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1.Logging In

Welcome to Work Force Manager Version7.03

2.View Your Accruals

Ijj Employee Timecard

EJ Employee Accruals

Fations ig IEJ t=2 o i
*
o) &

e

3. Request Time Off

Current Schedule Period = !E_:I_I |1ﬁ| in |ﬁ|
uly 6- 12, 2014 b I_EI Request Time Off Reque
e7/08 Wed 7/09
\w| Vacation

Request Time Off a
Type Bereavement B

Start date End date Pay code Duration Start time | Length

x| 7112014 | 7/11/2014 [ Bereavem... |Z] Hours E

+ Add another time-off period

e

BeforeyoucanuseaTime ClockStationtoclockin/outyouneed
to do the following at your PC/Mac.

1.LogontotheKronossitebygoingtohttps://hottopic.kronos.
net/wfc/navigator/logon

2. Enter your employee number in the User Name field

3.EnterthepasswordKronos123inthePasswordfieldandclick
the arrow button

4.You will be prompted to answer security questions and
create a new password

1. Log in to the Navigator.

2.In the Genie Menu to the far right on the screen, select the
Employee Accruals genie.

3.The Employee Accruals genie gives you an overview of your
accruals for a specific period of time. You can choose the

time period youwould like toview by changing the context..

1. Log in to the Navigator.
2.In the Genie Menu to the far right on the screen, select the
Employee Schedule genie.

3. Select Request Time Off.

4. Select the time of Type from the drop down list.

5. Chose the start and end date.

6. Select the Duration of time from the drop down list

+ IfHoursischoseastheduration,enterinthethe

starttime(i.e.4pm)andtheamountofhoursyou
are requesting.

7.SelectSubmittosendyourrequesttoyourapprovingmanager.
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PageTitle:DefineswhereyouarewithinTimekeeper.
Is orange during editing, is grey when saved.

Context: Defines the time
span you are viewing

Totals:Definesshift,daily,and
cumulativetotalsforthetime

period selected

ns
* Lxceptons Details
Menu Bar: :
Displays actions HIMECARD Name & ID  |Employee, Store |3333
. Loaded: 5:46PM
and categones for Time Period [Previous Pay Period -]
performing tasks__} Actions ¥ Punch¥ Amount | Accruals ¥ Comment ¥ Approvals = Reports ¥ v
H H Date Pay Code Amount In Transfer Out In Transfer Out Shift Craity
thhm Workforce s - - -
Timekeeper Sun 6128 - 5 z
Mon 6/30 Jury Duty 0:00 12:004M
Exceptions: 2 = 2
. Fri 7/04 4th of July 2:00 8:00 8
Identifies Set 7105 & % - 8
actionsthatdonot i”“ ”}”Dj i = % :1
Won (4 - - - ]
conform to HOTT Tus 7108 = o - & Most Common
pay rules. - . D .13;tn 10:09AM [10:15AM 4:27PM 7:08 7:08 1 Exceptlon
. . acation 3:00 8:00AM
Exceptions might 5 - Cr— . The most
include missed 5 ‘E" Fri 71 Personal Holiday Pay| 0:00 12:004M commonexception
punCheS’ Iate TOTALS & SCHEDULE ACCRUALS REPORTING PERIOD AUDITS IS a missed punCh'
punCheSl and e Date Start Time End Time Pay Code A missed punch iS
excused or s denoted by a solid
d ’ Account 4 Pay Code Amount | Wages Mon 6/30 Jury Duty 0:00 y
unexcuse 1/ADM1/DC20DCDROA Aest7220/CO05/ADMOZ0 Holiday 8:00 _ Tue 77 red recta ngle.
absences. 1/ADM1/DCZ0DCDRO /testiT220/C00S/ADM020 4 | Vacation 3:00 8 Wed 702
1/ADM1/DC20DCOR0 festT220/C00S/ADMO20 Meal Break Pre._| 1:00 Thu 7/03
1/ADM1/DCZODCDR ftestT220/CO05/ADM020 Regular Hours | 7.08 Fri7ios
Sat 7/05
Sun 706
£

TimecardTabs:Displaystimecardtotalsbypaycode,schedule,availableFTObalance,andallcor-
rections made to your timecard for the time period selected
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Daily Function: Reconciling Timecards

1. Reconciling Timecards

[ 1 of 2 Hems ]

ﬁ""“ Quickfind - T e

II QuickFind

Exceptions T

& — Pa X 8
Time Period  Previous Pay Period
Show All Home and Sche... |z Daily Employee Review,

DAILY EMPLOYEE REVIEW

Last Refreshed: 303PM

how [A1 oz 7] Time Periog [Yestertay

Actions v Punch ¥ Amount v Schedule ¥ Approvals ¥

Name 1| PersnD Department Job Pay Rule

Azsles, logy R 132369 0283 WOODFELD MALL | Sales HOURLY 5T 40

Bige, Mary L 130873 Stles HOURLY ST 40

Brown, Chris 130663 Sales HOURLY 5T 40

Combs, Sean P 14263 Sales HOURLY ST 40

Farrel, Perry § 102649 Sales HOURLY 5T 40

Jackson, Janet 125452 0263 WOODFELD MALL | Sales HOURLY ST 40

Kely,R 13104 0263 WOODFELD HALL | Sales HOURLY 5T 40

Kiedis, Anthony J 132967 0263 WOODFELD MALL | Sales HOURLY 5T 40

Lopez, Jennifer 123913 0263 WOODFELD HALL | Sales HOURLY 5T 40

Perry, Katy 88161 1263 WODDFELD HALL | Sales HOURLY 5T 40 v
Prce, Hichael 5291 Sales HOURLY 5T 40

Spears, Briney 96626 Sales HOURLY 5T 40

Strakusek, Kristen TESTS281 Sales HOURLY ST 8-12-40-CONST
Wayne, Li 18074 0263 WOODFELD MALL | Sales HOURLY 5T 40

Zombie, Rob 14663 0263 WOODFELD HALL | Sales HOURLY 5740

Missed Unexcuses

Punch Absence

DAILY EMPLOYEE REVIEW
LastR 3:03PM

Name ’ Person o Department Job Pay Rule
132289 0283 WOODFELD MALL | Sales HOURLY ST 40
130873 0283 WOODFELD MALL | Saies HOURLY ST 40
130663 0283 WOODFELD MALL | Sales HOURLY ST 40
114283 0283 WOODFELD MALL | Sales HOURLY ST 40
102848 0283 WOODFELD MALL | Sales HOURLY ST 40
1254852 0283 WOODFELD MALL | Sales HOURLY ST 40
113104 0283 WOODFELD MALL | Sales HOURLY ST 40
132267 0283 WOODFELD MALL | Sales HOURLY ST 40
123913 0283 WOODFELD MALL | Sales HOURLY ST 40
set61 0283 WOODFELD MALL | Sales HOURLY ST 40
5291 0283 WOODFELD MALL | Saies HOURLY ST 40
96626 0283 WOODFELD MALL | Sales HOURLY ST 40

TESTS201 0283 WOODFELD MALL | Sales

0283 WOODFELD MALL | Sales HOURLY ST 40
0283 WOODFELD MALL | Saies HOURLY ST 40

HOURLY ST 8-12-40-CONS7

Business Expectations

- Timecards will be reconciled daily, for the previous day.
« Alltimecards will be approved and payroll closed for the

previous week every Sunday.

1. Log in to the Navigator.

2. Navigate to the Timekeeping Workspace by selecting the work
space tab in the upper right corner of the screen.

3. Select the Daily Employee Review Genie from the genies
menu on the far right side of the screen.

4.Changethecontextto AllHomeandYesterdaytoviewalistof

all the employee information from the previous day
5.Holddownthe Ctrlkeywhile selectingall of youremployees
namestohighlightthem.(Donothighlightyourownname.You
cannotedityourowntimecard.Ifyouwouldlike toyourtime
card, do so in the Employee Workspace).
6.Afterhighlightingallofyouremployees,rightclickandselect
Timecard.
7.The timecard for your first employee will then appear, and you
cannavigatethroughthetimecardstoreviewand makeedits

using the blue arrow next to the employees name.

Hame &ID | Azelea, lgoyR = |[132369 - | & 10114

Time Period | Yesterday ] |
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Daily Function: Reconciling Timecards

1a. Reconciling Timecards: Alternate View

[ 1 of 2 Hems ]

Quick Links

Reports

Pay Penrod o5

Count All WTK Exceptions
Approvals Summary
Change Password

RECONCILE TIMECARD

v Vesterday
Last Refreshed: 3:26PM Time Period |

Actions v Punch ™ Amount v Schedule ¥ Approvals ¥

Unexcused Long Unsched
’ Missed In y
Name 1 s Mssednfunch | Eayn | Laeln | | EayOut | LateOut

Azekea,logy R

Bige, lary L v
Brown, Chis 1

Combs, Sean P v

Fartel, Perry §

Jackson, Janet

Kely, R v

Kieds, Anthony 1

Lopez, ennifer v

Perry, Katy v v
Price, lichael v

Spears, Briney v

Strakuse, Kristen
Wayne, Li
Zombie, Rob

el
Hours | remium

RECONCILE TIMECARD — .
Last Refreshed: 3:26PM Show Vi Period
Actions > Punch~ Amount » Schedule ~ Approvals ¥

Unexcused Long
Nam 1" Wissed In-Punch ly In te ln
lame Abescce issed In-Punct Early Late Break

Early Out
Azelea, lggy R

Biige, Mary L v

Brown, Chris M

Combs, Sean P v

Farrel, Perry
Jackson, Janet
Kelly, R

Kieds, Anthony J
Lopez, Jennifer

Perry, Katy 4
Price, Wichael Timecard =
Spears, Britney Schedule -

Strakusek, Kristen
Wayne, Li
Zombie, Rob

Reports -5

Late

Analternate waytoreconciletimecardsistousethe Reconcile
Timecard link in the Quick Links Widget Menu.

1. Log in to the Navigator.

2. Navigate to the Timekeeping Workspace by selecting the work
space tab in the upper right corner of the screen.

3.SelectReconcileTimcardfromtheQuickLinksWidgetMenu.
menu on the far right side of the screen.

4.Changethecontextto AllHomeandYesterdaytoviewalistof

all the employee information from the previous day
5.Holddownthe Ctrlkey whileselectingall of youremployees
namestohighlightthem.(Donothighlightyourownname.You
cannotedit yourowntimecard.Ifyouwould like toyourtime
card, do so in the Employee Workspace).
6.Afterhighlightingallofyouremployees,rightclickandselect
Timecard.
7.The timecard for your first employee will then appear, and you
cannavigatethroughthetimecardstoreviewand makeedits

using the blue arrow next to the employees name.

Hame & ID |.i.zelea. goy R  » | [ 132389 vl & O 10114

Time Period | ¥esterday - |
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Daily Function: Reconciling Timecards

1b. Reconciling Timecards: Another Alternate View

Michael Prica
Sign Out

KRONOS

A Employee u Bxceptions Aert

¥ HIO - Exceptions Alert (12)

Employee Timestamp ) strakusek, Hristen has 2excepton(s) [7/13-7/25]

Lact Timestamp: Thursd) ) Per,

Another alternate way to reconcile timecards is to use the

Notification Icons that are located at the top of the Navigator

home page.

1 ssees, ey s excptny 7557]

{
»\:ﬂ Recorc Timesiamp

<

Alerts and Notifications Widget

o s I

@5 @u Exceptions Alert

¥ HTO-E Alert (12)

Straku

xcept

Lopez, Jennifer has 4 excep!

Blige L has 4 exceptior

Kelly, R has 4 exception(s) [

Exceptions

=
=

TimePericd  C.rent Py Per:
Show Alboe

- Pern, Katy e | - Show Tors

Date | Pay Code Amount n Out | Transfer Schedule
TS 400m 7:200m <Z0pm - 800zm

[ ] 9:20pm
72 1145m [ ] “145a7- 50%pm

T G2om 9:20m

0tm [ ]

7% 2:0pm-g452m

Add Punch

1. Log in to the Navigator.
2.SelecttheExceptionsAlertnotification.Adropdownmenuwill
appear that will allow you to scroll through all exceptions.
All employees who have timecard exceptions will be listed here.

This will include anyone who has:

e Missed Punches

o LatelIn's/Qut’s

o EarlyIn’s/ Outs

o Absences

o Any other timestamp related issue

Select View All to view all of the exceptions at one time.
3.0ncethelistappears,selecttheemployeesinformationyoud
like to view. In this view, you may only access one employees
information at a time.
4.Anoverviewoftheemployeesexceptionswillappear.Some

adjustments can be made in this screen, such as

o Justify

« Mark as Reviewed

o Change to Scheduled
« Comment

« AddPunch

« Remove

If the adjustment pertains to the timestamp, it will be available

toselect.Ifnoselectionsareavailable,youcancontinuetothe
employees timecard by selecting View Timecard or choose
Show Schedule.
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Daily Function: Reconciling Timecards

1c. Reconciling Timecards: Making Edits

Missed Punches

4  Exceptions Details

TIMECARD

Name 810  [Empioyee, Store
Loaded: 214N

Time Period
BESTTH  Actions > Punch = Amount | Accruals > Commant > Approvals = Reports

Py Cade Amcunt n Transter out n

v | 100048 [EEX
acaton 800
- E—

Personal Holday Pay .00 12.004M Mizsed OWFUND
- -

& | Exceptions Details

TIMECARD
Loaded: 321AM

BT | Actions ™ Punch v Amount | Accruals  Comment  Approvals ™ Reports ™

Date Pay Code Amount in Transfer out

4ih of July 800

M RERE

10:0841

=

12
Personal Holday Pay 0:00

: —

4
Efl:fE
HEEEH
!

X % %

Missed Punches

1. A missed punch will be shown as a red solid rectangle where
the employee’s timestamp should be shown. By hovering over
the rectangle with your mouse, you will see a pop up with the
corresponding exception listed.

2.To edit, click inside the red rectangle and begin typing in the
correct time.
3. Once you have finished the edit, click Save.

*Note: When you successfully Save, the Timecard header will turn grey

Mark As Reviewed

1.Allexceptionswillbeshownwitharedboxsurroundingthe

timestamp.Someexceptionsdonotneedtobeedited,suchas
ashort orlong break, but do need to be acknowledged by
marking as reviewed.

2.ToMarkAsReviewed, right-clickinsidetheredrectangleand

Mark As Reviewed select Mark As Reviewed.Youwill notice thatthe boxaround
: = the timestamp turns green.
= i Tt 0% 3. Once you have finished the edit, click Save
g *Note: When you successfully Save, the Timecard header will turn grey
e A T— i Exception Edit Instruction
| S — - I I
8 i . — Missed Out Punch | Enter the correct out punch time
- Missed In Punch Enter the correct in punch time
Short Break Mark as reviewed, and review company policies with employee
- Long Break Mark as reviewed, and review company policies with employee
il . : Late In Mark as reviewed, and review company policies with employee
: Early In Mark as reviewed, and review company policies with employee
20 K Late Out Mark as reviewed, and review company policies with employee
- Early Out Mark as reviewed, and review company policies with employee
- e — i —— : Bonus Applied Mark as reviewed, and review company policies with employee
- I pen. Unscheduled Change to scheduled
o-00 12004H
- I
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Daily Function: Reconciling Timecards

1c. Reconciling Timecards: Making Edits (continued)

Exeptions = |
Time Perid  C.rent Py iz
show  Albome
) summery
~ Py, Katy s, | Show Toas
Date | Pay Code Anount In out | Transfer Schedule
s 420 722opm £20pm- G0
[ ] 920m
72 145:m [ ] 14527 502pm
o fzzm opm
Fi7)25 atm [ ]
B 2320pm- 5z
Add Punch
Bxceptions
TimePeriod  Curent Pay Perd
Show 1 Home
%) Surmary
- Py Ky el o s
Date | Pay Code Amount n out | Transfer Daily
Tue 715 40m 7205m
. S:00pm 5:00
720 L1:45am .
The7/2¢ eazom Sompm 28
7/ 70tpm .
sa7/2%
C_ change toscheduled D Add punch

Add Comment

Change to Scheduled

ThisoptionisonlyavailablewhenaccessingemployeetimecardexceptionsthroughNotifications.

1.Ifanemployeeforgetstoclockinatthebeginningoftheirshift

or out at the end of their shift, you can use the Change to

Scheduledoptiontoautomaticallyupdatetheirpunchtomatch

their scheduled shift.

*Note: This option excludes lunch punches

*Note: Only use this option the employee started/ended their shift exactly as schedule.

2.Highlightthe missedpunchandselectChangetoScheduled.

Add Comment

1.Allexceptionswillbeshownwitharedboxsurroundingthe

timestamp. It may be necessary to add a comment to an

exception to explain absences, late punches, etc.

2.To add acomment, select Comment from the menu bar or

right-click on the exception and choose Add Comment.

Choose the appropriate comment from the list, and select OK.

4 |  Exceptions Details
P 3. Once you have finished adding the comment, click Save.
7 Approvela ™ Reports ™ *Note: When you successfully Save, the Timecard header will turn grey
n Transfer Out
X 2 - -
X & - - | 12300
X & - -
x| & - -
s > - i v Exception Edit Instruction
X & - oA | « | 12000
% @ - ] kasRevived | - | sooeu Missed Out Punch Enter the correct out punch time
)| & v Y — o ey
e : % Sl Missed In Punch Enter the correct in punch time
x & = <
08 = < Short Break Mark as reviewed, and review company policies with employee
X (5 - - . . .. .

Long Break Mark as reviewed, and review company policies with employee
> (EeTos LateIn Mark as reviewed, and review company policies with employee
I
| |2 Add Comment L= | . . .. .

d Early In Mark as reviewed, and review company policies with employee
Transfer Gif|| Eorment= out Shift
! additional shift reason . . .. .
7 sasoen || | conterence eai . — - Late Out Mark as reviewed, and review company policies with employee
5 disturbance reason . . . .
- earlyin Early Out Mark as reviewed, and review company policies with employee
~  6:00PM Ao 430 4:3)
EIEET ||| Pkt 430 Bonus Applied Mark as reviewed, and review company policies with employee
O | torgotto add vacation Ef” =
S0 ] ate i b Unscheduled Change to scheduled
v | 2:00PM late aut j 500 5:0
- | G:00PM 430 43
: 2:00PM 5:00 5:0
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Daily Function: Approving Time Off Requests
2. Approving Time Off Requests

Request Hanager % |

~ 1.Log in to the Navigator.

ety sbt
Ve, i Unpad Tme OF
Pen, Kty Ungd Tme OF

| 2.Navigate to the Timekeeping Workspace by selecting the work

e, Kty Unpad Tre

space tab in the upper right corner of the screen.

e, Kty Unpd Tme O

3.You will automatically be directed to the Request Manager

4.AdjustthecontextatthetopofthescreentodisplayTime Off

AanalCode 14 ReportiogPerod  AcralUst_ Avabe b Vestedlnce Pobatnary . faredtolate TakentoDate  Pendg Grans_Plasned Takin. Prirding . PriorEd Ve
SckTime o m " 1 "

0 (

- -« = = « | Requestsforaspecificperiod.ThedefaultcontextwillbeNext
Schedule Period.

Time-Off Request Details

5. Double click on any request to view the details.

=» Submitted 7/25/2014-8:03:28PM
Modified by Perry, Katy

Conpodmed by Pt 6. Use the menu at the top of the screen to view Details, Edit,
Requested
e Unpaid Time OFF Approve, Refuse, or Retract requests.
Pay code Unpaid Time Off
i Frodate woemms 7.To Approve, select approve from the menu at the top of the
S — screen. A pop-up will appear for verification. Select Approve
=» 7/25/2014 - 8:03:28PM
Py, fiaty again, and the request will be removed from your Request
Close
Manager and appear on the employee’s timecard as an
Request Manager .
S approved Time Off request.
Detals EdTwﬁ’I\f,"»f{" R‘Ems“”"“:im Retract “Féumrﬁmcﬂff
Modified Ey Subject ‘Submit Date Status Agproves a tmacffrequest Data Empoyes
Wayne, Li Urpaid Time OFf  7/25/2014 6:39PN  Submitted Wayne, 7/30/2014 Wayne, LI 7
pery, Katy Unpaid Time Off 7/25/2014 7.21PM  Submitted Perry, Caty 7/2¢/2014 Perry, Katy I
Peny, Katy Unpaid Tme Off  7/25/2014 7:41PN  Submitted Peny, ety 7312014 Perry, Katy 7
Pery, Katy Urpaid Time OFf  7/25/2014 8:03pM  Submitted Pemy, ety §/0/2014 Perry, Katy 3

AocrualCode 14 Reporting Period | Accrual Unit  Available Bal... Vested Balance Probationary .. EamedtoDate  TakentoDate Pen

Time-OFff

~» Submitted 7/25/2014-8:03:28PM
Modified by Perry, Katy
Employee Perry, Katy

Details
Requested

Tvpe Unpaid Time OFff

Pay code Unpaid Time Off

Start date B8/06/2014 End date 8/06/201
Duration Full Day

| Edie |
Comments
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Weekly Function: Approving Timecards/ Pay Period Close

3. Approving Timecards / Pay Period Close

b All Home Locations 2 B

= »

2| Quickfind ~

QuickFind

UE

Exceptions

s e—

Time Period  Previous Pay Period

Show

All Home and Sche...

kol
§ Pay Period Close >

— Daily Employee Review

& Employee
Pay Period Close

# Timekeeping Pay Period Close /%

Select Pay Period for Approvals

Time Period Last Week -

HyperFind Al Home - |

Save

0 T —) 9

Business Expectations

- Timecards will be reconciled daily, for the previous day.
« Alltimecards will be approved and payroll closed for the

previous week every Sunday.

1. Log in to the Navigator.

2. Navigate to the Timekeeping Workspace by selecting the work
space tab in the upper right corner of the screen.

3. Select the Pay Period Close Wizard from the genies
menu on the far right side of the screen.

4.ChangethecontexttoLastWeekand AllHome.Doingthiswill

ensurethatyouareapprovingtimecardsforyouremployeesfor
the previous week. Select Next.
Hint:Selectingthe questionmarknexttoeach stepinthe wizard will giveyou helponhowto

complete the step.

Pay Period Close:

5.Alistofyouremployeeswillappear.Numbersintheapproval
columntellyouhowmanytimethetimecardhasbeenapproved.
(Every manager has access to employee timecards so there is
potentialforthemtobeapproved morethanonce,thoughitis
onlynecessarytoapproveonceeverySunday).Numbersinthe
punchescolumntellyouhowmanyexceptionsarecurrentlyon

theemployeestimecard.Atimecardshouldneverbeapprovedif

there are still exceptions.

o] ) ok
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Weekly Function: Approving Timecards/ Pay Period Close

3. Approving Timecards / Pay Period Close (continued)
— — p (continued)

Sttiedinain
T

TEem R

e t— : 6.Highlightemployeeswhostillhaveexceptionsontheirtimecard
and select View Details to make edits.
L 7. After you have made your edits, return to the Punch Issues

screen by selecting Summary. If you don’t see your changes

updated, select the Refresh button in the upper right hand

Te] T Py @mf corner of the wizard.
- 8.SelectNexttocontinuetothelaststep,ApprovingTimecards.

e A list of employees will appear, and it should be free of any

blackcheckmarksinthe Missed Punch column.Ablackcheck

mark here would indicate there is still an exception.

9.Highlightallemployees,andselectApprovalsfromthemenu.A

drop down will appear, select Approve.

Workforce Cenfral 10. A confirmation box will pop up and ask if you are sure you want

5

to approve. Select Yes.

Are you sure you want to Approve? 11.SelectDonefromthemenu,andaconfirmationboxwillalert

you that the weekly approval process is complete.

Pay Pesod Cose.

e— = D— ()

i}

PAYPERIOD CLOSE

At Pk At St A
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Optional Function: Viewing Reports

4.Viewing Reports

RRRRRRR

[ —

G [P | o P | et v |

Descapin

Peole

P Bes e Enloss 1 ]

At

OwouFormat it o Docaner o) v

e g e
oned s,

1. Log in to the Navigator.
2. Navigate to the Timekeeping Workspace by selecting the work
space tab in the upper right corner of the screen.
3. Select Reports from the Quick Links Widget Menu.
menu on the far right side of the screen.
4.There are a number of different reports that you can view.
Choosethereportyou'dliketoview,andmakeadjustmentsto
the contextinthe menuontherighthand side of the screen.
5. Once you've decided what you want the report to show, select
Run Report.
6. In the Check Report Status, you will see your report running.
Periodically select Refresh until your report is ready to view.
When you are ready to view, select View Report. The report will

open in another window.
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Set up Function: Scheduling Employees

1. Selecting an Employee for scheduling

[ 1 of 2 Hems ]

b All Home Locations =) [& [=h]
J -
*
(@ ;o2 | Quickfind - p ﬂ'"‘g <

=) QuickFind

Exceptions aE

Time Period  Previous Pay Period
Show Al Home and Sche... Daily Employee Review,

Timecard | Schedule | Reports | fvail

DAILY EMPLOYEE REVIEW

Last Refreshed: 2:31PM

Actions ¥ Punch ¥ Amount ¥ Schedule ¥ Approvals ¥

Mame Person D Department Job Pay Rule

Punch
[BOUWMAN, ADRENNE W 132201 OFFICE SERVICES HQ Defaut | HOURLY HQ 8-12-40-CO.
COVARRUBIAS, REBA 76624 OFFICE SERVICES HQ Defaut | HOURLY HQ 8-12-40-CO.

FLORES GIL, ANABELLC | 101524 OFFICE SERVICES HQ Defaut | HOURLY HQ 8-12-40-CO.
OFFICE SERVICES HG Defaut | HOURLY HG 8-12-40-CO.,
OFFICE SERVICES HG Defaut | HOURLY HG 8-12-40-CO.,
FACLITES HG Defaut | HOURLY HG 8-12-40-CO.,

OFFICE SERVICES HQ Defaut | HOURLY HQ 6-1240-CO.

Show [l Home +|  Yime Period |Current Pay Period

Mssed | Unexcus

Absenct

Timecard | schedule | Reports | Availabilit

DAILY EMPLOYEE REVIEW
Last Refreshed: 5:33PM

Show |#

Actions ¥ Punch ¥ Amount~ Schedule ¥ Approvals v

PMame Person ID Departmerit Joby
EOLWMAN, ADRIGMME A 229901 OFFICE SERVICES HQ Default
covarrUBlas, ] EMal — OFFICE SERVICES HQ Defautt
FLORES GIL, ana #dd Punch —= OFFICE SERVICES HQ Defaut
GUERRERO, Dann| dd Amount —= OFFICE SERVICES HQ Default
LEVEILLE, SHELE ki) OFFICE SERVICES H®@ Defautt
LA, RODR\GuEi Timecard —= FACILITES HOQ Default
SAN JUAN, STEVE Schedule OFFICE SERVICES HG Default

HOL
HOL
HOL
HoL
HOL
HOL
HoLU

Thisprocesseswillneedtobedoneforallcurrentemployeesand
any new employees going forward.

1. Log in to the Navigator.

2. Navigate to the Timekeeping Workspace by selecting the work
space tab in the upper right corner of the screen.

3. Select the Daily Employee Review Genie from the genies
menu on the far right side of the screen.

4. Double check that all employees are there, or if you have extra
names who do not report to you.

5.Clickanemployeenametohighlighttherowandselectthem

6. Then right click the highlighted employee name and select
Schedule.
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2. Selecting a Shift to Edit

SCHEDULE EDITOR
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1. Click on Shift from the top menu.

2. Select Add Pattern from the drop down menu.

3. Enter a work start date (must be a future date) and ensure the
Forever radio button is selected.

4. Click into the box of the day you want to edit.

5.Then click the Shift Editor button on the right.
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3. Entering a Shift

Type * Day Start Time * Day End Time *
%! &/ Regular - 1 1

|

Type * Day Start Time * Day End Time * Schhrs
X) | (& Regular -1 8:30AM 1 12:30PM 40
X (% Bresk -1 12:30PM 1 1:00PM 05
X)| (&) Regular - 1:00PM 1 5.00PM 40

Details

ok ] cancel | Ve |

Youwillentertheshiftonmultiplelines.Astart&endtimebefore
themealbreak(minimumof30mins),themealbreaktimesand
finally a start & end time after the meal.

1. Edit the first line by ensuring that Regular is selected from the
Type drop down.

2. Enter the start and end time before the meal break.

3. Click the Plus Sign Arrow button next to Regular (Type) to add
the next line.

4. Select Break from the Type drop down and the start time will
auto-fill. Enter the end time for the meal break.

5. Add another line with the Plus Sign Arrow button.

6. Select Regular from the Type drop down and enter the start
and end time after the meal break.

7. Click the OK button.
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4. Completing the Schedule

Theremainingdaysoftheweekcanbecopiedandpastedfollow-
ing this process.

y y 1. Click into the shift you entered and highlight the shift.
2. Right click and select Copy.
3.Clickintothenextdayoftheweek,rightclickandselectPaste.
4. Repeat step 3 for the remaining workdays of the week.
N M 5. Click the OK button.
il § 6. Click the Save button above the employee name.

* (@) Forever
“Pattern StatDate: 81772014 B s 7.A confirmation pop-up boxwillappear.Clickthe OKbutton.

Recurring 175 (® Weeks () Days ©30a-35p

8. Repeat the process for any other employees that have not been
scheduled.
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