Kronos v8 Mobile for Supervisors

Home Screen

9:42 AM

KRONOS

Supervisor Icons

» Timecard Exceptions —allows you to
view and edit employee exceptions.

* Manage Timecards — allows access
to view, edit and approve employee
timecard information.

* Manage Time-off Requests — allows
access to review and take action on
employee leave requests.

* Manage Schedules - allows access
to review and edit employee

Refresh

Tap the horizontal Three Dots icon
to refresh the screen.

Tap the Circle Arrow icon to
refresh the screen.

Log Off

Tap the Door icon to log out of the
system and return to the Log On
screen.

Tap the vertical Three Dots icon

schedules.
Employee Icons
e Punch - allows you to punch in and

out.

and select Sign Out to return to the
Log On Screen.

e My Timecard - allows access to view
your timecard information.

e My Schedule - allows access to view
your schedule.

e My Requests —allows access to
request time off.

e My Accruals - allows access to view
your leave accrual balances.

Review Timecard Information

Tap the Manage Timecards icon
from the Home screen.

\m\( Manage Timecards

Tap Current Pay Period to change
the view to Previous Pay Period or
vice versa.

Tap the name of the employee who'’s
timecard you would like to view.
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Note: Only the Previous Pay Period and
the Current Pay Period are available for
review and action.
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Dates
Dates within the selected time period.

Pay Code
Leave accrual type and amount.

Exceptions

Exceptions track deviations from the
schedule or missing time.

a. Excused Absence - blue date

b. Unexcused Absence - red date
¢. Missed Punch — solid red box

d. Early or Late - red punch time
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Punches
In and out punch times for the date.

Cumulative Hours
Total pay period hours.
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Icons
Pay period totals, Map (Punch location).
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Kronos v8 Mobile for Supervisors

View Timecard Exceptions

Tap the Timecard Exceptions icon from the Home

screen.

Exceptions List

Employee

Tap the employee’s name
to access the exception
detalils.

#8400 Yerizon T 1:53 PM E6% I -
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Cato, Megan 7
WFI Test, Hourly T

Timecard Exceptions

Exception Totals
Displays the total number
of exceptions per
employee.

Pay Period/Hyperfind n
Tap the gear icon to select
the Time Period and
Hyperfind fields.

Return to Home a

Tap home icon to return to
the home screen.

- )
“1 ! Tap the arrow icon to
return to the home screen

Exceptions Details

#8000 Verizen T 1263 PM TER

€« E Cato, Megan

Apr 10, 2017
Missed Qut-Punch
B:004M - 5.00PM

Apr 11, 2017
Unexcused Absence
EDDAM - 5:00PM

Date
Displays the date with the
exception.

Exception 7
Exception data displays in
red and can be tapped to
display greater timecard
detail and make
corrections.

Scheduled Shift n
If applicable, displays start
and stop times of
scheduled shift, if the
employee has a schedule
in Kronos.

Manage a Missed Punch

Tap the Timecard Exceptions icon from the Home

screen.

Tap the employee’s name with the exception you want

to correct.

# Timecard Exceptions

Cato, Mogan 2

Tap the Missed Punch exc

eption.

Tap the Missing Punch.

- Resalve Exception

Cato. Mugan

Missod Out-Punch Man, 43
Out

Na Schecule

4| Select the time of the missing punch. Tap the Checkmark
to confirm the selected time.

5 00 PM

x

r- =Y
!5 Tap Done to confirm the
selected time.

.

ﬂ Tap the drop-down arrow in
select a comment.

the Comments field and

Comment v

| Punch-Employee Forgot to Punch|

Verify the time of the punch and the comment then tap

the Checkmark.

« Resolve Exception
Cato, Mogan
Missed Out-Punch Mon, 413
Out 5:00PM
Mo Schedule
Punch-Emoloves Foraot to Punch ~

lﬁl Tap Done.

E Tap the Checkmark to add

the missing punch.

« Cato, Magan

Apr 03, 2017
Minned Out- Punch
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1 Tap Save to add the
missing punch.

.
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Mark an Exception as Reviewed

Tap the Timecard Exceptions icon from the Home
screen.

Tap the employee’s name with the exception you want
to review and tap the exception you want to review.

# Timecard Excaptions €« Ammans, Patricia
i 19,3017
Immom. Patricia L] et

Tap the drop-down arrow in the Comments field and
select a comment. Review the exception and tap the
Checkmark in the upper-right corner.

« Resolve Exception v Y .
P—— Il " Select the Reviewed
Late In Wed, 7119 button at the bottom.
In 8:30AM
Scheduled  8:00AM - 4:30PM
Gomment
The exception is marked as reviewed.
« Amimons, Patricia v - Y-
Fo— 111 Click the Save button at
e n ) Fevirarsd the bottom.

Manage an Unexcused Absence

Tap the Timecard Exceptions icon from the Home
screen.

Tap the employee’s name with the unexcused absence
you want to correct.

<« Cato, Megan

Apr11, 2017

Unexcused Absence
B:00AM - 5:00PM

Discuss with your employee the reason behind the
unexcused absence. Circumstances may include
unapproved leave, unentered leave, or unentered time
worked.

n Take the appropriate action needed.*

*This step may include actions not addressed in this job
aid. Please contact your Kronos/Payroll liaison for
assistance.

Manage Time Off Requests

Tap the Manage Time-off Requests icon.

Pl Tap the drop-down arrow in the Time Period field to
select the range of dates.

# Manage Time-off Requests a

i Scroll through the
calendar at the bottom to select
the range of dates.

Time Persod

)l Tap the name of the person for which a time off request
is to be approved.

* Manage Time-off Requests ]

Time Feriod 0BES - 070 W

Allon, Jonathan
00- Anreal Loaw

Suteratton

Review the details of the time-off request and tap

Approve in the lower-left corner.

.- Allan, Jonathan

Tima-0ff Request Datails

Fequest Type o

Stant Date Thu, DB/28/2017
End Dato Tha, DEZHZONT
Pay Code

Duration

Stant Time B0 AM

Comment w

Submitted
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Approve Timecards

Tap the Manage Timecards icon.

Tap Current Pay Period and select Previous Pay
Period from the drop-down menu.

Current Pay Period

Previous Pay Period

Current Pay Period

Tap the employee’s name who requires the timecard
approval. Employee names in red have timecard
exceptions.

Manage Timecards

Y

Previcus Pay Period

Accardl, Jessica

Approval Status:

* Unapproved/Approved: The first icon displays
employee timecard approval status. Employee
approval is not being used at this time.

* Overtime: The second icon displays when the

employee has overtime hours in his/her timecard.

« Exception: The third icon displays when the
employee has exceptions in his/her timecard.

Note: Only timecards that require approval display in the
list. If a timecard has been approved it no longer displays.

Review the details of the timecard and tap Approve.

Note: Prior to sign off,
you can also Remove
Approval on a
previously approved

o BO0AM  THOGOM

e swen 4 timecard.
oz A0 1000

1 oEN Ancend
Cusrulsties Hours. TE00
& [2oveone]

Note: Missing Punches and Unexcused Absence
exceptions must be resolved before the close of the pay
period.

Note: To approve multiple timecards at the same time tap
Approve Clean in the lower-right corner.

View Employee Schedules

Tap the Manage Schedules icon.

Schedule List

# Manage Schedules

4 Wednesday 07/26/2017 >

- R

Allen, Jonathan 2 BOOAM-4-00PM

No primary job.

Ammons, Patricla FO0AM-430PM

Mo primary job.

Balliet, Roberta EODAM-4G0PM

[] o primary job.

Benton, Jennifer BOGAM-420PN

. Ho peimary job.

1t o

Date of Schedule
Displays the date
selected. Tap the arrow
icons to navigate between
dates.

Employees

Displays the employees
scheduled for the date
selected. Tap the
employee’s name to
access detalils.

Sort

Allows you to sort the list
by start time, end time or
job.

Calendar (iPhone)
Allows you to select a
date from a calendar.
Schedules display for the
selected date.

Schedule Details

Hyperfind

Allows you to select the
group of employees to
view.

< Wed, Jul 26, 2017

8:00AM - 4:30PM

Ammens, Patricia

Ragular B:00AM - 8:30PM

Duration
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Schedule

Displays the employee’s
scheduled start and stop
time for the date.

Duration E

Displays the total number
of scheduled hours,
including breaks and
lunch.
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