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Managers are reviewed in another lesson.

user are listed below.

The Reports application in Kronos allows the user to run pre-programmed reports. Kronos reports
reflect data that has been entered into Kronos. All other data coming from Time & Attendance or by
another avenue will not be reflected in these reports.

These reports are only available to a Timekeeper. Reports used by Facility Managers and Food Service

There are a number of reports available to run. The ones we suggest you become familiar with as a new
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1000 Hourly-Regular Pay
3050 Employee lliiness
3150 Personal Leave
ETH - Extra Time Hourly
Mon Paid Duty
Total 1000
Total BASE+MNONPROD
Total NONFROD
Total PROD
Total WORKED
Transactions: Mo eslacied pay cooas found In this tims period.
Tofals: Pay Code Mongy
Total 1000 50.00
Total BASE=NONPROD 50.00
Todal PROD $0.00
Total WORKED $0.00
Tatala: $0.00
1000 Houry-Ragular Pay 50.00
ETH - Exira Time Hourty 5$0.00
Tatala: $0.00

Employee Hours by Labor Account

Description:  Displays hourslamountsiwages for each labor accountpay code in
which the employee accrued hours. Provides fotals for each employee

and labor account number per employee as well as grand totals

Hours by Labor Account

Description:  Displays moneyhourstwades for each [ahar account in which
employees accrued hours. The report totals moneyhoursinages for

each labor account by pay code.

Employee Transactions and Totals

Description:  Displays pay code transaction data and totals by employee as well as

a grand total. Pay codes, their respective time ar money amaount totals,
andwages are included in the dizplay. Comhbined pay codes display
separately with their respective time or maney amount totals

This is a great tool to see if any employees are
approaching overtime. Choose week to date
range option to run your report.
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Log Off

- Timekeeping
QuickFind
Pay Period Close

Schools Reconcile
Schools Pay Periog
Payroll Close Roll
Payroll Balance S
Shift Start
Shift Close
IS Summary
Pay Period Close
+ Scheduling
Group Edit Resulis
Reports
Transaction Assistant
+ Setup
Help

Reports

Last Refreshed: 4:27PM

Shiow:

All Hatmne

Time Period: || Current Pz

LT N Set Options | Check Run Status

Run Report | Refresh | Schedule... | E-mail... | Send To Printer.

Running a Report

Categories
All

From the Navigation Bar, select on Reports, or
select the appropriate employees from a
Timecard Genie and click the Reports Launch
Button.

From the Category list click on the + in front of
All. This will expand to show the list of all
available reports.
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Reports

Last Refreshed: 4:27PM Select and Run report

“set Options |

Fun Report | Befresh | Schedul

[Hours biy Labor Account |

Hours by Labor Account w
Import Errors
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SO T Cheek Run Status

View Report | Refresh Status | Delete | Print Screen... |

Report Hame Format Date In v Date Done Status_| output
Hours by Labor Account pof Mon 412872008 04:32:07PM Rurning _|Screen
Emplayee Transactions and Totals | pdf Mon 41232008 04:18:26PM  Man 4/28/2008 04:18:32PM Complete [Screen . R
Emplayee Transactians and Tatals | pdf Man 412872008 04:07:57PM Man 4/28/2008 04:08:02PM Complete [Screen Y ” h y h h
Hours by Labor Account pot Mon 412872008 0357:52PM]  Man 4/28/2008 D367:54PM Complete |Screen our reports will Show on your screen Wlt t €
Emplayee Hours by Lahor Account |pdf Mon 41232008 03:45:54PM  Man 4/28/2008 03:45:58FM Complete [Screen - - H
Emplayee Transactions and Totals | pdf Mon 4/28/2008 03:40:50PM  Man 4/28/2008 03:40:58PM Complete [Screen mOSt recent on tOp PerIOdlca”y CIICk on
Employee Transactions and Totals ot Mon 412872008 03:38:31PM] Man 4/28/2008 03:44:54PM Complete |Screen

Refresh Status. Once completed, the status will
change from running to completed.

Click on View Report to bring your report to
the screen.

Click on File and Print if hard copy is desired.
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