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Training Presentation

Getting Started

Logging On and Off

Logging on to the Workforce Timekeeper Application:

e Double Click on the KRONOS shortcut located on your desktop.
e The Kronos logon window will appear

e Enter your User Name (Campus Key) and Password

e Click on “LOG ON” button

&4 KRONOS

Enter your
Password
(Passwords

are case sensitive)

USER NAME Workforce Central®
(Enteryour [
Campus Key) R

Click on
LOG ON

After your successful log on, your customized view will be displayed in the Workforce
Timekeeper application.

Logon Time Limit

If you are logged on for a period of time and the Workforce Timekeeper system detects
no activity, a message appears, informing you that your session is about to time out. You
must enter your password and click “Log On” to continue your session where you left
off. After you enter your password, another message appears, “Your Logon was
successful.”

% Always Log Off Kronos and open a new Internet
Explorer Session to work in another application.
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Loqgaing off Workforce Timekeeper Application

When you finish using Workforce Timekeeper, you should save your edits and click Log

Off. If you do not save your changes before clicking the Log Off button, the following
occurs:

A message warns you that you have unsaved data and you can choose to save the data

or log out without saving your data.

e Click on the Log Off link on the Workforce Timekeeper Navigation Bar at the
left side of the screen.

e Logon Page will be displayed, confirm that the message “You are now logged
off”” appears in the center of the screen.

uuuuuu

LOG
OFF
LINK

((l((((tti(\t(t(((\tt;

% Always

Log Off
using the
Log Off
Link -- DO
NOT exit the
application
by clicking
on the “Red
X" at the
upper right
corner of the
screen.

=1

& 4 KRONOS

Workforce Central®

Version 5.2
User Mames:
Fassword:

Cog on

o You are now loaged off.
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Getting Around Workforce Timekeeper

After you log on, a customized view of employee data and labor level information
appears in the display window. The Labor Level information consist of 7 labor levels as
displayed below:

Labor Levels Description
Company
Administration 1D
Department ID
Account Code ID
Job Code

Record Number
Group ID

This display view is a Workforce Genie that summarizes and organizes information
according to common tasks you perform on a regular basis. The view will display a
maximum number of 1,000 employee records. The following illustration shows a sample
Workforce Genie called “Quick Find”, which will always be your starting page.

~NOOIBA|IWIN(F-

Navigation Bar Header Workspace Launch Buttons

Area Description

Navigation Bar Located on the left side of the page, the Navigation Bar contains
links to all Workforce Timekeeper features you can access.

Header Located at the top of the page, the Header identifies the
employees and time period you are currently viewing. This area
also includes a menu of additional timekeeper tasks and launch
buttons for quick access to other Workforce Timekeeper
functions.

Workspace Located in the middle of the page, the Workspace contains
detailed information about the employees and time period you
are currently viewing.
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Using the Launch Buttons

Timecard Schedule FHIF|H \epd ks

O ® @ ®

Depending on the rights granted to you in your access profile, up to four Launch Buttons
appear in the upper-right corner of the workspace. Use these buttons to navigate from one
component to another. For example, if one of the Workforce Genies is open in your
workspace, you can select one or more employees and then click the Timecard launch
button to open the selected employee timecards.

Selecting One or More Employees

To display additional information about one employee from a Workforce Genie, double-
click the employee name to open the employee’s timecard. Alternatively, you can select
the employee name, and then click the Timecard, Schedule, People or Report launch
buttons.

To display additional information about more than one employee, hold down the Ctrl or
Shift key and select multiple employee names. Then, click the applicable launch button.

Depending on the launch button clicked, the Timecard, Schedule, or People Editor opens
with the first employee of the group visible. For example, in the Timecard component,
the name and ID of the first employee selected appears at the top of the timecard grid.

To access other employees, either click the arrow buttons on the right side or the down
arrows in the Name & ID boxes.

o
Hame & ID [Te=ch, K L - |:| (@) (@) ) 4 of 33
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Using the Tools in the Header

The Header contains useful tools to help you access and filter data quickly and easily.
The following illustration shows a sample header with these tools highlighted.

The following table provides a description of each of the tools in the Header and how
they can be used to access and filter data:

Tool Description

Show field This field contains a list of filters that you can select to populate
the workspace with information for a selected set of employees.
In Workforce Timekeeper, these filters are called Hyper Find
Queries.

Time Period field | This field contains a list of time intervals that you can select to
populate the workspace with information for a specific date,
range of dates, pay period or schedule period.

Pay Period Close

Last Refrashed: 10:50 Show: Al Horne

Time Period: | Current Pay Perios
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Understanding Menus and Dialog Boxes

The Workforce Timekeeper menu bar is located in the header of the workspace. For
example, the following timecard contains seven menus: Save, Actions, Punch, Amount,
Comment, Approvals, and Reports.

Menu Options

sal
=
S
|25 | Prnt 2:00AM 5.00PM 730 | 7:30 | 730
5] erms S:00AM 5:00PM 730 | 730 |1500
B« o [wearan S:00AN 5.00FM 730 |FE0 | 3330
&G | Thut2a 2:00AN 5.00PM 730 | 730 |30:00
2|5 Fit215 3:00AM 5.00PM 730 | 7:30 | 37.30
&L, | sat12i16 3730
&L suni1217 3730
&[0 | Mon 1318 2:008M S.00PM 730 |7:30 | 4500
2|5 Tue 12119 3:00AM 5.00PM 730 | 7:30 | 5230
& [T, | wed 12120 S:00AM 5.00PM 730 | 730 |60:00
& |G, | Thu 1221 S:00AN 5.00PM 730 | 730 |B7:30
|G | Fitz22 2:00AN 5.00PM 730 | 730 | 7500
Totals & Schedule | Accruals | Audits |
= = Date StartTime | EndTime | PayCode | Amount
Sat 12/08
Account [4_Paycode |amount Sun 12110
NANANANMANANANA Regular 75:00 Mon 12711 | S.00AM 5:00PM
Tue12112z | 9:00AM 5:00PM
Wed 12113 | G.00AM 5:00PM
Thu12/14 | c:00AM 5:00PM
Fri1215 2.00AM 5:00PM
Sat12/16
Sun 1217
Mon 12018 | G:00AM 5:00PM
Tue 12118 | @:00AM 5:00PM
Wed 12/20 | 8:00AM 5:00PM
Thu12/21 | G:00AM 5:00PM
Fri1222

When you click a menu name, a drop-down list of menu options appears. You can then
select one of the options. The header for the timecard example shows the Actions menu
with five options: Refresh, Refresh Data, Calculate Totals, Print, and Print Screen.

For example, to view the most recent information from the database in the
Visible timecard, select the Actions menu and click Refresh (Actions >Refresh).
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Using Online Help

All components within Workforce Timekeeper include access to online Help:

Select the Help icon located in the upper-right corner of the workspace to
obtain help for the visible component.

m Click the Help link at the bottom of the navigation bar.
Hel
ﬂ Click the Help button in individual dialog boxes to obtain help about the

visible dialog box.

After the online Help opens, you can navigate it by:

* Selecting a topic from the left side of the workspace.
* Clicking a linked word.

» Selecting a topic from a Related Topics list.

* Clicking an entry in the index.

» Searching for a specific term.
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Timecards

Each timecard has been customized with a specific Pay Rule to calculate the employee’s
hours and to automatically deduct their designated meal break.

The functions that users can perform within timecard editor are related to their individual
access profiles. These functions include punch edits, pay code edits, pay code moves,
adding comments, adding and deleting timecard rows, work rule and labor account
transfers, calculating a timecard, and approving a timecard.

The timecard editor window can be broken down into three sections. The upper portion
of the window is the employee timecard and is where all of the edits are performed. The
bottom left side of the window is referred to as the timecard tabs. This section will
display information depending on the edits and actions performed on a timecard. Ata
minimum, users will see totals and schedules, accruals and the audit trail tab. The bottom
right side of the window is the employee schedule.

Timecard Functions

Depending on individual access privileges, Users have the ability
to perform several tasks on an employee timecard.

e Add and Edit Employee Punches

e Add Pay Code Amounts

e Move Pay Code Amounts

e Add a Comment to a Timecard

e Perform an Account Code Transfer
e Calculate a Timecard

e Perform Historical Edits

e Approve a Timecard
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Timecard Components

The following information describes each column:

e The ERASE INFORMATION column contains icons that will allow
you to erase information located on that row.

e The INSERT ROW column or green drop down arrow will allow you to
insert a new row. When adding a pay code and amount to a day with existing
punches. Additional rows may need to be added to the timecard.

e The DATE column will display each day of the time period that you have
selected.

e The PAY CODE column will allow you to enter a Pay Code into the
timecard. Examples of Pay codes are ETO, Vacation, Personal, Sick, etc.

e The AMOUNT column goes hand in hand with the pay code column. You
must enter an amount of hours or dollars depending on the pay code.

e The IN column will display the time that the employee punched in.

e The TRANSFER column will show which account code that the employee
has hours charged to other than the home account code.

e The OUT column will display an out punch.

e The SHIFT TOTAL column will display the total number of hours worked
for each shift.

e The DAILY TOTAL column will display the total number of hours worked
for each day.

e The CUMULATIVE column will display total hours combined for each day
of the Pay Period.
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Scheduling Employees

To achieve all the advantages of the Kronos Time and Attendance system, all employees,
exempt and non-exempt, must be assigned a schedule. The schedules may be changed as
needed.

Schedule Editor

To access the Scheduler, go to the Navigation bar and click on Scheduling >Schedule
Editor.

1] ;
. Schedule Editor —
KRONOS Show: Demo All Home n (_Eait )
Loaded:23PM e p— C (1) ®
Log OFF QLTI 971672006 - 9/29/2006, Range of Dates n (Refresh) =

Change Password 14 4 9/1612006-9/292006 b M
By Employes

o Save | Actions  Shift  PayCode  View
" My Genies®
QuickFind Mame | Schits. Sat 916 Sun 9AT Mon 918 Tue 919 Vied 420 Tuset | R | ste | sme

+ Timekeeping
- Scheduling
Schedule Editor
Group Edit Results

Inbox
Reports
Actions
+ Setup
Help

All Home includes all the employees for whom the user has access. To view a specific
group of employees or one employee:

1 Go to Show and make a selection from the drop down menu.
2 Choose the Time Period from the drop down menu.

3 The Time Period selected will display in the Range of Dates.

4 Click on the arrows to navigate from day to day or to jump from the beginning to
the end of the period.

KRONCS Schedule fyltor Show: n (Eat ) Tmecard Sfedle Peoyl F-‘E[]Drti@
Louded5:3TPH 1 (1] ) @)

— )
Log Off Time Period: EAMEAAITR LI  (Refresh] @ L\_ !
Previnus Schedule Period [{ { 9n62006.92972005 p )|

A

Change Password

Current Schedule Periad

Next Schedule Period
Swe | Actions  Shit  PayCode i
* My Genies* Today
- Timekeeping Hame ‘ Schiirs. ‘/Sat!mi ‘ 8 vastertay ‘ Wed 9120 ‘ Thu 821 ‘ Frigi? | Sat 973 ‘
q Weekto Date
Pay Period CI
4 erlm Inse LastWeek
Recane imecard 0BT, S D
Holiday Detail 8716/2008- 92872008, Range of Dates
- Scheduling
[ T \ 3
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Schedule Editor Continued

The Schedule Editor exhibits employee schedules in a timeline view that displays the
schedules in tabular or graphical format. The schedule can be viewed for one day or up
to 28 days at a time. This is the key area for maintaining schedules.

1. The employee names in the group selected appear under Name.

2. The total number of hours scheduled for the Time Period selected appears in the
“Sch Hrs” column.

3. Cells display Scheduled Shifts and Pay Codes for the time period.
4. The days and dates appear in the column headings.

5. The last two items under Sch Hrs are the total number of hours scheduled for the
employees and time period selected and the number of employees selected.

6. At the bottom of each day is the number of hours and the number of employees
scheduled for that day.

7. The Comments view is at the bottom.

Schedule Editor
Loaded:2:39PM
ge  Accrualamount  view
SchHrs. Sat 96 Sun 817 Man a1z Tue sms wedgfo | Thug21 Frio @ L
70.00 Sa- 5p 9a- 5p wa-5p | B Sa- 5p |
0.00 1 4
0.00 I 1
127.50 3p-1130p 3R- 11300 fo-11300 J [3p-1130p 3p- 11300 730a- 7a (ON CAL|
50.00 9a-5p Ba- 5p |Ba- 5p VYV [ga-sp Ba-sp
94.008a - 8a (0N CALLE 9a- 5p ury Duty 7:00 9a-5p 9a- 50 9a- 5p
80.00 8a- 5p Ba- 5p Ba-&n 8a- 5p B8a- 6p
50.00 11p-730a 11p-730a 11p- 7302 1p-730a 11p-730a
80.00 Ba- 430p Ba- 4300 Ba- 4300 Ba- 4300 Ba- 4300
0.00
80.00 3p-1130p Bp- 11300 Bp- 11300 3p- 11300 3p- 11300
14.00 9a- &p
0.00
2.00 B30a- 5p
80.00 1p-7a 11p-7a 11p-7a p-7a Mp-7a
80.00 3p-1130p Bp- 11300 Bp- 11300 3p- 11300 3p- 11300
0.00
0.00
0.00
75.00 9a- 5p aa- 5p aa- 5p 9a-5p 9a- 5p
80.00 Ba- 5p Ba- 5p Ba- 5n Ba-5p Ba- 5p ||
126.0084 - 62 (ON CALL - 11p-730a 11p- 7308 11p- 7302 11p-720a 11p-730a
0.00
nnn =l
1,164 50 70 0 109.5] 94.5] 1015 101.5 1085 47 5]
28 z 0 14 12 13 13 14 1
<1 T ]
~— 6
Date 4| sniftPay Code Hame | Hame [ Comments
0951 6/2006 | Ba-8a (ON CALL- 2HR .. | Deigan, Paul | superisar Approved < 4{
‘\

This View is the Daily Intervals View and can display 7 or more days of scheduled shifts
at on time.
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SCHEDULE OUTLINE VIEW

If more detail is needed when scheduling employees or viewing the Schedule Editor:

Wiew

1. Click on View 1 /' O Daily rtervals

= 4-Hour Intervals

® 1-Hour Intervals
2. Select 1 Hour Intervals W 15 inute Infervals
® Shift Times

2 = Bhift Labels

¥ Totals

¥ Accrual Amounts
[0 Breaks

Schedule Outline..
Accruals
Audits...

L

Schedule Editor . _
Show: Demo All Home bl ([ Edit )

Loaded:1:46PM

QIR TR O B/2006 - 9529/2006, Range of Dates | ™ (Refresh)

By Employee
Save | Actions Shift Pay Code Accrual Amount View
Sat9i6 Sun 917 o 818 Tue 951149
Hame 1/ | SehH...2/
d4a 8a 1Zp 4p 8p d4a  8a 12p 4 8p 4a 8Ba 13p 4p &p da  8a 12p 4p 8p
Adams, Jennifer TU.UUIHII”II”I”II”III”I”‘”II”II‘”II”IHI”IIIHIQlal-lﬁlpllli”h”IHII”‘QIaI-ISIpHIHII”
Eauter, Kate T0.00 Sick 7:00 | 9 - 5p
Caren, Preston 0.00
Carter, Pete 12750 [Br-1130p ] Br- 11300
Cunningharn, 30.00 [Ba-5p [a- 5p |
Deigan, Paul 94.00 [fa- Ga (ON CALL - 2 HR GUARAN] [Ba-5p Pury Duty |
Dougherty, Mart... 50.00 [Ba-5p [a- 5p |
Edwards, Moel 50.00 [1p-730a |
Green, Anita 80.00 [Ba-4z0p | [Ba- 4300 |
Johnson, Marie 0.00
Kline, Harry 80.00 [Br- 11300 ] Br- 11300
Lerner, Brian 14.00
Manager, Mary 0.00
Melson, Regina 8.00 [B30a- 50 |
Michols, Paula gao0ip-ra_ | [Fp-1130p | fip-7a_ |
Oliver, Shawn a0.00 [Er- 11300 ] Br- 11300
Parks, Larraine 0.00
Parsons, Victor | 0.00
Prestan, David 0.00
Roper, Ann 75.00 [Ba- 5p | [Ba-5p |
Scheduled Hou... 1,232.80 70 g 109.5 93
Mumber of Em 26 3 1 14 1
l/Commen‘ts
Date £ | ShiftPay Code Hame | Hame | Comments |
0911 6/2008 | Ba- 8a (ON CALL- 2HR ... | Deigan, Paul | Supemisor Approved |

The One Hour Interval View displays even more day to day detail and is an effective
tool for departments who have 24/7 coverage.
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SCHEDULE OUTLINE VIEW

1 > Wiewr
A . 2 Daily Intervals i
If the maximum detail is needed: © 4-Hour Intervals |
2 1-Hour Intervals
2 \‘@) 15-Minute Intervals i

1. Click on View
 Shift Times

2. Select the 15 Minute Intervals View from the drop | = shift Lakels
down menu. M Totals |

¥ Accrual Amounts
[ Breaks
Schedule OQutline. ..
Accruals...

Audits. ..

Schedule Editor —
Show: Demo All Home M ([ Edit )

Loaded:1:46PM <
VCEETTAN 971 6/2006 - 92992008, Rangs of Dates | INCELLaa))

By Employee
Save | Actions  Shift PayCode  Accrual Amount  View
Ik Tue 919
Hame 14| Se.. 2/
4n 2p 4a 23 12p 4n ap
b b b b b bena b b b b b fva b b b b b b b b b s Lo b B b o b Foen beaa b b b b b

Bater, Kate 70.00 | A Pa-sn |

Caren, Preston 0.00

Carter, Pete 127.50 |3!J- 1130p |3p- 1130p

Cunningham, ... 60,00 [Ba-5p |

Deigan, Paul 34.00 [ury Duty 7:00 |

Dougherty, Mart. 80.00 [Fa-sp |

Edvwrards, Nogl £0.00 [[1n-730a | 110
Green, Anita 50,00 | [Fa- 430p |

Johnson, Marie 0.00

Kline, Harry 80.00 [Bp-1130p [Br-1130p

Lerner, Brian 14.00

Manager, Mani 0.00

Melson, Regina .00 |

Nichols, Paula 88.00 [[Th-7a E:
Olivar, Shawn £0.00 [Br-1130p | [Ep-1130p \
Parks, Lorraine 0.00

Parsons, Victor | 0.00

Preston, David 0.00

Roper, Ann 76.00 [pa-5p

Smith, Harvay 80.00 [Ba-sp

Steward, Christ.| 12600 [(Te-730a | i1n-|
Super, Sarah 0.00

Scheduled Hou..| 1,232.50] 100.5 v 53]
Nurnber of Erm.., | 26) 19
l/CDmments |

| Date ’ | ShiftPay Code Hame | Hame | Ci it: ‘

| nar Grz006 |8a-gaNCAIL-7HR | Deigan Paul | Supervisor Aporaved \

The 15 Minute Intervals View provides the greatest amount of detail. Departments who
maintain 24/7 coverage, and use many diverse shift lengths, can spot an interval of
uncovered time at a glance. In this example it is easy to see the %2 hour schedule shortage
on Tuesday, 9/19 from 7:30 am to 8:00 am.

-13-
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View the Schedule Outline For One Employee

The Schedule Outline displays the schedule detail for one employee at a time. To view
the details for one employee go to the Schedule Editor:
1. Select an Employee.

2. Click on View.
3. Select Schedule Outline from the drop down menu.

Derno All Horme Al [ Edit )
911BI006 - 3282006, Range of Dates | WM GTTaaD)

Schedule Editor
Show:

Loaded:T:39PM

Time Period:

By Employee
Save | Actions  Shift PayCode Accrual Amou View
Hame 1/ [SchHrs,  Sat9M6 sungnz| ® DailyIntervals Tue 819 wed 720 Thu 921 Fri 922 satans Sun 924
Lt L sy g O 4-Hour Intervals j
Melson, Regina 8.00 O 1-Hour Intervals
Nichols, Paula | §8.00 11300 e inste iemals EE0 p-Ta 13- 11300 p-Ta ]
1130 3p-1130) 30-1130 3p-1130)

Oliver, Shawn | 80.00 ST b p- 11300 p- 11300 p- 11300 |
Parks, Lorraine 0.00 ——
Seheculed Hou.| 1,162.. 7 o 865 1014 1015 1085 45 1
NumberofEm..| 25 | ol il 13 El 14 1 a

G W Accrual Amounts j

............... [ Breaks
Schedule Outine.. € —m 3
\

I - - Accruals. -

From the Schedule Outline, the user can view a summary of the employee’s schedule for
the time period selected, including patterns, pay codes and shifts.

4. The employee’s shift was temporarily changed to 3:00 pm to 11:30 pm on
Thursday, 9/21.
5. The employee called in sick on Tuesday, 9/20 and the Sick hours overrode the

shift.

Paula worked an extra shift on Sunday, 9/17.

Paula’s regular schedule is 11:00 pm to 7:30 am.

2 Schedule Outline
Nichols, Paula Time Period:  9/16/2006 - 9/292008
Hame Type Start Date End Date Details

2300 to 0730+ shift 92112008 9i2142008 3p-1130p, Thu

Sick pay code 11952008 Ar2002008 Sick 800, Tue ¢ 5
1500 to 2330 shift 91712008 951752008 3p-1130p, Sun \

1 Wesk \
1 Week pattern B/05i2006 Farever 11p- 7a (Mon, Tue, Wed, Thu, Fri 6

. o | o]

AN

Java Applet Window

8. Click OK to close.

-14 -
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Audits

To view additions or changes to an employee’s schedule, view the Audit Trail. The
Audit Trail provides the ability to view all entries that were made to the schedule. To
view the Audit trail:

1. Select the Employee.

2. Click on View at the menu bar.

3. Select Audit from the drop down menu.

Schedule Editor _
2 Show: Demo All Home Al ( Edit )
Loaded:6:51PM
QT CHREN T A 971 6/2006 - 9/29/2006, Range of Dates  |™ [Refresh)

By Employee
Save | Actions Shift Pay Code Accrual Amount Wiew

Hame 1/ |SchHrs. Sat 9116 sun 9i7 | ® Daily Intervals Tue 9119 Wed 9120 Thu 9/21 Fri 9/22
Adams, Jennif.|  70.00 © 4-Hour Intervals -&p 9a- 5p 9a- 5p 9a- 5p
Banter, Kate W 70.00 ©1-Hour Intervals -&p Ba- 4p 9a- 5p 10a- 6p
Caren, Preston oo 2 15-Minute Intervals
Carter, Pete 12?.50\\ 1 ® Shift Tirmes -1130p 3p-1130p 3p-1130p 3p-1130p
Cunningham, .| 80.00 O Shift Lahels - &p Sa-ap 2a-ap 2a-ap
Deigan, Paul 94.00/8a - Ba (0N CALL S ¥ Totals Duty 7:00 9a- 5p 9a- 5p 9a- 5p
Dougherty, Ma... 80.00 ¥ Accrual Amounts -8p Ba- 5p Ba- 5p Ba- 5p
Edwards, Moel 80.00 [0 Breaks p-730a 11p-730a 11p-730a 11p-730a
Green, Anita 80.00 Schedule Qutline... - 430 Ga-430p Ga-430p Ga-430p
Johnsan, Marie 0.00 Accruals... 7 3
Kline, Harry 80.00 Audits... / =11 Joe 3p-1130p 3p-1130p 3p-1130p
Lerner, Brian 14.00 | | 9a- 5p

4. At Type of Edit, click on the drop down menu bar to make a selection. For this
example, All was selected.

|N0thing selected ﬂ

Mothing selected

All
Shifts(AddiEditDeletellLockiUnlock)
Pay Code Edits

Accrual Edits

A Audits
Baxter, Kate  Dates: 9/16:2006 - 9:29/2006

Type of Edit: | All

Date  ShiftStartEnd Type | Segment StartEnd| Account |WorkRule| Job | Pay Code Amount | Comment [Accrual C.. Accrual A EditDate | Edit Time|

911812008 Add-PCE  B:00AM Sick 700 11912007 B:44PM  bxh118:saturn:10 ~
911952008 Y00AMS0... Add-Shit  G:00AM/S00FM 11912007 B:44PM  bxh118:saturn:10
92002008 S:00AMME:0... Add-Shift  8:00AM4:00PM 1192007 G:44PM beh118:satum:10
9212006 9:00AME:0.. Add-Shift 9:00AM/S00PM 1192007 G:44PM  bxh118:5atum:10
912212008 10:00AME:... Add-Shit  10:00AMEG:00PM 11912007 B:44PM  bxh118:saturn:10
42512008 Y00AMS0... Add-Shit  G:00AM/S00FM 11912007 B:44PM  bxh118 Salurn::mj
q | -

S\ilﬂl

‘Java Applet Window

This allows the user to view all entries to Kate’s schedule. The Audit displays the
effective date, the type of entry, what was entered, Amounts, Comments and more. In
addition, the Audit also displays the Edit date, Time and the Editor.

5. Click on OK
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Workforce Genies

A Workforce Genie is your starting point for viewing time, labor, and schedule
information in Workforce Timekeeper. Workforce Genies appear as selections on the
navigation bar and display employee information in a summarized, easy-to-read format.
Using a Workforce Genie, you can perform the following functions:

* Locate employees and access their timecards, schedules, and employee information.
* Review summarized information “at-a-glance” for analysis of employee data.
» Select a specific employee and generate reports.

The Workforce Genies that are available for Users are identified on the navigation menu
on the left hand side of the workspace.

2 Kronos Workforce Central(R) - Microsoft Internet Explorer

KRONOS A vame ori0: | - )
Log Off RILELENEEN ieek to Date -
ions o

= My Genies®
QuickFind

- Timekeeping
Pay Period Close

Reconcile Timecard
Holiday Detail
- Scheduling
Schedule Editor
Schedule Group MultiLine
Schedule Group Roll-up
Group Edit Results
Inbox
Reporis
Actions
+ Setup
Help
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Hyper Find Queries

Queries are the building blocks that are used to determine what type of information Users
can view when selecting a Workforce Genie. You can then use a query in conjunction
with a predefined Workforce Genie or a Report to further narrow the search for the
information.

Types of Queries

There are two types of hyperfind queries that can be used to assist Users in accessing
employee information in the Workforce Timekeeper application. The two types of
queries are:

e Public Queries
e Personal Queries

Public Queries

Public queries are available to all users who are granted rights to view reports or Genies.
Public queries appear in boldface text in the list box as options within the Show field in
the application. In the example below, there are numerous public queries available to the
user.

Pay Code Tatal
nnnnnnnnnnnn o

35:00 7.00

Personal Queries

The second type of query is called a personal query. A Personal Query is only
accessible to the individual who created the query. When a user accesses the list box
associated with the show field, any personal queries defined by the user will display in
regular text.

-17 -
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Reports

The Report component, which is accessed from the Workforce Timekeeper Navigation
Bar, enables users to select and run an existing report. When you run a report, the system
extracts data from the database and formats it in rows and columns as a report.

The Reports component provides a full listing of standard reports, all of which are sorted

into six categories:

Category Description Example Report
All Alphabetical listing of all standard Employee Currently
reports Earning Time Report:
lists employees who are
currently punched in or
earning time.
Accruals Information about accrual activity, Accrual Balances and
balances, and projections Projection Report: shows
(ETO, Vacation, Sick, Personal, accrual balances through a
Holiday) selected date including any
future scheduled time off.
Detail Genie Employee specific information, Time Detail Report:
available when you click the Reports displays punch, pay code,
launch icon from a detail Genie and transaction information
for individual employees.
Roll Up Genie Summarizes information by labor Hours by Labor Account
account or schedule group, available Report: details the total
when you click the Reports launch icon | hours by a specific set of
from a roll-up Genie employees based on their
primary labor accounts.
Scheduler Detailed schedule information, available | Schedule by Labor
when you click the Reports launch icon | Account: shows weekly or
from the Scheduler Editor monthly schedules for
employees sorted by their
primary labor accounts.
Timecard Time and attendance, accrual, and Exceptions Report: shows
schedule information, available when absences and exceptions
you click the Reports launch icon from | for selected employees for
an employee’s timecard a specified time period.
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Timecards

Pay Code List

Pay Codes Type Examples: When to use these pay codes

Absent No Pay Hours Employee did not work and shouldn’t be paid (No available sick time or ETO time)

Adoption Hours Hours Employee uses a specific amount of hours for Adoption as approved by the HR Dept.

Advance Pay Previously Paid Hours Employee paid hours prior to this Pay Period and should not be paid in the Current Pay
Period.

Blood Donor Hours Hours Hours granted to the employee for donating blood

Call In Hours Employee is Called In from Home to report to work while on scheduled On Call.

Certification Hours Hours for acquiring a Certification

Conference Outside Philadelphia | Hours Hours to attend a Conference Outside the city limits of Philadelphia

Conference On Campus Hours Hours to attend a Conference On the Jefferson Campus

Conference In Philadelphia Hours Hours to attend a Conference within the city limits of Philadelphia

EIB (Extended Iliness Bank) Hours Administered by HR after receiving approval from Matrix for an FMLA/NON FMLA Leave

ETO Scheduled Hours To be used when an ETO eligible employee schedules ETO time off according to
departmental policy

ETO Unscheduled Hours To be used when and employee does not schedule according to departmental policy. This will
show on the ‘Exception Report’ in Kronos

ETO FMLA Scheduled Hours Employee gives proper notice for their approved Intermittent FMLA.

ETO FMLA Unscheduled Hours Employee does not provide proper notice for their approved Intermittent FMLA

ETO Worker’s Compensation Hours Recorded for first 5 continuous calendar days an employee is absent due to work-related
injury.

Excused Absence No Pay Hours Employee’s absence approved ahead of time. (No available vacation or personal time)

Exempt Excess Hours Hours Exempt employee has worked in excess of their standard hours and HR has approved the
hours to be paid

Exempt Excess Hours Sft Hours Exempt employee has worked in excess of their standard hours and HR has approved the
hours and shift differential to be paid.

FMLA No Pay Hours Unpaid Hours charged to FMLA (Family Medical Leave Act)

FMLA Personal Hours Personal hours used to pay the non ETO eligible employee for their FMLA (Family Medical
Leave Act)

FMLA Personal SFT Hours Personal shift hours used to pay the employee for their FMLA (Family Medical Leave Act)

FMLA Sick Hours Sick hours used to pay the employee for their FMLA (Family Medical Leave Act)

FMLA Sick Sft Hours Sick shift hours used to pay the employee for their FMLA (Family Medical Leave Act)

FMLA Sick Family Hours Sick hours used to pay the employee for caring for a family member due to a FMLA (Family
Medical Leave Act)

FMLA Sick Family SFT Hours Sick shift hours used to pay the employee for caring for a family member due toa FMLA
(Family Medical Leave Act)

FMLA Vacation Hours Vacation hours used to pay the employee for their FMLA (Family Medical Leave Act)

FMLA Vacation SFT Hours Vacation shift hours used to pay the employee for their FMLA (Family Medical Leave Act)

Funeral Pay Hours Hours for attending a funeral of an immediate family member

Holiday Hours Hours paid for Jefferson approved Holidays

Holiday Shift Hours Hours paid at the Holiday Shift Rate

Holiday No Pay Hours Unpaid Holiday Hours

Holiday Premium Hours Hours paid at the Holiday Premium Rate

Holiday Premium SFT Hours Hours paid at the Holiday Premium Shift Rate

Holiday Premium Sft 15 Hours Hours paid at the Holiday Shift Differential Rate of 15% of the Hourly Rate of Pay.

Holiday Premium Sft 20 Hours Hours paid at the Holiday Shift Differential Rate of 20% of the Hourly Rate of Pay.

Holiday Worked (EX only) Hours Exempt employee works the holiday and defers the holiday to a later date




Timecards

Pay Code List

Pay Codes Type Examples: When to use these pay codes

Holiday Worked (EX only) Shift Hours Exempt employee eligible for shift differential works the holiday and defers the holiday to a
later date

Jury Duty Hours Hours to serve on Jury Duty

Military Hours Hours paid for Reserves or National Guard Training periods

On Call Hours Hours Hours paid for being On Call for a specific time period

Overtime Hours Hours paid at the Overtime Rate (1 % time hourly rate)

Paid Meeting Hours Hours paid for attending a Meeting

Personal Time Hours Hours paid using the employee’s available Personal Time

Personal Time Shift Hours Shift Hours paid using the employee’s available Personal Time

Regular Hours Hours paid at the Regular Hourly Rate of Pay

Shift 10 Hours Hours paid at the shift differential rate of 10% of the Hourly Rate of Pay

Shift 15 Hours Hours paid at the shift differential rate of 15% of the Hourly Rate of Pay

Shift 20 Hours Hours paid at the shift differential rate of 20% of the Hourly Rate of Pay

Shift OT Hours Shift Hours paid at the Shift Overtime Rate (1 ¥ times shift rate)

Sick Hours Hours paid using the employee’s available Sick Time

Sick Sft Hours Shift Hours paid using the employee’s available Sick Time

Sick Family Hours Hours paid using the employee’s available Sick Time to care for a family member

Sick Family Sft Hours Shift Hours paid using the employee’s available Sick Time to care for a family member

Suspended No Pay Hours Employee is Suspended from their job without Pay

Travel Hours Hours paid for Travel Time when employee is Called Back In to work

Vacation Hours Hours paid using the employee’s available Vacation Time

Vacation Sft Hours Shift Hours paid with the employee’s available Vacation

Workers’ Comp Sick Hours Hours charged to Workers’ Compensation when the non ETO eligible employee is out of
work due to a job related injury

Workers Comp TWD Hours Hours charged to Workers Compensation when the employee has returned on Transitional
Work Duty.

ETO Sch Union Hours 1199C Use Only — For employees who schedule ETO time three weeks in advance.

Additional $ Money This code only to be used with Human Resource approval

On Call $ Money Total amount paid for On-Call hours

Honorarium$ Money Total amount paid to compensate for Honoraria

Increase$ Money Additional amount paid for working jobs with different rates of pay

JCHP Adjunct$ Money Total amount paid to Adjunct Teacher

Moonlighting$ Money Total amount paid for services performed outside normal duties

Medical Transcription$ Money Total amount paid for medical transcriptionists

Shift Diff $ Money Differential due for working “Special’ shifts — Human Resource approval is required to be
given access to this code.

Uniform Allowance $ Money Total amount for Uniform expense reimbursements




Timecards

Pay Code List (Nursing Services Only)

Pay Codes Type Examples: When to use these pay codes
Class Hours Hour for attending a business required Class
Excused Absence No Pay Hours Excused Absence and employee shouldn’t be paid
High Premium Call Hours Hours assigned to a special “On Call” Rate used by Nursing Services
Hospital Acquired Disease Hours Hours paid for an excused absence due to hospital contamination
In Service Hours Hours paid while attending a training class
No Pay Hours Hours will not be paid.
One To One Hours Hours paid while assigned to individual Nursing assignments
Orientation Hours Hours paid while assigned to Nursing Orientation
Personal LOA No Pay Hours Hours for an approved unpaid Personal Leave of Absence
Suspended With Pay Hours Employee is Suspended from their job with Pay
T1 - $3.00 Hours Total Hours at specific Tier Rate for Pool Nurses
T1 - $4.50 Hours Total Hours at specific Tier Rate for Pool Nurses
T1 - $5.00 Hours Total Hours at specific Tier Rate for Pool Nurses
T1 - $6.00 Hours Total Hours at specific Tier Rate for Pool Nurses
T1-$7.50 Hours Total Hours at specific Tier Rate for Pool Nurses
T1-8.00 Hours Total Hours at specific Tier Rate for Pool Nurses
T1-$9.00 Hours Total Hours at specific Tier Rate for Pool Nurses
T1 $10.00 Hours Total Hours at specific Tier Rate for Pool Nurses
T1-$12.00 Hours Total Hours at specific Tier Rate for Pool Nurses
T1 - $15.00 Hours Total Hours at specific Tier Rate for Pool Nurses
Training Day Hours Hours paid for attending Training
Trauma Course Hours Hours paid for attending a business required Trauma Course
NS Tier Pay Money Total Tier Rate Amount paid for hours worked as a Pool Nurse




Timecards

Timecard Indicators and Colors

When viewing employee timecards, there are certain indicators that may display on the

timecard that can be used as queues when performing edits. A listing of these indicators with

examples can be found in the table below.

Indicator

Color Code

Description

Solid red cell

Indicates that there is either a missed In
punch or Out punch. Moving the mouse
over the cell will provide more information.

Red outlined cell Indicates that there is an exception to the
punch (Example: late in or early out).
Moving the mouse over the cell will provide
more information.
0P B Yellow box inside a cell Indicates there is a comment associated with
: the contents of the cell.
Red outlined cell Indicates that there is an exception
. =]
Yellow box inside cell associated with the punch and a comment
associated with the contents of the cell.
Red border around a date | Indicates that it is an
unexcused/unscheduled absence for the day.
Blue border around a Indicates that it is an excused/scheduled
Tue 1225 date absence for the day.
Mon 1728
[Tue 1728 | Absent | 8:00
Wef Excused|
Purple transaction Indicates the transaction was added to the
11:00Ph (Phantom Punch) timecard by the totalizer. If the cell is gray,
the transaction cannot be edited.
—accot |4 | X hefore a labor account | Indicates that the account is not the home
(1017201301102, labor account that is being indicated in the
transfer.
Date X after a date in schedule | Indicated that a transfer was made within
Sun 4115 in bottom of timecard the schedule
horn 4 6D
Tue 4117

Timecard

Last =

Gold bar at top of
timecard workspace

Indicates that edits have not yet been saved




Timecards

Timecard Indicators and Colors (continued)

If you place your cursor over the employee name, the system displays the employee’s Pay
Rule, Primary Account(s), and Standard Hours (daily, weekly, and per pay period).

2 Kronas Workforce Cetral[R) - Hicrosoft Internet Explrer

; Timegard
KRONCS O W rern s
Loaded: 10:464M ) )
LogOf Time Period; ELEA0MEE \v

Roper, A
Sme| Acions Punch  Amount  Accruals  Commy PayRule: N NB 40 0T 6O MEAL
Primary Account(s):
Date | PayCode = Amount In Shift | Daity (Cum..
"~ My Genies® 81301 07000 e

DLTS073OOA07A A0S A8 Trneed

DEH0 JEFFERSON UNVERSTY Contalles Ofce

on 42 Iatounts PayabigCCOLNTS PAYABLER ape anagenZe
Tue 4103

QuickFind
+ Timekeeping
+ Scheduling
(roup Edit Results

[nbox : —
Totals & Schedule | Acoruals | Audits
Reports ‘

Transaction Asitat Aecrual Code / ‘Bal.unSelec..l Units ‘

Actions
Bid Editor Account N Pay Code ‘Amuunt‘ Wages ‘

Sun 4

T | S| W
= R e et

Daily: 000 Waeky: 35:00 Per Pay Periat 0:00

+ Record Retention
i SEWP Date | StartTime = EndTime | PayCode = Amaunt
Help Bun 411
Mondf02 | G00AM A00PW




Timecards

Timecard Sample with Exception Messages

Early In
—over 6
minute
rounding
period

Bix

Late In -
: 18 Roper, Ann DEMO 013 with ) )
& 20T Cure FayPerod v exception
hours
Save | Actions  Punch  Amount Comment Approvals  Reports
Date Pay Code Amount In Transfer y In Transfer Out Shift | Daily |Cum..
&L, s -~/
CIETET 7z~ J/ Early Out
&L Man 205 1:00PM / 5.00PM —within 6
&L Mon 205 | Sick 400 / / minute 800
&L Tue 206 11004 5:00PM / .
&0 Tug 206 | Jury Duty 200 / roundlng 30 1530
& [, | Wed 207 004N 4557 | Lza0 1730 | 2300
&L Thu20s a5aM 5.00PM Missed 30 3030
& Fizng w04 B < Punch 300
&L st 1 0:00AM 1200PM 00 3230
@[ 51 [ \ 3230
&L Monanz B3R 5:00PM Late Out — 37 4007
2L Tuzans g Q00AM 0PN g 37 444
b el Ll e 15PN over 6 JHERT
e 5 | Vacalion 730 minute b 5244
L PG 1580 500PM rounding  fs gz
r period
Late In —over 6
minute rounding
period with
comment
Totals & Schedule rAccruaIs Wmmmemg |
Wl - Date Start Time | EndTime | PayCode | Amount
Bat 203
' Account “ Pay Code |Amuum| Sun 204
MANANATATNARANA Regular 4629 Mon 205 | Q0AM S00PM
HATANAMATNANANA Yacation 730 Tue M6 | O-00AM 50PN
HATANAMATNANANA Sick 400 Wed 2007 | -00AM 50PN
TATANAMATNANANA JuryDuty 200 Thu2i08 | G-00AM 50PN
Fri g B:00AM S00PM
Sat 210
Sun2m
Mon 212 G00AM 500PM
Tue 213 | B00AM 500PM
Wed 214 | 3.00AM 500PM
Thu2its | S00AM 500PM
Fri2ig 0:00AM 500PM




Timecards

Editing Timecards

This chapter builds on the time entry procedures and focuses on the additional administrative
tasks that the user may need to perform on employee timecards to ensure accuracy. Using the
Timecard Editor window, the user can perform edits and approve employee data on a daily,
weekly or pay period basis.

E To access the Timecard Editor window:

1. Select the Quick Find Genie on the Navigation Bar.
2. Select the Time Period you want to view.
3. Click the Find button at the top of the workspace.

A listing of active employees assigned to your home
labor account will display.

3 5
—_T
DEMO 016 AT AT Ay CUI
= T
DEwo 31 | NAMARARARANANA
DEMo T3 | NAnANANARANANA
Dwoia | NamanARARANANA
=
NNNNNNNNNNNNNNNNNNNNN
DEO TS | NamAmARARANARA
DEMo T8 | NAmARARARANARA
- = =

employee timecard.



Timecards

Pay Code Edits — Entering Unscheduled Time

Full Unscheduled Day Off

g To enter a Pay Code Edit for a Full Unscheduled Day, such as Sick
time or ETO Unscheduled:

1. Click the down arrow in the Pay Code column, and select the
appropriate time-off pay code in the drop-down list.

2. Enter the number of hours in the Amount column.

3. Click Save.

i Kronos Workforce Central(R) - Microsoft Internet Explorer

Timecard -
[EXCR AT Green, anita DEMO 014
Loaded: 1:38PM
aads Time Perios: (R aa |~

al
Save | Actions Punch Amount Comment Approvals  Reports

| Date Pay Code Amount In Transfer Out n Transfer Out Shift | Daiby Cumulative
| sun 1128

mon 1728 | sic w | 800

'I?ue 130 || Sick

Sick Family

Suspended No Pay
vacation

workers Comp Sick
Hours Worked

Hcllur's Worked with IOverr %
B s

Totals & Schedule | Accruals | Audits |

] p— Date Start Time End Time Pay Code Amount
Sun 1128
> Account |4 paycode |amount] Mon 1729 | B:00AM 430PM
Tue /30 | B.00AM 4.30PM
3
i4 start =€ 6 (M@ wbox-... | SAelackboa.. | g netray | & osborn, . | @ kronos T, Fwronos .. | /A Webxcha.. | A hitpifjeu... =i SOE e Lo



Timecards

Pay Code Edits — Entering Unscheduled Time

Partial Unscheduled Day Off (Example 1)

E To enter a pay code edit for a partial unscheduled day, such as ETO
Unscheduled or sick hours at the beginning of the shift:

1. Add a row by clicking the “Add Row” icon.

% Remember you cannot have punches in the same row as
amounts. Add a row by clicking the Add Row icon

2. Click the down arrow in the Pay Code column, and select the
appropriate time-off pay code in the drop-down list.

3. Enter the number of hours in the Amount column.

4. Click Save.

.....

1 Totals & Seheduie | Aceruals | Audis

I Date | StetTime | CndTime | PeyCode  Amoust
Fun 1728

13 Accunt A PayCodn | Amoum Mon 1028 | BOGAM FE

TRATUATARAMANATA Tue 00 | B00AM | 430PN




Timecards

Pay Code Edits — Entering Unscheduled Time

Partial Unscheduled Day Off (Example 2)

E To enter a pay code edit for a partial unscheduled day, such as ETO
Unscheduled or sick hours in the middle of the shift:

1. Employee punches at the beginning of the shift and punches out
when leaving the building for the appointment.

2. Employee will punch again when returning to work and then punch
out at the end of the shift. (See example below)

2 Kronos Workforce Central(R) - Micrasoft Internet Explorer

(] =
g Timecard
KRONOS LECR A1V Adarns, Jennifer n DEMO 027 n
Last Saved: 1:07PM
Log OF Time Period: KUEEAUIVEG] n

Save | Actions  Punch  Amount Accruals  Comment Approvals  Reports

Date Pay Code Amount In Transfer Out In Transfer Out Shift | Daily | Cum...
- My Genies® 2|l | saty31
QuickFind &0, | Sun 4101
+ Timekeeping &L, | Mon 4102 S00AM 10:00AM 100
+ Scheduling &L, | Mon 4102 (1 -00PM A00PM 400 |500 | 500
Group Edit Resulis  [(EAINgRERT}
Inbox
Reports
Transaction Assistant
Actions
Bid Editor
+ Record Retention
+ Sefup
Help Totals & Schedule | Accruals | Audts |
Al i Accrual Code / |Bal, on Selec.,  Units
Account N Pay Code ‘Amnum‘ Wages‘
{03075060M3075060/NADID3075060A  Regular 500

Date StartTime | End Time Pay Code  Amount
8un 401
Mon 4102

S:00AM 00PN

(—— -
istat CEGE T/@: 3 Jeftetp | B ronosT.. | O Krones T,

Kranos ... Vicrasoft,, | % Fay Ruls.., EiipByO4h trm
D
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Timecards

Pay Code Edits — Entering Unscheduled Time

Partial Unscheduled Day Off (Example 2) - continued

Add a row by clicking the “Add Row” icon.

Click the down arrow in the Pay Code column, and select the
appropriate time-off pay code in the drop-down list.

5. Enter the number of hours in the Amount column.

6. Click Save.

2l Kronos Workforce Central(R) - Microsoft Internet Explorer.
—

. Timecard
KRCEICS LETEE R L Adams, Jennifer w §DEMO 027 | NS
Log Off E Last Sase: 14360 Time Period: QUEETSGEsEIC] -

Save | Actions  Punch  Amount  Accruals  Comment  Approvals  Reports

Date Pay Code Amount In Transfer out in Transfer out | shift | Daity |Cum..
- My Genies® L, | sataat
QuickFind L | Sun 4ol
+ Timekeeping L, | Mon 4/02 3:00AM 11 0:00AM 1.00
+ Scheduling L, | Mon 4/02 [1:00Pm 5:00PM 400
Group Edit Resulis Mon 402 |5 w200 ., 700 | 7:00
Inbox i Tue 403 ﬂ \
Reports / \
Transaction Assistant 5
Actions Totals & s»tfue | Aceruals | Audits |
Bid Editor —
+ Record Retention All i Accrual Code / |Bal, on Selec.)  Units
# S »/ Account |4 Paycode [amount wages |
Help / J03075060/03075060MNAI0/030750604  Sick 200
.J03075080/030750B0MNAID3075060A  Regular 500 = e | i [ (s [
3 Bun 401
Mon 4102 | 9:00aM :00PM
i4 start EE G 2 Sent Ite... A Bladdoa... 3 JefftetP.. | B KronosT.. | G KronosT..  BKronos.. | (D Microsoft.. | A PayRule... AN o O B

% Remember you cannot have punches in the same row as
amounts. Add a row by clicking the Add Row icon
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Timecards

Adding Employee Punches

Sometimes it is necessary to add a punch to an employee timecard. For example it may be
necessary to add a punch if an employee forgot to punch for the shift or lost a badge.

E To Add a Punch to an employee timecard:

1. Place your cursor in the first “In”” Cell that corresponds
to the day you want to add the “In”” punch and enter the
“In’” time for the shift.

% Remember to enter AM or PM after the time.

2. Place your cursor in the first “Out” Cell that
corresponds to the day you want to add the “Out”
punch.

% Remember to enter AM or PM after the time.

3. From the Menu Bar, select Save.

My Timecard
Last Saved: 10:51AM Hame &1D:  |Peters, Samuel J

Time Period: | Current Pay Period

Save | Actions Punch Amount Accruals Comment Approvals  Reports

Date Pay Code  Amount In Transfer Out In Transfer | Out | Shift | Daily | Cumulative

& L, | Sun 907

& | Ly | Maon 908 B:00AM 5.00PM 830 | %30 | 830

& | Ly | Tue 9i09 2004 5:00F M 30 | 830 |[17:.00

& (L | WWed 910 B:00AM 5.00PM 830 | 330 | 2530

& |Gy | Thu 9i11 5004 5:00F M 830 | 8:30 | 34:00

& |G | Frignz 2004 5:00F M 830 | 8:30 | 4230

& |0, | 5ata3 42:30

& |G, | Sun9/14 1 2 42:30
&L, | Mon 815 > L
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Timecards

Editing Employee Punches

In addition to adding punches to an employee timecard, you may also have to edit the
existing information that appears on an employee timecard. Depending on the information,
there are different ways to edit timecard data.

E To Edit a Punch in or out time:

1. Place your cursor in the cell that requires the edit to the “In” time or
“Qut” time and enter the new punch time.

% Remember to enter AM or PM after the time.

2. From the Menu bar, select Save.

- Kronos Workforce Central(R) - Microsoft Internet Explorer

-
- Timecard
KRONOS LETEEY LR Carter, Pete DEMO 011
Last Saved: 3:26PM
Log Off estoacs UELEL LR /0512007, Specific Date -

Save | Actions  Punch  Amount Comment Approvals  Reports

edule

aduls Peopls

Dite | PayCode | Amoutt | n | Transfer | Ouwt | In | Transfer | Out | Shift | Daily |cum.. |

- My Genies® ol | Kims | [zoor] | 1131PM| | | |
QuickFind

- Timekeeping

Pay Period Close
Reconcile Timecard 2
Holiday Detail

+ Scheduling

Group Edit Results 1
Inbox

Reports

Actions
+ Setup

Help

Totals & Schedule | Accruals | Audits |

Date | StartTime | EndTime | PayCode | Amount |
Frit/0s  [300PW [ 1130PM | | |

» Account |4 Paycode [amount|

Jebotp.. A kroros. .

< L B g, szern
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Timecards

Automatic Meal Deduction

The Jefferson Electronic Time and Attendance System has been configured to automatically
deduct the amount of your daily scheduled meal break. This deduction will occur after the
employee has worked 5 consecutive hours within the shift.

Example #1: Pete Carter is scheduled to work 3:00 P.M. until 11:30 P.M. with a 30 minute
meal break.

A Kronos Workforce Central(R) - Microsoft Internet Explorer

KRONOS pinsec LEIACRA VA Carter, Pete DEMO 011
Loaded: 2:30PM
Log Off oade QAR 1005/2007, Specific Date -

Change Password Save | Actions Punch Amount Comment Approvals Reports

| | pate | PayCode | amount | in | Transter | oOut | In | Transfer | owt | shift | Daity [Cum.. |
- My Genies® &L, | Fritng [EST RN [200 [&00 800 |
QuickFind
+ Timekeeping
+ Scheduling
Group Edit Results
Inbox
Reports
Actions
+ Setup
Help

Totals & Schedule rm:nruﬂls Audits |

ol o Date | StartTime | EndTime | PayCode | Amount |
Fri1ms | Z0OPM  [11:30FM | | |
Account 7{ Pay Code | Amaunt|
NAINAINAINATATNATNA Regular 800
NAINAINAINATATNATNA Shift 10 00

Employee worked 8 %2
hours but the 30 minute
meal break was
automatically deducted
from the timecard totals

Regular Hours: 8:00
Shift 10 Hours: 8:00

[ tetray S Osborn, .. | ChKronosT... | Bkronos.. | ) Webkcha.. | P httpiffeu.. | B S B A8 2meH

/4 start ol - ? [Blibox-... | -2 blackboa..

-14 -



Timecards

Automatic Meal Deduction (continued)

Example #2: Pete Carter is scheduled to work 3:00 P.M. until 11:30 P.M. with a 30 minute
meal break. He starts his shift at 3:00 P.M. but gets sick and punches out at 6:00 P.M. Pete
did not work 5 consecutive hours in his shift so the 30 minute meal deduction did not occur

on his timecard.

2 Kronos Workforce Central(R) - Microsoft Internet Explorer,

[E ==
3 Timecard
KRONOS (PN EA A Carter, Pete DEMO 011
Last Calculated: 2:52PM _ .
Log OFF NIGREE T 10042007 Specific Date fiot

Change Password Save | Actions  Punch  Amount Comment  Approvals  Reports

Date | PayCode | Amount | I Transfer ot | In Transfer out | shift | Daiy [cum.. |
- My Genies® &L, | Thu /4 | 3.00PM Go0PM | | 300 [300 [300 |
QuickFind
+ Timekeeping
+ Scheduling
Group Edit Results
Inbox
Reports
Actions
+ Setup
Help

Totals & Schedule ”Accruals Audits ‘

All ¥

Date | StrtTime | EndTime | PayCode | Amount |
Thul4 | 300PM | 1130PM | | |

} Account “ Pay Code ‘nmuum‘

MATATATATATNANA I Regular 300

Employee worked 3
consecutive hours which is
less than the 5 consecutive
hours required so the 30
minute meal deduction
was not taken.

Regular Hours: 3:00

iJstat Z @& G # (@ ibox- .. | BBlacboa.. | g Intray o Ostorn, .| O Kronos T,

A Fronos .. 7 Webkcha... | 7 httprijeu... E:@ADSG b 25
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Timecards

Adding a Meal Break Punch

Some departments require that employees punch when they begin and end their meal break.
When this occurs the Jefferson Electronic Time and Attendance System will utilize the
second set of “In” and “Out” cells that appear on the timecard to record the meal break time.

% If an employee forgets to punch for a meal break,
the user should perform this edit on the employee
timecard.

% When adding a meal break punch to an employee
timecard, it is important to remember that the
timecard for the applicable day already contains
data in the “In” and “Out” fields. This data
references the “In” and “Out” punches for the

worked shift.

A Kronos Workforce Central(R) - Microsoft Internet Explorer 9=
Timecard Pete M Peapl Reports E]
Last Calculated: 10:16AM ; |v i @

Si\“ ‘\ “c“::: Tm::;t:u:;m\“m Amount | ® [ Trxng:er [ ot | i | Transter [ ouwt | shit | Daily [cum... |
B||# |5 monims | | z00Pm | | oopm | 7moPm | | 11:30Pm |00 |m00 |E00 |
1. “In-Punch” 3:00 P.M. (Start of Shift)
2. “Out_Punch” 7:00 P.M. (Start of Meal Break)
3. “In-Punch” 7:30 P.M. (End of Meal Break)
4. “Out-Punch’ 11:30 P.M. (End of Shift)
Totals & Schedule | Accruals | Audits |
- T A e i |
A i
"7y start =€ 6 > 18] Inbox - Microsoft Out... | m% Osborn, Maryann - F... | ‘3 Blackboard Academic .. 2 Kronos Workforce C=... | O Krenos Training - Dra.. | @ EDS Y, e 115

-16 -



Timecards

Canceling a Meal Deduction

If an employee worked through the meal break or did not take a meal break for the day, that
meal break time must be added back to the total worked hours. Some users have the ability
to cancel a meal deduction for an employee for a specific shift.

% Meal deduction cancellations should only be
performed on the last “Out” punch of the day.

E To Cancel a Meal Deduction from an employee timecard:

1. Place your cursor on the “Out” cell that corresponds to
the punch that you want to edit.
2. Double Click on the “Out” cell and the “Edit Punch”

window appears.

Save | Actions Punch  Amount  Accruals Comment Approvals  Reports

7‘\ Date PayCudq Amount In Transfer Out In Transfer L] Shift Daily i

@ |0 | SINQT | P

@ |, | Mon /07N 8:004M 5:00PM rd 8:30 | 8:30 | 830

& | Ly | Tue Q09 5 2:00AM S:00FPM 8:30 &:30 17:00

& | L | Wed 910 8:00AM 5:00PM 8:30 8:30 25:30

& I'.; Thu 8i11 8:00AM S:00P M 8:30 8:30 34:00

& | Ly | Frignz 2:00AM S:00FPM 8:30 &:30 42:30

& | | Satanz 42:30

& |0 | Sun 914 42:30

& | Ly | Mon 9rs

3. In the field labeled “Cancel Deduction”, select the
applicable meal deduction rule from the drop down list
that you wish to cancel.

4, Select OK.

<=8 Edit Punch >=|

Date: T 312001

Time (hhomm): 9:00A8

Rounded Time: 07 :34/2001 9:00AM GRT-05:00

Time Zone: |Eastern -

Owverride: [tn Punch -~ 3
Cancel Deduction: | =MNone= Y
Transfer: 101/201:301 /405501
Exception: Punch has No exception
Comments: Punch has no comme ot
ﬁ
4 oK Cancel Help

[1ava applet wwindow

5. From the Menu Bar, select Save.
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Comments

Comments are brief descriptions or phrases that are used to provide more information about a
timecard punch. Comments can be added to a punch as needed. The comments which Users
can select have been predefined in the Jefferson Electronic Time and Attendance System.

% Timecard Edits require that a comment be attached to document
the reason for changing the employee’s timecard.

Comments
Badge Not Recognized

Department Shortage

Early Dismissal

Forgot Badge

Forgot to Punch

Funeral — Brother

Funeral — Daughter

Funeral — Father

Funeral — Grandparent

Funeral — Mother

Funeral — Sister

Funeral -- Son

Funeral — Spouse
Historical Edit
Intermittent FMLA
Lost Badge

New Hire Orientation
No Show — No Call
Out of Office

Supervisor Approved

Supervisor Approved — Employee Counseled

Termination not Processed

Transportation Problem

Weather Emergency
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Comments -- Attaching Comments to an Employee Punch

g To Add a Comment to an Employee Punch:

1. Place your cursor in the cell where you want to attach a
“Comment™.

2. From the Menu Bar, select “Comment”.
The “Add Comment” window appears.

3. Highlight the “Comment™ that should be associated
with the punch.

4. Click OK.

% You can select multiple comments by holding down the CTRL key
while highlighting the applicable comments.

% The cell on the timecard will contain a yellow icon indicating a
comment is associated with the punch.

Deleting Comments from an Employee Punch

Once a comment is associated to an employee punch, the comment can be deleted by
selecting the comment in the comment tab and confirming the deletion of the comment.
Once the comment is deleted, the yellow icon that was associated with the comment will
disappear.
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Moving Pay Code Amounts
Sometimes it may be necessary to move an amount (dollars or hours) from one pay code to
another to correct a discrepancy or to account for something unexpected.

Suppose, for example, that in reviewing an employee timecard you notice that 8 hours of
time is allocated to a pay code for Jury Duty. This comes to your attention because you
know that you did not have anyone out for Jury Duty this pay period. When you ask the
employee you discover that it was actually 8 hours of Personal Time. In order to make this
correction on the employee timecard, you will have to move the 8 hours from the Jury Duty
pay code to the Personal Time pay code.

E To Move Pay Code Amounts:

Place your cursor in the cell that corresponds to the
“Pay Code Amount” you wish to move.

From the Menu Bar, select Amount>Move.

The “Move Amount” dialog box appears.

1. In the field labeled “Pay Code”, select the correct Pay
Code from the list box.

2. In the field labeled “Amount”, enter the correct
amount.

3. In the field labeled “Effective Date”, enter the correct
date

4, In the field labeled “Transfer”, enter the account code
transfer if applicable.

5. In the field labeled “Comments”, enter a comment if
applicable.

6. Click OK.

Hen

From the Menu Bar, select Save.

% The Moved Pay Code Amount displays in the
Moved Amounts Tab in the timecard totals
section of the timecard.
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Calculating a Timecard

There are times when you edit punches or amounts on an employee timecard and it needs to
be calculated so you can review the changes before saving the timecard.

g To Calculate a timecard:
1. From the Actions menu, select Calculate Totals.

Timecard

Loaded: 12:47F i . Eillinge, Thomae = l:l {r::. {:t} T of 10

Time Period: | Cutent Pay Period

Save | Actions Punch Amount Accruals Comment Approvals Reports

L‘S Refresh amount | In Transfer Out In | Transfer | Out

2

@ | Calculate Totals

% After the employee’s timecard is calculated, the timecard
totals in the Totals and Schedule tab will change.

When you select this option, the system recalculates the timecard so that accurate totals are
displayed on the employee timecard. Review the timecard totals and then Save.

g To Save a timecard:

2. From the Menu bar, select Save.
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Account Code Transfers

Users can perform transfers so an employee’s hours within the same Company can be
charged to a different account code that is not an employee’s primary labor account. The
transfer can be for the entire shift, a portion of the shift or the total hours for the entire pay
period.

% NOTE: Account Code Transfers must be processed
within the same Company.
(Cost Centers are also known as Account Codes)

E To perform a Labor Level Transfer (account code):

1. Place your cursor in the Transfer cell that corresponds
to the hours that will be transferred to another account
code.

2. Select the drop down arrow to display the information
in the list box.

3. Select the Search option.

Timecard

Name & ID: [ n DEMO 016
Loaded: 8:41aM

Time Period: (e EINGE LB -~

Reports

@

ave | Actions  Punch  Amount Comment Approvals

Date Pay Code Amount In Transfer s out In Transfer out Shift | Daity c
enies® & |L, | 3at1/06 yd
&L, | Sun1/07 S
2 |L, | Mon 1708 9:00AM E! ~ | s.00Pm 7:30 | 7:30 | 7:30
Pay Period Close |G, | Tue 1709 G:00AM | TJU/D3075100/03075060/0307 5060/ | 5.00Ph 730 | 7:30 [ 1500
Reconcile e @ |0 | wied 1710 9:008M 10307507 0ur sooem | 3 730 |7:30 | 2230
Holiday Detail &[G [ Thu 111 8:00AM Search... . ”ﬁr 730 | 7:30 | 30:00
+ Sched @ [0 | Fri1nz wacation 7130 <« 7:30 | 37:30
Group Edit Results &I, || E=AD T
Inbox & |L, | sun 114 EEEED]
Reports @ |G | Mon 1115 9:00AM 5:00PM 7:30 | 7:30 | 4500
Actions £ L | Tue 1118 9:00AM 5:00PM 7330 | 7:30 | 52:30
+ Setup @ L, | wed 117 9:00AM 500PM 730 | 730 | B0:00
Help €L | Thu1ns 9:00AM 500PM 730 | 730 | 6730
2|0 | Fritig 9:004M S:00PM 7330 | 7:30 | 75:00
Totals & Sehedule | Accruals | Audits |
I p— Date Start Time End Time Pay Code Amount
Gat 1/06
Account |4 Paycode |amount Sun 1707
TAIATATMATMATMAMA Regular 67:30 Won 1/08 3:00AM 5.00PM
IMAIMATATMATMATMAMA Vacation 7:30 Tue 1108 3:00AM 5.00PM
Wed 10 | 9:00AM 5:00PM
Thu 111 5:00AM 5:00PM
Fri112 9:00AM 5:00Ph
Sat1/13
Sun 114
Mon 1115 9:00AM 5:00Ph
Tue 1116 9:00AM 5:00Ph
Wed 117 | 9:00AM 5:00Ph
Thu 1618 9:00AM 5:00Ph
5:00Ph
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Account Code Transfers (continued)

The Select Transfer dialog box appears.

4. In the section of the window Labor Account, type the entire account
code in the “Name or Description” box.

5. Click Search
6. Click on the new account code in “Available Entries” box
7. Click OK

3 Kroi

KRONOS fimecard [Pl Cc . Proston
Loaded: 10:38aM

LUTCLEE Current Pay Period

Save | Actions  Punch _Amount  Comment _ Approvals  Reports

Date Pay Code Amaunt in Transfer out in Transfer out Shift | Daily Cumutative
2|, | sat1/s
|G [ sun 107
o 2|5, | mon 1/08 9004 ~ | 5.:00Pm 730 | 730
Pay Period Close 2|5, [ Tue 1708
Reconcile Timecard 2 |C, [wed 110
2|5 [Thuir1 Job
|5 [Finz s ae | Go To:
2|0 [sat1nz
2|5 [sun1na
2 |G [mon 115
2|5, [Tue 1116
2 |G [wea 1117
2|5 [Thuins
2|5, [Fri1ng

Labor Account

Totals & Schedule Hame o, : Clear Account
03075100 Search =

© company

) ADMIMISTRATION 1D
) DEPARTMENT 1D

® ACCOUNT CODE ID
© J0B CODE

) RECORD HO

) GROUP ID

Available Entrie:
03075100,CONTROLLER'S ADMINISTRATI

NAMANATA
NAMAN AT

/

Work Rule

[=Rone> =

Selected Transfer

oK Cancel Refresh Help

Java dpplet Window

-

Timecard View after Account Code Transfer

KRONOS' N Coron. Proston

Curront Pay Ponod —

Loa ofF

My Gentex® =5
& [ sun 107
[y [ mor 1708 SoAM | mosorsioon | 50m T BT T
|6 [Tim o nnam “nnew Tan Fan Tran
2 e weainia 5.00AM Sa00rm 730 730 2230
ARG o:00AM Swoorm .30 .30 30:00
= |inan2 | vacanen | esu rau a0
=6 [sating o
=5 [sun i 736
&1 mon s EETTT] EXTa) T BT o6
>y [Tuw ate 5 coAM s.00Pu 736 26 256
2o weaint o nnam “nnew Tan Fan S
26 [Thu s S 00AM Sa00Fm 730 730 730
PARGIEERH o:00AM S:o0rm .30 .30 7500
1otale & Schedule | Accruale | nuane |
- 5 et time | tnatme | peyGeas | ameum
artin
— emunt |« chrl@\ Sun 1407
O NANATNAID S0 TS |0 OANATNATNA Reuiar 73 Mon 1700 | 9:00AM s:00rm
[N omn | GBGD No ros | o e
MIATANANATAIANA Vioalion | 7.30 TG [ e
i iri1 | coam s-o0em
S —— Friirz 2:00am =-00Pm
Saiins
EITRTIES
i AR | AT e
R I H Tue 1416 2:00AM 5:00mM
egu ar Rours R s:00Pm
Tho 1715 wruunm ouuEm
LT 5 00am s-o0em

transferred to Account
Code “03075100”
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Add Historical Edits

A Historical Edit is a tool to be used to adjust an error or pay code from a previously signed
off pay period in the Kronos system. For example, an employee had requested a
ETO/Vacation day to be paid in the previous pay period. The timecard was approved and
signed off without entering the ETO/Vacation day in the Kronos system. If the employee is
able to wait for the ETO/Vacation day until the next pay check, the department administrator
would then sign into the Jefferson Electronic Time and Attendance system and make the
historical edit.

In order to pay an employee in the current pay period for a vacation day not paid in the
previous pay, perform a historical edit as follows:

From the navigation bar:
1. Select the Employee’s timecard in the Current Pay Period
2. Select Amount from the menu bar tab
3. Select Add Historical Amount from the drop down list

Screen before Adjustment

2 Kronos Workforce Central(R) - Microsoft Internet Explorer

8 =
g Timecard
KRONOS [TEXSCE AN Cofen, Preston DEMO 016,
Loaded: $:14AM . .
Log OFF A TCLENTEY Current Pay Period -
s ofs

we | Actions  Punch  Amount ¢

©
g

Date Pay Code out In Transfer out Shift | Daily | Cun...
~ My Genies® 2 |L, | Sat1/06
QuickFind & |L, | Sun 1i07
~ Timekeeping 2|0, | Mon 1/08 3.00AM 5.00FM 730 |7:30 | 730
Pay Period Close [|Eg{eRITEREE 9.00AM 5.00P W 730 [ 730 1500
Reconcile Timecar||CASRACEREL] @004 500PM 730 | 730 |zza0
Holiday Detail @ |L, [ Thu 111 004N S:00PM 730|730 |amm
¥ Scheduling 2|0 [Fi1H2 | vacation | 7:30 730 | 3730
Group Edit Results @ |5 | Sat113 37:30
NBae 2L [sun1ns 3730
Reports & |L, | Mon 1115 G:00AM 5:00F wt 730 | 730 | 45:00
Actions 2|0 | Tue 18 9.00AM 5:00F M 730|730 | 5230
Hsetip @I lwen 1z annah A nneu 7an | 7an ernn 1]
Help Totals & Schedule | Accruals | Audits |
A = Date Start Time End Time Pay Code Amount
Sat 1/06
Account |4 Paycode [Amount| Sun 107
INATAIN AN ATIAIMATN A Regular B7:30 Mon 1/08 :008M A00FM
NATAIN AT ATAIMAT A, Wacation 730 Tue 1/09 Q:00AM 500PM
Wed 110 | 8:00AM £00PM
Thu 1411 a00AM 500PM
Fri1i2 4:00AM 5:00PM
Sat1/13
Sun 1014
Maon 1116 9:00AM 5:.00FM
Tue 1116 9.00AM 5.00FM
ied 1117 9:00AM 5.00PM
Thu1/18 9.00AM 5.00PM
Fri1ng 9:00AM

Coo O historical Edtsa -, | O Historical Edts3-... CLEAES R aEan



Timecards

A new Window Box will appear (Add Historical Amount) to use for processing the
adjustment. Follow these steps.
1. Click on the Historical Date drop down box and select the historical
date from the calendar (actual adjustment date).
2. Select which Pay code you want to add from the drop down.
3. Enter the Amount of Hours you are adjusting in the next field.
The effective date of the adjustment is very important if you intend
for the adjustment to be paid in the next pay check;
Enter the Current Pay Period End Date.
Select Include in totals for effective date
Select the Comment (Historical Edit)
Click OK.
. Select Save from the menu bar
By following these steps, the historical amount you processed will be included in the
employee’s next regular payroll payment.

N GA

Sometimes you will need to make a Historical Adjustment to the employee’s timecard that
will require an “Off Cycle” check. In this case, follow steps 1-4 from above. If the employee

requires an “Off Cycle”, DO NOT CHECK the Include in totals for effective date (5). By

checking this, the historical edit is made, but the adjustment will not be included with the
current pay period. Click OK. Contact payroll with the proper off cycle documentatio

KRONOS' mee ; dule
Loaded: 11:33AM - 3

Luy O

@
H

we | Actions  Punch  Amount Comment  Approvals

\

Date Pay Code Amount In Transfer Out In Transfer Out Shift_| Daily/Cum...
Sat1/20
Sun 1521
Won 1722 9:004M 5:00PM 30 | 730 | 730

~ My Genies®
QuickFind
- Timekeeping

Pay Period Close Tue 1/23 9:00AM 5:00PM 730 |7:30 | gafio
Wed 124 G.00AM 6:00P M 730 |73 22:30 4
Thu 1/25 9:004M 5:00PM 7:30_f 30 | 3000

Fri 1126 9:00AM 5:00PM A D

Reconcile Timecar|

Holiday Detail

+ Scheduling
Group Edit Results
Inbox

\

BB BB BB HL BB
R R R Rl R A R R R A

Sat 1727 37

Sun 1628 43 Add Historical Amount E3] 7:a0
Mon 1/29 37:30
Tue 1730 37:30

Reports
Actions =
+ Setup 21T [whtad 1031 = Historical Date: [111 872007 -~ a7an
Totals & Schedule Accruals Audits g
Hele L ‘ * Pay Code:
= = Time Pay Coge— Amount
% mmount (hhemm): [e:00
Account
NATATNANATIATANA ronater: [ A'/ M
* Effective Date: 20262007 -~ L}
= 5
] Include in totals for effective datgg
Include in totals for effective
M
[ ] impact Aceruals
Comments...
= M
» OK Cancel Help Ti—
0 — | 6
M T
Java Applet Window

[ M3 Historical Edits3 - Micr...

K E v ARy £ 1137
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Below the Timecard, in the lower left you will see a number of tabs. These enable you to
view actions to the timecard. The tab at the lower left labeled Historical Amounts will
display information about the historical edit.

Select this tab and you will see all the information regarding the historical edit made to the
employee’s timecard.

7 Kronos Workforce Central(R) - Microsoft Internet Explorer

KRONOS'

Log Off

Timecard

Loaded: 11:33AM

Mame & ID:

n, Preston

DEMO 016

Time Period:

Current Pay Period

Save | Actions  Punch  Amount Comment Approvals

Reports

Date PayCode | Amount in Transfer out n Transfer ow | shint | Daity |cum...
- My Genies® @ |, | sat1/20
QuickFind 2|0, | sun1i21
- Timekeeping &L, [ mon 1122 5.004M 5.00F M 730 |730 | 730
Pay Period Close || -SSR -REwi} 9:00AM S:00P M 7:30 (730 |15:00
Reconcile Timecar||CAME LR 9004 5:00PM 730 | 730 | 2230
Holiday Detail 2|0, [ Thu1rs 3:00AM 500PM 7:30 | 7:30 | 30:00
+ Scheduling 2L, [Fri1ie 5:004M 5:00F M 730 |7:30 | 370
Group Edit Results ||l ANRGEtEDS G
Inbox 2|0 | Sun 1128 37:30
Reporis @ |L, | Mon 129 730
Actiora 2|0 Tue 1130 3730
Hseiip &1 lnian 1021 e NG ar-an 5
Help ™ Totats & Sehedule | Aceruals | Audits{ | Historical Amounts | )
AN V4
v
o | Mames | | e | vt | roreme | poces | Mot | comments

2jo2r2007 111872007 Histarical P. Vacation 8:00

| R historical Edits3 - Micr...

KLU B ARG A 1A

% NOTE: When using either type of Historical Edit, it is
important to note that the Current Account Code will be
charged unless you perform an Account Code Transfer, or
designate a different Account Code on the “Off-Cycle”
Request Form. If the Account Code charged between the
original pay period and the pay period in which the
Historical Edit is performed is different, you may need to
perform an Account Code Transfer.
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Move Historical Edit/Submitting an Hours Adjustment Form

A Move Historical Edit is a tool to be used to adjust an error or pay code from a previously
signed off pay period in the Jefferson Electronic Time and Attendance System. For example:
an employee had requested an ETO Scheduled/Vacation day off. The day was paid as an
ETO Unscheduled Day/Sick. The department Timekeeper or Editor would then sign into the
Jefferson Electronic Time and Attendance System and make the Historical Edit.

In order to correct this transaction, perform a Historical Edit as follows:
From the navigation bar:
1. Select the Employee’s timecard in the Current Pay Period

2. Select Amount from the menu bar tab
3. Select Move Historical from the drop down list

Screen before Adjustment

b/~ Kronos Workforce Central(R) - Windows Internet Explorer.

J @ | higicoeusfirarparts 9| 42| %] |8 e e I

File Edt View Favorites Tods  Help
e Favortes | 5 2 FresHotmal €| Jefferson Pule Campus Portal | Jeff-IT News Center | My Yahoo! & Thomas Jefferson Universiy | Thomas Jsfferson Universt... £ Yahoo! | Vahoo! Buokmarks £ Yahoo! Downloads ] Yahoal Ml

: - 4 »
& Kronos Warkforee Centralif) v B me v Pages Safety- Todse @

3 Timecard "
KRONOS {TCEA VI Caren, Preston 0000002 Timecard Soheduls People  Reports @
& an 0
EatSascd Lo QIO Current Pay Periad |- '_U @ @) g)

Log OFf

Change Password Save | Actions  Punch  Amount Comment Approvals Reports

Date Pay Code Amount In Transfer Out In Transfer Out. Shift | Daily |Cum...
= My Genies® 2 |L, | sat1008
QuickFind £ (L, | Sun 10007
+ Timekeeping @ |L, | Mon 108 9.004 5:00PH 700|700 | 7.00
+ Scheduling & |y | Tue 10109 9.0040 5.00PH 700|700 1400
Group Edit Results || EA[SKERLI 9:004M 5:00PH 700|700 | 2100
Inbox & |, | Thu 1011 9:004M 5:00PM 700|700 | 2800
Reports @ |G [Fritn2 | sick 7.0 7.00 | 3500
Actions @I, | sat 1013 3500
+ Satup &L, | sun10i14 3500
Help & |L, | Mon 1015 3500
& |, | Tue 1018 35:00
@ |L, | Wed 1017 35:00
@ |y | Thu 1018 3500
&L, | Fritng 3500

Totals & Schedule | Aceruals | Audits

Date Start Time End Time Pay Code Amount
Sal 10/06
» Account |4 PayCode [Amount] 5un 10/07
75060030750G0005068/0TRANEEA  Bick 700 o 10708
750600307T50G000G06I0TRANEEA  Regular 2800 Tue 1009
Wed 1010
Th 1011
Fri0i2
Sat 1013
Sun 104
Mon 10115 i |

All »

Jim|

8 Localintranet 4 Rioon v

Cione.
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A new Window Box will appear (Move Historical) to use for processing the adjustment.

Follow these steps:
1.

2.

P w

©o~No O

Select which From: Pay Code (EIB/Sick) you want to add from the
drop down box.

Select which To: Pay Code (ETO Scheduled/Vacation) you want to
add from the drop down box.

Enter the Amount of (hh:mm) you are adjusting.

Do not check off any boxes — the employee was already paid for these
hours.

The Effective Date is the last day of the Current Pay Period.

The Historical Date is the date the error occurred.

Select the Comment (Historical Edit) and click OK.

Click OK.

Select Save from the menu bar.

By following these steps, the transaction that was processed incorrectly will be corrected

right in the system.

You now need to process a Hours Adjustment Form to add the accrued hours back (EIB
/Sick) and to remove the accrued hours from the correct balance (ETO Scheduled/Vacation)
in the PeopleSoft system.

i Z Kronos Workforce Central(R) - Windows Internet Explorer

[

G- [l

.,‘.',x ‘p‘..

File Edt %iew Favorites Tools Help
T Favorites

(& kronos Workforce Central(R)

: i ] FreeHotmal £ Jefferson Pulse Campus Porkal ] Jeff-IT News Center | My Yahoo! £ | Thomas Jefferson University & Thamas Jefferson Universit... £ | Yahoo! # | Yahoo! Bookmarks 2 Yahoo! Dowrloads € | Vahoo! Mai
-8

5 - Pager Safety+ Took+ @r

Timecard

KRONOS'

Last Sa

Log Off

202PM

Name & ID:

Caren, Preston 0000002
QLT Current Pay Period |>

‘Change Password Save | Actions  Punch Amount Comment Approvals  Re
Date  |PayCode| Amount| In | Transfer | Out I Transfer Out | shift | Daily Cum..
- My Genies® 2 |L, | Bat10/08
QuickFind & L | Sun10/07
+ Timekeeping @ |L, | Mon 10/08 A 5.00FM 700 | 700 | 700
+ Scheduling @ L, | Tue 109 A 5.00FM 700 |7:00 | 1400
Group Edit Results (| EA[IETERII A 5:00FM 700 | 7:00 | 2100
Inbox 20| Thutoi1 A 5.00PM 7:00 | 700 | 28:00
Reports 2L Fritnz [sick | 700 700 | 3500
Actions 2| gat1003 3500
+ Setup 2L sun104 3500
Help & L | bon 10115 3500
& |0 | Tue 1016 35.00
2L, | Wed 1017 35:00
£ L Thu 108 35:00
2L | Frit0ns 35:00
™ rotais & Schedule | Accruals | Audits | Historical Amounts |
| e e e L e e
10192012 104212012 Historical P Sick vacation  7:00 {paid) Historical Edit
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Move Historical Edit/No Hours Adjustment Form needed

A new Window Box will appear (Move Historical) to use for processing the adjustment.
Follow these steps:
1. Select which From: Pay Code (Regular) you want to add from the
drop down box.
2. Select which To: Pay Code (ETO Schd/Unschd/EIB/Sick/Vacation)
you want to add from the drop down box.
Enter the Amount of (hh:mm) you are adjusting.
Check off box to include in totals.
The Effective Date is the last day of the Current Pay Period.
The Historical Date is the date the error occurred.
Select the Comment (Historical Edit) and click OK.
Click OK.
Select Save from the menu bar.

©COoNO U AW

By following these steps, the transaction that was processed incorrectly will be corrected
right in the system.

If the historical edit is being included in an employee’s paycheck (included in totals for
effective date) and hours adjustment for is not required.
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Deleting A Historical Edit/Historical Move

In the event that the adjustment for a historical edit/historical move was incorrect and the
error is discovered before the current pay period is approved, the historical edit can be
deleted.

From the navigation bar:
1 Select the Employee’s Timecard in the Current Pay Period
2 Select Amount from the menu bar tab
3 Select Delete Historical Amount from the drop down list
4 Click OK
5 Select the Save from the Menu Bar

Ol
RONO:! =Gt /11 Caren, Preston DEMO 0 8
q Off SUHY Current Pay Period o L
Save | Actions  Punch \ Amount Comment  Approvals  Reports
Date Pay C(\ MOve out In Transfer out Shift | Daily |Cum...
2|0, | gat1/20 elete Moved...
Q 2 |G | Sun 1121 d Histarical
e |0, | Mon 1722 AN Historical with Retroactive Pay Calculation...  FO0PM 730 | 730|730
@[, [ Tue 1123 HodgHistorical :00PM 730|730 | 1500
@ |L, | Wed 1024 BiB|afe i Tarear -O0P W 7:30 |7:30 | 22:30
De @ |L, | Thu 1725 FOTA O0F M 7:30 |7:30 | 30:00
o 2L, Fri1n28e 9:00AM 5:00P 7:30 [7:30 | 3730
2L, | sat 127 37:30
2|5, | Sun1i28 37:30
£ |L, | Mon 1/28 3r30
& |L, | Tue 1730 3730
& IT. | wiviad 1111 v j
|18 1otals & Schedule | Accruals | Audits | Historical Amounts
Effective | Historical Type of From To From To
Date Date ‘ Edit Account ‘ Account | Pay Code ‘ Pay Code Amount Comments
2jo2r2007 111872007 Histarical P. Vacation 8:00
] | B
€] B ©
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Timecard After Deleted Historical Edit/Historical Move

2 Kronos Workforce Central(R) - Microsoft Internet Explorer

KRONOS' - Timecard
Loaded: $:49AM

Save | Actions

L= GRS Caren, Preston

DEMO 016

Time Period:

Current Pay Period

Punch  Amount Comment  Approvals  Reports

Timecards

QuickFind

Timekeeping

Pay Period Close

Reconcile Timecar|

Holiday Detail

Scheduling

Date Pay Code Amount In Transfer Out In Transfer Out Shift | Daity Cum... |
& |L, | Sat /06 -
& |, | Sun 1107
2 |L; | Mon 1/08 9.00AM G.00FM 730 [7:30 | 730
2|, | Tue 1/09 9.00AM 5:00PM 730 [730 1500
@ |L, [wed 110 004N S:00PM 730 |30 |2z
@ |G [ Thu 11 G:00AM 5:00PM 730|730 |3m0o
@ |0 [Fri1nz | vacaion | 7:30 730 | 3730
@ |0, | sat113 3730
& |0, | 5un1i14 3730
&@ |0, | Mon 115 S:00AM A:O0P MW 730 | 7:30 | 45:00
2|5 | Tue 1r1g 9.00AM 5.00PM 730 [7:30 | 52:30
&Il Wied 1117 Ry AP 7an 7N RO-NN j
Totals & Schedule | Actruals | Audits |
il Date Start Time End Time Pay Code Amount
Sal 1006
Account 4 Paycode [Amount| Sun 1107
IAIMAT AT ATAINMAINA, Regular 67:30 Man 1/08 9:004AM 500PM
NAMAINANAMNANANA ‘acation 7:30 Tue 1/08 a:004M 5:00PM
Wed 110 Q:00AM S00PM
Thu 1111 9:004M 5:.00PM
Frifrn2 9:004M 5:.00PM
Sat 113
Sun1nd
Mon 1415 | G:004M 5:00PM
Tue /16 | B:00AM 5:00PM
Wed 117 Q:00AM :00PM
Thu1/18 Q:00AM S00PM
Fri1hg

% Note: The Historical Edit Tab is no longer visible.
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Timecards

Timecard Editor Tab

The Timecard Editor Workspace can be divided into two sections. Up to this point, most of
the tasks described in this guide used the Timecard section of the Workspace. The additional
section of the Workspace appears on the bottom of the Timecard. There are a total of eight
(7) Tabs that can be displayed at the bottom of the Workspace. They are:

e Totals & Schedules Tab

e Accruals Tab
e Audit Trail Tab
e Sign-offs & Approvals Tab
e Comments Tab
e Moved Amounts Tab
e Unprocessed Time Tab
The tabs that can appear are directly related to the edits and actions performed on a timecard.

Totals & Schedules Tab

The first tab that appears on every employee timecard is the Totals & Schedules Tab. Here
you can view information related to the totals that appear on the employee timecard and view
start and end times for all schedules that appear on the employee timecard.

Viewing Totals

The Timecard Totals display on the pane in the left side of the Timecard Tab Workspace. By
using the scroll bar you can look through the information listed. The totals display by labor
account and pay code. When Users load timecards for their employees, the totals are
automatically calculated.
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Timecards

Viewing Schedules

The right hand side of the timecard workspace allows you to view the start and end time for
all schedules for the timeframe displayed in the timecard.

When you select a cell in the timecard grid, the selected day and schedule is highlighted in
“yellow” in the schedule view.

Kronos Workforce Ci rosoft Internet Explorer

Timecard
KRONOS ETCEAT B Caren, Preston DEMO 016
Loaded: 12:49PM

LTCEEUGEE Current Pay Pariod

Save | Actions  Punch  Amount Comment  Approvals  Reports

Date Pay Code Amount n Transfer Transfer
2 |L, | sat12i23
2|0, | sun12i24
Timekeeping 2|0 | Mon 1225 | Holiday 7:30 7:30 | 7:30
Pay Period Close & |0 | Tue 12/26 Q:00AM S:00PM 730 | 730 (1500
PR Thmeeod 2|0, | wed 1227 2.00AM 5.00PM 730 |70 | 2230
Holiday Detail 2|5 | Thu12rs 2.00AM 5.00PM 730 | 7:30 [3moo
Scheduling 2L, .fnng | - 900AM S00PM 7:30 I
Group Edit Resulis 2 I, | Moo T T T
I 2 |L, | sat12030 38:30
Reports 2 |L, | sun12i31 38:30
Actions @ |G | Mo 1101 | Holiday 7:30 7:30 | 46:00
Setup @ |0, [ Tue 1102 004N 5:00PM 730 | 7:30 [ 5330
Help & |L, | Wed 1/03 Q:00AM S:00PM 730 | 730 | 6100
& | | Thu 1/04 :00AM S:00PM T30 | 730 | 6230
& |L | Fri1/05 :00AM S:00PM 730 | 730 | 700
Totals & Schedule | Accruals | Audits |
i - Date Start Time | EndTime | PayCode | Amount
Sat12i23
Account |4 Paycode |amount Sun12i24 SChEd u I e
INAMNATATNAINAINANA Holiday 15:00 Mon 12725 Holiday 7:30
PIATNAIN AT AT AN ATA Regular 60:00 Tue 12726 9:00AM 5:00PM
IATNAIN ATNATN AN ATA Jury Duty 1:.00 Wed 12/27 | 9:00AM 5:00F M
o fonon -00gu r
Fri12i29 9:00AM 5:00PM |
Sat12i30
Sun12i31
hon 1401 Holiday 7:30
Tue 1002 9:00AM 5:.00PM
Wed 103 | 9:00AM 5:00PM
Thu 1104 9:00AM 5:00PM
Fri 1/05 9:00AM
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Timecards

You can display a breakdown of timecard totals in a variety of ways. The display options
are:

All Totals

orce Central(R) - Microsoft Internet Explorer,

KRONOS Timseard (ORI .. on, Preston

Loade: apm

Log OFF RBEENU Current Fay Period

Save | Actions  Punch  Amount Comment  Approvals

e Pay Code Amount n Transfer out n Transfer out Shift | Daily |Cum...

2 |G | Sat12/09

2[5 [sun1210

2 |G | Mon 1211 9:004M S:00PM 730 | FE0 | TE0

Pay Pe 2[5 | Tue 1212 9:00AM 500PM 730 | 730 | 1500
Reconcile 2|5 | wed 12113 9:004M 5.00PM 730 | r30 | 22:30
Holiday Detail @[5 [ Thu1zina 9:00AM 500PM 730 | 730 | 30:00
Scheduling @G [Friizns 2:004M 5:00PM 730 | 730 | 37:30
Group Edit Results SZIEAIS S tE e =0
oo @G [sun1zn7 37:30
Reports 2[5 |Mon13n18 9:00AM 500PM 730 | 730 | 4500
Pt 2|5 [Tue 12118 2:004M 5:00PM 730 | 730 | 52:30
Setup 2 |G | wea 1320 9:00AM 500PM 730 | 730 | BO:00
Help @G [Thu 1zt 2:004M 5:00PM 730 | 7:30 | 67:30
2[5 [Fri12zz22 9:00AM 500PM 730 | 730 | 7500

Totate & Sohedule | Accruale | Audits |

- e End Time | PayCode | Amount
Sat12m089
Account _ =Ty Code | Amount Sun 1210
TAINANAMATNATIAMNA Regular 75:00 Mon 12711 | e:00aM 5:00PM
Tue 123 | G:008M 5:00PM
Wed 12113 | 9:00AM 5.00PM
Thu12M4 | :008M 5:00PM
Fri12is 2:00AM 5.00PM
A Sat12116
Sun 1217
Mon 12118 | 8:00AM 5:00PM
Tue 12118 | 9:00AM 5.00PM
0 a S e 1220 | S:00AM 5:00PM
Thu12i21 | 8:00Am 5.00PM
Fri12/22 2:008M

Shift Totals

Cantral(R) - Microsoft Intarnat Explorar

edule Pe

P o2 3

KRONOS USR] Caren, Praston
Loaded: 11:38AM

Log OFF Current Pay Periad

Save | Actions _ Punch _ Amount _Comment _ Approvals

Date Pay Code Amount n Transfer out n Transfer out Shift | Daits | Cum..
My Genies® £ |G [ sat1223
QuickFind £ |G [ sun1224

Timekeeping 2 |0, | Mon 12635 9:00aM 5:00F M 7:30 | 7:30 | 7:30

Pay Period Close 2 |G, [Tue 12726 9 00AM 5:00F M 730 | 730 | 1500

2 |G, |wed 12/27 9 00AM 5:00F M 730 | 7:30 | 22:30

& |G, [Thu 1328 9 00AM 5:00F M 730 | 730 | 30:00

=6 [Fnazzy [ i R ERITL P 22 RTET)

= |0, [sat12m30 37130

=G [ sun 12431 3730

25, [ Mon 1701 900 s:00r M 730 | 730 | 45:00

2|5, [Tus 102 500 5:00P M 720 | 730 | 52:30

2 |t, [wed 1103 5. 00aM 5:00P M 720 | 7:30 | 6o:00

2 |G [ Thu1ma A nnA A NP 7an | 7an | Aran

&[G [Fri1ms 9 00AM 5:00F M 730 | 7130 | 75:00

Totale & Schodule | Aceruals | Audits |

Date Start Time_|_EndTime |__PayCode | Amount
sat12i23
fmm ~ Pay Code TAmount Sun 12124
NATUANATNATNANANA, Reguiar 7230 Won 12125 | 9:00AM s:00PM
Tue 1226 | 9:008m s:00Pm
ed 1227 | 9:008m s:00Pm
Thuizias | wuusm Suurm
Fri1z2e | s0oam s00mm
Sul 12630
Sun 12001
Mon 1701 | 5:00am s00em
Tuo 102 | G00Am s:00Pm
wed na | annam Annem
Thuto4 | a:008m s:00mM
Fri1s a:008m s:00mM
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2 Kronos Workforce Central{R)

Microsoft Internet Explorer

Daily Totals

Timecards

Daily
Totals

GCaren, Prestan

~ JoEmo 016

= ¢ P Current Pay Period -~ £l
Save | Actions  Punch  Amount Comment  Approvals  Reports
Date Pay Code Amaunt n Transfer out n Transfer out Shift | Daity |Cum...
@ |0 |sat12/23 -
2 |G [ sun1z24
2 [0, | Mon 12125 9:00AM S:00PM 7:30 | 7:30 | 7:30
2|0, | Tue 12728 9:00AM 5:00PM 7:30 | 7:30 | 15:00
2 |, | wed 12/27 3:00AM 5:00PM 7:30 | 7:30 | 2230
2 [0 [ Thui2r2s 3:00AM 5:00PM 7:30 | 7:30 | 30:00
5[0, [Friizims || = a.00AM 5:00PM 7130
2 |0 |Fri1229 | Jury Duty 100 830 | 3830
< |G | Sat12/30 3830
€ |G | Sun12/31 38:30
< |G | Mon 1701 3:004M S:00F M 730 | 730 | 46:00
2 | | Tue 1/02 9 00AM S:00FM 7:30 | 7:30 | 53:30
@ |0, | wed 1/03 9 00AM S:00FM 7:30 | 7:30 | 61:00
@ |G | Thu 104 9 00AM S:00FM 7:30 | 7:30 | 6830
Totals & Schedule | Accruals | Audits |
Taiy - Date Start Time | EndTime | PayCode | Amount
Sat12/23
Account / Pay Code [Amount| Sun 1224
MAMANANATANAINA Mon 1225 | .00AM 5:00PM
MAMMANANATAMNAINA Tue 12/26 | G:00aM 5:00PM
Wed 12/27 | 8:004M 5:00PM
Thu12/28 | 8:00aM 5:00PM
Fri 12629 2:00AM 5:00PM
Sat12/30
Sun 1231
Won 1701 2:004M S:00PM
Tue 1102 2:00AM 5:00PM
Wed 1/03 | 9:00AM 5:00PM
Thu 1/04 2:00AM 5:00PM
Fri 1405 2:00AM 5:00PM

2 Kronos Workforce Cen|

KRONOS

Log O

My Genies'
K

Timekeeping
Pay Period Close

Totals

Loaded: 12:49PM

osoft Internet Explore

Timecard

Name & 1D: [Sio

, Preston

Time Period: [N

nt Pay Period

Save | Actions _ Punch __ Amount _ Comme:

Reports

Cumulative

Date Pay Code Amount n Transfer out n Transter out Shirt | Daity |Cum...
|0, | sat12r23
@ |G | sun12/z4
@ |G | Mon 12125 | Holiday 720 730 | 730
@ |G | Tue 12126 9:00AM 5:00PM 730 | 730 | 1500
2|0, | Wed 12127 G004 S:00PM 7:30 | 7:30 | 22:30
@ |G | Thu122s 9:00AM 5:00PM 730 | 730 | 30:00
|G | Fritzizg F:00AM S00FM 730
[0 | Fri12i28 | Jury Duty 100 830 | 38:30
&[T, | sat12/30 ECED
@ |G | sun12/31 3830
@ |G [ Mon1m1 | Holiday 720 730 | 46:00
|G | Tue 1102 9:00AM 5:00PM 730 | 7:30 | 53:30
|G | vred 103 9:00AM 5:00PM 730 | 730 | 6100
£ |0, | Thu 1/04 S:00AM 5:00PM 730 | 730 | G830
@ |0 | Frims 9:00AM 5:00PM 730 | 730 | 7600
Tatats & Schedule | Accruale | Audits |
[Cormmms T~ Date StartTime | EndTime | PayCode | Amount
Sat12/23
Account yd |4 Paycode |amount| Sun 1224
TATMATNAMAINANANA Holiday 720 Mon 1225 Hollday 730
IATMATNAMAINATNANA Regular a0:00 Tue 12126 | 9.00AM 5:00PM
IATMATNAMAINATNANA Wed 12/27 | 9:00AM 5:00PM
Thu12r28 | 9:00AM 5:00PM
Fri12i29 2:00AM 5:00PM
Sat12/30
Sun 12131
Mon 1701 Holiday 720
Tue 1/02 2:008M 5:00FN
Wed 103 | 9:00AM 5:00PM
Thu 1i04 2:00AM 5:00PN
Fri1/085 2:00AM 5:00PM
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Timecards

Accruals Tab

The Accruals Tab allows you to view accrued hours (ETO, EIB, Holiday, Personal, Sick and
Vacation) that belong to the employee whose timecard is displayed. The accrual balances for
new employees will not display until the Probation Period has been completed.

3 Kronos Workforce Central{R) - Microsoft Internet Explorer

KRONOS' Timecard

Save | Actions  Punch _ Amount  Comment  Appravals

Date Pay Code Amount n Transfer out n Transfer out Shift | Daily |Cum...
Sat12i23
Sun 12124

Mon 12/25 9:00AM 5:00PM 730 | 7:30 | 730
Tue 1226 S:004M &:00FM 730 | 7:30 | 1600
Wed 12i27 9:00AM £:00PM 7:30 | 7:30 | 22:30
Thu 1228 9:00AM £:00PM 730 | 7:30 | 30:00
Fri 12729 S:00AM 5:00PM 730 | 7:30 | 37:30
Sat12/30 3730
Sun 12131 37:30
Mon 1401 9:00AM 5:00PM 7:30 | 7:30 | 45:00
Tue 1/02 -~ S:00AM &:00FM 730 | 7:30 | 52:30
Wed 1703 9:00AM 5:00PM 7:30 | 7:30 | 60:00
Thu 1/04 9:00AM £:00PM 730 | 7:30 | 67:30
Fri 1/05 S:00AM 5:00PM 730 | 7:30 | 7500

D/BLBY YD DL LB
e e e

Totals & Schedule | Accruals | Audits | n
c sl mmee [ oo [P e e e e Projected
urrent W jzen o omer w o Balance
E-II_BO, WACATION  15:00 Hou 111242007 730 0:00 inCI udes
, all future
Holiday,
- . dated
Personal, Projected Debits reflect ETO
Sick and future dated ETO, EIB, EIB '
Vacation Holiday, Personal, Sick or Holi’day
Totals Vacation scheduled hours Personal.
Sick or
Vacation
74 start o e O * [ (8] nbox - Microsaf.., | = Inctray [ 5% Osborn, Marvan.., | 7T Blackboard Acad.. T Kronos Workfor... | [0/ Kronas Training ...

% NOTE: Accrual Totals are updated from PeopleSoft on a
bi-weekly basis.

% NOTE: You cannot Edit any of the information displayed
on this Tab.

The Accrual Balances may display in PeopleSoft with a different balance than what is
displayed in the Jefferson Electronic Time and Attendance System. The PeopleSoft System
calculates the Accrual Balances in a “Tenths of an Hour” format and the Accrual Balances
are displayed in the Jefferson Electronic Time and Attendance System in a “Minute” format.
(Accrual Conversion Table on Page 36)

EXAMPLE: PeopleSoft shows an ETO Balance of 84.20 (84 hours and 2 tenths)

Jefferson Electronic Time and Attendance System shows an ETO Balance
of 84:12 (84 hours and 12 minutes)
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Timecards

Accrual Balance Conversion Table

Minutes % of an hour Minutes % of an hour
:01 0.02 31 0.52
:02 0.03 :32 0.53
:03 0.05 :33 0.55
:04 0.07 :34 0.57
:05 0.08 :35 0.58
:06 0.10 :36 0.60
:07 0.12 37 0.62
:08 0.13 :38 0.63
:09 0.15 :39 0.65
:10 0.17 :40 0.67
211 0.18 41 0.68
112 0.20 142 0.70
113 0.22 143 0.72
114 0.23 144 0.73
115 0.25 :45 0.75
116 0.27 :46 0.77
17 0.28 47 0.78
:18 0.30 :48 0.80
119 0.32 49 0.82
:20 0.33 :50 0.83
21 0.35 :51 0.85
122 0.37 :52 0.87
23 0.38 :53 0.88
24 0.40 :54 0.90
:25 0.42 :55 0.92
26 0.43 :56 0.93
:27 0.45 :57 0.95
:28 0.47 :58 0.97
29 0.48 :59 0.98
:30 0.50 :60 1.00
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Timecards

Audit Trail Tab

The Audit Trail Tab displays the date, time, and type of edit being performed. This tab also
indicates changes made to labor accounts and work rules (from and to) as well as edits that
are reclassified as pay code hours. If you need to know which user performed a specific edit,
the Audit Trail tab displays by edit, the user, edit date and time, and the data source (where
the entry was made — example: timecard). When viewing the tab, the user can filter the data
by the type of edit or the data source.

No entries appear on this tab when initially opening an employee’s timecard. New audits are

available for viewing only after an edit is saved. By default, the view display is defaulted to
“All” for types of edits and also data sources.

Sorting Data in the Audits Trail Tab

You can sort the data by any of the column headings. Click the column heading cell on
which to sort the data. One of two triangle icons appears.

pate | Sorts the rows in ascending order.
pate « | Sorts the rows in descending order.
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Timecards

Filtering Data — Type of Edits

The “Type of Edit” drop-down list allows you to select the type of edits that you want to
view. Only rows that are grouped by the selected filter appear. Selections are:

ecard

LR A A Caren, Preston DEMO 016

Loaded: 3:15PM
aae UGELEELGI Current Pay Period

Save | Actions  Punch  Amount Comment Approvals  Reports

Date: Pay Code Amount in Transfer Out In Transfer Out Shift | Daily |Cumn...
25 | gat1203 =
&L | suntad
@ L | Mon 12025 | Holiday 730 730 | 730
@G | Tue 12026 9:004M 500FM 730 | 730 1500
25 | wed 12727 9:00AM 5.00PM 730 | 730 2230
&L | Thu12i28 9:00AM 5.00PM 730 | 730 | 3000
@5 | Fi1um 9:00AM 5:00PM 7:30
@G| Fi1220 |JuyDuy  [1:00 8:30 | 3830
25 | sat1200 3830
&L | gun1231 3830
@5 | Mon1/01 | Holiday 730 7:30 | 45:00
@G | Tue 1002 9:004M 500FM 730 | 730 | 6330
2T, | wied 103 9:00AM 5.00PM 730 | 730 6100 1
&5 | Thu 104 9:00AM 5.00PM 730 | 730 |6830 5

Totals & Schedule | Accruals

ype of Edit: | All Data Sources: ... | All

Date Type |Account| Pay Code | Amount |work Rule|_override |comment EditDate | Edit Time User Data Source
12/25/2006 Add Pay Code Holiday  full sched day (7:30) 122742006 12:41PM... mmo007:saturn:10.160.206... Scheduling
12/29/2006 Add Pay Code Jury Duty 1:00 12/27/2006  12:27PM... rart01:satun:10.160.206.175 Timecard Editor
12/29/2006 9:00AM Add Punch Mew Shift 122772008 12:27PM... System System: System Scheduling
12/28/2006 5.00PM Add Punch Qut Punch 1202772008 12:27PM... System System: System Scheduling
12/28/2006 Suspend Pay From Schedule For Specific Date 122742006 12:27PM.. rarl 01:satum:10.160.206.175 Timecard Editor
140172007 Add Pay Code Haliday  full sched day (7:30) 12/27/2006  12:42PM... mmo007:saturn:10.160.206.. Scheduling

Punch (Add/Edit/Delete)

2h Kronos Workforce Central(R) - Microsoft Internet Explorer

Timecard
[ LA Caren, Preston DEMO 016

Loaded: 3:15PM
oade QIR Current Pay Period

Save | Actions  Punch Amount Comment Approvals  Reports

Date: Pay Code Amount in Transfer Out In Transfer Out Shift | Daily |Cumn...
&L | Sat12i23 el
& |G | Sun 1224
& |0 | Mon 12025 | Holiday 730 7:30 | 7:30
&L | Tue 1226 A00AM 5.00PM 730 | 730 | 1500
& | | Wed 1227 3:00AM 5:00FM 7:30 | 730 | 2230
&L | Thu12i28 A00AM 5.00PM 730 | 730 |30:00
2|50 | Fri12/29 9:00AM 5.00PM 730
@G| Fri1223 | Jury Duty 1:00 &30 | 3330
&L | Sat12i30 3830
& |5 | Sun 1231 38:30
£ |0 | Mon 101 Haoliday 730 7:30 | 46:00
&L | Tue 1/02 A00AM 5.00PM 730 | 730 | 5330
& |0 | Wed 1003 3:00AM 5:00FM 7:30 | 7:30 | 61:00 i
&L | Thu 1/04 A00AM 5.00PM 730 | 730 | 6830

Totals & Schedule | Accruals | Audits |

< 'ype of Edit: | Punch (Add/EditDelete) fs Data Sources:

| pate 7 Tme Type |account Pay Cade Amoaunt Work Rule]_Override |Comment Edit Date | Edit Time user Data Source
12/29/2008 Suspend Pay From Schedule For Specific Date. 12272008 12:27PM.. rar! 01:saturnz10.160.208.175 Timecard Editor
12/29/2006 3:00AM Add Punch MNew Shit 12/27/2006  12:27PM... Systern:System:System Scheduling
12/28/2006 5:00PM Add Punch Qut Punch 120272008 12:27PM... System System: System Scheduling




Filtering Data — Type of Edits (continued)

» Pay code (Add/Edit/Delete)

2l Kronos Workforce Central(R) - Microsoft Internet Explorer.

Timecard

Loaded: 3:15PM

Save | Actions

Punch

Name & ID:

Time Perio

Amount

Comment

Caren, Preston

DEMO 016

Current Pay Period

Approvals

Reports

Timecards

Date Pay Code Amount in Transfer Out In Transfer Out Shift | Daily |Cum...
2L | sat1203
@G| sunta4
@ T | Mon 12025 | Holiday 730 730 | 730
@G | Tue 12026 9:004M 500PM 730 | 730 1500
25 | wed 12727 9:00AM 5.00PM 730 | 730 2230
&5 | Thu12i28 9:00AM 5.00PM 730 | 730 | 3000
&L | Fitu 9:00AM 5.00PM 7:30
@G |Fi1220 |JuyDuy  [100
2L | sat1260
@G | sunt231
@G | Mon 1101 | Holiday T30
@G | Tue 102 9:004M 500PM 730
2T, | wied 103 9:00AM 5.00PM 730
&5 | Thu 104 9:00AM 5.00PM 730

Totals & Schedule

Pay Code (AddEditDelete) ~ a Sources:

Accruals

pate /| Time | Type |Aecount| Pay code | Amount |work Rule|_override |commend Editnate | Edit Time User Data Source
12/25/2006 Add Pay Code Holiday  full sched day (7:30) 1202742006 1 2:41PM... mmo007:saturn:10.160.206... Scheduling
121282006 Add Pay Cade Jury Duty 1:00 12/27/2006 12:27PM... rart01:satun:10.160.206.175 Timecard Editor
11012007 Ard Pay Cotle Holiday  full sched day (7:30) 12127/2006 12:42PM.. mmo007:saturm:10.160.206... Scheduling

Approved: 3:52PM

Save | Actions

Punch

Name & ID:

Time Period:

Amount

Comment

Caren, Preston

DEMO 016

Current Pay Period

Approvals

Reports

L EN A0

Date Pay Code Amount In Transfer out in Transfer out | shift | Daity |Cum...
2L | sat12023 -
& |G | Suni2i24
@[T, | Mon 1225 | Holiday 730 730 | 7:30
& |, | Tue 12126 9:00AM 5.00PM 7:30 | 730 |15:.00
2 L, | wed 12727 9:004M 5.00FM 730 | 730 | 2230
& |, | Thu 12128 9:00AM 5.00PM 7:30 | 730 | 30:00
2| |[Fitzze 9:004M 5.00FM 730
& |0 | Fri12/28 | Jury Duty 1.00 8:30 | 3830
2L, | sat1230 38:30
& | L, | Sun 1231 38:30
2L [Mon 101 | Holiday 730 730 | 46:00
& |0, | Tue 1J02 9:00AM 5.00PM 7:30 | 730 |53:30
2 L, | wed 103 9:004M 5.00FM 730 | 730 6100 1
& |0, | Thu 1)04 9:00AM 5.00PM 7:30 | 730 | 66:30
Totals & Schedule Sign-offs & Approvals

Data Sources:
27 Time | Type |Account Pay Cade| Amount | WorkRule | Override [Comment Edit Dete |Edit Time User Data Source

1212312006 - 14052007

Approval by Manager

12427/2006  3:52FPM

rart 01 :saturn: 10160 206 175 Timecard Editor
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Timecards

Filtering Data — Data Sources

The “Data Source” drop-down list allows you to select the type of data sources that you
want to view. Only rows that are grouped by the selected filter appear. Selections are:

« All

‘2 Kronos Workforce Central(R) - Microsoft Internet Explorer

Timecard

L GIERA VA Caren, Preston DEMO 016
Loaded: 3:15PM
QI CLREGA Current Pay Period

Save | Actions  Punch

Amount  Comment  Approvals

Reports

Totals & Schedule rm:cluals r Audits |

S

N L

Type of Edit: | All ¥ DataSources: J Al

nte /| Time | Tyve [nccound Paycode|  Amount  [workRule] override [comment _Eit Date | it Time | User ata Source
12126812006 Add Pay Code Holiday  full sched day (7:30) 1202712006 12:41PM... mmo007:satum:10.160.206... Scheduling
1212912006 Add Pay Code Jury Duty 1200 1202712006 12:27PM... rarl 01:satum:10.160.206.175 Timecard Editor
122972006 9:00AM Add Punch Menw Shift 122712006 12:27PM... Systern:System: System Scheduling
12/29/2006 5:00PM Add Punch Qut Punch 1202712006 12:27PM... Systern:System: Bystem Scheduling
12(28/2006 Suspend Pay Fram Schedule For Specific Date 1202712006 1227PM... rart 01:satumz10.160.208.175 Timecard Editor
10112007 Add Pay Code Holiday  full sched day (7:30) 1202712006 12:42PM... mmo007:saturm:10.160.206... Scheduling

CECE

K Inbo -

Training - Dra. .

-4] -

Date Pay Code Amount In Transfer out In Transfer out Shift | Daily |Cum...
&L [sat1am B
2L g1
&L [Mon122s | Holday | 730 a0 | 730
9L [ Tue 1226 20040 S00PH 730|730 | 1500
&L | wea 1227 20041 S00PH 730 |70 | 2230 Data Source All Data
&L [Thutze 0041 S00PH 730|730 | 200 Sources
&L |Frit209 20040 500PH 720
@[ [Fi12 |JuyDwy | 100 B30 3830 Shown
&L [satizm
FINETRER P 4EE
S5 [Montil |Haliday | 730 0 [0
&L [Tue 10z 20041 500N 730 | TA0 |5330
9L [Wed 103 0041 S00PH 730 730|610
&L [ Thuting 20040 500N 730 730 |83




Filtering Data — Data Sources (continued)

# Schedule Editor

Timecard

Name & ID:

Loaded: 11:10AM

Time Period

Caren, Preston

DEMO 016

Current Pay Period

Timecards

Select
“Data
Sources
only*

Schedule
Editor

Save | Actions  Punch  Amount Comment Approvals  Reports
Date Pay Code Amount In Transfer Out In Transfer Out Shift Daily Cumulative
& |0 | Sat12/23
& L, | Sun12/24 A Select Data Sources
&L, | Mon12/25 | Holiday 7:30 7:30 7:30 5 it 0sta Sanrees
& |G| Tue 12/26 9:00AM 5.00PM 730 730 16:00 () Silnnton Hate Sbibrons orly
&L | \Wed 12/27 :00AM 5.00PM 730 730 22:30
&5, | Thu12028 008 500PM 730 730 3000 enoaeEarer ]|
&L, Fi1za 50080 5.00PM 730 pIFHSCBEdeR
&L Fri1229 | Jury Duty 1.00 8:30 38:30 TelETime
Terminal Device
&0, | at1230 36:30 Time Stamp
& |5 | Sun 12131 38:30 Time Stamp - Quick
& 5, | Mon 1i01 Holiday 730 730 46:00 Timecard P
& |G| Tue 1102 9:00AM 5.00PM 730 730 5330
& |0, | \Wed 1/03 9:004M 5:00PM 7:30 7:30 1:00 OK Cancel
& |G| Thu 1104 9:00AM 5.00PM 730 730 6820
& |G| Frit/05 9:00AM 5:00PM 7:30 7:30 TEO0 Jaiva Applet Window
[ Totals & Schedule | Accruals | Audits | Sign-offs & Approvals |
Type of Edit: | Al ¥ DataSources: J Al
Date | Time | Type [account Pay Code | Amount Work Rule|_Override |Comment EditD... / | Edit Time User Data Source
12/29/2008 Add Pay Code Jury Duty  1:00 122742008 12:27PM... rar1 01 caturn:10.160.206.175  Timecard Editor
12/29/2008 Suspend Pay From Schedule For Specific Date 12/27/2008 12:27PM... rarl 01 gaturn:10.160.206175  Timecard Editor
12/29/2006 3:00AM Add Punch New Shitt 12/27/2006 12:27PM... System:Systern:Systermn Scheduling
12/29/2008 5:00PM Add Punch Out Punch 1202742008 12:27PM... System Systern: System Scheduling
12/25/2006 Add Pay Code Holiday  full sched day (7:30) 12027/2006 12:41PM... rmo007:saturn:10.160.206.175 Scheduling
1/01/2007 Add Pay Code Holiday  full sched day (7:30) 12027i2006 12:42PM... rmo007:saturn:10.160.206.175 Scheduling
12423200 Approval by Manager 12/27/2008 3:52PM (.. rar101 caturn:10160.206.175  Timecard Editor

[Thursday, December 28, 2005

A Kronos Workforce Central(R|

Timecard

Name & ID:

Loaded: 11:10AM

Time Period:

Save | Actions  Punch  Amount

crosoft Internet Explorer

Comment  Approvals  Reports

Caren, Preston DEMO 016
Curtent Pay Period

ule

)

Date: Pay Code Amount In Transfer Out In Transfer Qut Shift Daity Cumulative
&L | Sat12/23
25 | sun 1224 B
@ |0, | Mon 12025 | Holiday 730 7:30 730 D|sp|ays
& |G | Tue 12026 G:00AM 5:00PM 730 730 16:00 . .
@0, [wed 12127 9:00AM 5:00PM 730 7:30 7230 Ed ItS N
& |G| Thu 12128 G:00AM 5:00PM 730 730 30:00
&L Fri1n2a :00AM 5:00PM 730 SCheduIe
&L Frit223 | Jury Duty 1:00 8:30 3830 H
&L | Sat12/30 3830 Edltor
& G| Bun12/31 3830
& |G| Mon 101 | Haoliday 730 730 46:00 y 2
& L | Tue 1102 G:00AM 5:00PM 730 730 5330
& | | Vied 1/03 G:00AM 5:00PM 730 730 61:00
& |G| Thu 1104 G:00AM 5:00PM 730 730 830
& L | Fri1ing G:00AM 5:00PM 730 730 TE:00
Totals & Schedule rAccruals Audits | Sign-offs & Approvals | l
Type of Edit: | &ll '@ .. | Schedule Editor
Date | Time | Type ‘Av:cmmt‘ PayCudel Amount Work RA.IIE‘ Override |Cnmmelill EditD... / | Edit Time User Data Source ‘

12/29/2006 9:00AM  Add Punch MNew Shift 1212772006 12:27PM... System:System: System Scheduling

1212972006 5:00PM Add Punch Out Punch 1212772006 12:27PM... System:System: System Scheduling

121252008 Add Pay Code Holiday  full sched day (7:30) 121272006 12:41PM... mmoO07:saturn:10.160.206.175 Scheduling

11012007 Add Pay Code Holiday  full sched day (7:30) 121272006 12:42PM... mmoO07:saturn:10.160.206.175 Scheduling

14 start

(- O

(@
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Timecards

Filtering Data — Data Sources (continued)

s« Timecard

al(R) - Microsof

Timecard
UETCEAL AN Caren, Preston DEMO 016 d e e Ct
Fosdedt 1AM St Current Pay Period =| .
Data

Save | Actions  Punch Amount Comment Approvals  Reports

Date Pay Code Amount In Transfer out In Transfer out Shift Daily Cumulative ‘ Sou rces
|0, | gat12/23 .
& |0, | Bun12/24 3 I
@ |, | Mon 12025 | Holiday 7:30 7:30 730 on y
&0, | Tue 12i26 2:00AM 5:00PM 730 7:30 15:00 ) All Data Sources
&L, | wed 12727 2:004M 5:00PM 7:30 7:30 22:30 ® Selested Data Sources only
@ |G| Thu12i2s 9:00AM 5:00PM 730 7:30 30:00 SehBgils Bl 5 Tlmecard
@ |0 | Fri12i29 9:00AM 5:00PM 730 Smart Scheduler
2|0 | Fri122a | JuryDuty 1:00 2:30 38:30 TelaTime
& |0, | Sat12/30 38:30 Terminal Device
& |G | Sun 12131 38:30 Time Stamp
& |0 | Mon 1001 | Holiday 7:30 7:30 46:00 Time Starnp - Quick
& |G, | Tue 1402 S00AM 5:00PM 730 7:30 53:30 imecard
& |5 | Wed 1/03 9:00AM 5.00PM 730 7:30 61:00
OK Cancel

& |0, | Thu 1404 2:00AM 5:00PM 730 7:30 66:30
@ |G | Fri1s 2:004M 5:00PM 7:30 7:30 76:00

Java Applet Window

[ Totals & Schedule | Accruals | Audits | Sign-offs & Approvals |

Type of Edit: | All ~  DataSources: _I Al
Date | Time | Type [account| Pay code Amount |work Rule|_override |Comment EditD... / | Edit Time | User Data Source:
12123200, Approval by Manager 121272008 362FM (.. rari01:satum:10.160.206175  Timecard Editor
12/25/2006 Add Pay Code Holiday  full sched day (7:30) 12/27/2006 12:41PM.. mmo007:saturn;10.160.206.175 Scheduling
12/29/2006 9:00AM Add Punch Hew Shif 120272006 12:27PM... Systerm:System:System Scheduling
12/20/2008 5:00PM Add Punch OutPunch 12/27/2008 12:27PM.. System:System:System Scheduling
12/29/2008 Add Pay Code Jury Duty  1:00 12/27/2006 12:27PM... rari01:saturn: 10160206175  Timecard Editor
121202006 Suspend Pay From Schedule Far Specific Date 120272008 12:27PM... rari01:satum:10.160.206.175  Timacard Editar
1/01/2007 Add Pay Code Holiday  full sched day (7:30) 12/27/2008 12:43PM... mmo007:saturn:10.160.208.175 Scheduling
| 121

Kronos Workforce Central(R) - Microsoft Internet Explorer

Timecard

[ 5[ E A VA Caren, Preston DEMO 016

Loaded: 11:10AM
oads LLCEENTG A Current Pay Period

Save | Actions  Punch  Amount Comment Approvals  Reports

Date: Pay Code Amount n Transfer out n Transfer out shift Daily | Cumulative
&L, | Sat12/23
&L | Sun12/24 1 I
& |G | Mon 12625 | Holiday 730 7:30 730 Dlsp ays
& |0, | Tue 12126 S:00AM 5:00PM 730 7:30 16:00 Edits in
& | | Vied 1227 9:00AM 5.00PM 730 730 230
& |5 | Thu12i28 9:00AM 5.00PM 730 730 30:00 H m d
&L Fri1229 9:00AM 5.00PM 730 TI ecar
& |G [Fri1228 | Jury Duty 100 8:30 3830 d
& |0, | Sat12/30 38:30 E Itor
&L Sun12/31 3830 Onl
@ |0y | Mon 1001 | Haliday 730 730 46:00 y
&L, | Tue 1102 9:00AM 5.00PM 730 730 5330
& | L, | \Wed 1/03 S:00AM 5:00PM 730 730 61:00
& |G | Thu 1/04 9:00AM 5.00PM 730 730 GE:30
& |L, | Fri1i05 S:00AM 5:00FM 730 7:30 76:00
|
Totals & Schedule r‘ltl:mals Audits | Sign-offs & Approvals | ~
ate | Time | 4_fm:uunl PayCode|  Amount Work Rule|_Override |Comment EditD... / | Edit Time | User | ata Source
1202972006 Add Pay Code Jury Duty  1:00 12/27/2006 12:27PM . rari01:saturn:10.160 2061175 Timecard Editor
1 2/29/2006 Suspend Pay From Schedule Far Specific Date 1212742006 12:27PM... rarl01:saturn:10.160.206.176  Timecard Editor
120237200, Approval by Manager T2027/2006 362PM (.. rar101:saturn:10.160.20611756  Timecard Editor
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Timecards

Comments Tab

Any comments that are associated with a timecard transaction can be displayed in full by
viewing the comments tab. If no transactions have comments associated with them, this tab
will not display on the timecard.

3 Kronos Workforce Central(R) - Microsoft Internet Explorer

Timeocard

KRONOS

[EEERLEN Caren, Preston

Last Saved: 11:15AM

Log oI Time Perind: [ ]

Save | Actions _ Punch __ Amount _ Comment Reports

Date Pay Code Amount n Transter aue n Transrer out Share Dainy cun
2|5, |sat12m3
QuickF @ |5, | sun 12724
Timaekeaping 2|, [ Mon 12025 | Aaliday 720 720 720
Pay Period Close 2|5 [Tue 1226 2:00AM s00rm 70 730 15:00
= |5 [vweu 12127 2.004m 5.00Pm 7.0 7.30 22.30
Holiday Deta = |5 [Thuizzs 2:004m S0P 730 730 30:00
Scheduling = |5 [Fnazzy wuuam @ suurm s
Group Edit Results & |L [Fri12/20 | JuryDuty | 1:00 530 330
s |G, [ sat12m@0 3830
Reports |G, [ Sun 12731 3830
P @ |G [Mon 101 | Holiday 730 730 46:00
Gt 2|5 | Tue 102 2:004m 5:00PM 730 7:30 53:30
Halp 2 |G, | vved 103 2:004M 5:00PM 7:30 7:30 61:00
@G [ Thu1ma 2:004M 5:00PM 7:30 7:30 68:30
@ . [Frims 2:004M 50PN 7:30 7:30 76:00

| Totals & Scheaute | Accruats | Audits |

Date | Comment
Fri12/29 Department Shortage

© 2 g 11 Am

-44 -



Timecards

Moved Amounts Tab

If any pay code moves are performed on a timecard, the moved amounts tab will display the
details associated with the pay code move as well as any comments that may be attached to
the move. This tab will display on the timecard only if move amount transactions have been
performed on the timecard.

Transfor out Snire Daibr Cumulative

2/ [S[3[3]% 48 HRIDBIIRI0 4T jfe N

Unprocessed Time Tab

Any edits that have been performed on an employee timecard that have been saved but due to
connectivity issues, cannot be updated, will appear on the Unprocessed Time Tab. To
resolve this problem go to the Menu Bar and select Actions and choose “Refresh” from the
drop-down list.

Close

e Amannr n Tranarar o n Tranatar o Snm | namy [cum

EGGD A0 L

NRERNBLERERIEIR

CETE

Start Time | End Timo Pay Code | Amouw t

[d Paycode |Amount
5:00

g/8oaa
2222 E

=45 -



Schedules

Schedule Patterns — New Employee

Every employee must have a schedule. A Schedule Pattern is a combination of one or
more shifts that repeat over a specified number of days or weeks. A pattern should be
selected that matches the employee’s normal schedule. Changes can be made to a day or
part of a day as necessary. Marie Johnson is new in the department and needs a Schedule
Pattern.

B KROMNOS'
To assign a Schedule Pattern to an employee: Log O

Change Password

1. Go to the Navigation bar>Scheduling>Schedule Editor. + My Genies®

2. Select the Employee eehodug

3. Select the Day.  Schedule Editor
4. Click on the Shift menu. 1 Inbox

5. Select Add Pattern from the drop down menu. Actions

Setup

Schedule Editor S
4 3 Showe: Dermo All Harme ~ BT teports E]
Loaded:7:27PM _ _ ( (g\
LI 971612006 - 972972008, Range of Dates | ISCTETRaE)) - " 4

14 4 9116:2006-9/29:2006 » bl

By Employee

Save | Actions Shift  Pay Code Accrigl Amount View
2 Hame 1] Add.. 1916 Sun 917 Mon 918 Tue 949 Wed 920 Thu 921 Fri 922 Sat 9123 Si
Edit... -
Dougherty, Martin Bl Ba-ap Ba-8p Ba-ap 8a-ap Ba-4p J
elete
Edwards, Noel 11p-73a H1p-730a 11p- 7308 11p- 7303 11p-730a

Add Pattern... W&

Green, Anita N Ba-430p Ga-430p Ba-430p fa-430p Ba-430p
ﬁ Edit Pattern SN
nson, Marie

Kiine, Harry peletelRaten 5 3p-1130p ap-1130p 3p-1130p Ip-1130p 3p-1130p

Lerner, Brian nsetilemplate 9a- &p

Manager, Mary | Append shit

Melson, Regina | HeRlace Shifts.. @30a- &p

Michols, Paula Insert Transfer.. 3p-1130p 11p-7a Sick 800 11p-7a 3p- 1130p 11p-7a -

6. Enter a Work Start Date and a Pattern Start Date.
7. Marie will be working Monday through Friday from 8:30am to 4:30pm with an
hour meal break and Forever is the End Date.
8. Click on Insert Pattern.
9. Select a Pattern from the drop down menu.
10. Click OK then Save!

Pattern Edito
Johnson, Marie 7
Effective Dates:
[ viasio st hate: [ 21182008 - o
* (@ Forever

S\ ‘Pattern Start Date: | 9/16/2006 e

Override other patterns

Recurring: 1 E ) weeks ' Days Iterms in rotation -~ Find l Insert Shift... 8
Ho. Sun | mon [ Tue | wea |  Thu | Fri Sat
Insert Pattern...
i Al Al Select Pattern §
@ |0, 2
Balterna: Shift Editor... I
Hame ‘ Description
T AL ot i B L L1 == 9 Pay Code Editor... I
W-F 3p-1130p 30 MIN MEAL 1
M-F7A-330F 20 MIMN MEAL MNE
10 M-F830A-430F 1HR MEAL J
\ W-FE3048-5F 30 MIN MESL
M-FB&-4F 1HR MEAL |

Java spplet Window i e Help

Java Applet Window




Schedules

Schedule Patterns Edits

Shawn Oliver has been working from 3pm to 11:30 pm for the past few years but at the beginning
of the next pay period he will change to 3" shift. We will end date the current schedule pattern

and assign the new schedule pattern for the employee to reflect 3" shift on Monday through
Friday.

To end date the existing Schedule Pattern for an employee:

1. Go to the Navigation bar>Scheduling>Schedule Editor. _____
2. Click on Time Period and select “the Schedule Period when the schedule will end. KRONOS
3. Select the Employee. Log o
4. Select the Day. 1 SR
5. Click on the Shift Menu. ey
6. Select Edit Pattern from the drop down menu. N
7. Enter the End Date for the current Schedule Pattern. Group Edit Results
- Inbox
8. CIICk OK Reports
9. Save.  seuup.
Help
: 5 2 0 Previously Selected Employee(s) b (CEoit )
0272006 - 8i16/2006, Range of Dates  |™ Refre 4 z =
By Employee e "
Save | Actions Shift Pay Code Accrual Amount View
Hame Addl at 902 Sun 9703 Mon 904 Tue 9705 ‘Wed 906 Thu 907 Fri9ng Sat 9/09 Sun 910 Mon 941 Tue 912 Wed 913 Thu 914 Frigns
Oliver, Shawn Edit.. 3p-1130p [3p-1130p [2p-1130p [3p-1130p [3p-1130p @p-1130p [3p-1130p 3p-1130p (Ep-1130p [E3p-1130p |
nderson, Joan Delete
:aig,l Ka}: Add Pattern |
Bennett, Barbara | Edit Pattem.. «z 6
Care S0 Deleta Pattern. |
P 7
) e 7 v ot e
Recurring:| 1[5 ® weeks 0 Days |3p-1130p ~ I Fina |  msertsn ...
|JavaADDIekadnw
To assign the new Schedule Pattern for an employee:
10. Return to Schedule Editor and change the Time Period to the Schedule Period when the
new Schedule Pattern will begin.
11. Repeat Steps 3 through 5 (shown above).
12. Select Add Pattern from the drop down menu.
- edule Edito a
12 e 10 e Sl : :
Ha Add at 916 Sun 917 Mon 948 Tue 918 | ‘wed 3:20 Thu 921 Fri 9/22 Sat 9/23 Sun 9:24 Mon 325 Tue 9/26 ‘Wed 927 Thu 9:28 Fri 9/29
R Geire ~ w I =
e 11




Schedules

Schedule Patterns Edits (continued)

13. Enter the Work Start and Pattern Start date the new schedule will begin.
14. The End Date will be Forever.

15. Click on Insert Pattern.

16. Select a Pattern from the drop down list.

17. Click OK.

18. Save.

Workfol it Inte 2
Schedule Editor —
Show: Previously Selected Employee(s) (CEdit )
Loaded:1:26PM S—
LB 01872006 - 8/29/2006, Range of Dates [Refresh)

Save | Actions  Shift PayCode  Accrual Amount  View

Sun 9724 Tue 9,26

Wed 9120 Thu 921 Fri 9i22 Mon 9:25

Iy

Tue 9119

Mon 918

Hame Sch Hrs.

Thomas, Jonat... 0.00]

Super, Sarah 0.0
Steward, Christ... 0.00)
Raper, Anh 0.0
Reilly, John 0.00)

Oliver, Shawn 0.00|

3 Pattern Editor

Oliver, Shawn

Effective Dates:

*Work Start Date: 9/18/2006 b @) Forever
+Pattern Start Date: | 61772007 g

Recurring| 1/ ® Weeks (Daye [ ltams in rtation - Find nsertshirt.. | 15
[ ] [mo.| sun | mon [ Tue | wed Thu | Fri | sat
Insert Pattern...

2 Select Pattern
3 @ Shift Editor...

|[_] override other patterns

Patterns:
Pay Code Editor...
Hame Description ;
MATHF 7:304-5P MON, WED, THURS, FRI 7:304-5:00P B
M, ¥y 3:30A-5P AND F 9:30A-4P MOMN, WED 2:30A-5P AND FRI 9:30A-4F 4 Dolets
M-F 11P-730A MONDAY THRU FRIDAY 11PM TO 7 3\ =]
1 7 > oK Cancel Help 1 6
Java Applet Window T

Jawa Applet Window

A Kronos Workforce Central(R) - Microsoft Internet Explorer

Schedule Editor

Show: Previously Selected Employee(s) (_Edit )
Loaded:1:26PM 2

LT CREEN T A 9/18/2006 - 9/29/2006, Range of Dates [Refresh)

By Employee

Save | Actions  Shift PayCode  Accrual Amount  View

Hame 27| SchHrs. 17| Mon9M8 | Tue9M9 | Wed920 | Thug21 Fri 922 Sat923 | Sun924 | Mon925 | Tued26 | Wed927 | Thu9s Fri 929
83| Oliver, Shawn 80.0011p-730a [11p-730a [11p-730a [11p-730a2 |11p-730a Mp-730a [11p-730a [11p-730a [11p-730a |11p-730a =
& | Thomas, Jonathan 0.00 A‘
Siner Sarah nnn




Schedules

Entering a Shift Template

A Shift Template contains a start and end time, but no date. So, it can be used over and
over for many employees. When assigning a Shift Template, it is not necessary to re-
enter details for the shift.

Regina Nelson has been scheduled for an 8 %2 hour shift on Monday from 8:30am to 5pm.
Her 30 minute meal break, as defined by her Pay Rule, will automatically deduct from
the total number of hours scheduled. The number of hours scheduled to actually work are
displayed in the Sch Hrs column.
To enter a Shift Template:
Select the Employee.
Select the Day.
Click on the Shift menu bar.
Select Insert Template from the drop down menu.
Choose the appropriate shift from the list displayed.
Click OK.
Click on Save

NookrwdpE

Schedule Editor —
sow: [

Loaded:7:27PM 7 3 ) ) PR —
LN 971672006 - 828/2008, Range of Dates | [ G

Save PActions Shift Pay Code Accrual Amount View 2
Hame 14| A0d.. Sun 97 Mon9/18 7 Tue9M9 = Wed920 | Thu@i21 Fri 9/22
JUTTITSOTT, Mane Edlt /
Kline, Harry Delete 4 3p-1130p / p-1130p Ep-1130p 3p-1120p 3p-1130p
Lerner, Brian [EE— " [ T ——
\ Malnageréma.w Edit Pattern... // f/ 2300 to Usuzame 11:00F t';e;;rui,':fm =~
ME SDn' Egma DE'EtE Paﬂernm Spmto 9pm 1700 to 2100
Michols, Paula Ip-1130p [11p-Ta B30A-430P 1HR MEAL -
Inzert Template. .. 8304-5P 30 MIN MEAL \
Cliver, Shawn 3p-1130p BA-4F THR MEAL 5 J
- Append Shift... 24-7F 1 HR MEAL
Farks, Larraine 6 9454-515P30 MIM MEAL =
Replace Shifts ...
Farsons, Yictor | . P ok | Cancel | Help |
T Insert Transfer...
Crebocdulor] Hoiir Il Ql 104 &1 [rEeE ] 100 A L nT=2 148 8l

Schedule Editor - e e People YRR
Show: Derno All Horme B Ear ) nec ile People Reports ()
Loaded:7:27PM ( -
RLUCREENLE AN 901 Gr2006 - 929/2006, Range of Dates | ™ (Refresh) A @" (ED

I4 4 916/2006-9:20:2006 b P|

By Employee

Save | Actions  Shift Pay Code  Accrual Amount View

Hame 12 SchHrs. n9A47 Mon 316 Tue 918 Wed 920 Thu $i21 Fri 922 Sat 9/23 Sun 9,24 Mc
LETTET, BIEr 4oy e = ap I=|
Manager, Mary 0.00;
Melson, Regina a.00) g20a- 5p
Michols, Paula 88.0080p 11p-7Ta Sick 8:00 11p-7a 3p-1130p 11p-7a 11p- 7=

% NOTE: If a suitable shift to fit your needs is
not listed, call the Payroll Office.




Schedules

Scheduling a Pay Code for a Full Day

Pay codes may be entered for time off such as sick, vacation or personal time. Pay Codes
may also be entered for work time exceptions, for example, attendance at a Conference.
Dr. Dougherty attended a Conference in Washington DC on Tuesday. To schedule a Pay
Code for that day, go to the Schedule Editor.

1. Select an Employee.

2. Select a Day.

3. Click on Pay Code.

4,

Select Add from the drop down menu.

Schedule Editor

Loaded:6:06PM

B Sow [T ()
1

TR I G0 BP2006 - 92952006, Range of Dates = |Refresh)

By Employee
Save | Actions Ehiij Pay Code Accrual Amou Miew

Mame /| [seh| Add. ¢ B 4 linonz Mon 918 Tue 949 Wed 9,20
Caren, Prestan / Edit...
Carter, Pete / Delete 3p- 1130p 3p- 1130p ap-1130p
Cunningham, ... Add Pattern... Ba-5ap Sa-5p Ba-4ap
Deigan, Paul Edit Pattern... 2 Jury Duty 7:00 9a- 5p 93 - 5p
Dougherty, Mar, Delete Pattern... —— [3a-5p Ga- 5p Ga-&p
Edwards, Moel 80.00 11p- 730a 11p - 730a 11p- 730a
Green Anita 80.00 2a-430p Ba-430p Ba-430p

From the Pay Code Editor:

5. Scroll down and select the appropriate Pay Code from the drop down menu.

<2l Pay Code Editor,

Dougherty, Martin  Effective Date: 9/19/2006

Pay Code: | Conference Outside Phila - Comments:
Canference In Phila B I e
* Amount (hhemm): | Canference On Campus |
Conference Qutside Phila
* Display Start Time: | Critical Cara Class 1 5
Excused Absence Mo Pay <
* Humber Of Days: | Exempt Excess Hours i |+
FhLA Mo Pay
Transfer: FMLA Personal j [[] override Shift

{2} Whole Shift () Partial Shift

OK | Cancell Help |

Java Applet Window




Schedules

Scheduling a Pay Code for a Full Day (continued)

6. Enter the number of hours and the start time. The employee will be at the
Conference for a whole day so select full sched day from the Amount drop down
menu.

7. Check Override Shift and Whole Shift so that the Conference hours will override
the employee’s regular shift

8. A Comment may be entered if applicable

9. Click OK.

<3 Pay Code Editor

Dougherty, Martin  Effective Date: 9/19/2006 8
Pay Code: | Conference Qutside Phila - Comments: /
| I ¥ -
= Amount (hhemm): | full sched day -
e
<\L
Display Start Time: |82IJEIAM
| |1

* Humber OF Days: |1

Override Shift
A & Whole Shift ) Partial Shift

Transfer: | 7

9 \ 0K | Cancell Help |

Java Applet Window

% Note: In this example, Dr. Dougherty will be out for the whole shift, so
the Conference Pay Code is replacing the regular shift. Failure to check
off Override Shift would result in the employee being paid for both the
Conference Pay Code and their regular shift.

Martin Dougherty’s schedule will display a Conference on Tuesday.

Schedule Editor _
10 Show: Demo All Home ﬂ (_ Edit )
Loaded:2:09PM —_—
T RO EE 901 6/2006 - 973072006, Range of Dates = (Refresh)

Save | Actions  Shift  PayCode  Accrual Amount  View

Hame 1/ Sch Hrs. Sat 916 | Sun 947 | Mon 918 Tue 919 Wed 920 | Thu %21 Fri 9i22
Dougherty, Mart., 80.00 Ba-ap Conference Outside Phila 8:00(3a- ap Ba-ap Ba-ap
10. Save.



Schedules

Scheduling a Pay Code for a Partial Day

There are occasions that an employee will be paid a partial day or may need to leave due
to illness or an emergency.

Example #1, Anita’s schedule is 8:00am to 4:30 pm with a 30 minute meal break. She
came back from lunch at 12:30pm and began to feel ill. Anita went home sick at 1:30
pm. To enter her partial Sick/ETO Unscheduled day:

Go to the Schedule Editor and select the Employee.

Select the Day.
Click on Pay Code.

Select Add from the drop down menu.

Show:
Time Period:

1
2
3.
4

Schedule Editor _
(_Edit )

Loaded:3:44PM
[Refresh)

Demao All Home w7
9/16/2006 - 9/29/2008, Range of Dates  |w

By Employee
Save | Actions Shiff Pay Code Accrual Amo iew
Home 1/ |[sch| Al <« 4] Mon 918 Tue 919 Wed 9,20
AUTTTTTGITETTT, Faurd Edit... I EE ) EE ) od - Il
Deigan, Paul Delete Nk dury Duty 7:00 Ya- 5p Ya- 5p 5|
Dougherty, Manin/ Add Pattern... fa-ap Conference Outsid|3a - ap H 2
Edwards, Maoel ‘ Edit Pattern.. 11p-730a 11p-730a 11p- 730a :H
Green, Anita Delete Pattern.. Ha-430p Ha-430p Sa-430p q

5. From the Pay Code Editor, enter an S at Pay Code to bring up a shorter list.
6. Scroll down to select the Sick/ETO Unscheduled Pay Code accordingly.

‘2 Pay Code Editor

Green, Anita
Pay Code:

* Amount (hh:mm):

* Digplay Start Time:

* Number OFf Days:

Transfer:

Effective Date: 9:20/2006

| Sick

Comments:

Sick

Sick Family
Sick Family 5t
Sick 5ft
Suspended Mo

T1-%10.00
T1-§12.00

/

Fay

Suspended With Pay

I;\\

-

|

[

||

0K | Cancell

Override Shift

(8 Whole Shift () Partial Shift

Help |

Java Applet Windaw




Schedules

Scheduling a Pay Code for a Partial Day (Continued)

7. In the Amount field, enter 3:00 Sick/ETO Unscheduled hours.

8. Enter the Start Time when the Sick/ETO Unscheduled Pay started.
9. Check the Override Shift and Partial Shift.

10. Enter a Comment if applicable.

11. Click on OK

<3 Pay Code Editor

10

Green, Anita Effective Date: 9/20/2006 7

Pay Code: | sick J/ - Comments: /
* Amount thhamm): |3:DEI x
* Digplay Start Time: | 1:30P M < 8

9

* Humber Of Days: |'l ] | /7

T | - override Shift

) Whole Shift @ Partial Shift
11
\ OK | Cancel | Help |
I|.Java Applet wWindow

Anita’s hours appear on the Scheduler as scheduled work hours 8am to 1:30pm
and 3 hours Sick/ETO Unscheduled which equals 8 and % hours. However,
Jefferson Electronic Time and Attendance is configured to auto deduct a meal
break at the fifth hour worked. When her 30 minute meal break is deducted she
will have five hours worked and 3 hours Sick/ETO Unscheduled to equal her
8.0 hour schedule

12. Save

By Employese

Save | Actions  Shift PayCode  Accrual Amount  View

Hame 1/ SchHrs. Sat 916 Sun 917 Mon 918 Tue 919 Wed 9,20
Edwarids, Mogl 80.00 11p- 7303 11p- 7303 11p-730a
Ba-430p da-430p da-130p

Green, Anita a0.00 -
 Bick 300 D

S —

% Always check the total hours.
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Schedules

Scheduling a Pay Code for a Partial Day (Continued)

Example #2, Paula is requesting to use a half day for ETO Scheduled/Vacation. Paula is
an exempt employee so her timecard is populated by the Scheduler. She is scheduled to
work 8 am to 5 pm and has a 60 minute meal break. She will leave at noon and use 4
hours ETO Scheduled/Vacation to complete her 8 hour shift. To schedule Paula’s half
day ETO Scheduled/Vacation:

1. Go to the Schedule Editor and select the Employee.
2. Select the Day.
3. Click on the Pay Code menu.

4. Select Add.
Schedule Editor .
3 4 Show: Demn Al Home bl ( Edit )
Loaded:3:24PM . _
LG RN 901 Br2006 - 9/29/2006, Range of Dates bl (Refresh)
By Employee
Save | Actions Shift Pay Code Acyrual Anmount View
Hame 1/ Schf Add-- [ Sun 917 Mon 9118 Tue 919 Wed 920
Caren, Preston Edit...
Carter, Pete Delete 3p-1130p 3p-1130p 3p-1130p
i Add Pattern... - - -
unningharm, ... . 2 .Sa ap 9a- ap Sa-5p
Deigan, Paul Edit Pattern... Jury Dty 7:00 T 93 - 5p
Dougherty, Mart Delete Pattern... Sa- &p Conference Outsid(3a - 5p
1!

5. From the Pay Code Editor, enter a V at Pay Code to bring up a shorter list. Scroll down
to select the ETO Scheduled/Vacation Pay Code.

In the Amount field, enter 4:00 ETO Scheduled/Vacation hours

Enter the Start Time that the ETO Scheduled/Vacation pay started.

Click on Override Shift and Partial Shift.

. Enter a Comment if applicable.

0. Click on OK and Save.

RO ~N®

=N Pay Code Editor

Cunningham, Paula Effective Date: 9118:2006 .

Pay Code: | vacation v 6 Comments:
* Amount (hhmm): | 4:00 «— : -
* Display Start Time: |12:DDPM \ 8
* Humber OF Days: |1 7 | B/\ | 1

Querride Shift
! Whole Shift ® Partial Shift

Transfer: | -

10 F—> OK Cancel Help

Jawa Applet Windows




Schedules

Scheduling a Pay Code for a Partial Day (Continued)

Jefferson Electronic Time and Attendance is designed to auto deduct the meal break after
5 hours of work. Paula left at the 4™ hour of work, so the meal break was not deducted.
Jefferson Electronic Time and Attendance inserts the hour as a separate shift which must
be deleted. To delete the extra hour:

11. Select the Shift to be deleted.

12. Click on Shift.

13. Select Delete from the drop down menu.
14. Save.

12\

Save | Ac‘tiuns\Shiﬂ Pay Code Accrual Amount View

v
/ Hame | Add.. at 916 Sun9M7  Mon9ns |
Edit.. acation 4:00
Delete < 13
Cunningham, Pau < Fa-12p 11
Add Pattern... in - 5p 4_/-/

Lot Dot

The Schedule now reflects an 8am to 12pm shift with 4 hours ETO Scheduled/Vacation for a
total of 8 hours for the shift and 80 hours for the pay period.

Save | Actions  Shift  PayCode  Accrual Amount  View

Hame 14 Sch Hrs. Sat 916 | Sun 91T /Mun-m.{

Macation 4:00
Cunningham, Paula a0.00 Q 1 )
a-1:p

——

%*Always check the total hours.

-10 -



Schedules

Scheduling Account Code Transfers

Anita Green has been asked to help in another department within the same Company
from 9am to 3pm on Sunday. The hours will be charged to the other department.

% Account Code Transfers must be processed
within the same Company.
(Cost Centers are also known as Account Codes).

To schedule Anita’s hours and Cost Transfer, go to the Shedule Editor:

Select the Employee.
Select the Day.

Click on the Shift menu.
Select Add.

Awnh e

Schedule Editor Showr Al Home Ad ( Ear )

Loaded:10:4394AM
LR EN 901 6/2006 - 972972006, Range of Dates - [Refresh)

By Employee
Save | Actions Shift Pay Code View
Hame 15 Add... Sun M7 Mon 918 Tue 919 Wed 9720 Thu 9:21 Fri 922 Sat 923 Hun 924
Zaren, Preston Edit...
Carter, Pete Delete 3p-1130p [3p-1130p  [3p-1130p  [3p-1130p [3p-1130p [730a- 7Fa (0
Cunningham, ... Add Pattern... 23 - ap 2a-ap 23 - 8p 2a- 5p a- ap
Deigan, Faul Edit Pattern... da- ap Jury Duty 7:00 |93 - 5p Oz - 5p Oa- 5p
Dougherty, Mart..| | Delete Pattern.. Z2a-Aap Z2a-ap Z2a-ap Fa- 5p Ba- ap
Edwards, Maoel Template. 11p- ¥30a 11p- 730a 11p- 730a 11p-730a [11p-730a
Green, Anita <+ 1 d Shift Sa - 430p Sa-430p Sa-430p Sa-430p Sa- 430p
kline, Harry meTTRce Shifts.. 3p-1130p  [3p-11320p 2p-1130p 3p-1130p 3p-1130p
nanager, Mary Ingert Transfer...

The Shift Type defaults to Regular but since the employee’s hours will be charged to another
cost center so go to Type and:

5. Select Transfer from the drop down menu.

=N Add Shift

Employee: | Green, Anita -~ Primany Job: Unspecified

Insert Shirt.... I

| | * Start Date = Type | * Start Time | * End Time | * End Date | Sch Hrs. | Transfer
& | [ | arzaizo06 Regulad ~ | S:00AM | =:00PMm | aszarzoo0e | 5.0 |
Regular
Break
Transfer
Unavailakle
off
EE| =
Comments: | -~ 5 Shift Label:
HMumber Of Days: |1

OK I Cancel I Help

Java applet Wwindow
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Schedules

Scheduling Account Code Transfers (continued)

To complete the schedule and cost transfer:

6. Enter the Start Time and End Time. - The End Date remains the same.
7. Click on Transfer.

8. Select Search from the drop down menu

-2 Add Shift
Employee: I Srean, Anita d Primary Job: Unspecified
\ Insert Shift... I
* Start Date * Type * Start Time | © End Time * End Date Sch Hrs. Transfer
= |, | 92372006 Transfer 2:00AM 3:00F M Q2302006 6.0 | -
HWI0Z07 508080
HZ0rs0200r
Lan CALL - 2 HR GUARANTEE
SO CALL - 4 HR GUARANTEE
S0E07 5060007
6 8 Search... AlES
Ll 1=
Comments: | - Shift Label:
Humber O Davs: |1
4] A |

oK I Cancel I Help

Java Applet Windows

9. Click on Account Code. A message will pop-up stating “Too many entries please refine
the search.

10. Click on OK.

* As of date: Go To: - Show |

Labor Account

Hame or Description: Senaom |
Search !

Available Entries: _} COMPAHY

NA,NA

) ADMINISTRATION 1D

9 \.‘  DEPARES
g orkforcs

® accd

Gl 0BG & Too many entries in this level, please refine the search 10
) RECO

O GROU OK

Java Applet Window
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Scheduling Account Code Transfers (continued)

11. Type in the full Account Code/Cost Center at Name or Description. This may be
an eight number or a fourteen digit number for special purpose accounts or grant
accounts. Type in all digits with no spaces.

12. Click on Search.

13. Click on the Account Code/Cost Transfer that is displayed under Available
Entries.

14. The Account Code and description is displayed by Account Code ID.
15. Click OK.

‘A Select Transfer

!

Job

* As of date: | Go To: | ~  show i
Labor Yl:uunl
Hame or Description: Clear Account
(03075080 > Z=nY I

Available Entries: ) COMPANY

D3075060,Accounts Payable ) ADMIHISTRATION ID S 4

e

® DEPARTMENT ID 03075060 Accounts Pavable

) ACCOUNT CODE ID
()} JOB CODE

1 3 ) RECORD HO
) GROUP ID
Work Rule
| =Mone= i
Selected Transfer 15
$I0TS060:107 /

OK l Cancel l Refreshl Help l

[ e apict o

Anita’s schedule and cost transfer is displayed in the Transfer cell and the hours worked will
be charged to the cost center displayed.

B Edit Shift
Employee: I Green, Anita hadl Primary Job: Unspecified

Insert Shift... i Delete Shift I

| * Start Date | * Type | * Start Time * End Time | * End Date | Sch Hrs._ | Transfer
£ |L, | 9izzrz006 | Transfer | @ooam | =o0Pm | orzarzooe | B.O0 | 0307 S06 00
< 1+
Comments: I - Shift Label:

Humber Of Days:

oK I Cancel I Help I

|Java Applet Window

Click OK and Save.

-13 -



Schedules

Schedules and Termination

Exempt employee timecards are populated by the Scheduler. Any hours and/or money
on an employee’s timecard is passed to PeopleSoft and processed for payment to the
employee. In the event that an employee has terminated, but the PAF information has not
been processed, the employee will remain active in the Jefferson Electronic Time and
Attendance System. Unless the Schedule is end dated the employee will be paid. To
prevent the employee from being overpaid, the schedule must be end dated as of the
effective date of termination.

On August 20, Sarah Super submitted a letter stating that she was resigning effective
September 22. However, Sarah’s information has not yet been updated in the HR/Payroll
system so she is active in the Jefferson Electronic Time and Attendance System. Since
Sarah is an exempt employee the Scheduler has already populated her timecard. The
hours must be removed from the timecard.

Timecard
(GRS Super, Sarah DEMO 023
Last Saved: 12:50PM
st Saue A o1 62006 - 9/29/2006, Range of Dates |

Save | Actions Punch Amount  Accruals Comment Approvals  Reports

Date Pay Code Amoumnt In Transfer Ot In Transfer Out Shift | Daily |Cum...
&L Frigns
£ |0, | Satane
& [, | Sun 917
& |y [ Mon 8018 2:30AM A:00FM 8:00 | 200 |200
&L, | Tue 99 8:30AM a:00PM 8:00 | 800 | 16:00
£ |0, | Wed 9/20 8:30AM a:00PM 8:00 | 8:00 | 24:00
& |0, | Thu 921 8:30AM a:00PM 8:00 | 800 | 3200
& |0, | Frigizz 8:30AM a:00PM 8:00 | 8:00 | 40:00
& |L, | Sat9/23 40:00
& |y | Sun 324 40:00
£ |0, | Mon 9525 8:30AM a:00PM 8:00 | 8:00 | 48:00
&M | Tue arR AN ahd A NP ann a-nn ARNN

Totals & Schedule rnccruals rnudi'ts |

All hd Accrual Code / |Bal. on Selec...l Units
’ Account H Pay Code |Amount| Wages |
. 03075060003075060/MADID3I07S060B  Regular 80:00
Date Start Time End Time Pay Code Amount
Sat9M6
Sun 917
hon 9718 8:30AM 5:00PM
Tue 8149 8:30AM 5:00PM
The employee Wied 9020 5:30AM 5:00PM
Id b d Thu 8121 8:30AM 5:00PM
wou € pal Fri9/22 8:30AM 5:00PM
80 regular Sat8/23
Sun 9524
hours hon 9724 2:30AM 5:00PM
Tue 9/26 8:30AM 5:00PM
Wed 9127 8:30AM 5:00PM
Thu 8/28 8:30AM 5:00PM
Fri 8/29 8:30AM 5:00PM

The Schedule must be end dated effective September 22™ (the last worked day).

-14 -



Schedules

Schedules and Termination (Continued)

To end date the schedule:
1. Go to the Shift menu.
2. Select Edit Pattern.

R plo |
1 0 Previously Selected Employee(s) et d
oacee LA /1 /2006 - 9/29/2006, Range of Dates |~ E B
9/16/2006-9/29/2006
By Employee
Save | Actions  Shift  Pay Code  Accrual Amount  View
Heme 2/ [[ Add. Sat 946 Sun 917 Mon 918 Tue 919 Wed 9/20 Thu 9:21 Fri 922 Sat 923 s
Oliver, Shawn Edit 11p- 730 11p-T30a M1p- 7302 11p-730a 11p-730a -
Super, Sarah Delete 30a-5p 230a- 6p 830a- 6p 830a-6p 230a-6p
Anderson, Joan Add Pattern
Barter, Kate Edit Pattern 2
Bennett, Barbara| | Delete Pattern

At the Pattern Editor:

3. Enter the Termination Date in the End Date field.
4. Click on OK.

Schedule Editor

Loaded:4:36PM

Show: Prewiously Selected Employee(s)

‘ij)

9/29/2006 b bl

LN CRRENTT AR 01 6i2008 - 9/29/2006, Range of Dates

By Employee

Save | Actions  Shift  PayCode  Accrual Amount  View

2/ | SchHrs. 17
80.00|

4000

Hame Sat9/16 | Sun9A7 | Mon9Ms

11p-730a
830a- 9p

Tue 919
p-730a
830a-9p

Wed 920
11p-T30a
@30a- op

Thu9i21
p-730a
830a-9p

Fri 922
11p-730a
830a-5p

Sun 924 | Mon 925

1ip-T730a

Tue 9,26
11p-730a

Wed 9/27
11p-730a

Thu9i28
11p-T730a

Fri 929
p-730a

Oliver, Shawn

Super, Sarah

2 Pattern Editor

Super, Sarah

3

Effective Dates:

y *Wark StartDate: | BI07/2008
* () Forever

@ Dt TR [_] override other patterns
‘Pattern Start Date: | 2/112007  w deess
Recurring] 2| ® Weeks ()Days | G305 5p - Find nsort stitt.. |

Wo.| Sun Mon Tue wed Thu Fri sat

2L 1 Insert Pattern...
2L 2

Shift Editor...
Pay Code Editor...

Delete

The Schedule has been updated to show shifts for only the 1% week of the Pay Period.

A Kronos Workforce Central(R) - Microsoft Internet Explorer.

Schedule Editor

Loaded:4:36PM

Show: Prewiously Selected Employee(s)

UERENGT AR 6/16i2006 - 9/28/2006, Range of Dates

14 4 9/16/2006-9/29/2006 b bl

M| Save | Actions  Shift PayCode  Accrual Amount  View
Hame 2/ | schHre. 17| Sat9M6 | Sun9M7 | Mon9ME | Tue9n9 | Wed920 | Thu9izt Frigg2 | Sat9R3 | Sun924 | Mon925 | Tue926 | Wed927 | Thu9ns Frigny
P8 | Qliver, Shawn £0.00| 11p-730a  11p-730a 11p-730a 11p-730a 1Mp-T730a Mp-7308  Mp-T730a 11p-730a [11p-T730a 11p-730a =
M| super, sarah 4000 B30a-5p  830a-Sp  930a-5p  B30a-Sp  |@30a-5p
Anderson, Joan 0.00]
Baxer, Kate o.o0

5. Save and Refresh the Timecard.
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Genies and Queries

Detail Genie — displays time and labor data by employee. Information for each employee
appears on a separate line, which lets you quickly identify individual issues.

(Example: If you wanted to see all employee timecards in the current pay period that
contain exceptions you could use the Reconcile Timecard)

2R Kronos Workforce Central(R) - Microsoft Internet Explorer

KRONOS IS A ] Show: i Home
Last Refreshed: 12:50PM ) )
Log o Time Period: |NZSEIEEN

Change Password

Actions __ Schedule

et T ‘ Earty in | Latotn ‘ Earty out | Late out ‘ Unscheduled e ‘

CamiRiEsIan =

Timekeeping cireos -
Pay Period Close Cunningham, Paula -~
Reconcile Timecard Deigan, Paul ~
Holiday Deta Dougherty, Martin ~
Scheduling Eenwaras, noel -
Schedule Editor Sron At =
Group Cdit Results e Hat =
s Manager, Mary -
e Nelson, Regina -
il nichals, Faula -
s Sine: e =
Har Parks, Lomaine - -
Parsons, vistor | -

Freston, David -

Roper, Ann -

ST Favey =

Sanri Cheine &

Supenvisor, Sam -

Wiarner, Thomas J -

Wilson, Lista L -

Scheduling Genie — displays schedule data by employee. Information is presented in a
timeline view to let you easily perform schedule edits.

(Example: Schedule Editor)

3 Kronos Workforce Central(R) - Microseft Internel Explorer
Kb e et L U b e L aab

KRONOX Schedule Editor T
Loadedr
Log O Current Schedule Period

Change Password

14 4 204/2007-2/102007 b bl

By Employee

Save | Actions

QuickFind Hame i Schlirs. Sun 204 Mon 205 Tue 2106 wed 207 Thu 2m0 rrizoe Sat 210
Caren, Frestan 35.00 92 - 4a0p aa- 430p 9a- 430p 9a- 4300 9a- 430p =
Curler, Pole a0.00 3n- 11308 3p- 11300 3p-1130p Bp- 11308 3011300
aEenE 1= i e eaTd Cunningharm, Faula 0.00
Holiday Deta Delgan, Paul 35.00 9 - 5 au-5p 9u - 50 9a- 50 u-sp
Scheduling Dougherty, marun auuy Ba-sp sa-sp Ba-5p sa-sp sa-sp
Schedule Editor Ecwards, Noel a0.00 hip-rsua 11p- r3Ua 11p- csua hip- rsua 1ip- rsua
Group Edit Results Green, Anita a0.00 Ba - 430p Ba- 430p 8a- 430p Ba- 430p #a- 430p
Inbox Kiine, Harry a0.00 3p-1130p 3p-1130p 3p-1130p Bp- 11300 Zp- 11300
Reports Wanager, Mary 35.00 9a-5p 9a-5p 9a-5p 9a- 5p @a-sp
Nelsan, Regina 3750 Bp-11p 3p-11p 3p-11p Bp-11p Fp-11p
Nichals, Paula a0.00 M1p-7a 1p-7a i1p-7a M1p-7a 1p-7a
Oliver, Shawn 0.00
Parks, Lomaine 24.008a- 5p 8a-5p Ba-5p
Parsans, victar | 35.00 9a- 5p 9a-sp 9a-5p 9a- 50 @a-sp
Preston, David 0.00
Roper, Ann 37.50 9a- 50 9a-sp 9a- 50 9a- 50 9a-5p
Grmith, Harvey annn Ba- 50 8a-5p 8a- 50 Ba- 50 8a-5p
Steward, Christine a0.00 i1n-7ans 11p-7ana i1p-7ans H1n-7ana 11n-7ana _
Suparvisor, Sam 37.50 oa-5p @a-sp o5-5p a- s5p 9a-sp
Warnor, Thomas J 40.00 Bp-11p @p-11p Bp-11p Bp-11p Ep-11p
Schadulad Hours 676.50 e 1308 1308 1385 1208 1385 qf
Numbar of Employaas

Shift/Pay Code Hame

Tnbox - Micr . Training Man..




Genies and Queries

Search Genie - search tool that allows you to quickly locate employee information.
Using this Genie, you type an employee’s name or ID, and information appears based on
your search criteria. If you are unsure of the spelling of an employee’s name or know
only specific digits in an employee’s ID number, you can use wildcard characters to
enhance your search capabilities. (Example: QuickFind )

Wildcard | Description Example
character

* An asterisk character indicates multiple D* finds all employees
characters can occupy a position in the whose ID begins with the
search string letter D

M Kronos Workforce Central(R) - Mi ternet Explorer

KRONOS' Nameori0: CERNNEEE - )
Log Off = AR Time Period: [ -
Swor ule s

DEMO 018

NATNAMATNANATNANA

DEMO 011 NATNAMTATMAINATAMNA
DEMO 012 MATATATMATNATATA
DEMO 005 NATNAMTATAINATATNA
DEMO 001 AT ATMATNATMATNA
DEMO 018 NATNAMATMATNATAMNA
DEMO 014 NATNATNATAINATNATA
DEMO 010 MATNAMATMATATAMNA
DEMO 004 NATNAMARANANANA
DEMO 007 NATNAMTATMAINATAMNA
DEMO 020 MATATATMATNATATA
DEMO 008 NATNAMNATHAINATANA
DEMO 018 AT ATMATNATMATNA
DEMO 002 NATNAMATMATNATAMNA
DEMO 021 NATNATNATNAINATNATA
DEMO 013 MATNAMATMATATAMNA
Harvey DEMO 008 NATNAMARANANANA
DEMO 017 NATNAMTATMAINATAMNA
DEMO 003 MATATATMATNATATA
DEMO 015 NATNAMNATHAINATANA

DEMO 008

AT ATMATATMAMNA

e, G5 2y 3 &P 12:54 PM




Genies and Queries

Filtering Data in Genies

When you use a Workforce Genie, you can filter the data that is displayed so that it answers the
following questions: Who, When and What? The example below shows the Reconcile Timecard
Genie, with the Workforce Genie components, that answer these questions, highlighted:

Component | Question Description
Answered

Show Field | Who The Show field lets you choose from a list of data filters
(called HyperFind Queries) to select a specific set of
employees to appear in the workspace of the Workforce
Genie.

All Home: The All Home query displays your base group
of employees — all employees that you can access.

Other Queries: All other queries are based on All Home,
so the employees selected by other queries are a subset of
All Home, filtered by additional criteria.

Time Period | When The Time Period field lets you choose from a list of time
Field intervals to populate the workspace with information for a
specific date, range of dates, pay period or schedule period.

Examples: Previous Pay Period, Current Pay Period,
Next Pay Period, Today, Yesterday, Specific Date and
Range of Dates.

Workspace | What The workspace contains a pre-defined set of columns
specific to the Workforce Genie selected. The information
that appears in the workspace is filtered by the values
selected in the Show and Time Period fields.




Genies and Queries

Refreshing and Sorting Data in a Genie

A Workforce Genie lets you refresh and sort information. The following table lists the
options you can use to display the latest information from the database and sort the
columns to group together specific information.

Action Description

Refresh Click the Refresh button to display the most current
database information. This is important to ensure that you
are viewing the most recent changes.

NOTE: Last Refresh Time located in the upper left
corner of the page identifies the most recent time you
clicked Refresh.

Sort arrows and numbers Sort Arrows: Click the column headings to sort the data
by the selected column. Clicking a column heading a
second time reverses the sort order. A down arrow shows
the sort as descending; an up arrow shows the sort as
ascending.

Sort Numbers: Click a second column heading to sort the
display a second time according to the second column.
The second column becomes the primary sort; and the first
column becomes the secondary sort. A number appears in
each column heading next to the up and down arrow to
show which column is sorted on first and which column is
sorted on second.




Genies and Queries

Exporting Genie information to an Excel File

You can export the data in a Genie to an Excel spreadsheet.

1. To export the data in a Genie as a standard Excel file, choose
Actions > Export to Excel from the Genie menu.

Q
RONO .- )
S weekto Date ~ e =
< Actions Schedul Approvals
Select Al = = Primany Labor
Print Account
Q e DEMO 027 DJUIO3075100/0307 5060/0307 506 0NADDINT 50604
. ——— DEMO 028 DJUJO3075100/03075060/0307506INADIOZ07 50608
; DEMO 024 DJLIO307 5100/0307 5060/0307 S060MNANOINT 50608
Lemer, Brian DEMO 022 DJUJO3075100/03075060/0307506I/NADIOZ07 50604
Super, Sarah DEMO 023 DJUJO3075100/03075060/03075060/NADIO307 50608
< E=

2.

Change Password

Actions

Schedule

Approvals

A pop-up screen will appear and you can choose to “Open the Excel File” or
“Save the Excel File to a specific directory..

Pritany Labus |

Hame 1 n Tl
Adams, Jennifer DEMO 027 DJU/03075100/0307 5060/03075060MNADMZ07 50604
Baxter, Kate DEMO 028 DJU/03075100/0307 S060/03075060NADM3Z07 50608
Johnsan, Marie DEMO 024 DJU/03075100/0307 50600307 5060NADMI07 50608
Pay Period Close |ICUCSELE DEMO 022 DJU/03075100/0307 S060/03075060NADMZ07 50604
Super, Sarah DEMO 023 DJU/03075100/0307 S060/03075060NADMZ07 50608

Scheduling
Group Edit Results
Inbox

Reports

Actions

Setup

Help

File Download

Do you want to open or save this file?

= Name: ind. s
il Type: oFt Ciccel Worksheet, 5,00 KO
Fram:

g
»

_Seen J[ seve J [ e ]

computer. If you to rot tust the source. o not open o

@ \while files from the Intemet can be useful, some files can patentilly
save this file. What's the tisk?

2 krono... [ZhiKrono T krone. T heepit..

[ = mtray



Genies and Queries

Below is a sample of the Genie data exported to an Excel File.

Primary Labor

Name 1D
Account
Adams, Jennifer DEMO 027 DJU/03075100/03075060/03075060/NA/0/03075060A
Baxter, Kate DEMO 026 DJU/03075100/03075060/03075060/NA/0/03075060B
Johnson, Marie  DEMO 024 DJU/03075100/03075060/03075060/NA/0/03075060B
Lerner, Brian DEMO 022 DJU/03075100/03075060/03075060/NA/0/03075060A
Super, Sarah DEMO 023 DJU/03075100/03075060/03075060/NA/0/03075060B



Genies and Queries

Running Public Queries

The Public Queries are customized queries that are available to all users to filter data in
conjunction with running Genies or Reports. The Public Queries are shown in the drop
down list under the Show field at the top of the screen. The “All Home” public query
will display all the employees you have access to view. The display has a maximum
number of 1,000 employee records. User with access to a department with over 1,000
employees will receive the below message:

Name or ID: | (_Find )
U week o Date -

Actions  Punch  Amount  Schedule  Approvals  Person

enies® Hamo i ‘ Account

@ The number of rows exceeds the limit of 1000. Please modify your search.

=

Users with access to over 1,000 employees can utilize customized queries that would
reduce the number of employees displayed to be within the 1,000 employee record limit.
(Example: “Employees Last Name A-L” and “Employees Last Name M-Z").

% NOTE: The Jefferson Electronic Time and
Attendance System is configured to
display a maximum number of 1,000
employee records. Users with access to a
department with over 1,000 employees
can create queries to split the department
in half so all their employees are
accessible.




Genies and Queries

Running the Public Queries (continued)

1. Click on the Genie that you wish to use in the My Genies list on the left side of
the screen. In the example below, the Reconcile Timecard Genie was selected.

2. Click on the Show drop down list to reveal a list of Public and Personal queries

available to you. The Public queries are in “bold text”.

Click on the query that you want to run.

4. Click on Time Period to select specific timeframe.

2

w

2 Kronos Workforce Central(R) - Microsoft Internet Explorer

KRONOS' Recencile Timecard

Show: All Home

Last Refreshed: 12:55PM SN i Home

LogiDie LAl 11 Home and Scheduled Job Transfers

Change Password &ll Home and Scheduled Job Transfers*
s All Home and Transferred-in

EEEEEEE All Home and Transferred-in* Unscheduled Totals
Eard ¢ ontrollers Office EEs Hours Up-To-Date |
Caren, Preston Cantrollers Office Hourly EES

- Timekeeping Carter, Pete ggﬁonf(mmrnllers Omce kLS

Pay Period Close Cunningham, Paula Demo &ll Home

Reconcile Timecard Deigan, Paul Demo -- Testing Group L1
- Scheduling Ediwards, Noel Test For Dave

Schedule Editor S bl Testing Group

Group Edit Results Kline, Harry o
Inbox Manager, Mary

Reports Melsan, Regina
Actions Michols, Paula

Cliver, Shawn
Farks, Lorraine v
Parsons, Victar |

Prestan, David

Raoper, Ann
Smith, Harvey
Steward, Christine
Supervisor, Sam
Warner, Thormas J
Wiilson, Lieta L

+ Setup
Help

SISSSISIRIS 80 0 IS 08 1SS S S |Sis

.. [ Kronos_Training_Man... | /23 Blackboard Academic .. | 3 %

£ @y & 2 D) 104PM

The employees for whom you have security access to view and that meet the criteria of
the query that you selected (for example, those employees assigned to the Test Group are
displayed on the screen).



Genies and Queries

Creating a Personal Query

The Query function enables the User to create a personal query to find specific
employees or employee information based on the employee group that the user has
received access to view. In this Example, Mary Manager has access to all the employees
within Group ID 03075060A and 03075060B. Mary will create a personal query so she
can view only the employees within Group 1D 03075060B.

To the left of your screen, go to the Navigation Bar:

1. SETUP - Common Setup
2. HyperFind Queries

2 Kronos Workforce Central(R) - Microsoft Internet Explorer

. uickFind —
_ : e =
Last Refreshed: 3:50PM - -
Log OF LT E Current Pay Period v

Change Password

Actions  Schedule  Approvals

- My Genies® fame e I ‘ Prir::z:::tbm ‘
QuickFind Adamsg, Jennifer DEMO 027 DJUI0307510003075080/0307 S060INAIDIO307 5060A
+ Timekeeping Baxter, Kate DEMO 026 DJLN03075100/03075080/0307 5060/MNADI03075060B
+ Scheduling Johnson, Marie DEMO 024 DJUI0307510003075060/0307 5060INAIDIO307 50608
Group Edit Results Lernet, Brian DEMQO 022 DJUI03075100i03075060/03075060INADIN307 5060A
Inbox Super, Sarah DEMO 023 DJLI03075100i03075060/0307 5060/MADID3075060B

Reports
Actions
= Setup
- Common Setup
HyperFind Queries
Help

Group ID 03075060A 2 employees

Group ID 03075060B 3 employees

X 1 [0 . f o 2 5
74 start 6B G | 18] tnbox - S Maryan... | g In-tray A Blackboard Acad... 7 Kron | Tl kronos Training ... im:@aD s, e a5t



Genies and Queries

Creating a Personal Query (continued)

3. Then, from the Menu Bar across the top select “New”

I Kronos Workforee Central(R) - Mi
-

4. Select General Information Filter (making sure it is expanded). Once
General Information is expanded, select “Primary Account”

5. Click on radio button “GROUP ID”

6. Type Group ID in “Name or Description” field

7. Click on Search button

8. Highlight the Group ID - then click on “Add” button

9. Click on “Add” button and the Group ID field (right side) will show the
selected GROUP ID 03075060B

030750604,000707662 Swider Kaye F
03075060B,000974276 Osso Charlotte M

[

- Common Setup 5 ]
HyperFind Queri I

[

[636750508




Genies and Queries

Creating a Personal Query (continued)

10. Click on “Add Condition” button to move the query condition to the
“Selected Condition” box at the bottom of the screen. After clicking the Add
Condition button, make sure the condition was added in the Selected
Condition box at the bottom of your screen. (You may have to scroll down if
the *“Selected Conditions™ box is no longer visible on the screen)

2 Kronos Workforce Central(R) - Microsoft Internet Explorer

1 3 e
KRONOS tyeertind iR e (es

Last Refreshed:12:22PM ST
Log O Description:

Change Password Visibility:

- My Genies® = = = =
QuickFind Save | Save As... | Refresh | Refresh Data | Edit Condition... | Delete Condition | Print Screen... |

+ Timekeeping iters Primary Account
+ Scheduling i i S ® Include ) Exclude peaple wha meet this condition.
a
Group Edit Results

Inbox xpi ary Ju Hame or Description: ) COMPANY:
Reports o “wm Search |
Actions

@ TioN D

03075060A,000707662 Swider Kaye F I
= c2

Setup s : 'E 03075060B,000974276 Osso Charlotte M
- Common Setup # Sche () ACCOUNT CODEID: |

) DEPARTMENT ID:

HyperFind QuerfEcREtote = —
- ) RECORD HO:
| 1] @ GROUP ID: 030750608
Add> Cle:

Effective Date () Within specified time period (@ As of today

Add Condition

10

Selected Conditions:
Primary labor account matches */*/*//*/*/03075060B as of today R
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Genies and Queries

Creating a Personal Query (continued)

Next select:

11. Timekeeper Filter
12. Employee Status

Make sure the following radio buttons are highlighted:
13. Include
14. Active status
15. As of Today are all highlighted.
16. Click on Add Condition
17. After clicking the Add Condition button, make sure the condition was added
in the Selected Condition box at the bottom of your screen.

A Kronos Workforce Central(R) - Microsoft Internet Explorer

KRONOS HyperFind auerytame: [
Last Refreshed:12:22PM e
Log OfT Description:
Change Password Visihility:

[ View Query

-~ My Genies® h— - 5
QuickFind Save | Save As... | Refresh | Refresh Data | Edit Condition... | Delete Condition | Print Sereen... |

+ Timekeeping iiters Employment Status
+ Scheduling P G’“ea"' Informiation @ Inciude ) Exclude people who meet this condition.

Group Edit Results rimal
Inbox of
Reports i Status: @ Active O Inactive ) Terminated

rmati
Actions reon's Dates 13
- Set
SR As of: (® Today () Specific Date -
Common Setup Employment Status
HyperFind Queries Pay Rules
Help Device Groups: Add Candition
adge er:
ime Manageme:

12 15 ™~ 16

11

Selected C
Primary labor account matches */*/*/*/*030750608 as of today 1 7

Employee employed and working as of today /

Page -3- Sec 17 1T 0 B
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Genies and Queries

Creating a Personal Query (continued)

Now it’s time to review and save your query. The query that you are creating is a
Personal Query and will only be available to you.

Review and Save Your Query

18. Click on the Test button to review the query results and then click on Red X to
close screen.

19. Click on the “Save” option on the menu bar.
20. “Save Query As” window will appear and Name your query

21. A Description of the query can be added but this is optional.
22. Click OK

-13 -



Genies and Queries

Creating a Personal Query (continued)

Viewing the Personal Query

23. Click on any of the Genies in the Navigation Bar.
24. Click on Show drop down list and select your new query for Group B Employees.
25. Click on Time Period to select specific timeframe.

rrrrrr

eeeeee

2
]
i
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Generating and Viewing Reports

The Report function enables the User to run customized Reports for an individual
employee, a selected group of employees or all of the employees that the user has access
to view. The User can generate a Report for all of their employees by accessing the “All
Home” public query. Also, a Report can be customized for one employee or a specific
group of employees by running a personal query or highlighting the employees in one of
the Genies prior to running the Report.

1. Go to the Navigation Bar and select the Report and the Report window
will be displayed.

2. Expand the All folder to display the complete list of reports and select the
report you need to run.

3. Click on the Show drop down list to reveal a list of public and personal
queries available to you and select the query that you want to run. In this
example, “All Home” was selected to include all the employees the user
has access to view.

4. Click on the Time Period drop down list to select the pay period, range of
dates or specific date for the report. In the example, “Current Pay
Period” was selected.

5. Click on Run Report
|

A Kronos Workforce Central(R) - Microsoft Internet Explorer

KRONOS 1 Reports
Log OFF -

Change ~=<sword

Select Report

Run Report | Refresh | Print Screen... |

- My Genles®
QuickFind

- Timekeeping Absent Employees
Recencile Timeca' Acerual Balances and Projections

Pay Period Close
+ Scheduling
Group Edit Resul’s
Inbox
Reports
Aclions
+ Setup

Roll-Up Genie

< >

| | ]
Friday, February 02, 2007

7% start E B G * (@b, [ Abac. [sod. [ =it. Awo. |Dko. [Bate.. [DWos.. [Eeo. [ Fbee. B M. S@EeD e s



Generating and Viewing Reports (continued)

6. The Check Run Status window will appear showing the Report Status
“Waiting” which means the report is being processed.

=8 Kronos Workforce Central(R) - Microsoft Internet Explorer

KRONOS"

[ status | owww

7. Click on the Refresh Status option until the Status “Waiting” changes to
Status “Complete.
8. Click on the View Report option to display the report

2 Kronos Workforce Central(R) - Microsoft Internet Explorer

1
KRONOS Reperts

Last Refreshed: 10:47AM

h Status | Delete | Print Screen... |

| Farmat | Date In | Date Done | staus | output
|t | Fri 20022007 10:18:34AM Fri 2/02/2007 10:1@:504M Cormplets [Screen




Reports

Generating and Viewing Reports (continued)

9. The report will be displayed and then select Print Icon on the tool bar
displayed above the report.

File Edt GoTo Favorites Help
4 © - [¥ [B] @b | O search Flpravories €2 -EELE
Address | ] http:f/ssturnfwFciOpenRsport Preport =1 170429513346 .pdfsmimetype=pdf Links >
Bl sweacoy ) @ Phsewen | @ - D] © O3~ | . bl Adobe Reader
[ >
~
Absent Employees Data Up 1o Date: 2212007 10:18:34AM
Time Pariod Current Bay Feriod e e FomanT JonEeAn
Quary A Home
Absences: Unexcused Only
9 e = — ————
‘Absence Day/Date
Comment
Adams, Jennifer DEMO 027
Mon 11222007 Unexcused
Tue 11232007 Unexcused
Wed 112472007 Unexcused
Thu 112572007 Unexcused
Fi 11262007 Unexcused
Mon  1/28/2007 Unexcused
Tue 113072007 Unexcused
wed 113172007 Unexcused
Thu 21112007 Unexcused
Fi 22007 Unexcused
Baxter, Kate DEMO 026
Mon  1:222007 Unexcused
Tue 112372007 Unexcused
Wed 112472007 Unexcused
Thu 112572007 Unexcused
Fi 1262007 Unexcused
Mon 11262007 Unexcused
£ Tue 11302007 Unexcused
£ wed 153172007 Unexcused
£ Thu 22007 Unexcused
k| =i 2007 Unexcused
£ Lemer, Brian DEMO 022
Fage1
-
[ 1of2 | B Rl [ -4 H
Done Unknown Zone




Report List

Report Name

Description

Absent Employees

This report displays employees who are absent and whether they are
excused or unexcused absences.

Accrual Balances and Projections

Displays the current balances, any future scheduled time takings and
projected balances from the selected employees.

Accrual Detail

Displays running accrual balances for each employee.

Accrual Summary

Displays starting accrual balances, takings/debits and the ending balance for
each accrual code in the selected time period.

Actual vs. Scheduled by Job

Displays individual employee and group summary actual, scheduled and
projected hours for a scheduled time period, sorted by job.

Actual vs. Scheduled by Labor Account

Displays individual employee and group summary actual, scheduled and
projected hours for a scheduled time period, sorted by labor account.

Employee Hours by Job

Reports hours/amounts for each job/pay code in which the employee accrual
hours. Provides totals for each employee and job per employee as well as
grand totals.

Employee Hours by Labor Account

Reports hours/amounts for each labor account/pay code in which the
employee accrual hours. Provides totals for each employee and labor
account per employee as well as grand totals.

Employee Schedule — Monthly

Shows the monthly schedule of all the employees selected. The employee is
sorted by job and displays 28 days.

Employee Schedule — Weekly

Shows the weekly schedule of all the employees selected. The employee is
sorted by job and displays 7 days.

Employee Transactions and Totals

Displays pay code transactions data and totals by employee as well as grand
totals.

Employees Currently Earning Time
(On Premises)

Displays the employees who have an in-punch (or start time entered) and no
out-punch (or no end time entered) between the time of the in-punch and the
time the report is generated.

Exceptions Displays exceptions and comments attached to the start or end of a shift or
meal, as well as unscheduled absences for each employee within the specific
time period.

Hours by Job Displays money or hours for each location’s job in which the employee has

accrued hours. The report totals money/hours for each location’s job by pay
code.

Hours by Labor Account

Displays money or hours for each labor account in which the employee has
accrued hours. The report totals money/hours for each labor account by pay
code.

Location Schedule — Monthly

Shows employees schedules and open shifts for the scheduled locations.
Employees and shifts are sorted by job and displays 28 days. Can be used as
the post-schedule or for shift sign ups.

Location Schedule — Weekly

Shows employees schedules and open shifts for the scheduled locations.
Employees and shifts are sorted by job and displays 7 days. Can be used as
the post-schedule or for shift sign ups.

Primary Account Detail

Displays the history primary job/primary labor account assignments per
employee for a specified time period with audit detail.

Schedule by Labor Account -- Monthly

Shows a monthly schedule for the selected labor accounts. Display is sorted
by labor account for 28 days.

Schedule by Labor Account -- Weekly

Shows a weekly schedule for the selected labor accounts. Display is sorted
by labor account for 7 days.

Time Detail

Displays detailed data for each employee’s punches, durations and pay code
edits. Summary data is displayed by employee, totaling time and money by
labor level and pay code.

Timecard Audit Trail

Displays audit information for specific timecard editor actions, including
date and time of the action, who performed the action, and what information
changed.




Delegating Authority

Delegate Authority Overview

When a manger expects to be unavailable (for example, on vacation), a delegate can be
authorized to perform the manager’s tasks (such as approving timecards) in the Jefferson
Electronic Time and Attendance System during the manager’s absence. The Delegate
Authority can only be given to another User with a Manager’s Access Profile.

Delegating authority involves the following steps:

A Identify a delegate who would be authorized to act in the Manager’s Role
to approve timecards.

B. Contact the Delegate directly by telephone or email to confirm that the
individual will be available to act in the Delegate capacity for a specific
time period.

C. Enable and submit a Delegation of Authority Request in the Kronos
System.

D. Confirm that a Delegation Acceptance Message has been received in the

Kronos “In-Box” from the Delegate.

Enable and Submit a Delegation of Authority Request

In this Example, Manager #1 (Mary Manager) wants to assign her Delegate Authority to
Manager #2 (Martin Dougherty) for a 2 day period (1/25/07-1/26/07).

1. Click Actions on the navigation bar.

M Kronos Workforce Central(R) - Microsoft Internet Explorer

Timecard Schedule People Reports E]
©)




Delegating Authority

Enable and Submit a Delegation of Authority Request (continued)

2. Click Start Mgr Delegation Process. The system displays the Create
Delegation window.

3. Select the Manager who will act in your role by selecting a name from the
Delegate drop down list.

4. Enter the Start and End dates of the period when the individual should be
authorized to act as your delegate. The start time is 12:01 a.m. on the Start
Date, and the end time is 11:59 p.m. on the End Date.

5. Select “Delegation Manager” as the role.

6. Click Save & Close.

1
KRONOS Actions

Log Off

2 Create Delegation - Microsoft Internet Explorer

-~ My Genies® Existing Delegations
> : Start Mar Deledation Process
QuickFind = ‘

+ Timekeeping

+ Scheduling
Group Edit Results
Inbox !
Reports New Delegation P 3

Actions : ! * Delegate: | Dougherty, Mattin v|‘

+ Setup
Help * StartDate: [1/26/2007

*EndDate: [1/26/2007 | [
* Role: [C=i= ,\9;1 2

S EEDS s s, 4s6rn



Delegating Authority

Enable and Submit a Delegation of Authority Request (continued)

7. Select the In Box on the Navigation bar to confirm that your delegation
request has been processed under the “Tasks” tab.

3 Kronos Workforce Central(R) - Microsoft Internet Explorer

[
KRONOS Inbox Refresh
Log Off - A

Change Password

Status: | Active ~ As of Date: [12/27/2006 = Categories: | All ~|

From Subject Date/Time Received Complete By Date Status Current Location
Wanager, Mary Start Mgr Delegation Process,Manager Cancel Form 01/26/2007 11:47AM 01/26/2007 Active Task List




Delegating Authority

Accepting a Delegation of Authority Request

Manager #1 (Mary Manager) has requested that Manager #2 (Martin Dougherty) act as
the manager’s delegate (to perform the manager’s tasks such as approving timecards). A
delegation request has been delivered to Manager #2 (Martin Dougherty) in the
Jefferson Electronic Time and Attendance “Inbox” under the “Tasks” tab. Before
Manager #2 (Martin Dougherty) can act as a delegate and perform tasks in the
manager’s role of Manager #1 (Mary Manager), the following steps need to be
performed:

1.  Select the Inbox on the Navigation Bar, and select the Tasks tab. A task
item from the Manager #1 (Mary Manager) includes subject text “Start
Mgr Delegation Process, Accept Delegation Form”.

2. Double-click the task item to displays the Accept Delegation window.

3. The Accept Delegation window shows the following information:
e The individual who made the delegation request (Mary Manager)
e The time period during which you would have the authority to act in the
Delegator’s role. This authority would be from 12:01 a.m. on the Start
Date until 11:59 p.m. on the End Date.
e Select either “Accept Delegation” or “Decline Delegation”
e Click Save and Close

As of Date: |12/27/2006

From Subject

Delegator:

on
Start Date: 1/26/2007
End Date: 12712007

Role: Delegation Manager

Select Action: (&3 Accept Delegation
© Detline Delegation

Save & Close Cancel

W Kronos ... | Kronos Tr... | RE: Krono... 2 Accept D z SO S v, B 1241PM



Delegating Authority

Accepting a Delegation of Authority Request (continued)

e The Accept Delegation task is removed from the “In-Box” for Manager
#2 (Martin Doughert

eeeeeeeeee

~ [ 8 1nbs & Blacl T Kronos Train,

e A message is autoatically sent to Mger #1 (Mary Manager) to
confirm that Manager #2 (Martin Dougherty) has accepted or declined
the delegation request.

111111111111111

R Blackbe A h & !

e Manager #2 (Martin Dougherty) can switch roles and perform tasks as
the Delegator (Manager #1 — Mary Manager) at any time from the start
date until the end date.

NOTE: You must log out of the system and log back in again before
you can act as the Delegate.

-5-



Delegating Authority

Switching Roles

After you have accepted a delegation request, you can switch roles and perform tasks as
the Delegator (Manager #1 — Mary Manager) at any time from the start date until the
end date of the delegation period. If you have not logged out of the system since
accepting the delegation request, log out of the system and log back in.

1. Switch Role indicator appears at the top of the Navigation Bar. When you
log on to the system, the Switch Role indicator will always list your role
as “Myself.” To continue using the system in your own role, do nothing
in the Switch Roles area.

3 Kronos Workforce Central(R) - Microsoft Internet Explorer
. T e e —— —

KRONOS' ElickRind Name or ID: | (_Find )
Time Period: KECET eI o

,,,,,,,,,,

Actions  Schedule  Approvals

Hame n |

enies®
QuickFind
+ Timekeeping 1
+ Scheduling
Group Edit Results
Inbox
Reports
Actions
+ Setup
Help
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Delegating Authority

Switching Roles (continued)

2. Switch Role to perform tasks in the role of the Delegator, (Manager #1 —
Mary Manager) whose request you accepted:

» Click Switch Role. The Switch Role dialog is displayed.
» Select the Delegator whose tasks you want to perform.
» Click Switch Role on the menu bar.

3 Kronos Workforce Central(R) - Microsoft Internet Explorer

EE®

Log O
Change Passwor d

T
KRONOS' Switch Role

| SwitchRale
‘ Role: Mysi

~ My Genies®

ulin
Group Edit Results
Inbox
Reports
Actions
+ Setup
Help

E-EaeDS e 22im



Delegating Authority

Switching Roles (continued)

» The Switch Role indicator area is now colored red, and the
role of the Delegator (Manager #1 — Mary Manager) is
displayed.

» Manager #2 (Martin Dougherty) now has access only to
employees that are assigned to Manager #1 (Mary
Manager).

» To return back to your role, repeat above steps but select
Myself as the Delegator.

23 Kronos Workforce Central(R) - Microsoft Internet Explorer

1 s . ~
KRONOS GUELEIn Mameor ID: | (_Find ) Timecard Schedule People  Reports
Log Off Time Period: JEELTqGENEIC) = 6) / i

Change Password
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QuickFind
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Delegating Authority

Canceling or Deleting a Delegation Request

You can cancel a delegation request that you have made. The process that you use
depends on whether or not the delegate has already accepted the delegation request.

Canceling a Delegation Request That Has Not Yet Been Accepted

1. Click the Inbox on the Navigation Bar, and select the Tasks tab.
2. Double click on the delegation task that needs to be deleted.
3. Click on Delete

The Accept Delegation Task is removed from the Delegate’s Inbox.

A Kronos Workforce Central(R) - Microsoft Internet Explorer

KRONOS

Log Off
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Change Password
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QuickFind
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Group Edit Results
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Delegating Authority

Canceling a Delegation Request That Has Not Yet Been Accepted

(continued)

5. The system sends a deletion message to the delegate.

A Kronos Workforce Central(R) - Microsoft Internet Explorer |:“EHX\
KRONOS Refresh E]
Log Off i
Change Password iEﬁ Messages
Hew | Open | Reply | Delete
~ My Genies® Ag of Date: JE=
QuickFind
+ Timekeeping From Subject Received
" o
Schedullr.lg Manager, Mary Delegation deleted far Manager, Mary 11262007 2:54PM
Group Edit Results
Inbox Hew | Open | Reply | Delete k\
Reporis
Actions
+ Setup
Help 5
] start EE G > Inhn"-l"hrrrn-'nf a Blackhoard Acad a In-tray & Oshorm, Maryan al onas Workor, @ Kronos Trai SEEDO e 308pm
H - B o - Microsof... ackhoard Acad... | g Inetray & Oshorn, Maryan... Kronos wiorkfor... Kranos Training ... BB DG e anem
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Delegating Authority

Canceling a Delegation Request That Has Been Accepted

1. Click Actions on the navigation bar.

2. Click MgrDelegation. The system displays the Action screen.
3. Select Remove Existing Delegation

4. Click Next.

A Kranos Warkfarce Central(R) - Microsoft Internet Explorer.

|
KRONOS Actions Refresh
Log Off & 5 P

Change Password

_ Actions

- My Genies® 2 Select Action - Microsoft Internet Explorer,

R Start Mar Delegation Process -
QuickFind

+ Timekeeping
+ Scheduling
Group Edit Results »° (& Remove Existing Delegation

Inbox
Reports 1
Actions /

+ Setup 4

Help

Action

Select Action: () Create Mew Delegation
[

' /4 start e el 7 | 18 rnbox -Micr... | TR Blackboard ... = Inctray & Osborn, Mar.. | 2 Kronos Wor... | O Kronos Train... 2§ Select Actio,.. EiBaf@ue 2em
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Delegating Authority

Canceling a Delegation Request That Has Been Accepted (continued)

5. Select the Delegation that needs to be cancelled.
6. Click Delete.

Zh Kronos Workforce Central(R) - Microsoft Internet Explorer

KRONOS

ft Internet Expl

> [ 8 tnbox - Mic

7 The Delete Conflrm wmdow will appear W|th a messge “Delegatlon Deleted”

3 Kronos Workforce Central(R) - Microsoft Internet Explorer

2 Delete Confirmation - Microsoft Internet Explo... [= |[E][B<)

/De'egﬂtkm Deleted!
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Delegating Authority

Canceling a Delegation Request That Has Been Accepted (continued)

8. The system sends a deletion message to the delegate.

HEI

2l Kronos Workforce Central(R) - Microsoft Internet Explorer

KRONOS

Log Off

Change Password
n | Reply | Delets

= My Genies® A5 of Date: | | =
QuickFind

+ Timekeeping From Subject Received

Scheculing Managemyary Delegation deleted for Manager, Mary 1/26/2007 2:54Ph
Group Edit Results

Inbox

Reporis

Actions
+ Setup

Help 8

Hew | Ofen | Reply | Delcte

|2 S EPE Y, 3:06PM
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Approvals

Approving Employee Timecards

The final step is to approve the timecards of all of your employees. Marking each
timecard approved is your electronic signature. Before you mark an employee’s timecard
approved you should review each timecard to ensure that the timecard reflects accurate
hours worked.

Go to My Genies and select Pay Period Close.

Select the appropriate Pay Period.

Select Actions and choose Select All.

Click on the Timecard button

After you click the Timecard button the first employee timecard will appear on
the screen.

oL E

RONO E o8 = 2 All Horme - d 4 8
e ast Refreshed: 1:35P e Pe Frevious Fay Period B (Rerre x =
Actions  Sehedule  Approuals
e Ei:t‘ ol 4/ Manager Approual ‘ Ap’::::g:;’ix;m Signed OFf Missed Punch ‘ u::::‘:::" s“:{‘xj‘;"" Pay Code Total
2 d Exportto Excel \ Gy el
st Expurtto GBY 00 Gl
Pay Period Close g, T 40:00 80:00
Deigan, Paul 3 3500 70:00
day Deta Dougherty, Marlin 40:00 80:00
Edweards, Noel 40:00 8o:00
Green, Anita 37:30 16:00
Kline, Harry 40:00 80:00
kronite 0:00
Manager, Mary 3500 70:00
Melson, Regina 0:00 75:00
Michols, Paula 18:00 80:00
Oliver, Shawn 40:00
Parks, Lorraine 000 48:00
Parsons, victar | 35:00 70:00
Frestan, David 35:00
Roper, Ann 3500 75:00
Smith, Harvey 40:00 80:00
Steward, Christine 40:00 80:00
Supendsor, Sam 37148 75:00
\iamer, Thomas J 40:00 80:00
Wilzon, Lista L 40:00 so:00
€ © 3% O
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Approving Your Employees Timecards (continued)

6. Verify that all of the time entered is correct and check the totals
7. Select “Approvals” and then “Approve”using the Timecard navigation buttons.

2 Kronos Workforce Central(R) - Microsoft Internet Explorer

KRONOS LEUEENLE Ceigan, Paul ~ §DEMO 005
e e Period: [0S
Change Password Seve | Actions _ Punch __Amaunt Approvais
uate pay Coae amount | Aeerove ow n iranster out Snat | vaiy [Cum...
My Ga 2|5 | sat1is | Remove Approval
QuickFind 2 |G | sun 1m7
Timekeeping 2 |5 | mon 108 a:00am 5:00PM 700 | 700 | 700
Pay Period Close 2|5, [ Tue 108 a:00AM 500FM 700 | 700 | 1400
Reconcile Timecard 2|0 |wed 110 a:00am 5:00PM 700 | 700 | 2100
Holiday Deta 2|5 [ Thu1i1 004N 500FM 700 | 700 | z@00
Scheduling =6 [ Fnins TR ERI Fuu | U | seuu
Group Edit Results =lEs Jisatii o 2080
e 2|5 [ sun 14 3500
Hepaiia 2 |G [mon1ns a:00am 500FM 700 | 700 | 4200
o 2|5 | Tue 1716 a:00aM 500FM 700 | 700 | 4@00
Siias 2|0, [wedinr 004N 500FM 700 | 700 | 5600
Help 2|5 [Thuins R 500FM 700 | 700 | 6300
2|6 [Friing 004N 500FM 700 | 700 | 7o:00
Totals & Schedule | Acoruals | Audits |
= Date Start Time | End Time | PayCode | Amount
Sat1/08
Account |4 Paycode [amount Sun 1107
TAIMAMATNANAANA Regular 70:00 Man 1/08 a:00am 5:00PM
Tue 108 a:00aM 5:00PM
Wed 11U | wuuAm suurm
Thu 1411 a:00AM G:00PM
Fritnz :004m s:00PM
Sat1nz
Sun 114
Mon 1415 a:00aM 5:00PM
Tue 118 a:00am 5:00PM
Wed 117 | a:00aM 5:00PM
Thuisis a:00AN S0P
rritna a:00AM s:00rM

2 Blark

8. The Sign Offs & Approval Tab will appear at the bottom of the timecard with
your approval.
9. Using the Timecard Navigation button, move on to the next employee.

2R Kronos Workforce Central(R) - M

KRONOS Elnecace Deigan, Paul

A d: 12:44PM
Log O pprove Previous Pay Period

Change Password Save | Actions _ Punch __ Amount _ Comment

Approvals  Reports

Date Pay Code Amount n Transfer out n Transfer out Shift | Daity | Cum...
My Genies® 2 |G | sat1is
QuickFind 2 |G | sun 17
Timekeeping 2 |5 | mon 108 a:00am 5:00PM 700 | 700 | 700
Pay Period Close |0, | Tue 1/08 a:004M S:00FM 700 | 700 | 1400
2|5 [wedin0 a:00am 5:00PM 700 | 700 | zi:00
@ |0 | Thu1/11 9:00AM 5:00P W 7:00 | 7:00 | 28:00
Scheduling 2|5 [Fritnz a:00am 5:00PM 700 | 700 | 3s00
Group Edit Results 2|0 |satina 3500
— 2|5 [ sun1na 3500
Heaoria 2|5 [Mon 115 a:00am 5:00PM 700 | 700 | 4z00
A 2|0 | Tue 118 2004 S:00PM F00 | 700 | 4900
2|0 [wedinr a:00am 5:00PM 700 | 700 | 5600
2|0 | Thu1/18 a.004M 5:00PM 700 | 700 | 6300
2|0 [Friing a:00am 5:00PM 700 | 700 | 7o:00

| Totats & Schedule | Acoruals | Audits | Sign-offs & Approvals |

Aotion Taken | » Time Amourt ser Startnate | tnd bae Gomment
Approval by Manager | 200112007 12:44PMW atests TmeaonT  trieszonr

EHE DY s
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Approvals

Approving Your Employees Timecards (continued)

After reviewing and individually approving all of the timecards you are now ready for
the final steps of the process:

10. Go back to Pay Period Close.

11. Select Refresh.

12. Verify that your name is populated in the Managers Who Approved Timecard
column for all of your employees.

ONO! : 0 All Horme ~

yyyyyyyyyyy 1 arne Bl [Geiresn) Z]

nnnnnn orr missoarunen | \inexcused StdWeekty | ooy coae Toum
3500 73:00
000 s0:00
- 40:00 o000
e 3500 70:00
= s0:00 s0:00
o 40:00 o000
Tes 37.30 10.00
T an'nn annn
Tes o:00
Tesi 35.00 70.00
. o nnn 750
1 o 18:00 s0:00
1 e 40:00
. = sy asuu
1 e 25100 70:00
1 o 3500
. S sowu rouu
4 T 40i00 s0:00
. e s0:00 o000
X e 37148 7500
1 = s0:00 s0:00
\ilson, Lieta L 4 Te 40:00 oco:00
c = = =

% NOTE: Approvals not processed for the entire Pay Period
will show as “(Partial)” in the Manager Approval
columns. All Partial Approvals need to be removed
and Approved again for the entire Pay Period.

1 -
- Pay Pericd Close -
KRONOS v Show: Group A Employees ~ T
Last Refreshed: 2:52PM y
Log OFf LTCELENGTA Current Pay Period hd (Refresh)

Change Password

Actions  Schedule  Approvals

- My Genies® Person Hame 1/ Manager Approval ‘ Ap’::::g:;’im‘";‘lm ‘ Signed OFf | Missed Punch ‘ ":::z‘::d ‘ s“:i“:f:"’ Pay Code Total
QuickFind Baxter, Kate 1 (Partial) Tests, Approver AP (Partial) £2 Eo00
+ Timekeeping Carter, Pate 1 Tests, Appraver AP v 40:00
+ Scheduling Cunningharm, Paula 1 Tests, Approver AP v 40:00
Group Edit Results Deigan, Faul 1 Tests, Appraver AP 3500 70:00
Inbox Dougherty, Martin 1 Tests, Approver AP 40:00 70:00
Reports Green, Anita 1 Tests, Approver AP v 3730
Actions Instructor, Instructor 1 Tests, Approver AP 40:00
+ Setup Steward, Christine 1 Testd, Anprover AP 40:00

Help
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Performing Group Approvals Using A Genie

A group approval can be utilized to approve a large group of employee timecards. Select
the “Pay Period Close”” Genie. Before you perform a group approval you should review
each timecard to ensure that the timecard reflects accurate hours worked.

Go to My Genies and select Pay Period Close.

Select the appropriate Pay Period.

Select Actions and choose Select All.

Click on Approvals on the Menu Bar and select Approve.

PonE

3 4

3 Kronos Workforce Central(R) - Microsoft Internet Explorer

g Pay Period Close r
KRONOS L/ Show:: All Home ~ EET)
Last Refreshed: 2-21PM y ) .
Log OFf HILCEL T Previous Pay Period Ml (Refresn)

Change Password

Actions  Schedule  Approvals

|| Approve Unexcuses d Std Weekly

% ‘ Managers Who

Signed Off k Missed Punch ‘

Person Hame Pay Code Total

= My Genies® Rernove Approval Approved Timecard Absence Hours
QuickFind Caren, Preston 3500 73:00
- Timekeeping Carter, Pete 4000 0:00
Pay Period Close Cunningham, Paula 40:00 8:00
Reconcile Timecard Deigan, Paul 2 35:00 T0:00
Holiday Detail Daugherty, Martin 40000 80:00
+ Scheduling Edweards, Noel 40:00 80:00
Group Edit Results Green, Anita 37;30 16:00
Inbox Kline, Harry 40:00 80:00
Reporis kranite 000
Actions Manager, Mary 3500 70:00
+ Setup Melson, Regina 0:00 T5:00
Help Michols, Paula 18:00 a0:00
Oliver, Shawn 40:00
Parks, Lorraing :00 48:00
Parsons, Yictor | 35.00 To:00
Prestan, David 35.00
Ropar, Ann 36:00 76:00
Smith, Harvey 40:00 8000
Steward, Christine 40:00 80:00
Supenisor, Sam ar48 75:00
Warner, Thomas J 40:00 80:00
Wilson, Lieta L 40:00 80:00

3 fppro...

M micro... [ A hitpet...




Approvals

Performing Group Approvals Using A Genie (continued)

5. A Confirmation pop-up screen will appear - select Yes.

6. Select Refresh.

7. Verify that your name is populated in the Managers Who Approved Timecard
column for all of your employees.

KRONOS' Pay Period Close Al Flome

Show:

Last Refreshe: 1PM

Log Off LTCGENTER Previous Pay Period

Change Paccword Actions  Schedule  Approvals

G Porsontome 1/ |  Monsger approval | , Menegerewno | gigney o Missed Punch Unexcused | SUWeokl | by Codo Tota |
ki Garen, Preston 3500 7300
9 Garter, Pete 40:00 80:00
Pay Period Close Cunningham, Paula 40:00 800
Reconcile Timecard Deigan, Faul 2500 7000
Holiday Detail Dougherty, Martin 4000 80:00
Scheduling Edwards, MNoel 40:00 80.00
Group Edit Results Green, Anita 37:30 1600
Inbosx Kiine, Harry 40.00 80:00
Reporis kranite 0:00
Actions Manager, Mary 3500 70:00
Setup Melson, Regina 0:00 7500
Help Nichals, Paula 18:00 30:00
Oliver, Shawn 40:00

Parks, Lorraine 000 48.00
Parsons, Victar | LSO 3500 70:00
Preston, David 3500

St A\ areyou sure you want to approve? = e
Smith, Harvey = 40:00 s0.00
Steward, Christine = 4000 s0.00
Superisor, Sam 37.48 75.00
Wiarner, Thamas J LaVE BRI eV 40:00 8000

Wilson, Lista L

2R Kronos Workforce Central(R) - Microsoft Internet Explorer

KRONOS' PayRerlod close Show: Al Horne
1pm
Log o Time Period: [T

Change Password

Actions _ Schedule _ Approvals

e Porsontame 1/ | Maneger Approval | , MensgerewWno | sioneaom | missesrunen | e STy ‘ Pay Code Total
QuickFi Caren, Preston 1 Tests, Approver AR 35:00 7300
Timekeeping Carter, Pete 1 Tests, Approver AP 40:00 80:00
Pay Period Close Cunningham, Paula 1 Tests, Approver AR 20:00 s0:00
Reconcile Timecard Deigan, Paul 1 Tests, Approver AP 35:00 7000
Holiday Deta Dougherty, Martin 1 Tests, Approver AR 20:00 s0:00
Scheduling Edwards, Noel 4 Tests, Approver AP 4000 000
Group Edit Results Green, Anita 1 Tests, Appraver AP 7 37:30 16:00
e Kiins, Harry f Tests, Approver AP 20100 snon
e e Kronits i Tooi5. Avprover 2@ oo
P Manager, Mary f Tests, Approver AP 3500 a0
i Nelson, Regina 4 Tests, Approver AP 000 7500
Help Michals, Paula 1 Tests, Approver AP 16:00 80:00
Oliver, Shawn 1 Toots Avprover oe sa:00
Parks, Lorraine 4 Tests, Approver AP 000 4s00
Parsons, victor | 4 Tests, Approver AP 35100 ro00
Preston, Davia 4 Tests, Approver AP 35:00
Roper, Ann i Tests, Approver AP 35100 7500
S e 4 Tote, Appiaver an 20100 snon
Steward, Ghristine 4 Tests, Approver AP 2000 8000
Sunerisor, sam 4 Tests, Approver AP ar:as 7500
Warner, Thomas.J 4 Tests, Approver AP 20100 000
Wwilson, Lista L 4 Tests, Approver AP 4000 000

CEeD s 1
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Removing a Timecard Approval

In the event that you need to remove an approval, or edit a timecard that has already been
approved:

1. Select Approvals and then “Remove Approval’ using the Timecard navigation
buttons.

2 Kronos Workforcs T oft Internet Explorer
KRONOS
Log O
Change Password Save | Actions__ Punc ent
Date Pay Code Amount || ARprove o ot | m e out | shirt | Daity |Cum-.

@ |0 | sat108 || memove approval | |
2 |5 | sun 107 — L
2 |G | Mon 1/08 *nnm S00F M 700|700 | 700
£ |G | Tue 1/08 9:00AM 5:00P W 700 | 7:00 | 14:00
@ |G | ¥ed 1410 2:004M S:00P M 4 700 | 700 | 21:00
2|5 [ Thu 111 a:004M 5:00PM 700 | 700 | 2800
2|5 [Friinz a:00am 5:00PM 70 | 700 | 3s00
2|5 [satiiz 2800
2|5 | sun1na 3500
2 |G [Mon 115 2004 S00PM F00 | 700 | 4700
@ |0 | Tue1f16 9:00AM 5:00P 7:00 | 7:00 | 43:00
& |G | ¥ed 1417 :004M 2 S:00P M 700 | 7:00 | 56:00
2|5 [Thuins 9:004M 5:00PM 700|700 | 6300
@ |G |Fri1g 2:004M A 700 | 700 | Foi00

Totals & sehoauic [CResuie e

o - Date | Start Time End Time Pay Code | Amount
Sat 1106
ccccc nt [4__Paycode [amount Sun 1707
IANAINATNATNAT AN Regular Too0 Mon 1108 9:00AM 5:00PM
Tue 1/03 a:00AM 5:00PM
wied 1110 9:00AM 5:00PM
Thu 111 9:004M 5:00PM
Frit/iz a:004m 5:00PM
Sat1n2
Sun 1714
Mon 1115 9:004M 5:00PM
Tue 116 a:004m 5:00PM
wied 1117 9:00AM S:00PM
Thu 118 9:004M 5:00PM
Frit/1a a:004M 5:00PM

< B GOy, e 1241 PM

2. The “Sign Offs & Approval Tab” will disappear at the bottom of the timecard and
additional timecard edits can be performed.

3. Verify your timecard totals.

4. Select “Approvals” and re-apply the “Approval’” and the Sign Offs & Approval
Tab will return at the bottom of the timecard.

% NOTE: After atimecard is approved, new timecard edits
cannot be done unless the approval is removed.
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Kronos System Support Contact Information

Name E-Mail Address Telephone Extension
JETA X3-8934

Dorothy Arroyo dorothy.arroyo@jefferson.edu X3-3140

Rena Hubbard Rena.hubbard@jefferson.edu X3-5839

Shelley Johnson shelley.johnson@jefferson.edu X3-9688

Methodist Methodist

Jennifer Cusato jennifer.cusato@jeffersonhospital.org | 215-952-1278

Jefferson Electronic Time and Attendance System Support Web Site
The Jefferson Electronic Time and Attendance Support Web Site is customized with 3
categories to provide the Jefferson Electronic Time and Attendance Users with additional
information related to this application.
1. Announcements — Jefferson Electronic Time and Attendance Information
Updates for the Users.
2. Documents — FAQs, Badge ID Replacement Form, Temporary Timesheet
and Time and Attendance Policy
3. External Links — Jefferson Electronic Time and Attendance Home Page
(Vendor’s Home Page) and Jefferson Electronic Time and Attendance
HTML Remote Access (Off Campus Access to JETA)

http://www.jefferson.edu/kronos

3 Blackboard Academic Suite - Microsoft Internet Explorer. FEX
Fle Edt View F Help "

avarites  Tools el
Qo - ©  [¥] @ T Oseod vortes ) (3 o @l - | )L
jeourse pl _id—_216237_ v B unks >

address | ] htep:f/pulse. efferson.edujwebappsfportalfr tah—cammunityBurl={hinfcommen cour e plPcourse,

74 start =l - * [ 1@ Inbox - Microsoft ... |




Additional Information

Kronos Frequently Asked Questions

How do | know if I am supposed to swipe in and out using the Jefferson Electronic Time
and Attendance time clock?

All hourly paid employees must swipe in and out at the time clock unless otherwise
instructed by your supervisor.

Am | supposed to use a specific clock to swipe in and out?
Departments may require that specific clocks be utilized for employees. Your supervisor
will provide special instructions if required.

What should I do if my ID Badge does not work?
Report the problem immediately to your Manager. A special ID Badge Replacement
Form will have to be completed to procure a new badge.

Do | have to pay to replace my ID badge if it does not work with the Jefferson Electronic
Time and Attendance system? There is no charge to replace an ID badge due to time
clock incompatibility.

How early can | swipe in prior to the start of my shift? You may punch in up to 6
minutes prior to the start of your shift. The punch will round to the start of your shift.
You may not punch in prior to 6 minutes without the approval of your supervisor.

How late can | swipe in after the start of my shift? You may punch in up to 6 minutes
after the start of your shift. Although you will not be docked for pay purposes, lateness
may be counted against your lost time rate in accordance with Jefferson policy.

Can I swipe out early at the end of my shift? You may punch out up to 6 minutes prior
to the end of your shift. Although you will not be docked for pay purposes, early out
punches may be counted against your lost time rate in accordance with Jefferson
policy.

How late can | swipe out after the end of my shift? You may punch out up to 6 minutes
after the end of your shift. The punch will round to the scheduled end of your shift.
You may not punch out after 6 minutes without prior approval from your supervisor.

Do | have to swipe in and out for lunch or breaks? Individual departments may require
that employees punch in and out for lunch. Please see your supervisor for specific
instructions.

What do | do if | forget to swipe in or out? Notify your Department Manager
immediately.
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Kronos Frequently Asked Questions

Do I have to swipe in and out if | am called in on unscheduled days? Yes, you must
punch in and out anytime you are called into work.

How do I find out how much ETO, sick, vacation, or personal time | have? You may
review your accrual balances at the time clock by pressing one of the function keys,
and then swiping your ID badge.

Is there a list of all Jefferson Electronic Time and Attendance pay codes with a
description for each? Yes, a list of commonly used pay codes is available. See your
Jefferson Electronic Time and Attendance User Training Manual.

Is there a way to add comments to an employee timecard? Yes, standard comments have
been developed to assist in identifying exceptions in an employee time card. See your
Jefferson Electronic Time and Attendance User Training Manual.

How often do I have to sign in to the Jefferson Electronic Time and Attendance System
to review and edit time for my employees? Wherever possible, review of timecards in
the Jefferson Electronic Time and Attendance system should be performed on a daily
basis.

When must | complete my approvals? All timecards must be reviewed and approved by
Monday of the pay week by 12:00 PM.

What happens if | forget to approve my department’s timecards? Will the employees still
get paid? Yes, Payroll will process unapproved timecards but the Department Head will
be notified of the incident.

Can | access the Jefferson Electronic Time and Attendance system from off campus? Yes,
if you have VPN or a Rap Account.

How does employee information get into the Jefferson Electronic Time and Attendance
system? How often is the system updated? Employee data is imported each day from the
HR system. Any changes to employee data will be updated in the Jefferson Electronic
Time and Attendance system daily.

What happens if there are technical problems? Can my employees still swipe in and out?
Dependent on the nature of the problem, employees may continue to punch in and out
during any down periods. The time clocks store employee punch data for up to 48
hours. If the clock itself is defective, then punches may not be stored.

Can | use the Jefferson Electronic Time and Attendance system to report on employee
absences? Yes, queries and reports are available to assist in tracking any number of
scenarios for management purposes.
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Kronos Frequently Asked Questions

Is there a way to schedule ETO, Vacation or Personal time in advance? Schedules are
utilized in the Jefferson Electronic Time and Attendance system and can be future
dated.

What happens if I work more than one job? In one Jefferson Company? For your
primary job you will swipe at the time clock, but when working your alternate job you
will enter a specific pin number designated for that job. In multiple Jefferson
companies? You will receive an ID badge for each company and swipe the badge
assigned to that company.

How does the Jefferson Electronic Time and Attendance System know how and when to
pay me overtime? Overtime is automatically calculated in the Jefferson Electronic
Time and Attendance system based on preconfigured rules which are compared to in
and out punches.

Can employees view their own records in the Jefferson Electronic Time and Attendance
System? Can employees update their own records in the Kronos system? Management
employees may be authorized by the department to view and edit their own time cards.
Hourly employees generally do not have view access to their timecards, but may view

punch data and accrual balances at the time clock.

How are Exempt employees paid in the Kronos system? Exempt employees are paid
according to the schedule entered into the Kronos system. Any non productive time,
such as ETO, sick, vacation, or personal, must be adjusted in the schedule or time
card.

Can | swipe in or out for my co-workers? It is never permissible to punch in or out for
any other employee.

What if | work in an area where my badge does not work at the time clock? In the event
that the ID badge cannot be read by the time clock due to ongoing problems, then the
employee may utilize a “pin punch’ to punch in and out. The Payroll office can assist
in coordinating this special arrangement.

How is ETO, sick, vacation, and personal time calculated in the Kronos system? It is
calculated in PeopleSoft and imported into Kronos on a bi-weekly basis.

Can | enter ETO, sick, vacation, or personal time for an employee who does not have
enough time accrued? Yes, except for Personal or Holiday time. For ETO, Vacation
and Sick the maximum amount of negative hours is 12. It is only appropriate to enter
hours against a negative balance if it has been determined that there is a discrepancy
in the balance. Consult the Payroll office immediately to rectify the situation.
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Kronos Frequently Asked Questions

My employee will work a non routine schedule for the next few weeks. Can | enter this
schedule in the Jefferson Electronic Time and Attendance system? Yes, the schedules
can be assigned with a start and end date.

What if an employee continually forgets to swipe in or out, or forgets their 1D badge?
This can be reported on in the Jefferson Electronic Time and Attendance System and
then disciplinary action can be taken.

How do | get access for my new employees? All employees automatically receive a time
card in the Jefferson Electronic Time and Attendance system upon hire. For those
employees needing online access to perform approvals or edits, complete a Jefferson
Electronic Time and Attendance Security Form and submit it to the Payroll Office.
Forms may be obtained from the Jefferson Electronic Time and Attendance website, by
contacting the Payroll Office, or by submitting a Heat request.
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Policy No: 200.18
Original Issue Date: 4/1/2007
Review Date:

Revision Date: 04/09/2011

HUMAN RESOURCES POLICIES

Category: Human Resources

Title: JEFFERSON 'S ELECTRONIC TIME AND
ATTENDANCE SYSTEM

Applicability: Thomas Jefferson University Hospitals, Inc.

(TJUH), Thomas Jefferson University (TJU)
Contributors/Contributing
Departments:

Jefferson Time and Attendance

“Jefferson” refers to Thomas Jefferson University, Jefferson University Physicians, and
Thomas Jefferson University Hospitals, Inc., unless otherwise specifically noted.

Jefferson utilizes an Electronic Time and Attendance System to track all time worked by
employees and account for non-productive time paid. Jefferson’s Electronic Time and
Attendance system will be utilized to record time for payroll purposes.

ACCESS

On line access to Jefferson’s Electronic Time and Attendance system will be granted
upon submission of appropriate, approved Security Access Request Forms signed by the
department head or designee. Inappropriate use of the system may result in suspension of
system access and other disciplinary actions up to and including termination.

EMPLOYEE TRAINING

Any employee whose job requires access to Jefferson’s Electronic Time and Attendance
system as an approver, scheduler, or editor, must attend formal training administered by
Payroll ,prior to receiving access to the Electronic Time and Attendance System.

WORK SCHEDULES

All employees, both exempt and non-exempt, with the exception of JUP Physicians for
the clinical portion of their compensation, must have a schedule in Jefferson’s Electronic
Time and Attendance system.
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TIME CLOCKS

Time clocks may be installed so that employees have reasonable access to swipe in and
out. Factors for the location of time clocks include:

e Employee location

e Number of employees in a specific location

e Overall department business needs

ID BADGES

The time clocks are configured to recognize the Jefferson Employee Identification
Badge. Specifically, the magnetic stripe on the back of the badge will be read as the
employee swipes at the clock. In the event that an employee badge is defective, a
replacement badge must be procured at the Photo ID Center for the main campus, or
the Methodist Security Office, as soon as administratively possible.

1. There will be no charge to the employee for the replacement of the ID badge if
it is no longer readable due to normal use in the time clock.

2. The Supervisor will complete a “Badge Replacement Request Form” which
must be taken to the Photo ID Center for the main campus or the Methodist
Security Office by the employee.

It is also recognized that there may be circumstances where a magnetic stripe will be

ineffective in such areas as Radiology, CAT Scan, MR, etc. In these cases, a PIN

number will be assigned to the employee who will swipe in at the time clocks utilizing

this PIN number instead of swiping a badge.

Note: A defective badge attributable to ongoing magnetic stripe issues does

not excuse hourly paid employees from swiping in at the time clocks.
Such issues should be immediately brought to the supervisor’s attention
and a replacement badge should be obtained.

UNAUTHORIZED TIME CLOCK ENTRIES

Under no circumstances is it permitted that an employee may “swipe in or out” for
another employee. This includes both badge swiping and PIN entry. Infractions will be
subject to appropriate disciplinary action up to and including discharge.

If an employee forgets to swipe, loses a badge, or is, for any reason, unable to swipe, he
or she must contact their supervisor immediately. The supervisor will enter the
information through the on-line system. Failure to swipe will be subject to appropriate
disciplinary action, up to and including discharge.
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TAMPERING WITH TIME CLOCKS

Any employee who willfully and deliberately interferes with the operation of a time clock
or causes damage by tampering with or destroying the time clock, will be subject to
appropriate disciplinary action, up to and including discharge.

EXEMPT EMPLOYEES

Exempt employees will not swipe in and out at time clocks unless specifically required
by Senior Management. Exempt employees will be notified regarding swiping
requirements at the departmental level. Exempt employees will be paid for normal
SCHEDULED hours, and not for additional hours worked unless the type of additional
payment or the program for additional payment has been approved by the Chief Human
Resources Officer.

If not required to swipe, exempt employees will be paid according to schedules entered
into Jefferson’s Electronic Time and Attendance system. The system is configured to
populate the employee time card from the schedule entered for each employee. An
employee’s scheduled lunch will be accommodated through Jefferson’s Electronic Time
and Attendance system. Any non-productive time, such as sick, vacation, personal,
funeral pay, etc, must be updated in Jefferson’s Electronic Time and Attendance system.

Exempt employees may not be docked for time not worked that is less than a full week
unless otherwise legally permitted in such cases where the employee may not have
available sick, personal or vacation time. If the employee does have available sick,
personal, or vacation time, it should be used to account for absences of full days or
longer. In the event that the exempt employee does not have available sick, vacation, or
personal time, the exempt employee will not be paid for these full day absences. Please
refer to the Jefferson Weather Emergency policy for information on absences during a
weather emergency.

COMPENSATORY TIME OFF

Non-exempt employees: Non-Exempt employees shall not receive Compensatory
Time.

EMPLOYEES REQUIRED TO SWIPE

Swiping:

All non-exempt employees (hourly paid and eligible for overtime) are required to:
e Swipe in at the beginning of their assigned shift, and
e  Swipe out at the end of their assigned shift.

Exempt employees may be required to swipe in and out upon notification from the
department head.
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Failure to swipe in and out in accordance with this policy will result in disciplinary action
as follows:

First Infraction
Counseling

Second Infraction
Counseling

Third Infraction
Verbal Warning

Fourth Infraction
Written Warning

Fifth Infraction
Three (3) day unpaid suspension/Final Warning

Sixth Infraction
Termination

MEAL BREAKS

A meal break is defined as a minimum of 30 minutes of uninterrupted non productive
time. In the event that this meal break is interrupted for work, the employee must be paid
for the entire meal break period. It is the responsibility of the employee to notify a
supervisor immediately if a meal break is interrupted for work.

Specific pay rules will automatically deduct an employee’s lunch period from the shift. If
the employee works during any portion of the meal break period, a cancellation of this
auto-deduct rule must be entered and the employee must be paid for the entire meal
break. Individual departments may require employees to swipe in and out for lunch
and/or breaks, after review with Payroll and Human Resources.

OVERTIME

Overtime for non-exempt (hourly) employees will be paid in accordance with Jefferson
policies that are consistent with applicable federal and state regulations. Jefferson’s
Electronic Time and Attendance system has been configured to automatically calculate
overtime. All overtime must be approved in advance by the department supervisor.

Unauthorized Overtime

In the event that an employee swipes in early, or out late, and the employee was actually
working, the employee is to be paid for the additional time worked. However, if the time
worked was not pre-approved, while the employee must be paid, he/she should be
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counseled and any additional infractions of working without authorization will result in
disciplinary action up to and including termination. The supervisor should note the
infraction by utilizing the established “Comments” in Jefferson’s Electronic Time and
Attendance system.

ROUNDING PERIODS

A standard rounding period has been instituted for Jefferson. Employees may swipe in
up to 6 minutes prior to the start of the scheduled shift. This rounding period allows for
the time between the employee “in swipe” and when the employee actually begins to
work. It is expected that the employee will be at the workstation and ready to begin work
at the start of the shift.

Likewise, the standard rounding period applies to swiping in after the start of the
scheduled shift. The employee’s pay will not be docked for late swipes within this
rounding period. However, the lateness may be counted against the employee lost time
rate per Jefferson Attendance Policy.

It is imperative that the employee report any issues with swiping in or out immediately to
their supervisor. Notations should be made utilizing the system defined “Comments” to
explain any discrepancies that should be considered excused.

The same rounding periods are in effect for “out swipes”. An employee may swipe out up
to 6 minutes prior to the end of the scheduled shift. The employee’s pay will not be
docked for early out swipes within the rounding period. However, the early out swipe
may be counted against the employee lost time rate per Jefferson Attendance Policy.

Likewise the standard rounding period applies to swiping out after the end of the
scheduled shift. This time will not be included in the calculation of overtime. This
rounding period allows for the time between when the employee stops working and the
actual out swipe. It is expected that the employee will work the scheduled shift.

Notwithstanding the rounding periods, non-exempt employees must be paid for all time

worked.
Supervisors must adjust the Time and Attendance System to reflect all time worked.

PERSONAL TIME

Eligibility - Eligible employees, as described in the Jefferson Benefits Eligibility Chart,
will be awarded Personal Time to be used for Personal Time not worked.

It is the responsibility of the department to ensure that employees do not use the personal

time prior to the award date. All personal time not used by the end of the fiscal year (June
30), will be forfeited.
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HOLIDAY TIME

Eligibility - Eligible employees, as described in the Jefferson Benefits Eligibility Chart,
will be awarded Holiday Time to be used for Holidays not worked.

In order to be eligible for the paid holiday, non-exempt employees may not have
unscheduled absences on the scheduled day immediately before or after the holiday.

ADDITIONAL MONEY

Human Resources must pre-approve any programs for the payment of additional moneys.
This includes, but is not limited to, any payment for shift outside of normal shift
differential in accordance with Jefferson Policies and payment for extra hours to exempt
employees.

The Additional Money code is never to be used for incentives or bonuses which must be
processed directly through Human Resources and approved by the President in
accordance with specific pre-approved incentive plans.

ADVANCE PAY

Advance pay will be granted only in extreme emergency and with written approval from
a Senior Officer or designee.

ADJUSTMENTS TO EMPLOYEE RECORDS

Data stored in Jefferson’s Electronic Time and Attendance system is the official Time
and Attendance record for each employee. It is imperative that management personnel
adhere to established Jefferson and departmental policies when utilizing Jefferson’s
Electronic Time and Attendance system. The Audit Trail reports on all transactions,
including the user and the actions taken. All departments are subject to both internal and
external audits at any time without prior notice.

Due to the real-time requirements of Jefferson’s Electronic Time and Attendance system,
all employee HR transactions must be submitted timely. For example, transfers, leaves of
absence, and returns from leaves all potentially affect the accuracy of the employee data
in the Time and Attendance system and employee data is interfaced daily from the HR
system.

DOCUMENTATION AND DATA RETENTION

It is the department’s responsibility to maintain all documentation for any transaction
posted through Jefferson’s Electronic Time and Attendance System. This documentation
should be standardized within the department and must be presented at any time upon
request for inquiry or audit purposes. Failure to maintain and or provide documentation
will result in suspension of system access.
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MANAGER APPROVAL COMPLIANCE

All management personnel who are responsible for the approval of electronic timecards
must adhere to timelines established by the Payroll Department. All electronic timecards
must be approved by noon on Monday of the pay week or other times as designated. In
the event that approvals are not completed timely, the Payroll department will contact the
responsible management personnel or appropriate backup. In the event that no approvals
can be completed, the Payroll Office will process the electronic timecards as they exist at
that time for payroll purposes. An email will be sent to the management personnel
notifying them of the action that was taken. The Senior Officer responsible for the
department will be copied on the email. If there are subsequent infractions, disciplinary
action will be recommended, including the suspension of system access.

Original Issue Date: 4/1/2007
Revision Date(s):  2/1/2010, 05/25/2010, 04/09/2011
Review Date(s):

Responsibility for maintenance of policy: Director of Operations, TJU Controller's
Office
(Signature on File)
Approved by:

Richard J. Schmid
Vice President for Finance/CFO
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Accessing HTML Access

1. Kronos Log On Page will display and enter your Campus Key and Password.

2. Click Log On.
| & krONOS
Workforce Central® Employee
Self-Service Version 5.2
UserMame: [ ]
e
1
2 7
USER NAME Enter Your
(Enter Your Password
Campus Key) (Passwords
Are Case
Sensitive)

& Trusted sites

% This access does not include Schedules

Home Page View

After you log on, a Home Page will display the components of the Navigation Bar in a
horizontal view. Click on the Launch Button to open the display view.

=y err-rg |
a
- Group Edit Results E Reports

Pay Period Close g Reconcile Timecar d Holiday Detail
Perconal Detail Sick Detail [ vacation poran




HTML Access

The “Select An Action” drop down list contains all of the Menu Options.

Refresh |
Time Period: [weekio Date ~| e
i o
name 1 n oy Ll
Gabriele, Elizabeth A 0009156650 TJIHFZ095701 372095701 ¥2095701 9/0034 014052095701 9A
Gadegheku, Annette B 0009636780 TIHIZ0857024/20857024420957024/0034 030002095702 44
Gadin, Erlita F 0005693640 TJHFZ035701 902085701 3/2085701 B/003403/0/2085701 9A
Gadoury, Joseph J 0003160860 TIHZ0347 020020847 0200/20847020/003362/0/20847 0204 -
Gadoury, Joseph J ooog1s0881 TJHF20950090/20950090/00000000/00335741/209500904, Tlmecard
Gaffney, Eilean M 0007056850 JFFI9217037 06821 70370/92170370/007 81 5/0/821 703704
Gaffney, Theresa M 0007036130 TJIHF20875000/2097 500042087 5000/007 3 26/0/2097 50004 d
Gagen, Kara L 00001098550 TJIHIZ0926000/20926030020926030/0031 2700209260304 an
Gagliardi, Gregg 5 0009701480 TJIHIZ085701 312085701 312095701 3/00341 140/2095701 34
Gagne, Joshua J 0008918300 TJUMO041026M0041025/10041025 912880/00321170/1 00410254 Re Orts
Gaines, Celestina v 0005624170 JFFIG21 70066821 70066/832170066/007152/0/821 TO0B6A p
Gaines, Julienne G 0009751110 TJIHF20950090/220685900220628590/00405200/220585904,
Gaines, Nancy L 0000102210 TIUS007 0057750051 020450051 020/001604/0/50051 0204 Lau nCh
Gaines, Renea 0009619880 TJIHFZ2087001 372097001 93617001 8/00552040/2097 001 94,
Gaiser, Raymond L 000B162520 TINS007 005715003001 545003001 5/001 8004045003001 54
Gaither-Grant, Diane 0003373330 TIUM 0028000 0029000008029000 CO0421/003228/0/1 00290004 Buttons
Gala, Bhavesh B 0003825470 TJIHIZ0804010/20804025/20804025/00534 1400209040254
Galanis, Taki 000S690150 TJHFZ035701 22085701 22085701 3/003403/0/2085701 34
Galanti, Christopher oooo0115520 TJU030282050/9001927 /92070000 919270007 B20/0/9001927 04
Gale, Michael T 0009712200 TJHF20950090/20953000420953000/00525200/209530004,
Gale, Willia 0004016860 TJU03087010/0308701 0F0308701 0/00B206/0/03087 01 0A
Galiano, Agnes A 0009353400 TJIHIZ0950080/20950080/00000000/00335740420950090A4
Galiczynski, Joseph 000B047000 TJIHIZ095601 0/2095601 142095601 1/006285/0/2095601 1A
Galing, Tito A 0009143570 TJIHIZ0858000/220686980022068690/00781 SI0/2206586904
Gallagher Jr, Robert G 0007027350 TJHIZ0370025/20832040/20883040/005563/0/2089304 04
Gallagher, Bernice 0009272380 TJHF209324000/20824000/208324000/005222/0/209240004,
Gallagher, David 0009550490 TJUM030282050/9001927 0F92070000 919270007 B20/0/9001927 04 s
@ Trusted sites

Timecards

To access the Timecard, click on the Timecard Launch Button in the upper right
corner and the selected timecards will be displayed.

1. Pay Code Edits can be added to the timecard but cannot be deleted. To
change a Pay Code or Hours Amount replace the original entry with the
corrected Pay Code and/or Hours Amount and Save the modified entry.

2. Cancel Meal Deductions are made by adding a check mark( +~¥) in the No
Meal Box

Timecard Guidatti, Joseph A _
Pp—

Time Period: ‘Weeklu Diate v | [ Apply }
Add No Totals
Row Date Pay Code Amount In Transfer Ot Meal  shift Daily

o) swzzs | = I —] V=

1 =) smz ) N — a e— | 2
=) monz2s | ) I —] (=N — =

o) Tuezar | )] I —] (V=

) wea2s | ) I —] (<N m— =

&) mesor | )] I —] (=N m—=

) wmsee | ) I —] (=N — =

Total:

Top
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Timecards (continued)

3. Comments can be added by clicking on the “Select an Action” drop down

list. To display the Comment open the “Yellow” Comment Indicator
displayed above the cell.

| I Timecard
s

ave | Refresh |

Selectan Action .

[ Time Period: [ | 5[

Aoy |
Approvals:
Approval by Manager (atestS): 2/25/2007 - 3/01/2007
Add No = Totals
A Date Pay Code Amount I Transfer o T s Doy
5 sun2es | | I ][ Ji=N)| ||
=
Lo | mon2i26 | | I[s [ Ji=N)| ] O
= o=l
1l © [ R G O P @R 5 = L) KL ar
=l comments Help
Warner, Thomas J
Selected C n
nize ~ Funeral I-Son
\ rly Di
3 A
orgotto Punch
Fun her Lol
er .
nt
i

4. Account Code Transfers can be done by clicking on the “Transfer” field.
The Transfer window will display the Job field but this cannot be updated,

proceed to the Account Code ID field and enter the complete Account
Code number and Click “OK”.

save | Reresh | [SslectanAction v

Time Period: [ack ta Date S|
Approvals:
Approval by Manager (alests): 21262007 - 3/01/2007
R Date Pay Code Amount n
o sunzes | =l i I
L] monz26 | ~|[

e | e
B B

N Transfer Selection
Cs| Thusor

warner, Thomas g
Primary Accoun t
Joh
s or: D2r26/2007
Job MNone ~
Account
Search for ACCOUNT CODE ID:
[ | [Search
ACCOUNT CODE ID:

Too many entries
Try limiting search h

Work Rule
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Timecards (continued)

5. Approvals can be added by clicking on the “Select an Action” drop down
list. The Approval will display at the top of the time card.

Home | Log OFf
@ Timecard Name & ID: _@ @
slectan Acion ¥
Tine Periodl [yyook to Date ~ [y
W
Approval by Manager (atests): 2026/2007 - 3012007 I ‘
o pate Pay Code Amount  In Transfer on e it 10“’;;”
L smazs | o] | /[ 1A | O
5 L) mon2i6 | vl \@| |Q[s:00m | 0 ®00 00
L e zar o] | /[ 1A | O
5| wed2zs A Al Jo
5| muzor ALl A Jo
Total: 8:00
Top

% Reports Link located in the upper right hand corner of the
screen takes you to the Reports Page to run reports

% Home Link located in the upper right hand corner of the
screen takes you back to the Home Page to access the
Navigation Bar

% Log Off Link is in the upper right hand corner of the
Home Page screen
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Time Stamp View

Log on to the Workforce Timekeeper Application:

e Double Click on the Internet Explorer located on your desktop.
Go to My Favorites, then Jefferson Links, then Kronos Timekeeper
The Kronos Logon window will appear

Enter your User Name (Campus Key) and Password

Click on “LOG ON” button

3 Kronos Workforce Central(R) - Microsoft Internet Explorer

E4KRONOS B o 8

®
USER NAME Workforce fgentral
ersion 5.2

(Enter your
Campus Key) \’uﬁmame;g
Password: |

\ Click on
LOG ON

Enter your
Password
(Passwords
are case
sensitive)

TimeStamp — Access to record hours worked when there is no timeclock terminal
available. This access can be used on campus and/or remotely, as needed.
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Time Stamp View (continued)

e The Time Stamp View will display after you log on.

e The Navigation Bar on the left side of the screen consists of 3 links for specific
displays.

» Time Stamp View — records the punch into the timecard.

» My Timecard — View of the timecard with punches and Accrual
Balances.

» My Reports — Generate reports (Accrual Balances and Projections and
Time Detail).

e Click on the Record Time Stamp button. (This will record your punch in your
timecard.

A Kronos Workforce Central(R) - Microsoft Internet Explorer

1 =
KROININOR Time Stamp

amme & 10 [T — oo |

Thursday, March 01, 2007
1:12PM (GMT -05:00) Eastern Time

Record Time Stamp

L @Dy, tazEm
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Time Stamp View (continued)

e Time Stamp View will now display the punch time that was recorded in the
timecard.

A Kronos Workforce Central(R) - Microsoft Internet Explorer |Z”E‘EI

GONOs | Tine Sanp OO e o |

Log O Refresh | Print Sereen.. |
Change Password

- My Informati
y Siemajion Q{:orded Time:  1:18PM (GMT -05:00) Eastern Time >
Time Stamp

My Timecard

My Reporis
Help

Back to Time Stamp page

“ECE 7 @ oft... | Blackboard Acade... | = Inctray % Osbom, Maryann ... | O Kronos. Training_... 2 krono @D # Y, s
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Time Stamp — My Timecard

e Click on the Navigation Bar (My Timecard) on left side of screen to view your
timecard.

e Totals & Schedule Tab — lower bottom half of timecard displays the Timecard
Totals and Assigned Schedule.

2 Kronos Workforce Central(R) - Microsoft Internet Explorer \-'—HEI\
e e =

1
KRONOS' L a B 15110, Timeotomp [ 00012 &
L

erio: |ECXEN =

pppppp T Amouw | = | ow | i | ow [ swn|oen] T
[isem ] soopm | | [332 |32 |342 |
0 ule | Acoruats | A T
= bete | sterttime T eramime || paycods | Amou |
Thusot | saomm | soopm | | |

ccccc = [ Pay Code [amount
T A00307E030/A307503000TIOHINA | Reaular

42

RO e A kron

L WD e o, zizEM

e Click on Accrual Tab (at the lower left side of the timecard) to view your
Accrual Balances (Available Holiday, Personal, Sick and Vacation Hours).

VACATION
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Time Stamp — My Timecard (continued)

e Click on Audit Tab to view all timecard entries.

A Kronos Workforce Central(R) - Microsoft Internet Explorer

KRONOS' : My Timecard

Name & ID:

Loaded: 1:21PM
Log Off

Change Password Save | Actions  Reports

TEST10, Timestamp o012
O Today A

[ Date | Paycode | amount | | ot | m | ou | shit|paiy| Cumulative [
- My Information &L, | Thu 301 | | EEET | | | | |
Time Stamp
My Timecard
My Reporis
Help
Totals & Schedule rncnruals Audits ‘
Type of Edit: | All ¥ Data Sources: J All
Dte | Time | Type | Account | PayCode| Amount Work Rule Override | Comment | EditDate | Edit Time | user | DataSource
02007 1A8PM Add Punch 3j01/z2007 1:18PM (GMT -05:00) Eastern Time  atest!0... Time Stamp

[— .
i4 start S € 68 7| [ rbox-Meosk.. | 3 Blackboard Acade. .,

(= Inctray

@ Kromos_Training_. ..
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Time Stamp — My Reports

e Click on the Navigation Bar (My Reports) on left side of screen to run a
customized report to view your Accrual Balances or Timecard Detail.

Select the Report from the Available Reports box

Click on the As Of drop down list to select the time period for the report.

Click on View Report button

Report will display on the screen.

To print the Report type (CTRL P) and the Print window will display and click
on the Print button

Date Selected: 3/01/2007 Printed: 3/01/2007
Name: TESTIO, Timestamp 1D: 00012

Furthest ; Balance
Projected Brolscted prolss 2l wio Proj.

Taking Date jLakinoe jGredits Credits

HOLIDAY Hour 30172007 0:00 0:00 0:00 0:00

PERSONAL  Hour 3/017£2007 0:00 0:00 4:00 4:00

SICK Hour 30172007 0:00 0:00 40:00 40:00

VACATION  Hour 3/017/2007 0:00 4:00 4.00

= @D £ w, 2:33PM




Kronos 4500™ Badge Terminal

Accrual Balances (Soft Keys) | NOTE I
I Always i
* Touch the specific “Accrual Soft Key” to check your accrual I Press the i
balance (Sick, Vacation, Personal) you want to view. I “Soft Key i

. I Buttons”
*Swipe your “Employee Badge”. |
pey PIoy g I before you |
*Available “Accrual Balance” will be displayed on the screen. I« Swipe i

| your
I I
l I Badge” to
: access

Swipe your Employee Badge I Accrual or I
to record your punch | Punch :
l l : information |

Indicator KRONOS®
Lights

Sick
Vacation

Personal
Punch Status

Soft Keys

Navigation
Keys

Punch Status (Soft Key)

» Touch “Punch Status Soft Key” to view the
last punch you recorded in the time clock.

*Swipe your “Employee Badge”.

*Your “Last Punch” will be displayed on the
screen.

© 2004 Kronos Incorporated



Account Code The account that is assigned to an employee from PeopleSoft.
Unless allocated otherwise, any hours worked by an employee are
automatically charged to this account.

Accrual Code These codes identify the types of accrual balances, such as ETO,
EIB, vacation, personal and holiday.

Audit Trail Tab This tab lists all punches or amount entries made to an employee’s
timecard. This Tab is located at the bottom of the Timecard

workspace
Automatic A specific amount of time automatically deducted from the
Deduction timecard.

(Example: Employee has a 1 hour meal break; the Kronos
System will deduct this amount on each scheduled work day).

Break An amount of non-worked time for meals and work breaks.
Canceled Removes the automatic deduction in the timecard for a
Deduction specific date.

Comment Descriptive text that can be associated with punches, pay code

edits and historical amounts.

Current Pay The pay period that is still in progress, Jefferson’s Pay Schedule
Period is biweekly.  (See Pay Schedule)

Data Source Displays the source of the entry or edit (Example: Timecard).
Day Divide A parameter that establishes the exact moment that a payday

begins; the time of day when one day ends and the next begins.
Jefferson’s day divide is midnight.

Deduction An amount of time that is subtracted from employee timecards.

Device Groups A designated Time Clock or Group of Time Clocks that an
employee is authorized to utilize.

Early In Employee punched in prior to the allowable grace period for start
time.
EIB Extended IlIness Bank is the accumulated sick time that an

employee has on April 21, 2012 and can only be used for short-
term disability as described in this policy.



Employee 1D The nine digit number assigned in PeopleSoft by Human
Resources.
ETO Earned Time Off is paid time that may be used by eligible

employees for any purpose the employee wishes, including
vacations, unpaid holidays, illness or time away from work for
personal or family matters.

Scheduled ETO: is use of ETO scheduled and approved by
supervisor in accordance with the employee’s departmental policy.

Unscheduled ETO: is use of ETO that is not scheduled and
approved in accordance with the employee’s departmental policy.

Exception A deviation from scheduled work hours, when employees do not
punch as expected. For example, if an employee is unscheduled
from work or punches in late, the system records that exception in
the database.

Historical Edit Pay Code and an amount adjustment made in a closed Pay Period.
The adjustment can be paid with an off-cycle check or paid in the
current pay period.

Holiday Identifies a Jefferson Holiday when employees do not work but are
paid.

Holiday Premium  When employee works actual or observed holiday and earns a
different rate of pay.

Hyper Find Displays Queries that you can use to find people who match a
specific or customized criteria.

In Punch The time when an employee punches in at the Time Clock for the
start of the shift, or return from break.

Labor Account Use a labor account transfer if the employee is transferring to

Transfers a different account code and the shift or shift segment should be
charged to an account code other than that derived from the
primary job.

Labor Levels Hierarchical categories that define an organization’s account

structure. Jefferson uses Company, Admin ID, Department,
Account Code, Job Code, Record Number, Group ID

Late In Employee punched in after the scheduled start time.
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Late Out

Missed In Punch

Missed Out Punch

Off Day

Out Punch

Overtime

Password

Pay Code

Pay Code Edit

Pay Period

Pay Rule

Rounding

Schedule

Schedule Edit

Employee punched out after the allowable grace period for the end
of the scheduled shift.

The employee did not punch in for the start of the shift.
The employee did not punch out at the end of the shift.
A specific day when an employee is not scheduled to work.

The time when an employee punches out at the time clock for the
end of the shift.

Rate at 1 ¥ time the regular rate of pay based on the overtime rule
applicable to the employee.

A string of characters that you use to keep your account secure.
All passwords are case sensitive.
(Same password used with your campus key)

A specific code used to organize time and money. Examples of
pay codes are Regular and Overtime.

Adds or deletes time to or from a timecard without having punches
associated with the time. Pay Code edits can be performed in the
timecard or the schedule.

(Example: Add sick or vacation time to a timecard)

The amount of time for which employees are paid regularly. Pay
Periods are Previous, Current or Next. Jefferson is on a bi-weekly
pay period.

A rule that is assigned to an employee to calculate the employee’s
hours and to automatically deduct their designed meal break.

A period of time, either before or after the in and out punch, when
the punch rounds to the start or end of the shift without financial
penalty to the employee.

A single shift, a group of shifts, or a pattern that is assigned to an
employee or group of employees for specific dates.

A change made to an employee schedule; Example: the addition of
a pay code and amount for exception time.



Schedule Pattern A combination of one or more shifts, pay codes, or both, that
repeats over specific days or weeks.
(Example: 9am to 5pm, Monday through Friday)

Schedule Period The amount of time the schedule covers. A selection of Schedule
Periods can be chosen in the Schedule Editor such as Current
Period, Previous Period, or Next Time Period.

Shift A span of time with a start time and an end time that an employee
is scheduled to work. (Example: 8:00 am to 5:00 pm)

Timecard An official record of employee’s time worked and not worked as
displayed in the Jefferson Electronic Time and Attendance System.

Timecard Edit A change made to an employee’s timecard; Example: the addition
of a punch or a labor account transfer.

Transfer Time moved to a different Labor account such as a non-default
Account Code(s) or On Call hours.

Unscheduled Employee was not scheduled to work, but punched in and/or out.

User Name Identifies your access to the Jefferson Electronic Time and
Attendance System (Campus Key).





