% DARTMOUTH

Supervisor & Manager
Training

Kronos Approver System Training
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Topics Covered in this Training

» Expectations and Responsibilities
* Kronos System Overview

» Reviewing and Approving Timecards
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Expectations for reporting hours

* Record hours worked accurately on the Kronos
Timecard.

« DO NOT PRE-RECORD (PRE-POPULATE) HOURS WORKED!
* Record hours at the beginning and end of each shift.

* Record benefit time, including holidays, vacation, and
personal time. and/or comments on the timecard as
needed.

* Review the timecard for accuracy before the end of the
pay period.

« Correct timecard errors by 12-Noon Monday following the pay
period.

Submit the timecard no later than 11:59 PM Saturday on
the last day of the pay period.
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Expectations for reporting hours

An employee must not falsify or
incorrectly report time worked.

These actions are grounds for
corrective action, up to and
including termination and possible
legal prosecution
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Expectations for Supervisors

* Establish expectations for Time Reporting with employees,
including request personal and vacation time.

* Biweekly Time Detail reports will be generated to supervisors at
7:00AM.

* All biweekly employee time must be reviewed and approved no
later than noon on the Monday following the pay period*.

* ¥*9:00AM Monday for Union Supervisors

* For supervisors with Kronos Supervisor Web Access, it is
recommended that supervisors review timecards prior to the
end of the pay period.

It is recommended a weekly review of biweekly timecards be
conducted by all supervisors.

* Review all timecards for all direct report employees.
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System Approver Best Practices

* Leverage Hyperfind queries for easy retrieval of employee groups

« Set expectations with non-system approving supervisors on
confirming hours

« Coordinate for secondary approver when primary approver is
unavailable - This may be your Finance Center

* Review timecard Monday AM following the end of a pay period
* Maintain awareness of early payroll deadlines

* Always click the [¥) Save button when editing the timecard
Note: All unsaved data entered will be lost, if Save is not clicked

1Y) * Magenta when changes need to be Saved

* Grey when no changes to be Saved
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Finance Center and Payroll Processing

Finance Center:
Schedule and email reports
to ensure all areas are
approved by Supervisors
and Kronos Approvers

Payroll:
Perform Historical
Corrections in Kronos for
previous pay periods

Payroll:
Run import from Kronos to
Oracle HRMS

Finance Center:
Work with Supervisors and
Employees if exceptions
are found to work towards
resolution

Payroll:
Once timecards have been
approved, sign-off on all
timecards

EVLR
Work with Finance Centers
to ensure all corrections
are entered into both
Kronos and HRMS for
current Pay Period

Finance Center:
Approve areas of
responsibility

Finance Center:
Contact Payroll when
ready to sign-off and

export/import hours from
Kronos to Oracle HRMS

Payroll:
Finalizes Payroll and Issues
Employee Pay
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Supervisor & Manager
Training

Navigation

Timecards Review, Edit, Approve
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Supervisor/Manager Dashboard

Welcome back, Lisa
Acting as I want to be a manager Searc h fO rEm P loyee an d

access their timecard

Go to Timecards

My Timecard ~ Manage Timecards ~ Dartmouth Reconcile ~»
Timecard
Exceptions Previous Pay Period v
2K
0 Go to Dartmouth Reconcile
15K Timecard Dataview
9 -~ X -
4 6 . A I o X o
N L WTK-181523 Number of employees in i
request (1211) exceeds allowed limit (1000)
1
0
False True
Signed Off

Customize your Dashboard!
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Accessing Timecards

1. Go to the Main menu select Time -> Timecards
2. Go to Main menu select Time -> Use Employee Summary dataview to see list of
employees and totals

3. From the Dashboard, use the Manage Timecards tile on
x the Dashboard by clicking the arrow at the top

LW Lisa Wallace °
w
(wantto be a mana 4. From the Dashboard, use the Dartmouth Reconcile
a i d til list of ! d '
Timecard tile to see list of employees and exceptions
Edit Profile p Sign Out (>
‘ o Welcome back, Lisa
Acting as I want to be a manager
Home
Time My Timecard ~ Manage Timecards ~ Dartmouth Reconcile ~»
Timecard
Employee Summary Exceptions Previous Pay Period v
Timecards 0
itk 1498
Dataviews & Reports - . 4
Dataview Library ,
o data to display. 2
Group Edit Results request (1211) exceeds d fimit (1000)
1
Report Library Signed Off
My Information
My Calendar
My Timecard
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Employee Summary Dataview

» View all employees within your area * Adjust timeframe
» Select to review timecard  Select, access, create Hyperfinds

* Right-click to access other controls » Add/remove filters and columns

= © P Employee Summary Change Pay Period . Change Hyperf

Approve timecards _ N
8 v Previous Pay Period < > go ¥ TestTeam ¢ Loaded 231PM
Y o OAA
Selert A Refine Zoom
v Employee Full Name T Employee ID i Actual Hours w Scheduled Hours w Projected Hours v ¥
Test, Employee TESTEMPLOYEE

Test, Employee

~ General Information

Primary Job

1/01/2020 - Forever

Dartmouth College/Campus Services/FOM
TFOM/Fac Grounds Sves/Cust Svcs Non
Dorm/Cust Svcs Non Dorm/Custodial Squad
Leader A&

Primary Labor Category
1/01/2020 - Forever
GL~20~515~368000~433953~0000.6214,)G3A

» Timekeeping

> Scheduling
> Accruals
& I g &

| Timecard

People

Reports
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Dartmouth Reconcile Timecard Dataview

» View all employees within your area * Adjust timeframe

» Select to review timecard  Select, access, create Hyperfinds

* Right-click to access other controls » Add/remove filters and columns

= A D Dartmouth Reconcile Timecard Change Pay Period

Dartmouth Reconcile Timecard « Approve tlmecards a > CurrentPay Period <« > ;'f‘u ¥ *TestTeam &3 Loaded 2:56 PM
{-H v A B &~ D~ <v 0 53]
Unselect Al Refine Zoom TrackTime  Approval  Create Details Share Restore Save
Notice
e Employee Full Name “ EmployeeID T~  Employee Pay R..o Total Hours ¥~  Employee Appro...,  Manager Appro... ~ Signed Off Approving Managers ~ T
Test, Employee TESTEMPLOYEE Custodian Thuré Fri7 8.00

Test, Employee

~ General Information
Primary Job
1/01/2020 - Forever
Dartmouth College/Campus
Services/FOM/FOM/Fac Grounds Sves/Cust Sves
Non Dorm/Cust Swcs Non Dorm/Custodial Squad
Leader A
Primary Labor Category
1/01/2020 - Forever

GL~20~519~368000~433953~0000,6214,/G3A
> Timekeeping
> Scheduling

> Accruals

& o - 2 <

| Timecard

People

Reports
I 1 Sum 3.00 Count 1
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Timecard

Click Save anytime you make a change to the timecard.
Changes will be lost if you do not click Save

Don’t forget to click
Save to save
chan

Q D Employee Timecards

| Test, Employee ~ | @ TESTEMPLOYEE ¢ 1of1 {8 = currentPayPeriod g} ~ *TestTeam &3 Loade, |:33PM
A 9
Zoom Save
Date Assignment Pay Code Amount In Out Transfer In Out Transfer Absence Schedule Shift Daily Period
+ Sun 9/08
— <
+ O Mon 9/09 123456-4 [ 7:26 AM 11:58AM  ..~286073~626402~0000,,; 12:25 PM 4:02 PM 8.00
+ i 7:30 AM - 4:00 PM 8.00 8.00
+ O Tue 9/10 7:28 AM 11:31 AM 12:02 PM 3:58 PM 7:30 AM - 4:00 PM 8.00 8.00 16.00
+ O Wed 9/11 7:30 AM 11:32 AM 12:02 PM 4:01 PM 7:30 AM - 4:00 PM 8.00 8.00 24.00
+ O Thu 9/12 i 7:31 AM S 11:45 AM 12:06 PM 4:05 PM 7:30 AM - 4:00 PM 8.25 825 32.25
+ O Fri g3 7:29 AM 11:42 AM i zoewm 3:59 PM 7:30 AM - 4:00 PM 8.50 8.50 40.75
- Sat 9/14 40.75
+ Sun 9/15 40.75
+ Mon 9/16 E 7:30 AM - 4:00 PM
+ O Vac 8.00 8.00 48.75
+ Tue 9/17 7:30 AM - 4:00 PM
- @ Per 5.50
+ O §  soem ’ § zmem ! 250 8.00 5675
+ O Wed 9/18 7:30 AM '2 11:30 AM 7:30 AM - 4:00 PM 4.00
+ O 123456-4 i 12:00 PM i 4:08 PM 425 825 65.00
+ Thu 9719 | 7:30 AM - 4:00 PM 65.00
+ Fri 8/20 7:30 AM - 4:00 PM 65.00
Totals Accruals Historical Corl Audits
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Timecard

Timecard Details: where

Employee Search employee records all hours Notifications
worked and Paid Time Off (PTO)

Go To People &

/ Save
| Test, Employee ~ | @ TESTEMPLOYEE 17 . B ~ Previous Pay Period & ~ TestTeam {3 LObwcwwmery o
L = AA _?T' Share to Print lﬂ
timecard
APP.rove E!I_n ecar.dmgnment Pay Code Amount In Out Transfer In Out Transfer Absence Schedule shift

-+ Sun 8/25
+ e Mon Bf26 F‘ 1234561 729 AM 12:02 PM 1234 PM 3:57 PM 730 AM - 4:00 PM B.00
+ e Tue B/27 Fj 123456-1 727 AM 11:58 AM 1232 PM 3:55PM 7:30 AM - 4:00 PM 8.00
+ e Wed B/28 F‘ 1234561 i 730 AM 12:00 PM i 1215 PM 3:59 PM T30 AM - 4:00 PM B35
+ e Thu 8/29 Fj 123456-1 7:29 AM 12:01 PM 12:27 PM 402 PM 7:30 AM - 4:00 PM 8.00

— Fi . i 715 AM 11:45 AM M 12:30 PM 3:58 PM T30 AM - 4:00 PM B.00
+ | G % Click the + (Plus) ' '
+ s button when more than
+ , two In/Out punches are

needed for one date
+ Mon 9702 T Tj T2Z3456-T E 730 AM - 4:00 PM
+ e Fi anmace s r - | 1 .50 | T
View Totals, including View PTO Accrual balances

+ Tue 9/03 regular, shift, daily and for Vacation, Personal Time, = 7:30 AM - 4:00 PM
+ o pay period to date )5 | and Winter Break
+ e Wed 9/04 A3456-1 74 11:56 AM i 1236 PM i 4:02 PM T30 AM - 4:00 PM 7.75

| Totals Accruals Historical Corrections Audits
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Timecard Indicators
Exception Indicators

-The cell is solid red when there is a missed in or out punch.
/N Action is required for an exception on this day.
When the system generates an exception, the icon is red with a white line

i near the top.

= When a manager marks an exception as reviewed or justifies a missing
o4 time exception, the icon color changes to green.

- When an employee justifies a missing time exception, the icon color

v changes to red (with two white lines).

? If there is more than o.ne exception, thfa co.lor reﬂect.s the most severe

“ state of all the exceptions, and the white lines are diagonal.

§ If an absence has been excused, icon is blue with three horizontal lines.
’1 When an exception or punch is system-generated, the icon is purple with

one diagonal line and the punch displays in purple.
Il Holiday exceptions
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Timecard Exceptions

Punch Actions

L] L] L]
Date:
* Hover over Exceptions to view details
ver over £Xx Ion view I sr2e/2026
Assignment:
123456-1
. . L]
* Right-click to revie ch and add comments
| | review pun n n
Rounded Time:
12:00 PM
Override:
= B My Timecard InPunch
Time Zone:
(GMT -05:00) Eastern Time (USA; Canada) & Loaded: 9:34 AM
Exceptions:
N I short Break
Approve
Last Edit Date:
83072024
Date Assignment Pay Code Amount In Out Transfer In Out Transfer Absence Edit Made By: Period
+ Sung/2s Test, Employee
+ © Mon 8/26 fj 1234561 7:29 AM 12:02 PM 12:34PM 3:57 PM 8.00
+ © Tue 8/27 fj 1234561 7:27 AM 11:58 AM 12:32 PM 3:55 PM 4 N 16.00
Edit Comments
+ | © Wed 8/28 Tj 1234561 i 7:30 AM 12:00 PM §  1zisem 3:50 PM 24.25
+ © Thu 8129 fj 1234561 7:29 AM 12:01 PM 12:27 PM 4:02 PM 7:30 AM - 4:00 PM 8.00 8.00 3225
+ | © Fri 8/30 Tj 1234561 i 7:15 AM 11:45 AM §  1zz0em 4025
+ sat8/31 12:00 PM 359 PM i
+ Sun 9/01 4025
+ Mon 9/02 | 1234561 12:01 PM 4:02 PM
+ © fj 1234561 fj wol /] sso | 7:30 AM ! ] 850 4875
+ Tue 9/03 Tj 1234561 7:30 AM - 400 PM
+ © fj 1234561 fj vac /] sso | 7:30 AM 850 57.25
+ Wed 9/04 [j 1224561 7:30 AM - 400 PM 57.25
- Thu 9/05 fj 1234561 7:30 AM - 400 PM 57.25
+ Fri 9/06 fj 1234561 7:30 AM - 4:00 PM 57.25
+ Sat 0/07 57.25
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Timecard - Adding Comments

My Timecard
Comments (1)

10 AM

J0 AM

[ —_ s
=] L =]
p-d p-3 3
... ) ) )

-
Qut Transfer In

B B
12:00PM | ..230500~0000; 12:30 PM

B - B
12:00 PM | 1z18FM
12:02 PM 12:32
11:59 AM 12:45 PM
12:45 PM 115 PM

Punch Actions

Date:
3122024

Time:
12:18 PM

Rounded Time:
12:00 PM

Override:
In Punch

Time Zone:
{GMT -05:00) Eastern Time (USA; Canada)

Exceptions:
j§ ShortBreak

Last Edit Date:
3/19/2024

Edit Made By:
TestWallace, Lisa A

9

Comments

Comments and Motes

I

Accruals

Historical Corrections

Short Break

Comment On

{ Short Break - J

Add Comment

© | o-sTOther -

X

(&) [ Received call back to address concern

L

Add Another Note

Cancel

Add

DARTMOUTH

1. Right-click on time
2. Click Comments

3.Select Comment On
Category

4.Enter comment

5. Click Apply
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Timecard - View Comments

Amount In Out 1

i 725am 1M58AM | ..~2
7:28 AM 11:31 AM
7:30 AM 11:32AM

i 7avy 11:45 AM
7:29 AM 11

I

Punch Actions

Date:
0/12/2024

Assignment:
1234561

Time:
731 AM

Rounded Time:
7:30 AM

Override:
In Punch

Time Zone:
(GMT -05:00) Eastern Time (USA: Canada)

Exceptions:
j Lateln

Comments and Notes:
Late

Last Edit Date:
9/18/2024

Edit Made By:

Tast Fmnloves

¥ ¢ 9 i

Mark as Edit Comments
Reviewed

DARTMOUTH

Right-click on time to view new
comment

Click Comment to edit
comment
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Timecard - Saving

¥) --> indicates the card has changes that have not been saved

Save

--> indicates timecard has been saved or no changes Don’t forget to click
Save to save changes

(A D Employee Timecards g

| Test, Emp\oyee ~ | @ TESTEMPLOYEE 1of1 ~ CurrentPay Period &% ~ *TestTeam 5 Loade, 2:33PM
A b s~ )
Zoom Analyze GoTo Save
Date Assignment Pay Code Amount In Out Transfer In Out Transfer Absence Schedule Shift Daily Period
= Sun 9/08
+ O Mon 9/09 1234564 § 726am ’ 11:S8AM  ..~286073-626402~0000,.; 12:25 PM 4:02PM 8.00
+ T 1234561 i 7:30 AM - 4:00 PM 8.00 8.00
+ O Tuewn T| 1234561 728 AM 11:31 AM 12:02 PM 358 PM 7:30 AM - 4:00 PM 8.00 800 16.00
+ O wedon T 1234561 730AM 11:32AM 12:02 PM 401PM 7:30 AM - 4:00 PM 8.00 200 24.00
+ © Tz T 1234561 i 73avs 11:45 AM 12:06 PM 405PM 7:30 AM - 4:00 PM 8.25 825 3225
+ O Friofi3 720 AM 11:42AM § zoiem 3139 PM 7:30 AM - 4:00 PM 8.50 250 40.75
= Sat9/14 40.75
+ Sun 915 40.75
+ Mon 9/16 T 1234561 H 7:30 AM - 4:00 PM
+ O T 1234561 vac 8.00 8.00 48.75
- Tue /17 T 1234561 7:30 AM - 4:00 PM
+ O T 1234561 Per 550
+ O T 1234561 i mew § so2ewm 250 .00 56.75
+ O  wedois T 1234561 730AM % 1130AM 7:30 AM - 4:00 PM 400
+ O 1234564 § zooem  § 40sPm 425 825 65.00
+ Thu er19 T 1234561 | 7:30 AM - 4:00 PM 65.00
+ Fri 9120 T 1234561 7:30 AM - 4:00 PM 65.00

Totals Accruals Historical Col ons Audits
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Transfers

o D Employee Timecards

| Test, Employee v | @ TESTEMPLOYEE Tof1

5 ~ Current Pay Period &%

-

DARTMOUTH

Transfer X

Test, Employee

Assignment 123456-1

Primary Location Dartmouth College/Ca
mpus Services/FOM/FO

M/Fac Groun...
Work Rule None @
Cost Center None

Labor Categories

GL~20~519~368000~43

A v & 8-

List View Zoom Approve Sign-0Off GoTo
Date Assignment Pay Code In Out Transfer In Out Transfer
+ © Mon 9/09 123456-4 i 726am 11:58 AM 12:25PM 4:02 PM
- I| 1234561
+ O Tue 9/10 l| 1234561 7:28 AM 11:31 AM 12:02 PM 3:58 PM
== @ Wed 9/11 Fj 123456-1 7:30 AM 11:32 AM Choose: - 12:02PM 401 PM
+ O T | 1234561 § 731av89 115am GL~20~723~286073~626402-0000,.
i GL~21~347~360500~165211~0000,62%3,;
+ | O Fri 9/13 I| 1234561 7:29 AM 11:42 AM 5 5 Call In_Shift 3_Min 3hse®
+ Sat 9/14 search.--
== sun9/15
- Mon 9/16 l| 1234561
Totals Accruals Historical Corrections

3053~0000,6214,]G3A
@ Add Business Structure
@ AddWorkRule

@ Add Labor Category

oy
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Ledger Account Transfers

Click the Transfer cell

and select Search...

M Choose: - 12:02 PM

M mGLl~20~723~286073~626402~0000,,;

mGL~21~347~360500~165211~0000,6233,;

M :S S Call In_Shift 3_Min 3hrs;:;

ran

Search...

Transfer X
Labor Categories

& Add Ledger Account

@ Add Natural Account ~

Quick links
Business Structure

work Rule

Select Add Labo
Categories

-

= @

Search either by name
or chart segment and
select

Transfer X
Labor Categories

@ Add Ledger Account

[ systems = ]
GL~20~326~368000~767000~0000 '
Systems Support~Administrative Systems
Support

GL~20~505~368000~343626~0000

Finance and Admin~Finandial Systems and
Services

Transfer x
Labor Categories

@ Add Ledger Account -

[ 343624 =)

GL~20~505~368000~343626~0000

Finance and Admin~Financial Systems and
Services

DARTMOUTH

Click OK and Apply

Transfer X
Labor Categories

Ledger Account
GL~20~505~368000~343626~0000
Finance and Admin~Financial & @
Systems and Services

@ Add Natural Account -

Quick links

Business Structure

Work Rule

@

Transfer X

Test, Employee

Assignment 123456-1

Primary Location Dartmouth College/Ca
mpus Services/FOM/FO
M/Fac Groun...

Work Rule None (D
Cost Center None

Labor Categories GL~20~519~368000~43
3953~0000,6214 |G3A

@ Add Business Structure
@ AddWorkRule »

@ Add Labor Category

Verify information
populates in
Transfer column

out Transfer In
11:58 AM 12:25FM
11:31 AM 12:02PM

11:32 AM 126L~20~505-268000~343626~0000,; 12:02 PM




Work Rule Transfers

(less common)

{8 ~ Current Pay Period g}

-

Transfer X

Test, Employee

Assignment 123456-1

Primary Location Dartmouth College/Ca
mpus Services/FOM/FO

wt Transfer Absence Schedule M/Fac Groun...
Waork Rule None ®
Cost Center MNone
02 P Labor Categories GL~20~519~368000~43
3953~0000,6214,)G3A
i 7:30 AM - 4:00 PM
@ Add Business Structure
158 PM 7:30 AM - 4:00 PM
01 PM | | Choose: - 7:30 AM - 4:00 PM O AdduworkRule -
05pM | :76L-20-505-368000~343626~0000.; |‘-"-" o | Hp =]
1GL~20~723~286073~626402~0000,; HPOps Jury
P9 P 1+GL~21~347~360500~16521150000,6233,; M- 4:00FM .
HPOps Mil
5 S Call In_shift 3_Mis#Snrs;:; ps Ml
Search... HPOps Mon5 Tuet Wed7
HPOps Mon5 Tue6 Wed7 DOTRS
E 7:30 AM - 4:00 PM
HPOps Mon6 Tue?
HPOps Parental Leave
7:30 AM - 4:00 PM
7:30 AM - 4:00 PM
7:30 AM - 4:00 PM
7:30 AM - 4:00 PM
Cancel Apply
wrigal Carrectinns

Transfer

Test, Employee

Assignment 123456-1

Primary Location Dartmouth College/Ca
mpus Services/FOM/FO

M/Fac Groun...
work Rule None
Cost Center None

Labor Categories GL~-20~519-368000~43
3953~0000,6214,)G3A

@ Add Business Structure

Work Rule

HPOps MonS Tues Wed7?

@ Add Labor Category

(o) | D) |

®

DARTMOUTH

 Click the Transfer
cell and select
Search...

» Select Add Work
Rule and select the
appropriate work
rule

 Click Apply and
Click Apply again.



Timecard - Totals

@ B My Timecard

DARTMOUTH

) ~ Current Pay Period

3 Loaded: 5:59 AM

v o2
Approve Shars
Date Assignment Pay Code Amount In Out Transfer In Out Transfer Absence Schedule Shift Daily P
+ Sun 9/08
+ el Mon /09 l" 1234561 726 AM 11:58 AM 12:25PM 4:02 PM 7:30 AM - 4:00 PM 8.00 B.00
+ el Tue 910 l" 1234561 728 AM 11:31 AM 12:02 PM 358 PM 7:30 AM - 4:00 PM 8.00 B.00
+ el Wed 9/11 l" 1234561 T30 AM 11:32 AM 12:02 PM 401 PM 7:30 AM - 4:00 PM 8.00 B.00
+ e Thu /12 l" 1234561 731 AM 11:45 AM 12:06 PM 4:05 PM 7230 AM - 4:00 PM 825 8.25
+ e Frign3 l" 123456-1 729 AM 11:42 AM i 12:01 PM 359 PM 7230 AM - 4:00 PM &850 8.50
) ! = [ X
| an v || An v | Assignment Grouping -
Assignment ™V Location Ty v Job Ty Labor Category T v Pay Code T Amount v
Dartmouth College/Campus Services/F... Custodial Squad Leader A GL~20~519~368000~4335953~0000,6214..  Total Hours 56.75
1234561 Dartmouth College/Campus Services/F... Custodial Squad Leader A GL~20~519~368000~433953~0000,6214..  2Znd Shift 250
1234561 Dartmouth College/Campus Services/F... Custodial Squad Leader A GL~20~519~368000~4335953~0000,6214.. DT 350
1234561 Dartmouth College/Campus Services/F... Custodial Squad Leader A GL~20~519~368000~433553~0000,6214..  OT 0.25
1234561 Dartmouth College/Campus Services/F... Custodial Squad Leader A GL~20~519~368000~4335953~0000,6214..  Per 550
123456-1 Dartmouth College/Campus Services/F... Custodial Squad Leader A GL~20~519~368000~433553~0000,6214..  Reg 3450

Totals

Accruals

Historical Corrections

Audits
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Timecard - Accruals

= @ B MyTimecard

) ~ Current Pay Period £ Loaded: 5:59 AM

v o
Approve Share
Date Assignment Pay Code Amount In Out Transfer In Out Transfer Absence Schedule Shift Daily P
+ Sun 9/08
+ e Mon 9709 rj 1234556-1 726 AM 11:58 AM 12:25 PM 4:02 PM 730 AM - 4:00 PM 8.00 B.00
+ e Tue 810 rj 1234561 7:28 AM 11:31 AM 12:02 PM 3:58 PM 7:30 AM - 4:00 PM 8.00 B.00
+ e Wed 9/11 l" 1234556-1 730 AM 11:32 AM 12:02 PM 401 PM 730 AM - 4:00 PM 8.00 B.00
+ e Thu9/12 rj 123456-1 i 731 AM 11:45 AM 12:06 PM 4:05 PM 7:30 AM - 4:00 PM 825 B.25
+ e Fri9/13 l" 1234556-1 729 AM 11:42 AM i 12:01 PM 3:59 PM 730 AM - 4:00 PM 8.50 8.50
s y
= X
Accrual Code Name Ty~ Accrual Code Type  “P; ™ Accrual Reporting Per... T3 ™ Opening Vested Balan... Ty~ Available Balance T Taken to Date Te™ Planned T~ Ending Vested ... Ty ™ v
Personal Hour Mon 7/01 - Mon 6/30 0.00 50.50 0.00 550 50.50
Vacation Hour Mon 7/01 - Mon 6/30 0.00 33.50 24.00 8.00 33.50
Winter Break Hour Mon 1/01 - Tue 12/31 0.00 0.00 0.00 0.00 0.00

Totals Accruals Historical Corrections Audits
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Timecard review prior to Approval

1. Review each employee’s timecard to ensure

completeness and accuracy : o T Ermmm———
Assignment Ty Location Ty Job
a. Total hours are accurate for the time period being S P

approved

e Click the Totals Tab at the bottom of
the timecard to review

1234561

1254561

1234561

1234561

1234561

Dartmauth College/Campus Services'F
Dartmouth Coliege/Campus Services/F._
Dartmaouth College/Campus Services
Dantmouth CollegerCamgpus ServicesF .

Dartmoush CollegeiCamgus ServicestF

Custodial Squad Leader &
Custodial Squad Leader &
Custodial Squad Leader &
Custodial Squad Leader &

Custodial Squad Leader A

b. Ensure ‘Hol’ Pay Code if there was a holiday in the |

Tatals J

pay period
c. Missing in/out times or time worked (or no time e [ TN
reported)
Punch Actions
d. Time recorded should be correct for hours 7:30 AM YR
charged to multiple jobs (assignments) - -
. . I 731 AM S 11:45 AM 123456-1
e. Review all Comments for any action needed G
7:29 AM W42 AM Founded T

2. If corrections need to be made contact the employee

and/or supervisor. Corrections should be complete by

noon on Monday following the pay period.
v/

3. If all is correct, select Approve at the top of the
Appraove

timecard

Note: multiple timecards may be approved at once from
the DC Time Reconcile or Employee Summary Report

Time Zone:
(GMT -05:00) Eastern Time (USA; Canada)

Exceptions:
f Lateln

Comments and Notes:
Late

Caught Traffic

Last Edit Date:
9/18/2024

Edit Made By:

+ Emnlouss




&
Approval

* Employees are required to
approve and attest by
Saturday, 11:59PM at the end of
the pay period to that their
hour are accurate and have not
been falsified.

* By noon* Monday, following
the close of the pay period, all
timecards must be approved.
*9:00AM for Union Supervisors

» To approve, click v
the approve action  Approve
button on the ribbon.

* Once approved, the timesheet
will provide a confirmation
and change color.

* To remove your approval, click
Remove Approval.

* To remove your and your
employee’s approval, click
Remove All Approval.

DARTMOUTH

= @ D Employee Timecards

| Test, Employee v | @ TESTEMPLOYEE 1of1
= A | v o} = R &~
List Vie Zoom Apprave Sign-Off Analyze Accrual
Action
Date Assignment Pay Code Amount In Out
- Sun 9/08
- O Mon 9/09 1234564 i 726AM 11:58 AM
+ Ii 1234561
| Test, Employse - | @ TESTEMPLOYEE 1of1
= A % & =0 g- =
e
List View Z00m Remove Remaove All  5ign-Off Analyze Accrual GoTo
Approva Approva Actions
@ Information Timecard Approved by Wallace, Lisa A 9/18/2024 2:45 PM
Date Assignment Pay Code Amount In Out
== Sun 9/08
— "
+ E} Mon 9/09 123456-4 | 7:26 AM 11:58 AM
- I 1724544
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Timecard Indicators

Timecard Background Table View

Yellow background Timecard approved by employee but not by manager.

Timecard approved by manager but not by employee.

Note: If a timecard has multiple job approvers and

your timecard settings are configured to only show shading
for approved jobs, then only the jobs that have been
approved are shaded. Jobs that have not yet been approved
are not shaded.

Light purple background

Green background Timecard approved by both employee and manager.

Gray crosshatch Timecard has been signed off.
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Time Detail Report

TimePeriod:  CumentPay Period Evecutedan: H182024 308PM

«  Employee Summary by o™ e
Pay C O d e Employee Summary by Pay Code -

Account

Test, TESTEMPLOYE 1234561 |GL~20~519~368000~433953~0000,6214,JG3A 2nd Shift 230 | 250
« Employee Name e |
Test, TESTEMPLOYE 123456-1 |GL~20~519~368000~433953~0000 6214 JG3A oT 830 | B50
Employee E
° NetID Test, TESTEMPLOYE 123456-1 |GL~20~519~368000~433953~0000 6214 JG3A or 015 | 025
Employee E
Test, TESTEMFLOYE 1234561 |GL-20~519~368000~433953-0000,6214,JG3A Fer 530 | 650
. Employee E
L4 ASS|gn|||ent Test, TESTEMPLOYE 123456-1 |GL~20~519~368000~433953~0000 6214 JG3A Req 30.30 | 3050
Employee E
. Test, TESTEMPLOYE GL~20~519~368000~433953~0000,6214 JG3A Total Hours 5245 | 5275
Y Ch S Employee E
art trln Test, TESTEMFLOYE 1234561 |GL-20~519~368000~433953-0000,6214,JG3A Vac 500 | 8.00
Employee E
Test, TESTEMPLOYE GL~20~519~368000~433953~0000,6214 JG3A Vacation Total 800 | 800
« Pay Code Ensives | €
Test, TESTEMPLOYE 123456-4 | GL~20~250~368000~691511~0000 6163, 2nd OT Shift 015 | 025
Employee E
Test, TESTEMFLOYE 1234564 |GL~20~250~368000~691511-0000,6163, 2nd Shif £00 | 400
* Hours Reported I
Test, TESTEMFLOYE 123466-4 | GL~20~250~368000~6915711~0000 6163, oT 015 | 025
Employee E
Test, TESTEMPLOYE 123456-4 | GL~20~250~368000~691511~0000 6163, Req 400 | 400
Employee E
Test, TESTEMFLOYE GL~20-250~368000~691511-0000,6163, Total Hours 415 | 425
. . Employee E
«  Employee Time Detail -
p ovee | e e al Eﬁmyse TESTEréF’LOYE 1234564 |GL~20~723~286073~626402-0000 6163, Req 500 | 800
Test, TESTEMPLOYE GL~20~723~286073~626402~0000 6163, Total Hours 800 | 800
Employee E
+  Employee Nam o
p Oyee ame Employee  TESTEMPLOYEE Total: 79:45 7975

b N et I D Employee Time Detail

Assignmen Work Rule Override Hours
ID Date i Account Xfer ; In Punch | Out Punch Pay Code Comments/Notes Money | Hours ((Decimal
° Date t Transfer Amount )
Test, TESTEMPLOYE | 09/09/2024 |123456-4  |GL~20~250~368000~691511~0000,6163, 1225PM | 04:02PM 330 350
Employee E
. Test, TESTEMPLOYE | 09/09/2024 |123456-4  |GL~20~723~286073~626402~0000,, 07.26 AWM 11.58 AW 430 4.50
* Assignment P -
Test, TESTEMPLOYE | 09/10/2024 |122456-1 |GL~20~519-368000~433953~0000,6214 JG3A 07.28 AWM 11.31 AW 4.00 4.00
Employee E
° Test, TESTEMPLOYE | 09/10/2024 |122456-1 |GL~20~519-368000~433953~0000,6214 JG3A 12.02PM | 02:58PM 4:00 4.00
Account o
Test, TESTEMPLOYE | 09/11/2024 | 123456-1 |GL~20~519~368000~433953~0000,6214 JG3A 07:30 AWM 11:32 AW 4:00 4.00
Employee E
° Xt e r (t ra n Sfe r) Test, TESTEMPLOYE | 09/11/2024 |123456-1 |GL~20~519~368000~433953~0000,6214 JG3A 12:02PM | 04:01PM 4:00 4.00
Employee E
W R T Test, TESTEMPLOYE | 09/12/2024 |123456-1 |GL~20~519~368000~433953~0000,6214 JG3A 07:31 AWM 11:45 AW In: Late ~ Caught Traffic 4:15 425
[ ] k l f Employee E
0 r u e ra n S e r Test, TESTEMPLOYE | 09/12/2024 |123456-1 |GL~20~519~368000~433953~0000,6214 JG3A 1206 PM | 04:05PM 4.00 4.00
Employee E
Test, TESTEMPLOYE | 09/12/2024 |122456-1  |GL~20~519-368000-433953~0000,6214 JG3A 07:29 AWM 11:42 AW 4.15 4.25
° In & Out PunCh Employee E
Test, TESTEMPLOYE | 09/12/2024 |122456-1 |GL~20~519-368000~433953~0000,6214 JG3A 1201PM | 0259PM 4:15 425
Employee E
° Pay C 0 d e Test, TESTEMPLOYE | 09/16/2024 | 123456-1 |GL~20~519~368000~433953~0000,6214 JG3A 1200 AWM |Vac 8:00 8.00
Employee E
Test, TESTEMPLOYE | 09/17/2024 |123456-1 |GL~20~519~368000~433953~0000,6214 JG3A 1200 AM  |Per 5:30 5.50
Employee E
e Comm
O e n ts Test, TESTEMPLOYE | 09/17/2024 |123456-1 |GL~20~519~368000~433953~0000,6214 JG3A 01:30PM | 04:02PM 2:30 250
Employee E
Test, TESTEMPLOYE | 09/18/2024 |123456-4  |GL~20~250~368000~691511~0000,6163, 12.00PM | 04:08 PM 4:15 425
. d
Hours Reporte Empoee | __E
Test, TESTEMPLOYE | 09/18/2024 |123456-1  |GL~20~519~368000~433953~0000,6214 JG3A 07:30 AWM 11.30 AW 4.00 4.00
Employee E
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Your ready
to get started!

Log-into:
https://kronos.dartmouth.edu/
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