Denver Public Schools

KRONOS Workforce Central Suite
Supplement Training for FMA

Version 5.2
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8.2 Facility Managers shall be paid a total of four (4) hours of
overtime plus one (1) hour of travel time for hanging and taking
down the flags on holidays. The Department of Facility
Management will determine when flags will be displayed.

Joe came in on a holiday to hang the flag. He clocked in at 6 AM and
left for home at 7:00 AM.

BT A (K PLUMBER, JOE T 100025853
Time Period: K= aRnE= b

ich Anmount Comment Approvals Reports

Pay Code Amount In Transfer Ot In

| B:00AM 7:00AM

In the Transfer cell, click on Search and then Call Back.

Work Rule

| Call Back -
Call Back =
Call Back Mon-YWorked

Chwid Dist'Wide Closure Hrly 4 Hrs

Chwid Dist'Wide Closure Hrly 8 Hrs

C v iei-Sehztilee LUsliEd Go to Actions, Calculate Totals.

Joe will be paid for 5 hours at 1.5 times his regular rate of pay although
he actually worked one hour.
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l/TutaIs & Schedule rAccruals |/Audits |

Account | 4 Pay Code | A.muun‘t|
10/41 SI26I2620000005/01 1 062106 Call BackWorked 1.0
10041 5/26/2620/000045/0110521 06 Travel Tirme 1.0
10041 SI26I2620000005/01 1 062106 Call Back Mon-wWorked 3.0
10041 5/26/2620/000045/0110521 06 Total WORKED 1.0
10041 5/26/2620/00005/0110521 06 Total OT 5.0

8.3 Facility Managers required to work beyond their normal shift,
due to the absence of the Assistant Custodian and the
unavailability of a floater, with less than 24 hours notice, will
receive the rate of one and one-half (1-1/2) times their regular
hourly rate for all hours worked in excess of eight (8) hours for
that day.

Joe’s regular shift is 6:00 AM to 2:30 PM. (8 hours with a 30 minute
unpaid lunch) His Assistant was ill and Joe needed to extend his shift
until 4:30 PM. Joe should receive 1.5 times his regular rate of pay for
the additional 2 hours of work.

20020 2:00P bt 2:00PM -..5hift Extension 4:320FM 10.0

/

The above picture shows Joe%punch in at 6:00 AM and out at 4:30 PM.

The Timekeeper should add an in punch with the Transfer to work rule
FMA Shift Extension. By clicking outside of the line, the punches will
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align correctly. The view below shows the 2.5 hours above 8 hours will

be paid at the overtime rate.

Craily -

Account

|‘ Pay Code |Amuurrt| Wages |

10741 5/26/2620/00005/011 072106
10041 8726/2620/00005/011 052106
10741 5/26/2620/00005/011 072106
10041 8726/2620/00005/011 052106
10741 5/26/2620/00005/011 072106

Salary

Total OT
Total WOR...
Shift Extens. .
Total BASE. .

¥.A
245
10.0
245
7.A

17¥0.70
85.35
256.05
85.35
170.70

8.4 Facility Managers who are not given at least two (2) weeks
notice of overtime scheduled on a Saturday or a Sunday will be
paid at the hourly rate of time and one-half their regular rate.

Joe worked on a Saturday without 2 weeks notice. He worked from
7AM to 10AM, a total of 3 hours.

In the Transfer cell, click on Search and then AOTS.

YUK HUIE

| AOTS

ACTS

ATL Driver Hrly 2 HR Guaranteed
ATL Driver Hrly 4 HR Guaranteed
ATL Driver Slry 2 HR Guaranteed
ATL Driver Sl 4 HR Guaranteed

Calculate Totals and Save.
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Joe worked for 3 hours. Under daily totals, you see that Kronos is

paying Joe at 3 hours at his overtime rate.

l/Tntals & Schedule rnccruals |/Audits |

|Daih,r -

Account |‘ Pay Code | Amuunt|
10/ 5I2BI2620/00005/01 1052106 Total OT 3.0
T0/41 5I26/2620000005/01 1052106 Total WORKED 3.0
T0/41 5I26I2620/00005/01 1052106 ADTES Approved Overdim... 3.0

8.5 An employee required to report back to work after having left
the worksite or called to work on a non-scheduled day will be paid a
minimum of four (4) hours plus one (1) hour travel time at the rate
of one and one half (1% ) their regular rate.

Joe worked his normal shift on Monday. After leaving for the day, he
was called back into work and worked from 4:00 PM to 6:00 PM.

T A (K PLUMEBER, JOE T 100025853

ast Calculated: 2:42PM
AL Previaus Schedule Period

Save | Actions Punch Amount Comment Approvals Reports

Date Pay Code Anount In Transfer Out In
& |0 | Sun 1116
&L | Mon 1117 G004 2:30FM
&L, | Mon 11417 |4:00FM :00F M
&0 | Tue 1118
& | 0| Yed11/19
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Edit the In Punch of the new added shift by right clicking time box and
select Edit Punch, Override New Shift.

| |
20040
—IIE' —

4:00PM '
Add Comment...
Edit Punch...

<X Edit Punch

Date: 111772008
Time {(hhzmm): 4:00PM

Rounded Time: 1MAF2008 3:00PM GMT-07:00

Time Zone: ||:Gru1T-EI?:EIEI]| Mountain Time (JSA Canada) -
Override: I Mew Shift -
Cancel Deduction: I =Maones -
Exception: Unscheduled
Comments: Punch has no comment
0K | Cancel | Help |

I|.Java Applet Window

In the Transfer box (in the new shift), choose the Work Rule Call Back
and go to Actions, Calculate Totals. Save.
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Under the Daily View, you see that Joe was paid for a total of 5
additional hours paid at 1.5 his regular rate of pay in addition to the
hours he worked during his normal shift.

(o LELRINI]LE | - Fdy L uue | Mlnuunmn
10041 5726/2620/000045/01 1052106 Call Back Worked 20
10041 5/26/2620/000045/0110521 06 Travel Tirme 1.0
10041 SI26I2620000005/01 1 062106 Call Back Mon-wWorked 2.0
10041 5/26/2620/000045/0110521 06 Salary 2.0
10041 5/26/2620/00005/0110521 06 Total OT 5.0
10041 5/26/2620/000045/0110521 06 Total WORKED 10.0
10041 5/26/2620/00005/0110521 06 Total BASE+MONFROD 8.0

8.5.1 Facility Managers who are required by Facility Management to
report only to remove snow and ensure buildings are operational,
secure and safe will receive a minimum of five (5) hours of pay at
the overtime rate of time and one half (1%).

Joe T Plumber was called into work to remove snow on a day he was
not scheduled to work. He punched in for work at 3:00 AM and
punched out at 6:00 AM.

From the Transfer Cell, choose FMA-CWA Weather Call in.

Go to Actions, Calculate Totals. Save
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Account |4 PayCode |Amour

10041 5/26/2620/000045/0110521 06 Weather Ca... 2.0
10041 5/26/2620/00005/0110521 06 Total OT 5.0
10041 5/26/2620/000045/0110521 06 Total'WoR.. 3.0
10041 5/26/2620/00005/0110521 06 Weather Ca... 3.0

Although Joe worked for 3 hours removing snow, Kronos pays him 5
hours at 1.5 times his regular rate of pay.

8.6 Employees who are required to work during a District-wide
school or office closing shall be paid at time and one-half (1)
times the employee’s regular rate of pay.

Joe was required to work on a day the district was closed due to a
blizzard. His punches show that he worked from 6:00 AM to 1:00 PM

The Timekeeper would go into the Transfer box, between the in and
out punch. Go to Search. Choose the work rule FMA-CWA Dist Wide
Closure Salary (FM’s are salaried with a work rule)

Work Rule

|FMA—CWAWeatherCaII In

-
Digipro Salary 7.A0FTE 1Hr ﬂ
OO Hrly Mon-Worked
OO Sy Mon-yWorked
Early Shift Mon-WWorked
ETH-Trans Sch
ETS-Trans Sch
—{ FMA-CWA DistWide Closure Slry
Jav| FmA-CWA Weather Call In

L

i
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Anmount In Transfer Ount
G:00AM FMA-CWA DistWide Closure Slry 1:00F M
fits |
Date Start Time
Sun 11523
|‘ Pay Code |Amnunt| Wages | Mon 11724
Half Pay Mo... 1.0 11.38 Tue 11125
TotalWoR... 7.0 159,32 Yied 11126
OWC Worked 7.0 159.32 Thu 111327
Half Pay 7.0 79 66 Fri 11528
OWC Mon ... 1.0 22TH Sat 11429
Total HalfP... 8.0 91.04

Although Joe worked for 7 hours, he will be paid for 8 hours at his
regular rate of pay and an additional 8 hours of % pay. (8 hours at 1.5
times his regular rate)

8.7 FMA employees excused from work during a district wide
closure will receive their regular pay for the day.

Timekeeper does not have to do anything in this scenario.
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HAZARD PAY-8.8.1 Facility Managers will be paid at two and one
half (2%4) times their regular rate of pay for a minimum of five (5)
hours and every hour worked over five (5) provided the Facility
Manager was required to work during said hazard/emergency
situation (i.e., shooting, major fire,etc.).

The City of Denver has declared a state of emergency during and after
an extreme snow storm. Thus, any work performed is considered to be
Hazard Pay.

o g = L PLUMBER, JOE T 100025853
Time Period: REEELS ReE: -

Annount Comment Approvals Reports

de Annount In Transfer Ount In

B:00AM | w | 11:00AM

Joe worked during the hazard situation from 6:00 AM to 11:00 AM.

Go to the Transfer cell, using the drop down arrow, choose Hazardous
Pay and click on OK.
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PLUMBER, JOE T 100025853

Week to Date

minent Approvals Reports

nt In Transfer Out

60040 Hazardous Pay w | 11:00AM

Go to Actions, Calculate Totals and once you confirm the hours are

paid correctly, click OK and Save.

‘ A Kronos Workforce Central{R) - Microsoft Internet Explorer,

File

Edit  View Favorikes  Tools  Help

eﬁack ] @ @ ;h pSearch \i:('Favnntes & D/:ijv ,:', = _J 3
address (&) http/jdpskronLjwfcjportal B ik
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3 e Timecard
KRONOS (T I PLUMBER, JOE T 100025853
Last Saved: §:54PM
Log Off st Rane RIUCRENTGEY Yeek to Date -

Save | Actions  Punch  Amount Comment Approvals  Reports

Date Pay Code Amount In Transfer out In Transfer out shift | Daily |Cum...
- Timekeeping L | 5un 1123
QuickFind L, | Mon 11/24 6:00AM ‘Hazardous Pay | 11:004M 50 |50 |50
L | Tue 11425 5.0
L | Wed 11128 a0
L | Thu 11427 5.0
Payroll Close Rollu G| Frit128 &
Payroll Balance "9 I, || EEfliiD £l
Shift Start
Shift Close
IS Summary
Pay Period Close
© Sl Totals & Schedule | Accruals | Audits |
Group Edit Results - -
Reports ol - Suﬂl:s:t’:g Start Time | End Time Pay Code | Amount
Transaction Assistant
+ Setup Account |4 Paycode |amount wages | WMan 11724
10741526026 20/00005/011 012106 Hazard Wor.. 50 284.50 Tue 11725
el 110441 5126126 2000005001 1021 05 Total WOR. 510 264 50 Wed 11/25
Thu 11727
Fri11/28
Sat11s29

4l &1 Applet com/kronosfwic timekeepingjtimesheet {applet Timesheet Viewapplet started % Local intranet

4 start “TEBQS k11 ntal For fma ... A«

orkforee Ce...

& |
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Joe’s base hourly wage is $22.76. For the 5 hours, he should receive S.
$56.90 X 5 hours = $284.45. Joe’s daily totals show he will be paid
$284.45 for the day.

J‘ Pay Code |Amuurrt| Wages |
Hazard Wor... 5.0 284.50
TotalWOR... 5.0 284 .40

8.9 Facility Managers who are required to arrive at work early as
approved by the Area Supervisor (i.e., before their regularly
scheduled time on a regularly scheduled day) for the purpose of
snow removal or other such buildings needs, will receive a
minimum of two (2) hours of pay at the overtime rate of time and
one half (1%). Facility Managers who elect to arrive early due to
building needs will be paid at the overtime rate as stated in Article
8.1.

Joe works from 6 AM to 2:30 PM each day. Due to a snowfall, Joe had
to come in to work early to shovel the snow. He started work at 5:00
AM.
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5:002m

2:30P M

Timekeeper will have to add an out punch 1 minute prior to employee’s

regular start of shift and an in punch at his regular start time.

In this example, we would add an out punch of 5:59 AM and an in

punch of 6:00 AM

5:002h

2:30P

G004

| 5584

8.0

After we click on a different line, the punches fall into the correct order.

From the Transfer Cell between the early shift, choose FMA Early Shift
Worked. After you Calculate Totals, you see that Kronos is paying Joe

for 2 hours prior to his start time even though he only worked 1 hour.

Save.
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a:00AM Fhi& Early Shift Worked

5:59AM

20

620020

2:30P M

8.0 10.

| Draily -

Account |‘

Pay Code |Amuunt| Wages |

10541 5/26/2620/00005/0110/2106
10741 5/26/2620/00005/0110/2106
10541 5/26/2620/00005/0110/2106
10741 5/26/2620/00005/0110/2106
10541 5/26/2620/00005/0110/2106
1M AF2RFEANMONTAM T 1051 NA

Early Shift ...
Early Shift ...
Salary

Total WOR...
Total OT
Tntal RASF

1.0
1.0
8.0
9.0
2.0
an

3414
34.14
182.08
21622
£2.28
182 NR

Joe’s daily totals show that Kronos is paying him the 2 hours at his

overtime rate for snow removal prior to his shift.
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