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Access Workforce Central

From the TU Portal pageclick the
Kronos link to access Workforce
Central

Banner - INB

DARS for Advisors

Effort Reporting System

Gartner Gateway

E~Print

Jobs@Temple

Knowledge Base

Organization Chart

OWLnet

Performance Development System
SIMS

Telecom Selff Service

Time Collection

TUhelp - Computer Services Help
Workflow
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€ Kronos WORKFORCE CENTRAL(R) - Windows Internet Exp S TE—
U@' |'g https://prd-kronos.erp.temple.edu/wfc/applications/suitenav/navigation.do v % I

<7 Favorites | 515 (@ Suggested Sites v 2| Get More Add-ons ¥

& Kronos WORKFORCE CENTRAL(R)

’ WORKFORCE CENTRAL® versin 6.0

LOG ON

EXPERTS AT IMPROVING THE PERFORMANCE
User Name

tud20792 _ Enter User Name  oF peopLE AND BUSINESS
Password
Bé=mmmmmmm Enter Password

A TEMPLE

= | UNIVERSITY




Access Employee
Records

From the My Genies List,
select Reconcile or IS
Summary

The list of Genies available unde
the My Genies Tab will vary bas
on the role of the user accessing
Workforce Central
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General

My Geniesf)

Timekeeping

+ Group Edt Resuls

+ Tnoox

# Reports

+ Renorts - Advanced
# Transaction Assistant
+ Actans

+ fidEdtor

My Links

Gt S
+ Pay Period Clse Shudents

+ Inactve and Terminated

+ Shift Start

+ hit Cose

+ (uickFing

Goamgy > (E———

+ SchedlREaTor

+ Employee Information

+ Testing Salary Non Exempt

+ Testing Salary Non-Exempt Hrs
+ TUPay Perod Close

+ Pay Period Clge

# Hiomeic Status

+ TU Work & Ansence Stmmary
+ Toke Amount Enfry

+ Shift Buider Result

+ HR Kronos Tipof the Day
+ Temple bR Krongs Information
+ Mul-positon Tmestamp

Record Retention

+ Vlorkforee Record Manager
+ Record Locator

+ Retention Poices

+ Limited Policy Monitor

+ Lmited Policy Reslts

My Genies®

’=‘

+ Pay Period Close Students

+ Inactive and Terminated
+ Shift Start

+ 5Shift Close

ooy q—
y itar

+ Employes Information




E-maill —=»
Print —=»

listed

Fitter Column
Export to Excel
Export to CSW

Actions * Punch~ A

Ballasy, Lucas J

"Labenberg, Wiliam Z

<

Bowie, Tatiana N

Dzenis, Brian M
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Click Action/Select All tc
highlight the employees

in the Genie

or

old down the

lick on individual
ecords

C
Select Employee Recort

Timecard | Schedule | People | Reports | More ¥

RECONCILE TIMECARD

Last Refreshed: 8:47AM

Show [A1Home

-]z

Time Period |Y95terdﬂv

E-mail =»

edule ¥ Approvals > Person ¥ Attendance v Leave ™

Missed
Punch

Early In

Late In

Early Out

Late Out

Unsched
Hours

Totals Up
To Date

Print —=

Fitter Column »
Export to Excel
Exportto CSV
Fichera, Angelo
Gauss, Kyle
Hercus, Sean R

Hercus, Sean R
Hutelmyer, John
Kane, Sheila A
Krotzer, Samantha
Labenberg, Wiliam Z
Lee, Jessica
Mcgoldrick, Justin R
McKenna, Daniel J
Miess, Danielle C
Miller, Lee

Moore, Braland M
Nguyen, Ashley M
Offor, Jasmine N
Owen, Zachary H

L O O O S NN

Petroz

— | RECONCILE TIMECARD
W Last Refreshed: B47AM

CTRL> key and left

Parme
Petrila Timecard | Schedule | Peaple | Reports | Mare ¥

sow | Altone

¥

Time Period ‘\"ESWEY

A

< Home

Actions ¥ Punch* Amount™ Accruals ¥ Schedule ¥ Approvals ¥ Person v Attendance ¥ Leave ¥

Hame

1/

Unexcused
Absence

lissed
Punch

Earyn

Latein

Eary Out

Late Out

Unsched
Hours

Totals Up
ToDate

Ballasy, Lucas J
Bowie, Tatiana N

Dzenis, Brian M

Fichera, Angelo
Gauss, Kyle
Hercus, Sean R
Hercus, Sean R
Huteimyer, John
Kang, Shela A
Kratzer, Samantha
Labenberg, Wiliam 2
Leg, Jessica

Femandez, Joshua D

<

L Y T



Access Employee Timecard

Click Timecard in the upper
left hand corner to access the
empl oyeesd ti mecard
L —

hedule | People | Reports | More =

RECONCILE TIMECARD

Lazt Refreshed: 11:06AM

or

Actions * Punch* Amou

Rightclick in

the workspace

Name 14 .
and click

Ballasy, Lucas J

Bowie, Tatiana N

Timecard

Dzenis

E-mail —=»

Add Punch —=p
Add Amount —»
Approve
SR
Timecard —p
S
People —=»
Reports —=»

Fernan
Ficherg
Gauss

Labenh

Lee, Jg

Multijpb manager view

4/12/2011

Timecard | < Home
RECONCILE TIMECARD
sow  |Albone | i |
Last Refreshed: B:4TAM
Time Period “r’esterday M | m
Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Schedule ¥ Approvals ¥ Person ¥ Attendance ¥ Leave ¥
Name 1 Um:i:“ ';ﬁ:: Earih L Eary Out Lals 0ut U:zi“r:d T;’;“;atue"
Ballasy, Lucas | v
Bowie, Tatiana N v
Dzenis, Brian v
Fernandez, Joshua D v
Fichera, Angelo v
Gauss, Kyle v
Hercus, Sean R v
Hercus, Sean R v
Hutelmyer, John v
Kane, Sheila A v
Krotzer, Samantha v
Labenberg, Wiliam 2 v
;BE Timecard ‘ Schedule | Penp\el Kepurtsl Mora ¥ < Home
14
- RECONCILE TIMECARD N rrven ol e |
e Last Refreshed: S:47AM
1 Time Period “r’esterday M ‘ m
Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Schedule ¥ Approvals ¥ Person ¥ Attendance ¥ Leave ¥
Name 1 u;zg::u ';ﬁf: Earlyln Late Early Out Late Out Ua’;ﬁ“r:d Tf;‘“;?e"
Ballasy, Lucas | v
Bowie, Tatiana N v
Dzenis, Brian M v
Fernandez, Joshua D v
Fichera, Angelo v
Gauss, Kyle Emal -3 v
Hercus, Sean R Add Punch = v
Hercus, Sean R Add Amount = v
Hutelmyer, John Approve v
Kane, Sheila A v
Krotzer, Sar ﬂﬂ‘\ v
Labenberg, Timecard = v
Py Sehedule = v
Megoldrick, Justin R People = v
MeKenna, Daniel J Reports = v
Miess, Danieli C Wultiob manager view v




A

Add Punch

. - * Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Reports ¥ Leave ¥
Click the In or Out Cell for
Dat Pay Code Qut

the day where a punch is tc
be added

Enter the punch time in one
of the acceptable formats

7:30, 730a, or 730

(the punch time will default to
AM if P or PM is not specified)

A

A

Click

Timecard | Schedule | People | Reports | More =

“TIMECARD

Last Calculated: 9:29AM

Name & ID IT&st, User 2181

Time Period | Current Pay Period v |

e Amount In Transfer
[ | Sat 4/09 - -
[ | Sun 410 - -
¢ | Mon 4711 - 7:58AM ~ | 5:03PM
[ | Tue 4/12 - 7:57AM v | S:01PM
[ | Wed 4/13 - 8:00AM * | 5:00PM
B B mud - 7:55AM ~ | S:03PM
CIEIGREE - — > -
[ | Sat 4116 - -

—

EditPunch

Click the cell thatontains
the punch to edit

Type over the punch time
with the updated punch
time

For a missedPunch click
in the cell and enter the
punch time

Click
—

4/12/2011

0

Timecard | Schedula | Peaple | Reports | More ™

TIMECARD
Last Saved: :34AM

Name & ID ITest, User 8181

Time Period | Current Pay Period - |

—(h * Amount ¥ Accruals * Comment ¥ Approvals ¥ Reports ¥ Leave ¥

[ate Pay Code Amount In Transfer Ot
Sat 4/09 - -
Sun 410 - -
Mon 4111 - 75840 w | 5:03PM
Tue 412 - T5TAN * | S:01PM

Wed 413 hd 8:00AM
Thu 414 -
Fri4M3 -
Sat 416 -

ooooo0o0
CCCCEEGE




A

Delete Punch

Click the cell that
contains the punch to

be deleted

Press the <Delete>
key or <Backspace>

key

Click =579
C—

4/12/2011

Timecard | Schedule | People | Reports

TIMECARD

Loaded: S:424M

Mora -

Name & 1D ITast, User

8181

Time Period |Current Pay Period

m |A-|:I:i|:|-n5" Punch * Amount * Accruals * Comment * Approvals * Reports * Leave

Date

Pay Code

Amount

In

Transfer

Qut

CECEGCEEE0

Sat 4109
Sun 410
Mon 4/11
Tue 412
Wed 413
Thu 414
Fri 4/15

Sat 418

T:38AM
T:5TAM

» | 303PM
- | 301PM

Timecard | Schedule | People | Reports | More =

TIMECARD

Loaded: 9:424M

Hame & ID ITe.st, U=er

8181

Time Period |Current Pay Period

D =

h * Amount * Accruals * Comment ¥ Approvals * Reports * Leave ¥

CECCOEEE

Thu 414
Fri 4/15
Sat 418

& Pay Code Amount In Transfer Ot
Sat 409 -
Sun 410 -
Mon 411 T:58AM | 5:03PM
Tue 412 T-57AM + | 5:01PN
Wed 4/13 &:004K | 5:00PH




Pay Codd=dit

A

Click the Pay Code cell
for the applicable day

Click the dropdown
arrow in the pay code

cell

Select the Pay Code
from the dropdown list

Enter the amount

Click ==
C—

4/12/2011

Timecard | Schedule | People | Reports

“TIMECARD

Last Calculated: 9:49AM

More «

Hame & ID IT&st, User

Time Period | Current Pay Period

Timecard | Schedule | People | Reports | More

*“TIMECARD

Last Calculated: 9:51AM

Name & ID IT&st, User

m |A.|:I:inrt5" Punch * Amount * Accruals * Comment * Approvals * Reports * Leave ¥
Date Pay Code Amount In Transfer Qut

B Sat 4/09 -

B Sun 410 -

B B |Mon 411 v

B Tue 4112 SDP - T:5TAM 5:01PM

B Wed 4/13 gr:pen . 2:00AM 5:00PM

B Thu 4/14 Unexcused Abs T:55AM S:00PK

B Fri 4115 UNI - Uniform A 2:00AM 5:00PM

B B sat4ns UNIVERSITY 'r‘;—l

B8 swnar  Cvac Erj

B &Aoo ez - o

B B Tuess

Time Period |I:urrent Pay Period

h * Amount ¥ Accruals * Comment * Approvals * Reports ¥ Leave ¥

= Pay Code Amount In Transfer Out
B Sat 4/09 -

[ | Sun 4/10 -

B2 A [mon 211 VAC - 80 E—

a Tue 4/12 - T:5TAM 5:01PM
a8 Wed 4/13 - :00AM 5:00PM
B B T - T:55AM 5:00PM
[ x| Fri4/15 - 8:00AM 5:00PM
[« | Sat 4/16 -




Timecard | Schedule | People | Reports | More =

TIMECARD

Last Saved: 10:2TAM

Add Comment Punch

Hame & ID IT&st, User

8181

r -
[éj Add Comment

A Right Click the cell where the Time Period | Current Pay Period -
A CO'mment Is to be added | Actions * Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Reports ¥ Leave ¥

Click Add Coml_nent [Ciate Pay Code Amount In Transfer Out
A Select the applicable comment |E3 B sat 409 - -

from the dropdown list B Sun 4/10 - v
A Type additional text in the note: | B3 B Mon 411 M T:56AM - | 5:02PM

field (optional) [ | Tue 4/12 - T:57TAM - | S:01PM
A Click m B Wed 413 - 2:004M - | 5:00PM
A Click ‘ 8 8 muans i FESAN - (T, 50 comment. )| (m—

e
N J a8 Fri 4/15 - 8:00AM \”my ~ | S:00PM
Edit Punch...
[ | Sat 4116 -

imecard | Schedule | People | Reports | More

TIMECARD

Comments
Saturday Night Shift =

Date Comment

Sent home without pay Hame & 1D ITest, User 8181

Sent home with pay Last Saved: 10:30AM ) ) .

Shilk Dilf for Radio Assignment Time Period | Current Pay Period -

S Lonliiil el * Amount ¥ Accruals * Comment * Approvals * Reports ¥ Leave *

Slice RU Punch Delete X

Special Detail - CS8 4 Date Pay Code Amount In Transfer Qut

Sunday Might Shift b | Sat 4/09 - -

Surveillance detail - CS3 = Sun 440 - -

Hote Mon 4/11 - 7:56AM - | 5:02PM

This is a free form text field to expand on Tue 4112 - T:5TAM = | 01PM

the comment selected| N | Wed 4513 o . - | 5:00PM

3| Thu 4114 - < 75540 B = . .
n FriddME - Z-nnA R - | C-NNOE
TOTALS & SCHEDULE | ACCRUALS | AUDITS | MOVED AMOUNTS | COMMERNTS

| Mote

Thu 4/14 Sick Replacement

‘m

4/12/2011

This iz a free form text field to expand on the comment

selected [tud20792; 4182011 10:27TAM]

10




Add Comment Pay Code

A Right Click the amount cell
where the comment is to be
added

Click Add Comment

Type additional text in the note:
field

A
A
A Select the applicable comment
A
A

from the dropdown list

click 8
Click )

Add Comment — -

Comments

Did not report for waork B
Early out - no lunch break

Emergency incident - holdover - C35
Emergency Personal —
Emergency recall - mobilization - C23
Emergency Vacation

Employee Suspended

Excused absence - inclement weather
Excused Lateness ﬂ

Note
This is a free form text field to expand on
the comment selected

Timecard | Schedule | People | Reports | More «

TIMECARD

Last Saved: 10:37AM

Hame & 1D IT&st, User

8181

Time Period | Current Pay Period

Timecard | Schedule | People | Reports | More ¥

TIMECARD
Last Saved: 10:42AM

Name & 1D IT&st, User

| Actions ¥ Punch * Amount ¥ Accruals * Comment ¥ Approvals ¥ Reports ¥ Leave ¥
Date Pay Code Amount In Transfer Ot

B Sat 4/09 - -

B Sun 410 - -

B B won 411 VAC ~ |80 (ﬁmmment“ F v

[ | Tue 4/12 - W ~ | S:01PM
[ x | Wed 4/13 - ToTAM v | 5:00PM
[ | Thu 4/14 - 7:55AM v | S:00PM
[ | Fri4/15 - 8:00AM v | 5:00PM
[ | Sat 4116 - -

3181

Time Period | Current Pay Period

—h * Amount ¥ Accruals ¥ Comment * Approvals * Reports * Leave ¥

Date Pay Code Amount In Transfer Out
B Sat 4/09 v v
B Sun 4/10 v v
B B JMon 411 VAC G 80 B & -
B B uesnz v 7.57AM v | 01PN
B2 B} wed 413 v 8:00AM v | 5:00PN
B B g - 7:55AM v | S:00PM
a Fri 415 v :00AM v | 5:00PM
B Sat 4/16 v v




Delete Comment

A

o B0 Do Do

Click the Comments tab at the
bottom of the screen to displa
comments

Right Click the comment to be
deleted

Or choose Comment > Delete
Comment from the menu bar

Clle Yas ‘

Click :

Timecard | Schedule | People | Reports | More ™

TIMECARD

Name & ID IT&st, User 8181
Last Saved: 10:424M
Time Period |I:urrent Pay Period hd
m | Actions * Punch * Amount * Accruals ¥ Comment * Approvals * Reports ¥ Leave ¥
Date Pay Code Amount In Transfer Cut
B Sat 409 - v
B Sun 410 - v
B | EA Mon 4111 VAC v a0 8 -
B Tue 412 - 7:5TAM v | S:01PM
BN . 1 ___ __ _ _
TOTALS & SCHEDULE | ACCRUALS | AUDITS | MOVED AMOUNTS | COMMENTS
Date Comment
Mon 4/11 Emergency Vacation

—
& Delete Comment. .
Add'Mote”

4/12/2011

Timecard | Schedule | People | Reports | More *

TIMECARD

Last Saved: 10:42AM

Name & ID ITest, User |51a1

Time Period | Current Pay Period -

@_’I' Amount * Accruals * | Comment |;l’q|n[|nr\n‘|||'iisv Reports * Leave ™

Pay Code Amount 3 Tranzfer Out
] Cat 4/09 - | Delete Comment h -
B Sun 4/10 - Add Note —=» -
Ed EA |Mon 4i11 VAC - 80 @ Delete Note =3 -
[ | Tue 4/12 - 7:5TAM v | 5:01PM
[ x | Wed 4/13 - 8:00AM v | 5:00PM
[ | Thu 4/14 - 7:55AM v | 5:00PM
[ x | Fri 415 - 8:00AM v | 5:00PM
B Sat 4116 - -

12



Cancel Meal Deduct Timecard | Schedule | People | Reports | More
TMECARD Name 810  |Test, U 8181
H H dame &3l USer
A Double Click either the In puUNC| | ..t caiculsted: 11:03AM |
or Out Punch cell for the day tc T—— m——= ——— hd
have the meal deduct cancelle| |emms . &) Bt Punch .
A Click the dropdown arrow on vad | bt [T
. . al (=3
the Cancel Deduction field ) Sat 4109
A Scroll to the bottom of the list | |3 EA sun 410 || Tme (Amm)  [7:554M
and select All B3 B won 4111 | RoundedTime  [4/14/2011 8:00AM GNT-04:00
A Click T3 B | Tue 412 |
[ - Time Zone | (GMT -05:00) Eastern Time (USA; Canada) -
A Click . B8 wedan3 |
B Thu 4714 Override |In Punch v| |
[ | Fri 4/15
The Cancel Deduction will be indicated B Sat 4116 Cancel Deduction | <None= -
a red punch cell and a tool tip when the a Sun 4417 OFM 30 MIN Meal Deduct |
mouse is placed over the punch - I OFM 30 MIN PT Meal Deduct
a8 il Exception OFM 30 MIN Student Meal Deduct
[ x | Tue 4/19 OFM 30 MN Meal Deduct Short Shft
] wed 4201| comments PTEA On Call $12.00 1
B Thu 4/21 al —
[ | Frigizz (" e
Timecard | Schedule | People | Reports | —
TIMECARD

Last Saved: 11:05AM

Time Period | Current Pay Period -

| * Amount ¥ Accruals * Comment ¥ Approvals * Reports * Leave ¥

" Date Pay Code Amount In Transfer Out Shift Daity |

[ < | Sat 4/09 - -

[ < | Sun 410 - -

[ x| Mon 4/11 - T:55AM ~ | 5:02PM

[ = | Tue 4112 - 7:57AM - | S:01PM

[ < | Wed 4/13 - ToAM - | 5:00PM

[ x| Thu 414 - < SEAM ganan=m

+ i - B S
g Z.:::fﬁ - 00aN |Dance| Deductio - '

4/12/2011 13



Timecard | Schedule | People | Reports | More ™

Work Rule Transfer TIMECARD
ot Saved: 1118AM Name & ID ITest, User 8181
. st Saved: 11
A Click the Transfer Cell and Time Period | Current Pay Period -
Search on the day where the . bunch~ Amount comment = A v Remorte
. Ve Actions * unch ¥ mount * Accruals * mment ¥ PP row o po * Leawve ™
Work Rule transfer is to occur
. . Date Pay Code Amount In Tranzfer Out
A In the Transfer window, click th -
droo d i the Work B B sat400 - .
Rrolp own aI'EIOW Iln i or B Zun 410 - -
u T_ arsla an Ee e(I:t the B Mon 4711 - 7:55AM - | 5:02PM
applicable Work Rule B Tue 4112 - T.5TAM - | 5:01PM
A Click ml [ Wed 4/13 - 2:00AM JB004INACD16150431] 5-00PM
. | 511 Shift L
5. et : = :
A Click b E A | Thu 4114 - TESAM :400002-04400-02/1yr | > 00PM
Fri dfEC . .
. @  ————— l1 l-. - 2:00AM ;" 5:00PM
E . <
Job -
*As of date | £/12/2011 -~ GoTo| I
| People | Reports | More ™
o Name & ID ITest, User 83181
":"“' A'I:;"t o Time Period | Current Pay Period -
e or Deece
Seoxch * Punch * Amount * Accruals * Comment * Approvals * Reports * Leave ™
Available Entries: @) Fund-Org-Program _*_
) Account Pay Code Amount In Transfer Out
* | {2 Employee Class ¥ h
) Time Sheet Org — ) h v
) Position Class ;I i 7 T:55AM w | S:02PM
- ;511 Shift ML - | S:0MPM
<1 1 21 k
Work Rule I - &:00AM w | 5:00PM
L] g {1}
Nones - - T:55AM « | 5:00PM
| 1199¢ Shift NO ML 40Hr Qtr v S:00AM ™ | 5:00PM
_ - -
SEIE —
{ 235 15t Call Back 30 ML
i 835 1st Call Back 50 ML
835 1st Call Back No ML —

4/12/2011 14



Labor Account Transfer

Timecard | Schedule | People | Reports | More ™

TIMECARD

A Click the Transfer Cell and

4/12/2011

ot Saved: 1118AM Name & ID |Test, User 3181
L] e .
Ees‘rclon thet?ay V\:chere :he Time Period |Current Pay Period bl
abor Account transfer is to
occur | Actions * Punch* Amount * Accruals * Comment * Approvals * Reports * Leave *
A In the Transfer window, select 1o = S ST _ 11 = e
. + - -
the applicable Labor Level B 8| satao
: B Sun 410 - -
Entries
A Click m B Mon 4711 - 7:55AM - | 5:02PM
= B Tue 4112 - T.5TAM - | 5:01PM
A Click b B B wed413 v 2:004M /B004/IACD16/IS0431] 5:00PM
=511 Shift NL
+ . " .
B Thu 4/14 - T:55AM 200002-04400-02m | 00PM
[ | Fri 4115 - 2:00AM ‘ + || 5:00PM
R am——— ™
Labor Account 4 ‘ ALS
Name or Description: il —
v | search |
Available Entries: {) Fund-Org-Program
. ore ¥
§9999-99 Timekeeper Only ﬂ ) Account 6004 SPECIAL APPOINMENT FACULTY
S04100-00TUSM 8.00,TUSM / Ot -
SO410000TUSH 1200TUSM |, Poveecless Name & 1D [Test User 8181
S04100-01TUSM 10.00TUSM | | | &) Time Sheet Org Time Period | Current Pay Period
S04100-WOTUSM 10.00 TUSH () Position Clags | ACO16 BIBLIOGRAPHIC ASST I
804110-D0TUSM 12.00 TUSH ) Timekeeper Group ¥ Accruals ¥ Comment ¥ Approvals ¥ Reports ¥ Leave ¥
S04110-WATUSM 12.00 TUSH
' ® Specific Job S04310-00TUSM ... TUSH BIOCHEMISTRY at 11.00 Amount In Transfer Out
S04310-00TUSM 8.00,TUSM E .| 1 .
‘ o | [ N 3 .
Work Rule - 7:55AM ~ | 5:02PM
o> v| - - JE004IACDIGNS0E » P
- 2:00AM + | 5:00PM
Selected Transfer
7:55AM 5:00PM
JB0D4IIACO16//504340-00TUSM 11.00 N M
- 2:00AM ~ | 5:00PM
oEEE - -

15




Approve Overtime

A Select the date that the
cumulative time surpasses 4
hours in one week

Click Approvals from the met

bar

Click
Click

To o Do o D>

@J Approve Overtime

Click Approve Overtime
Select All, None, or Some

o I
o= )

TIMECARD

Approval Removed: 11:07AM

Name & ID ITest, User |3131

Time Period | Current Pay Period

QOvertime Date *

Amount *

Al

" None

) Some

Amount (HH.hh)

Unapproved Overtime Amount (hh:mm)

‘ Actions ¥ Punch* Amount ¥ Accruals ¥ Comment ¥ | Approvals | Reports ¥ Leave ¥
Date Pay Code Amount | Aporove Out h Transfer Out Shift Daily Cumultive
B B sat4n - . .
BB sno - Approve Overtime% - v
B B | ton 411 - 2:00AM! ~ | 5:00PH - 80 a0 a0
BB ez - T:57AM| Remove Sign-0FF v | 501PH - 81 20 180
B B | wed413 - 3:00AM ~ | 5:00PH - 80 a0 240
BA L v T:55AN v | 5:03PH o El] 20 0
Fiats ) — E00AN - | G00PH vﬂ C@
(%] - - v :
B B sunr - - - 410
B B uonans - - - 10
B 8| tuens - - - 410
BB wed 42 v - v 40
T e ' : '
- - o 4“0
k152011
I 10 CCRUALS | AUDITS
Date Start Time End Time: Pay Code Amount
Wed 413 800AH 5:00PM
3.00AM 5:00PM
AMBLER1 Unapproved OT | 1.0 T 200AH 5:00PH
AMBLER13/59838-89 |REG 400 .

16



Approve/Sign Off Timecard

A
A
A
A

From the Timekeeping List, clic
the Pay Period Close Genie
Select the employee(s) to
approve

Select Approvals from the men
bar

Select Approve or Sign Off
depending on access rights

4/12/2011

Timecard | Schedule | People | Reports | More *

PAY PERIOD CLOSE

Last Refreshed: 11:30AM

Show | All Home

| et |

Time Period ‘ Previous Pay Period

M| refre-h |

Actions * Punch ¥ Amount ¥ Accruals ¥ Schedule ¥ | Approvals

Name

14

Employee
Approval

Approve

Remove Approval

Ballasy, Lucas J
Bowie, Tatiana N
D'zenis, Brian M
Fernandez, Jozhua D
Fichera, Angelo
Gauss, Kyle
Hercus, Sean R
Hercug, Sean R
Hutelmyer, John
Kane, Sheila A
Krotzer, Samantha
Labenberg, Wiliam Z

Lee, Jessica

Person * Attendance ¥ Leave ™

Mizzed
Punch

Remove Sign-0ff

Approve Overtime —= v
o =

Lock Payroll —=»

SESLS SN S S SK

17




PFIOI’ Perlod AdIUStment- Timecard | Schedule | People | Reports | More ™

Addi TIMECARD
INg Name 81D [Test, User 8181
Loaded: 9:26AM

A Click on Amount from the Time Period |Current Pay Period 7
menu bar | Actions * Punch ¥ | Amount Accruals * Comment * Approvals * Reports * Leave ¥

A Click Add Historical Date pay Edit = Transfer Out

A Enter Historical Date =1 | Sat4/09 Hove = v

I | Sun 4410 Delete Moved —=» -

A Enter Pay Code . —

A : Mon 4/11 <:_:wm ~ | 5:00PM
Enter the am_ount of hours in Tue 4112 Add Hietorical with Retroactive Pay Calculation —=» « [ S:01PM
the amount fl.eld | ™ | wed 413 Move Historical — v | 5:00PM

A If entering a negative Thu 4/14 Delete Historical =2 ~ | 5:03PH
amount specify with a Eri
. bl | Fri 4M5 -
negative {)

A Leave Transfer field empty Timecard | Schedule | People | Reports | More ~

A DO NOT CHANGE Effective | TIMECARD (5] Add Historical Amount 5 -
Date Loaded: 9:26AM

A CheCk Off |mpaCt ACCI’U8.|S Hiztorical Date * | 0204 -1\ v| Pay Period hd
Only if you are entering leave A | | Reports ¥ Leave ¥

Pay Code * VAC = -
based pay codes Transfer out

A Check off Include in Totals for | | Sat 4/ Amount (HH.hh): -
effective date [« | Sun 4/1 ranet | | -

A Click ml BB vonang| o = T ~ | 5:00PM

A Click [ | Tue 4/1 Effective Date * o1 - | 5:01PM

| [ x| Wed 4/1 ~ | 5:00PM
B Thu 4 - | 5:03FM
[ | Fri 4/15 - | 6:00PM
B Sat 4/16 -
88| s .
[ | Mon 4/1 -
a8 nead) e :
CERE -
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PFIOI’ Perlod AdIUStment- Timecard | Schedule | People | Reports | More ™

TIMECARD
Move Name 81D [Test, User 8181
Loaded: 9:26AM
A Click on Amount from the Time Period |Current Pay Period 7
menu bar | Actions * Punch ¥ | Amount Accruals * Comment * Approvals * Reports * Leave ¥
A Click Move Historical Date pay Edit = Transfer out
A Enter the incorrect pay code i | Sat 4/09 Hove = v
the From portionof the Sun 4/10 Delete Woved = v
window Mon 4111 Add Historical = v | 5:00PM
. o | Tue 4/12 Add Historical with Retroactive Pay Calculation —=» « [ S:01PM
A Leave Transfer field empty o i
A _ 2 | wed 413 W
Enter the clorrect pay cpde in Thu 4114 TR o
the To portion of the window Fri 4115
A Enter the amount of hours in
the Amount f|e|d Timecard | Schedule | People | Reports | More ™
TIMECARD [ — — u
| M Hist 1 A nit -
A Chec!< off Impact AC(_:ruaIs Last Saved: 10l iEtove Historical Amoy
Only if you are entering leave From
based pay codes A Pay Code * VAC -
A Check off Include in Totals for = Tramsfor | |
. EN | Sat 4r h
effective date a e
A DONOT CHANGE Effective | Ea EA|mens]{| To
Date [ Tug 412 Pay Code * PER  \ -
L [ | wed 411
A Enter Historical Date B 8| o and Amount (HH.hhy= [ [B.0
A Leave Transfer field empty B B Frians [+] impact Accruals
A . B Sat 4/16]
A Click B Sun 4/13 Include [n totals for effective date
CIICk Cave B Mon 41 . .
| save | | n Tuemsl Effective Date | aizzizo11 - |
[ < | Wed 4/2 Historical Date * fiosizo1 -|
+
E 2|:Z1 Transfer -
4/12/2011 —————




Hours Movec REG Hrs to
OTS Pay Code

A Verify the weekly standard hours
to determine the amount hours to
be moved by placing the mouse
over the empl oyeeds
Name & ID field

A Click the day in the timecard that
contains the hours to be moved

name

n

t

h e

—<

4/12/2011
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