KRONOS Workforce Central — User Documentation for Non-Exempt & Exempt Employees

I. Logging in t0 KRONOS WOIKFOICE CENLIAL..........ciuiiiiiieii ettt e st et e et e bease e s re e teeneeaseesaeeseeeneesteeneenneeseens 3
101 o T | OSSR P USSR PPR 3
QIO T 4 U0 T 0T U gl 7= S0 o SRS 4

B =T S (o T L= or= Lo Y/ T =L (o] o B PP RUP USSR 5
(G- T - | TSPV PRURURPPRPRPIN 5
Basic Time Entry — Entering Timecard INTOIMEALION ..........ouiiioiiiie ettt et sre e be st e beenbeeneenreas 6

ST [ B 1Y =T T o S OS 6
IN & OUL PUNCNES & MEAI BIEAKS .......oouiiitieiieie ittt b ettt b e bt et h e b e e s e b e et e e bt e e b e e mbeeRe e e bt et e es e e nbeenbeaneenne e 6
KIRONOS CONMVEBNTIONS: ...ttt sttt t ket b bt s e s e s e b e b e bkt e bt e bt a8t e s e e R e e b e b e A E e b e b e e b e bt e h e e b e e R e e st e b e nbeeb e e bt e bt ebe e b e e st e e e e 7
@RV =To IO g a0 TP PPTRPRURTRRPRS 7
T YOO PR PRI 7
F ot T0] 41V 1= O TR UP PR RTRORRORRTRS 8
ComMENTS - TO AUG @ COMIMENT ...ttt ettt b e bbbt e st e s e e b e b e e b oo b e eb e e bt e b £ e b e e st e st et e b e ek e e b e bt e b e e beene e e e e s 8
RO R B L= (2] (=3 W O] T4 =T o TSRO RR 10
LI L2 1O TPV PPRP 11
ST 0=l (1] USROS STTORTRPPROS 12
oo (U L I Lo TP UPRPP 12
F (o ) I oSSR OPRR 12
Approving your timecard - TO apPProve YOUT TIMECAIT: ........cccueiieieiieesieee e se et e s e e ste e sseesaeestesreesreeaeaneesaaeeeaneesreeneeanes 13
TO FEMOVE the @PPIOVAL ...ttt h e bt e st e bt e £t e s bt e st e e he e bt eh e e b e e R b e eb e e eb e e n b e eb e e s b e e nbeebeeebe et e aneenbeeneeanes 13

N V7 g TorcTo B T L= 1Y/ OSSR PSSSRP 14
TSI - 0 T T T OO PR TP PPRTPUPPPPPRY 14
e Lo e T T=T 0 Y0 - T 2SS 14
e Y 000 TSSOSO 15

ENtEring TIME USING PaYCOUES. ......c.eiiiiiiteitiiteiti etttk e et bbbt h e st e s e e e b e b e bt b e e b e bt e b e s e e s b e e e ke et e bt e bt e b e e beene e e e e 16
Difference DEtWEEN SNt & DAIY: ........couiiiiiice ettt et e et e et e sbe e te e st e abe e teesseaaeesteeseesneesteeneesneenreans 16
Examples of time entered USING PaY COUES ... ....uiiiiiiiieitiie ettt b et b bbbt e s e b e b et et e bttt ab e ese e e e e e e 17
(O e T L B | o O = . 121 o] SO PSR PP 17
2. Partial Day PTO example (With WOIKEA NOUIS).........ciuiiiiiiiiiiieie ettt bbbt n e 17
3. Partial Day PTO & Time WithOUt Pay eXamMPIE.........ocuiiieiecie ettt re et e esra e teeneesaeenaeeneenren 17
o 1=] 0 TSP PS R SR 18
(@ O || ST OSPRRRPPRPTN 18
EXBISES ..o e AR R £ e R e e oA £ R e e R £ e R e e AR e e R e e e £ e R e e eR e e R e e et R e e nnn e neennr e re e 19

Revision Date: 1/1/08 1 of 33



KRONOS Workforce Central — User Documentation for Non-Exempt & Exempt Employees

I L] £ TSRO P PP PRUROPPPRPIN 20
1= AT oL T I a1 =] £ PSR PPT PSRRI 20
TEANSTEE ENTITE SHITE .....ei it b e bbbt bt b e s e e e b e b b e b e e b e e Rt e bt et et et e b e b e b e e bt e bt e st e e e e 22
e s I L0y =] £ TSR PP PSRRI 23
Caveats — ENtering CONSECULIVE TTANSTEIS .......iiieiiiieiee ittt et e e e e e s te et e e s e saeeteeteeseeneesseeseenaeaseeseaseeaneeseeneenren 24
EXamples Of Other TYPES OF TTANSTEIS .. ..ottt b e bt s e bt e st e s be e beese e s beesbe e s b e sbeesbeeneesneeneeans 26
VUL LT o] Lo @ o] gl o] =T I o ] =T 6 S PSRSR 27

LAY T 00T o T 1= o Lo PSR UPU SRR 29
[ (oI VAV o =0 LTS PRSPPI 30
o o\ A O 0 [T g To I I 10 Y =] S PTPRR 30

=] o SR 31

0o X 1 ST RTRPPTRR 32

REIMINDERS ...ttt bbbt bbbt e bt e 8 ee 1o e e 4o b oAb e e b £ e E 4484 e R £ a8 e e s e e s b oAb e b e b e ARt e b4 e b e e R e e st e st et e nb e b e e bt e bt e bt et et et et 32

U] 10 ] TP OT P PPRTPPPPTOPPRPPRS 33

Revision Date: 1/1/08 2 of 33



KRONOS Workforce Central — User Documentation for Non-Exempt & Exempt Employees

Please note: All Timecards are done online; there are no paper timecards.

|. Logging in to KRONOS Workforce Central

There are two ways to get to KRONOS Workforce Central
1. Via a web address OR
2. Via a link on the Intranet

To Login
1. Open Internet Explorer and enter the following web address: https://employee.sdhospice.org/wfc/logon OR simply go to
_Online Timecard_| link; this will bring you to the KRONOS Workforce Central

the Intranet (internal) and select the
login screen.
2. Enter:
e User Name = Matches your Windows NT login, typically First Initial followed by Last Name (Example: John Doe’s User
Name = JDoe). IF you do not have a Windows NT login, your User Name is your First Name followed by your Last Name
— with no spaces (Example: JohnDoe).
o Password = **** (First time: 4-digit employee #)

3. Select &4 or press Enter

WORKFORCE CENTRAL" versions o

User Hame EXPERTS AT IMPROVING THE PERFORMANCE

I OF PEOPLE AND BUSINESS
Password
——

KRONOS
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4. The first time you login, you will be automatically prompted to change your password. Your password should be
a minimum of 7 alpha-numeric characters with at least 1 number.

CHANGE PASSWORD

Change Password Now

User Hame ]

Old Password | |

Hew Password | |

Verify Password | |

5. After you change your password, you will receive a message that your password was successfully changed.

JAVA Version: KRONOS Workforce Central requires JAVA 5.0 Update 11 to run. See separate instructions for installing
JAVA for KRONOS.

HTML Link: If you have any access issues with the JAVA version of KRONOS, use the following link to view the HTML
version of KRONOS - https://femployee.sdhospice.org/wfc/applications/wtk/html/ess/logon.jsp

To change your password

After the initial password change, to change your password, select Change Password (in the upper right-hand corner of
your screen). You will be prompted to change your password every 45 days.

Log Off | Change Password | Help
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ll. Basic Timecard Navigation

KRONOS

MY INFORMATION

My Timecard m
MY TIMECARD e - s
ame o aan—
Loaded: 11:09AM
Time Period |Current Pay Periad x
| Actions * Punch * Amount > Comment > Approvals =
Diate Pay Code Amiourit I Tranzfer Ot I Tranzfer Ot Shift Dzl Curnulstive
B[ EY| sunizns - - - -]
B8 Mo 1217 - - -
[ ] Tug 1218 - - -
B Wied 1219 - - -
B Thu 12120 - - -
[ ] Fri 12624 - - - i
[ | St 12022 - - -
BB suniziz: - - -
B3| B8 von 1224 = % = e
TOTALS & SCHEDULE | ACCRUALS | AUDITS
_.7—| Crate Start Time End Time Pay Code Armaunt
Eall % Sun 1216 -
A ccount i‘ Pay Code Amaurt ton 1207
Tue 1216
L Wied 1219
U Thud2i20
Fri12i1
Sat 12422
Bun 12043
hion 12724 J

Example of Non-Exempt Timecard

General

There are three sections to the timecard
1. Timecard Section
2. Totals & Schedule
3. Tabs for Accruals & Audits
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Basic Time Entry — Entering Timecard Information

Select Pay Period

Make sure you are in the correct pay period. You may select the current, previous or next pay period or you can select a
particular day or range of days. Please note, for locked pay periods, you will only be able to view or print your timecard.

Currert Pay Period -
Previous Pay Period

Current Pay Period

Mext Pay Period

Today
Yesterday
Wieek to Date
Last Wieek

1202002007, Specific Date
122002007 - 1202002007, Range of Dates

In & Out Punches & Meal Breaks

Choose the line with the date for which you want to enter time and enter your time for the day using the In and Out fields.
There are two (2) In & Out fields per line; this allows you to enter Meal Breaks, etc.

Actions ¥ Punch * Amount > Comment ¥ Approvals *

—_——

Ciate Pay Code Amaurt < In Tranzfer < out_o In > Tran=fer C ot o
Mon 1217 - S:00AM - | 12:00PM 1:00PM + | S:00PM

Time can be entered as follows

e Time can be entered in either 12-hr or 24-hour format (1P or 13)

e Leading and trailing zeros are optional (7 and 0700 will be converted to 7:00)

e Colons are optional (730 will be converted to 7:30)

e AM is assumed for all entries except for 12:00 to 12:59 when PM is assumed. Use “a” or “am” to designate AM
and use “p” or “pm” to designate PM when needed.

e KRONOS does NOT round time; therefore, the preferred method when you are entering time is to round up to the
nearest 5 minutes (for example, 7:57pm should be entered as 8 pm).
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KRONOS conventions:

e Gold Bar = Unsaved Data
e Cell w/ Solid Red Background = Error or Problem in entry = position cursor over cell to view KRONOS
message/comment

e Red Border = Notification or Unscheduled Entry - position cursor over cell to view KRONOS
message/comment. Note: this is NOT an error.

Unsaved Changes

KRONOS will indicate that there are unsaved changes in the timecard in two ways:
1. The word Timecard (in the upper left-hand corner of your screen) will turn orange and an * will precede it.
TIMECARD “TIMECARD

Last Saved: 3:12PM >  Last Saved: 3:19PM

OTALS & SCHEDULE

2. Additionally, a red flag will appear in the Totals & Schedule tab @

Save

To save your changes, click the Save button in the left-hand corner of the menu bar.

REMEMBER: It's best practice to save after each entry or change. That way, if KRONOS reports an error, you will know
which entry the error pertains to.

If you have not saved your changes and navigate away from the timecard, KRONOS will prompt you with the following
message. Select Cancel to return to the page and save your changes.
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Windows Internet Explorer §|

"j Are you sure vou wank ko navigate away From this page?
L

¥ou have unsaved changes,

Press O ko conkinue, or Cancel ko skay on the current page.

[ Ok H Cancel ]

If you are unable to save the change due to an error in the entry, make sure you resolve the error and save before
navigating away from the page or your change will not be saved.

Refresh
Refresh Data
E-mail —=»

Prirt —=
Print Screen —»

Actions Menu

Allows you to Refresh Data or Print your Timecard

Comments - To Add a Comment

1. First, select the time punch for which you want to add a comment | 1=00FM |
2. Then, select the Comment drop down list from the Menu bar and select Add Comment

Actons * Punch * Amount * Accruals * | Comment E Approwvals * Reports * Leawe "
[:.ﬂ-.dd Comment' — )

Date Pay Code LY, Tl Tranzfer
[ | Sat 1201 - Delete Comment —» -
B Sun 12002 - tdd Mote —= -
B hion 1203 - Delete Mote —=» -
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3. KRONOS will open up a separate comment window

Comments

Busy Shift o
Callback
Car Trouble

Case Cootdination

Charge Nurse

Charing

Childcare lssue

Death or Imminent Death |

Hote

|Java Applet Window

4. Select from a list of standard comments.

5. You can also add free form text via a note. To add a note however, you must first select a comment.

6. Note: Whenever possible, please use the standard comments

7. Click OK.

8. After you click OK, a comment/note icon will appear in that time punch and a new tab for Comments
will appear.

lF TOTALS & SCHEDULE | ACCRUALS | AUDITS | COMMEMNTS

Date Cotrmerit
Mo 1217 Childcare lzzue
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To Delete a Comment:
1. Select the Comments Tab.

I.P TOTALS & SCHEDULE @ ACCRUALS | AUDITS

Date Commerit
Thu 12720 Charting

2. If there are multiple comments, you MUST first select the comment you wish to delete. Otherwise, by default, the
first comment will be highlighted for deletion.

lF TOTALS & SCHEDULE | ACCRUALS | AUDITS | COMMENTS

Date Commerit
Thu 12720 Charting

(Thu 12620 Busy Shit ~ <—{Select commentto be deleted ]

3. Then, select Delete Comment from the Comment Menu.

Comnment | Approva

A Comment —=p
Delete Cu:ummeqi —=
Add Note —=> "%
Delete Mote —=»

4. KRONOS will prompt you to confirm the deletion:

Workforce Central fgl

Are you sure you swant to delete the selected comment and all of itz notes’?

(e [ o

Java dpplet Window

Revision Date: 1/1/08 10 of 33



KRONOS Workforce Central — User Documentation for Non-Exempt & Exempt Employees

Totals

“Totals” shows the breakdown of hours by Account and Pay Code. The default is All, which shows the totals for the entire
pay period, but can be changed to show hours by Shift, Daily or Cumulative.

ACCRUALS  AUDITS

All i
} Account ‘ Pay Code Aot Wages
A0t Regular 4500 ﬂ
1 00=d=t-1- 4= PTO 21:40
08-S0 Training 200
1004t t-- Crvertitme 8:30
1 0=t 1= - - Time Withaut P... 10:20 -

To change from the default, select from the drop down list:

ACCRUALS | AUDITS | COMMEMTS

All ~

All
Shift Account 4 Pay Code Aot Wages

Daily Regular 20:00
Cumulative

All = Shows Totals by Pay Code for entire pay period

Shift = Shows Totals by Pay Code for a shift or a single line entry
Daily = Shows Totals by Pay Code for a specified day
Cumulative = Shows Running Total

Recommendation: Use Daily Totals to confirm time entered.
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Schedule
This will be populated sometime in the near future and will reflect scheduled hours by day. Managers will maintain this

information.

Accruals Tab

TOTALS & SCHEDULE lfA.CCRUA.LS\ AUDITS
=

Accrual ; Balance on Linits Balance Projected Projected Projected Projected Balance without
Code Selected Date Through Dehbits Credits Balance Projected Credits
EsL 483 Hour 1202852007 on on 483 44935
FTO 2217 Hour 12i29i2007 a0 a0 2217 2217
Audits Tab
TOTALS & SCHEDULE | ACCRUALS | AUDITS
Type of Edit | Select atype - Data Sources Al
Select a type
Date Al Account
Punch [Add/Edit/Delete]
Pay Code (Add/EditDelete)
Duration (Add/EditDelete)
ApprovalarSign-offs
TOTALS & SCHEDULE | ACCRUALS | AUDITS
Type of Edit | Approvals/Sign-offs - Data Sources lﬂ
Drate: Time: Type Accourt Pay Code Amiourit Wiork Rule Owverride Commert Eclit Diste: Eciit Tirme: Lzer Drsta Source
12ME2007 - 1. Approwal by Emgla.. 1242002007 11140 (GhT - .| e———— . Timccard Editor
12ME2007 - 1. Approval Remove .. 1202002007 T 1SAM (GMT - | i———————— Timecar Ecitor
12 of 33
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Approving your timecard - To approve your timecard:

1. Select Approve from the drop down list under the Approvals Menu.

Approvals Reports *

Ao
Removersprayal

2. Two things will happen:
e KRONOS will remove the delete and insert icons that normally appear to the left of the date. This means you
will not be able to make any further changes unless you first remove the approval.
Diate
Sun 1216

Mon 1217
Tue 1215
W 12019

e A Sign-Offs and Approvals Tab will appear
TOTALS & SCHEDULE | ACCRUALS | AUDITS | S5IGH-OFFS & APPROVALS

Action Taken Drate Time
Approval by Employves 120212007 4:41Pm

To remove the approval:

1. Simply select Remove Approval from the drop down list under the Approvals menu.
Approvals

Approve

Remove Approyval

2. The Delete Row and Insert Row icons will reappear and the Signs-Offs & Approvals tab will disappear.
3. Note: The approval and removal will show in the Audits tab.
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lll. Advanced Time Entry

Insert arow

To insert a row (another line) for a particular date:
1. Select B2 (to the left of the date)
2. Another line will appear in the timecard for the same date

m Actions * Punch * Amount * Comment * Approvals =

_ Date Pay Code Aprourit ]
B (&) Mon12n7 v 8:004M
B @& mon 1217 - D

Delete an entry or a row

To delete information for a particular date:
1. Select B (to the left of the date)

m Actions * Punch * Amount * Comment * Approwals =

Drate Pay Code Amourt g}

(B B Mon 127 - 200 AM

2. You will be prompted with the message, “Erase data for the entire row?” Select “Yes” if you want to delete the
data. Any additional blank rows for a day will be deleted once changes have been saved.

Workforce Central ['5_<|

Eraze data for the entive row?

=

Java Applet Window
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Pay Codes

Time entered (In & Out punches) is assumed to be worked time. For non-worked time, premiums (on call and lead pay),
and expenses, use Pay Codes.
Pay Code

-

| -

Bereavement -
Extended Sick Le |
Jury

Mileage

on Call

Parking

PTO

Time Without Pay ™ |

1| | ]

For the following situations, enter time using Pay Codes:

Bereavement

ESL*

Jury

Lead Pay/FANS Lead Pay — Note: will require two entries: one entry for actual hours worked and one entry for the
“Lead Pay” Pay Code

On Call — Note: may require more than one entry: one entry for On Call hours and additional entries for any Call
Back time

PTO*

Time without Pay

Expenses (including Mileage and Parking) are entered as Pay Codes

Additional Position-specific Pay Codes

* negative time off is not allowed in KRONOS.
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Entering Time Using Paycodes
When entering time for these Pay Codes, it is only necessary to enter the Pay Code and the amount of time (in total
hours) associated with that Pay Code — you do not need to specify In and Out times.

Drate Pay Code Amount
Whigd 12019 Jury 00

1. Enter the Pay Code
2. Enter the Amount of Hours
3. Do not enter In & Out Times when using Pay Codes or you will receive the following error message.

Workforce Central §|

n Cannat enter a pay code on a line with a punch

o]

Java Applet \Window

Difference between Shift & Daily:
Shift represents worked hours and Daily represents total hours (worked and non-worked time, including PTO, ESL, etc)
for the day.

Actions * Punch * Amount > Accruals * Comment ¥ Approvals * Reports ¥ Leave ™

Date Pay Code Armiauirt ] Tranzfer ot In Tranzfer aﬂ\\ Crziily
B B Mon 1203 - v [ 12:00PM froor | Enupm ‘5
B B von 12003 PTO »(Z00) - | Shift represents 6 worked hours |//? - /’}
a Tue 12104 < . - e
B B wied 12005 - | Daily indicates 8 Total hours for the day: 6 worked +2PTQ |

[ x | Th 12808
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Examples of time entered using Pay Codes

1. Full Day PTO example

Date

[ | Thu 11122

Pay Code
PTO

Actons * Punch * Amount * Accruals * Conumne

Aot

- | 00

2. Partial Day PTO example (with worked hours)

This example shows that the employee worked 4.5 hours (from 6 am to 10:30 am) and then used 3.5 hours of PTO

(entered as a Pay Code) for a Daily total of 8 hours.

Date Pay Code

sy 21

Wizl 11521 PTO

Amont

-

w | 330

5 0020

Transfer it In

» 10304

-

Tranzfer

3. Partial Day PTO & Time Without Pay example

Actions * Punch * Amount * Accruals * Comment ¥ Approvals * Reports * Leawve "
Date Pay Code Aprourit ] Tranzfer

B (‘Wedwu? PTO 5407 -
£ 18 i .

5B e tmometr = 20K example of day entored s parta
= e - = PTO & partial Time without Pay

[« | Fri 1109

B B& sat11n0 v

[ | Sur 111

[ | bon 11412 Example of entire day entered as

[ | Tue 11413 Time Without Pay

[« | Wi 11014

Revision Date: 1/1/08
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Premiums

On Call
On Call may require two entries for the

same day:

1. On Call Time (Non-worked hours while on call)
2. Time actually worked while On Call (also known as Call Back time).

For On Call (with no Call Back Time):

e Simply enter your On Call Time as a total amount using the On Call Pay Code

Aot

Actons * Punch * Amount * Comment * Approv
Date Pay Code
B Sun 1246 on Call - |120

For On Call with Call Back Time:

e Enter any Call Back times as In & Out Times
e Insert a row for the same day to enter the # of On Call hours you worked (for which you were on call but did not

work; that is, total hours excludin

g any call back time).

e The daily total should reflect the total number of hours spent on call.

Example of timecard for employee who worked a total of 12 hours of On Call in which two hours (non-

consecutive) were Call Back time.

2%&18
St

Actions * Punch * Amount ¥ Accruals ¥ Comme

Pay Code Amount

nt ¥ Approvals ¥ Reports ¥ Leave ¥

In Transter Cut

In

Transfer ot

-

Sun 12102

(2 00PM {5 00PM

On Call - Call Back | |10

[7-00PM 5 00PM

Sun 1202

Sun 12002 on Call

|
—

On Call-Call Back | |00

4 4 4 A

Mon 1203
Tug 12004

10:00 \

# of on call hours worked for the shift
minus any call back hours

4 4 4 4 4 4 A

Wwied 12005

Revision Date: 1/1/08
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Expenses

Expenses are entered right in the timecard section using Pay Codes (Mileage and Parking); there is no separate tab for
expenses.

To input expenses:

1. Simply insert a row =1 on the day the expense was incurred. Note: Expenses should only be associated with
worked days. Mileage and Parking are the only two expenses handled in the timecard.

2. Then, choose the appropriate Pay Code. Use the drop down arrow in the Pay Code field to select from a list of
valid Pay Codes (Mileage and Parking).

3. Then, enter the amount.
e For Mileage, enter the amount in miles. Mileage will not convert to a $ amount within the timecard. Mileage is

calculated on the Payroll side. The 2008 rate for mileage is 50.5 cents/mile.

e For Parking, enter the amount in dollars.

Actons * Punch * Amount * Accruals * Comment ¥ Approvals ¥ Reports * Leave ”

Date Pay Code Aot (] Tranzsfer
(EY) mon 11413 v E:00AM | -
bon 1119 Mileaie - | 2000 €<=—— Amount entered in miles =
Mon 1149 Parking ~ aon €—— Amount entered in dollars -

Please note: Mileage will be included in the cumulative Daily total. Therefore, for a breakdown of worked hours,
please refer to the Totals & Schedule tab (bottom left-hand section of the screen); remember: totals can be set to
reflect Daily totals. To see a total for the pay period for Mileage and Parking, select All.

Reminder: Expenses should be entered on a daily basis.
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Transfers
For the following situations (involving worked time), enter time using Transfers:

Transferring Hours to a second position/job

Labor Account Transfers:
e Transferring Hours to another department
e Transferring Hours to a fund code

Work Rule Transfers:
Orientation
Training
Preceptor
Holiday (Worked)
Marketing Hours

Entering Transfers

1. Enter your “In” time

2. Then click the Transfer field drop down list. Either select an entry from the drop down list or select Search to
choose from the following:

e adifferent job (if you have multiple positions)
e a different labor account (department or fund code)
e awork rule (orientation, training, preceptor, holiday worked, etc)

Note: The first time you click in the transfer field, there will be no drop down list. You will need to select Search.
Tranztfer

-

Zearch... A5
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3. When you select Search, KRONOS will open a separate window

(.-:' Select Transfer @

Labor Account

Hame or Description:
| | -

Available Entries: | 2 Company

| G470 Inpatient Care Center CC
f485 Glenbrook

i) Division
. Department

: i Discipline Code
+ | ) Fund Code

) Supervisor

Work Rule

=hone:s=

=M =
1zﬁ;?uomsn Only the Departments and Work Rules that apply
Holiday 12 SD

s to you and your position will be displayed
Preceptor 12

Java Applet Window
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Note: Once you have chosen a work rule or a labor account (dept, etc), it will appear in the Transfer drop down list
for ease of selection next time you enter a transfer.

Transfer
1 2ZHRRMOMSD -
1 2HRMOMNSD h
;Training 12
‘Preceptor 12
Orientation 12
‘Haliday 12 5D

Search. . AlES

4. Are you transferring the entire shift or part of the shift?

Transfer Entire Shift

e To transfer the entire shift, enter the transfer reason in the first transfer cell on that row.
e If no other transfer reason appears on that row, that entire entry will be transferred to that reason (labor
account or work rule).

In /f_ Traeuwsfer_-h"\L Ot In I,f”'_ Tranzfer _“““\.I Ot Shift Dol
f:00am ['Oriertation 12~/ w | 1200PM 12:30PM . A [ 00PN G5 55

TOTALS & SCHEDULE | ACCRUALS | AUDITS

All ~

Accourt : Pay Code .ﬂ-.muzuunt\\I
D02 I000) el 1 Sticrt Care Center 1ICC L Orientation g3 _i,"r

This example shows that the entire shift was spent in Orientation.
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Partial Transfers

e To transfer only the second part of the shift, you may leave the first transfer reason blank (KRONOS will
assume this is regular) and transfer the second half of the shift to the appropriate transfer reason.

] Tranzfer it In Tranzfer it
f5:00AM | - | 12:00PM 12:30PM Preceptor 5 4~ | 5:00PM

e To transfer only part of the shift, you will need to transfer that part of the shift to appropriate transfer reason
and then transfer back to regular work (or some other transfer reason).

In /7 Transfer Ot In /7 Transfer Out Shift Dy

E:EIEIAM I'K;Q_rientatil:ln12 ____..f'l * | 1200Pk 12 30Phd 'x;j__EHRNONSD _-_,-'Iv' S O0PR 5.5 .5

TOTALS & SCHEDULE | ACCRUALS | AUDITS

All i
Account ‘ Pay Code Aot
2000 i | /1npatient Care Center ICC (Eegular 4.5-?_)
D200 ki 11 Stient Care Center 10O {'@rientatiu:un 4.0 __f

This example shows that the first half (4 hours) of the shift was spent in Orientation and the second
part of the shift was spent doing regular work (4.5 hours).

When transferring back to regular work time, you will need to select your position’s pay rule:

e 8hrnon e 10hrnon e 12hrlvnsd
e 8hrnonsd e 10hrnonsd e 12hrrnsd
e 8hrlvnsd e 12hrnon e SALFT72
e 8hrrnsd e 12hrnonsd e SALFT80
o SALPT## (40, 48, 52, 56, 60, 64, 68)
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Naming convention:

8hr, 10hr, and 12hr = Shift Agreement

Non = Non-exempt

SD = Shift Differential (Evening, Night, Weekend, etc)

SAL = Salaried
FT = Full Time
PT = Part Time

e Reminder: Only your position’s pay rule will be available to you.

Caveats — Entering Consecutive Transfers
To transfer hours to a different labor account or work rule when two or more consecutive transfers appear for the

same day, always leave the first Out cell empty and enter the transfer time in the second In cell. KRONOS will fill
in the missing Out time.

For example, if from 8-10 you were in training and from 10-12 you were working your regular job, you would do the
following:

Correct Method for Entering Transfers

I Tranzfer ot In Tranzfer ot

—

G002 s Training & - LH___ _,J 100020 L BHRMORN 1 200PW

Enter the first “In” punch (8 a)

Enter the Transfer reason (Training)

Skip the “Out” punch (since you are not clocking out but are starting something new)
Enter the “In” punch for the next transfer reason (10a)

Enter the Transfer reason (8hrnon)

Enter the “Out” punch (12p)

KRONOS will populate the missing Out punch.

In Tranzfer Ot I Tranzfer Ot
5 0020 ;:Training & vr’j_-_l_:I:EIEIAM # 10 00 ;BHRMCN » H2:00Pk
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e WARNING: If you enter two punches with the same time on the same day, KRONOS will display an error
message. If this happens, remove the conflicting “Out” punch.

Incorrect Method for Entering Transfers

In Transter ( ot In H\ Transter ot
-

G002 sTraining & LI;I:_DD.E-.M 100088 __,-/'I SBHRMON + 1 200Pk

Error Message
Workforce Central El

B WTH-03303 The punch already exists.

lok]

Jawa Applet Window

This means that you have two punches on the same day for the same time.

Resolution
In Tranzfer ot In Tranzfer ot
008 s Training - {1_[!:["].&!‘-.-1 10: 0080 SBHRMOM » 1 2:00Pk

. .

-

Remove conflicting OQut punch

0 Remove the duplicate “Out” punch and Save.
0 Kronos will then fill in the “Out” time.
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Examples of Other Types of Transfers
Department Transfer

In Tranzfer Ot I Tranzfer gt Shift
5002 BAGSI - | 12:00PM 122 30PM + B:00PM &30
Holiday (Pay Worked) Transfer

In Tranzfer Cit In Tranzfer Cit Shift
fooe | Holiday 12 5D - | 1:304M 2:004M + [F:002M 11:30
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Multiple/Combined Transfers

To transfer to a different Labor Account (Dept. AND Fund Code, etc) AND to a different Work Rule (Orientation,
Training, Preceptor, Holiday, etc.):

1. Enter the “In” punch

2. Select “Search” from the Transfer drop down list.

3. Select the Department, Fund Code AND Work Rule.

4. Click OK.

Labor Account
Hame or Description:

|

Available Entries: ) Company
o i_) Division
000, Default
' G485 Glentbrook
3849 International Outreach O Department
362 Archstone LTC Project + | Discipline Code
3490, 3rd Year Medical Students » | {8 Fund Code 392 Rlurzing Internzhip Program

391,K0-5 Grant

392 Mursing Internship Frogram
393, Residency Curriculurm

394 Wikles

i Supervisor
i) Team

To do a multiple/combined transfer, select the

Work Rule / appropriate:
- Department

Haliday 12 =0 - . .
- Fund Code (if applicable)
elected Transfer - Work Rule
16485/:392/:Holiday 12 5D

5. All three transfer reasons (Department, Fund Code and Work Rule) will show in the Transfer field.

] Tranzfer it
fa:00am | MiE4a5/3920 Holiday 12 S0 [2:00PM |
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6. The Totals will also show an entry for the Transfer — designated by an X — with the associated hours.

TOTALS & SCHEDULE | ACCRUALS | AUDITS

Draily hd

} Account ‘ Pay Code Amourt
(@) 0Patient Care/E485/0339 2 imislemnie—"5 055t || Halir £:00
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V. Exempt Timecard

MY TIMECARD
Hame & 10 | iei—— i
Loaded: 11:22AM
Time Period |Current Pay Period -
Actions * Punch * Amount ¥ Accruals * Comment ¥ Approvals * Reports ¥ Leave
Week starting: Sun 12/16
Py Code Tranzfer Sun 12ME bdom 1207 Tue 12048 Wed 1249 Thu 12520 Fri 12021 Sat 12422 Total
n Hours Yiorked - =
Week starting: Sun 12/23
Pary Code Transter Sun 12023 bdon 1 2624 Tue 12025 e 12026 Thu 1227 Fri 12428 Sat 12429 Total
a Christmas 0.0
0.0
TOTALS & SCHEDULE | ACCRUALS | AUDITS
Crate Start Time End Titme Pay Cocle Amoirt
Al ~ Sun 12416
’ Accourt ‘ Pay Code Amourit Wages | . Mon 1217
Y Tue12A18

Wed 1219

Thu 12420

Fri 12

Example of Exempt Timecard

Actons * Punch * Amount * Accruals * Comiment ¥ Approvals * Reports ¥ Leave ¥

Week starting: Sun 12/16

Pay Code Tranzter Sun 1216 fdom 1217 Tue 121 B_h‘\\
[ | our Wiorked - - S

Y\ ' ' ' -

1 row for the week

Revision Date: 1/1/08 29 of 33



KRONOS Workforce Central — User Documentation for Non-Exempt & Exempt Employees

Hours Worked:
There will be one row for each week in the pay period. For regular hours worked, enter the amount of time in hours for
the appropriate day(s) on the line entitled Hours Worked.

Man 12417 Tue 1218 \Wed 1219 Thu 12420 Fri 12421 Sat 12422 Tatal
[ 3| | | | 5.0] 40.0

Example of Populated Timecard

For Pay Codes and Transfers:
e Insert a row, then select the pay code or transfer reason and input the amount of time associated for the
appropriate day(s).
e Note: the pay code or transfer reason applies to the entire line; that is, you do NOT need to enter multiple rows for
multiple days for the same pay code or transfer reason.

Actions * Punch * Amount * Accruals * Comiment ¥ Approvals * Reports ¥ Leave ¥

Week starting: Sun 12/30
Pay Code Tranzfer Sun 12530 bom 120531 Tue 1401 Wied] 102

B Hours Wiorked - - I 4-':'I I B'DI
[ | Hours wWiorked | :Exempt Oriertation - 4.0
[ | Mew Years Day

B R ro - M 5.0

g.0 d.0 g.0

0.0
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Help

Log Off | Changes P

Hourly timecards - Microsoft Internet Explorer, provided by SDHPC

'Q_'j”t'_ﬁ" - |g, https: ffemployee. sdhospice. argfwEestaticfhelpfenfwwhelp fuahimpl sl V| % *3| X |Live Search
File Edit Wiew Favorites Tools Help
GOC’SIE “C" v | Go ik @ E - * Bookmarks » |9Popups okay| "é} Check - @Settingsv @ Snaglt ﬁ
o - B M - [Errase - Tk - @ @ 3B
Contenlsl ‘
-
-Elworkforce Timekeeper |
+E Time Stamp v
-EI Timecards =
== Editing the timeca Wonforce T help = T » Editing the = Hourly
B Hourly timecard
B Project timecan
B Timecard referenc Hourly timecards
+EIManaging timecart
EIOverride a time st — | Hourlytimecards are for employees whose time and attendance information is appropriate to be
+E1 Genies and Group Ed shown in a startistop (also referred to as "punch”) view. This type of timecard allows a userto see a
+E| HyperFind Queries data grid that cantains start, stop, and transfer information.
+=I New Person: People
+El Grouping by Jobs Links ta instructions for comman tasks using the hourly timecard fallow.
+=1 Grouping by Individus
+= Calendars Enter tirne Wiewing totals and earnings =
‘E E_\.renttl\ﬂanager Transferring timey Yiewing schedule information
+=Biometrics ; .
i i Entering tirme of Lhecking accrial balances
+E1Workflow Motificatior Entering tirne off Checking accrual balances
+ElReports Adding a comment Printing fram the timecard
+E Report Setup Approving time
EIReport Definitions
N -
ElRules Analysis .TDDl K Note: Your timecard has been custamized for you based on your company's timekeeping regquirements
+E Record Retention Pol o ) . : o
andyour specific job responsibilities. Because ofthis custamization, your timecard and how it is used
+EData Import ) ) ; ) ) )
might appear or act differently than described in this online Help. Caontact yvour immediate supervisor
+ElLabor Level SIS far infarmation about your company's policies and pay codes
+EPay Policies Setup ’
+El sing Setup L
+E1\Wage profilas 3 3
< | 3 > - < | > N
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Log off

To Log Off, select Log Off in the upper right-hand corner of the Menu bar. DO NOT X out of KRONOS and DO NOT use
the < or - in Internet Explorer.

Log ©ff | Change P

REMINDERS

e Make sure you update your timecard daily.

e All timecards are due the Friday of the ending pay period at noon. (Saturday for those working on
Saturday.)

e Do not share Password with anyone else.

e Only complete your own timecard.

e Make sure to submit your receipts.
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Reports

MY INFORMATION \b

Wy Tirmecard
My Reparts

MY REPORTS

Print Screen =

Available Reports

Accrual Balances and Projections
Schedule

Time Detail

Az of

View Report

Accrual Balance & Projections: displays an employee’s current balances, projected future takings/debits, projected future earnings/credits, and
projected balances.

Schedule: displays an employee’s shift start and end times, scheduled pay code transactions, scheduled transfers to non-primary labor accounts,
work rule transfers, shift codes, shift totals, and comments where available for each day in the selected period.

Time Detail: displays detailed data about an employee’s punches, duration, and pay code edits. Summary data displays for the employee
totaling time and money by labor level and pay code (excluding combined) and then just by pay code (separately listing combined).
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