work Rule Transfer

-

NE Low Census OC3 CB1—

ME Meeting

MEMS Charge L}

MEMS Charge Preceptor

MEMS Coord 1

MEMS Education

MEMS Lead

11

Click Apply.

12

(Optional) In the Repeat this shift
for [blank] days field, enter the
number of consecutive days that
you want the transfer to last.

Repeat this shift for

days

13

Click Save

Visual Indicator | Definition

)

Labor account transfer associated with a shift

(work rule)

Work rule transfer associated with that shift

Prefixes to Alternate Work Rules

EX UP30 Exempt, unpaid 30 min lunch

NEMS Non —exempt, Market Sensitive, Inpatient Nurse
NENSNW Non-exempt, No shift, No weekend

NE Non-exempt, with weekend/shift premiums
NENS Non-exempt, No shift

© 2019, HFHS University. All rights reserved.
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Adding Shifts with (Partial Day) Transfers

*** See Performing Additional Manager Tasks for On Call work rule transfers ***

Purpose

Each employee is assigned a primary labor account and default work rule. During the normal workday, all
worked and non-worked hours are charged to this assigned labor account. Occasionally, you may need to
transfer an employee to another labor account or work rule for part of his or her shift. You need to note
the transfer in the application so that the right labor account is charged and the right work rule is applied.
Transfers can be made when either adding a new shift or editing an existing shift.

Example

You need to schedule an employee to work hours in two different cost centers on Friday of the next
schedule period. You want the employee to work in her home cost center from 8:00 A.M. to 11:00 A.M.
and then the other cost center from 11:00 A.M. to 4:30 P.M. Schedule an employee to work part of her
shift (from 8:00 A.M. to 11:00 A.M.) in her home cost center and then the remainder of her shift (from
11:00 A.M. to 4:30 P.M.) in the other cost center on Friday of the next schedule period.

1 Access the Schedule.

2 Select the specific set of
employees from the Show drop-
down list. Select the desired time
period from the Time Period
drop-down list.

Add shift {b

Add Pay Code

b [*

- - - Insert shift template

3 Right-Click the employee’s cell in

the row and below the date where v Restore

you want to add/edit a shift that

requires a transfer.
4 Select Add Shift.
5 In the Edit Shift window, confirm

the correct date in the Start Date

fleld Start Date Type Start Time: End Time End Date Duration Job Transfer Labor Level Transfer ‘Work Rule Transfer
6 For the hours that the emp|oyee iS + x| 652018 Regular 800am 1100sm  6/15/2018 300

scheduled to work before the
transfer, fill in the Start Time and
the End Time fields.

7 Click the Insert Row icon.

)
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8 From the Type drop-down list, TI
select the Transfer shift type. e Type Start
8 Regular = T:30a)
Regular
Transfer
Break I},
Unavailable
| Off
O
9 In the Start Time field, confirm
the time that the shift transfer
begins and press Tab.
10 | Inthe End Time field, enter the Start Date Type StartTime  End Time EndDate  Duration
time that the shift transfer ends
and press Tab. + X B/1S/2018 Regular E:00am 11:00am B/15/2018 3.00
11 Confirm that the date in the End | | B/15/2018 Regular 11:00am 4:30pm 6/15/2018 5.50
Date field is correct. If the shift
crosses the day divide, change
the shift’'s end date to the
following day.
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12

What kind of transfer(s) do you
want to perform?

e Transfer hours to another labor
account (i.e. Cost Center):
Click the Labor Level Transfer
drop-down list and select a
value from the list or select
Search.

e Enter a value in the appropriate
Transfer level field or select a
value from the level drop-down
list.

e Then click Apply.

(Note: Job Transfer is utilized by
Advanced Scheduling units,

er Labor Level Transfer

Work Rule |

[

JSE00004 7
HFHS/HFH/HFH/GPLU/ 20411
+EX UP30 Extended Work Sc

Search...

; ; ; ; Transfer
typically inpatient nursing.) |
i Name Anthony, Coleman
Job
Labor Account
Work Rule
{
Job Transfer Labor Account Work Rule
Add Labor Account Clear All
Company: - Reserved2: -
Location: - Job Code: -
Reserved1: - Record Numb.. -
Cost Center: -
102041| I X
| 102041 OHED
1
|
Cancel Apply
¢ Transfer hours to another work

rule (i.e. Charge Nurse,
Preceptor, Orientation, OnCall
etc.):

o Click the Work Rule Transfer
drop-down list and select the
appropriate value.

Work Rule Transfer i

ME Low Census OC3 CB1
ME Meeting

MEMS Charge L\}
MEMS Charge Preceptor
MEMS Coord 1

MEMS Education

MEMS Lead

28
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15 | If the employee is scheduled to
work hours after the scheduled Start Date Type :
shift transfer, click the Insert Row
icon and select the correct type

from the Type drop-down list. T+ [x 6/15/2018 Regular
16 | Inthe End Time field, enter the

. - " x B/15/2018 Transf

time that the shift ends and press + ransrer

Tab. *| | X 6/15/2018 Regular =

Regular

Transfer %

Comments (0) Add Comi Bresk

Unavailable
off
17 | (Optional) In the Repeat this shift
for [blank] days field, enter the e
number of consecutive days that Repeat this shift for days I

you want the transfer to last.

13 | Click Apply.

18 | Click Save.
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Editing Scheduled Shifts

Purpose

When events in employees’ lives require them to take time off and when your workload requirements
vary, you will need to change employees’ schedules. You need to keep the schedules accurate to reduce
the number of exceptions that might appear in employee timecards.

Example

Your workload requirements have changed on Wednesday of the next schedule period, so that you need
to change an employee’s schedule to satisfy the new requirements.

1 Access the Schedule.

2 Select the specific set of
employees from the Show drop-
down list. Select the time period
from the Time Period drop-down
list.

3 Locate the employee’s row and

click the cell in the row and below
the date that Contalns the Shlft u-o/10 | D/ If-D/L3 { D/ 44 - b/ 3U | (WA IR WAS T
that you want to edit. Mon 6/11 Tue 6/12 Wed 6/13 Thu 6/14 i 6/15 Sat

T.30AM - 4.00PM T.30AM - 4.00PM T:30AM - 4.00PM T.30AM - 4.00PM 7.30AM - 4.00PM

4 Edit shift start and/or end times
and press Tab.

5 Click Save.
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Deleting Shifts from Employees’ Schedules

Purpose

Employees sometimes are unable to work a scheduled shift. When this happens, you need to delete the
shift from the employee’s schedule to prevent the application from flagging the employee as absent
without an excuse.

Example

An employee mentioned that she will be unable to work Friday of the next schedule period because she
needs to attend her brother’s funeral. Access the Schedule and delete the employee’s schedule for Friday
of the next schedule period.

1 Access the Schedule.

2 Select the specific set of
employees from the Show drop-
down list. Select the time period
from the Time Period drop-down
list.

3 Click the Quick Actions button
and select the Delete button. =. ji*+ ® Ex = A&

Vigibility Select all Gantt View Sorting Toaols Engines
Filter

L] L] - Y
-y -x < 2 4 o @ X ¢
Assign Unasgign Shift negert shift  Comment PeyCode Copy/ Paate Delete Swap Quick
Tranafer template Actionz

4 Locate the employee’s row and

click the cell in the row and below |
the date that contains the shift you 6/24 -6/30 7/01 -7/
want delete. Thu 6/14 Frig/15 Sat

5 Click Save.

M - 4:00PM ?:3DA».LF{'J:|DPM

11:00PM - T:304M
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Restoring Deleted Shifts

Purpose

If an employee’s plans change or a shift was deleted in error, you can restore the shift if it belongs to a
pattern. Use the Restore feature on the Right-Click menu to insert the original shift into the employee’s
schedule.

Example

An employee’s plans have changed so she will be able to work the Friday of the next schedule period
after all. Access the Schedule Editor and restore the shift in the employee’s schedule for Friday of the
next schedule period.

1 Access the Schedule.

2 Select the specific set of
employees from the Show drop-
down list. Select the time period
from the Time Period drop-down
list.

3 Locate the employee’s row and -
click the cell in the row and below Fri 6/15 Sat b
the date where you want to
restore the shift.

+

4 Select Restore. oo = Add shift
5 | Click Save. "M  Add Pay Code
2 Insert shift tamplate
T.004 -,

Restore @
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Viewing Accrual Balances in the Schedule Editor

Purpose

Before you schedule non-worked time, confirm that the employee has accrued enough hours. The
Accruals option on the Schedule displays the Accruals Reporting Period data with the employee’s CTO
time. The balances are accurate as of the last date in the date range.

Right-Click a Name in the Schedule

Anthony, Coleman toonn —
i Schedule Pattern

Jackson, Lakeesha X add shift

Labasg, Lori W Add Pay Code

Mana, Quinn B2 View Accruals I

Mouyen, Tanya = View Schedule Outliib

Example

An employee has requested CTO time for Monday and Tuesday of the next schedule. Before scheduling
the time off, check the employee’s CTO time balance.

{ Accruals

Assigned to Accrual Profile MON MANAGEMENT Time Period  &/10/2018 -7/07/2018
| Anthony, Coleman - Primary job  Mone
!
Accrual = Accrual Accrual Accrual Accrual Accrual Accrual Accrual —
1 Code Reporting Period Units Available Bal Vested Bal Probati y Balar Earned Taken
to Date to Date
CTO 1/01/2018 -12/3  Hour 240 240 0.0 16.0
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Scheduling Non-Worked Hours

Purpose

You should schedule your employees’ non-worked time when you know about it in advance. Non-worked
hours include CTO, Funeral, and Jury Duty. CTO should be requested by the employee using Kronos.
Other types of non-worked hours should be added to the schedule manually.

Example

An employee mentioned that she will be unable to work Monday and Tuesday of the next schedule period
because due to a family member’s funeral. The employee has requested eight hours of Funeral time for
Monday and Tuesday of the next schedule period and you have approved this time. From the Schedule,
schedule the employee for two consecutive eight-hour days of CTO time for Monday and Tuesday of the
next schedule period using the ‘Repeat for [blank] days’ option. Make sure that she does not get paid for
the scheduled worked hours of 3:00 P.M. to 11:30 P.M. on those days.

1 Access the Schedule.

2 Select the specific set of 3:00EM - 11-30BM 3-00EM - 11:30P
employees from the Show drop- ; ) P L )
down list. Select the specific time 11-00FM - Edit
period from the Time Period WM Add Pay Code
drop-down list.

X Delete

3 Locate the employee’s row and T00AM -4, M
Right-Click the cell in the row * Cut
and under the date where you LB Copy
want to schedule non-worked
hours. T:30AM- 4 I

4 | Select Add Pay Code. &=  Add shift

5 In the Effective Date field,
confirm the date selected. (Or, if
incorrect, enter the correct date.)

6 From the Pay Code drop-down
list, select the pay code.
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7 In the Amount field, do one of the *Addpaycme 2

following:
Assigned to
e To schedule a specific number anthony, Coleman
of hours, enter the amount of Effective Dare: 61872018 m
hours in the field Pay Coder* Funeral =
. Amount (HH.hh):* Full sched day -
e To schedule the entire number
of hours that the employee is & overrice shift
scheduled to work that day, ® wholesmit () Partiel shit
select full sched day from the Start Time s00Pm
drOp-dOWI'l |ISt Repeat for: 1 days Transfer Job: -
¢ To schedule half of the number » TranaferLabor evel -
Comments (0) Add Comment

of hours that the employee is
scheduled to work that day, Cancel | [ Apply
select half sched day from the
drop-down list

8 (Optional) If the non-worked hours
must replace the employee’s
existing shift, select the Override
Shift check box and do one of the
following:

e To override the employee’s
entire shift, select Whole Shift

e To override part of the
employee’s scheduled shift,
select Partial Shift

9 In the Start Time field, enter the
effective time for the non-worked
hours. If the employee already
has a schedule, the shift start time
is the default.

10 | Inthe Repeat for [blank] days
field, enter the number of
consecutive days this edit applies.
For example, if the employee has
requested five consecutive days,
enter 5.

11 | Click Apply and then click Save.
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On Your Own Practice

1.

10.

Open the Scheduler so that you can see all of your employee’s
for the next schedule period.

Assign an employee a reoccurring schedule using a pattern
template that starts on the first day of the next schedule period.

Assign an employee a reoccurring schedule that starts on the
first day of the next schedule period. There are no pattern
templates that match their pattern so use the Add Shift link to
insert the appropriate shift times on the appropriate days. You
make up the days and the shift times.

Start an employee on a new schedule pattern beginning the third
week of the next schedule period. Select the new pattern from a
template.

Schedule an employee for one shift on one day by typing begin
and end times.

Replace an employee’s shift with a Jury Duty Pay Code.

Edit a shift for a full day transfer (Labor Level) to cost center
102041.

Edit a shift for a part day transfer (Labor Level) to cost center
102041.

Edit a shift for a full day transfer to a NEMS Orientation Work
Rule.

Edit a shift for a part day transfer to a NEMS Education Work
Rule.

36
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Editing Time and Attendance Data

Accessing Employees’ Timecards

Purpose

Use Genies to quickly review and monitor employees' time and attendance data. From a Genie, you can
open employees’ timecards so that you can make any adjustments prior to payroll processing.

Example

In reviewing the Reconcile Timecard Genie, you notice that several employees have time and attendance
exceptions. You open each employee’s timecard to review and adjust the data.

1 Access a Genie, such as the
Reconcile Timecard Genie.

2 Select Reconcile Timecard.  Mansge Ny Depatmant

Gonies Fk

' Miased In-Punch Eanyin Lotein Eartyom e our Unsches Totals Up. Messed Punch
To Omte.

3 Select the specific set of

employees from the drop-cown | [ AR
list. Select the correct time period | — —
from the Time Period drop-down

list Loaded 11:49AM | Today ~ | [222]  AllHome -
. Previous Pay Period
Current Pay Period {b O B
Next Pay Period Refresh Share
Previous Schedule Period
Current Schedule Period
Early Out . Totals Up Missed Punch
Next Schedule Period To Date
Week o Date

vl

4 Double click the name of
employee(s) whose timecards you
want to review.
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Hourly Timecard Overview

There are three main areas on a timecard; the timecard header, timecard grid, and timecard tabs.

Rogers, Jack <] 4 tor1 b 910050 Loaded: 11557 AM | 5/27/2018-6/04/2018,5_ | | [TEE| |1 Employee(s) Setected TIMECARD
HEADER
v a8 o
-
T T ™ o TR Lo g o 7
( Sun 5727 3
+ X Monsizs &-00AM-4 30PM 800AM 430PM . 80 80
218 won oo N o TIMECARD
# X wedsso 800AM-4 30PM 800AM £30PM - 80 80 WOR KSPACE
* X thusm 5:00AM-4 30PM 500AM 430PM - 80 80
+ grico 800AM-4 30PM
+ Sat6/02
+ Sun 6/03
+ X Mon6/04 800AM-4 30PM B00AM 430PM - 80 80
G —
Towsls  Accruals  Augits  Comments  Approvals and Sign-Offe
o TIMECARD
Regular 320 s0.00

Timecard Area Description

Timecard header Located beneath the Banner, the timecard header displays the following information:

e Employee’s name whose information appears in the timecard workspace and timecard
tabs

o Employee’s identification number
e Time Period

Timecard workspace | Located in the middle of the page beneath the page header, the timecard workspace
displays the following information:

e Menu bar that contains selections for performing timekeeping tasks
o Grid containing dates for the selected time period
e Time entry totals, including shift, daily, and cumulative amounts

e Shift Total — Calculated total hours of all shifts worked on the selected day (excluding
totals for non-shift items such as pay codes)

e Daily Total — Calculated total hours of the selected day, including pay codes
e Cumulative — Cumulative total up to and including the selected day

o All — Calculated total hours for the entire visible time period
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Timecard Area Description

Timecard tabs

Located at the bottom of the page, the timecard tabs display additional information about
how Kronos tracks employee hours. Three default tabs appear:

e Totals— The first tab at the bottom of the timecard workspace. The area on the left
displays the timecard totals. The area on the right displays the Schedule for the
selected time period.

e Accruals — Displays accrual codes and available balances based on the date that you
select in the timecard workspace.

e Audits — Lists all time punch or amount corrections made to an employee’s timecard
and approvals made by managers.

e Comments: Additional tabs will appear based on actions you perform. For example,
the Approvals & Sign Offs tab appears when you approve an employee’s timecard.

Visual indicators appear on a timecard when an exception occurs. For example, an employee might
forget to clock in or out, which causes a missed punch exception. An employee might clock in early or
late, which causes a punch exception.

A Manage My Department

Timecards
Rogers, Jack - 10of1 910050
v
Approve
Timecard
Date Schedule In Out Tra
+ Sun 5/27
+ X Mon 5/28 8:00AM-4:30PM 8:00AM 4:30PM L4
+ X Tue 5/29 8:00AM-4:30PM _ 4:30PM L4
+ X Wed 5/30 8:00AM-4:30PM 8:00AM 4:30PM L4
+ | X Thu 5/31 8:00AM-4:30PM 8:00AM 4:30PM L
+ i Fri 6/01 8:00AM-4:30PM
+ Sat 6/02
+ Sun 6/03
+ % Mon /04 8:00AM-4:30PM 8:00AM 4:30PM L4
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Refreshing and Saving Data in Timecards

Purpose
When you add and modify timecard data, the application displays your edits but does not save them

automatically. You must tell the application to save the data. Prior to saving your data, you can decide
whether the edits are what you want.

Example

You have been editing the timecard of one of your employees when you realize that you entered the
wrong information. You cancel the edits, enter the correct information, and save the timecard.

Canceling Edits

1 Perform one or more edits on a
timecard. Notice the visual (o] =3¢
indicators that signify unsaved — m
data. 2:27TPM | 5/27/2018 -6/04/2018,S.. + | =22=| 1 Employee(s) Selected -
o o H H oS
Print Refresh Calculate Save GoTo
Timecard Totals
Shift Daily Period
2 Select the Refresh icon ,
Ee=3
-6/04/2018,S.. w | 222 1 Employee(s) Selected v
Print Refresh Calculate Save Go To
Timecard Totals
Daily Period
3 e The current page has unsaved
changes. Are you sure you want
to proceed?
e To cancel your changes, click
Yes
e To keep your changes, click No
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Saving Edits

1 Perform one or more edits on a

timecard. Notice the visual = ke
indicators that signify unsaved — m
data. 2:27TPM | 5/27/2018 -6/04/2018,S.. « | =22=| 1 Employee(s) Selected -

=) o B H oS-

Print Refresh Calculate Save GoTo
Timecard Totals

Shift Daily Period

2 Click Save.

3 Review the employee’s timecard
to ensure that the visual indicators
no longer appear, validating that
your information was saved.
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Adding Missed Punches

Purpose

An employee might forget to punch in or out. When this happens, a solid-red box appears in the missed
In or Out cell. To add that punch, you click the cell and type the missed time. The application accepts
multiple formats for entering punches in a timecard.

Exam

ple

An employee notified you that she forgot to punch in on Monday of the previous pay period. The
employee started her shift at 8:00 A.M. From the Reconcile Timecard Genie, access the employee’s
timecard and add an 8:00 A.M. In punch on the employee’s timecard for Monday of the previous pay

period

1 Access the Reconcile Timecard
Genie.
2 Select the specific set of
employees from the drop-down
list. Select the specific time period
from the Time Period drop-down
list.
3 Sort the Missed Punch column in
descending order.
v
eping  Approval Schedule
sed Missed In-Punch Early In Late In
ce
Sort Ascending
Sort Descending
Remaove Sort
v Group By this column
Remave from groups
Steps
4 Double click the name of
emplioyeﬁ(s) WhO Qave alf]:he?k agg Actions * Punch * Amount * Accruals * Comment * Approvals * DOvertin
madr in the I::I:s_spi_ Puncd column Date Pay Code Armourt In Transfer ot
and access their timecard(s). prp— -
5 | Click the In or Out punch cell Tue 5130 1:00FM C%D
containing the missed punch Wied 5i31 M 11:00P > T
exception.

42
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6 Enter the missing times using an
acceptable format.

7 Click Save.

Tip

When the Save icon turns orange, the timecard contains unsaved data.

@ Business practice

You must clear all check marks in the Missed Punch column of the Reconcile Timecard Genie.
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Calculating Totals

You can update the Totals for a timecard without saving. This is handy when you want to double-check
how a timecard edit affects the totals before you save it.

1 Display and note the Totals.
Add an In and Out punch on a
timecard.

Notice the visual indicators that
signify uncalculated totals AND
unsaved data.

o] 3]

227 PM | 5/27/2018 - 6/04/2018,S.. | v || 5=

Print Refresh Calculate
Timecard Totals
Shift Daily

1 Employee(s) Selected

H oA

Save

Period

-

GoTo

2 Select Calculate Totals.

o] 3F

= | 1 Employee(s) Selected -

’@ =

=

Calculate Save GoTo
Totals
Period
3 Note the Totals changes and the e
Calculate Totals button is gray.
However, the Save button still
indicates unsaved data. E 1 Employee(s) Selected -

=5

Save

S

GoTo

Visual Indicator Description

Save icon in orange

Unsaved edits

Red flag in the Totals & Schedule tab

Totals are not up-to-date

44 © 2019, HFHS University. All rights reserved.



=5\ University

Managing Timecards and Basic Schedules Course Guide

Deleting Punches

Purpose

As a rule, you should not delete punches from timecards because they represent actual times that
employees started and stopped working. However, there are some exceptions to this rule. For example,
an employee might punch twice when starting or ending a shift. When this occurs, you will want to delete
the extra punch. The Audits tab provides a record of all timecard edits, including any deleted punches.

Example

An employee could not remember if she punched out at the end of her shift on Monday of the previous
pay period. She punched out a second time to ensure that she recorded her end-of-shift time. While
reviewing the employee’s timecard, you notice that two out punches appear for the employee’s end of
shift on Monday. You want to delete the employee’s second out punch at 4:42 P.M.

From the Reconcile Timecard Genie, access the employee’s timecard for the previous pay period and
delete the 4:33 P.M. punch for Monday.

1 In the timecard, click the cell that
contains the punch that you want
to delete.

2 Press the Delete key on the
keyboard.

3 Click Save.
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Attaching Comments to Punches

Purpose
Comments are predefined descriptive phrases that you attach to a punch or amount to provide additional,

useful information about that transaction. You can attach as many comments as needed to explain the
punch or amount. You can also add free-text notes to comments for additional clarification.

Example

On Monday of the previous pay period, an employee arrived late to work because of car problems. You
want to add a comment to the employee’s 10:50 A.M. punch as a reminder of why the employee did not
work her entire shift. From the Reconcile Timecard Genie, access the employee’s timecard. Then add the
Late-Car Problems comment to the employee’s 10:50 A.M. punch for Monday of the previous pay period.

1 In the timecard, right click the cell
that contains the punch to which =
you want to add a comment. Punch Actions
2 | Select Comments n 1 mount
Date: 5/31/2018
Time: 8:00AM
8:00AM
_ | Rounded Time: 5/31/2018 8:00AM GMT-04:00
8.00AM | Override: In Punch
8:00AM Time Zone: (GMT -05:00) Eastern Time (USA; Canada)
Last Edit Date: 11/02/2017
k Edit Made By: Super, Pat
8:00AM - <& [
Edit Comments
nd Sign-0ffs
Job Account Pay Code
/HFMACOMB/901050/3M4480/-/F03633/0 Regular
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3 Select one or more comments v - ‘ . x
from the list. [ ] Comment
Note: If the punch already has at '
least 1 comment, click the Add ' L
Comment link to select a Comments (0)

comment from the list. | =

Administration

Alternate Duties Add
Car Trouble
Extra Shift
v
Family Emergency
Cancel OK
Account Pay Code

/HFMACOMB/901050/3M4480/-/F03633/0 Regular

4 (Optional) Enter text in the Note
section.

6 Click Ok.

7 Click Save.

m Business practice

You can use comments as search criteria when creating data filters used in Genies’ Show
drop-down list. For example, if you attach the Weather comment to early out punches, you can
use the Show drop-down list to select and display employees whose timecards contain this
comment.

To add a new comment to the list of comments, contact your Kronos Administrator.
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Overriding Punches

Purpose

When employees punch in or out of their shifts, they occasionally select the wrong option on the clock or
from the keyboard. Perhaps Clock In instead of Clock Out or vice versa. To calculate their time correctly
Kronos needs to match up in punches and out punches. If they do not match, you override the incorrectly
labeled punch to correct it.

Example

An employee failed to Clock Out when she left. She mistakenly hit Clock In when she left. Now she has
two In punches for that day and no Out punches. You override the In punch to make it an Out punch.

1

In the timecard, Right-Click the
punch you want to override.
Select Edit.

Punch Actions

Date:

Time:
Rounded Time:
Owerride:

Time Zone:
Last Edit Date:

Edit Made By:

.

T/19/2018

4:30PM

T/19/2018 4:24PM GMT-04:00

In Punch

(GMT -05:00) Eastern Time (USA; Canada)
6/22/208

Super, Pat

48
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2 Select the correct punch type from | . -
the Override drop-down list.
2 . Punch
]
Date: Ti19/2018
Time (h:mma) * 4:30PM
Rounded Time: T/19/2018 4:24PM GMT-04:00
1 Override: Im Punch -
1 : <MNonex
Time Zone:
| In Punch
Cancel Deduction: Out Punch
1
Exceptions: New Shift {b
Comments:
1
Cancel OK
3 Click OK.
4 Click Save.
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Viewing Accrual Balances in Timecards

Purpose

Before you enter non-worked time, confirm that the employee has accrued enough hours. The Accruals
tab displays the employee’s current accrued times.

Example

Thomas Billings called in and would like to take a CTO day. Before entering the time off, check the
employee’s CTO balance on the Accruals tab.

To ils Comments  Approvals and Sign-Offs

Accrual Code Accrual Available Balance ‘Accrual Units Accrual Reporting Period Accrual Opening Balance ‘Accrual Ending Balance
CcTO 640 Hour Mon 1/01 - Men 12/31 54.0 54.0

UNPAID TIME OFF 0.0 Hour Mon 1/01 - Men 12/31 0.0 0.0

Column Description

Accrual Code The code that identifies and holds the type of accrual balance

Accrual Available The balance that is currently available

Balance

Accrual Units The unit that is associated with an accrual code, measured in days, hours or money
Accrual Reporting | The accrual reporting period

Period

Accrual Opening The accrual balance as of the first date in the Accrual Reporting Period column
Balance

Accrual Ending The accrual code balance as of the last date in the Reporting Period, including Pending
Balance Grants and Planned Takings

m Business practice

The Opening Balance and Earned to Date accrual data can be misleading. However, the data
are required in order to calculate the employee’s available balance. When reviewing the
accrual balances, use the data in the Accrual Available Balance column. This gives you the
employee’s current accrual balance as of the last date in the Time Period field.
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Adding Pay Code Amounts to Timecards

Purpose
Pay codes keep track of the type of non-worked time that is entered in the timecard. Examples of pay
codes include: CTO/PTO, Jury Duty, or Funeral.

It is important that hours are tracked to the correct pay code so that the employee is paid correctly. There
are times when you might have to edit an employee’s timecard and use a pay code to track his or her
non-worked time; for example, when the employee calls in sick.

Acceptable formats for Entering Pay Code Amounts

Acceptable Example Interpretation by
Format
Leading zeros (optional) | 07 7:00 hours
08:30 8:30 hours
Colon 7:30 7:30 hours

Note: If you enter an amount without a colon, Workforce
Timekeeper interprets your entry as is, which may be a
much larger amount than you meant. For example, if you
enter 730 (without the colon), Workforce Timekeeper
interprets that as 730 hours.

Decimal 8.5 8:30 hours

Example

An employee was sick and missed a day. Her timecard was not updated to reflect this and Kronos flags
her with an absence. Edit the employee’s timecard to reflect the CTO.

1 Access the Reconcile Timecard
Genie.

2 Select the specific set of
employees from the Show drop-
down list. Select the specific time
period from the Time Period
drop-down list.

3 Sort the Unexcused Absence
column in descending order.

4 Select one or more employees
whose timecards you want to edit
and select Timecards from the
list of GoTo links.
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5 Identify the day with the absence.
Does the day already haVe Date Schedule In Out Transfer 'a Pay Code \
i+ Sun 5/27
punCheS? * (% Mon 5/28 B:00AM-430PM 8:00AM 4:30PM -
° ” no On the I’OW Of the date | [X| Tuess29 8:00AM-4:30PM 8:00AM 4:30PM
h ’ h * (% Wed 5/30 B:00AM-4:30PM 8:00AM 4:30PM -
where you want to enter the pay SIS s e oo . .
code amount, select the pay # ( friso — ) -
code from the Pay Code drop- s Contimioua FML N Exempt =
1 i+ Sun 6/03 CTUHIE ueste
down list & % Mons/oa E00AM-£30PM 5004M 430PM W E%EEE:::}:EE};?;W te
o If yes, on the row of the date ® % Twesns SO0AM 43070 B00AM svpu 70 Uncehecuied em et D,
where you want to enter pay
code amount, click the Insert
Row icon
On the new row, select the pay
code from the Pay Code drop-
down list.
6 Click the Amount cell next to the
Date Schedule In Out Transfer Pay Code ‘Amount
pay code you selected. Enter the 85| smaor
number of hours using an & X onss 500AL-430PM 5.00AM a0 ®
acceptable format. e e R
* X Thu 5/31 5:00AM-4:30PM 8:00AM 4:30PM -
{(x [jemom j— crom 5
Ld Sat 6/02
7 Click Save.
Note
You cannot add a pay code to a row that contains punches; you must add a separate row for
the pay code transaction.
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Deleting Pay Code Amounts from Timecards

Purpose
It is important that hours are tracked to the correct pay code so that the employee is paid correctly. There
are times when you might have to edit an employee’s timecard and delete a pay code entry that has been
incorrectly entered to track his or her worked or non-worked time. If the pay code is an accrual amount,
the deleted pay code hours will be returned to the employee’s accrual balance.

Example

The employee who reported being sick on Wednesday of the pay period was actually sick on a different
day. You want to delete the pay code edit and amount for Wednesday.

1 Access the employee’s timecard.
2 Select the specific time period
from the Time Period drop-down
list.
3 Identify the day with the pay code owe s T Tonster Py cose Aot
edit you want to remove. j@f::jj;
4 Click the Delete Row icon next to =
the day and pay code amount.
4 Click Save.

© 2019, HFHS University. All rights reserved. 53



&S| University

Managing Timecards and Basic Schedules Course Guide

Paying Employees for Meals

Purpose

Work rules define meal deductions occur during shifts. A work rule stipulates that an employee must work
a minimum of 6.5 hours before a meal deduction of 30 minutes is applied automatically to her time. This
automatic deduction is reflected in the shift hours total. There may be times when an employee works
through his or her meal. The employee indicates each time they punch out whether or not they took an
uninterrupted 30 minute meal break. Edits to the timecard can be made when they answer the ‘meal
break’ question incorrectly.

When restoring an automatic meal deduction, the manager selects ‘None’ in the cancel deduction field.

When cancelling an automatic meal deduction, the manager selects ‘All’ in the cancel deduction field.

Example

An employee indicated when the clocked out that they did not take an uninterrupted 30 minute meal
break. This was a mistake. They did take an uninterrupted 30 minute meal break. They have recorded
this mistake in the exception log. You need to restore the meal deduction for this shift.

1 From a Genie, select one or more
employees whose timecards you
want to edit, and then click the
Timecard option of the GoTo
button

2 Right-click the Out punch cell on [ ”
the date you want to restore the :
deduction. | Punch Actions

3 Select Edit.

Date: 71372018
Time: 4:30PM
Rounded Time: 7/13/2018 4:30PM GMT-04:00
Time Zone: (GMT -05:00) Eastern Time (USA; Canada)
Comments: Meal Taken
Last Edit Date: 6/26/2018
Edit Made By: Super, Pat
* 0
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4 Select None from the Cancel ’
Deduction drop-down list. | Punch
Date: T/13/2008
Time (h:mma) * 4:30PM
Rounded Time: T/13/2018 430PM GMT-04:00
Override: -
Time Zone: (GMT -05:00) Eastern Time (USA, Canada) -
Cancel Deduction: V

. <None=
Exceptions: {I;n) s
15 Min Ded, & min hr
Comments: 30 Min Ded, 16 min hr —_—
30 Min Ded, 6.5 min hr
30 Min Ded, 8 min hr
I HAP Cadre

ML Off Shift 10hr

(&)

Click OK.
Click Save.

(o]

Caution

When cancelling a deduction, if you select a meal deduction other than the one assigned to the
employee’s work rule, the deduction will not be canceled. If you do not know the employee’s
assigned deduction rule, select All from the Cancel Deduction drop-down list.

Tip
You can restore a meal deduction cancellation by performing the same steps and selecting
= <None> from the Cancel Deduction drop-down list.
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Marking/Unmarking Exceptions as Reviewed

Purpose

Once you review an exception and resolve it to your satisfaction, you can mark the exception as
reviewed. The exception remains visible in the timecard and in Genies, but no longer appears in
exception reports or queries. Once the exception is marked as reviewed, a green border appears around
the cell containing the exception.

You can unmark an exception as reviewed at any time.

Example

An employee arrived late to work. You added a comment to the employee’s In punch as a reminder of
why the employee did not work her entire shift. Now you want to mark the exception as reviewed so that
you do not re-check it again at a later date.

1 In the timecard, Right-click the cell
containing the exception.

2 Do you want to mark an exception

as reviewed, or unmark an | .
exception as reviewed? Punch Actions

e To mark an exception as
reviewed, select Mark as

K Date: T/13/2018
Reviewed
e To unmark an exception as Time: 8:08AM
review | nmark I
€ e ed, select U ark as Rounded Time: T/13/2018 8:1258M GMT-04:00
Reviewed
Time Zone: (GMT -05:00) Eastern Time (USA; Canada)
Exceptions: Late In
Last Edit Date: B/26/2018

EIA
L

Comments

3 Review the results.
0AM-4-30PM 8:004aM 4:30PM

OAM-4-30PN R 00AM 4:30PM

0AM-4-30P I8AM : 4:30PM

0AM-4-30PM 8:004M = 4:30PM
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Transferring Hours for Entire Shifts

*** See Performing Additional Manager Tasks for On Call work rule transfers ***

Purpose

Each employee is assigned a primary labor account and default work rule. During the normal workday, all
worked and non-worked hours are charged to this assigned labor account. Occasionally, you may need to
transfer the employee to another labor account or work rule in their Timecard rather than their Schedule
for an entire shift.

Example

An employee worked their entire shift in a different Department/Cost Center, which is not her primary
labor account assignment. Access the employee’s timecard and transfer the entire shift to a different
Department/Cost Center.

1 Access the Reconcile Timecard
Genie.

2 Select the specific set of
employees from the Show drop-
down list. Select the specific time
period from the Time Period
drop-down list.

3 Select the employee and click the
Timecard option of the GoTo
button.

4 Click the drop-down arrow in the

Transfer cell to the right of the __ — _ _
Out punch for the date you want * Sun7/08
to record the transfer. + (% Mon 7/09 8:00AM-4:30PM 3:00AM ! 4:30PM L

* x| Tue7n10 8:00AM-4:30PM B00AM 2300M W\ Sesrch.
5 Does the labor account or work - -

rule appear in the Transfer list?

o If yes, select the labor account
or work rule and continue to
step 8

¢ |f no, select Search and
continue to the next step
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6a | What kind of transfer(s) do you | Transfer |
want to perform using the
Transfer dialog box?

Name Jones, Douglas
e To transfer hours to another et hecount ez

cost center, enter or select {

the appropriate value in the | Levorhosount | WorkRule

Cost Center box. | Add Labor Account Clear All
Company: - Reserved2: -
Location: - Job Code: =
Reserved]_ - Record Numb... -
Cost Center: 102041 - 102041 -

s

Cancel Apply
.
6b | ¢ To transfer hours to another | Transfer |
work rule, select the correct
work rule from the Work Rule | | Name PE—
link | Labor Account 1
Work Rule NEMS Orientation
1 Labor Account!
| Add Work Rule Clear All

MEMS Lesd Freceptor

MNEMS Meeting ~
8 all 3 CB 1.5 Min2 WE2

MNEMS Orientation

MS Preceptor
NEMS SuspefiTrops
NEMS Charge

i MNENS Charge Preceptor l
MNENS Coord 1
MENS Education hd
Cancel Apply

7 Click Apply.

8 Click Save.
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Transferring Hours for Parts of Shifts

*** See Performing Additional Manager Tasks for On Call work rule transfers ***

Purpose

Each employee is assigned a primary labor account and default work rule. During the normal workday, all
worked and non-worked hours are charged to this assigned labor account. Occasionally, you may need to
transfer the employee to another labor account or work rule in their Timecard rather than their Schedule.

Example

An employee worked in her home cost center, which is her primary labor account assignment, from 8:00
A.M. to 10:00 A.M. She then worked in a different Department/Cost Center from 10:00 A.M. to 4:30 P.M.
Access the employee’s timecard and transfer her worked hours for that shift from 10:00 A.M. to 4:30 P.M.
to a different Department/Cost Center.

1 Access the Reconcile Timecard
Genie.

2 Select the specific set of
employees from the Show drop-
down list. Select the specific time
period from the Time Period
drop-down list.

3 Select the employee and click the
Timecard option on the GoTo
button.

4 Add a row using the [+] sign
button for the appropriate day.
Click the In punch cell in the new
row for the date you want to
record the transfer.

5 Enter the time the transfer began.

Date Schedule In Out Transfer
6 Click the drop-down arrow in the + Sun 7/08
Transfer cell. + (x| monT09 B-00AM-430PM B0DAM ! 430PM .
+ X 10: *
7 | Does the labor account or work oo =
rule appear in the Transfer list? + (x| Tue7n0 800AM-4:30PM 8:004M 430PM o (1ScarchS D

o If yes, select the labor account
or work rule and continue to
step 10

¢ If no, select Search and
continue to the next step
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8 What kind of transfer(s) do you -
want to perform using the Select | Transfer |
Transfer dialog box?

e To transfer hours to another | fﬂ:eA X ﬁ;::;jffs
. aDbor ACcourn
labor account, click a labor level | | R
option and select the labor level )
from the Available Entries list | j  feoraesoum | wordue
| Add Labor Account Clear All
Company: - Reserved2: -
Location: - Job Code -
Reserved]. - Record Numb.__ -
Cost Center: 102041 - 102041 -
b
|
Cancel Apply
e To transfer hours to another M
work rule, select the work rule | Transfer i
from the Work Rule drop-down
lISt i Mame Jones, Douglas
Labor Account i
Work Rule NEMS Orientation
| Labor Account
| Add Work Rule Clear All
NEMS -Leaﬂ Freceptor
NEMS Meeting ~
NEMS Suspefirops
MENS Charge
] MNENS Charge Preceptor i
MNENS Coord 1
NENS Education v
Cancel Apply
9 Click Apply.
10 | Click Save.
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Finalizing Timecards

Approving Individual Timecards

DO NOT approve time in the future!

Purpose

After you finish editing your employees' timecards, you need to approve them to indicate to payroll that
they are ready for processing. You can approve timecards on a Genie or on a timecard itself. After you
approve a timecard, the employee cannot make any edits to it unless you remove your approval.

Example

You notice that an employee has approved her timecard for the previous pay period. You have reviewed
the employee’s time data and performed all necessary edits. You approve the employee’s time for the
previous pay period on her timecard.

1

Access a Genie, such as the Pay
Period Close Genie.

Select the specific set of
employees from the Show drop-
down list. Select the specific time
period from the Time Period drop-
down list.

Select the employee and click the
Timecard quick link.

Select Approve Timecard >
Approve Timecard.

Jones, Douglas - 1af1 900999

Approve

Timecard

Approve Timecard

Schedule

Remove Timecard Approv
- sun /27
+ X Mon 5/28 B:004M-4:30PM
+ X Tue 5/29 B:004M-4:30PM
+ x
+ X Wed 5/30 B:004M-4:30PM

3:004AM

3:004AM

12:30PM

3:004AM
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5 Do you want to check the approval
status on the timecard or a Genie? Totals  Aceruals  Audis °°

e To check the approval status on Audits =) |Approvals/Sign-offs S
a timecard, click the Sign-offs & Date Time Type Ac_ Pay. Amo. Work Rule Dv.
Ap p rOVal S tab and reVieW the 5/27/20. Timecard Approval by Manager
Approval by Manager 5/27/20. Timecard Approval Removed by Manager
information 5/27/20. Timecard Approval by Manager

e To check the approval on a
Genie, access the Pay Period
Close Genie, click Refresh, and
review the Manager Approval
column

Tip
DO NOT approve time in the future!

You can remove your approval by following the same steps and selecting Remove Approval
from the Approvals menu.
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Approving Multiple Timecards
DO NOT approve time in the future!

Purpose

Once you have reviewed and updated your employees’ timecards, you can approve them all at once,

rather than individually.

Example

You have reviewed and completed final edits to your employees’ timecards. You will approve them all at once.

1 Access a Genie, such as the Pay
Period Close Genie.
2 Select the specific set of
employees from the Show drop-
down list. Select the specific time
period from the Time Period
drop-down list.
3 Do you want to approve timecards | - con
for all employees or specific e
emp|0yees? Pay Period Close = Loaded 4:00PM
e To approve timecards for all
employees in a Genie, select Ex i 4 ®
ACtionS > Select A” Select All Column Filter Timefezping  Appraval Schedule
Rows Selection
e To approve timecards for Segovelumecond :
specific employees, hold the Nm . SRR emove Timecard Approval/SEISESINESSES
Ctrl Ikey and select each Adams, Julie
emp Oyee Babson, Mildred
Baker, Ginger
Billings, Thomas
Frost999, Carclyn
Fryman, Christy
4 | Select Approval > Approve Jackson, Lakeesha
Timecard. Johnson, Jean
Jones, Douglas
Rogers, Jack
Thomas, Alicia
5 Click Yes to confirm your 2
approval. .
a8 Approve Timecard
) Are you sure you want to Approve?
No Yes
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6 Do you want to confirm the status
of your approval on a timecard or
a Genie?
e To confirm the approval status
on a timecard, click the Torls ocruals s ‘“
Approvals and Sign-Offs tab. Audits = | | Approvals/Sign-offs -
Date Time Type Ac_. Pay._ Amo.. Work Rule Ov.
5/27/20 Timecard Approval by Manager
5/27/20. Timecard Approval Removed by Manager
5/27/20. Timecard Approval by Manager
e To confirm the approval on a -
Genie, access the Pay Period FETS
Close Genie, click Refresh, Pay Period Clase = Loaded 4:05P
and review the Manager
Approval column Ex ji+- Y @ V- B3
Select All Column Filter Timekeeping Approval Schedule
Rows Selection
Mame - Employee Manager Approving Managers
Approval Approval
Adams, Julie 1 Frost999, Carolyn
Babson, Mildred 1 Frost999, Carolyn
Baker, Ginger 1 Frost999, Carolyn
Billings, Thomas 1 Frost999, Carolyn
Frost999, Carolyn L 1 Frost999, Carolyn
Fryman, Christy 1 Frost399, Carolyn
Jackson, Lakeesha 1 Frost999, Carolyn
Johnson, Jean 1 Frost399, Carolyn
Jenes, Douglas 1 Frost999, Carolyn
Rogers, Jack 1 Frost999, Carolyn
Thomas, Alicia 1 Frost999, Carolyn
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Removing Your Timecard Approvals

Purpose

After you approve one or more employees’ timecards, they are no longer editable. If the need arises and
you have the appropriate permissions, you can remove your approval. After you remove your approval,

you can make the necessary timecard edits and then re-approve the timecards.

Example

You have been informed that an employee forgot to enter four hours of CTO time for Wednesday of the
previous pay period. You have already approved the employee’s timecard. You need to remove your
approval, add four hours of CTO time for that Wednesday, and then re-approve the timecard.

1 Access a Genie, such as the Pay
Period Close Genie.
2 Select the specific set of
employees from the Show drop-
down list. Select the specific time
period from the Time Period
drop-down list.
3 Select the employee.
Genies
4 Select Approval > Remove
Timecard Approval. Pay Pericd Close =
=x  Jii+ Y O}
Select All Column Filter Timekeeping Schedule
Rows Selection
Name - Emph:{ Remove Timecard Approval U»,}
Appro _— o
Adams, Julie
Babson, Mildred
Baker, Ginger
Billings, Thomas
Frost999, Carclyn
Fryman, Christy
Jarkson. | Akeesha
5 Click Yes to confirm that you want : . J
9 (e YR ElEE Remove Timecard Approval
Are you sure you want 1o Remove Approval?
Mo Yes
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On Your Own Practice

1.

Open the Timecard for Mildred Babson for the Previous Pay
Period.

When Mildred worked on the last Saturday in the pay period she
did not punch in or out. Her entry in the Exception Log
indicates that she started at 7:59am on that day and left at
4:32pm on the same day.

Enter the missing punches.

Add an “Extra Shift” comment to the out punch you just created
for the last Saturday in the pay period.

The Exception Log also indicates that she transferred to a
different department on the same Saturday at 1:00pm.
Add the mid-shift transfer to a different cost center.

Mildred did not take meal break on this day.
Cancel all meal deductions for the Out punch you just created
for the last Saturday in the pay period.

Mildred was scheduled to work 8 hours on the first Sunday in
the pay period, but called in sick.

Check to see if Mildred has any CTO time, then add the
appropriate pay code and amount to the first Sunday in the pay
period.

Approve Mildred’s time for the pay period.
Remove your approval of Mildred’s time for the pay period.

Approve the timecards for everyone in your All Home for the
Previous Pay Period using the Pay Period Close genie.
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Time Off Requests

Requesting Time Off Using My Calendar

Purpose

The My Calendar widget provides a convenient way for you to submit, retract, and monitor your own
requests for time off. Kronos forwards the requests to your manager.

NOTE: Requests must be made for continuous days.

2/24/2013- 4/06/2019,5.. [ = | [T \’

My
February 24,2019 - March 2.2018  »
"

pra

S00PM

00PM

|
8.00AM =
9.00AM
10:00AM
11:008M
1200PM
1:000M
Z00PM
3.00PM

Mon 2125 Tue2/26 Wed /27 Thu 2428 Fi3/01 sat3/02
“Time off Request-Full Day Time off Aequest-Full Day Time OffRequest-Full Day

Component | Description

Time Period Select the time period to display and also to control the day, week, or month
view of the calendar. When in week view, you can select which week of your
time period to view.

Calendar

This section displays information about your schedule and allows you to select
specific days for which to submit requests.

Request Time Off

Use this button to request time off.

My Current Requests

Existing requests that you have made in the past display at the top of each day
in the calendar..

Example

Your childcare provider will be unavailable next Thursday and Friday and you need to take the day off.
Submit a time-off request for eight hours of vacation for next Thursday and Friday.
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1 What is your role?

Workforce Team Member:
Maximize the My Calendar widget
in the default workspace.

Manager/Timekeeper:

Navigate to the My Information
Mgr workspace using the New
Tab Menu. Then maximize you're
My Calendar widget.

Q| +

Online Help

Create Schedules

Scheduling Manager

GoTolinks

2 Select the specific time period
from the Time Period drop-down
list. You can also adjust the

February 24, 2019 - March 2, 2019 L3

272472019 - 4/06/2019,5... | = | |25

calendar view by selecting the F:' r.n G)n q‘:t :“E;
day, week, or month button. . Use
the back and forward buttons to
navigate to a specific week.
3 Select the day you are requesting
by clicking the day/date column
heading. Select the 1%t day if w ;‘l:l
requesting multiple days on a row. T
. . Request Request
Click the Request Time Off Time Off  Open Shift
button.
Mon 2/25
8:00AM-4:30PM
[8.50 h]
Regular
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4 Confirm the Start and End Date.

.

You can include Notes if you Request Time Off

need to include more information

Clle Submlt Type: | Time Off Reguest-Full Day -
‘Start date i End date Pay code Time Unit Start time Daily Amount
2/25/2019 2/25/2019 y 0 Requested Full day

Accruals on: | 2/25/2019

Accrual Balance -
CTO 294.78 Hour
PERSOMAL 0.0 Hour
SICK 0.0 Hour -
Note (optional)
Type a note (optional
Cancel
5 View the request status by ‘hover -
to discover’. Point at the request Time Off Request-Full Day
in My Calendar. The Status
displays. Approved CTO Reguested [1.00 d]

Note: Once your request has
been approved or denied, the
status will display here.

6 Note: You can ‘right click’ a
request to view Details or Cancel

it Mon 6/03

LE| Timna Nff Dannact.Coll Mo
Details

Cancel request
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Responding to Time-Off Requests

Purpose
The Requests widget summarizes all employees’ requests in one window and provides all supporting
information to process requests from the same screen. If you approve a request, the change is
automatically made to the schedule and the employee is notified automatically. If you reject a request, the
employee is notified automatically.

Example
An employee submitted a time-off request. You want to review and respond to the request.

1 Select the Requests Widget.
4 From the Request Widget, select

View All. Request Manager Alert Category X

[ Request Manager Alert (1) ~
A Time-Off 1
[

5 From the Alerts and , —

Notifications Widget, select a Alerts and Notification Widget

request.

11 1
@ f_-EJ Request Manager Alert Category
Request Manager Alert (1}

6 From the Requests widget, select — —

a request and click the e S

apprppnate button to take action. ® s ® v @ I x

Details of the request appear at e Eit  AdsRequess  Appove  Refuse  Penamg et

the bottom of the page. Accruals

for the employee are also visible Modified By Subject SubmitDate  ~ Status

at the bottom of the page. nnm2 Time Off Request-Full Day 4/15/2019 4:23PM Submitted
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Reviewing Time and Attendance Data

Reviewing Employee Data Using a Genie

Purpose

Genies present customized views of employee information in a summarized, easy-to-read format so that
you can quickly analyze and respond to time, labor, scheduling, and attendance needs.

Example

You want to look for all employees who have Early Out Exceptions in a pay period. Use the Count All
WTK Exceptions Genie to perform this task.

1 Access the Count All
WTK Exceptions Genie.

2 Select the specific set of -

Genies - @ia-l
employees from the Show PSR — & S e )
drop-down list.

P Ex jite- V& v o >
3 e S G oo Al e e e
pe”od from the T|me Name « BonusAp.. BreakOut. Cancel De.. Core Hour._ Early In EarlyOut  Holiday S Invalid Du... LateIn Late Out Long Break  Long Inter_..

Period drop-down list.

4 To sort information by one
or two columns, C|ick the Name Bonus Ap..  BreakOut. Cancel De.. Core Hour.. Early In Early Out= | Holiday S..  Invalid Du.. Late In Late
column for the secondary
sort first, and then click the
column for the primary
sort.

Jones, Douglas
Thomas, Alicia

Rogers, Jack

o o o o
o ol o o
o o o =
o o o o
o o o o
o o o -
o o o o
o o o o
o oo =

Johnson, Jean

5 Review the information in
the Count All WTK
Exceptions Genie.
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Exporting Genie Data

Purpose

Genies display critical information in an easy-to-read format. You can export this information to other
applications, such as Microsoft Excel, where you can reformat the data for your personal needs. For

example, you can save labor information in the Count All WTK Exceptions Genie as an Excel file and
then open it with Microsoft Excel to summarize the data in each column.

Example

On a regular basis, you export timecard data to Microsoft Excel to perform further data analysis.

1 Access a Genie, such as the
Count All WTK Exceptions Genie.
2 Select Share > Export to Excel.
=
o &
Refrezn Share
Print
ate ln Export to Excel {h_") Lang Im
Export to CSW
1 4] 0 0
0 4] 0 0
i] 1 0 i]
i] 4] 0 i]
4 If prompted, select Open to =
review the Genie data in Excel. File Download
Do pou want to open or save this file?
@ j Mame: Reconcile-Timecard, xls
HL Type: Microsaft OFfice Excel 97-2003 Warkshest
Fram: wrware kronos,com
Open Save | Cancel I
| N | While files from the Internet can be useful, some files can potentially
e harm wour cormputer, |F pau do nat trust the source, do not open ar
S5 save this file. What's the risk?
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Generating Reports

Purpose

You can generate reports on a daily, weekly, or pay period basis, or any time you need information to
accomplish your business tasks.

Example

For auditing and validation purposes, you want to review all pay code data and totals that have been
tracked for employees for the previous pay period. Generate a Time Detail report to review this
information.

the plus (+) to display a category’s
contents.

" gg?{t;geltifnpsopr)?ngncl;‘ it%éhc?efault T
workspace.. D e
E’ Setup
E’ Reports )
:’ Inactive Employees
‘:’ Terminated Employees
3 On the Select Report tab, click

REPORTS

t SELECT REPORTS } CHECK REPORT STATUS

SRR Y [ U E——

Create Favorite Duplicate Favorite Delete Favorite
[

+ Roll-Up Genie

+ Scheduler

@Timecard

Accrual Debit Activity Summary

Accrual Detail

Accrual Summary

Employes Schedule - Maonthly

Employes Schedule - Weekly

Employes Transactions and Totals
Employes Tranzactions and Totalz (Excel)
Exceptions

Exception Summary

Holiday Credits
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4 Click a report name.
+ Biometrics TIME DETAIL
+ Detail Genie Description Displays detailed data about each employee's punches, duration, and pay code
g . . + Rol-Up Genie edits. Summary data ssmsptlayed per employee, totaling time and money by labor
Note: The report’s description + Scheduler A ey e o T e ey e e S a2
appears at the top of the page. bZTE Al Home
;‘m‘mmm: I Time Period Current Pay Period
'+ mployee Schedule - Monthly
5 Select the specific employee_s e, TR TR [
from the People drOp-dOWn IISt' Hours by Labor Account ActualiAdjusted [Shaw hours credited to this period only.
Hours by Labor Account (Excel) . Output Format ‘Adobe Acrobat Document( pdf) [ ]
Time Detail .
Time Detail (Excel)
< >
People IF‘revinust Selected Employes(s) |
Time Period ICurrent Pay Period LI
6 Select the specific time period
from the Time Period drop-down
list.
7 Select one or more available
options to identify the report aLeeneag
information you need. Excoptions  Aysiible Selected
Canceled Deduction -
Early In
. Late In
. L Break
Note: Options can vary by report. P
— |Minimum Days Active Violation
0 [Minimum Days Employed Violstion
Miszed In-Punch
E Miszed Out-Punch
Short Bresk
Unscheduled
Wery Early In LI
Output Format | sanbe Scrobat Documert pof) v |
Description With charts, shows number of exceptions and associsted wage liahility. The user can drill down to employee detail.
8 Select an Output Format.
Ourtpurt Format Adobe Acrobat Documenti pdf) LI
Note: Reports that have (Excel) at
the end of their names allow you
to run the report in Microsoft
Excel Document (.xlIs) format. All
other reports can only be run in
Adobe Acrobat Document (.pdf)
format.
9 What do you want to do with the
report?
p SELECT REPDRTS CHECK REPORT STATUS

e To generate a report, click Run
Report.

e To generate a report and
automatically email it to
recipients, click E-mail. Fill in
the Recipients field in the E-

mail dialog box and click OK.

refresi | e ) e [ e Repors
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10 | If you select Run Report, you are
REPORTS
brought to the Check Run Status
tab SELECT REPORTS CHECK REPORT 5TATUS
. ¥iew Report Refresh Status Delete
Click Refresh Status. The Status e
column dlsplays Com plete or Report Name Format Dateln  © Date Done Statuz
. . . Exception Summary poit F2TI201211:594AM Wigiting
Falled once the appllcatlon has Exception Summary poit J2TI201211.588M Running
finished the report.
TIME PETioa |
SELECT REPORT SET OPTIONS
| View Report. | [Rafresh Statuz]. | Deieta. | LPrnt screen = |
Report Mame Format Date In 5 Date Done Status
Exceptions pctf e 312011 11 22:51 AM Running A
11 | To view a'rep.ort, gllck a report SEFORTS
name to highlight it and do any of
the fO”OWing' REPORTS CHECK REPORT STATUS
° TO use menu optlons, C“Ck Report Name Formmat Dateln T Date Done Status
VI ew Repo rt Exception Summary poit 3272012 12.00PM 327201 2 12.00PM Complete

e To use mouse options, double-
click the report name
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Here is an example of an Exceptions report:

Exoeptions DCiata Up fo Date: B32012 718016 PM
Executed on: E03/2012 T:18PM GMT-04:00
Time Period: Current Pay Period Frinted for: felark
Query: Al Home
Exceptions: (24): [Canceled Deduction|Eary In|Late In|Long Break|Holiday Skipped|Minimum Days Adive Violation|Minimum Days Employed Viclation|Missed In-Punchi...
Absences: Unexcused Only
Exception Day/Date Exception Scheduled Actual or Pay Code Amount Amount Over
Exception
Comment
Adams, Julie 101
Mon 5/28/2012 Early In 5/28/2012 9:00:00 AM 5/28/2012 8:45:00 AM 0:15 0:07
Early Out 5/28/2012 2:00:00 PM 5/28/2012 1:50:00 PM 0:10 0:02
Tue /2872012 Unexcused Absence
Wed 5/30/2012 Unexcused Absence
Thu 53172012 Unexcused Absence
Exception Total Total Amount Over Exception
Early In: 1 007
Early Out: 1 002
Unexcused Absence: 3 MIA
Aguirre, Raymond 10 4
Mon 5/28/2012 Unexcused Absence
Tue 5/28/2012 Unexcused Absence

Wed 5/30/2012 Unexcused Absence
Thu &31/2012 Unexcused Absence
Fri 6/1/2012 Unexcused Absence
Exception Total Total Amount Over Exception
Unexcusad Absence: 5 MIA
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Additional Manager/Timekeeper Tasks

Requesting Backup Coverage

Purpose

You can temporarily delegate your manager authority to perform your timekeeping and scheduling tasks
to other managers. The other managers can perform your tasks using their own user names and
passwords. For example, they can modify schedule shifts for absent employees, or review and approve
timecards. This allows the business process to keep moving, even when you are not there. All edits they
perform are recorded and assigned to their names for audit purposes.

Example

You are busy with the annual review process. You send a delegation request to another manager so that
you can temporarily assign your timekeeping tasks to her. This will ensure that your employees’ timecards
are processed for payroll on a timely basis.

Select the Actions widget from
the Related Items pane of your
default workspace.

I:, Pay Period Close

| | IS Summary

2 From the list of actions, select

Mgr_Delegation. ACTIONS

Last Refrezhed:3:17 PM

N ————
Refrash
Categories | All W

Actions

=+ Kgr_Delegation

3 If other delegation assignments
exist, click Create New
Delegation.
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5

From the Delegate drop-down list,
select the manager to whom you
want to delegate your tasks.

Select the Start Date and End
Date to indicate when you want to
delegate your tasks.

From the Role drop-down list,
select the profile that identifies
which tasks you want to delegate.

Contact your Kronos
Administrator if the role profile you
require does not appear in the list.

Click Save & Close. The
application sends the delegation
request to other manager’s Inbox.

Existing Delegations
Mone :'
=
Hew Delegation
* Delegate: ICIark, Freddie vI
* Start Date: [3/29/2011 =
* End Date:  [9/02/2011 =
* Role: |Depanment Manager - Delegatesj
Save & Close | Cancel |

78
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Accepting or Declining Backup Coverage Requests

Purpose

When another manager sends you a request to cover his or her timekeeping and scheduling tasks, the
application automatically places a task in your Request Manager Inbox and the. The delegation request
specifies the start and end dates and the role you will assume. You can accept or decline the request.

Example

Another manager is going to be away attending a conference next week. He sent you a delegation

request that you will review and accept.

1 Access the Inbox from the
Related Items pane of your
default workspace.

2 From the Tasks tab, select the
delegation request and click Edit.

INBOX

Last Refreshed: 11:27 AM
TASKS MESSAGES

Status [active =

As of Date: [773072011

7 categories [al -

Complete By Currert
Diate

From Subject DatefTime Received Status
Locatign

Gman‘ Mgr_Delegation Sccept Delegation 82952011 11:26AM (GMT -05.:00) Eastern 8202011 Active | Task List
Christy Form Time
3 In the Action section, accept or
decline the delegation request. New Delegation
4 (Optional) Enter a message to the Delegator: Fryman, Christy
requesting manager in the
Comment field. Start Date: ar2aiz2011
5 Click Save & Close. End Date: Qro2iz2011
Role: Department Manager - Delegates
Action

Select Action: [ *  Accept Delegation

{  Decline Delegation

Comment: ﬂ
=

( Save & Close |} Cancell

e —
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Switching to Delegated Roles

Purpose

After you accept a delegation request, the application automatically provides access to the tasks defined
in the role profile on the specified start date. A Switch Role link appears next to your name so that you do
not have to log on as the manager who delegated the tasks to you. The link identifies which role you
currently are working. Note: One must log off and log back in to be able to switch roles immediately after
accepting a request.

Example

Another manager delegated her tasks to you this week and you are ready to perform her timekeeping
tasks. You do not need to log off as yourself and log on as the other manager because you can switch
roles while logged on with your own user name and password.

1 Click the Switch Role link.

; -+« =1 Paul Bauerggg
Note: If you do not see the Switch KRONQOS % e
Role link, log off and then log on
again using your own user name Delegatdy [Start - End]
and password. Myself [ -
2 Click to select the manager whose | B A Manage MyC?fﬁﬁalgerWn [Department Manager] [7/06/2018
tasks you will perform as his or Genies . S

her delegate.

3 Use the same link and click
Myself to return.

Note

You can use the application’s functions that support the management tasks delegated to you to
perform the delegating manager’s timekeeping and/or scheduling tasks.
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Canceling Delegations

Purpose

Once the end date of delegation occurs, the application automatically removes the rights of the other
manager to your tasks. You can end the delegation earlier.

Example

You had delegated your management tasks to another manager to end next week so that you could focus
on the annual review process. You completed this process earlier, so you will cancel the delegation.

1

Select Actions from your Related
Items pane in your default
workspace

From the list of actions, select
Mgr_Delegation.

Click Remove Existing
Delegation. Then, click Next.

Action

Select Action: Create Mew Delegation

Remaove Existing Delegation

et Cancel

Select the existing manager
delegation that you want to cancel
and click Delete.

Existing Delegations

Clark, Freddie: 0BJ06/2006 - 022672006, Department Manadger backup

Delete Cancel
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Creating Ad Hoc and Personal HyperFind Queries

Purpose

Kronos uses HyperFind queries to search People records and return employees that meet a specific set
of criteria. You can use HyperFind queries in Genies and reports. If an existing HyperFind query does not
return the employees you need, you can create your own ad hoc query. Ad Hoc queries are temporary
and are available only during your current session. Once you log off, Ad Hoc queries are no longer
available.

Another option is to create a Personal query. Personal queries are available only to you and remain
available until you remove them.

Example

You want to review time and attendance data for the employees in one of your departments who report to
you directly. Create an Ad Hoc HyperFind query and save it for future use.

1 Select Edit Ad Hoc from the
HyperflndS dl’Op-dOWl’] ||St on al"ly - E Inactive [L] Empluyees -
Genie. )

Hyperfinds (41)

Ad Hoc

Employees Last Mame R-U

Employees Last Mame V-Z
: Ewe Shift

Expired Certifications

HAP Employees

HFH Employees

Inactive (L) employees

MNew...

Edit Ad Hoc.. qﬂ'n]

@MW ) Sesepten

Select Condiions Rssembie Query View sal Test

3 Change the Visibility to
Personal.

Enter a Query Name.

Select Reports To from the
Process Manager filter.

Choose your name from the
Reports To list.

Click Add to select the condition.

Repeat steps 2 through 5 to add
additional conditions, if necessary.

Last Refreshed- 4:50pm

Filte REPORTS TO

n
Frostegs, Caroiyn

imgort

Reports To Frostags, Carolyn

Cancel Refresn Save As.
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4 Click Save As.

5 If you created a Personal query,
you will be able to view it in the - || Report to Me
Hyperfinds list. i

Hyperfinds (42)

Ad Hoc

g R

Might Shift FY
P Shift

-Reaistered Dieticians ¥

Sign-Up B | N
Sign-Up C

New.__.

Edit Ad Hoc..
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Viewing the Audit Trail

Purpose

The Audits tab is located at the bottom of the Timecard workspace. You can view all edits or a specific
type of edit, such as punch edits.

Example

You want to review all manual edits that have been made to an employee’s timecard.

Trvecars "ET
Billings, Thomas - 1of1 908999 Loaded: 5:16 PM | Next Pay Period w | |35 | |1 Employee(s) Selected -
v & o =
Approve _ Print Refrean GoTa
mecsrd mecerd
Date Schedule In QOut Transfer Pay Code Amount Shift Daily Period *
+ sub 7/08
(X Mo n—?ﬁGS-—J B8:00AM-4.30PM 8:00AM 4:30PM L] 8.0 8.0 8.0
* X Tue 7/10 B8:00AM-4:30PM 8:00AM 4:30PM - 80 80 160
okl | (%€ Wed 7/11 8:00AM-4:30PM 8:00AM 430PM - 80 80 240
okl | (X Thu7/12 8:00AM-4.30PM 8:00AM 430PM - 8.0 8.0 320
+ Fri7/13 B8:00AM-4.30PM 320
+ Sat 7/14 320
o Sun7/15 320
kel | [ Mon 7/16 8:00AM-4.30PM 8:00AM 430PM - 8.0 8.0 40.0
ikl | [ Tue 717 B8:00AM-4.30PM 8:00AM 430PM L 8.0
(X _ i 4:42PM - 80 480
okl | (%€ Wed 7/18 8:00AM-4:30PM 8:00AM : 430PM - 80 80 56.0
kel | [ Thu7/19 8:00AM-4.30PM 8:00AM ) _ =
| ——
Totals  Accruals D‘mmems Approvals and Sign-Offs
Audits - Punch (Add/Edit/Delete) -

Date Time Type Account Pay Code Amount Work Rule Override  Include in Tot.. Effective Date  Comment Edit Date Edit Time User Data Source
T/09/20. B:00AM Add Pun.. 6/22/20. 1:01A. PSUperT... Group E...
T109/20. 4:30PM Add Pun.. Meal Ta.. 6/22/20. 408PM... PSUperT... Group E...
7/09/20 430PM Add Co Meal Ta 6/22/20 4.08PM psuper:r. Group E
7/10/20. 4:30PM Add Pun., Meal Ta.. 6/22/20. 4:09PM... PSUpErT... Group E...

Column

|Descﬂpﬂon

Date/Time The effective date and time of the edit

Type The kind of edit that was performed

Account The account to which the edit is attributed, if different from the primary account
Pay Code/Amount The pay code and amount of hours to which the edit is assigned, if applicable
Work Rule The work rule used with the edit, if different from the employee’s primary work rule
Override The type of entry that this edit is replacing or canceling, if applicable

Comment The comment attached to the edit

Edit Date/Time The date and time the edit was made

User The user name of the person who made the edit

Data Source The component of the application from which the edit was made
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1 From any timecard, click the
Audits tab.
2 Select a type of edit or select All to

display all types of edits from Type

of Edit drop-down list.

J0AM

30PM

I0PM

30PM

-

Comments Approvals and Sign-Offs

Punch (Add/Edit/Delete) -

ALl

Punch (&dd/Edit/Delete)

Hours Worked (Add/Edit/Delete)
£

Add Pun...
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Transferring to an On Call Work Rule

There are special considerations when transferring an employee to an On Call work rule and they are
also scheduled for regular work ON THE SAME DAY.

Employee Scheduled for Regular BEFORE On Call

When an employee is scheduled for Regular time BEFORE their On Call time on the same day, you must
create TWO separate shifts on the same day. This results in TWO separate rows in your scheduler.

Notice how Monday, 4/07 in the screen shot below has the Regular time on one row and the On Call time
in a SEPARATE row. Also notice that the Regular time is BEFORE the On Call the time.

Actions * Shift ¥ Pay Code ¥ Accrual Amount ¥ WView *

Std Weekly
Per... Mame o A R (R Primary Labor Ac... Sun 4/96 Mon 4/0F
Hours
. Fa - 3300 IFa - Fa (ME
087... Abbo, Patricia M 1.0 . HFHAVESTBLOOM. ..
g - Ta (ME CfCall 3 o

Employee Scheduled for Regular AFTER On Call

When an employee is scheduled for Regular time AFTER their On Call time on the same day, you must
create ONE shift for that day that includes both the On Call time and the Regular time. This results in
ONE row in your scheduler.

Notice how Tuesday, 4/08 in the screen shot below has both On Call time and the Regular time included
in a single shift. Also notice that the Regular time is AFTER the On Call time.

é N

Mon 407 Tue 408 Wed 409 Thu 410 Fri4/11 Sat 412

3 - 330p 7a - Ta (ME OncCall 3 CB1.5 Min2)
1 - ¥a (ME OnCall 3

A7 (NE OnCall 3 CBl1.5 Min2)
[T:00AM] [2.0]: Transfer: HFHS/HFH/WEH/MCH/3A<4085/RN;:NE OnCall 3 CBEl1.5 MinZ
[4:00FM] [15.0]: Regular: HFHS5/HFH/WBH/MCH/3R4095/RN

G J
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