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Assistance

Need some help? There are a variety of resources available to you.
Technical Assistance: Tech Support ext. 7900

Additional Training Materials: ~ Payroll Website
www.sandiego.edu/finance/payroll/

Specific Training Requests: Payroll Department — ext. 4818
payroll@sandiego.edu
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How to Login

1. Go to https://kronos.sandiego.edu

2. Enter your User Name (same as your MySanDiego login).

3. Enter your Password (same as your MySanDiego login).

4. Click the » button.

®
Workforce Central  version 700

User Name

Password
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Basic Navigation

Here are the different areas you will be working with:

[ Quickfind ] Whpeer:i;cl;’ay Navigation Workspace

/ o} Supervisor USD
IKRONOS ~ Sers

# Manage\My Department

=
Genies

=
¥
%
+

*
QuickFind v '+ Q = Current Pay Period v o ‘1:

i+ v [»

Approval

Name Emp. No. Home Account Active Badge Nuvmer)

|_[ Timecard Approval

|7[ Exceptions

u Group Edit Results
Timecard [ oo
Approval [ reauess

l_[ Inbox

U Reports
Ll Timecards

Quickfind — You can search for an employee by name or employee number (wild card if you only
know part of the last name is “*”).

When —The Time Period menu will allow you to select whether you view the previous pay period,
the current pay period, and many other time view options.

Navigation Bar — Use this to use a “genie”, to run reports.

Workspace — This a group of tasks such as Timekeeping and General which includes manager
delegation.

Timecard Approval — Click on walk through the steps to approve your employee timecards.
Make sure you click on Previous Pay Period.

EIL T || R v

olumn Fliter Approva

Name ~  Unexcused Abse... Missed Punch Long Shift Early In Late In
USD 2, Employee v
USD 4, Erfiployee v

Select All Rows — Click on Select All Rows to highlight everyone.

Column Selection — Click the dropdown to remove columns from a report.

Filter — Enter a letter or name to easily find an employee.

Approval — Click to Approve or Remove an Approval.
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View Timecard Problems at a Glance

Kronos allows you to easily see if there are timecard issues that need to be addressed. Examples:
missed punches or unexcused absences.

! # Manage My Department =

Genies

QuickFind = |+
Reconcile Timecard

To review all your employees’ timecards click the dropdown on QuickFind and Reconcile
Timecard.

# Manage My Department *

Genkes

]
I
=N

+

¥
Reconcile Timecard » Loaded 252PM | Current Pay Period v [z AlHome v ‘“:,

BX Gk Vv @/ 0 B>
>

Name + UnexcusedAbse..  Missed Punch Long Shift EarlyIn LateIn Early Out Late Out Unsched Hours  Totals Up-To-Date  Active Badge Number

] Timecard Agproval
‘] Bceptions

USD 4 Employee v 10931 D Group Edit Results
[ actons
e

[ miox
S

|| Tmecards

USD 2 Employee i v 8045780

1. Select what group you want to show. If you want to see everyone who reports to you (for
their primary assignment), select All Home and Transfer In.

2. Select what pay period you would like to view.

3. This is the list of employees reporting to you in the group you selected (step 1).
4. This column will show you who has an unexcused absence.*

5. This column will show you who has a missed punch on their timecard.*

*All of the columns can be used as filters. Click on the filter name and the list will sort according
to who has errors of that particular type.
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View an Employee Timecard

To view a specific employee’s timecard:
1. Double-click on the employee’s name.
OR

1. Click the employee’s name.
2. Click the Go To dropdown and Timecards.

! # Manage My Department =

Genles - 2] ]
Reconcile Timecard = aded 252FM | Current Pay Period = 5 AN Home
T | 1 S . o = =
Name = Unexcused Abse_ Migged Punch Long Shify Early In Lae in Emly O Late O Uneched Hours
UsD 2, Emplayee -
= Go to widget
USD 4, Employes
Wy Timecard
~
Timecards

! # Manage My Department | Timecards Blx

Timeards 1]
USD2, Employee v O lof1 | 49486 Loaded: 305PM  Current Pay Period v | w1 Employee(s)Selected | v
v 8 O B
Aoprove Pt Refresh e GoTo
mecard
Date Pay Code Amount Schedule In Transfer out In Transfer ont Shift Daily Period
+ X Mon1218 G:00AM 1200PM 1:00PM J30PM 6.5 6.5 65
X Tuezn Vacation Time 80 80 145
+ Wed12/20 145
+ X Tz Sick Time 40
+ X 8:00AM '2 200PM 60 100 45
¥ X Hv2 - 15
H X st nORM | 0P GOPM 70 70 315
v
Totals  Accruals  Audits
Al v Al
Location Account Pay Code Amount
12SAL Staff Reg FT B/49486:2/00000/00000/00000  Meal Premium 10
N2SAL Staff Reg FT BB/43486:2/00000/00000/00000  Regular Time 195
212SAL Staff Reg FT BB/49486:2/00000/00000/00000  Sick Time 40
N2SAL Staff Reg FT BB/49486:2/00000/00000/00000  Vacation Time 80

Note: A red box or red/white bar on an employee’s timecard indicates a problem. For a red box
there is a missing punch. For a meal break premium there will be a red/white bar and then the
meal premium hour will be added to the Totals Tab section below not on the daily line. The red
bar is just a warning that a longer break than usual was taken.
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Entering Time Worked

If an employee has not clocked in correctly, or if they are out of the office, you might need to enter
their time worked for them. If you make any changes to an employee’s timecard, you should Add
a Comment to indicate why you made this change. See page 11 for instructions.

In order to enter an employee’s time:

1. Open the employee’s timecard. (See Page 7.)
2. Click on the box that corresponds to the appropriate day and type of time entry (for
example, 10/14, clock “in” for the day).

! # Manage My Department I Timecards alx

Timecands =1

USD 2 Emplayee - 1081 49406 Loaded: 1114 AM  Previous Pay Period T 1 Employees) Sebected -

v & s} oA
Date Py Code Amount Schedule in Transfer out in Transfer out Shift Daily Peticd

+ X Mon2i05 B00AM 11:004M 1200PH A00PM Ta Ta Ta
* K Tuelis Vacation Time 1] (:11] 150
+ X Wed2i07 B:00AM 170044 : 12:00PM 4:00PM T0 Ta 20
+ M T Sk Time: 20
+ x 3.00AM £ 200PM 60 80 00
+ X Fie S004M 11-00AM 12:00PM L00PM 70 70 0
+ Sa2/10 . 370
8« snon Click Here
+ X mMonzz Sick Time 80 &0 250
+ X Teens 8.00AM 11.30AM 1200PM A000M 75 75 525
+ X wedwia HO0AM '2 200PM 230PM A10PM 75 75 60
+ X Twans 8 00AM 11 00AM i 11.254M 'é 5 DOPM &5 a5 685
+ X Fiz2ns 8:00AM T200PM 1:00PM 400PM T (] 755
+ s 217 154
+

Sun 218 755

3. Enter the appropriate time that they began or finished that part of their shift, indicating
AM or PM.

eemea—

Timeands el
UED 2 Employee - Tofy o AsaBE Loaded 11:14AM | Previous Py Pesiod | [552] 1 Employess) Selected ‘
o 8 s}
Date Pay Code Teanster Out. in Transter o Shift Daity

*# & monzus 1100AM 1200 400PM a 70

+ ® Tuewos a0

* ® wedzw7 4 1 A 00PM 70 70

+ ®  Thezos

»: % (1] (1]

+ ® riwm 0, 1 400P1 70 70 7

+ s 2/10 70

+ an 2 o

+ ®  monzz (1] 450

+ Tue 2/13 10 00AM 113048 12000 4D0PM 75 75 528

+ X wed2s B00AM % zooem 23000 400FM 75 75 60.0

=
4. Click seve.

Note: For employees with more than one job you will need to use the Transfer Column to
look for and select the job by the employee’s number.
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Transferring Time to Other Jobs

If an employee has more than one job, he/she may have mistakenly chosen the incorrect job for
their timecard entry. A supervisor can Transfer the time worked to another job.

* X Mon3/0s S00AM

=

Locate the shift that was assigned to the incorrect job. Click in the Transfer box.

2. A 7 will appear, allowing a drop down menu.
3. Select Search.

Date Pay Code Amotnt Schedule In In Transfer Out Shift Daily

200PM T00PM 300PM 6.0 60

* X Tued/06

+

1T00AM ‘ If Z00PM 0 0
Wed 307 Search. K@

4. The Select Transfer window will appear. Select down arrow in the Assignment
Number box. A warning menu will appear showing, “Too many entries, refine search.

5. Enter the employee’s ID number (shown in the main window menu bar), all the
available jobs will appear.

6. Select the job that the shift should be assigned to and click ' Apply

Transfer
Name USD 1, Employee
Labor Account /1/50575///
Work Rule
Labor Account Work Rule

Add Labor Account Clear All

Organization:
Project:

Expenditure T...

AssignmentN.. 50575 - 5057 x
50575

50575 Student Lead Inv Chm-Ca...
505752 Community Service Lea-F...
505753 Institutional Effecti-Stude...
50575-4 Student Life-FWS50575-4

Cancel Apply
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7. You will then see that job number in the transfer column for that part of the shift.

Date
X Mon29
X Te2n
X wedn
0 Twan
X RiYn
+ Sat2/24
+ Sn 2125
* X Mon22s
HOX Tuezy
+ Wed2/28
X T3
+ Fri3/02
+ Sat 3/03

+ Sun 304

Pay Code

Amount

Schedule

In

B:00AM

TT-00AM

1200PM

B.00AM

B00AM

10:00AM

J00PM

Transfer

" st
" TS
" TSy
i 111505752/
" s

" st

‘ [11505753/1f

Out

1200PM

200PM

400PM

1200PM

1200PM

200PM

6:00PM

1:00PM

T:00PM

Trangfer

" TS

" st

Out

400PM

400PM

Shift

30

40

40

40

30

iy

Period

**1f an employee has more than one job, each shift should have a job number assigned in the
transfer box to ensure that the correct department is being charged for the shift. The
employee can select the correct “job” when logging in. See the How to Enter Your Time in
Kronos (Job Aid).**
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Adding a Comment

Whenever you need to enter or change a punch in an employee’s timecard, you should add a
comment indicating why you made the change. This will allow you to remember why you made
certain changes should questions ever be asked. This will also allow you to run reports based on
the comments attached to timecard tracking.

1. Open the employee’s timecard. (See page 7.)

2. Right click on the time entry, a pop up will appear.

3. Click on Comment.

! & Manage My Departmwent | Timecands i

Tinecnds T
USD 2 Employes - 101 B Loaded 1248 P Curment Pay Penod = | [55] 1 Employeeds) Selected -
: D T
. P o

pate Pay Cote Aamount Schecule o n | Punch Actions | Peded =
+ Wan 219 nooM 2009 - 75
+ Tue 220 Vacation Time B0 29208 155
+ Wed 2/2 i
* ® Tz 113
+ = Firi) o
+ ” -1
+ =0
- 450
+ 520
+ = =0
+ X é . 1]
I u A n
+ Sat 3903 ns
0 fn

Comment Comment
Coemmaents (0} Comments (1}
® | Missed Punch
Add
Cancel 0K [\
4. A window will open; click the 5. You can type a note and click

dropdown to  select the Add and OK.
appropriate comment.

6. Notice that the box with the time entry now a symbol that a comment is attached.

12:30PM @

=
7. Click sev,
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Entering Sick/Vacation Time (Full Day)

Employees will be able to enter their own Sick or Vacation Time. But as a supervisor, you may
need to perform this function at times. For example, if the employee is sick at the end of the pay
period when they will not have an opportunity to enter their time before the payroll is processed.

To enter an entire day of sick or vacation time:

1. Open the employee’s timecard. (See page 7.)

2. Click in the box that is for the appropriate day, in the Pay Code column.

3. Click on the "™ to open a drop down menu.

4. Select the type of time you are entering (Sick, Vacation, Floating Holiday, etc.)

C R S R R R

1
10
30

70
we
120
130
170
170
170
170
170
170
170
170
170

170

5. In the Amount column, enter the number of hours that are being used for this day (for
example, for a seven and half hour day, enter 7.5).

]
o &
Aoprove— SinOfF Accruals
Timegcard Actions
e Pay ot Anout Schedile n
X o308 0N
X Ty Vacation Time 15 \@
B
6. Click save.

Trangfer

On

S00PM

Trangfer

e

Piint
Timecard

Shift

40

Refesh

Dally

4

15

Smie

=)

GoTo

Pariod

Note: Do not make time entries in the “in” and “out” boxes for that day, as they did not “login”

any time worked for that day.
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Entering Sick/Vacation Time (Partial Day)

Perhaps the employee will only be out of the office for part of a work day. For this example, if
the employee worked in the morning, but is taking the afternoon off for a doctor’s appointment.

To enter a partial day of sick or vacation time:

1. Open the employee’s timecard. (See page 7.)

2. Notice that they have clocked in at the beginning of their shift and clocked out when
they left the office.

+

3. Insert a New Row by clicking on the in front of that date.
v o/ fa
fpp'c-.'e Sign Off —AccrLs:
Date Pay Amount Schedule In Transfer Out
+N X Mon 3/05 5:00PM ' 9:00PM
+ Tue 3/06

4. A second row will appear with the same date.

Timecard
Date In Transfer out shift Daily Period

+ X Mon3/05 40 40 40

5. Click in the box for the appropriate day, in the Pay Code column.
6. Click onthe "~ to open a drop down menu.
7. Select the type of time you are entering (Sick, Vacation, etc).
8. Inthe Amount column, enter the number of hours that are being used for this day (for
example, for four hours, enter 4.0).
Note: Do not make time entries for out of work.
=
9. Click s=ve,
‘8 500 B
fopove SignOF Acorls Pt efiesh We G
Timegerd Actions Timecard
Dete Pay Code Schedle n T Out h Transer Out Shift Daly Peiod

t X N SickTime i R

ull S00PM WA 40 80 80
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Approving a Single Timecard

At the end of every pay period, supervisors will need to approve their employees’ timecards. If
the supervisor will not be at work on the last day of the pay period, he/she will need to Delegate
Authority to another supervisor. (See page 19 for instructions.)

To Approve a single timecard:

1. Open the employee’s timecard (see page 7). If the employee has approved their
timecard, the background will be orange.

2. Click ‘== from the menu bar.

3. Select Approve Timecard.

e,y = =000 0 0 000000000 |
.-
Tinecrds (B
USD 2, Employee - Tof2 B 49486 Loaded: 8:39AM  Current Pay Period v /|52 AllHome
N Frint Refresh
Timecard Timecard
Approve Timecard § . .
Pay Code Amount Schedule In Transfer Out In Transfer o Shift Daily Period
Remove Timecard Approval . . o o
#X Mon3/05 B00AM 1200M 1230PM 400PM 75 75 75
+ X Tuedos Vacation Time 75 73 150
+ X wedyer BOOAM A j20eM oM 75 75 25
+ X Thu3os TS NBAM | T20M W 15 75 300
+ X i3 1M LOPM | T2%mM PTILT 775 775 775
+ sat o 75
+ s 775
# X w32 BOAM na | T20M soem 75 75 1535
# X Tedns SO OPM | T230M wen 15 75 5275
+ X Wed3n4 Sick Time 75 75 60.25
+ X Tuns SO0 T4AM | 1218PM 35PM 75 75 6775
+ K Five Sick Time a0
+ X BOIM IE 35 75 7535
+ syt 7525
+ Sun3/18 7525

4. The timecard background will be green when the supervisor has approved the timecard.

Date Pay Code Amaun Scheduly n Tranater oa ] Tranater on snify Daity Pariod
* X Tue 300 Vacation Time 75" s 150
+ X Wed 207 BO0AM ? 11.30AM i 1200PM 2 4000M E 5 5 25
* X muie TSOAM 12940 amen 75 75 00
* X mum TaAM 2o0PM asem P . 775 775 W
* Sat 310 £
+ Sun 311 E i
+ X wMoninz BOGAM LETT I 1200PM L00PM 78 i3 4525
+ X T BOZAM 12000 (P TR 4020 75 % 5275
+ X wedana Sick Time 75 75 6025
+ X muans BOOAM nasaM e isEPM 75 75 6775
*+ X e
* X BOTAM I 35
+ Sat w7 ™S
+ Sun W18 ™% =

Kronos V8 Upgrade 3/18/18 Page 14



Approving Timecards Step by Step

Assuming that you have reviewed all of your employees’ timecards carefully, you may want to
approve multiple timecards at one time. All timecards must be approved on the last day of the pay
period. If a supervisor will not be able to approve timecards, he/she will need to Delegate
Authority to another supervisor. (See page 19.)

1. Click on Timecard Approval in the Navigation bar.

* Manage My Department *

'liuu. sy

i+ b [=

|||||||||||

-------
.............

| Mimecard Approval

2. Time Period —
e Approving timecards before the end of the pay period should say “Current Pay
Period.”
e Approving timecards on payroll Monday after the pay period end should “Previous
Pay Period.”
HyperFind should be “All Home and Transferred-in” — this will show all
employees who also have more than one job that you supervise.
3. Click “Save” and “Next.”

. |

Timewand Approval El =

Skt Py Period for Appronas 7o Appoove TecHs @ »  lex

Reconoe Tinecard
Select Pay Period for Approvals 40
Time Peried Prewaus Py Berod -

HyperFind Al Hoe: and Transferred-in®

UsD 2, Employee

corrected before approving the

timecard(s).

Click Select All Rows

6. Click the dropdown arrow to Approve Timecard.

l ¥ Manage My Deparmeat Timecand Approval 1% | Timexands

Tmeaand Approval

USD 4, Employee

o

Select Pay Pericd box Approvals (7% Reconce Timard Appiowe Tirecands @l » | teay |

M | Previous Pay Penod w| (3] | AllHome and Transiened [ |

Mame = U penove Tarecad Appoval  LPURER Long Shift Earlyin Latein Enrly Dut. Late Out Unisched Hours Totals Up-To-Date Active Badge Number
U502, Employee e b4 F45TE0
USD A Employes: v v 439381
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7. A warning will appear asking Approve Timecard
you if you are sure you want to
approve. If you are sure CIICk 0 Are you sure you want to Approve?

Yes

No Yes

8. Click Next.

# Manage My Department | Timecond Approval 1%

Timessrd Approval o] 32|
P —— © T - O s |
Reccncile Trmecard M| Previous Pay Period = [Z A Home and Tiansferred [« |
I || R v O B[ SH

Name *  Unexcused Absence Missed Panch Long st Earty I Lateln Emlyow . Late Dut Lo e N
USD 2. Employes v v HO45TRO
USD 4, Employee o o 4039381

I W Manage My Depart ment i Timecard Approval 1%

Timecand Approval

4 Prev. Select Pay Periad for Approvals. @ | R Taecid

Agprove Timecards USD =

E* i+ ¥V o

10. Review the Results to ensure they say Success (should match the number of
timecards you approved) and click Clear if they all say success.

] Tmeand Approval B 1%

& Manage My Department
Timecasd Approval

APy W Rexmnche femecard (7 Group Lt Remits (o Approvals.

GROUPEDIT RESULTS
Click OK. —_— I —
6 Do you want te dear the context and start o new Timecard Approval?
If you have a number under Failures, click Resulis

Success:2

on the Details. Toa 2.
e
Success:0

Failure: 3 Details
Total: 3

Under the Error Description, you can see why the timecard approval failed.

iy D Exmor Description
Empioyes s akeacy Approved
U CANNGE SPphy Thes. 8C107 10 yourselt
Empioyes i aiieacy Appoved
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Ensuring Timecards are Ready for Payroll

To ensure that the timecards are indeed ready for payroll processing, supervisors need to double
check approved timecards with the Pay Period Close genie. This will allow you to identify any
timecard discrepancies you may have missed so that you can perform final edits to prepare the
timecards for payroll processing.

1. Go the QUleFlnd drOdeWﬂ l M Manage My Department H-
under Genies and scroll down and re— %@
double click on Pay Period QuickFind </ 55 a
Close.

Long Shift or Short Break
Straight Time Usage
Pay Period Close

2. The first drop down box should show Previous Pay Period and the second drop
down box should show All Home and Transferred-In.

!  Manage My Depattment ®
Genies

Pay Penod Clote = wded 9 18AM | Previous PRy Period Al Home and Transferred |«

Ex i+ Y “‘ o [

= Employ-  Manages Appro..  Approving Manager(s) Signed off Missed Punch  Unexcused Ab_  Tomsds UpTo D Non-Worked H_ Hours Worked Aszigned Manager  Pay Perlod Loc...
v v v 6 53 3

v

w

Review any ¥ s inthe Missed Punch or Unexcused Absence columns. This indicates
something that needs to be addressed on the employee’s timecard before payroll
processing.

4. Review which employees have approved their timecards. (Indicated witha ¥ in the
Employee Approval column.) An employee approval serves as an electronic signature
stating that the timecard accurately reflects their time worked.

o

Review to make sure that you (the supervisor) have approved the timecards. This will
be indicated by a number in the Manager Approval column (reflecting the number of
managers who have approved this timecard). — Manager Approval will only show up
after the manager has walked through the Approving Timecards Step by Step (Page
16).

IS

If something needs to be corrected, remove your approval by selecting the employee’s
v,

name, selecting “#='from the menu and selecting Remove Approval.

Note: This process must be done before Payroll “signs off” on the timecards. Once “sign
off”” is completed, you cannot approve or remove approval. It is suggested that you do this
Monday morning following the end of a pay period.
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Accessing your Timecard as an Hourly Supervisor — My
Information

How to access your timecard as an hourly supervisor.

1. Click on the Workspace and the Arrow.

[ 1 of 3 ltems ]

7| Annrava Timararde |

2. Click in the My Information T —
area.
- O]
My Information
. @ Workspaces a -
3. Click on My Timecard in the [ = -
genie. -
I:l My Calendar
I:l My Inbox
1~y mepores
|_j| Change My Password
[ ray mmecara
4. Your Timecard will appear on the screen for you to complete.
Date Pay Code Amoum. Sehedule n Transfer O in Transter Out Shify Dty Period

N
s ¥ iRk
ol e

98 3

R
=
a
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Delegating Authority

If a supervisor is not going to be available to approve timecards at the end of the pay period, he/she
should Delegate Authority to another supervisor who can ensure that the timecards are completed,
approved, and submitted to payroll.

1. Click on Actions.

4 KRONOS

# Manage My Department ™

Genios =154 -
i+ g [=
! | Bxceptions
Hama Emp. Ho. Home Aceount Badge Numbe:

| Group Fdit Results

2. Click on Mgr_Delegation.
. . - Timekeeping @ General w "_
3. This will open the Delegatio [ —  I——

window. Select the supervisor

you would like to give authority e
to from the Delegate drown ——
down menu. I -

~ Mgr_Delegation

4. Selecta Start Date. Ep—— ]

Existing Delegations
5. Select an End Date. None @ :

. Save & Close
6. CI'Ck . . New Delegation /

. . * Delegate: -
7. Your Inbox will appear showing

* Start Date:
you have sent the request to the b < _@
designee. \ =

* Role: Default =

Save & Close Cancel
 Manage My Department ] Inbax Hin
|
INBOX
MESSAGES
"Fai 5 o 55~ || et
Sunes [Active  w|  Asof Dats; [2r37008 T categorws A1 v
Fien Sutyer CraterTime Recessed pete By Date Statu Current
USD, Supervisor Mgy_Delegation, Reques! Form 52018 11:-28AM (GMT -0800) Faciic Time V152018 Actve Task List
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Accepting Delegation

When one supervisor delegates authority, the other supervisor
to be able to view the new employees.

1. Click on Inbox.

must Accept Delegation in order

#* Manage My Department

Genles
OuickFing =| + o

i+ v

| Exonptions

| Group fdit Results

| Timecard Approval

2. Your Inbox will appear, showing who is requesting that you delegate. Double click
the From.

DateTine Retened
IA52018 11:28AM (GMT -08'00) Pacific Time

Task List

3. Awindow will appear, showing who is requesting that you delegate and the dates. You
can choose to Accept Delegation or Decline Delegation. You can add comments.
4. When you have made your New Delegation @
Se|eCti0nS C”Ck Save & Close Delegator: Supenvisor, USD
! ' Start Date: 10/21/2013
; End Date: 10/31/2013
5. In order to wuse delegation e Default
authority, you will need to log out
and then log back in again. Action
Select Action: @ Accept Delegation
. . Decline Delegation
6. You will click the down arrow

Comment:

between Kronos logo and your
name. Click on the supervisor
you accepted the delegation for,
and then you can review these
employees’  timecards  and
approve.

KRONOS

[\ Save & Close ] | Cancel |

¥ | Supervisor USD
Sign Out

Delegator [Start - End]
Myself [ - ]

M Manage My Supervisor 1, USD [Default] [3/15/2018 - 3/31/2018]
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Running Reports

1. You can choose to run a report for one employee, a group of employees, or all employees
within your reporting structure. To run a report for:

a. Click on Reports.

# Manage My Department =

Genies
QuickFnd =+ a, Cument Pay Period - =

i+ p =

: e ptiom
| Group it Resuits
; Actions
| nequests

| tabeax

| Reports

| Mmecards

| Mmecan 3 Approval

b SE|ECt the SELECT REPORTS tab
c. Select a report from the Categories list. A description of each report will
appear on the right when you click on a report title.

d. Click the drop down for People and who you want to choose in the report.
. Click the drop down for the Time Period parameter.
. Click the drop down for any listed report options including Output Format.

SELECT REPORTS CHECK REPORT STATUS

-n (D

i | i e e

-+ A -
+ Accruals
ABSENT EMPLOYEES
s+ Configuration
— Detan Genic
Description This report displays employees who/are absent and whether they are excused or unexcused absences. Displays data
. for the selected date range. Only ences through the current day are displayed; future scheduled absences do not
app in the report.

/ - ity Su People Previously Selected Employee(s) -
stai TomE HETEL Current Pay Period -
A | Summary
Absences Unexcused Onhy
Badge Numbers
Qutput Format ) .
Emploves Hours by Job o Adobe Acrobat Document?.pdf)
Employee Hours by Labor Account -
Employee Schedule - Monthhy

Click :
You will see a status report for the run. To see an update on the report status,

click wperiodically. It will change from Waiting to Running to
Complete.

m

s Q@

SELECT REPORTS CHECK REPORT STATUS
Report Name Format Date In i Date Done Status Output User
Absent Employees pdf 10421/2013 4:18PM Waiting Screen Liza Pagdanganan

i. Once the Status says Complete, click .
J. A .pdf file will open with the report for you to view.
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Printing a Timecard

You can also print an employee’s timecard to show time worked, totals, accruals, and schedules.

1. Open the employee’s timecard.

=
2. Select wree

3. A Print window will open for you to print based on your computer setup.

4. You may need to do in Landscape to fit the timecard on one page.
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Genies on the Navigation Bar

Exceptions — Shows any employees who
currently have any exceptions on their * *
timecard. U

Group Edit Results — Shows details of
Approved timecards (Success, Failures, and

Details). -

) | Excephbions
Actions — Where you would go to Delegate = _
Authority to another manager. || Group dit Resuits
Requests — Not being utilized at this time. [ Actions
Reports — You can reports, see page 21 for | | Requests

instructions.

Inbox — Where you would go to accept a
Delegation from another manager. | Reports

Timecards — Where you can scroll through your | | Timecards
employee timecards one at a time.

Timecard Approval — This is a step-by-step
process to approve your employee timecards.

Kronos V8 Upgrade 3/18/18

Page 23



Go To on the page

o [ oA
Refrean Share Go Ta
~ Go to widget
My Timecard
Timecards ~
My Audits

Audits
Rule Analysis
Exceptions

Requests

My Timecard — This is your timecard if you are hourly.

Timecards — Your direct report timecard(s).

My Audits — You can view by items you have approved and/or changed by choosing the audit in
the Category dropdown and Type of Edit on the left hand side on your timecard.

Audits — You can view by items you have approved and/or changed by choosing the audit in the
Category dropdown and Type of Edit on the left hand side on your direct reports.

Exceptions — You can view exceptions for a pay period or range of dates.
Requests — — Not being utilized at this time.

Reports — You can reports, see page 21 for instructions.
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Genies under the QuickFind

On the Manage My Department tab — click
the dropdown under QuickFind t

reports.

Quickfind - You can
search for an employee by
name or employee number
(wild card if you only know
part of the last name is “*”).

Accrual Reporting
Period — Shows Sick,
Vacation, and Sick CA
(Part-time non-benefit
based) accrual balances.

Approvals Summary —
Shows all employees who
have exceptions on their
timecard and who have or
have not been approved by
the employee and manger.

Reconcile Timecard —
Shows if employee’s
timecard has unexcused
absences, missed punches,
long shift, early in, late in,
early out, late out, unsched
hours, totals up-to-date,
and active badge number.

Approve Timecards —
Shows all employees who
have exceptions on their
timecard and who have or
have not been approved by
the employee and manger.

Meal Premium — Shows if
an employee is receiving a
meal premium violation for
the time period option
chosen.

l A Manage My Department .

0 view Genies
QuickFind v *

Approvals Summary
Reconcile Timecard

Pay Period Close

Meal Waiver — Shows if an
employee has a meal break
waiver on file.

Floating Holiday —Shows
when an employee has
utilized  their  floating
holiday for the time period
option chosen.

Family Sick — Shows if an
employee has utilized the
family sick pay code for the
time period option you
have chosen.

Excessive Double Time —
Shows who have worked
any  overtime  and/or
double-time.

Paycode Summary -
Shows totals of employees
hours broken down by
paycode for the time period
option you have chosen.

Shift Close and Shift Start
— Utilized for Scheduling
only.

IS Summary — Shows your
current employees’
information which include
POETS, employee number,
email address, work phone,
etc.

Long Shift or Short Break
— Shows when an employee
has worked greater than 5
hours without a break, an
employee took later than a
30 minute lunch, meal
break waiver on file and if
receiving a meal premium
violation for the time
period option chosen.

Straight Time Usage -
Shows straight time hours
for the time period option
chosen.

Pay Period Close — Shows
if employee’s timecard has
been approved, missing
punches, unexcused
absences, total non-worked
and worked hours.

Tips — Cash and Charge —
Utilized for La Gran
Terraza only.

Bonus — For payroll only.

Count All WTK
Exceptions — Count of all
exceptions for a period of
time.

Signoff Issues — Utilized
by Payroll only.
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