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Supervisor Icons

Timecard Exceptions - allows you to
view & edit employee exceptions.
Manage Timecards — allows access to
view, edit & approve hourly employee
timecard information.

Schedules — allows access to review &
edit employee schedules.

Project Timecards — allows access to
view, edit & approve salaried non-exempt
employee timecard information.
ManagerRequests - allows access to
review & take action on employee leave
requests.

Employee Icons

Punch - allows you to punch in and out.
Timecard - allows access to view your
timecard information.

Schedule - allows access to view your
schedule.

Accruals - allows access to view your
leave accrual balances.

Requests — allows access to request
time off.

Refresh

Tap the horizontal Three Dots icon
to refresh the screen.

Tap the Circle Arrow icon on
the left to refresh the screen.

Log Off n

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

Tap the vertical Three Dots icon
on the right and select Sign Out to
return you to the Log On Screen.

Review Timecard Information

n Tap the Manage Timecards icon
from the Home screen.

\mv_ Manage Timecards

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

n Tap the name of the employee who's
timecard you would like to view.

Cato, Megan

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
c¢.Missed Punch - solid red box
d.Early or Late - red punch time

Punches
In and out punch times for the date.

Cumulative Hours
Total pay period hours.

Ea

Icons
Pay period totals, Map (Punch location).
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Kronos v8 Mobile for Supervisors

View Timecard Exceptions

n Tap the Timecard Exceptions icon from the Home

screen.
Employee n
Tap the employee’s name
to access the exception
Exceptions List details.
eeeco Verizon T 1:53 PM 66% Wl Exception TOta'S

Timecard Exceptions

5|
Cato, Megan E

WFI Test, Hourly

7

:

Displays the total number
of exceptions per
employee.

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

Return to Home B

Tap home icon to return to
the home screen.

n@ .
17! Tap the arrow icon to

VIS return to the home screen.
Exceptions Details Date
Py 23 P P Displays the date with the
<« n Cato, Megan exception.
Apr 10, 2017
Missed Out-Punch Exception 7

8:00AM - 5:00PM

Apr 11, 2017

Unexcused Absence

B:OOBUDPM

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

n Tap the Timecard Exceptions icon from the Home

screen.

Timec
@)

ard Exceptions

H Tap the employee’s name with the exception you want
to correct.

® Timecard Exceptions

:

Tap the Missed Punch exception.

<« Cato, Megan
Apr 03, 2017

Missed Out-Punch

No Schedule

Unscheduled
No Schedule

n Tap the Missing Punch.

<« Resolve Exception

Cato, Megan

Missed Out-Punch Mon, 4/3
Out

No Schedule

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

%

=
I Tap Done to confirm the
selected time.

4 59 AM

5 00 PM

6 01

n Verify the time of the punch and tap the Checkmark.

< Resolve Exception =
17" Tap Done.
Cato, Megan "
Missed Out-Punch Mon, 4/3
Out 5:00PM

No Schedule

Comment v

Tap the drop-down arrow in the Comments field and
select a comment.

Comment v

| Punch-Employee Forgot to Punch|

n Tap the Checkmark to add the missing punch.

5:00PM

< CatorMegan [“‘J Tap Save to add the
Apr 03, 2017
Missed Out-Punch mlssmg punch.

No Schedule

.

Unscheduled
No Schedule
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Kronos v8 Mobile for Supervisors

Mark an Exception as Reviewed Enter or Change Daily Time Worked (Salaried
Non-Exempt Timecard)
Tap the Timecard Exceptions icon from the Home
screen. n Tap the Project Timecards icon from the Home screen.
(@) Timecard Exceptions 3
/S ) Project Timecards
Tap the employee’s name with the exception you want
to review and tap the exception you want to review. B3 Tap the employee’s name from the list.
~ Timecard Exceptions <« Cato, Megan " Manage Timecards voo
: “,
Current Pay Period MGR Not Approved (9)
[EJ Tap the drop-down arrow in the Comments field and S—
select a comment. Review the exception and tap the A
Checkmark in the upper-right corner.
Approve Clean
&« esolve Exception v
e FResolve Excent Select the Reviewed
Unscheduied Mon, 413 button at the bottom. Tap the field under the date you want to enter or change
n o sooam the employee’s worked hours.
foSetete ® Project Timecards o3
Comment
I The exception is marked as reviewed. B o
s Cato, Megan v Click the Save button at o ol Tt Be | el
Apr 03, 2017
Unscheduled Reviewed the bOttom " 17:00 9:00 l:]
n Tap the Edit icon at the bottom.
Manage an Unexcused Absence Pay Gode Actions
Date:
7/16/2019
n Tap the Timecard Exceptions icon from the Home Pay Code:
screen. Hours Worked
V74 Done.
E Tap the employee’s name with the unexcused absence B T?ﬁ the A:;l;ﬂ"“; f'ejll_d arngenter or change the number
you want to correct. of hours (HH:MM). Tap ’
Amount
<« Cato, Megan Pay Code: *
Apr11, 2017 Hours Worked b
Unexcused Absence
B:00AM - 5:00PM Transfer :
. . . Amount (HH:mm): *
n Discuss with your employee the reason behind the li!
unexcused absence. Circumstances may include Clective ot
unapproved leave, unentered leave, or unentered time 672019
worked.
Cancel OK
n Take the appropriate action needed.*
. . . o Tap Save.
*This step may include actions not addressed in this job n P
aid. Please contact your Kronos/Payroll liaison for v o
assistance. T
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Kronos v8 Mobile for Supervisors

Manage Time Off Requests

n Tap the Manage Requests icon.

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

" fime ot e lﬁl Scroll through the
Time Pesied calendar at the bottom to select
;‘“"”‘”" s the range of dates.

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

oy Time-Off Requests
Time Period 07/02 - 07/08 v

WFI Test, Hourly

00- Annual Leave 07/03 (8h) >
Submitted

n Review the details of the time-off request and tap
Approve in the lower-left corner.

eccc Verizon = 7:01 AM 100% -
<« WFI Test, Hourly
Time-Off Request Details
Request Type 00- Annual Leave
Start Date Mon, 07/03/2017
End Date Mon, 07/03/2017
Pay Code Annual Leave
Duration Hours
Start Time 8:00 AM
Length 8:00
Message
Comment v
Submitted
Reject
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Kronos v8 Mobile for Supervisors

Approve Timecards

n Tap the Manage Timecards icon.

—

(/\C\v ) F\/\:vuv\:u,w Timecards
\__/ #Approva

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

Current Pay Period
Previous Pay Period

Current Pay Period

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

Cata, Megan eA

Approval Status:

* Unapproved/Approved: The first icon displays a
yellow checkmark when the employee has not
approved his/her timecard and a green checkmark

when the employee has approved his/her timecard.

* 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.

n Review the details of the timecard and tap Approve.

Chavis, Jason

Pay Code Amount n

04/10 8:00AM 4:00PM
04/11 8:00AM 4:00PM
04/12 8:00AM 4:00PM
04/13 8:00AM 4:00PM
Cumulative Hours 80.00
z=) |Approve|

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

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

View Employee Schedules

n Tap the Schedules icon.

Schedule:

Schedule List

8:00AM-5:00PM
No primary job.

Cato, Megan n

Dakota, Tim 8:00AM-5:00PM

No primary job.

8:00AM-5:00PM

Evans, Barbara
No primary job.

A Schedules
4 Monday 04/10/2017 n >
8:00 AM Start Time

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

" n o %

Employees E

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

Sort

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

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

Schedule Details

Hyperfind B

Allows you to select the
group of employees to
view.

&« Mon, Apr 10, 2017

8:00AM - 4:00PM

WFI Test, Hourly n

8:00AM - 4:00PM

E 8:00h

| Regular

Duration
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Schedule n

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

Duration a

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