KRONOS Request for Time Off Instructions

High-Level Process Flow of Request for Time Off

KRONOS Request for Time Off Process Flow

Copy of Request automatically appears in
Employee’s KRONOS Inbox

Employee submits (General — Inbox - Messages tab) &

Request for Time Off _ E-mail is automatically generated and
(via KRONOS Timecard g sent to Employee’s Primary E-mail
My Information - My Actions). confirming the request was sent.

Request is automatically sent to
Manager's KRONOS Inbox
(General — Inbox - Tasks tab) &
E-mail is automatically generated and
sent to Manager's Primary e-mail

A

Manager Approves OR Rejects
Time Off Request
(via KRONOS Inbox in either
Timekeeper or Self Service)

Approval/Rejection notice is automatically
sent to Employee’s KRONOS inbox &
E-mail is sent to the their primary e-mail,

Approved? No End notifying them of the approval status.
Yes
i Copy of Approval/Rejection automatically

appears in Manager's KRONOS inbox &
»  E-mail is sent to their primary e-mail

Timecard is automatically updated

to reflect Time off \—/-\

Cancellations: If the employee does not take time off as planned,
the employee must Cancel the Time off request and

the Manager must approve the cancellation

before the time off will be removed from the timecard.
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To request time off:

1. Either log into your KRONOS Timecard OR KRONOS Self-Service... _
MY INFORMATION +

fly Timecard

fly Action

Pl Repué !

vy Earnings History

iy Leave Cazes

Employes Home Page

a. In the Timecard under My Information, select My Actions

b. In Self-Service under Additional Notifications, select Actions List

Additional Motifications
+ Actions List

+ Inbax

Actions

+  Cancel Time Off
+ Reguest far Time Off

2. Within Actions, select Request for Time Off

3. Fill out the Request — see below...
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= https:ffemployee.sdhospice.orgf?initForm=truetid=1279 - Time Off Request - Microsoft |... E|E|E|

Time Off Balances (hours) as of today

ESL may be used for extended illness beyond the first 16 hours, The
first 16 hours must come out of the employee’s PTO bank.
requesting extended time off for your, or a gqualifying family
member’'s, medical condition (and the use of ESL), or for a period
greater than two weeks for a reason other than a planned vacation,
please see HR for Leave of Absence Request Forms

PTO Balance: f5.95

ESL Balance: 3202

Time Off Request

* Request Type: | - |

Furthest Eligible Request Date: BIOTIZ2008

* Start Date: | E=H

* Endl Date: | | vI
Message:

* Hours: ) Specity Hours O Same Hours as

Scheduled Shifts

Fill in only if Specify Hours is selected above

Start Time: | |

Hours Per Day: | |

® Scheduled and Nan-scheduled

Day Type:
Days O Scheduled Days

[Next] [Reset ] [ Cancel l

Filling out the Time Off Request:

Bereavement

Extended Sick Leave

e Select a Request Type of either PTO or ESL from the drop-down list.
IMPORTANT: You can ALSO use this form to request Jury, Bereavement, and Sabbatical.
HOWEVER, the system only validates accrual amounts for PTO and ESL; it does not validate any
rules for Jury, Bereavement, or Sabbatical. It will be up to the manager to validate the time
requested for Jury, Bereavement, and Sabbatical.

Revised: 4/8/08 3 of 14



KRONOS Request for Time Off Instructions

{= htips:/femployee.sdhos... E@E|

4 March | 3
4 2008 3

Sun Mon Tue Wed Thu Fri Sat

e Select a Start Date using the calendar.

e Select an End Date using the calendar.

e You can type a free-form message/comment in the Message box. This is optional.

Message:

e If you are Salaried and have a pre-populated timecard filled in for you based on a schedule,
) Specify Hours & Same Hours as

click the “Same Hours as Scheduled Shifts” radio button. Stlztlizg Sl

e If you are Hourly and DO NOT have a pre-populated timecard filled in for you, click the “Specify
Hours” radio button. ' Specify Hours

e Hourly only: You will need to then fill in the bottom section of the Request for Time Off.
Fill in only if Specify Hours is selected above

Start Time:
Hours Per Day:

@ Scheduled and Mon-scheduled

Day Type:
Days ) Scheduled Days

0 Enter the Start Time for you normal work day (example: 7:00)
0 Enter the Hours Per Day you work (example: 8, 10, or 12)
0 Select the Day Type of Scheduled and Non-scheduled Days

Mext
e Select Next to submit the request. [OR click Reset or Cancel if you do not wish to
submit the request.]
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4. A message indicating, “Thank you for your TimeOff Request” will appear. Select Save & Close.
I https:/femployee.sdhospice.orgf?id=1339 - Time Of... |._ E'E'

Thank you for vour TimeOff Request

Save & Close ]

5. The request will automatically be sent by the system to your manager.

6. You will receive a receipt in your INBOX (under the General Menu) AND you will receive a
confirmation e-mail if you have listed a primary e-mail in Self Service.

e To check your KRONOS Inbox:

o0 Under the General menu in the Timecard, select Inbox.

([glaluls

Reports
Bid Ecitor

OR Under Additional Notifications in Self-Service, select Inbox.

Additional Motifications

+  Actionz List

+ Inbox

0 Select the Messages tab.

0 Select the message you want to see and select Open.
INBOX

Last Refreshed: 1:40 P

TASKS MESSAGES
[open | resly_
As of Date: | | B
From Subject
Wivttyech, Janet Your Reguest for Time off
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/= hit ps:/lemployee.sdhospice.ong/?rowlndex-0&actionType=loadFrom... |Z| |E| E'

From: Whtrych, Janet
Subject: Your Reguest for Time off
Received: 302852003 1:34PM

The request for time off detailed below has been submitted.

Request Detail=:
Leave Type: PTO
Start Date: 303152005
End Date; 5353172005

YOur message:;

3 3 B B3 B

8. If your manager approves the Time Off Request, you will receive notification in your KRONOS
inbox AND via e-mail (if you have a primary e-mail set up via Self-Service).

KRONOS Inbox Notification — example of Approval Notification

INBOX

Last Refreshed: 2:26 P

TASKS

MESSAGES

Con ) oven | oo | oeiets | et |

As of Date: | | &

Fram Subject
Hahn, Marc A, “our Request for Time off has been approved
Wivtrych, Janet Your Reguest far Time off
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7~ hit ps://femployee.sdhospice.orgf?rowlndex=0&actionType=loadFrom

From: Hahn, Marc A
Subject: Your Request for Time off has been approved
Received: 32872008 2 24PM

The request far time off autlined below, has been approved by Hahn, Marc 4.

Request Details:
Leawve Type: PTO
Start Date: 343172005
End Date: 353172005

Y our message
Message from Hahn, Marc A Have a good time

Draily status..

Drgten 3031 2008

Scheduled shift existedtrue
Pay code edit createdtrue

Caore Yoot P oo R ot e

Example of Primary Email Approval Notification

! [ @|From Subject Received

=l Date: Today
-] MHahn@sDHos... Your Request for Time off has been approved  Fri 3/28/...

Your Request for Time off has been approved
MHahn@sDHospice org

To:  Janet Wiykryvch

The recquest for time off outlined kelow, haz heen approved by
Hahn, Marc 4.

Fequest Details:
Leawve Type: PTO
Start Date: 3/31/z2003
End Date: 3/31/2003

Your message:
Message from Hahn, Marc A: Have a good time

Daily status...
Date:3/31/2005

Geheduled shift existed:true
Pay code edit created:true
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9. AND, IF the request is approved, your timecard will automatically be updated with the time off.

Week starting: Sun 3 /20

Pay Code Transfer Sun 3430 Mo 343
B Hours Wiorked - -
[ | PTO - - .0

5.0

Note: IF you've requested time off for a time in a future pay period, the time off will not appear
in your timecard until that pay period becomes the current pay period. HOWEVER, time off will
show in the Accrual tab as a Projected Debit.
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Approving a Request for Time Off:

1. Log into either the KRONOS Timecard or KRONOS Self-Service and open your Inbox OR click

either link in the Request for Time Off e-mail notification from Eour emiloi/ee.

Group Edit Results
[mikacy
Reports - Advanced
HF Manager Home
Tranzaction Azsistant

Actionz
Bicl Edlitor

e From the Timecard, under General select Inbox OR

e From Self_Service, under Additional Notifications select Inbox

e OR from the e-mail notification, click on the link to either Self Service or the Timecard
(Workforce Central)

From:
Jent:

Jiytrychl3DHospice.org [mailto:JUytrychl3DHospice. oro)
Friday, March 28, 2005 1:34 PH

To: Marc Hahn
Subject: BRequest for Time off for Wytrych, Janet

Wytryeh, Janet has submitted a Request for time off.

Fequest Details:

Aecrual balances:

PTO:
E3L:

Leawve
Start

55:57
JjZ2:01

Type: PTO
Date: 3/31/2008

End Date: 3/31/2008

Employee's message:

Go to

Click
htops

vour task list to take imwediate action.

here for Workforce Central Jelf-Service:
S femployee. sdhospice.org/ wic/applications/ems/ htmwl/ Inbox. jsp?ess=true

Click
https

here for Workforce Central:
:ffemployee. sdhospice.org/ wfc/applications/ems/ html/ Inbox. jsp?ess=false

2. The inbox has two tabs: 1. Tasks and 2. Messages.

INBOX

Last Refreshed: 1:40 P

TASKS

MESSAGES

Revised: 4/8/08
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3. Select the request you want to review from the Tasks section of the Inbox and click Edit.
INBOX

Last Refreshed: 2:21 PM

TASKS MESSAGES
s refrst
Status | Active W As of Date: | 202712008 E Categories | Al b
From Subject
Hahn, Marc A Request for Time Off Mgr Form - Mon Specific Hrs - AproviRejectiReCheck

4. The Request for Time Off will open in a separate window... Fill out the request:
('.5 hitps:flemployee.sdhospice.orgf?id=1343&initForm=t... E]E|E|

Rule Violatons: Mone

Accrual Violations: Mone

Emplovee ID: 2614

Employee Hame: Wiytrych, Janet

PTO Balance: 55.95

ESL Balance: 32.02

Request Type: FTO

Start Date: araizo0e

End Date: 33152008

Hours Type: Full Scheduled Day

Unavailable Start Time:
Unavailable Duration:

Employee Message:

What do you want to do?

* O Approve O Reject & Recheck Rules
Owerride Shift:

Create Open Shift:

Message:

[Next] [Reset ] [ Cancel ]

e Review the request. Select Approve or Reject. [Note: For ESL, Bereavement, Jury Duty,
and Sabbatical, validate that the use of requested time off adheres to company policy.]

o Make sure Override Shift and Create Open Shift are selected.

e You can type a message to your employee using the Message box. This is optional.

e Select Next to submit the approval/rejection.
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5. The approval/rejection will automatically be sent by the system to your employee’s KRONOS
Inbox and primary e-mail (if applicable).

6. You will retain a copy of the approval/rejection in your KRONOS inbox AND you will receive a
copy via your primary e-mail.

7. If approved, the employee’s timecard will automatically be updated with the time off.

Week starting: Sun 3 /30

Pay Code Tranzfer =un 3530 hdan 3531
B Huowrs: Wik e - -
[ | PTO - - 8.0

g.0

Note: IF you've requested time off for a time in a future pay period, the time off will not appear
in your timecard until that pay period becomes the current pay period. HOWEVER, time off will
show in the Accrual tab as a Projected Debit.
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Cancelling a Request for Time Off

1. Log into your KRONOS Timecard OR Self-Service. IMPORTANT: You MUST have a Time Off
Request in KRONOS in order for you to be able to Cancel it.

2. From the Timecard under My Information, select My Actions (OR from Self-Service under
Additional Notifications select Actions List).

Actions

¥+ Cancel Time Off

. 4+ Reguest for Ti ff
3. Then, select Cancel Time Off i

4. Fill out the Cancellation Request — see below...

- hitps:/lemployee.sdhospice.orgf?initForm=truetid-... EE]E|

Employee ID: 2614
Employee Hame: \"Wirych, Janet
PTO Balance: 55.95
ESL Balance: 3202

Manager name: Hahn, Marc A

* Request Type: | PTO bl
* Start Date: 3/31/2008 =
* End Date: 37312008 =

Save & C|DSEL\\§J [Reset ] [ Cancel ]

e Select the Request Type (PTO or ESL)
e Select the Start Date (of the day(s) you want to cancel) using the calendar
e Select the End Date (of the day(s) you want to cancel) using the calendar
e Select Save & Close

The request will automatically be sent by the system to your manager.

6. You will receive a receipt in your INBOX (under the General Menu) AND you will receive a
confirmation e-mail (if you have listed a primary e-mail in Self Service).

7. If your manager approves the cancellation, you will receive notification in your KRONOS inbox
AND via e-mail (if you have a primary e-mail set up via Self-Service).

8. AND, IF the cancellation is approved, your timecard will automatically be updated with the time
off being removed.

o
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Approving Cancellation Requests

1. Log into either the KRONOS Timecard or KRONOS Self-Service and open your Inbox OR click
either link in the Cancellation e-mail notification from your employee.
e From the Timecard, select Inbox under General
e From Self Service, select Inbox under Additional Notifications
e OR from the e-mail notification, click on the link to either Self Service or the Timecard
(Workforce Central)

From: JWytrychi@3DHospice.org [mailto: JUytrychiSDHospice. orog]
Zent: Fridavy, March 28, 2008 Z:30 PH

To: Marc Hahn

Subject: Requezt to Cancel Time off for Wytryoch, Janet

Wytrvoh, Jahet haz submitted a Request to Cancel tCime off.
Request Detail=:
Balances:

PTO: 55:57
E3L: 32:01

Leawve Type: PTO
Start Date: 373172008
End Date: 3/31/2Z2008

Go to your task list to take immediate action.

Cliek here for Workforce Central Self-Service:
http://kronogserver/wfc/applications/ ema/ html,/ Inbhox. jep?ess=true

Click here for Workforce Central:
http://kronosserver/wifc/applications/ems/ html/ Inhox. jep?esa=~falze

2. Select the request you want to review from the Tasks section of the Inbox and click Edit.

INBOX
Last Refreshed: 2:30 Ph

TASKS MESSAGES
refresh
Status | Active b d Az of Date: | 2/2752008 _,_3 Categories | Al
From Subject
Wivtrych, Janet Cancel Time Off Manager Approval Form
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3. The Cancellation Request will open in a separate window...

- https:/femployee.sdhospice.org/?id=1415&in... [Z][E|Pg|

Employee ID: 2614
Employvee Hame: Wetnech, Janet
PTO Balance: 55495

ESL Balance: 32.02
Request Type: PTO

Start Date: 3rzo008
End Date: 31rzo0g

Would you like to approve?
& ves O Mo

Reason for Rejection:

Save & Close ] [Reset ] ’ Cancel ]

4. Review the request. Select Yes (or No).
5. You can enter a reason for rejection; this is optional.
6. Select Save & Close to submit the cancellation approval.

7. The approval/rejection will automatically be sent by the system to your employee’s KRONOS
Inbox and primary e-mail (if applicable).

8. You will retain a copy of the approval/rejection in your KRONOS inbox AND you will receive a
copy via your primary e-mail.

9. |If approved, the employee’s timecard will automatically be updated to have the time off
removed.
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