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Kronos Overview

Kronos is a time and attendance system used to:
« Capture time in/out for work, apply pay rules and send information to Payroll for calculating
employees’ pay
* Track Paid time Off (PTO) balances (vacation, personal, holiday, winter break, etc.)
* Reduce payroll errors and paper flow, increase data accuracy
* Help with compliance, and save time through payroll process improvements

* Kronos is the system of record for employee’s worked hours.
e HRMS is the system of record for employee pay. This includes an employee’s earnings, Short-term
Disability (STD), Worker’s Compensation, PTO, etc.

Ideal computer browser and system requirements for using Kronos

Internet Explorer 11
Google Chrome 41+
Mozilla Firefox 35+
Apple Safari 7.x

NOTE: There are known issues when using this software with Microsoft Edge browser.

Windows 10

Windows 8 and 8.1 (64-Bit)
Windows 7 (32 & 64-Bit)
Macintosh 0SX 10.9 and 10.10

Adobe Flash Player - whatever the latest version that is supported by the browser
Java 1.8.0_45 - minimum, 1.8.0_92 - recommended (Java is not required for Bi-Weekly
Employee users)

NOTE: This software is not optimized for use on any mobile devices (iPhone, iPad, etc.)

Kronos will time-out 30 minutes after logging in. The user will see a prompt, asking whether they wish to
continue or log out.

The Dartmouth College Technical Support Document for Kronos is available online. It contains details
regarding possible Problems when Logging into Kronos, including:

e Security Errors

e Compatibility Mode

* Kronos Support
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Link to Technical Support Documents - http://www.dartmouth.edu/~control/training/index.html (scroll down
to Kronos Training Materials)

Employees with questions on how to use Kronos should contact either their Kronos approver or Finance
Center for guidance on how to proceed.

Accessing Kronos
To access Kronos, use the following URL: https://kronos.dartmouth.edu

To log-in must enter use your Dartmouth NetlD and password, then click ‘Continue’.

Dartmouth

= EXPLORE DARTMOUTH
-—

WEB AUTHENTICATION

| Need more help? Email help@dartmouth_edu or call 603-646-2999. Alumni should
call 603-646-3202 for help.

Lookup my NetlD
Where do I enter my password?

assword:

|

3/8/2016 13:56 (EST)

ENTER

o
g

g

5

g

s

When you are logging onto Kronos from a public computer, be sure to check the user name displayed. If the
computer had been used by someone else who didn’t log out completely, their credentials may still be in the
computer’s cache.

When you are ready to log-out of Kronos, click on the Sign Out link at the top of the Navigation Bar located
on the left side of your screen.
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& Kronos WORKFORCE CENTRAL(R)

KRONOS' ( Sonout

W Employee Self Service

My Timecard  ~

After logging out of Kronos, you will see the screen below. If you are using a shared computer, you should
also log-out of the Dartmouth Web Authentication system.

TJcirtnoush vieh Autberrkatn - Pegee Setys Todes @ 7

th Home | Sea jex Dartmouth
Dartmouth
Web Authentication

You have been logged out of the Dartmouth tigie syste:

completely exit your web browsgn

After you log-out of the Dartmouth Web Authentication system, you will see the screen below.

[[B]ortmouth Web ushentcaion B - W Pagee Sdetys Tedse e 7

ex Dartmouth
Dartmouth

Web Authentication N

Logout successful

Saving the Kronos link as a favorite does not work automatically since it uses an incorrect address. These
instructions will show you how to reassign the URL address to the correct location.

1. Click on URL:

2. Click on Add to Favorites.

Add to favorites

Bl  Favorites Feeds History

3. ‘Right-click’ on the new saved Favorite link.
4. Select Properties.
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General | Web Document | Security | Details  Previous Versions

Krc ﬁ‘ Kronos

https//b"onos.dartmouth.edu

5 Copythe above URL address into the URL section — — — — — — — 1 —

Shortcutkey: None

and then click on Apply

Visits Unkown

Changelcon I

- o

OK
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Dartmouth College Procedures and Expectations of Time Reporting for Hourly Staff
Employees?

All hourly employees are responsible for the following:

* An employee is required to accurately record all time worked through the approved timekeeping
system.

* An employee acknowledges that by swiping a clock or entering time using the web entry form, they
are attesting that the entry is accurate and correct and that any false entry or omission is grounds for
corrective action, up to and including termination of employment.

* An employee is required to follow their assigned work schedule unless changes are approved in
advance by their supervisor or unless there is an employment-related emergency that requires the
employee to work outside of that schedule. If an employment-related emergency necessitates that
an employee work prior to signing in or after signing out, the employee using a time clock must report
the time worked to their supervisor and approver (if they are not the same individual) within twenty-
four (24) hours or in all cases before the end of the workweek so that they can be paid for the time
worked. An employee using the web entry form must update their time record prior to the end of the
pay period.

« All employees who work more than 5 consecutive hours are expected to take a 30-minute meal
break. For non-exempt employees, the meal break will be unpaid. Non-exempt employees who wish
to work through their meal break must obtain advance authorization to do so from their supervisor.
Employees will be paid for all hours worked.

 An employee must not request or permit an unauthorized employee to report their time worked and
must not report time worked for another employee unless authorized to do so.

* An employee must not falsify or incorrectly report the time worked of another employee or instruct or
advise another employee to falsify or incorrectly report time. Any of these actions are grounds for
corrective action, up to and including termination.

* An employee who has knowledge of another employee’s falsification, incorrect, or improper recording
of time worked must report this information immediately to a supervisor, Human Resources or
Payroll. This call can be anonymous and the reporting employee will be protected from any
retaliation.

* An employee who has good faith knowledge that a supervisor or approver is violating any part of this
Policy must report it to the Compliance and Ethics Hotline by calling 888-497-0516 or filling out a
report on the Hotline website:

. This call can be
anonymous and the reporting employee will be protected from any retaliation.

* An employee must review any changes made to their recorded time in Kronos or on paper
timesheets. Paper timesheet must be signed by both the employee and their supervisor.

* An employee must notify their supervisor or the Department when they discover that an error has
been made on a time card that has been approved and/or signed off on. The employee and
supervisor must sign the completed correction form/paper time sheet, which is then submitted to
the Payroll Office for processing.

All supervisors are responsible for the following:
e Supervisors must ensure that employees are paid for all time worked.
e Supervisors may not falsify, alter, or incorrectly report time worked by an employee, or instruct or
advise an employee to do the same. Any of these actions are grounds for corrective action, up to and
including termination.

1 This information is adapted from its .
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Supervisors must encourage that an employee who has worked 5 consecutive hours has a meal
period free from any work responsibilities.

Supervisors must ensure that an employee who misses a meal period or whose meal period is
interrupted is paid for the meal period.

Supervisors must ensure that they review all timekeeping records and submit corrections for any
errors or omissions before they are submitted for payment or after payment, if necessary.

When an error is discovered that has been made on a time card that has been approved. The
employee and supervisor must sign the completed correction form/paper time sheet, which is then
submitted to Finance Center. The Finance Center corrects the Kronos time card. If the pay period has
been signed off by Payroll, the Finance Center will work with Payroll to correct the pay period.
Supervisors must discuss and document any changes to the timekeeping record created by an
employee and have the employee record their consent to the change. If the employee disputes the
accuracy of any time adjustments, for wage payment purposes the dispute must be resolved in favor
of the employee absent indisputable evidence that the adjusted time is correct. Under no
circumstances may an employee be paid for less time than they actually worked. Supervisors should
report disputes that are not resolved to Human Resources.

Supervisors must complete Employee Time Management training upon hire or promotion into a
management role and on a periodic basis thereafter, as required by Human Resources and Payroll.

All approvers are responsible for the following:

Approvers are expected to follow the standard reporting protocols to notify supervisors of recorded
employee time in advance of approving that time.

At least bi-weekly, approvers are expected to send reports of employee time to the appropriate
supervisor(s) for each employee in the approver’s area.

Approvers may not alter time worked by an employee without written authorization from the
employee's supervisor.

Approvers must ensure that they make any authorized adjustments to timekeeping records to correct
any errors or omissions before they are submitted for payment or after payment, if necessary.
Approvers may not falsify or incorrectly report times worked by an employee, or instruct or advise an
employee to do the same. Any of these actions are grounds for corrective action, up to and including
termination.

Approvers must follow up with Supervisors to ensure that proper documentation exists for any
changes to the timekeeping record created by an employee. In the absence of proper
documentation, Approvers should process the payment based on the record created by the
employee.

Approvers, who are not the supervisor, are not expected to use their role to address concerns about
the irregularities and/or errors in another employee's time records. Approvers should report those
concerns to management and process payments based on the records available to the Approver.
Approvers must complete Employee Time Management training upon hire or promotion into an
approver role and on a periodic basis thereafter, as required by Human Resources and Payroll.

The Finance Center staff will serve as a first point of contact for providing general assistance to employees
and Kronos system approvers.

As a unit, Finance Centers are responsible for the following;:

Periodically run reports (Weekly, Daily, Bi-Weekly) to audit exceptions in the areas of your
responsibility.
Contact Approvers if exceptions are found to work towards resolution.
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* Run, review and email reports to ensure all areas are approved by employees and approvers; contact
areas that are not completed.

e Assist departments with paper time sheets as needed.

e Submit all paper time sheets to Payroll.

* Ensure that all electronic time cards are approved prior to the payroll cutoff.

* Contact Payroll to alert them when electronic time cards have been approved by the Finance Center.

As a unit, the Payroll Office is responsible for the following;:

* Receive notification that timesheets have been approved.

e Sign off on areas of responsibility.

e Perform Historical Corrections in Kronos to correct previous signed off pay periods.

e Run import from Kronos to Oracle HRMS.

e If a correction is needed after the import from Kronos to Oracle HRMS but before Payroll has
finalized, Payroll will work with the Finance Center to be sure all corrections are entered into both
Kronos and HRMS.

e Run reports to ensure all hours have been imported from Kronos to Oracle HRMS.

* Run other reports and send appropriate reports to Finance Center.

e Complete payroll so checks run on time.

Employee Best Practices

Each day, enter exact time worked or Paid Time Off (PTO) used. If you do not enter daily, you must ensure
time is entered and saved before leaving work at the end of your scheduled hours at the end of the pay
period. All time worked must be entered by the end of the pay period (11:59pm Saturday).

If your scheduled time off coincides with the end of a pay period, enter your PTO time in advance.

Be sure to always click the Save n Button when you’ve completed entering your time. If you forget to
click the ‘save’ button, all the data entered will be lost. When a change has been made that needs to be
saved, the Save button will be orange, otherwise it will be greyed out.

Approver Best Practices

Leverage HyperFind queries for easy retrieval of employee groups.
Set expectations with each non-approving supervisor regarding:

o When (day of week and time) the supervisor wants their employee reports scheduled

o How supervisor will confirm that hours worked for each employee are accurate
Create and schedule reports to automatically send to all non-approving supervisors at least every pay
period.
Coordinate with secondary approver to alert them when you (as the primary approver) will be
unavailable and need the secondary approver to take on your role.
Review each employee timecard on the Monday morning following the end of a pay period. Facilitate any
changes needed and approve timecards by 12:00pm.
Maintain awareness of early payroll deadlines and communicate these expectations to employees and
supervisors.

Be sure to always click the Save Button n when you've completed entering your time. If you forget to
click the ‘save’ button, all the data entered will be lost.
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Navigation for Approvers

When you first log into Kronos, you are presented with the Dartmouth Approver Workspace. Navigation does
not change significantly from page to page. On any page you may see the following elements:

Toolbar: Each button has an action or a selection of actions. Click the buttons with the dropdown
indicator to view the actions available for that button. Selecting an action opens the workspace, such
as the Timecard workspace. Use the navigational arrows to rotate through the complete list of button
menus. Arrows open the first, last, previous, or next button menu. Selecting an item may complete a
task, open a dialog box, or display a message that assists you with the work.

L

(=]x Y | %% VY ‘ o [

Select All Column Filter Timekesping  Approvel Schedule j Refresh Share
Rows Selection

o Select All Rows - click this toggle button to select all rows displayed. Click again to deselect
all rows.

o Column Selection - Each Genie has a selected list of columns that are displayed. This toolbar
button allows you to deselect columns that you may not need. This is especially handy if you
need make the best use of your screen’s real estate. By removing columns you don’t need,
all the columns you want to see can be brought into view.

Y | o

‘-
Column Fiter  Timekeepin
Selection
Name i
Person ID

Primary Labor Account

< [€ € [€]

Pay Rule

Active Badge Number

<

Email Address

V| Schedule Group |

0 To bring this column back, just click on this button again and select the ones you
have deselect.

0 Note that these selections do not persist from one Kronos session to the next. Next
time you log into Kronos and access the Genie, all the columns of the Genie will be
selected.

o Filter - click this button to enable filters, which will display fields under the column headings
where filtering is possible.

0 With the DC IS Summary Genie open, for example, you can filter on Name, Person ID,
Pay Rule and/or Employee Group

My Genies

DC IS Summary * Loaded 9

Ex I+ ¥V |0 ¥
SelectAll  Column Filter Timekeeping  Approvel  Schedule

Rows Selection

Name - Person Primary Labor Pay Rule Active Badge Nu... Email Address Schedule User Name Employee
D Account Group Group

0 Typing in each of these filter boxes will reduce the list displayed in the Genie to what
you are looking for.
0 To turn off filters, just click on the Filter button again.
o Timekeeping - lists Timecard actions that can be performed on employees listed in the Genie
v

Add Punch
Delete Punch
Add Pay Code
Delete Pay Code

0 A dialogue will open allowing you to complete that task.
o Approval - lists Approval actions that can be performed on an employees listed in the Genie.
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v

3 Approvel  Scneoule

Approve Timecard

Remave Timecard Approval

o A dialogue box will pop aSKED§u¥QE_tQ.99L‘ﬂ£m the action you are taking. Click Yes or No.

X

Approve Timecard

©  Are you sure you want to Approve?

No Yes

o Schedule - list schedule actions that can be taken on one or more employees.
j.

Schedule

| Add Pay Code

Add Pattem

i Delete All Patterns
Lock Days

| Unlock Deys

! Add 10 Group

i Remove from Group

o Refresh - clicking this button will ensure that the Genie is displaying the most recent data for
the employees listed.

o Share - clicking this button allows you to Print, Export to Excel or Export to CSV (comma
delimited text file) all the data displayed in the Genie.

o =

Refresn Share

| Print
Export to Excel
Export to CSV

o GoTo - with 1 or more employees selected you can open a Widget or Workspace for the
selected employees. L
O | ox

Refrean Snare GoTo

~ Go to widget
Schedule Planner
Audits

Dartmouth Timecards
People Editor
Reports

» Go to workspace

= Go to workspace
Scheduling
Dartmouth Approver

o For example, with a group of employees selected, you can use the GoTo button to open
Dartmouth Timecards for the employees selected. There will be a drop down list and
navigation arrows in the upper left-hand corner of the Timecard widget that you can use to
navigate between selected employees.

* Available Genies: Dropdown list of Genies available from the open workspace.
My Genies

DC Reconcile Timecard «
DC 1S Summary
DC Worked Hours
QuickFind
DC Reconcile Timecard

Search Genie
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o QuickFind - This Genie is a way to quickly find an employee. With this Genie active, type in
the search box, using the asterisk (*) as a wildcard character to search for an employee on
their Name or ID.

My Genies

Ex Gk YV (e v. @ >

ame - 0

!

e Sort and Group- you can sort the data displayed in the Genie by any of the columns by clicking on
that column heading.

Name v |- Person
D

Phelps, Michael 6 Sort Ascending
Parker, Seth H Sort Descending
Mouser, Robert L Remove Sort
Linn 11, John M Group By this celumn
Knox, David S Remove from groups
o The Sort dropdown list allows you to sort ascending, descending, and remove the sort.
o Also available on this drop down list is the ability to group the displayed data by a selected
column or columns.
0 Asyou select columns to group by, the groupings are displayed. Allowing you change
the order of the groups, expand or collapse each group.
e Click the ='to collapse all groups.
e Click the = to expand all groups
* You can collapse and expand individual groups by clicking the triangle to the
left of the group.
0 To change the order of the groupings, click and drag the selected group before or
after another group.

My Genies £
DC IS Summary - (

E*x qi- vV o8 ¥
Select All Column Filter Timekeeping  Approvel Schedule

Rowe Selection

'f Primary Labor Account « X | | Pay Rule X I

Name Person Primary Labor - Pay Rule Active Badge
D Account

I~ Primary Labor Account: FOM/EL/-/CC-EL/GL~20~520~368000~433955~0000/6214/- (1)

bl Pgl Rule: FO&M Satf SunT (9)

1 FOM/EL/-/CC-EL/GL~20~520~-368 FO&M Sat6 Sun7 1

0 Click the X for each selected group to remove that grouping.

 Widgets: Workspaces are made up of widgets, which open as new tabs in which you can run specific
tasks. For example, you can open the ‘Reports’ widget in a new tab to run reports on the data you've
selected. Depending on the layout of the workspace, between one and seven widgets can be
displayed as New Tabs in your view.

o You can access Widgets from by clicking on them from the related items window on the right-
hand side of the screen or by using the GoTo button as described above.

e HyperFind Query: This drop-down menu allows the approver to choose from pre-selected groups of
employees for whom s/he is the approver (Public HyperFind Queries). To select a HyperFind Query
click on the drop down list that generally defaults to having “All Home” selected. The window will
refresh with a new list of employees based on the newly selected HyperFind Query.
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Emp Labor
LEVELf )i Employecs active ortermed ~
Empty Pr All Home L

Biometric Employee  Total

EmptyPrAll Home and Transferred-in

All Temps
Empty Pr

All Terminated Employees
Biweekly - All Active
Biweekly - All Worked

Biweekly - Regular

Empty Pr
Empty Pr
Empty Pr

Biweekly - Temps

Empry Pr
Employees with Asg Transfers
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All Home -
Ad Hoe
*Adv Admin-reg staff
*Adv Admin-reg steff v3
Accrual Balances
Active Kronos Users
MORE »

=| New..

Edit Ad Hoc.
712/20161:27
712/20161:27
712/20161:27
712/20161:27

TN2/20161.27

o The list of available Hyperlfind Queries is long é'rid”c;nly the first 4 are displayed when you
click on the drop down list. Click MORE to scroll through the entire list.

o

Each approver can create their own groups (personal HyperFind Queries - See *

" for instructions.) Some may choose to group employees by supervisor,
work-schedule (all 40-hour employees, all 37.5 hour employees, etc.), permanent employees,
temporary employees, whatever makes the most sense to the approver.

Available Genies

My Genies

DC Reconcile Timecard «

Ex i+ YV | Vv =)

Name ~  Unexcused  Missed In-Punch EarlyIn Latein Early Out

Time Period Current Pay Period G Show AlHome

Toolbar

e Out Unsched

Hours

2nd st

Timecard Exceptions

31 Shine

5 | Current Pay Period v (5@ (Autome -

People Ettor

= Audits

Approved Timecard
Dartmouth Timecards
Eetepees ey

[ Krones Onne Troing
Union Employees
Handbook

Reports

HyperFind Query

v
v [ Timekeeping Geni
v

Setup

Widgets

Click a column heading to sort the list
either ascending or descending by that

column

0 701.00

Note: Dartmouth College Kronos Time Approvers are called ‘Managers’ in the Kronos Time System. This does
not necessarily mean that the approver supervises the employees for whom s/he approves time.

Workspaces

To open other Workspaces click on the Workspaces Carousel in the upper right-hand corner of the screen.

@ Workspaces
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Click on the triangle to expand the carousel and scroll through the available Workspaces. Selecting a
Workspace will open it in a new tab within Kronos.

e Scheduling - perform scheduling tasks for the employees you have access to.
e Dartmouth Time Entry - you can use this workspace to manage your own timecard.
e Kronos Support - access online help for Kronos.

Approving Employee Timecards

Approving a timecard is an indication that the timecard is acceptable for payroll processing. Approvers may
have access to view and approve timecards for employees where they are not the primary approver. (Others
in your area may be designated as your 'back-up' approver).

Deadlines:

« All hourly-paid employees are expected to enter and save their own time before leaving work at the end
of their scheduled hours at the end of the pay period.

e Supervisors must notify the employee and the approver as early as possible, but no later than 10:30am
if there are corrections that must be made to the employee’s timecard. Supervisors need to give the
system approver enough time to have the updates approved in Kronos prior to 12 pm.

* All Approvers will have reviewed, contacted employees & their supervisors for revisions, and approved all
employees’ time by 12pm on Monday for the now closed prior pay period.

Primary Approvers will approve all time in the system for all of their employee’s assignments (primary,
secondary, tertiary, etc.).

1. On Monday morning, sign into Kronos.

2. Change the selected Genie to DC Reconcile Timecard.

3. If needed, change the Time Period to ‘Previous Pay Period’, which will show records of the two-week
Sunday through Saturday pay period and change the ‘Show’ menu to your approval group (typically a
HyperFind query you previously created) in the DC Reconcile Timecard screen. You may need to click
'Refresh' to update your listed employees.

My Genies - o] 3F

DC Reconcile Timecard = b Loaded 1429 | Previous Pay Period - | All Home - Edit

a. Inthe upper right-hand corner click on the Maximize & button. This will increase the size of the
open Genie to fit your browser completely which maximizes the amount of viewable real estate
as much as possible.

i. From a Maximized Genie, click the Minimize & button to return to the default view that
allows you to navigate to related content or another Workspace.
4. Click on the Select All Rows button to highlight all the employees in your approval group.

DC Reconcile Timecar
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5. With the employees selected, click on ‘Go To’ Navigator and select Dartmouth Timecards to open the
timecards for each employee. The GoTo Navigator provides a way to navigate between Widgets and
Workspaces while retaining your context and selected people.

Loaded 1429 | Previous Pay Period <[] AllHome ~| | Edt

o B |ex

Refreeh GoTe

Total Manager signed Totals
Hours Approval off ToDe
81.25 v
~ Go to widget
LED ¥ Schedule Planner
840 ¥ Audis
885  [Dartmouth Timecards
‘People Editor
80.0
Reports
81.0 v
» Go to workspace
720 v

Alternatively, select Dartmouth Timecards from the list of Widgets to open all the timecards in the
approval list. In either case, the selected timecard(s) will be opened in a second tab of the Kronos
application.

-+

People Editor
Audits

[___| Dartmouth Timecards

[ employees Handbook
\_/ Kronos Online Training
[
\_/ Reports

\_/ Timekeeping Genies
\_/ Setup

6. Approvers must review each employee’s timecard to ensure completeness and accuracy.
Approver Timecard Review Expectations:
1. Ensure that reports have been sent to every non-approving supervisor, showing all hours

recorded per employee for the previous pay period. The include the ‘Time
Detail’ report and the ‘Accruals Summary’ report.
. (See " for detailed instructions on how to create and send reports.)

2. Review each employee’s timecard to ensure completeness and accuracy. Specifically, what
the approver should look for are these details:
a. Total hours are accurate for the time period being approved. Supervisors should alert
Approvers in cases where overtime hours are allowed or expected. Verify that all
are applied correctly.
b. If a holiday was in the pay period being approved, the approver should review the
timecard for each employee who is benefits-eligible to verify that ‘Hol’ Pay Code was
used and the number of hours recorded (e.g., 7.5 or 8).
i. Note: If the employee also worked the holiday, they will need to have both:
1. Pay code ‘Hol’ and the number of hours in the ‘amount’ column and
2. Pay code ‘HolWrked’ (rather than Reg or OT) applied to the hours
worked (entered in the in/out time.)
¢. Missing in/out times (for ‘in’ time recorded, there should also be an ‘out’ time
recorded)
d. Missing records of time worked (no time reported) (i.e. if normal schedule is Monday
- Friday, be sure there is work or PTO time recorded for each of the five days.)
e. Time recorded should be correct for hours charged to multiple assignments
f. Review all Comments for any action needed.
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i. Hours needing to be charged to an override account must be completed by
the approver.

g. Overnight hours on the last date of the pay period must end at 11:59pm.

h. Use of Schedules is optional. If scheduling feature is chosen, approver will be
encouraged to make changes to employee's schedules as necessary; this can also be
completed by the Finance Center as agreed upon by both departmental leaders and
Finance Center representative.

3. Respond to supervisors when alerted to a question or concern about an employee’s recorded
time. If notified of a correction that is needed, the approver should:

a. Ensure that employee makes appropriate change and

b. Resend updated/revised timecard to supervisor

7. If you have questions about a particular timecard, simply double-click that employee’s name and it will
open their timecard for the specified timeframe. You should follow-up with the employee and their
supervisor with any questions as quickly as possible to allow time for resolution of any issues.

8. Once all corrections have been made, simply return to the DC Reconcile Timecard screen by closing the
Dartmouth Timecards tab and returning to the Dartmouth Approver tab.

[ # Dartmouth Approver I Dartmouth Timecards | * I

9. Now select all employees whose timecards you wish to approve by either:
a. Approve each timecard or
b. Highlight individually by holding the ‘Ctrl’ key and clicking on each name you wish to approve or
c. Click on the Select All Rows button from the toolbar if you wish to approve all the employees
visible on your screen (all at once).
[=]x
Select All
Rows

Use this (after you have verified the time worked by each
employee) when you are ready to approve all employees visible on
your screen.

10. After the employees are highlighted, click on the Approval button from the toolbar and select Approve
Timecard from the dropdown list. Click - Y& to the Approve Timecard dialogue box to confirm.

Approval Schedule

| Approve Timecsa - Where the ‘Approve Timecard’ action is located

Remove Timecard Approval

o
11. To verify that your approval has been recorded, click the === button in the toolbar. It will refresh your
view on the screen and you will see a ‘1’ recorded in the ‘Manager Approval’ column if you are the only
person to have approved this timecard. This number will increase for the number of times the timecard
has been approved and the “Managers Who Approved Timecard” column will list who those approvers

Manager Signed Totals Up Managers Who
Approval off To Date Approved Timecard
- v Gi
A
1 ' F
1 ' Fi

NOTE: ‘Total Hours’ is the reported total hours for which employees will be paid. It does not detail hours
worked, vacation or personal leave and all other paid hours reported (holiday, winter break, bereavement,
etc.) Approvers should look at the individual employee’s Timecard for details or use either the ‘Employee
Transactions & Totals’ report or the ‘Time Detail’ report.
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Time Period | Previous Pay Period (=]l Show allHome J(& »
My Genies =4
DC Reconci le Timecare d v Loaded 916 | Previous Pay Period =) (F] | AllHome - Edit \,
Ex i+ V|- v o B
- Coumn  Fn Timessspi sensaute Aern Sna
o Saction
Name Unexcused Missed In-P... Early In. Late In Early Out Late OQut Unsched 2nd Shift 3rd Shift Total Manager Signed Totals Up Managers Who
Absence Hours Hours. Approval off To Date ‘Approved Timecard
B - J 8125 1 v v F

This image shows a fully approved employee’s time for the pay
period. It was approved by the employee, the approver (Manager
Approval) and Payroll (Signed Off).

 The background color of a timecard will change when it is approved and again when it is signed-off.
o White Background - timecard has not been approved or signed-off

# My Dartmouth Time Entry

My Timecard

Date Pay Code Amount n om Transt
+ sunsn2
# X Monsns s.00aM 12000 119208130111
® x 12300 4300
LANES Tue 6/14 8:00AM 12:00PM )
# % 12300 4300
# X weasns s00am 12000
+ 12300M 430Pm <
# X uens s00am 12000
* x 12:30PM 4:30PM \L
®|® Fien7 s00am 12000
# % 12:300M 4300

R e T e N WLy S S S e

o Yellow Background - timecard has been approved

# My Dartmouth Time Entry
My Timecard

o Gray Background - timecard has been signed-off

oate Pay Code. Amourt Ll om Tranater

430PM
12000
ag
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A My Dartmouth Time Entry @
My Timecard
Date. Pay Code Amount In Out Transfer
Sun6n2
Mon 6/13 B:00aM 1200PM 179206131111
12:30PM 4:30PM
Tue6/14 8:00AM 1200PM
12:30PM 430PM
Wed 6715 800aM 1200PM
12:30PM 430PM
Thu6M6 800aM 12008M
123091 430PM
Fi6NT 8:00aM 1200PM
‘\WMMW
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Select one or more employees and Click on the ‘Audits’ widget. In this instance, the approver (written as

manager in this screen) has approved the employee’s timecard and Payroll has signed-off for the previous
pay period.
[Formoropeer ] ruaee Q. i e A e P A i ]

Category: Type of Edit:
Audits =] (a1

L
5/29/2016-6/27/2016,5 . [ = | 5| | All Home

B iy - 1ofs b 134820

Date Time

Amount Work Rule Override Comment Edit Date Edit Time user Data Source
6/25/2016 6/27/2016 916 (GMT -05:00) Esst.. | ] kronos-tstda.. | Timecard Editor
5/29/2016 -6/11/2016 Timecard Approval by

6/27/2016 :09 (GMT -05:00) East duonoststda.. | Group Edits

After timecards are signed-off, only Payroll or Finance Centers should contact employees to make
additional edits. These edits or changes will be addressed on a case-by-case basis. Payroll will
determine if there is sufficient time to make the adjustment in the pay period being processed.
Approvals and sign-offs are recorded in the Audits Widget.

If you previously approved some, but not all of the days in a specified timeframe, and you run the
approval process again, the remaining days will be approved.
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Each position held by an employee is automatically charged to chart string(s) according to their Labor
Schedule. (Questions regarding one’s Labor Schedule should be directed to the Finance Center.) In very rare
occasions, an employee’s time may need to be charged to a different chart string. If this occurs, the
employee must leave a ‘Comment’ for their approver to request an ‘override’ of the chart string and give the
approver the exact chart string to which that shift should be charged.

Process a Chart string override:
1. Comments can be reviewed on an employee’s timecard by hovering your cursor over the Comment icon

® to get the detaiITs on what h?urs to char%e to which chart strini.
A Dartmouth Approver Audits Dartmouth Timecards /%
Z
Timezara (

Date Pay Code Amount In out

Transfer Schedule

Sun 5/29

| F

x| Tuesa 723 X 16:00 E
0 ‘ Chart String Override [charge hours to: 20.708.268.340022.0000]
N LY VR WS4 23 PN

Alternitively, navigate to the Audits Widiet and select Comments from the Cateiori Dropdown list.
# Dartmouth Approver | Dartmouth Tmecards | Audits alx
Audits L

Comment Note

Mon 5/30 16:00 Punch [ b Chart String Override charge hours to: 20.708.368.340038.0000 [d72%32b; Man 6/27 9:38]

| TSV Pee—— T it ln e e e i

Dartmouth Timecards
b < BRI T A B D

o

pproe
imecard
Date Pay Code Amount In Out Transfer

+ Sun 5/29
#| (x| wons/0 723 h 16:00 . -
* | X Tuesm 723 : 16:00 " (S
* (x| wedsor 723 : 16:00
+ (x| Thus/o2 7-23 ) 16:00

2. Click on the drop-down arrow within the Transfer column for the exact date and time (shift) for which you
need to change a chart string.

W oartmouth Approver_] bartmouth Tmecords 1 | A i i A g e |

Dartmouth Timecards
v ¢ EAREE T R

v

b

Date Pay Code Amount in out Transfer

+ Sun5/29
# X Monsa0 723 N 1600 - -
+ (%] Tuesm 723 N 16:00 * | earch:
# X wedsm 723 N 16:00
# % Thuenz 723 N 16:00

When you are looking at a time card and an ‘In” and/or ‘Out’ punch has been edited by someone other than

the employee who entered the time, there will be a little gray triangle in the upper right-hand corner of the
cell that had been edited.
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3. The click on Search and the ‘Transfer’ box will open.

4. Click on the dropdown list for ‘Ledger Acqou_nt'.

Transfer
Name -
Lador Accoumt i
Work Rule
Labor Account
Add Labor Account
Major -
Qeganization
OQeganization -
Jobnet -
Jobcode -

— °
Clear Al

Ledger - - x
Account
Natural
Account
Open -

Cancel Apply

5. Start typing the chart string given by the employee into the Smart Search... box. Use the ‘~’ sign in place
of each period in the chart string, as shown below. Once the chart string you are looking for is displayed,

select it and click | Apply
Ledger
Account:

Natural
Account:

Pl

GL~20~708
GL~20-708~36.. PDC~PDC Flanni...

a. Alternatively you can use a wildcard character (asterisk *) in searching for the chart string. For
example, type *~708~* will return all chart strings with 708 in the string.

6. The ‘Transfer’ box will close. Click & in the employee’s timecard.

7. Verify that the chart string has been updated by Expanding the Total Section by clicking the Expansion
button =—=—, selecting ‘Daily’. The new chart string will be visible in the Account column.

Totals Accruals

Daily - | Al =

Account

(%) FOM/EL/-/CC-EL/GL~20~T08~368000~-369604~0000/6214/-
(%) FOM/EL/-/CC-EL/GL~20~-T08~368000--369604~0000/6214/-
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Note: If the chart string provided by the employee is not in your view, contact your Finance Center for
assistance.

Note: If overriding OT, please notify your finance center or payroll to ensure that it gets applied correctly.

Pay Code Abbreviation | Description

Bereavement Bereav Bereavement time

Civil Duty Civil Volunteer Fire Fighters, Volunteer EMTs, National Guard, Air Guard, etc.
Holiday Hol Holiday pay (when not worked)

Holiday Worked | HolWrked Used when working on a Holiday to receive holiday pay

Jury Duty Jury Jury Duty time

Military Leave Mil Military Leave for Reserves Active Duty or for deployment

Overtime oT Overtime (hours worked over 40/week)

Other Other To be used by instruction from the College (i.e. college closures, etc.)
Personal Time | Per Personal Leave for both fiscal and calendar year PTO accruals
Vacation Vac Vacation for both fiscal and calendar year PTO accruals

Winter Break Winter Brk Winter break taken

Employees who are unexpectedly out of the office at the end of the pay period can log-in to Kronos from any
computer with internet access and enter their hours prior to the end of the pay period (11:59pm Saturday).

If an employee is unable to log-in to Kronos:

1. Employee must contact their supervisor to let them know which hours need to be recorded in Kronos for
the previous pay period prior to the timecard deadline.

2. Supervisor will send an email to the time approver (cc'ing the employee).

3. Approver will enter the hours into Kronos and fill out an Exception Log for entries related to hours worked
only. This exception log must be signed by the employee upon their return to work

Note: Changes after the pay period has ended must follow the appropriate
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Timecard Corrections

Corrections must be made in Kronos by the employee. If the timecard has not yet been approved by the
Approver, Finance Center or Payroll, the employee need only correct the information by either deleting the
incorrect row of data or by clicking in each incorrect cell and making the correction.

To delete a row of data, simply click the button % on the left of the date for which you wish to remove the
data. This will not remove the date, simply the data previously entered on that line. Be sure to always click
the Save Button & when you've completed entering/changing data.

There is a very limited period of time between when the employee’s pay period ends (11:59pm Saturday)
and when the Payroll Office uses that data to create paychecks (typically Tuesday mornings). If a mistake is
noticed during that time, it may be possible to have it corrected prior to the employee’s paycheck being run.
The steps below must take place quickly.

1. If employee’s timecard has not yet been approved in this limited period of time, then employee
should make the change in their timecard and notify supervisor.

2. If achange is needed, but the employee cannot edit the timecard (due to approvals), the employee
should contact both their supervisor and approver to request the removal of the timecard
approval(s).

a. Once the approvals have been removed, the employee must open their timecard for the
previous pay period and make the correction.

b. After the correction has been made and saved, the employee must contact the supervisor
and approver to let them know the correction is completed, so the timecard can be
submitted to the Payroll Office for payment of wages.

Note: If the approver or finance center allows an employee to change their timecard after the supervisor’s
report was sent, then the approver or finance center should alert the supervisor of the change via email.

Corrections to an employee’s time and/or PTO time must be made in Kronos. If the pay period has passed,
the following steps must be followed:

1. An employee should contact their supervisor if a revision is necessary to a prior pay period.

2. The supervisor will coordinate with the Finance Center and the Payroll Dept. to have adjustments
made. The Finance Center or Department will prepare the Payroll Revised Timecard form and email
it to the employee to print, review, sign, and date.

3. The employee must then send the signed form back to Finance Center or directly to Payroll.

4. Finance Center routes the form to Payroll or Payroll receives the form directly from the Department.
Payroll makes the adjustment and the change is included in next pay period.

a. Prior to Kronos import to HRMS, Payroll will input the Historical Correction into Kronos, and
this input will be included in the Kronos import into HRMS.

b. If this occurs after the Kronos import into HRMS, Payroll will correct Kronos, and then Payroll
will manually make the correction in HRMS.

If a Historical Correction has been performed on a timecard, you will see a blue circle next to the date and
circle = tick mark in the upper right-hand corner of the timecard cell that has been changed. When you
hover your cursor over this tick mark a text bubble will display.
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v . of -
Approve Sign Off
mecard
Date Pay Code Amount In out Transfer In Out

+ [x/ sunio/08 9:00PM 10:00PM ;LIB/ACCSS/C3837/-/GL~20~684~368000~124001~0000/6262/- 10:01PM 12:01AM
+| (x| Mon10/09 7:00PM 10:00PM ;LIB/ACCSS/C3837/-/GL~20~684~368000~124001 ~0000/6262/-
+ (x| Tuer0/0 2:25PM 4:15PM ;CSVC/EDTEC/15083/-/GL~20~720~283027~111505~0000/6262/-
+ Wed 10/11
+ (x| Thulon2 e 9:00AM 10:00AM ;LIB/ACCSS/C3835/-/GL~20~684~368000~124001~0000/6262/-
] | (¢ 2:25PM 5:15AM ®  LIB/ACCSS/C3837/-/GL~20~684~368000~124001~0000/6262/-

Also, after a Historical Correction has been made and you are looking the at the Totals section of the Current
Pay Period’s Timecard, there will be a €» dropdown list indicating that the Totals include corrections. Use
this dropdown list to toggle between viewing All Totals, Corrections or No Corrections.

Totals  Accruals  Historical Corrections  Audits

al | [Accoumt - @ - Viewing AlTotels
Account Pay Code Amount Wages AllTotals
Corrections
(LIB/ACCSS/C3837//GL-20-564-368000~124001 -0000/6262/ Student Reg 130 1050
No Corections
(X)LIB/ACCSS/C3837/-/GL~20-664-368000~124001 ~0000/6262/- Totel Hours 130 §11050

HyperFind Queries

HyperFind Queries are sets of employees that are saved as a group to be used when reporting or viewing
employee groups. HyperFind queries can be created using different parameters. You may choose whichever
is most appropriate for you. Some of the most commonly created HyperFind queries might group employees
by department, supervisor, approver, employee status (full-time, part-time, or temporary) or chart
string/funding source.

Each approver is able to create, edit or delete personal HyperFind queries that are visible only to them.
There are also ‘public’ HyperFind queries, which are created, edited or deleted by the Dartmouth College
Kronos Administrator. Public HyperFind queries are not edit-able by anyone other than the Kronos
Administrator and not all ‘public’ HyperFind queries are used by all approvers.

From the DC Reconcile Timecard screen, click on ‘Setup’ from the Widget Pane (on far right).

& Dartmouth Approver

Time Period  current Pay Period ()i Shew Alrome & (=) . -+
My Genies I &
DC Reconcile Timecard ~ Loaded 1415 | Current Pay Period = All Home - Edit
[ 2 2
People Editor
Unesmed | Mascainpucn | Eaiy e Ewyow  Lmcow  Umsched  zasun  wsen Tl = St Tt Managers o [ wams
Absence Hours. Hours Approval off To ‘Approved Timecard
800 v Dartmouth Timecards
800 v Employees Handbook
v 720 v
Krono rainin
e z =] d
Union Employees
v e v Handbook
00 v
Reports
v v =
800 v [ rmekeeping Genies
P 5 800 v
[ setw
. " - - P e ;
PSP it R momanttmin, B gt i SN artn P, Ny SN P ER T Y b P,
o o 0 70100
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A Dartmouth Approver

Setup -

This will open the ‘Setup’ tab. 4 ) BacktoSetup

Click on ‘HyperFind Queries’. SETUP

Expand All | Collapse All

Commeon Setup -

This will open the ‘HyperFind Queries’ screen, which lists all of the HyperFind Queries that you have access
to, including public and personal queries.

e Click on'Mew

KRONOS ?rl g)thldemelsler

# Administration ~ ®

Time Period  Current Pay Period )& Show AlHome = & =h]
Setup - =k
* ck t Ip
Search ‘ Setup > Common Setup

HYPERFIND QUERIES Last Refreshed: 11:44am

New Refresh
Query Name = Visibility Description 2

Ac|  |Services Public Org group ACCSS

Accrual Balances Public Accruel Balances for personal, vacation and winter break

Active Kronos Users Public All people with an active workforce user account

All Employees active or termed Public All Employees in Kronos active, inactive, or termed

All Home Public This query finds all active People in my Employee Group and/or Organizational Group within

You will now be at the ‘HyperFind Query’ Setup screen below.
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KRONOS Carl ] Gildemeister
Ay Sign Out

® Administration ~ ®

Time Period  Current Pay Period =) Show AlHome > & (=)
Setup - Gk
€« Back to Setup
Search ‘ Setup > Common Setup
HYPERFIND QUERIES Last Refreshed: 11:46am
Save As Retum Refresh
Visibility  Ad Hoc = Query Name Ad Hoc Description
Select Conditions Assemble Query View SQL Test
Eiiten PRIMARY ACCOUNT A
=l General Information @ Include O Exclude people who meet this condition
Name or ID <
Summary =~ Major Organi.. Organization ~ Jobnet  Jobcode  Ledger Acco... Natural Acco... Open
Primary Account
Additional Information [[] Select all available entries for all labor levels
Person’s Dates iy o
B Timekeeper Major Organization
+/ Time Management Organization
+/ Biometrics
+ Scheduling Jobnet
¥
Accruals Jobcode
+/ User Information
+| Role - Timekeeper Ledger Account
+ Process Manager
Natural Account

As a best practice, each HyperFind query should be created using parameters. By using parameters rather
than individual names or IDs, an approver’s list will pre-populate new employees as they are added (into
those parameters) as these individuals are hired or terminated in the Dartmouth College system. If you
choose to create a HyperFind query using individual employees, you must remember to continually update
your group (manually) as employees are hired or terminated.

An approver will only have access to view employees in their approval area, but s/he can filter to exact
details they wish.

The most common parameters to use when building a HyperFind query are located in the white pane on the
left of the screen under Filters>General Information. The most frequently used will be:
 Name or ID: search by Name or ID
e Primary Account: search using Division, department, Jobnet or employee assignment number, union
crew, Chart String or natural class

To prevent seeing employees that have been terminated, make sure to also add the condition of "Employee
employed and working as of today". This option is found under the "Timekeeper" and then "Employment
Status" section of the filters on the left hand part of the screen.
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Filter EMPLOYMENT STATUS
=l General Information @ Include (O Exclude people who meet this condition
Name or ID
Primary Account Status:  Active =
Additional Information As of (® Today
Person’s Dates (O Specific Date 10/30/2017 =5

= Timekeeper
Hire Date
Employment Status
Employment Terms
Pay Rules
Device Groups
Badge Numbers

I+/ Time Management

|#| Biometrics

|#/ Scheduling

I#! Accruals

I#/ User Information

#/ Role - Timekeeper

I#! Process Manager Selected Conditions

Employee employed and working as of today
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In the example below, the approver is responsible for approving the employee’s timecards in the
Advancement division. The approver wants to build a HyperFind query that shows only the regular hourly
employees in a particular department within advancement (excluding any union or temporary employees).

1. The approver first filters to the Primary account in the white pane on the left of the screen
(Filters>General Information>Primary Account).

2. From the Primary Account Screen, the approver selects the ‘Major Organization’ tab on the right,
then clicks on search, then clicks on the division ‘ADV,Advancement’, then right arrow to bring it to
selected items section, and finally the ‘Add’ button to populate the HR Org Advancement into the

parameters.

Save Save As

Visibility | Ad Hoc -

Select Conditions
Filter
=1 General Information
Name or ID
Primary Account
Additional Information
Person's Dates
Timekeeper
Time Management
Biometrics
Scheduling
Accruals
User Information

R R R

Role - Timekeeper

Process Manager

Return

Assemble Query

Refresh

QueryName | Ad Hoc

View SQL Test
PRIMARY ACCOUNT
@ Include () Exclude people who meet this condition

Summary ~ Major Organi..  Organizatior  Jobnet
Wild Card Selection

Available ltems

A+and+S,Arts and Sciences

ADVAD Advancement Administration

ASAAS Arts + Sciences Administration and Support
CSV,Campus Services

Effective Date  As of today

Selected Cong tinns Add

Primary labor account matches ADV/*/*/*/*/*/* as of today

Description

Jobcode  Ledger Acco... Natural Acco. Open

Search

A >

>>

<<

Last Refreshed: 12:04pm

Note that ‘ADV’ has been
added to the criteria

Selected Items

ADV,Advancement

3. Next, click the tab next to ‘Organization’. There are many organizations this approver has to select

from, so they have chosen to do search for those with ‘adv’ in them.

The Search feature requires the use of a Wildcard when searching partial name or partial IDs.
In Kronos, the wildcard is the asterisk sign [*] and it should be entered in place of the
details of the word.

To search, type *adv* into the search box and click search | making certain to include an
asterisk at the start and the end, allowing for all possible options to be listed in the white box above.

Select Conditions Assemble Query View SQL Test

Filter PRIMARY ACCOUNT
. Gerieral lnformation @ Include O Exclude people who meet this condition
Name or ID s ‘ -
Summary  Major Organi.. = Organization ~ Jobnet .obcode  Ledger Acco... Natural Acco.. Open
Primary Account
Additional Information Wild Card Selection
Person’s Dates
Available ltems Selected Items
+| Timekeeper
+| Time Management *adv* Search
= Blomeaiics ADBO,Advancement Business Operations K ADVAD Advancement Administration
+| Schedulin
: ADCOM Advancement Communications
+ Accruals >>
ADV,Advancement
+| User Information
+| Role - Timekeeper ADVDN, Advising Deans, DMS S
#| Process Manager ADVNC, Geisel Advancement <<
Effective Date  As of today M
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4. The approver only wishes to see those employees in the ‘Advancement Administration’ department.
Click on ‘ADVAD, Advancement Administration’ to highlight the selection, then right arrow to bring it
to selected items section, then add button to add this parameter to the HyperFind query.

5. The approver now wishes to select the employees who are paid hourly (non-union, non-temporary).
Click the tab to the right of ‘Ledger Account’, then do wildcard search using *61, then select the
natural class ‘6163, SAL NONEXMPT STFF Non Union’, then click the right arrow to move it to
selected items, and finally click add button to add this parameter to the Hyperfind query. (shown

below).

PRIMARY ACCOUNT
@ Include (O Exclude people who meet this condition

Summary  Major Organi..  Organization  Jobnet  Jobcode  Ledger Acco..

Wild Card Selection
Available ltems
61* Search
6160,SAL NONEXMPT STFF REG Budget Only
6161,SAL NONEXMPT STFF REG 1.5 Overtime
6162,SAL NONEXMPT STFF REG 2.0 Overtime

6164,SAL NONEXMPT STFF REG Severance
6165,SAL NONEXMPT STFF REG Shift Differ

Effective Date  As of today tf

Selected Cond rnons Add

Natural Acco...

Open

Selected ltems

6163,SAL NONEXMPT STFF REG Non Union

>>

<<

6. This is the last parameter needed to limit the HyperFind query to all non-temporary, non-union
employees who work in Advancement Administration. Note all 3 parameters are now listed.

Selected Conditions Add

Primary labor account matches ADV/=/*/**/*/* as of today

Primary labor account matches ADV/ADVAD/=/*/M*/*/* as of today
Primary labor account matches ADV/ADVAD/*/*/*/6163/* as of today
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Before saving any newly-created HyperFind query, be sure to test the parameters. To test, simply click the
‘Test’ button.

Save Save As Retum Refresh
Visibility  Ad Hoe - Query Name Ad Hoe Description
Select Conditions Assemble Query View SOL Test

This will open a new window, showing the approver all employees who fit the parameters that were selected.

After you've verified your employee group is complete, click Save As:

Save Save As Return Refresh

For the visibility dropdown, select ‘Personal’, then enter a name and a description (clearing the ‘Ad Hoc’
Name and allowing you to enter the name you want).

Descriptions should be as clear as possible, so you can more easily know what parameters were used in
creating this group.

Save Save As Retumn Refresh

Visibility  Personal hd Query Name *Adv Admin-reg staff Description  All non-union, non-temp employees in the

TIP: The HyperFind Query list is always alphabetized. If you wish your Personal Groups to appear above the
Kronos Default Group Names (All Home, Kronos Managers, etc.), you may wish to begin your group’s name
with an asterisk [*], then the HyperFind query name as illustrated in this example.

Parameters to select within the ‘Primary Account’ Filter:

e Major Organization: list of Organization Names from the Human Resources System (HRMS), which may
also be called a ‘division’.

e Organization: list of Department Names from the Human Resources System (HRMS)

* Jobnet: Job Assignment number (non-student employees)

e Jobcode: ‘crew code’, which is only used for Union employees

e Ledger Account: Chart String account numbers (GL and/or PTAEO)

+ Natural Account: natural class humbers

e Open: unused at this time
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Follow the steps for ° " to get to the HyperFind Query Setup screen, then follow the
instructions below:
1. Filter to the Primary account in the white pane on the left of the screen (Filters>General
Information>Primary Account).
2. From the Primary Account Screen, select the ‘Ledger Account ’ tab on the far right.
3. The approver can choose to scroll thru all the options, search by keyword, or search for the account
number using an asterisk sign [*] entered in place of the details of the word or number. In the
example below, the approver searched using the Human Resources Chart String org of [*~567~*].

Visibility  Ad Hoc > Query Name Ad Hoc Description
Select Conditions Assemble Query View SQL Test
Fliter PRIMARY ACCOUNT

s Gertesal Informeatiom ® Include O Exclude people who meet this condition

Name or ID

Summary  Major Organi..  Organization ~ Jobnet  Jobcode = LedgerAcco.. = Natural Acco..  Open

Primary Account

Additional Information Wild Card Selection

Person’s Dates

Available ltems Selected ltems
+/ Timekeeper
+ Time Management *~567~* Search
& Biometrics GL~20~567~368000~768000~0000, Human Resources~Student Services Program Admin GL~20~567~368000~340020~0000,Human R
#+ Schedull
eReiutng GL~20~567~368000~768008~0000,Human Resources~Student Employment Office

+ Accruals >>
+| User Information
+ Role - Timekeeper
+/ Process Manager b

Effective Date | As of today b

4. Select your parameters (in this case, a particular Chart String) and click ‘Add’ to add this parameter
to your personalized hyperfind query.

5. Afteryou’ve included all the employees you wish to have in this HyperFind query, it should be
and

6. Once a HyperFind query has been created, use the back
arrow in Kronos to return to Reconcile Time Card.
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NOTE: If you choose to create a HyperFind query using individual employees, you must remember to
continually update your group (manually) as employees are hired or terminated. This approach is not
encouraged, but there are circumstances where it could be useful.

Follow the steps for ‘Create a HyperFind Query’ to get to the HyperFind Query Setup screen, then follow the
instructions below:
1. To create a new HyperFind query using specific employees in your approval area, click on
Filters>General Information>Name or ID, located in the white pane on the left of the screen.
HYPERFIND QUERIES

Save As Retumn Refresh
Visibility  Ad Hoc v Query Name Ad Hoc Description
Select Conditions Assemble Query View SQL Test
Filter NAME OR ID
M Genetal Information @ Include O Exclude people who meet this condition
Name or ID
Primary Account Searchby By Last Name -
Additional Information ~ Choose Specific People
Person’s Dates
Search for Selected It¢
Timekeeper
Time Management 5 Search
Biometrics
Scheduling

Accruals

User Information
Role - Timekeeper
Process Manager

Wl ] ) O b [ B
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The Search feature requires the use of a Wildcard when searching partial name or partial IDs. In Kronos, the
wildcard is the asterisk sign [*] and it should be entered in place of the details of the name. For example, if
the employee’s last name Johnson, you can enter: Johns* to see all names in your approval area that start
with ‘Johns’. You can then select the name you’d like by clicking on it.

NAME OR ID
® Include

Searchby By Last Name

= Choose Specific People
Search for

Johns*

Johnsaon, Aaren, FOO10FN
Johnson, Adam, FOTXM3
Johnson, Alexander, FODONOT
Johnson, Alexander, FOO1YDX
Johnson, Alexandra, 35990F

) Exclude people who meet this condition

Search

Selected Conditions

Once the correct employee name and ID is highlighted, then click on right arrow to add to selected
items, then add button to add parameter to the Hyperfind. This will add the employee to your
‘Selected Conditions’ list in the text box at the bottom of the screen, in addition to the default
conditions.

Update Delete

Last name is Johnson

3.

4.

After you've included all the employees you wish to have in this HyperFind query, it should be

and

Once a HyperFind query has been created, you can exit I # Dartmouth Approver | Setup 1 !
the Setup tab. Click on the I* in the upper right corner of Setup  ~
the Setup tab to Reconcile Time Card.

& Back to Setup

From the DC Reconcile Timecard screen, click on ‘Setup’ from the Widget Pane (on far right).

# Dartmouth Approver

Time Period Current Pay Period [-)i#  Show alHome x(& = >

My Genies

Eks] b4

DC Reconcile Timecard «

J 800

Losded 14:15 | Curent Pay Period = (Alitome <) [Edit

[ People ditor

[ audits

(] partmouth Timecards
[ employees Handbook

[ Kronos Outoe Teatios

Unsched
Hours Hours.

2nd shift Srd shift Total

a00
v 720
v 790

v 80

200

v 720

800

LR SRR N S R R SR
<
!
2

800

b P i gt gt b s in bt A g,
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A Dartmouth Approver

Setup =

This will open the ‘Setup’ tab.
Click on ‘HyperFind Queries’.

L Back to Setup

SETUP

Expand All | Collapse All

Common Setup

= HyperFind Queries
= Cuery Manager
= Ewvent Manager
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From the HyperFind Queries screen:
1. Select (click on) the personal HyperFind query that you'd like to edit.

2. Click = =

Setup ~

4 ) Backto Setup

Search| Setup » Common Setup

HYPERFIND QUERIES

New Duplicate Edit Delete Refresh

Query Name * Visibility Description
*Adv Admin - reg staff Personal &ll non-unien, non-temp employees in the Advancement Administration department
Access Services Public Qrg group ACCSS
Accrual Balances Public Accrual Balances for personal, vacation and winter break
Active Kronos Users Public All people wiith an active woridorce user account

All Emplayees ective or termed Public All Employees in Kranes active, inective, er termed

3. This will open the HyperFind Query Setup screen, where you can now make any changes you wish. (Refer
to section * " for how to build a query)
4. Make all changes, then Save your newly edited personal HyperFind query.

Note: If you click - #¥® | then you will be saving over the previous HyperFind query. If you intend to
clickon ' =2¥&As | 'yoy first need to change the Hyperfind query name and then click save as.

5. Once a HyperFind query has been edited, you can exit the Setup I A Dartmouth Approver I Setup % !
tab. Click on the !* in the upper right corner of the Setup tab to Setup -
Reconcile Time Card.

« Back to Setup

From the same HyperFind Queries setup screen above:
1. Select (click on) the personal HyperFind query that you'd like to delete.

2. Click =~ Delete

3. This will open a Workforce Central warning window.
4. Click ‘Yes'.

Confirm

© Areyou sure you want to delete?

No Yes

5. Once a HyperFind query has been deleted, you can exit the I A Dartmouth Approver | Setup Ix l
Setup tab. Click on the I* in the upper right corner of the —
Setup tab to Reconcile Time Card.

Setup -

-« Back to Setup

You can share personal HyperFinds that you have created. Kronos Admin is responsible for sharing any
HyperFinds with other Approvers. Please email with the names of the
HyperFinds and the people you would like to have access to them.

Document last updated: 03/15/2023 34| Page


mailto:Kronos.Admin@Dartmouth.edu

Dartmouth College
Kronos System Approver Instruction Manual

Using HyperFind Queries

You can change the Employee Group being viewed from the DC Reconcile Timecard screen, click the
dropdown arrow on the right side of the calendar = button. Only 5 HyperFinds are displayed in the main
list. Click “MORE” to view the rest of the list.

A Dartmouth Approver

Time Period  Previous Pay Period =J& Show AllHome > &

My Genies

DC Reconcile Timecard ~ Current Pay Period >l 5@ ~| [ Edit
Ad Hoc

iii+ ®L v *Adv Admin-reg staff =N

Column Timekeep o chved *Adv Admin-reg staff v3 GoTo

Accrual Balances
Name Unexcused  Missed In-P__ Earlyin Laten Early Out Late Out Unsched 2nd Shift 3rd Shift Total Manager Signed TotalsUp  Active Kronos Users
Absence Hours, Hours, Approval | Ay Employees active ortermed 4 MORE »
All Home =| New
All Home and Transferred-in Edit Ad Hoc
All Temps
All Terminated Employees
Biweekly - All Active
Biweekly - All Worked
Biweekly - Regular
Biweekly - Temps
Employees with Asg Transfers ~

e ‘All Home’ - This includes every employee for which you have access to see and approve.
o There are several Public defaults groups which may include employees outside of your approval
area. It is a best practice to create your own personal HyperFind query using the instructions in
e Ad Hoc - This group shows the most recently used group of employees that you have selected. It
changes with each function as you move throughout the system and can be useful when using a
selected group that you want to view only once and don’t wish to save.

Use your cursor to click the group you wish to view. The program will respond to your requested change and
show only those employees who are in this HyperFind query.

1. From the DC Reconcile Timecard screen (or any other Genie), click the dropdown list to the left of the
calendar =/ button to select a pre-set time period.

Current Pay Period - | (& - Edit
Previous Pay Period
Current Pay Period 0 E \‘:)
Next Pay Period efesn  Snee oo
Previous Schedule Period
anay Current Schedule Period als Up Managers Who
I8 next Schedule Period e oeeiimecn

Week to Date

Last Week

Yesterday

Today
Yesterday,Today,Tomorow
Yesterday plus 6 days
Last 30 days

2. You can create also limit your view to a range of dates of your choice by clicking on the calendar =
button.
3. A pop-up calendar box will prompt you to enter the exact range you are looking for and click ' Aeply

Current Py Period -

Select Dates

Start Date: | 1/01/2016

End Date: 06/27/5016
ager Signed Tote
off To

Cancel Apply

4. This specified date range will now be available in the dropdown list and will be what you see until you
change it.
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1/01/2016 - 6/27/2016,5 .| = | [
Previous Pay Period

<
| Next Sehedule Period -N;::
S
5. If for some reason, that requested change in dates did not work correctly, click the r=f==n button from the

toolbar.

Approvers work from a list of their employees to review time. For Approvers that are responsible for
approving more than one employee group, the employee list can be viewed two ways that are listed below.

From either of these views, managers can:
M Choose a task to perform on employee data.
M Navigate to other components, such as Timecards or Reports.

QuickFind is a search tool used to find specific employees by name or ID.
1. From the Dropdown list of My Genies, select QuickFind.

My Genies (

DC IS Summary *

DC IS Summary
DC Worked Hours v X
DC Reconcile Timecard

Search Genie

2. Enter the employee’s name or ID.
a. Use an asterisk (*) as a wildcard when entering only a partial name or ID.
3. If necessary, select a pre-set time period or a date range.

Loaded 15:42 | Week to Date -

Previous Pay Period
Current Pay Period

Next Pay Period

Previous Schedule Period
Current Schedule Period
Next Schedule Period
Week to Date

Last Week

Yesterday

Today

Yesterday,Today Tomorrow
Yesterday plus 6 days
Last 30 days

1/01/2016 - 6/27/2016, Selected range of dates

4, Click =<
My Genies: o
a 4 1l - Week 12 Date )
Ex Jie- V % v. @ g
me o PrimaryLbor
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5. Select the employee you wish to see from the results by double-clicking the name.
6. That employee’s timecard will then be displayed within the ‘QuickFind’ tab on the screen.

| # partmouth Approver | Dartmouth Tmecards ! *
Dartmouth Tmecards

. Employee’s Timecard is now displayed in
: the ‘QuickFind’ tab.

7301600

Use ‘All Home' to see all of your authorized areas, or select one of your created groups (see *

') from the HyperFind drop-down list. You will be able to select an individual employee or
several individual employees using this approach.

# Dartmouth Approver ©

Time Period | frevious Pay Period xJii Show AlHome = & =)

My Genies

DC Reconcile Timecard = Current Pay Period .= v | Edn

i+ o8- v B

Name. Unexcused  Missed In-P__ Early Latein Early Out Late owt Unsched 2nd Shift 30d St Total Manager Signed TowalsUp | Active Kronos Users
Absence Approval

All Employees active or termed »  MORE
AllHome | New

All Home and Transferred-in Edit Ad Hoc
AllTemps.

All Terminated Employees

Biweckdy - All Active

Biweekly - All Worked

Employees with Asg Transfers ~

1. Select the HyperFind query you'd like to use from the drop-down list.

2. Select the employee(s).

a. To select one employee, click on the employee row. You can use the Ctrl key to select additional
individual rows to create a selective group.

W Dartmouth Approver

Time Period Frevious Pay Perncd =/i2 Show alvome

My Genies

DG Recancile Timecard =

Ex ol V0% ¥ =]

Only the first and third employee lines are
selected

b. To select multiple adjacent employees, select the top row by holding down the Shift key. Then
select the bottom row to select those rows and all the rows in-between.

c. To select the full employee list, choose Select All from the Actions drop-down list or simply click
on the first name and drag your cursor to the last name.

A Dartmouth Approver ©

-
My( s

pch, Eile Timecard + Loaded 1415

¢
l‘
Bomey @ s <

Fite

Trows.

Name + Unexcu. Missedin-Punch  Earlyln  Lateln  EalyOuwt LmeOw Unsched 2ndShift  3rd
ence
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o
3. Select a time frame or specific date from the Time Period dropdown list. Click ref==n to update the period
of time you wish to see.

4. Click onthe = button to view or edit the time cards of selected employees. This will display the
Timecard Detail.
o [ S

Refresh Share Go To

~ Go to widget
Schedule Planner
Audits

Dartmouth Timecards
People Editor

Reports

» GO 10 workspace

o

If your data selections don’t appear, click refresn,

If you selected multiple records, you may scroll person to person by selecting each employee in turn from the
drop down list or by using the back or forward buttons.

1of3 P 134820

Reports
All information about an employee’s recorded time is stored in Kronos.

You first need to access the Reports workspace. This can be done in using either the Reports Genie (where
you can select from previously created HyperLink employee groups) or the Reports QuickLinks (where you
can individually select employees). Instructions for both options are below.

Option #1: Starting from DC Reconcile Timecard:

1. Select pre-defined employee groups from the HyperFind dropdown list (if you plan to use a pre-
defined employee group)

2. Click ‘Reports’ on the light blue Side Navigation Pane.
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\:’ People Editor

[ Audns

[__] partmouth Timecards
D Employees Handbook
\:’ Kronos Online Training
Sl
\:’ Reports

\:’ Timekeeping Genies

1. Select pre-defined employee groups from the HyperFind dropdown list (if you plan to use a pre-

defined employee group)

2. Usethe -« button from the toolbar and select Reports.

Manager Signed
Approval Off

Loaded 4:02PM | Previous Pay Period - |

L Jronmmasd

Biweekly - All Active

- Edit i
o B a-é

Refrean GoTo

- Go to widget
Dartmouth Timecards
People Editor

Rule Analysis
Schedule Planner
Audits

Dartmouth Schedule

A R SE A

Reports

» Go ko workspace

Whether you use the Reports Genie or the Reports QuickLinks, your screen will look like this after entering

the Reports workspace:
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Reports

+ Back to Reports
REPORTS
SELECT REPORTS CHECK REPORT STATUS
i Schedule Report

+ All

+

Accruals

Biometrics

+

+

Configuration

Data Collection

DetailGenie

+

+

Import

+

Other Reports

+

Roll-UpGenie

+ Scheduler

+

Statutory Reports
TeleTime IP

+

+

Timecard .

+

Working Time Directive

I
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Each report appears in one or more of the report categories.

1. Expand one of the report categories by clicking on the plus sign next to the category you want.

a. Toview reports listed in each category, click on the ‘+’ sign next
to the category name.

b. To get a description of a report, highlight the report name. The
criteria used in the report is displayed to the right.

c. Refine your report criteria by using the drop-downs shown. You
may run a report as many times as you like until your criteria is

REPORTS

SELECT REPORTS CHECK REPORT STATUS

[ toor | v § e | vt | St oo
Create Favorite Duplicate Favorite | Delete Favorite
a

— Al

Absent Employess

Account Accrual

just as you want it.

l & Dartmouth Finance Center ] Dartmouth Timecards
Reports  ~

] Reports

wlx

Accrual Balances and Projections
Accrual Detail

Accrual Summary

Actual vs. Schedule by Job

Actual vs. Schedule by Labor Account
Employee Hours by Job

Employee Hours by Job (Excel)
Employee Hours by Labor Account
Employes Hours by Labor Account (Excel)
Employee Transactions and Totals
Employes Transactions and Totals (Excel)

Exceptions

Fucention Summane A4

REPORTS

SELECT REPORTS CHECK REPORT STATUS

Actual vs. Schedule by Labor Account -
Actual vs. Schedule Summary by Labor Account with Chart

Auto-Resolved Exceptions

Badge Numbers

Bad Pay Rates Report

Biometric Enroliment Activity

Biometric Enroliment Detail

Biometric Enroliment Summary

Comments

il

Comments / Moves / Transfers

Comprehensive Audit Report (Spreadsheet Export
Dartmouth Time Detail (Excel)

Employee Hours by Job

Employee Hours by Job (Excel|

Emolovee Hours bv Labor Account
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DARTMOUTH TIME DETAIL (EXCEL)

The ‘people’ field automatically populates with the

Description Similar to seeded Time Detail (Excel) report but in and out punch columns were added and some &
People Previously Selected Employee(s) -

Time Period Current Pay Period -

Actual/Adjusted Show hours worked in this period plus historic edits and corrections made|

Output Format Microsoft Excel Document(xis) v

employees that you either individually highlighted on the
Reconcile Timecard screen or from the HyperFind query you
selected prior to clicking ‘Reports’.

For the Actuals/Adjusted parameter be sure to select to
include historical corrections.
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If there is a report that you intend to run (using a particular set of criteria) on a frequent but unscheduled
basis, you may want to use the ‘Create Favorite’ option. First, navigate to the Reports screen by selecting
‘Back to Reports’ or ‘Select Reports’.

1. With the report selected as above, click "ErstFavonte | Favorite |

FAVORITE REPORT
*Favorite Report Allen's Favorite Report

Author's Remarks  Things this report can do for me.

This Favorite Report is based on

Report  Dartmouth Time Detail (Excel)

Description Similar to seeded Time Detail (Excel) report but in and out punch columns were added and some summary sections were hidden.

 People * ALL DCOL - =

Time Period Current Pay Period v
Actual/Adjusted  Show hours worked in this period plus historic edits and corrections made for this period.

Output Format Microsoft Excel Document(xis) v

2. Give the Favorite Report a name, and if needed, add remarks to describe it.
3. Define parameters on how you want the report to run:
a. People: select a HyperFind to define which employees you want to be included in the report. You
can select a public HyperFind or one of your own personal HyperFinds.
i. You can click Edit to make changes to the currently selected HyperFind or click New to
create a new personal HyperFind.
b. Time Period: select which time or pay period you want the report to run for.
c. Actual/Adjusted: select whether you want to see either:
i. Hours worked in the period only or
ii. Hours worked in this period plus historic edits and corrections made for the period.
d. Output Format: Either Excel or PDF.

4. Once you have finished defining your Favorite Report, click .
5. Once you have created at least one favorite, it will be displayed at the top of the list of reports.

Reports  ~ }

REPORTS i’

SELECT REPORTS CHECK REPORT STATUS
L

— Favorites

Allen's Favorite Report
+ Al

+ Accruals

+ Biometrics

+ Configuration

+ Detall Genie

+ Other Reports

+ Rol-Up Genie

+ Scheduler

+ Statutory Reports
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Generating Reports

After you have selected your criteria, you are ready to generate your report. Click ISl
REPORTS

SELECT REPORTS CHECK REPORT STATUS

Rfresh
| [“Refresn [§ cmait || brint |
I

You will immediately be taken to the Check Report Status menu, where you will see the status of your report.

Periodically click Refresh Status to update the status so you know when it changes from ‘waiting’ >
‘updating’ = ‘running’ - ‘complete’.

REPORTS
SELECT REPORTS CHECK RE PD—Rtl' STATUS
Report Name Farmat Dateln ¥ Date Done Status Output User
Employee Transactions and Totals (Excel) pdf 9/29/2013 21:03 Waiting Screen User010

Note: if your report status changes to ‘failed’ and you are unable to resolve the error, please contact your
finance center for additional support.

When the report finishes processing, either Double-Click on the name of the report you wish to see or click

once to highlight the report, then click View Report.

e If you are trying to see a pdf report, it will open in a new tab of your browser. You can now review, save or
print the report. (You must have Adobe Acrobat Reader installed on your computer. Adobe Acrobat
Reader is free software that can be downloaded from ).

e If you are trying to see an excel report, you will be prompted to
allow the report to open in Microsoft Excel (see below). You
can choose to select either ‘Open’ or ‘Save’.

o If you click ‘Open’, your computer will launch Microsoft =) “Tj;: ﬁijgj;jj;jfw_zmkasheetj e
Excel and the report will automatically open. Fram: kronos-upg-ede.dartmouth.edu

o If you click ‘Save’, you will be prompted to select T T
where you want the file to be saved on your computer.

T

x|

Do you want to open or save this file?

Always ask before opening this type of file

i "~‘ While files from the Intemet can be useful. some files can potentially
\a harm pour computer. If you do not tust the source, do nat open o
B save this file. What's the risk?

If you choose to ‘delete’ a report from the list in Check Report
Status, it does not delete the actual report. It simply removes the
report from the history in that screen. Any scheduled reports will continue to run until you disable or delete

them in the
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Highlight a report by clicking on the row.

Report Name Format — wate'Jone Status Output User

Time Detail (Excel) pdf 10/03/2013 12:23 10/03/2013 12:23 Complete Screen User010

Time Detail (Excel) I pdf 10/03/2013 11:41 10/03/2013 11:42 Complete Screen User010

Time Detail pdf 10/02/2013 9:09 10/02/2013 9:10 Failed E-mail User010

Tirme Detail pdf 9/30/2013 16:45 9/30/2013 16:45 Complete Screen User010
REPORTS

Click on the delete button.

—

SELECT REPORTS CHECK REPORT STAT!

p—

Message received after clicking ‘Delete’

Report Name Format Date In Date Done
Time Detail {Excel) pdf 10/03/2013 12:23 10/03/2013 12:23 Complete .
Time Detail {Excel) pdf 10/03/2013 11:1 10/03/2013 11:42 Complete
Time Detail pdf 10/02/2013 3:09 10/02/2013 3:10 Failed \_‘.:) Are you sure you want to delete the selected repart?
Time Detail pdf 9/30/2013 16:45 9/30/2013 16:45 Complete

REPORTS
SELECT REPORTS CHECK REPORT STATUS
View Report Refresh Status
Repart MName Format Date In Date Done Status Output User

Time Detail (Excel) pdf 10/03/2013 12:23 10/03/2013 12:23 Complete Screen User010
Time Detail pdf 10/02/2013 9:09 10/02/2013 9:10 Failed E-mail Userl10
Time Detail pdf 9/30/2013 16:45 | 9/30/2013 16:45 Complete Screen User010

This report will no longer be listed in the ‘Check Report Status’ view.

Any report can be scheduled so that it is automatically generated
on a regular basis by using the ‘Schedule Report’ option.
Scheduled reports MUST be created using a HyperFind in order to
run correctly.

1. Select your report criteria.
pRIROIINY Schedule Report |
a.

be generated and to whom it should go).
b.

purpose of the report.
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DCReconcile Timecard ~ ~

)

Back to DC Reconci le Tirmecar d

Timecard | Schedule | People | Reports
REPORTS

SELECT REPORTS CHECK REPORT STATUS

I D i I
Create Favorite Duplicate Favorite | Delete Favorite

“|

Hewre bur | shor Arcannt (Eveal

You will be prompted to provide details (name of report, description, how often the report should

Provide as much detail as possible in the ‘Event Details’ so you remember the parameters and
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“SCHEDULE REPORT
Loaded: 21:16
Scheduled Events
Mame Uzer Status Schedule
Event Details Event Schedule j
*Hame Time Detail _FOM Employees SEhedusIvES Wieekly ¥

Description | Time Detail for previous pay period to be run Mondays at Sam. This report is emailed to “Humber of weeks between runs {1

supenisor and approver. *Day(s) Monday [ saturday
D Tuesday D Sunday
|| wednesday
0 . j
| | o

A few notes about Schedule Report ‘Event Output’ :

* Do not use the ‘Printer’ option. Kronos is not set up to run to Dartmouth College networked printers.
(To print a report, you must print it from the pdf or excel document you downloaded.)

 Email addresses must be entered correctly. As a best practice, use someone’s full email address
rather than nicknames. (ie. Use Robert.X.Jones@dartmouth.edu instead of
Bob.Jones@dartmouth.edu). An invalid email address will result in a 'failed' report.

e Avreport can be scheduled to be sent to more than one email address. Simply use a semicolon (;)
with a space after it before typing the next email address.

 When scheduling the start date and time, be sure to use only dates in the future and remember that
the time is assumed to be ‘a.m.” unless indicated otherwise. For example, if you'd like to schedule a
report for 4:30pm, type 1630 or 430pm into the ‘Time’ box. For 8:55am, type 855 or 855a into the
‘Time’ box.

e If you edit a previously scheduled report (add a recipient, change the name, etc.) you must change

the start date again to a date in the future.
SCHEDULE REPORT

timesheet.last_saved 12: 12
Scheduled Events

Mame Uszer Statuz Schedule
Time Detail (PDF) for FOM Employee Supervisors User0nid, Joe Enahled ‘Wieekly, Bedin:10/03/2013 §:55, Forever
Event Details Event Schedule
Schedule Type Weekly
*Hame Time Detail (PDF) for FOM Employes Supervisors

Deseription  Reporis time detail for FOM Employees in lastweek (Sun-Sat). Qutput in PDF piupberniueskeibatvaenivncig

*Dawls) Monday [ saturday
[ Tuesday (] sunday
D Wednesday
(] Thursday
D Friday T 1)
= The ‘Time’ box
vent Output
D Printer Mo Printers Available DO nOt use p rl nte rs I
E-Mail Rabert M. Jones@dartmalth edu; Joe A Userd@dartmouth edu rStart Date | 10032013 - Time 555
Example: person @company com; person2@company . com
*End Date *Time
Forever
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If you wish to see a list of all your Scheduled Reports: Iz x|
1. Click on Reports> Schedule Report. They will all be listed. e T L R R P GO i e G s
2. If you cannot recall the details or criteria used in a report, Languege: Englsh

highlight the report in question, then click ‘Properties’. ﬁ?ﬁﬁéﬁ“&i‘i‘!&ﬂﬁu“iﬂe

The pop-up box will give you the details for this report. Modifed Date: 108132013 1219

Last Manual Run: Hever
Error Text: Ho errors

You may choose to edit, disable or delete a scheduled report
whenever you need. Lok |
1. Highlight the correct report, make any changes you like,
then click BEETTW,
2. To disable or delete a scheduled report, simply highlight the correct report, then click either Disable or
Delete.
3. You can ‘run’ a scheduled report ‘on-demand’ by highlighting the correct report, then click Run.

Note: Standard reports are optimized for PDF format. If you choose to display in Microsoft Excel, the data
may not be properly formatted.

From the DC Reconcile Timecard screen, click ‘Reports’, located on the right-side navigation pane. This will
open the Reports tab. Click the Check Report Status tab to monitor the status of any report you've run. You
will see its status on the line. There are five possible statuses:

Waiting The report is queued for processing.
Updating The report is waiting for up-to-date totals.
Running The report is generating.

Complete The report generation has finished.

Failed An error occurred during report generation.

Periodically click Refresh Status to update the status. Any reports that have ‘failed’ should be investigated to
search for the reason.

NOTE: A scheduled report will fail if the email address is not a valid email address.

The reports to be sent to each non-approving supervisor include:
* ‘Time Detail’ report: One page per employee, has in-punch/out-punch information by date, with hour
totals; PTO pay codes are included, as well as administrative comments.
e ‘Accruals Summary’ report: Displays starting PTO balances, earned/credits, and used/debits, the
ending balance for each pay code in the selected timeframe. If a reset of the employee’s PTO time
has occurred, the date, day, and amount of the reset displays.
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