Reviewing and Approving Timecards for Supervisors

For instructions on managing time as an employee, visit the Clemson University Kronos Information page:
http://mwww.clemson.edu/employment/payroll/kronos/index.html

Access the Manager Approval Tasks Wizard

Click Manager Approval Tasks from the

Related ltems pane.
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Note: Use the Manager Approval Tasks
wizard to manage time off requests,
review and correct employee exceptions,
review pay period totals and approve
employee timecards for the previous pay

E Manager Approval Tasks Qeriod'
Work and Absence
Summary Calendar
[__| Schedule Editor
Step 1. Manage Time-off Requests

Time Period & Request Status Help Request Actions Request Time Off
Employee Group Filters the requests that Displays instructions for Enables you to perform actions Request time off on behalf of
Determines the time period and display by their status. the process step related to processing requests. an employee.

employee group to review. selected.
Manager Approval Tasks dmini

Last 30 days [~ ][ | AllHome [~]  Time-Off [=] |submitted =]
4 Details Edit Approve Refuse Pending Retract I Request Time Off E (s}
Status Employee Pay Code Start Date End Date Submitted By Submit Date Modified By Employee Number Assigned Manager

Submitted Dunbar, Dawson Annual Leave 7/13/2017 7/13/2017 Dunbar, Dawson 7/07/2017 8:51AM  dunbard 0999992 Meyers, Samantha
Submitted Dunbar, Dawson Annual Leave 7{21f/2017 /212017 Meyers, Samantha | 7/10/2017 6:15PM  meyerss 0999992 Meyers, Samantha

00- Annual Leave Submitted 7/07/2017 8:51AM

Status Submitted
Employee Dunbar, Dawson
|| Request Detail | Accrual Columns | IE

Refresh B Workspace Tabs E
Updates the information in the Displays the details of the request Request Detail - Displays all the information contained in the workspace plus
workspace with the most current submitted by the employee employee demographic information such as the employee’s home department,

data. including status of the request, primary labor account, badge number, etc.

employee name, pay code and
start and end date for the request. Accrual Columns - Displays the employee’s leave accrual balances and activity
by leave type. Use this tab to verify the employee has enough leave to
accommaodate his or her time-off request.

Note: Once all time off requests have been managed,
click Next to advance to the next step in the wizard.
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Reviewing and Approving Timecards for Supervisors

Step 2: Pay Period Overview

Access a different Kronos component for the
employees selected in the workspace (e.g.
timecards, etc.).

Displays any outstanding exceptions within
the employee’s timecard for the time period
selected.

Time Period & Help Action Buttons Refresh Share
Employee Group Displays instructions for Perform actions on Updates the information Print or Export the
Determines the time period and completing the specific employees selected in in the workspace with information within the
employees that display in the workspace. step within the wizard. the workspace. the most current data. genie.
Manager Approval Tasks dmiii
LS 0 XEEE NG - e Ho » | wu
Pay Period Overview Loaded 4'| Previous Pay Period -~ E All Home and Transferred.. = I
Ex di# Y o en v m (2 K5 [Ed 6|
Select All Column Filter Timekeeping Approval Schedule Refresh Share
Rows Selection
Person Name »  Employ._ Missing Unexcused Early In Late In Early Out Late Out Total Wo.. TotalEar.. Totalle.. TotalLe.. Total Ap.. Total Ap. Grar
Punch Absence Paid Hours Comp Hours Paid Hours Mon-PaidH Overtime  OT Annual H
Brown, Jordan 071190 v 7:00
Dunbar, Dawson 0999332 v v 38:00 30:00
Gomez, Vivienne 099993
Jackson, Kimberly 099994 . E
Meyers, Samantha 0999991 7 730
Morris, Nate 0999910 7:30
Pak, Jee 5u 099936 v v 2220 15:00
Race, Evan 099997 15:00 7:30
Walker, Jinger 099999
Zappo, Clarence 099938 v v 28:00 22:30
10 110:20 0 90:00 0 0 1}
GoTo Exceptions Totals

Displays each employee’s total hours for the
time period selected.

Review and Correct Exceptions

Review the Missing Punch, Unapproved Overtime
and Unexcused Absence columns for checkmarks.
Make any necessary corrections to the employee’s

timecard to resolve the exceptions.

PersonName  ~ Employ_ | Missing  Unexcused W Laemn
Punch Absence
Brown, Jordan 071190 v
Dunbar, Dawson 0999592 v v
Gomez, Vivienne 099993
Jackson, Kimberly 099994
Meyers, Samantha 0999991
Morris, Nate 0999310
Pak, Jee Su 099996 v v

Review Timecard Totals

Review the Totals columns to identify any irregularities
in the amount of hours.

Out  Late Out

PersonName [ TotalWo_ TotalEar. Totalle. Totalle. TotalAp_ TotalAp.  Grand Total
Paid Hours Comp Hours PaidHours Non-PaidH Overtime  OT Annual Hours

Brovm, Jordan 700 7:00

Dunbar, Dawson 38:00 30:00 66:00

Gomez, Vivienne

Jackson, Kimberly

Meyers, Ssmantha 730 730

Moris, Nate 730 730

Pak.Jee Su 2220 15:00 37:20
10 110:20 0 90:00 0 0 0 200:20

here.

Note: For more information on managing employee
exceptions, review the Daily Tasks Wizard online
training here or the Daily Tasks for Supervisors job aid
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Scroll right to review totals.



http://media.clemson.edu/humanres/payroll/Kronos/site/mod4/index.html
http://media.clemson.edu/humanres/payroll/Kronos/site/Clemson_Supv_Tasks_v2.pdf

Reviewing and Approving Timecards for Supervisors

Step 3: Approve Timecards

Time Period & Help Action Buttons Refresh Share
Employee Group Displays instructions for Perform actions on Updates the information Print or Export the
Determines the time period and completing the specific employees selected in in the workspace with information within the genie.
employees that display in the workspace. step within the wizard. the workspace. the most current data.
Manager Approval Tasks dmih‘i
[ 4 Prev l Manage Time-off Requests 0 Pay Period Qverview 0 Approve Timecards 2 ® | (Y9 |
Approve Timecards Loaded NI Previous Pay Period |TI I%I All Home and Transferred... | = II
Ex i+ Y |0 v | B s, 5 |3 6 |
Select All Column Filter Timekeeping  Approval Schedule Refresh Share
Rows Selection
Person Employee Missing Unexcused Total Paid Totals Up Emplk - Who I Pay Rule Home Unreviewed |_Z_|
MName Mumber Punch Hours To Date \pproval il i E i
Brown, Jordan 071190 4 T:00 4 Hourly 7106 o
Meyers, Samantha | 0999991 T30 s E Salary Non-.. | 0314 v]
Dunbar, Dawson 0999992 v 68:00 s 1 (Partial) Meyers, Samant... Hourly 0739 o
Gomez, Vivienne 099993 i 1 (Partial) Meyers, Samant... Hourly 0739 o
Jackson, Kimberly | 099334 v 1 (Partial) Meyers, Samant.. Hourly 0739 V]
Pak, Jee 5u 099996 v 3720 v 1 (Partial) Meyers, Samant.. Hourly 0739 1 B
Race, Evan 099997 22:30 v 1 (Partial) Meyers, Samant... Hourly 0739 o
=
GoTo Exceptions Approval Status
Access a different Kronos component for the Displays Unreviewed Exceptions and Displays the approval status for each employee’s timecard
employees selected in the workspace (e.g. Unexcused Absences for each employee. including the Supervisor who approved the timecard.
timecards, etc.).
Approve Employee Timecards
Click Select All Rows. Click Yes to confirm the approval.
Approve Timecards A.me Til'l'll'.‘Cﬂl'd
Ex | i+ VY .
Select All Column Fifer n A you! 34w you N i Appeovt
Rows. Selection
|
Click Approval.
Approve Timecards Click Next to advance to the next step in the wizard.
Ex diF YV @& |¥- .
siqu\ "Ctlilurvn Filter Timekeeping| Approvel Schedule

Click Approve Timecard.

oy V- | B

Timekeeping Approval  Scneauls

Approve Timecard

N Remove Timecard Approval

d

Approve Overtime
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Reviewing and Approving Timecards for Supervisors

Step 4: Group Edit Results for Approval

Details

[ 4 Prev ”Z| Approve Timecards.

GROUP EDIT RESULTS

Last Refreshed: 7/20/2017 8:05PM

Help Refresh Status Results
Displays instructions for Updates the results with the most Displays the status of Displays the results of the Accesses detailed
completing the specific recent data, including updating the the group edit process. signoff including any information regarding
step within the wizard. status of the group edit. failures. any failures.
Manager Approval Tasks M
0 XL N0 = 0 e

Time Pericd: Previous Pay Period

=

Group Edit Date Time User Name Status Results

Approved 72002017 5:09PM MEYErss COMPLETED Success: 9 5
Failure: 1 Details

Total: 10

Review Approval Failures

If any failures exist, a Details link displays. Click

Details.

Results

Success:d
Failure: 1

Total: 10

Review the Error Description.

Employee Name

Error Description

Meyers, Samantha

Row Number 10of 1

You cannot apply this action to yourself.

Clear any major errors before closing the pay period. For
assistance, contact your Kronos liaison.

Click Next to advance to the next step in the wizard.

Step 5: Run Reports

Click the Plus symbol to expand a Report Category

and select a report from the list.

— Timecard

Accrual Detail

Accrual Detail (Data)
Timecard Audit Trail

Time Detail

Time Detail (Excel)

Accrual Debit Activity Summary

Accrual Debit Activity with Graph

Timecard Sign-off, Request and Approval

yAl Click the drop-down arrow in the People and Time
Period fields to select the employees and time period to

display on the report.

People

Time Period

| Al Home and Ti

|Currenl Pay Period A

k)| Set the remaining options for the selected report using
the designated fields.

Sort by

Actual/Adjusted

- Output Format

Page Break between Employees

| Show hours worked in this peried only.

Adobe Acrobat Document(.pdf) ¥

n Click Run Report. The Check Report Status page opens.

SELECT REPORTS

CHECK REPORT STATUS |

Click Ref

[emopor | neree [ et | oo | schedue repot |

resh Status.

SELECT REPORTS | ‘ CHECK REPORT STATUS

PR [—— | —

ﬂ When the Status column displays Complete, click View
Report to open the selected

SELECT REPORTS | CHECK REPORT STATUS [
J—

report.
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Reviewing and Approving Timecards for Supervisors

Step 5: Run Reports

Help
Displays instructions for completing the
specific step within the wizard.

Clear
Resets the wizard and returns
to step 1: Manage Exceptions.

Action Buttons
Allows you to run reports, email, print or

schedule a report; or, create a report favorite.

Available Reports
Lists the reports available
to generate.

Allows you to determine what
information displays on the
report. Options vary by report.

Determines the output format of
the report. PDF is the default
unless running an Excel report.
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REPORTS
J SELECT REPORTS | CHECK REPORT STATUS ‘
3 0 i e
+ AN s
+ Accruals
; 4 TIME DETAIL
+ Detail Genie
+ Roll-Up Genie Description Displays detailed data about each employee's punches, duration, and pay code edits. Summary data is displayed per
employee, totaling time and money by laber level and pay code (excluding combined pay codes) and then by pay code only
+ Scheduler S arer T e
_ Timecard People | Previously Selected Employee(s) v
Accrual Debit Activity Summa N
v v Time Period Current Schedule Period ¥
Accrual Debit Activity with Graph
sort
Accrual Detail = Default
Accrual Detail (Data) B EE e mem B T
Accrual Summary ActualiAdjusted | show hours worked in this period only.
Employee Schedule - Monthly : Output Format n | Adabe Acrobat Document(.pdf) ¥ ‘
Employee Schedule - Monthly (Data) L]
Employee Schedule - Weekly
Employee Schedule - Weekly (Data) - -
Report Options Output Format
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