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£4 KRONOS

Shift Extension
With 12 Hour Notice

With 12 Hour Notice — Calculating Time Worked

Save | Actions Punch Amount Accruals Comment Approvals Reports
Date Pay Code Amount In Transfer Out In Transfer Ourt Shift | Daily Cum...
& |, | Mon 225 | -
& L, | Tue 2426 6:00AM 4:00PMW 9.4 95 9.5
& L, | Wed 227
Totals & Schedule rnccruals rnudits |
All - Accrual Code / |Bal.on Selec...l Units
’ Account |‘ Pay Code |Amoun‘l| Wages |
12/999¢26/2611/0000670110/9648 ETS - Extra.. 1.9 14.00
12/999¢26/2611/0000650110/9648 Salary 2.0 20.00 = =
Date Start Time End Time Pay Code Amount
12/999026/2611/0000650110/9648 Total WOR... 9.4 95.00 Tue 226 700AM 230PM
12/9959/26/2611/0000670110/9648 Total BASE... 8.0 20.00

Shift Extension for an ABGW Employee scheduled to work 6:00 AM to 2:30 PM with a 30 minute

automatic lunch deduction.

Scenario Information:

Supervisor asked employee on Monday to stay until 4:00 PM on Thursday. The time card will show the start
and stop time the employee actually worked. Edits must be made.

Save | Actions  Punch  Amount  Accruals  Comment  Approvals

Reports

Date Pay Code Amount In Transfer Out Shift | Daity Cum...
& |, | Wed 213
&L, | Thu 2114 6:00AM ( 230PM |[2:31PW 400PW  [10.0 |100 Y00
&L mis | v

1. Assecond In and Out punch must be
entered. These punches will be as if the
employee punched Out at his regular
scheduled out time and back In one minute
later.

After punches have been entered, click outside
the line and the added punches will correctly
adjust as shown.
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£4 KRONOS

[ Date | PaycCode |

Amount n | Trenster |
2|0, |Mon 12117 i |
@ |0, frue1zns |
& |0 ped 12113
@ | Ly [Thu 12/20 Date: 1zM 72007
@ |5 [Fri 1221 Time (hhamm): 2:31Pma
@il Gl [atiiz/22 0] Rounded Time:  12A7/2007 2:30PM GMT-07:00
2|0 | sun1223
< | Time Zone: -~
Totals & Schedule | Accrui sde: [New snin
Draily. - Cancel Deduction: | <MNone > -
Accoul  Exception: Unscheduled
10/099/26/2611/00005 ey
10/999/26/261 1/00002
10/999/26/261 1/00002 oK =
10/999/26/2611/0000%
[Java Applet Window
Comment Approvals  Reports
In Transfer Out In ( Transfer) Out | Shift | Daily |Cum..

B.00AM ZI0PM 231 PM

b 4

4:00PM

/1 01 ABGWY Di:

-ABGW Dist Wid
A0 Call Back
A Dt ABGIA h
“Call Back

41 A

Search.. A”'SZ

/\

3 Select Transfer

Job

* As of date: | GoTa: |

~  Show

Organization Beginning of Time - Forever

Labor Account
Hame or Description:

Search
N

Available Entries: und

count
GARAGE ~ STUDENT TRANS

o © Location
10,GARAGE

STUDENT TRA
12,8150 SALARIES OF REGULE

O sRE

16,8150 SALARIES OF REGULE © Program

27,2003-2004 School Year C project Job

128 Federal GDPG
(29,8330 SALARIES OF REGULL

) Object

) Job Code

41, Building Fund

43,8150 SALARIES OF REGUL#
45,8115 SALARIES OF REGUL#
51,8330 SALARIES OF PART T/
52,8330 EMPLOYEE BENEFITS - |
K JE— R |

work Rule
=hone= -

Selected Transfer
A0

m —_

Java Applet Windaw

Right click on In time field
To Edit Punch, Choose New Shift

Click OK

Click on Transfer drop down arrow and
select Search

6. Transfer to Fund 10 if appropriate

7. Click OK to save time record

Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.3
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£4 KRONOS

All v
) Aecount (A oo Amot Vages

(INSROIETEN 1000060 10/0642  Tolal ol 15 1500
Lz DODBT1 (V0648 ETS-EbaTimeSalay 15 1500
12300026161 1100006 1079 i

121300026761 1000001 1 (9648 Total WORKED g0 8000
1 235526061 1/0000801 1 W48 Tolal BASE-NONPROD &0 5000

wmm

As directed by the ABGW Agreement,
employee was given the time worked (1.5) hours
ETS-Extra Time Salary pay at the regular rate
Employee not paid for overtime or travel;
overtime based on 40 hour work week

Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.3
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Without a 12 Hour Notice — Pay Overtime & Travel

Change Password Save | Actions Punch Arount Accruals Comment Approvals Reports |
Date Pay Code Amount n Transfer out n Transfer out snint_| Dainye
- Timekeeping = |G [Fritzra =
QuickFind 2 |G, [ sat12m1s
Pay Period Clos: 2 |L [ sun 126
Reconcile Timed 2 |G [Mon iz 5004 4:00P M
Shift Start < |G JTue 128
Shift Close 2 |[E, | BECT TZAE
=
Payroll Balance L [Thui2/20
= |G [Eritziz1
= |C, | sat 12022
= [Co | Sun 1223
= |ty IMon 1224 1 2007 Dec 24| 5.0 so |
EN | 1 =
Totals & Schedule | Accruals | Audits |
Add Allowance ) ~ [ Accrual code -~ [Bal on seicc..] Units [
Payday Account |4 Pay code Amount| Wage
Overtime Equali 01 2/999J26/261 1/00003/0110/9648 Total WOR =0 45.00 ~
i 10/999/26/2611/00003/011 0/9648 Total BASE... 32.0 3zo.0
e e Date Start Time End Time Pay Code
Add Hours 10/999/26/2611/00003/011 0/9648 Travel Time 2.0 45.00 Sati1om s N
Sthocia Pay pe cotzossmenetioosone iomese  camsackin. 1o rseel Sl =
Schools Reconci SIEER =56 Mon 1217 &:00ANM 2:30PM
10/999,26/261 1000035011 0/9648 Shint Extens... 8.5 127.5
Dennis G091 2/890026/261 1/00003/01 1 0/9648 Travel Time 1.0 15.00_7 Tue 12182 S:00AM 2:20PmM
= s a— — T & WWed 12119 B.00AM 2:30PM | =i
- =] ) i .
[ eppiet = e started [ [ [ [ "3 iocalntranst
aiscare| | & & v =] > | |&] Microsoft PawerPoint - [... |[4&] kronos workforce ce... [ ® T @ ci 10:39 am

No 12 Hour Notice Pay Overtime- No 12 Hour Notice Pay Overtime and Travel. Employee’s time card below

Add an In punch for the end of the employee’s

1st shift

1. Click on Transfer drop down arrow and

select Search

2. Enter Fund 10 for Override on Account #
3. Select work rule ABGW Shift Extension

4. Click OK

| Actions Punch  Amount Accruals  Comment  Approvals  Reports
Date Pay Code Amount In Transfer Qut In Transfer
Wed 2/13
Thu 2114 6:00AM w [4:00PM
Fri2na 1 DITAB G - |
ABGW Disthy
— 0t Call B
ORI AR G
| aCallBack =
4 L3
CGearch, ks
2k Select Transfer [E3)
* As of date: | Go Ta: | ~  Show
Oroanization BegINNING of Time - Forever
e ton j —
Available Entries: ﬂl - Fun 10 GARAGE STUDENT TRAMNS P
fooannce  srupenma | ||
12,0195 SALARIES OF REGULL Y
16,8150 SALARIES OF RE: & Pragram
27,2003.200a School Year] ) Praject Jab
28 Fodoral GOPG > onject
20,8330 SALARIES OF RE S ot
b rork ute
P
MOHARARGW Shift Extonsian
cancet | metresn neip
Java Applet Windawr
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Department of Technology Services — Kronos Version 5.2 Revised 11/24/2008 — kt

Page 6 of 22



]

£4 KRONOS

Mo rocse A m tww | on 6w | ox waoow || YoUu can look at an employee’s schedule in the

Jasiare | ! ! ! ! - 3 j lower right hand corner of the screen to see their
e —— e -_— .|| regularly scheduled end time.

m:;f;;fg [ [ | “ [ T

| [EReE — o

DR B
R 200 R E A Sl 2 E At E e o

[ Totals & Schedule | Accrusls | Audits |

Al i Accrual Code /Bl on Seloc..  Units
» Account 4_Poycode | Amount wage
0012/999/26/2611/00003/01 103648 TollWOR. 30  4500-|
10/999/260261 110000301 10/3648 Total BASE.. 335 an = — = —
o ortTime | EndTime | Pay
T s o T ) L T P
:’g/gsmansw 1/00003/0110/3648 Ha\ d acﬂ .20 2400 Tun 1499 |PA0AM | 740%M
10/988/2642611/00003/0110/9648 s:\rlt :L - 85 1218 LT R, LA e Ll
J s i BODAM | 230PM
| |

l/TutaIs & Schedule rm:cruals |/Audits |

Employee’s is paid 1.5 in Shift Extensionl.5
- for the 1.50 hours and 1 hour for travel time all
Al - paid at Overtime and Travel is in Fund 10.

’ Account M Pay Code |nmourrt| Wages |
(10/999/26/2611/00006/011 /9648 TotalWOR.. 1.4 2240
F26I2611/00006:07 10 Total OT 25 37480
(10/999/26/2611/00006/011 /9648 Travel Time 1.0 15.00
()10/999/26/2611/00006/011 /9648 Shift Extens.. 1.8 2240

1219 Salary 8.0 20.00
1219997265261 1/00006/011 019643 TotalWoOR... 8.0 80.00
1219997265261 1/00006/0110/9643 Total BASE.. 8.0 80.00

Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.3
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£4 KRONOS

12 Hour Notice —Manager’s Discretion to Pay Overtime, but not Travel Time

Save | Actions Punch Arnmvount Accruals Coment Approvals Reports |
| Date Pay Code Amount | n I Transfer out n Transfer | out | shift | Daity
& |G | Fri12ra -
@ |0, | Sat12115
& |G | Sun12n6 |
& |G [won1znT | BrooAm 4:00FM
& |G, [Tue 12518 | | )
& |, frved 12119
2 |G [thu1zizo0 |
& |0, | Sat12i22
& |G, | sun12/23 |
'@ |, Iwon 12724 | 2007 Dec 24l 5.0 so |
1 =
" Totals & Schedule | Accruals | Audits |
All - Accrual Code /  Bal. on Selec... Units: |
» Account ‘4  PaycCode |amount| wage
01 2/999/26,2611/00003/011 (/9648 Total VwOR... 3.0 45.00 -
104999264261 1/00003011 0/9648 Total BASE... 32.0 3200 — Coecies — =
104999264261 1/00003/011 /9648 Travel Time 3.0 45.00 T ]
01 2/99952662611 /000034011 (/IG4S Call Back M_.. 1.0 15.00 TSRS 1
1 /99N 26261 1 /00003011 9648 Holiday Be.  24.0 2400 S LErE R Ennan SO
104999264261 1/00003/011 0/9648 Snin Extens... 8.5 127.5;] s T T -
jm1 2/099/26/2611/00003011 (/I648 Travel Time 1.0 I1 5ﬁ \:Ied ST oA T ] ;l;l

12 Hour Notice-You choose to pay overtime, but no travel time.

Save | Actions  Punch  Amount  Accruals  Comment Approvals  Reports
Dite | PayCode | Amount In Transfer | Out | Tester | ow | s | maiy
@0 | Fi12i4 .
g a5 | [
DNETI
2[5 [ won 1217 | ||
816 Hon 1217 | 400PN 15 |15
@[, [Tue 12118
@ |, Wed 1213
& L, [Thu 12120
&L, 12
2L | S22
4L (s | _H|
| | 2
I} Save | Actions Punch Amount Accruals Comment Approvals Reports
Date Pay Code Amount in Transfer Out In Transfer Out Shift | Daily  Cul
Y@L, | Mon2ns
@ |5, | Tue 2126 5:00AM
&L, [ Tus 2126 [2:30Pm ~ | /oopm 15 [15 |1
2L, [weq 227
Job
* As of date: GoTo: - M

Totals & Schedule | Accrug

Organization Beginning of Time - Forever

Labor Account
Hame or

All -

Accor
12/998/2612611/0000
12/998/26¢2611/0000
12/999/26/2611/0000

Available Entries:

10,GARAGE
12,8195 SALARI

Selected Transfer

¢

«eeping/timesheet/applet/Timesheet

STUDENT TRY
ES OF REGUL.

16,8150 SALARIES OF REGI.IL.j
2

ABGW Shift Extension Mo Travel

Help |

AA0/LABGW Shift Extension H —
OK Refresh
]

1. Add an In punch for the end of the
employee’s 1st shift.

Click on the Transfer drop down arrow
and select Search

Enter Fund 10 for Override to
Account #

Select work rule ABGW Shift
Extension No Travel

Click OK
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£4 KRONOS

Transfer Qut

In

Transfer

Out

Shift

Diily

L8]

00N

Z30PW

Z30PW

AN ABGHY Shift Extension Mo Travel

L00PM

44

]

rTotaIs & Schedule rnccruals rnudits |

Al

v

4

Account

A Pycode . !

(010/999/26/2611/000080110/9648 Shift Extension 1.5
(010/999/26/2611/000080110/9648 Total OT
(010/999/26/2611/00006/0110/9648 Total WORKED
12/999726/2611/00006/0110/9643 Salary
12/999726/2611/00006/0110/9643 Total BASE+NONPROD
12/999726/2611/00006/0110/9643 Total WORKED

1.5
1.5
1.5
8.0
8.0
8.0

Employee is paid overtime in pay code Shift
Extension 1.5 and did not receive pay for travel
time. Overtime was charged to right account.

) Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.3
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£4 KRONOS

Employee Called Back to Work

Save | Actions Punch Amount Accruals Comment Approvals Reports

Date Pay Code Amount In Transfer Ot In Transfer Ot Shift | Daiby |
@ |0y | Wed 2013 | -
& |0 | Thu 214 TO0AM 3:30F 4:00F G2 00F 108 | 104
& |0, | Fri2na

Scenario Information:

Employee was called back to work after shift was over and worked from 4:00 PM to 6:00 PM. The Employee
needs to punch in and out.

Ll L T 111} T arr=STey T

1. Edit the In punch of the new added shift by
G.00F M right clicking time box and select Edit
Punch

Add Comiment... |

Edit Punch... >

2. Right click on In time field

fer out [ n er out shirt | O
3. To Edit Punch, Choose New Shift
ERERE [200FmM 6 00F b 105 |1
LA 4. Click OK

Ti... 200

Ro... 0241 4:00PM GRMT-07:00

Ti... ] =07 00% Mountain Time JLSA; Canadal ~—

| Mews Shirt ) -

E Ca... | =FOrmeEs ht |
E EX... Punch has no exception

Co... Pu = no comment
L
T oK I Cancel Help I

Comment Approvals Reports
In Transfer out In Transfer out 5. Click on Transfer drop down list and select

Search

7:004M 330PM 4:00PM [ w | G00PM

o Call Back
O ABGYY Di:

— HABGYY DistWid
JTQUTTABGYW Sh

aCall Back

A1

Search... Al

Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.3
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£4 KRONOS

3 Select Transfer

6. Choose Fund 10

ALGARAGE

7. Choose appropriate Work Rule of Call
Back

Work Rule
Call Back

8. Click OK to save the record

Employee will be paid for four (4) hours

Save | Actions Punch  Amount Comment  Approvals Reports
Towe | rwcess | amam | m |t | ow | m | mes | ou smjom || although employee only worked two (2) hours
B
@ |G, | 'Wed 10124 | | | | | - N }
Pl _ ‘ ! I — as outlined in the ABGW Agreement.
& L,:smmm [ | |
@05 | sun 1028 | I | | — J
& |0, | Mon 10729 7:00AM 3:00PM 7.5
25 [ men 1029 | [400PM | 104iCall Back| 6:00PM | | | [a0 |15
& L,_Tuemﬂl] | | | | | | | | |
/o o ! — —— || Anemployee called back to work for an
&[0 [Frit1i02 . . ..
= —— “1| emergency shall be paid a minimum of four (4)
G e | StatTone |t Yane | Pay ot hours plus one (1) hour travel time at the rate of
P N Pay Code. =t Tue 10,23 | 7:00AM | 3:00PM B - 1 -
001072652 7RCCUACOCENCOCH2210 Call Back Non-Worked 2.0 E el Hi00AM Si00EN] 1 tlme and One_half (1 /2) Of thelr regular hourly
265127 H00ONCCOCINOCOU2210 Total BASE+NONPROD 75 T 025 T EO0AM T SO0EM 1 J -
MOS0 Call SackVorked 20 rate unless the work performed extends into or
001 01265/27R0CONCOCCNCO0U2210 Total OT 50 ::‘”11“;:8 T t 1 .
—— o e [semen 7w oo | past their regular work schedule
) | _‘ '.iu‘e 10/30 7:00AM 3:00PM | LIJ

Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.3
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£4 KRONOS

Called in for Snow Removal

X Kronos Workforce Central(R) - Microsoft Internet Explorer

File Edit  View Favorites Tools  Help
Qo - © (X [B @ Osearsr frovenes @] 2 5 L #E
address | @] http: {fvmbkronappiwecportal ~| G0 Links ¥
KRONOS i EE s Name & ID: Sl Pl
Last Calculated: 8:41AM . - (BN )
o L neapaypeas G)
Change Password Save | Actions Punch Amount Comment Approvals Reports
Date Pay Code Amount In Transfer Out In Transfer out Shift | Daily
Timekeeping - =2 -
Reconcile Timecar| 5 | SR 11489
= PSR £ |L, | Mon 11405 20040 3:30PM 13.0 (130
SRS B e | | Tue 11006
Euiskain 2 |, | wied 11/07
Overtime Equalizaf|p=) Ly | Thu 11508
Shift Close £ [ | Fri11/09
Shift Start & |0, | Sat11/M10
Scheduling & |0 | Sun 11511
Group Edit Results & | | Mon 11012 =
Reporis :‘l == 1 |
My Information
Setup Totals & Schedule rnccruals rnudits |
Help IET Date Start Time End Time Pay Code
Tue 10430 7:00AM 2:20PM ;I
Account |4 Paycode |amount| wages
Wed 10531 ToO0AM 3:30FPM
Thu 1101 7:00AM 2:20PM
Fri 11402 ToO0AM 3:30FPM
Sat11/02
Sun 11/04
Mon 11/05 7:00AM 2:20PM
Tue 11/06 ToO0AM 3:30FPM
wed 11007 | 7:004M 3:30PM ~1
< T ] al I =
‘ig Local inkranet

Scenario Information:

Timecard reflects employee’s actual work time was from 2:00 AM to 3:30 PM performing snow removal.

m\m::u vur:n,coLm M::;mar A:wu.ls 1!!::-: _ _ — — Editor will have to add an out punCh 1 minute
&[5, s ~ || prior to employee’s regular start of shift. In this
a lon : : : i . ! o .
= I I - S — = = example, the employee’s scheduled start time is
@ |0, | Wed 11/07 .
Ere i i 7:00 AM. Thus, the out punch will be 6:59AM.
&L, | Fri11109 . .
&/, s I I J Editor will also add the In punch of 7:00 AM.
2|0, Sun1111
& |0 | Mon 1112
| | .|| By clicking in a different row, Kronos will
Er s s e s sees | arrange the punches appropriately as shown.
. L]
i i [ T2
Wed 10/31  7:00AM 3:30PM
Thu 1101 | 7:00AM 3:30PM
Fri 11i02 T:00AM 3:30PM J
Sat11/03
Sun 11i04
Mon 11/05 | T:00AM 3:30PM
Tue 11/06 | 7:00AM 3:30PM J
4 | B

@ Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.3
Department of Technology Services — Kronos Version 5.2 Revised 11/24/2008 — kt Page 12 of 22




£4 KRONOS

Conmnent Approvals Reports
In nsfer Ot In
-2:DDAM w | G540 T 00
CrainnnCall B -

ADTTLABGW |
GABGW DSt

A QUi AR G
sCall Back -

4
< Search...

3
Alt-y

3 Select Transfer, @
Job
* As of date: ‘ Go To: ‘ ¥ Show
Organization Beginning of Time - Forever
—
Labaor Account |
Mame or Description: ‘ Clear Account
Search
Available Entries: (2 Fund 10 \ GARAGE  STUDENMT TRANS S
ks ij ) Lofation \
200,EGOS @ g
21,Student
22,5upport ) Prygram | 2608 / 8150 SALARIES OF REGULAR EMPLO |
. / [
S~—
Call Back
Selected Transfer
$10i/726061/;Call Back
OK | Cancel | Refresh | Help |
h ~—
Save | Actions Punch Anmount Accruals Comment Approvals Reports
Date Pay Code Anmount In Transfer Out
& |0y | Mon 2125
& |0 | Tue 226 2:00ANM V10800, Call Back B:59AM
& |0 | Tue 226 7:00AM 3:30PM
& |, |Wed 2127
|
l/ Totals & Schedule rnccruals rnudits |
All - A
’ Account |‘ Pay Code A S| W
(1 0/999/26/2611/00006/0110/964 8 Travel Time 1.0 1
GO10r999/26/261 1700006501 10/964 8 Call BackWarked 4.5 B |
(0 10/999/26/261 1400006501 10/964 8 Total WORKED 4.5 B Tue
G 10/999/26/261 10000601 10/964 8 Total OT 5.5 2
12/999/26/261 1/00006/0110/9648 Salary 8.0 g
12/999/26/261 1/00006/011 0/9648 Total WORKED 8.0 2
12/999/26/261 1/00006/0110/9648 Total BASE+NOMPROD 8.0 g

Click on Transfer drop down arrow and
select Search on the line where punches
indicate hours worked outside of regular
work day.

Click on Fund 10 and choose 2606 in the
Program for snow removal. This will
charge time worked to the Grounds
Department.

In the Work Rule drop down, click Call
Back.

Click OK to save and return to employee’s
timecard.

If an employee removes snow before or after his
shift, the editor is required to follow this
process.

Screen shows scenario after editor added an
additional shift at both ends of the employee’s
work day.

Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.3
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£4 KRONOS

13-6 Hazard Pay

13-6-1 A hazardous situation (emergencies such as shooting, major fires, etc) is a condition in an individual
building or city-wide that necessitates a District-wide school closure or individual school closure due to a
“declared emergency” in the City and County of Denver, or a school emergency that pus employees’’ lives in
immediate danger or poses a severe hazard to their health and/or well being.

13-6-2 Employees required to work during a hazardous situation will be paid the rate of two and one-half (2v%2)
times the regular rate of pay for a minimum of five (5) hours and every hour worked above five (5) hours.

13-6-2-1 The hazard rate of pay will be paid during the initial and secondary response phase by the City and/or
DPS emergency response personnel. Employees released from duty will receive their regular rate of pay for the
remainder of the day.

13-6-2-2 Hazard pay does not apply for inclement weather, routine emergency callbacks to address specific
building problems, or District-wide closures due to inclement weather.

13-6-2-3 Hazard pay will be paid only when the emergency situation is in effect and if the employee is required
to remain on duty. Once an emergency is declared over, hazard pay is no longer in effect and any time worked
beyond the minimum of five (5) hours as stated above in Article 13-6-2 will be rounded to the nearest quarter
hour.

Hazard Pay:

1) District wide closure and employee is called back to work for snow removal. Transfer will need to
be added on employee’s timecard.

2) District wide closure and employee is called back to work to perform normal day to day tasks/ jobs.
No transfer within Kronos required.

3) If the employee is set up with an automatic lunch within Kronos and comes in to remove snow, the
employee will not auto deduct the lunch break. If the employee takes a lunch, a punch in and out is
required.

4) Kronos is configured to pay hazard hours at the rate of double time and %2 outside of an employee’s
normal shift.

5) Kronos is configured to pay hazard hours at the rate of time and %2 during an employee’s normal
shift.

=3 Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.3
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£4 KRONOS

District Wide Closure

Save | Actions Punch Amount Comment Approvals  Reports
e | PayGode  amount in | Transfer | out In | Twesfer | out | Shift Daly
@0 [sunttoe | [ ! ! ] [ -
216, Mon 11105 | oo | 1130|130
@, | Tue 11106
@0, | Wed 11407 | |
@0, [Thuttie |
&0 | Fri11i09
o6, | sat1ino |
BN ETT
el ——
) | X
Totals & Schedule | Accruals | Audits |
[~ Date | StartTime | EndTime  PayCode
q i Tuel030 | TODAM | 230PM H
Ll S e Wed 1031 | T00AM | 330PH
Thulll | 700 | 230PM
FA102 | 700 |330PM
Sat 11103
sunt1itd | | J
Mon 1105 | TO0AM | 3.30PM
Tuel16 | 700 | 330PM
Wed 1107 |T00M | 330PM | -
! |
Comment Approvals Reports
In Transfer Ot In
2:00aM || 'v 3:00P M
2240 DAEOF Slr
A02E06NNABG
AaumrABGWY Sh
A0 ABGWY Sh
sCall Back
: i
< Search... AltS >
Labar Account
Hame or Description:
Search
Auailable Entries: Fi 10 GARAGE STUDENTWNS\
o j Location
200,EGOS T
21,5tudent
2.Support  Program | 2606 2150 SALARIES OF REGULAR EMPLO
26,0151 SALARIES OF REGUL W
26,SERVICEBLDG OPS&MAI () bje
27GARAGE  STUDENT TRI O Job G
ob Code
26,PERS-PD LY SPRT SVC-CE

Picture shows employee worked from 2:00 AM
to 3:30 PM during a District Wide Closure and
was asked to do snow removal; thus, a transfer
must take place within the timesheet.

1. Click on Transfer drop down arrow and
select Search

2. Select Fund 10 Program 2606 to charge the
hours to the Grounds Dept for the snow
removal duties.

Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.3
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3. For Work Rule, choose ABGW Dist Wide

Closure Salary for an employee with a work
ABGYY DistWide Closure Sy year. For an hourly employee, choose
ABGW Dist Wide Closure Hrly.

Selected Transfer
A02606/ABGW Dist Wide Closure Siry

0K |
I Java .&Hﬁlet W indion

ls  Comment Approvals Reports

In Transfer Qut In Transferiom Shifi
4. Edited timecard reflects employee worked
JO08M | A OIB0BNABG DistWide Closure Sly | 3:30PM 130 13.0 hours with a 30 min lunch taken.

Totals & Schedule rm:cruals rnudits |

5. Total time for the day = 8.0 hours of salary,

Al M 5.0 hours of ETS Extra Time Salary, 13.0
3 Account 4 Pay Code | Amoun hours Half Pay, and 1.0 hour of Travel

(910/399/26/260B10000B/0110/9648 —  Total BASE+NONFROD 8.0 Time.

(}{)1DIQQQIQEIEEDEIDDDDEIM1DI9E1‘48 Travel Time 10

{1 0/399/26/26 0600008011 0/9643 Half Pay 130

(1 0/999/26/2606/00006/0110/9643 Total WORKED 26.0

1 0/999/26/26 0600006011 0/9648 ETS - Extra Time Salary 5.0

(1 0/999/26/260600006/0110/3643 Salary 2.0

(01 0/899/26/260600006/0110/3643 Total OT 10

Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.3
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Off Shift Hazard Pay

als Comment Approvals Reports
In Transfer Out In
T-00AM TN0PM
Comment Approvals Reports
In Transfer Out In Transfer Out
T-00ANM TO0PH | 3:31PM ETID)
Comment Approvals  Reports
In Transfer Out In ﬁer Out
T00AM 330PM 31PN w [7.00PM
- 240 DAEOP Bl
AMI2E0GITARG
A0 ABGW Sh
A0 ABGY Sh
“all Back
an
fSearr:h... ﬁlt-SS

Kronos pays all Hazard hours worked at 2.5 the
employee’s base wage.

Example: An employee typically works a shift
from 7:00 AM to 3:30 PM with a 30 minute
lunch. A Hazard zone started at 3:30 PM and the
employee continued to work until 7:00 PM.
Although this extended shift was less than 5
hours, Kronos will still pay the employee for 5
hours during the Hazard Zone.

Timecard to the left shows employee punched in
at 7:00 AM and out at 7:00 PM.

1. Asecond In and Out punch must be entered.
These punches will be as if the employee
punched Out at his regular scheduled out
time and back In one minute later.

After punches have been entered, and you click
outside the line, the added punches will correctly
adjust as shown.

2. Click on Transfer drop down arrow and
select Search.

73 Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.3
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£4 KRONOS

2 Select Transfer

* hs of date: |

¥  Show

GoTo: ||

Organization Beginning of Time - Forever

Labor Account
Hame or Deseription:

Available Entries:
10,GARAGE
27,2003-2004 School Year
28,Federal GDPG

41,Building Fund

45,8115 SALARIES OF RES
61,8330 SALARIES OF PA|
52,8330 EMPLOYEE BENEI

wTork Rule

Hazardous Pay

Selected Transfer
AviiiiHazardous Pay

Search

STUDENT TR
12,8195 SALARIES OF REGUL.
16,8150 SALARIES OF REGUL,

29,8330 SALARIES OF REGUL.

43,8150 SALARIES OF REGUL.

ear Account

GARAGE STUDENT TRANS

@ Fund 10
! Location

O SRE

) Program
) Project Job
) Object

() Job Code

oK | Cnncell Refreshl Help |

Java Applet Window

Ot

In Transfer ot

3:30P M

e |

Add Comment...

FO0PM

/N

Edit Funch..

-
A Edit Punch

Date:
Time (hh:mm):

Rounded Time:

Time Zone: (GMT -07:000 Mountain Time (LISA, Canada) -
Override: Mew Shift /)

01072008
2:31PM
01/07,2008 2:30PM GMT-07:00

Cancel Deduction:
Transfer:
Exception:

Comments:

| =Mone= -

SA0diiiHazardous Pay
Short Break

has no comment

Java Applet Window

You can Transfer to the Fund 10 if
appropriate.

Transfer the Work Rule to Hazardous Pay

Right click on the In punch time and select
Edit Punch.

Go to the Override field and change it to
New Shift.

Save your work by clicking on OK

Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.3
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Comment Approvals  Reports

In Transfer Qut In Transfer Out | Shift | Daily
| : =

T0AM TA0RW 80

SHPM | 100 Hazardous Pay TA0PM Al 13.0)

Al v

|

} Account ‘ Pay Code Amount| Wages
(1 0/399/26/2611/00006/0110/9543 Total\WORKED 35 87al
(01 (P98 /26/2671 10000601 10/9648 Hazard Worked 35 a7al
(01 (P98 /26/2671 10000601 10/9648 Hazard Mon-Worked 1A XAl
12/999126/2611/00006/01 1013648 Balan B0 8000
12/999126/2611/00006/01 1013648 Total BASE+NONFROD 80 80.00
12/399126/2611/00006/01 1013648 Total WORKED B0 8000

8. Edited timecard reflects employee worked
13.0 hours.

9. Timecard reflects 8.0 hours of salary, 3.5

hours of Hazard Worked, and 1.5 hours
Hazard Non-Worked. The total 5 hours of
Hazard pay will be paid at 2.5 times the
employee’s regular base wage.

¢ Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.3
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On Shift Hazard Pay Example: Employees works from 7:00 AM to
Sae | Actions  Punch  Amount Accruals  Comment Approvals  Reporis 3:30 PM. A Hazard Zone is declared from 8:00
AM to 11:30 AM
Date Pay Code Amount In Transfer Out In
Sl e 1. The Employee only has an In and an Out
Sun 224 - punch
Man 2125 | v T.00AM 330PM

e 2126
iifed 2127

W R W W W
el B = e e

Comment  Approvals  Reports

2. A second In and Out punch must be
entered. These punches will be as if the
i employee punched Out (8:00AM) at his
regular work and back In (8:01 AM) one
7 0AM 90PN (AN ) B:DDAW minute later for the Hazard work.

In Transfer Out In Transfer Out

After punches have been entered, and you
click outside the line, the added punches will
correctly adjust as shown.

Comment Approvals  Reports

In Transfer Out In Transfer Out | Shift | Daily  Cum..

3. Click on Transfer drop down arrow and

l select Search.
7004 BODAM  B01AM v|3U0PM (85 (85 |65

-Hazardous Pay 85
A0t Hazardou
DIt Hazardou

0rir2B 0 ARG
A DA ABGWY 3

A

< Search.. AtS >
v

1
1
1

3 Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.3
" Department of Technology Services — Kronos Version 5.2 Revised 11/24/2008 — kt Page 20 of 22




£4 KRONOS

Job

A Select Transfer ]

* As of date: |

- Show I

Go To: |
Organization imu of Time - Forever

Labor Account

. Clear Account
[ searon |
Available Entries: z - @) Fund 10 GAR YE STUDENT TR =
[.- = ) Locati
RAGE STUDENT TRA ) SRE
150 SALARIES OF REGUL L
50 SALARIES OF REGUL ~ | 2 Program =]|
2| < ] =
Wo
azardous Pay )
Selected Transfer
HModiiisHazardous Pay i
m Cancel I Refresh Help
‘Java Applet \window
Comment Approvals  Reports
I Transfer  Out In ' Transfer ot | Shift
T.00AM BO0AM  J301AM | 100 Hazardaus Pay On Shitt | 3:30PM | 85

Save | Actions

Punch A

Date

4. Transfer to Fund 10 if needed.

5. Transfer the Work Rule to “Hazardous
Pay On Shift”

6. Save your work by clicking on OK.

7. The time card now looks like this.

8. You will need to insert a new row.

Right click on the green arrow. Click on
Insert Row.

Fg.!,@ﬂﬂ//

L,

Tue 3/04—"

[, +¥iied 2/05

g C

o PR W |

Insert B ow

Sme | Actions  Punch  Amount Accrugls Comment Approvals  Reports

Date PayCode | Amount In Out In Transfer Out
2|0 | Tue 304
8L, | Wed 305 TO0AM SO0AM  [R01AM | 10 Hazardous Pay On Bhift | 3:30PM
8| | Wad 305 T30 13

9. Asecond In and Out punch must be
entered. These punches will be as if the
employee punched Out at 11:30AM
from his regular work shift and back In
at 11:31 AM, one minute later for the
Hazard work.

Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.3
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Save | Actions  Punch  Amount  Accruals

Comment Approvals Re

Reftesh de Amount

Transfer

Refresh Data

Calculate Totals

T00AM g1

E-mail...

11

Print...

Frint Screen...

bl B B BB B
B S L Y P Y P

Sawe | Actions Punch  Amount  Accrugls  Comment  Approvals  Reports

Date: Pay Code Amount In Transfer ‘ Qut ‘ In

Transfer Qut | Shift | Daity

Satam

Sun 302

Mon 3103

Wed 3105 T00AM BO0AM  [B01AM

A0 Hazardous Pay On Shift | 11:30AM 8.0

Wed 305 11310 JI0PM

40140

IR

b
b
b
by [Tue 304
b
b
b

Thu 3106

(Tutals & Schedule ’/nccruals rnud'rts |

|Dai|3f hd

I

1 1
! I
1 1
1 1
! I
1 1
1 1
1 1
1 1
! /

} Account |‘ Pay Code ‘ﬁ.moum‘ !
(010/999/26/2611/00006/0110/9648 Hazard On Shift 1A i
12/999/26/2611/00006/0110/9648 Total WORKED a0 é
(410099926261 1/00006/0110/9648 Total OT 15 i
(010/999/26/2611/00006/0110/9648 Total BASE+MNONPROD 3.0 d

12/999/26/2611/00006:0110/9648 Salary a0 ]
(410099926261 1/00006/0110/9648 Hazard Non-Worked 05
(10199926261 1/00006/0110/9648 ETS- Extra Time Salary 05 §

(10099926261 1/00006/0110/9648 Total WORKED 70 ¢
(4100999126261 1/00006/0110/9648 Salary a0 d
12999/26/2611/00008/0110/9648 Total BASE+NONPROD 4.0 i
d | A

10. Go to Actions and select Calculate
Totals

11. The updated timecard

12. In the Totals & Schedule area in the
lower left hand side of the screen, notice
that the Hazard Work rule does not take a
lunch deduction out of the extra time
worked. This rule assumes most
employees do not take a scheduled lunch
break during a hazard situation. If an
employee does take a lunch break, then
you will need to add this off duty time.
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