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Basic Navigation

Kronos Web application is setup with district standards per employee contracts. Windows and Kronos work well together
for a standard navigation of web based actions and ensures a consistent approach. The Internet Explorer toolbar and menu

are consistent with the Kronos web based application.

Managers/Forman/Supervisors have access to specific lists and codes.

Log On Window

£4KRONOS

Workforce Central®
Version 5.2

User Name: |

Password:

The icon for Kronos Workforce production will be
added to your desktop prior to your use of the
program.

Double click on the Icon to open logon screen.

Kronos W orkforce PROD. ud

\’
2]

Kronos WFC5 Production. url

Log On

Use your network User Name and Password
1. Type User name
2. Type Password
3. Click Log On button

Navigation Screen Detail

1 oo
. Recongile Timecard
KRONOS sow: [ ~ N
ast o 10:33AM p—
ime Yesterday [ Eerresn)

Log Off
1. Click on the Log Off link on the top left of the

l

Kronos Navigation Bar. (Do NOT use

the [BIEIES Red X in the Internet
Explorer window.)

Quick Find
Name or ID/Show and Time Period
1. Typein the staff last name or DPS ID to

find individual information. Use the * asa
wild card to display the appropriate employee
group within your rights.

2. Select the Time Period from the drop down
list.

3. Click Find button
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'] Reconcile Timecard
KRONOS' sow: [ )

Last 3301

' Quick Links
Logom HIESA o periou: |Z N o)

1. Time Card - takes you to timecard for
" Tin:kle:;in: Hame 1/ Unexcused ... Missed Pu... Very Earl.. Early In In_| Early Out | Late Out |Very Late O...Unsched H... Totals Up. edlting, approving, and reviewi ng.
Pay Period los 2. Schedule — used for creating, viewing, and

Reconcile Timecard

adjusting schedules.
Shift Close
3. People — used to access personal record for
ouchid_Biometic | maintenance or viewing.

i 4. Reports —menu for running reports that

Foreman Pay Period|

summarize employee, people, or user data.
l S
Kronos Navigation Bar

—
| Each display will depend upon the user rights when
logging into Kronos.

White Card Pink Carg
Add Hours
Schools Pay Period

Schools Recor:=i; Tif

- |

Timekeeper - Most common used are QuickFind,
Reconcile Timecard, and Biometric Status.
Scheduler, Reports, and Help.

Savg/! Actions  Punc Amount  Accruals Comment  Approvals  Reports TOOIbarS

o EE‘”ET“t —de | fmoun B = IO ‘ The toolbars that are located at the top of the
alculate Totals - . - -

[ e yEveY FRETTY workspace contain combinations of actions and

G| prnt. {47PM 1145PM menu categories that are appropriate for the

15 print sereen contents of the workspace. Those are Actions,

Punch, Amount, Accruals, Comment, Approvals,
and Reports. These boxes are clickable and
contain additional actions that are associated with
that category shown by a drop down list.

Kronos Workspace

Area for displaying the Workforce Timekeeper
components. Information appears after selecting your
location and pay period using the drop down lists.

TipS: Click the link on the Kronos Navigation Bar to expand
the window or collapse and the Help link in the Quick Find area.

KRONOS T‘ Reconcile Timecard

Show:
Last Refreshed: 10:93AM _ .
Log O Time Period: [T REd -~

Actions  Punch  Amount  Accruals  Schedule  Approvals  Person

Wame 17 |umoweusod... Miwsed Pu. |vory Earl| Eartyln | Ltoin | Fary ut] Late 0ut [very Leto 0 uneehed i Tatas U
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Finding an Employee

} Kronos Workforce Central® - Microsoft Internet Explorer

t

Amount

Show:

Time Period:

Accruals

Aurora Terminal
Const Sves and Bond
Digi Pro

Digi Pro ([=15]

Timekeeper

Unexcused
Absence

Missed |Electrical
Punch Electrical Exception

Unsched Totals Up

|-ate Out | Hours To Date

QuickFind
Pay Period Close
Reconcile Timecard
Shift Start
shift Close
Payroll Balance She
IS Summary
Biometric Status
Owertime Equalizati
Scheduler
Group Edit Results
Reports
Transaction Assistant
Common Setup
Scheduler Setup

System Configuration

rora Terminal
Const Eves and Bond
Digi Pra
Digi Pro Exception

Accruals

—
Missed |Electrical

Punch | Electrical Exception

Facilities Exec Director

Fived Assets Manager

Garage Maintenance Staff
Grounds

Grounds Exception

Hilltop Driver Supenisars
Hilltop Hourly A-F Emp

Hilltop Hourly A-F Emp Except
Hilltop Hourly G-M Emp

Facilities Exec Director

Fixed Azzets Manager
Garage Maintenance Staff
Srounds

Grounds Exception

Hilltop Driver Supervisors
Hilltop Hourly A-F Emp

Hilltop Hourly A-F Emp Except

MNewy.

Edit Ad Hoc...

1. Choose a Show drop down list and select a group
of employees to display their timecards. User

| 1 rights will determine what groups will display.
2. Choose a Time Period (date range) for the
Unsched | Totals Up timecards you wish to view.
oL Hours To Date

New...

Edit Ad Hoc...

Note:
You can also access the Timecard, Schedule,
People records or Reports by using the Quick
Links to the right.

hedule People Repors

BH @ @
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Creating an Employee Schedule

2} Kronos Workforce Central® - Microsoft Internet Explorer

File Edit Wiew

Tools  Help

eBack - &) - Ia @ ;:j|psaarch *Favontes @A media @| D?zv _; o - el

address [&] hitp:/idpskronn 1 jwiciportal = Go | Links >
0
ROMNO
Current dule Perind L =
og O
00 00
By Emiployee o
p Save | Actions  Shift  Pay Code  Accrual Amount  View
Q : Hame . Add... Bun 912 Mon 9413 Tue 914 wed 915 Thu 916 Fri 917
"a i Edit 545a- 9152 545a- 9152 mafim- 9153 mafim- 9153 mafim- 9153 =
0 | AHRENS, TAM... | | Dolete m
215p - 545p 215p - 545p 215p - 545p 215p - 545p 215p - 545p
a ALVARADO, 10 Restare...
0
APOLINAR, LE Add Pattern Ba- 9153 Ba- 9153 Ba- 9153 Ba- 9153 Ba- 9153
oll B e i
' Edit Pattern... 1450 - 5p 1450 - 5p 1450 - 5p 1450 - 5p 1450 - 5p
G APFPLEGATE, B Delete Pattern...
o ARAGON, STE... | | Insert Template
; AUSTIN, CASS 0.00
; o BARRIENTOS, ... 0.00
G45a- 9152 G45a- 9152 G45a- 9152 G45a- 9152 G45a- 9152 =]
oup Ed
Scheduled Hou..| £59.50] o 131.75] 131.75] 131.75] 132.5 131.75]
He MNumber of Em.... | a7 ol 20| 20| 20| 20| 20|
" Kl 1 =]
0 0 p
[ comments |
d p
onfig 0 Date = Shift/Pay Code Hame Hame P |
p
. v
&J Local intranet

[&7] Applet comfkronesfwfc/appletsischeduler/schedulesditar /ScheduleEditarviewapplet started

wstartl J @ Ege ofae 2] [ =] JI@ Kronos Workforce Ce...

| & B @|[« & zasem |

3 windows Media Player |

All employees must have a schedule setup prior
to their first day of work.

tants

Show: All Bu
1. Select your group from the drop down list on
the Show field.

Select Time Period from the drop down list

Time Period: edule Period

~~2.

Note:

If you are entering or amending a schedule that
impacts the last scheduling period, you MUST
choose Previous Schedule Period. This allows the
user to save a schedule in the past.

AHRENS, TAM... | | pajete.. 3. Highlight the person,
4. Choose Shift from the menu

5. Click Add Pattern from the drop down list.

"ALVARADO, JO.. |
Add Pattern...

Npelete Pattern...
/InserlTemplaIe... ]

=,

APPLEGATE, B...
ARAGON, 5TE...
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Effective Dates:

*wwork Start Date: | 1/20/2008 ~ . & ror
- 3 End 6. Type Work Start Date and Pattern Start
* Pattern Start Date: | 1/200z2008| - .
Fore ey — o4 H Date — Use a Sunday date and both fields
Relcurlrl::: I ;E Sun|Mon| Tue[wed| Thu| Fri [ Sat IE should match.
= '1| 0 3 1 2 3 4 5
[ ' i 9 10 11 12 |
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31 1 2
= 4 5 L] T & a
—ox ] |
Effective Dates:
*WWork Start Date: | 1/20/2008 ~ . @ Forever 7. Click in the Monday box and type scheduled
time from and to (6a-9a) and tab or enter to add
*Pattern Start Date: | 1/20/2008 * () End Date: another line if working a split shift.
Recurring: 1 E ® Weeks ' Days I Ta- 330p Note:
Ho. Sun on Tue wed Shortcut: Type the hours without a “:” and p
2L " [72- 3200 | for pm as the system defaults to am. (Example:
B 6a for 6:00am or 230p for 2:30 pm)
8. Tab to display the schedule and repeat steps 5
and 6 for each day of the week
| | | 9. Click OK when all times are entered into the
OK Cancel Help correct days
Mon Tue Wed Thu Fri Sat Tl pS -
— Add Shift - You can also copy and paste the scheduled time entered.
Add Pay Code 1. Click back on Monday, highlight the time, then right
C Paste ) mouse click in the shaded area and select copy
1 Mon Tue
4
| Add Shift
Edit Shift
ReSUItS: Add Pay Code
Mon Tue Wed Thu Fri Edit Pay Code

< Copy )
Delete

2. Hold and drag your mouse over Tuesday thru Friday
to highlight, then right mouse click in any shaded area
and select paste to repeat for the entire week.
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Changing Schedule for One Da

a Kronos Workforce Central® - Microsoft Internet Explorer

Schedule Editor

KRONOS Loaded: -t Show:

Log Off Time Period: |(

Change P:
By Employee

Timekeeper Save | Actions Accrual Amount  Wiew

QuickFind Hame '-‘l

Mon 1018 |

Tue 10119

Wed 10,20 | Thu 10/21 | Fri10/22 | Sat 10/23

Pay Period Close 40.00] [a - 2300 [6a- 2200

BYE, wiLLlAM L |

|[6a - 230p

|6 - 2300 |6 - 2300 |

Reconcile Timecard

Shift Start

Shift Close

Payroll Balance She

IS Summary

Biometric Status

Owertime Equalizati
Scheduler

Group Edit Results

Reports Scheduled Hou..|

Transaction Assistant |EEEG T |

Common Setup

Scheduler Setup

System Configuration

Shift Pay Code Hame

Help

Timer:ard

0

|4 4 1720040232004 b P

By Employee |
Save | Actions  Shift  Pay Code  Accrual Amount

e Mon10M8 /[ Tue1ons Wed 1020 n-nnm Fri 1022 | sawe3
BYE| WILLIAM L 40.00 £a- 230p 6a- 2300 §a- 230p 6a- 2309 |6a- 230p

Shift Pay Code  Accrual Amount  Wiew

From Reconcile Timecard screen, select the
Show group
Time Period should be Current Pay Period

3. Select the Schedule icon, located in the
Quick Links.

4. Click the day/date, highlight and type new
times. Example (6a-230p)

5. Click Save
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Changing

Schedule for a Period of Time

} Kronos Workforce Central® - Microsoft Internet Explorer .
File Edit “iew Favorites Tools  Help | L
@Back S @ ):j|pﬁearch *Favnrites AP Media @| E:Z' ; o - el
Address [&] http:/idpskron01 fwfc/portal = Go | Links =
0
RONO
— 1 =
0g O Pariod
00 00
By Employee
e p Save | Actions Shift Pay Code Accrual Amount View
Q D Hame £ Acdd Fun 9M2 Mon 913 Tue 914 wWed 915 Thu 9186 Fri9Mv7
Pay Period Clo Bt 545a- 915a 545a- 9152 545a- 9152 545a- 915a 545a- 9152 =l
0 : | AHRENS, Tam Dalsta 1n [
p- 545p 215p - 545p 215p - 545p 215p - 545p 215p - 545p
i ALVARADO, Jo. | | Festore
0
APOLINAR. LE Add Pattern... Gz - 9153 Ga- 9153 Ga- 9153 G2 - 9153 Ga- 9153
5 :
' Edit Pattern 145p - 5p 145p - 5p 145p - 8p 145p - 5p 145p - 5p
APPLEGATE, B Delete Pattern...
Bio .
T g ARAGOMN, STE Insert Template...
i AUSTIN, CASS... 0.00
; o BARRIEMTOS, 0.00
B45a- 9153 G452 - 815a G45a- 8153 G453 - 91563 G452 - 815a =]
Scheduled Hou.., 659.50 131.75 131.75 131.79 132.5 131.75]
- Number of Ern... 87 20 20 20 20 20|
o =) | =
0 0 p
[ Comments |
d p
onfig 0 Date = ShiftPay Code Hame Hame Comments [
p
4 5

[:&] Applet com/kronosfwfc/appletsischedulerfscheduleeditor/ScheduleEditorviewapplet started

@istart| | & (3 M+ © A & = 5] 1o

|| &7 kronos workforce ce...

[ | [ [Sdiocaimeemer
| & 2| @[« & zesm

() Windows Madis Flayer |

Previously Selected Employ

Showe:

Time Period: | Current Schedule Period

A Select Rarge of Dates

* Start Date: 1211612007

* End Date: 212212007

Cancel

Java Applet Window

[ By Employe
Save | Actions \_ Shift ) Pay Code ¢

e ;l Add..
T Edit..
AHREMS, TAM... Delete.
ALVARADO, JO...| | PEStOre..
dd Patter
Edit Pattern...
g ) Delete Pattern...
ARAGON, STE... || InsertTemplate..,

Lo

Select Show group from the drop down list
Select Time Period, Range of Dates

Type the Start Date, End Date, then click
OK

4. Highlight the person, and double click on the

name to bring up the individual timecard.

5. Choose Shift, and then Add Pattern.
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6. Click in Day/Date and type scheduled time
% Weeks () Days I fa- 330 from and to (6a-9a)
S LU 7. Tab to display the schedule
|| Ta-330p |

— 8. Click back on the same day, highlight the time,
* Add shit then right mouse click in the shaded area and

Edit Shit select Copy.
Add Pay Code
Edit Pay Code
Cut

Copy

Delete

9. Hold and drag your mouse over Tuesday thru

fMan o Tue l Wed Thu fi__ Sat Friday to highlight. Rright mouse click in any
— | pdd Shif — shaded area and select Paste to repeat for the
entire week.

Add Pay Code

Paste )

Results:
Mon Tue Wed Thu Fri

10. Click OK when all times are entered in the
correct days

0K | Cancell Help | Note:
When typing in the time a shortcut is to type the

hours without a “:” and p for pm as the system
defaults to am. (Example: 6a for 6:00am or 230p

for 2:30 pm)

Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.
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Timecard Editing

Change P d

Save | Actions Punch Amount Accruals Comment  Approvals

| Date Pay Code Amount In Transfer Transfer Shift | Daily
Thu 10514
Fri10M5 504 2400 275
Fri10M5 |1E|.1 S0 575
Sat10/M1E
Sun 1017
Mon 10018
ue 1019
Wed 10020
Thu 10521
Fri1022
Sat10/23

Timekeeper
QuickFind
Pay Period Close
Reconcile Timecard
Shift Start
shift Close
Payroll Balance She
IS Summary
Biometric Status
Overtime Equalizati
Scheduler

DR Al R R R f A

~0/DD D DD DL RLL

Group Edit Results
Reports [ Totals & Schedule | Accruals | Audits |

UGEIISEE RN CEH BT Dialy e Accrual Code | Bal.on... / Units |
Common Setup !

b Account | ‘ Pay Code Amount| Wages

10/898/27/2721/00006011 0/5204 Total WiOR... 8.50 144.79 Date Start Time End Time Pay Code
System Configuration 104882 FI27 21000065011 065204 OTS Owerti.. 0.50 4.38 Fri1ams Gi15AM B30AM
Help 10/898/2 7427 21/00008/01 1 WE204 Total BASE . 8.00 14040 Fri1ons 10:15AM 4:00PM
10/898/27/2721/000064011 5204 Salary 8.00 140.40 S 10713

10898427427 21/00006/011 075204 Total OT 0.50 439 Sun 107
Mon 10/18 | B:15AM

Mon 10118 | 10:15AM
|

Scheduler Setup

Punch Editing
Timecard editing in Kronos should be minimal when employees take responsibility to record their time properly. It is up to
you as the manager/supervisor to make sure the employees under your supervision follow the rules regarding punching in
and punching out. However, some edits are required to ensure proper interpretation of pay policies. As a manager/supervisor
it is up to you to:

o Verify exceptions

e  Adjust worked time if not claimed or actually worked

e  Verify Non-productive time

e Balance daily hours for employees

Approve timecards at the end of the pay period (supervisors/foremen)

Adding Comments to a Punch

In | Transfer

| 62—
| Add Comment..

| EditPunch..

1. Right-click on the In-Punch/Out-Punch,
then click Add Comment

2. Select the appropriate comment in the list

2 Add Comment

3. Click OK

Appproved Wrong Punch
Approved Missed Punch
Discipline Action N ..
Emergency Follow up with the correct disciplinary procedure.
Late - Car Problems

LOC  Letter of Concern .
LOR  Letter of Reprimand Do not change a punch or delete a punch this

Lost Badge Il should only be done as a last resort.

0K Cancel | Help |

|Java Applet Window

Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.
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Punch is Missing o .
- Employee Out-Punch is missing if there is a Red
L | Fritons S 5AM 250 . . .
Ije G | Fmns [irem 1% box in the Timecard view.
Results Migged Out-Punch ) ) )
T T [ P 1. Click inthe Red box and type in the correct
] Date | PayCode | Amount | | time.
9_[. Thu 10/14 | |
@G |Fitons | | 2. Right click on the corrected time and Add
& |L, | Fri10M5 10:15AM
25 | sattons | | i Comment.
€ |0 | Sun10M7 | | | . . .
@|c, [Mon1os 3. Select the appropriate comment in the list
9_|:, Tue 1019 | | |
215 [wed 10| , , - 4. Click OK
n__ | Transfer Totals and Schedule Tab will display the correct
|60 Add CommEnt. h(_)ur_s v_vorked. Follow up with the correct
— Edit Punch.. disciplinary procedure.
The Comments Tab will display the correction
Totals & Schedule | Accruals | Audits | Comments | -
Al - Date Start Time End Time: Pay Code dEtaI IS.
Sun 1202 B
Account N Pay Code ‘Amnum‘wagesl Mon 1203 | GO0AM 2:30PM
431348/26/2606/00006/0110/5176 Total BASE.. 16.0  400.64 Tue 12/04 | G-00AM 2-30FM
430849/26/2606/00006/0110/5178 Total WOR, 16.0 400.64 Wed 1205 BO0AM 2:30PM
431840/26/2606/00006/0110/51 78 Salary 160 40054 Thu12/06 | 6:00AM 230PM
Fri12m7 B:00AM 2:30PM
Sat 12008 =l
«| | ]
rTotaIs&Schedule rAccruaIs |/Audits W
Date | Comment
Mon 12003 Approved Missed Punch
Tue 12/04 Approved Missed Punch
Edit a Punch _
Example: System set up to automatically deduct
unpaid lunch breaks. An employee works through
Save | Actions  Punch  Amount Accruals Comment  Approvals  Reports a 30 minute lunch
| | mte | paycode | Amount | n | Transfer out |
&0 | Thut0nd | | . | 1. Right click on the In-Punch/Out-Punch
@0, |Fiitons 5:424M | 8:30AM
&L | Fritons 10:154M 4:00PM 2. Select Edit Punch
& | | Sat1016 In Transfer Qut
9_[, Sunfon? I I I | B:00AM 2:30PM B
& |0, [mon 1018 BN EEOPM E
&G [Tue 1019 | . | | Edit Punch.
@5 | Wed10720 | ' '
@0, | Thu 1o
&L, |Friton2
9[& 8at10/23 |

Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.
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Edit Punch X
Date: 1210472007
Time (hhzmm): 2:30PM
Rounded Time:  12/0472007 2:30PM GMT-07:00 .
3. Select the Cancel Deduction from the drop
Time Zone: | {GMT -07 00y Mountain Time (US4 Canada) - .
down list
Querride: | =Mone= -
Cancel Deduction: | 30 Min Lunch v 4 CliCk OK
Exception: Punch has no exception
S DGR 5. Select Actions menu, Calculate Totals to see
0K Cancel Help .
the results
Actions  Punch
Java Applet window Refrash
Refresh Data
Before Calculate Totals
[ ™ Totals & Schedule | Accruals | Audits | Comments | E-mail
1 = Date Start Time | EndTime | PayCode | An
Sun 12/02 Print...
ACECIT /4 Paycode | amount| wages Mon 12003 | 6:00AM 2:30PM "
43/840/26/2606/00006/01 10/5178 Total BASE+N... 16.0 40064 Tue 1204 | 600K 230PM Print Screen...
43/840/26/2606/00006/01 10/51 78 Total WORKED 16.0  400.64 Wed 1205 | 6:008M 230PM
43/049/26/2606/00006/01 10/51 79 Salary 160 40064 Thu12/06 | 600AM 230FM
Fri12i07 | 6:004m 2:30PM
sat12/08
| (|
After Results
Totals & Schedule | Accruals | Audits | Comments |
Al - Date Start Time End Time Pay Code
Sun 12/02 -
[ Account [~ Paycode  [amount| Wanes | | mon 1203 | e:00am 2.30PM
43i848/26/2606/00008/0110/51 78 Total BASE+N.. 16.0  400.64 Tue 1204 | 6:00AM 2:30PM
43/848/26/2606/00008/0110/51 78 ETS-ExtraTi.. 0.5 1252 Wed 1205 | 6.00AM 230PM
43/848/26/2606/00008/0110/51 78 Total WORKED 16.5  413.16 Thu12/06 | 6.008M 230FM
43i849/26/2606/00008/0110/51 78 Salary 160 400.64 Frii2m7 500AM 2:30FM
gat 12108 =l
k1| | i |
Save | Actions Punch Amount Comment Approvals Reports
Date Pay Code Amount In Transfer Ourt In Transfer Out Shift | Daily Cr
& L, | Sun12/02
& L, | Mon 1203 B:00AM 230PM B a0 a.0 2
& |0, | Tue12/04 B:00AM 2:30PM & 8.8 8.8 1
& | L, | Wed 12/05 B:00AM 2:30PM a0 a.0 2
& |0, | Thu 12/08 G:00AM 2:30PM a0 a.0 3
& | L, | Fri12i07 G:00AM 2:30PM a0 a.0 4
& |0, | Sat12i08 5:00AM 1:00F M 7.8 7.8 4
| |
fTutaIs&Schedule rnccruals rﬂudits rCommen‘ts |
al - Date Start Time End Time Pay Code
Sun 12102 o
ACConig |4__Paycode | amount| wages | Mon 12/03 | 6:00AM 2:30PM
43/849/26/2606/00006/0110/51 78 Total BASE+N... 40.0 1,001 Tue 12/04 5:00AM 2:30PM
43/849/26/2606/00006/0110/51 78 Total WORKED 480 1,302 Wed 12005 | 6:004M 230PM
43/849/26/2606/00006/0110/51 78 2000 OTS Ove... 8.0 30048 Thu12/06 | 6:004M 230PM
43/849/26/2606/00006/0110/51 78 Total OT 8.0 30048 Fri1z07 | 600AM 230PM
43/249/26/2606/00006/0110/51 78 Salary 400 1,001... Sat12/08 -]
| | 2

Employee worked 30 min. Extra Time earlier in the week and Overtime on Saturday from 5a-1p with a % hr lunch. All

should total 8 hours Overtime over a 40 hr week.
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Kronos Workspace - Timecard
Employee punched in and out correctly during the week

Date \ Pay Code \ Amount In Transfer OQut ‘ In Transfer Out Shift | Daily Ci
&L, | Sun12/02
&L, | Mon12003 | [ GODAM | 2:30PM O | [ |80 |s0 |8
@ L, | Tue 12/04 5:00AM 2:30PM | 85 (85 |1
&L, | Wed 12105 6:00AM 2:30PM 80 |80 |2
&L, | Thu1206 | [ IGo0am | 230PM | [ 80 [eo |3
&L, | Fri12007 6:00AM 2:30PM 80 |80 |4
&0, |sat1208 | T00PM | [75 |75 [a

Totals and Schedules Display
Employee has worked Extra Time during lunch in the beginning of the week. And by the end o f the week the 30 min.
turned into Overtime.

Total Overtime for the week is 8 hours

“Totals & Schedule | Accruals | Audits | Comments |
Al - Date Start Time End Time Pay Code
Sun 12/02
Account |{ Pay Code |Amo|.mt‘ Wages | Mon 12/03 6:00AM 2:30PM
43/849/26/2606/00006/0110/5178 Total BASE+N... 40.0 1,001.... Tue 12/04 B:00AM 2:30PM
43/348/26/2606/00006/0110/5178 Total WORKED 48.0 1,302.... Wed 12/05 | 6:00AM 2:30PM
43/849/26/2606/00006/0110/5178 2000 OTS Ove... 8.0 300.48 Thu 12/06 5:00AM 2:30PM
43/849/26/2606/00006/0110/5178 Total OT 8.0 300.48 Fri12/07 6:00AM 2:30PM
43/845/26/2606/00006/0110/5178 Sy 200  1.001.. [sat12m08 F
q | B

There is no scheduled time on Saturday

Exceptions Only/Pay Code Edits

— . - F3
& A Show: Training h der L Edit Timecard Schedule People Reports
0
IS T : CRetrecn ) @© @ @ @

Change P

Actions Punch Amount Accruals  Payfrom Schedule  Approvals  Person

Unexcused Missed
. Han: 14 E I Late I E Out Late Out
Timekeeper ame Absence Punch | arky In eln | arky | L |

QuickFind AUSTIN, WIVIARN L
Pay Period Close BARRAZA, ROSEMARIE A
Reconcile Timecard |JEISCELNRISI{e 3
shift Start DAY WAYNE R
Shift Close JOHMSOM JR, HAROLD
BEPTONETENTER =T MILLS, CHRISTINE M
IS Summary FPORTEE, MICOLE v
Biometric Status
Owvertime Equalizati

Scheduler

Group Edit Results

Reports

Unsched Totals Up
Hours To Date

Transaction Assistant
Common Setup
Scheduler Setup
System Configuration

Help

You can choose one employee by highlighting that name and clicking on the Timecard icon. Or choose all by
clicking on the first name in the list, holding down the Shift key and clicking on the last name in the list to highlight all
the names. You can also pick and choose by highlighting one name, hold down the Ctrl key and highlighting as many
names in the list that you want to see. Then press the Timecard icon. Selected employees’ timecards will appear. Again
click on the Timecard icon to bring the timecards back.

Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.
Department of Technology Services — Kronos Version 5.2 Revised 11/24/2008 — kt Page 14 of 24




KRONOS

O

Change Save | Actions  Punch Amount Accruals Comment  Approvals Reports
Date Pay Code Amount In Transfer Out In Transfer Out
Timekeeper & 0L | Thu 1014 =
& |0 | Fri10M5
Pay Period Close = |0, | Sat10/M6
Reconcile Timecard || SN ELURLTUIES
shift Start < |5 | Moni0M8
Shift Close = |0 | Tue10M8
payroll Balance She||CalESbiCERINFIN -
IS Summary 2 |0, | Thu1o/21 |04 Lite Duty ;l
Biometric Status < |G | Fri10s22 D EIEEER —
_ ~ il |, | sat1oiz3 3050 lliness
Owertime Equalizati 3100 Family ~
Scheduler 9| L | Sun 10524 | 3150 Personal Leave | _I_I
« »
. . 31 Union Day Mo Pay
Erro (Bl e 3200 FPara Personal
Reports Totals & Schedule | o.-p Jury Duty ;l
. . Y] .
Transaction Assistant All - -1 Accrual Co... ” |Bal. on Sele... | Units |
Common Setup
> Account |4 Paycode | amount| wages
Scheduler Setup
System Configuration
Date Start Time End Time Pay Code |
Help e ]|
Sun 1017 =i
Mon 1018
Tue 1019
wed 10/20 -1
| 1 ]

You will enter pay codes such as vacation, sick and personal time into an employee’s timesheet. A listing of the codes
available is in the Pay Code Edit Table.

1. Go to the date that needs the pay code edit.
“J—‘ - L l Edy Code | Because a ‘blank row’ is needed, click the

@ |0 |Wed 10120 || - E
@ L | Thu10/21 |04 Lite Duty ﬂ arrow to the left of the date.

- 3000 Vacati i '
Z E i ;';:105223 3050 |||T:;s|:n [9 I b |Wed10/20 |

1 3100 Farmily i i
S1E, [Sun 1024 | o100 pareehal Leave 2. Click in the Pay Code column.
u 31 Union Day No Pay )
————————13200 Para Personal 3. Click on the down arrow and choose correct
_Totals & Sehedule | 3350 Jury Duty | [ Pay Code from the list.
Al - - :
If necessary, consult your Payroll Technician for
rules on how pay codes can be used
4. Click in the Amount window. Enter the
number of hours for each person on this pay
code.
|J_| Date I Pay Code | Amount |
”9] 1 | 5. After entering information in Amount and Pay
G | Wed 10120 | Code, click Save.

RN

QSaue) Actions  Punch Anmournt Accruals Comment  Approvals  Reports

If you chose multiple employees, you can use the VCR
buttons to move from timecard to timecard. Just
remember to save your changes before moving to another
timecard.

You may enter another day or go to the next timecard.
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Work Rule Transfer

Hame & ID: FUEHTES, VERHA L 100024498

Time Period:

Save | Actions Punch Amount Accruals Comment Approvals  Reports

Date Pay Code Amount In Transfer out In Transfer out Shift | Daily
_ Timekeeper G | Tue 1005 TIOAR TO0PM 00 | #00 .
= - -
QuickFind Ly | ved 1006 F:30AM 4:00F b 8.00 8.00
Pay Period Close & |0, | Thu 10/07 T1TAM 4:00F M 8.00 8.00
N =2 i . -
Recon Timecard = Ly | Fri 10008 7:30AM 4:00F b 8.00 8.00
Shift Start L. | Sat10/09
. =2
Shift Close = L | SBun10/10
Payroll Balance She 5, || Mem 1071 7:30aM 4:05PM 8.00 |8.00
IS Summary & |0y | Tue 10/12 T20AM 4:00F £.00 2.00
=
Biometric Status Ly | vwed 10013 T 25AM 4:00PM 4:01PM ~ [7:02FMm 11.00 | 11.00
. | | = : : -
Owertime Equalizati Ly | Thu 10514 T20AM 4:00F ::AOTS = 8.00 2.00
= |0, | Fri10i15 LBalarat -
Scheduler Ia | Se20 p | ;l
Group Edit Results ,;Sala 30 Lu~]
Reports |/Totals & Schedule rnccruals rnudits |
- . S;érch_._ AES
TS EEn Melisiii: Diaiily ~ Accrual Co... J |Bal. on Sele.. Units
Common Setup
Account |4 Pay code [amount| wages
SERCIIET S 10/892/2TIZ2721400006/011 075201 OTS Overti..  2.00 26.33

System Configuration 1089202727 21/00006011 075201

Total BASE... 8.00 140.40
pate / | start Time End Time Pay Code

Help 10/892/27/2721/00006/011 0F5201 Total 0T 3.00 26.33 o ]
10/892/27/2721/00006/011 075201 Total WoR 11.00 166.73 har 1 UJ/1 7:30AM 4:00F
10/892/27/27214/000064011 055201 Salary 5.00 140.40 Tue 1912 7:30AM 4:00PM
wegfonz | 7i30aM 4:00F M

Ty?h o514 7:308M 4:00FM ZI

| ]

y 4

/

/

Click the drop down arrow and select Search

3 Select Transfer : 1

Labor Account

.’u - P to set up the hours for the correct labor rules.
wailable Entries: @ Fund 10 GARAGE STUDENT TRANS
R P 2. Select the correct Labor Account from the
oot o A | [© s available entries. The Fund will
: S automatically fill in.

28,Federal GDPG ) Object

oungrua || sewcose 3. Select the correct Work Rule from the drop
Pl St down list

@ =
‘Work Rule .
['Shaw Removal Call Back - 4. Click OK

Selected Transfer
10471 Snow Removal Call Back

5. Right click on the Out time and select Edit
Cancell Refreshl Help | PUnCh

Java Applet Window

|| save | actions  Punch  Amount Comment Approvals  Reports

| Date Pi Amount In Transfer Out In Transfer out Shift | Daily |C1
Mon 12110 / B:00AM 2:30PM an
Mon 12110 \ 4:00PM oval Call Back | 7:00PMW 3n 1.0 |1

L

L
EE

6. Click on Override drop down arrow and
select New Shift.
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¢ KRONOS

-

-
A Edit Punch (E3)] 7. Click OK
Time‘ (hhanna: T:00PM
Rounded Time: 12402007 7:00PMM GMT-07:00 1
Time Zoner [T 07 00) Mounm e Sanada) - 8. Select Action from the menu, and Calculate
= e = Totals, Totals and Schedule will update with
— oo - the correct Overtime information
OK I =] Help I
e 9. Then check to see if the Totals are right
Refresh . 10. If the totals are OK Save your work
Refresh Data
Calculate Totals
E-mail...
Print.
Frint Screen..
Totals & Schedule | Accruals | Audits | —
2 =
Account |4 Paycode | amount| wages |
0010/849/26/2613/00008/0110/5042 Call Back 3.0 10503 =
12/848/26/261 3/00008/0110/5082 Total BASE.. 8.0 18672
12/848/26/261 3/00008/0110/5082 Salary 8.0 18672
(010/849/26/2613/00008/0110/5042 Total WOR. 3.0 105.03 J
Results
(Saue Dnctiuns mnmuum Comment  Approvals  Reports
Date de Amount In Transfer
& (L, | Mon 12/10 6:00AM 23
& (L | Mon12M0 4:00PM .oval Call Back | 7:0

l/Tutals & Schedule rAccruals rAudits |

All -

Account |‘ Pay Code |nmuunt| Wages |
(01 058495267261 3i00006/011 055092 CallBack ... 3.0 105.03 =
12r848i26/261 300006401 10/5092 Total BASE... 8.0 186.72
12r849i26/2613/00006/0110/5092 Salary 8.0 186.72
(41 0/84 91267261 3I00006/011 055092 Total WOR... 3.0 105.03
A NIRARITRITARY ANNNNRINA 1 NANAT? Tntal AT an 104 N3 j

e ——
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KRONOS

O

Timecard Approval

= orema 3 eriod
O 0 Mone =~

{

e Perio Previous Pay Period

Actions  Punch  Amount  Accruals  Schedule  Approvals  Person
e 5] Person Hame 14 Missed Absence Total Base Magic Total OT ETS-Extra Tire
o Punch Unexcused + Honprod Humber
0 q
0
5 )
4] | »

Forman/Manager/Supervisor - You have the ability to approve individual timecards or to approve all the timecards in your
group at once.

Remember: If you did not edit the timecard yourself, you are responsible for how timecards are edited by others (crew chiefs,
asst. foremen) and will be held accountable.

Two Methods to Approve Timecards

i Individual and Group Approval
= 1. Click Foreman Pay Period Approval, on the
Kronos Navigation bar.

- Timekeeping
QuickFind
Pay Period Close )

Reconce Tiecard Choose the appropriate Show group you wish to
Shift Start approve

Shift Close

Payroll Balance Sheet1

IS Summary
&touchid_Biometric_Status
. 3. Click the Time Period.

Foreman Pay Period Approval

Add Allowance Hours
Payday

Overtime Equalization FM
White Card Pink Card

Add Hours

Schools Pay Period Approval
Schools Reconcile Timecard
Danni.

Foreman Pay Period
YPeriod Grow: [

Approval

e C Hiox [[=RaGI T Frevious Fay Period =
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£4KRONOS

3 Select Range of Dates 3

* Start Date: | 12/09/2007 -
frarsr2007 -

 End Date:

Java Applet Window

Actions Punch Amount Accruals Schedule Approvals
Person Hame 1s | Missed Absence Tot:
Punch Unexcused + Ht

AGUILAR, MICHAEL K
ARAGOMN, ROBERT M
ARMNOLD, DORNALD
BAILS, BRIAM
BARBER, DEYIMN C
BEFLIS, JAY E
BEMEDICK, MICHAEL E
BETTIS, REGIMALD
BJELCIZ, BLAZEMKD

AR S IR o

Approvals Person

| Femove Approval

1 Sign Off

o

Remove Sign-Off

Lock Payrall

Workforce Central

& Are you sure you want to Approve?

@ o

-Java Applet Window
e

4. Enter range of dates to be approved, click OK.

5. Highlight the individual name, or click the first
employee in the list, hold Shift key, then select the
last employee in the list if approving a group of
timecards. OR select a group by selecting Actions
from the menu, then Select All.

P ——
Actions

Punch
1 Select Al |
E-mail...
Frint...
Exportto Excel

Exportto CEY

6. Click Approvals and select Approve

The system will prompt you to make sure you want to
approve the timecard. Once an approval is “on” only the
timekeeper can remove it for the manager/foreman to
make changes

Click Yes to save

Please do not approve timecards that still have
problems within them. This will cause your employee
to be paid incorrectly. Check with your timekeeper
or the Tech Cell if you are having problems.

Reports

1 oo
KRONOS' Recongile Timecard Goim

e
Last Refreshed: 10:33AM __
Log Off Time Period: NEata) -~ |

nnnnn

Timecard Schedule People Repors

O ® @ ®

1. Click the drop-down arrow to select a Show hyper
find query. This will run the report against these
employees.

2. Click on the drop-down arrow to select a Time
Period to run this report for.

3. Go to Reports on the Workforce Timekeeper
Navigation bar.
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£4 KRONOS

3

Reports

Last Refreshed: 12:50PM

4. Choose a report from the Categories listing.

‘ Refresh | Schedule... | E-mail... | Send To Printer... | Print Screen... | 5. From the Select Reports Menu, select Run Report.

""‘ 6. Click on Check Run Status periodically to see the
View Report | Refresh Status | Delete | Print Screen... | . .
report status. The status will go from submitted, to

Report Hame Format Date In NE Date Done statug Output ‘
Accrual Summary pdf Thu 12/20/2007 02:56:53PM 'Waiting  |Screen runn|ng' and then to Completed
Accrual Balances and Projections  |pdf Thu 12i20/2007 02:50:32PM Thu 12i20/2007 02:50:43PM Complete |Screen
Absent Employees pdf Thu 12/20/2007 02:45:35PM Thu 12/20/2007 02:45:39PM Complete |Screen

7. Click on the “+” sign to expand the Report list.

Reports
Show:
Last Refreshed: 12:50PM
Time Period: /8

Double-click on the report to view in Adobe
Acrobat Reader.

emtadican il Set Options [ Check Run Staty
Run Report | Refresh | Schedule... | E-mail... | Send "

Categories

Al

Accruals

Configuration

= Data Collection
Device Assignments
Device Groups and Device Assignments
Device Work Rule Definitions

i fork Rule Profiles
Detail Geni

Absent Employees

Accrual Balances and Projections
Accrual Debit Activity Summary
Accrual Detail
Accrual Summary

Actual vs. Schedule by Labor Account

Badge Humbers

Employee Hours by Job

Employee Hours by Labor Account

Employee Schedule - Monthhy

Employee Schedule - Weekly

Employee Sign-off

Employee Transactions and Totals
Employees Currently Earning Time (On Premis
Exceptions

Holiday Credits

Home Labor Account Assignment History
Hours by Job

Hours by Labor Account 9
Hours by Labor Account with Graph Summary

To print a report once it displays on the screen,

Lacston e - oy select Printer icon in Adobe Reader to send to the
uertime Equazaion et printer and click OK.

Person Job Assignment

Punch Origin
hmda by s oot Woakiy 10. Click the red X in the Adobe Reader window to
Timecard Aud Tra close.
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Reports for Individual Employees I
. . . 1. From Reconcile Timecard, choose an employee you
Begm from Reconcile Timecard want the report based on by highlighting the name or

names using the Ctrl key to pick and choose. Or use
the Shift key to choose a range of employees.

Timecard Schedule People Repors

Click on the Reports button on the upper right hand
corner of the screen.

This takes you to the reporting module. You’ll
notice the Show says Previously Selected

Time Period: : Employee(s). The report you choose will only run
for the selected individual(s).

Show:

4. Choose a report from the Categories listing.

o Show:

Last Refreshed: 12:50PM Time Period:

T — 5. _From the Select Reports Menu, select Run Report.
Run Report | Refresh | Schedule... | E-mail... | Send" Run Report) Refresh | Schedule... | E-mail... | Send To Printer... | Print Screen... |
Categories

Al

& Accruals

& Configuration
= Data Collection

Device Assignments

Device Groups and Device Assignments

Device Work Rule Definitions

ice Wiork Rule Profiles

<& petail Geni: 5
‘Absent Employees
‘Accrual Balances and Projections
Accrual Debit Activity Summary
Accrual Detail

Accrual Summa
< [Actual vs. Schedule by Job]
Tarvs. Sbor Account

Badge Humbers
Employee Hours by Job

Employee Hours by Labor Account

Employee Schedule - Monthly

Employee Schedule - Weekly

Employee Sign-off

Employee Transactions and Totals
Employees Currently Earning Time (On Premis
Exceptions

Holiday Credits

Home Labor Account Assignment History
Hours by Job

Hours by Labor Account

Hours by Labor Account with Graph Summary
Location Schedule - Monthly

Location Schedule - Weekly

Overtime Equalization Detail

Person Attributes

Person Job Assignment

Punch Origin

Schedule by Labor Account - Monthly
Schedule by Labor Account - Weekly

Time Detail

Timecard Audit Trail

T cneck ron siotes> [N 6. Click on Check Run Status periodically to see the

Vicei Roportsikeifosh Stetise:kDeletey  ritt Seroon—! report change from submitted, running, completed.
Report Hame Format Date In F Date Done Stutus) Output
Accrual Summary pdf Thu 12/2012007 02:56:53PM \Walting  [Screen
Accrual Balances and Projections |pdf Thu 12/20/2007 02:50:32PM  Thu 12/20/2007 02:50:43PM Complete |Screen
Absent Employees pdf Thu 12/20/2007 02:45:35PM Thu 12/20/2007 02:45:39PM|/Complete |Screen
T N Chedk Run Status 7. Double-click on the report to view in Adobe
Viiew Report | Refresh Status | Delete | Print Screen... | Acrobat Reader.
Report Hame: Format Date In v Date Done
Employee Hours by Labar Account [pdf Wed 22012008 01:21:55PN  Wed 25202008 01
Time Detail pdf Wed 2202008 12:37.28P0  Wed 2200200812
Employee Hours by Labar Account |pdf \Wed 2202008 123327PM Wed 20200200812
Tivan Dintail alf M 200009 4 4-90-24 AN Wod 209009000 44
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3

BN cor coro Favorees o
New g
Open o o) ) search |

iwm 8. To print a report, select File, then Print
=3 [11

Import and Export...

e Hours by L

Werk Offline
Clase

_@ 9. Click the red X in the upper right hand corner of
: Adobe Reader window.
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Timecard Indicators and Colors

Timecard Indicator Description
;q: A solid red cell indicates a missed in or out punch. Point to the
red box for more information.

A red outline in a cell indicates an exception. Point to the cell for

— more information.

A small yellow icon after a punch or amount indicates a comment

700 © about the cell’s contents. Point to the icon or select the Comments
tab at the bottom of the timecard workspace to view the comment.
A transaction shown by purple indicates that the transaction was

5:53AM

R e added by the Callable Totalizer.
Fri 1112 If the cell is white, you can edit the transaction.
If the cell is gray, you cannot edit the transaction.
oA A small yellow note icon and red outline indicate that a punch or
amount has a comment and an exception.
%, fenions A red border around a date cell indicates an unexcused absence
G fTue 10i149 d
|G fied 10/20 ay'
I e A blue outline in a date cell indicates an excused absence.
CI Gray cells indicate that you cannot edit the contents.
n 4
1 "
mecard T @@ tor1s T schedus Pecpls  Repors ®

A gold bar across the op of the timecard workspace indicates that edits have not been saved in the
database.

imim.s&sm,u.e [ Roarasi | mocis | When you edit a timecard, the system adds a red flag to the Totals
[baly  ~ and Schedules tab to indicate that the totals displayed in the
‘b Account [4 rwcose [amont| timecard are out of synch with the data displayed in the timecard.

e ——
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Glossary of Common Timecard Tasks

Task Procedure
Add a comment to a timecard Click the appropriate pay code, punch or amount, Select
Comment>Add.

The Add Comment dialog box opens for your selection.

Add a row or delete a row To add, select the Add Row icon (green arrow).

Sun 1
an 1
Tue 1

To delete, select the Remove Row icon (eraser).

1

F IBEE

Calculate Timecard Total Select Actions>Calculate Totals to synchronize the totals and data
displayed.

The system displays the accurate totals in the timecard and the red
flag exits. The system does not save the edits; if you move to
another task without clicking “Save”, the system prompts you to
save or cancel your changes.

Cancel Edits Select Actions>Refresh. The system returns information as it
appears in the database. Any edits that you made, but did not
save, are lost. If you already saved your edits, you cannot cancel
them. You can, however, edit them if you have the proper
managerial rights.

Delete a Comment Click the Comments tab at the bottom of the timecard and select
the comment to delete. Then select Comment>Delete from the
menu bar.

Edit a Punch Click the punch to edit and select Punch>Edit. The Edit punch

dialog box opens. Apply an override or cancel automatic
deductions from here.

Save a Timecard After Editing To save your edits, click “Save” from the menu bar. After saving
your edits, the system refreshes the screen with totalized
information and the red flag disappears.

Approve Timecard Select Approvals>Approve. You can do this by individual
employee or by group.
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