FULTON
COUNTY

Workforce Dimensions
Manager Tasks and Outcomes:
Timekeeping and Basic Scheduling

Exercise Workbook



The information in this document is subject to change without notice and should not be construed as a commitment by Kronos
Incorporated. Kronos Incorporated assumes no responsibility for any errors that may appear in this manual. This document is for the
use of the intended recipient, and it may not be reproduced in whole or in part or used for any other purpose than that for which it was
provided without the prior written permission of Kronos Incorporated. Copyright, Kronos Incorporated or a related company, 2019. All
rights reserved.

Altitude, Altitude Dream, Altitude Pairing, Altitude PBS, CardSaver, Gatekeeper, Gatekeeper Central, Keep.Trac, Kronos, Kronos
InTouch, Kronos Touch ID, the Kronos logo, Kronos Workforce Ready, My Genies, OptiLink, ShiftLogic, ShopTrac, Timekeeper
Central, TimeLink, Unicru, Visionware, Workforce Accruals, Workforce Central, Workforce Genie, and Workforce TeleTime are
registered trademarks of Kronos Incorporated or a related company. ACA Manager, Altitude BLISS, Altitude Insight, Altitude MPP,
Altitude MPPXpress, Altitude Rostering, Altitude VBS, CMS, Comm.Mgr, CommLink, DKC/Datalink, eDiagnostics, FasTrack, Hireport,
HR and Payroll Answerforce, HyperFind, iBid, Kronos 4500, Kronos 4500 Touch ID, Kronos 4510, Kronos Acquisition, Kronos
ByDemand, Kronos e-Central, Kronos Efficient, Kronos Enterprise Archive, Kronos Essentials, Kronos for Dining Accelerated, Kronos
for Retail Accelerated, Kronos KnowledgePass, Kronos Paragon, Kronos TechKnowledgy, KronosWorks, KVC ByDemand, KVC
OnDemand, Labor Plus, MedSched, MPPXpress, Overall Labor Effectiveness, Schedule Assistant, Smart Scheduler, Smart View,
StaffEasy, Start Quality, Start WIP, Starter Series, StartLabor, Stromberg, Timekeeper Decisions, Timekeeper Web, VisionPlus,
WebStaff, webTA, webTA Mobile, Winstar Elite, WIP Plus, Workforce Absence Manager, Workforce Acquisition, Workforce Activities,
Workforce Analytics, Workforce Attendance, Workforce Auditor, Workforce Budgeting, Workforce Central Portal, Workforce Connect,
Workforce Device Manager, Workforce Dimensions, Workforce Employee, Workforce ESP, Workforce Forecast Manager, Workforce
HR, Workforce Innovation That Works, Workforce Institute, Workforce Integration Manager, Workforce IntegrityScreen, Workforce
Leave, Workforce Manager, Workforce Mobile, Workforce MobileTime, Workforce Operations Planner, Workforce Payroll, Workforce
Record Manager, Workforce Recruiter, Workforce Scheduler, Workforce Scheduler with Optimization, Workforce Selection, Workforce
Smart Scheduler, Workforce Sourcing Analytics, Workforce Tablet, Workforce Tablet Analytics, Workforce Talent Acquisition,
Workforce Task Management, Workforce Tax Filing, Workforce TeleStaff, Workforce TeleTime IP, Workforce Timekeeper, Workforce
View, and Workforce Worksheet are trademarks of Kronos Incorporated or a related company.

IBM, eServer, and iSeries are trademarks of International Business Machines Corporation. StandardsPro® is a registered trademark of
H.B. Maynard and Company, Inc. Vortex and Vortex Mobile Scheduler Connect are trademarks of Vortex Connect. Citrix is a
registered trademark of Citrix. All other product and company names mentioned are for identification purposes only, and may be
trademarks of their respective owners.

When using and applying the information generated by Kronos products, customers should ensure that they comply with the applicable
requirements of federal and state law, such as the Fair Labor Standards Act. Nothing in this Guide shall be construed as an assurance
or guaranty that Kronos products comply with any such laws.

These training materials are provided for general educational purposes and are not intended to convey legal, accounting, or regulatory
compliance advice. Such advice can only be obtained through your own attorney, certified public accountant or other qualified
professional, with full knowledge of your organization's particular operations, circumstances and policies. Readers are encouraged to
consult with appropriate professional advisors concerning their individual circumstances before making decisions affecting their
business operations. Last updated November 16™, 2017.

Kronos Educational Services provides individualized, role-based, just-
in-time learning to prepare your core project team and increase user
acceptance of your new solution. Receive the right training at the right
time and maximize ROl with KnowledgeMapE i a progress tracking,
online education portal providing anytime, anywhere access to learning
and performance support resources.

Published by Kronos Incorporated
900 Chelmsford Street, Lowell, Massachusetts 01851 USA
Phone: 978-250-9800
Kronos Incorporated Global Support: 1-800-394-HELP (1-800-394-4357)

Workforce Dimensions
Manager Tasks and Outcomes: Timekeeping and Basic Scheduling
Document Revision

Revision Document Release Date
TTTB November 2019




ESHRY
Table of Contents
FaN o Lo U L A TE T I = U1 a1 P SSRUPPPPP 2
LEAINING ODJECHIVES ... .eeiiiiiiiiiie ittt ettt e et e e e st e e e sk e e e e e et e e e e e st be e e e sbbeeeesnnneeeans 2
ACCESSING EXBITISES ....eiiiitiiieiitit ettt e e ekt e e e ek bt e e e e ab et e e e e bb e e e e anbe e e e s anbreeeeaaeee 2
NP V7 o T o o 5
(NN E= VAo = 11 0] I PP PPPPPPPPPPPP 6
Navigate the HOME PaAgE .......coi ittt e e et rr e e e s abb e e e e snreeeeans 9
NAVIQALE @ DATAVIEW ......eiiiiiiiie ettt e ettt e s tb et e e skt e et e s et e et e s bbe e e e e anbe e e e e aabbeeeennnneeas 10
AN oY) o= 0] o KRS 12
N[0 ] o= 11 o - 13
Review Alerts in the Control Center Panel ............cooviiiiiiiiiiii e 16
Review Notifications in CONIOl CENTET ........ooiiiiiieie et e e e e e s e s aeeeeeeeaeennes 17
IS Yod L= LU ] o Yo S 18
SO UG 19
Navigate the SChedule PIANNET ... et naneeeas 21
Assign a Schedule Pattern TEMPIALE. ..........eii i 23
Add, Edit and DElEte ShiftS ......uuveiiiiiiiiiiii ettt e e e e e e et e e e e e e e e eabb e e e eaeaenes 25
Use Quick ACIONS t0 Add PAYCOUES ......ccoiiuiiiiiiiiiiie ittt 28
Add a Paycode to Part Of @ Shift..........cooiiiiiii e 29
Schedule a BUSINESS SErUCLUIe TraNSTEI ......cooiiiiiiiiie e 32
AL C=T=] 11 o TSSO 33
TIM KOO PN e 34
Add Punches and Comments t.o..an..Empl.ay.eeds.. . Ti3hecard
Review Exceptions and Add COMMENTS..........uuuuiieiieiiiiieieieeeieeeiearreererrrrrreeee—————————————————————————. 40
Add a Pay Code to EXCUSE an ADSENCE ........oooviiiiiiiiie 42
Perform a Business Structure Transfer in the TIMECArd.........cccccou i 45
Approve Employee TImeCards (GrOUP) ......coeveiiiiiiiiieiececeeeee ettt 47
Approving an Individual TIMECAId.............cooviiiiiiiii e 49
SUIMIMIBIY <.ttt b et e b e e bt e e e e R e e bt e ae e e he e e b e e e e e Re e aR e e st e heenb e e s e e aneabeeneennenne e e 50

© 2019, Kronos Incorporated or a related company. All rights reserved. 1



Workforce Dimensions

About this Training

This training is designed to give you the basic skills necessary to begin using the Workforce
Dimensions solution.

Learning Objectives

After completing this course, you should be able to:

1 Review Navigation

1 Review Noaotifications in Control Center

91 Begin building a future schedule:
0 Assign schedule patterns to employees who work regular schedules
o Add, edit and delete shifts
0 Add a paycode to an entire shift and part of a shift
0 Schedule shift transfers

1 Prepare timecards for payroll:
0 Add punches
o Enter transfers in the timecard
0 Address timecard exceptions
0 Approve timecards

Accessing Exercises

This course uses captured exercises for hands on practice.

© 2019, Kronos Incorporated or a related company. All rights reserved. 2



Workforce Dimensions

Typical Scheduling and Timekeeping
Manager Tasks

Approve
Edit timecards employee's
to address time for
changes payroll
processing

Review alerts
when
employees
deviate

Schedule Monitor

employees en;lféllc;r{;ee

Of course, these sample tasks are not all-inclusive, are rarely consecutive, and often overlap
between Scheduling and Timekeeping. This means that they usually must be handled daily
within both modules. For example, during this training we will look at a day in the life of a
manager and see how they:

1 Interact with tiles on his Home page, and with Dataviews
Work on a future schedules

Monitor employee hours as they are worked

1
1
1 Review and takes action on notifications in Control Center
9 Edit timecards to address changes

1

Approve employeesd time for payroll processing

© 2019, Kronos Incorporated or a related company. All rights reserved. 3



Workforce Dimensions

@

FULTON
COUNTY

| ntroduct

I ons

Mi chael
empl oyke si s
Wor kf orce
Using Workf

T Use Hom
and wor
Review

Manage

Manage

Martin is a

Di mensions to help
or cdheDicmsaansi ons
e page tiles and @

manager

vegog thasiys excit g

k with
and respond to not

dat a
empl oyee schedul eg

empl oyee timecar dsg

E KRONOS | NCORIPIOWRMEIE D 19 4

As Michael Martin, a Department Manager, you will begin by becoming familiar with the Home

page, Dataviews, and Control Center. Next, you will start building and modifying a schedule for
the next schedule period. Then you will take a break from the future schedule to do some daily
maintenanceonyourempl oyees 6 ti mecar ds.

© 2019, Kronos Incorporated or a related company. All rights reserved.



Workforce Dimensions

Navigation
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Workforce Dimensions

Navigation

In this section, you will be introduced to navigating Home pages and Dataviews. After that, you
will have an opportunity for hands-on practice to see how to apply those concepts.

Scenario

Mi chael Martin would I|ike to
his HomeHeaweul d al so |ike to
some adjustments to a Datavi €
monitor overti me

@
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Michael Martin would like to adjust the layout of his Home page. He would also like to make
some adjustments to a Dataview he uses to monitor overtime.

© 2019, Kronos Incorporated or a related company. All rights reserved. 6



Workforce Dimensions

Home Page Navigation
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Your Home page is the first thing you will see each time you log in to Workforce Dimensions.
This is Michael Martindés Home page. On the Home p
1 Take action directly in a tile.
o For example, Michael can submit a time-off request from the My Time Off tile.
1 Use alink in tile to go to the source page for that tile.

o For example, Michael can click Full Schedule to go to the Current Schedule
page.
9 Hide and show tiles.

o0 For example, Michael can hide the My Profile tile to clean up his Home page,
and/or choose additional tiles to show.

1 Open the Main Menu to access other pages.

o For example, Michael can access timecards, Dataviews, and reports through
the Main Menu.

Note that Michael can return to the Home page from any other Workforce Dimensions page by
clicking the Home page icon.

© 2019, Kronos Incorporated or a related company. All rights reserved. 7



Workforce Dimensions
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Dataviews are accessed in the Dataview Library, found in the Dataviews & Reports section of
the Main Menu. Michael uses Dataviews to review, analyze, and act on vast amounts of data in
Workforce Dimensions. Using a Dataview, Michael can:

1 Take action on a selected subset of employees.

o For example, Michael can select several employees and then use the
Approval action to approve all their timecards.

1 Sort and filter a column.

o For example, Michael could filter out all employees who have no Overtime
Hours.

9 Add a calculation to a column.

o For example, Michael could create a calculation that displays the average
number of Overtime Hours for all displayed employees.

91 Create or view a chart.

o For example, Michael could create a chart that displays a graph of Overtime
Hours by employee.

Note that Michael can click Save to keep any personalizations he has made to a Dataview (or
click Restore to go back to the default settings). Some Dataviews display business structures
instead of employees. In these Dataviews, you view and work with aggregated data from
several business units, such as departments or facilities. Michael can use the Dataview selector
to view a different Dataview, without having to use the Main Menu.

© 2019, Kronos Incorporated or a related company. All rights reserved. 8
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Navigate the Home Page

1. After Michael accesses Workforce Dimensions, he is brought to his home page.
2. Inthe My Profile tile, click the drop-down arrow and select Hide.
Notice the My Profile tile no longer appears on the Home page.

3. Tiles can be rearranged on the Home page by dragging them to new positions. We will
demonstrate moving the My Time Off tile so it is above the My Notifications tile.

Notice the tiles are rearranged so that the My Time Off is now above the My Notifications

tile.

Click the Employee Search icon Q_

Type Adams in the search field and then press Enter.

Select the checkbox for Adams, Eliza.

Click Go To and select Timecard.

Notice Elizabs timecard opens.

Click the Home icon to return to the Home page.

In the Manage Schedule tile, click Full Schedule.

Notice the Schedule Planner opens.

10. After viewing the schedule, click the Home icon to return to the Home page.

11. Click the Main Menu to access another Workforce Dimensions page.

12. Click to expand the Time section of the main menu and select Employee Timecards.
Notice that the Employee Timecards page opens.

13. After viewing the Employee Timecards page, click the Home icon.

N o gk

© ®
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ExerchNawi gate a Dataview
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Navigate a Dataview

Michael Martin would like to access the Overtime Analysis Dataview to examine any overtime
hours.

1. Click the Main Menu icon in the top left of the screen to open the main menu.

2. Click to expand the Dataviews & Reports section of the main menu and select Dataview
Library.

3. Click the Overtime Analysis link.

Ensure that Previous Pay Period is selected for the timeframe.

5. Click the Person Number columnd s  edowm [ist and select Hide Column.
Notice that this hides the column.

6. Click the filter icon ¥
Location from the list.

Notice that this displays the additional column.

7. Click the Primary Job column header and drag to the left until it is between the Name
column and the Primary Location column.

8. Tofilter Overtime Hours to include only those rows that are not null, click the filter icon
again and select Show Filters Row.

9. Atthe top of the Overtime Hours column, click the drop-down list and select Is Not Null.
Notice that this filters out any employee data row that has no Overtime Hours value.

»

" to the right of the column headers row and select Primary

[Continued on following page]

© 2019, Kronos Incorporated or a related company. All rights reserved. 10



Workforce Dimensions

10. Click the filter icon and select Hide Filters Row.
Notice that the filter remains in effect.

11. At the top of the Overtime Hours column, click the drop-down list and select Sort
Ascending to set the sort order.

12. Atthe top of the Overtime Hours column, click the drop-down list and select Sum to total
the Dataview column.

Notice that this creates a calculation at the bottom of the column, showing the total
overtime hours for the pay period.

13. At the top of the Primary Location column, click the drop-down list and select Group by
this Column.

Notice that the sum of overtime hours is now calculated for the group.
14. Click the arrow to the left of the last group name to expand the group.

Notice that the employees in this group are still sorted in ascending order by Overtime
Hours.

15. Click Save to retain this personalization.

© 2019, Kronos Incorporated or a related company. All rights reserved. 11
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Notifications
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Workforce Dimensions

Notifications

This section covers reviewing notifications in Control Center. After that, you will have an
opportunity for hands-on practice to see how to apply those concepts.

Scenario

Mi chael Martin wants to revi
he has received so he can h
and other noteworthy items i

@
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Michael Martin wants to review any notifications he has received so he can handle exceptions
and other noteworthy items in a timely manner.

© 2019, Kronos Incorporated or a related company. All rights reserved. 13



Workforce Dimensions
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1 View the number of notifications he has not yet reviewed or acted on.

Wor kf orce

o For example, in the above screenshot Michael can see that he has 3

notifications he has not yet handled.

directly from the panel.

o For example, Michaelcanr evi ew an
timecards for more detail.

o For example, by clicking Go To for an Exceptions notification Michael can

i mmed i

at el

punches displayed.

in greater detail.

y open

t he

Mark individual notifications as reviewed, or take action on appropriate notifications

empl oyeeds

Go to the Workforce Dimensions page relevant to a notification.

empl oyeeds t

Di mensi

except.i

i mecard

Click View All to access Control Center, where he can view notifications by category and

o0 For example, Michael can see the details or review older notifications he has
already handled and that no longer appear in the panel.

Note that Michael can close the Control Center panel by clicking anywhere outside the panel.

© 2019, Kronos Incorporated or a related company. All rights reserved.
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Workforce Dimensions
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While the Control Center panel provides Michael with a quick view of his most immediately
notifications, the Control Center panel is where Michael goes to view notifications in greater

detail or to look up natifications he has already handled in the past. With Control Center,
Michael can:

1 View notifications by category.

o For example, Michael can review the Employee Requests category so he can
deal with those notifications immediately.

9 Filter the list of notifications.

o For example, Michael can filter the notification list so that only notifications
received on a certain date or dates appear.

1 Review the details of the selected notification in the Details panel.

o For example, Michael can review any comments or additional information
submitted.

i Take action on the selected notification.

o For example, Michael can use any of the action icons appearing above the
Details column.

© 2019, Kronos Incorporated or a related company. All rights reserved. 15




Workforce Dimensions
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Review Alerts in the Control Center Panel
Michael Martin needs to review natifications in the Control Center panel.

1. Onthe Home page, notice the number next to the bell icon !, indicating how many
notifications you have not yet addressed. Click the bell icon to open the Control Center

panel.

2. Michael is aware that Victor worked an unscheduled shift last Saturday from 10:00 am to
3:00 pm. Locate the notification regardingVi ¢t or MidsedPuidch and click Go To.

NoticethatVi ct or 6 sopéns. mec ar d

3. InVictor Adamsdé s t i jmolelctiderSdturday Out cell with the missing punch and type
3:00pm, then press Enter.

4. Click Save.

Note that correcting the missed punch does not automatically decrement the number next to
the bell icon (nor does it remove the notification from the list).

5. To remove the natification, click the bell icon, locate the natification regardingVi ct or 6 s
Missed Punch, and click the Mark Read icon for that notification.

6. A Success message displays at the top of the panel. To return to the Home page, click the
Home icon.

© 2019, Kronos Incorporated or a related company. All rights reserved. 16
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Review Notifications in Control Center

Michael Martin would like to access the Control Center to review additional details of his
notifications and take action on a time-off request.

Click the bell icon to open the Control Center panel.

In the panel, click View All to open Control Center.

Select the Employee Requests category on the left side of the page.
SelectOl i vi a the-affmsgdest.

Click the Accruals section in the Details panel to view additional information.

Note the actions that you could take on this request are displayed above the Details panel.
Those that are grayed out are not applicable to this request.

6. Inthis case, Michael would like to review the schedule before making a decision about this
request; click the Pending icon to mark the request as pending.

7. Let d6s take a | oo kSeladthealrmekedpmg notificatior gategory.

8. Open the Timeframe filter and select Last 30 Days to limit the notifications to only those
received within the last 30 days.

9. Click the drop-down list directly under the timeframe filter that currently displays the New
option and select Read instead.

Notice that this displays Timekeeping notifications you have marked read in the past. In this
instance, you will see Victor Adamsd Missed Pun

10. To return to the Home page, click the Home icon.

a s wdhe

© 2019, Kronos Incorporated or a related company. All rights reserved. 17
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Scheduling
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Workforce Dimensions

Scheduling

In this section, you will be reintroduced to common Scheduling concepts. After that, you will
have an opportunity for hands-on practice to see how to apply those concepts.

Scenario

Mi chael Martin has reserved
begin building the schedul e
schedul e. period

@
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E KRONOS | NCORPORMELED b9 18

Michael Martin has reserved some time today to begin building the schedule for the next
schedule period.

© 2019, Kronos Incorporated or a related company. All rights reserved. 19
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The Schedule Planner has many tools available to assist you in quickly creating and managing
employee schedules. The Schedule Planner includes:

1 Toolbar:
0 Allows you to take action on employee shifts.
M1 Timeframe;:

o Allows you to determine the timeframe you want to view, such as the current
schedule period or a next schedule period. The timeframe you select determines
what you see in the grid. Select Range allows you to enter a start and end date
for a specific timeframe.

1 Locations & HyperFinds:

o Allows you to determine which group of employees display in the schedule grid.
1 Employees:

o Displays a list of employees.
1 Shifts:

o Displays any scheduled shifts by day for each employee in the list as applicable.

© 2019, Kronos Incorporated or a related company. All rights reserved. 20
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Navigate the Schedule Planner

Michael Martin would like to access and navigate the Schedule Planner.

1. Onthe Home page, click the Main Menu icon in the top left of the screen to open the main
menu.

2. Click to expand the Schedule section of the main menu.

3. Click the Current Schedule link.

4. Click the Show / Hide button in the top left corner to see the display options available.
Notice the Show / Hide panel opens.

5. Click Cancel to close the Show / Hide panel.

6. Click the Table View button in the top left corner of the schedule.
Note the schedule grid view changes.

7. Click the Gantt View button in the top left corner to return to the previous view.

8. Click the Current Schedule Period timeframe link in the top right of the schedule.

9. Onthe Timeframe list, select Next Schedule Period.

© 2019, Kronos Incorporated or a related company. All rights reserved. 21
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Schedul e Patterns
Of t,empl oyees work the same Haurtserand edgppysatefs t he weseé
all ow you to assign a specified rneotathan of shifts t
those shifts automatically populate their schedul es
7A-3:30P 7A-3:30P 7A-3:30P 7A-3:30P 7A-3:30P
3P-11:30P 3P-11:30P 3P-11:30P 3P-11:30P 3P-11:30P
7A-3:30P 7A-3:30P 7A-3:30P 7A-3:30P 7A-3:30P
3P-11:30P 3P-11:30P 3P-11:30P 3P-11:30P 3P -11:30P
(\ 7A-3:30P T7A-3:30P T7A-3:30P 7A-3:30P 7A-3:30P
\ 3P-11:30P 3P-11:30P 3P-11:30P 3P-11:30P 3P - 11:30P
FULTON
COUNTY
E KRONOS | NCORWPORMELED 1h9 21

Example: an employee has a two-week schedule of alternating shifts:
1 One week: 7:00 a.m. 1 3:30 p.m., Monday i Friday
T Nextweek: 3:00p.m.7 11:30 p.m., Monday i Friday

Their manager can assign a schedule pattern template to them so that their schedule will
remain in place.

© 2019, Kronos Incorporated or a related company. All rights reserved. 22
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Assign a Schedule Pattern Template

Michael Martin would like to use a Pattern Template to assign a recurring schedule to three
employees.

1. Scroll down to view employees to be assigned a Schedule Pattern.

2. Click the checkbox next to the employee names to select Paul Chu, David Reyes, and
Harold Richards.

3. With your cursor over one of their names, right-click and select Schedule Pattern. The
Schedule Pattern dialog box appears.

4. Click the Pattern Template drop-down list at the top of the screen and select Day730 (Day
shift 7:30a start).

5. For the Start Date, click the calendar icon and select the first Sunday in the next schedule
period (highlighted in blue).

6. Verify that the End Date is Forever.

7. Verify that Define Pattern For is 1 Week(s).

8. Verify that the Override Other Patterns checkbox is selected.
9. Verify the Start Pattern On is set to Week 1.

10. Click Apply.

11. Click Save.

© 2019, Kronos Incorporated or a related company. All rights reserved. 23



Workforce Dimensions

Addi,BEdi ting and Deleting S

= & $HKRONOS Current Scheduse Qe a

Adams, Eliza

Senior Assocste

Adarrs, EXen

Adares, Gog

Aadarme, Moky

Adares, Ofa

|

Adares, Victor

Apshe, Sata 7.00 AM - 4:00 PM [9:00]

Edwards, Ryan
Chve, Pak

Dorwss, b

7400 AM - 400 PM [0 00K]

Ewards,

Edit a ihiD‘etIete al

E KRONOS | NCORIPIOWRMEIE D 19

To modify a schedule, Michael Martin can:

9 Add an ad hoc shift or use quick actions to add a pre-defined shift.

o For exampl e, Mi chael can add hours to an
hours are needed to fulfill a business need.

1 Edit existing shifts when changes are necessary.

o For example, Michael can change the end time if an employee agrees to stay
later than scheduled.

i Delete a shift.

o For exampl e, Mi chael can remove schedul ed
schedule if he or she is not needed on that day.
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Add, Edit and Delete Shifts
Michael needs to make some changes to the schedule for the upcoming schedule period.

Paul Chu will work an additional two hours on Wednesday of next week, and Michael must
change the end time of his shift.

1. Click the Timeframe link in the top right of the screen, scroll up and select Next Schedule
Period

2. Double-click Pa ul  @bednésday shift to open the Edit Shift panel.
3. Click the End Time field and type 6:00pm, then press Enter.

4. Click Apply.

5. Click Save

Notice that the shift end time has been changed to 6:00 PM on the schedule grid.

Justin Welch will work a shift on Thursday of next week and Michael must add this shift.

6. Scroll Down to view additional employees.
7. On Justin Wel cdiidk he Thoersday cdlwna to bpen the Add Shift panel.
8. Click the Start Time field type 7:00am, then press Enter.
9. Click the End Time field and type 12:00pm, then press Enter.
10. Click Apply.
11. Click Save
Notice that the shift has beenaddedt o0 Just i n We focThuisday.schedul e
[Continued on following page]
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Mi chael would | ike to dhmulsdayotneDaweed. d Reyesd shift o

12.0nDavi d Re,yighBclick misoTimursday shift, and then select Delete.
13. Click Save.
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When working on a schedule, Michael Martin can:

9 Use a quick action to override a regular shift with a paycode.

o For example, Michael can change a regular, productive shift to non-
productive training hours.

1 Add a paycode to part of a shift.

o For example, Michael can replace part of a shift with paycode hours when an
employee needs to leave early for a medical appointment.
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Use Quick Actions to Add Paycodes

Michael Martin would like to use Quick Actions to add training hours to the schedule for Paul
Chu and Harold Richards in the upcoming schedule period.

Click the Quick Actions icon at the top left of the screen to display the Quick Action options.
Click the Paycode button.
Select Training from the list.

The cursor changes to a black +. Click P a u |  Gbhadaled shift on Friday, scroll down,
andthenclickHar ol d Ri scheduted shifi an Friday.

Notice that their regular hours have been replaced with the Training paycode.
5. Click the Paycode Quick Action button again to turn off the function.
Click the Quick Actions icon again to close the menu.
7. Click Save.

P wnN PR

o
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Add a Paycode to Part of a Shift

David Reyes has an appointment next Tuesday morning and Michael needs to override part of
Davidés shift with the Absent paycode.

1. Click the Timeframe icon, scroll up, and then select Next Schedule Period.
2. Scroll down to locate David Reyes.
3. Right-click the shift for David Reyes on Tuesday.
4. Click the Add Paycode button.
5. Onthe Add Paycode panel, click the Paycode drop-down list and select Absent.
6. Verifythatthe Start TimeisDavi dds regul780AMst art ti me of
7. Click the Duration drop-down list and select Half Schedule Day.
8. Ensure that Override Shift is checked and that Partial Shift is enabled.
9. Deselect Create Open Shift.
10. Click Apply.
Notice that the firstpartofDavi d6s shi ft i s now shaded green (f
11. Click Save.
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1 Transfer employee hours to a different part of the business structure.

o For example, an employee who usually works as a cashier in Store A is
cross-trained to work at the distribution center. His time worked can be
allocated to the distribution center for accurate reporting and accounting.
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You can transfer a shift as you add it, or edit a shift after it has been scheduled to record the
transfer information.
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Schedule a Business Structure Transfer

An employee works in a different job on Tuesday morning. Michael would like to add a shift to
the schedule and apply a transfer to the employee

1. Double-click Hourly4 T e s terfpsy Tuesday column to open the
Edit Shift slider.

Click in the Start Time field and type 7:30am. Then press Enter.
Click in the End Time field and type 3:30pm. Then press Enter.
Click Transfer Employee.
Select the Add Business Structure link.
In Locations, click FULTON COUNTY.
In Locations, select FULTON COUNTY/102.
In Locations, select 1021.
In Jobs, select DIRECTOR ADMINISTRATION AND STAFF.
. Click OK.
. Click Apply to close the Transfer panel.

Notice that the Edit Shift panel shows that Hourly4 Test is now scheduled in
ADMINISTRATION AND STAFF for his shift.

12. Click Apply.
Notice the double arrovson Ho u r | y 4shiff thas ind&cate a transfer.
13. Click Save.

© XN O WDN
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Timekeeping

In this section, you will be reintroduced to common Timekeeping concepts you learned about in
previous training. After that, you will have an opportunity for hands-on practice to see how to
apply those concepts.

Scenario

The current pay perjsod is ab
along witfé Maghgehctheiitses
readying timecards f.or payro

E KRONOS | NCORIPIORMEILE D 19 33

While performing his daily managerial activities, Michael is also working to ready employee
timecards for payroll processing.
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Michael Martin can:
1 Add a missing punch by selecting a cell and entering the applicable time.

o For example, one of Michael s empl oyees f
Michael to ask him to add the missing punch.

1 Edit an existing punch by selecting a cell and making the applicable edits. Note that
when you edit a punch, a black triangle will appear in the cell to indicate an edit was
made.

o For example, Michael edits an out punch when an employee agrees last
minute to return to work for an extra hour.

1 Delete a row of data from the timecard by selecting the Delete icon.

o For example, hours were erroneously scheduled on a day the employee does
not work and popul ated a row on that empl
delete that row.

1 Delete a single punch by selecting the applicable punch and pressing Delete on your
keyboard.

o For example, an employee punched out by mistake and then returned to
work. Michael can delete that out punch.
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It is recommended that any time you edit a timecard, you add a comment in the cell that
contains the edit for record-keeping purposes. You can also add comments to exceptions and
punches, if appropriate. Comments can be edited and deleted.
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Add Punches and Comments to an Employeeds Timecar

Eliza Adams usually works from 7:00 AM to 4:.00 PM Monday-Friday. Over the weekend, she
realized that she did not punch out last Friday and let Michael know. Michael will need to access
her timecard to address the missing punch.

1. Click the Main Menu icon in the top left of the screen to open the Main Menu.

2. Click to expand the Time section of the main menu and select Employee Timecards.

3. Onthe Employee Timecards page, validate that you are viewing data for the Previous
Pay Period.

4. Single-clickEl i za Adameis 0 s

5. Locate Fr i d datedvghin the timecard and click the Out column with the missing punch
(red block).
Type 4p in the cell and then press Enter.

6
7. Click Save.

8. Right-click the updated Friday Out column and select Comments.

9. Click the Select a Comment drop-down list and scroll down bar to select Missed Punch.

10. Clickthe Typeanotesect i on. I n t hBmployeedosgetfo punthé wiok e B e
entered for you.

11. Click Apply.

12. Review your edits. Validate that the Comment icon is displayed in the edited cell.
Note the black triangle that indicates that the cell has been edited.

13. Click Save.

[Continued on following page]
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14,
15.
16.

17.

Click the bell icon to see remaining notifications.
Locate the notificationforEl1 i z a6 s mi andscick MapkuRear.h

To review a line item break down of the employe
click the Totals add-on at the bottom of the timecard.
The employeedbs hours are broken down by | ocatio

selected time period.

Note: Wages are only display if you have access rights to view wages.

After reviewing the totals, click the X in the top right of the Totals add-on to close the
section.
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Exceptions are generated in timecards scheduedt her e

hours. For example, if an employee is scheduled to work from 7:00 AM to 5:00 PM, but leaves
work at 4:30 PM, an exception may be generated.

As exceptions appear in employee timecards, a manager may be expected to resolve those
exceptions by marking the exceptions as reviewed, editing the punch, or adding or editing a
paycode.
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