'IIRiS Human Resources Training Guide
o Information Systems Kronos —Temporary Employees

Kronos Time System
Temporary Employees Manual

October 2009 Version

Contents

INEFOUCTION 10 KKIOMOS. .. ..tttk b etttk s bbb ket b et et bt s bt e n e bt e b e et e e 2
LOGGING INTO KIONOS ...ttt bbbt b bbbt b bbb bbb e bbb e bt e bt e bt bbbttt e bt b 2
VIBWING TNE THMECAIT ....eviiiiiitiiee bbb bbb st b bbb st b b et b e bt e bbb e bt b 3
Daily EIaPSEA TIMECAIT .....ecviieiiiteiecieit ettt bbbt b bbbt b e bt eb e nb s e bt s b et ek e sb e e ebesbe e ebenbe e 4
ENEEIING HOUIS WOTKEU.......ceiiiiiieieeete ettt bbbt b e bbbt b bt eb bbb et b et e nbe e 5
ENtEring NON-WOIKEA HOUFS.......c.oiiiiiiieiiite ittt bbb et b e bbbt b e bbb e et sr et e nb e 5
AGAING 8 COMMENL.......iitiiitiite ettt b bbbt b bbbt bt e bt e b e e e bt s b e s b e bt e b e b e bt e be b e bt eb e b e bt sb et e st et b e st et r e 6
Multi-Job Employees: Accessing Timecards for Your Other NU JODS ..o 6
Submitting TIMecards fOr APPIOVAL .........cuiiiiie et re e ste e te et e sr b e eseesreestaesteenteaseennees 8
Making Changes on a Timecard That Was Already Submitted for Approval ............ccccoevviieiievic i 9
Timecard Changes t0 Prior PaY PEIIOUS ........cviiieiiii ettt st e et e et eene e st e steesteenteeneeaneas 9
THMECAIT TOTAIS ...ttt h bt bbb R e e s e e b e bt e bt e b e b e e Rt e s e et et eb e e b e e bt e be e s et e b sbenes 10
Frequently ASKEA QUESTIONS ... ... ittt bbb bbbt b bbbt bbbt bbbt bbbt b et st n e 11
AAPPENTIX A <ottt bbb E kbR R bR R £ R R bR bR R R E bRt R bbbt bbb e 15
AAPPENTIX Bttt bbb bR h R E AR R b bR bbbt b bbb 15
AAPPENTIX C ettt bbbk bk E bR bR R E R R AR R R bR R R bbbt bbbt b 15
AAPPENTIX D ottt bbb R R R R bR R R R bbb R R bbb bt bbb 16

10/30/2009 4:42:00 PM 1



'IIRiS Human Resources Training Guide
o Information Systems Kronos —Temporary Employees

Introduction to Kronos

The Uni wvew ting éntryyystsn called Kronos, implemented in autumn 2009, has three main
components: a time entry system, accruals tracking system, and leave of absence management tool.

The new time entry system impacts biweekly regular and temporary employees, and their supervisors,
who use a badge reader or web timesheet to log work hours. The accrual module will calculate and track
both exempt and non-exempt employee balances. The leave management tool will allow leave of absence
requests to be initiated and approved within the Kronos product. Some examples of these types of leave
include the leaves covered by FMLA, non-FMLA, and Military leave. The Kronos tools will maintain
current ETES functionality as well as offer extensive reporting capabilities and additional approving
capabilities.

The time entry and accruals components, which will impact non-exempt staff, are expected to roll-out in
November 2009. The leave of absence module and accruals for exempt staff are expected to go-live in
2010.

Logging Into Kronos

To log into Kronos, you will need access to either Internet Explorer 6.x/7.0 or Firefox 3.0 in order to
login. HRIS recommends the following browsers for using Kronos:

. Macintosh users should use Firefox 3.0 or a higher version

o PC users should use Internet Explorer 6.0 or a higher version

Please contactyourd e par t ment ' s technical support person
browser.

NOTE: Kronos requires the use of Java version 6 with an update between 7 and 13. If a computer has a
version of Java lower than 1.6_update7, Kronos will prompt the user to install update 13. Please also be
advised that we expect users could experience problems using Kronos if they download the newest
version of Java, because Kronos is not readily certified to work with the latest versions. However, if the
computer retains version 13 despite having downloaded a newer version, Kronos should still work fine.

If you need assistance with the Kronos application, please email eteshelp@northwestern.edu or telephone
at (847) 467-7606.

Navigate to the Kronos Login Page

Step Action
1. If you are accessing from off-campus, you need to vpn into the NU network first.
2. Navigate to the login page: https://www-kronos.itcs.northwestern.edu/wfc/logon

To make this link your favorite, click the address and save as a Favorite.

3. Enter your NetID and password in the User Name and Password fields.
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If this is your first time in the system please follow the NetID security instructions. If
you need assistance with your netid, please NUIT at 1-HELP or use their website
http://www.it.northwestern.edu/

WORKFORCE CENTRAL" version 61

LOG ON

User Name

Password

Viewing the Timecard

After logging into Kronos, you should be taken directly to your timecard. The current two-week pay
period will be displayed. There are two possible views you may have, as outlined below.

Daily

NC

Elapsed Timecard: What you see if you enter all your hours online-

RN _— Log Off | Help

MY TIMECARD

Loaded: 12:52PM

Hame & ID

Time Period [Current Pay Period -

IEE  Actions - Accruals ~ Reports ¥

‘Week starting: Sun 10/04
Pay Code Sun 10104 Won 10105 Tue 10106 WWed 10107 Thu 10108 Fri 10109 sat 10110 Total
[ %] Hours Worked

‘Week starting: Sun 10/11
Pay Code Sun 1011 Won 10112 Tue 10113 WWed 10114 Thu 1015 Fri 10116 Sat 1017 Total
[ %] Hours Worked
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Hou I Timecard: View for employees who use a timeclock to punch in and out of work-

NOR N

Log OFf| Help

MY TIMECARD
Loaded: 1:24PM

Hame & ID

Time Period [Current Pay Period -

IEX  Actions - Accruals ~
Date Fay Code Amount In Out in Out Shift Daiy Cumulative

Sun 10/04

Won 10/05

Tue 10/06

Wed 10/07

Thu 10/08

Fri10/09

Sat 1010

Sun 10111

Won 10H2

Tue 1013

Wed 1014

Thu 10015

Fri10M6

Sat 1017

Daily Elapsed Timecard

Because only a supervisor can change the hours for employees who punch in on a time clock, this manual
focuses on the Daily Elapsed Timecard on which you enter hours online; the fields are described below.

Log Off | Change Password | Setup | Help

Schedule | People | Reports | More ~

TIMECARD

Loaded: 1:24PM

Time Period | Current Pay Period

I  Actions ™ Punch ™ Amount * Accruals ¥ Comment ¥ Approvals T Overtime ¥ Reports ¥ Leave ¥

Weelc starting: Sun 6/28

Pay Code Transfer Sun /28 Mon 8129 Tue 630 Wed 7101 Thu 7102 Fri7i03 Sat 704 Total
B3 B Hours Worked - - 75 73] 75 75 75 5

75 75 75 75 75 375

Week starting: Sun 7/05
Pay Code Transfer Sun 705 Mon 7106 Tue 7107 ‘Wed 7108 Thu 7109 Fri7ng Sat 71 Total
B B Hours Worked - - 75 75| 75 75 75 s

Column Descriptions (Left to Right)

Field Description
Pay Code A category that is used to organize time such as vacation, sick, etc. When blank the
default type is Regular Worked Hours.
Transfer The transfer field is used when another payroll account (chartstring) needs to be
charged.

Sun — Sat Days of then week in the currently displayed pay period.

Total Reflects the total number of hours recorded for that row.
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Row Descriptions (Top to Bottom)

Pay Code “Hours Worked” is the default for r ¢
(Hours different pay code.
Worked)

Summary The summary row (unlabeled) is the bottom row for each week. It contains the totals
of each column.

Entering Hours Worked

You must enter the number of hours worked for each day worked.

i

1. To enter regular hours you have worked, click in the top field/cell located under the
appropriate date column and on the Hours Worked row.

2. Click the Save button located in the upper left corner of the timecard.

Log Off | Help

“MY TIMECARD
Loaded: 10:21AM

Name & ID

Time Period | Next Pay Period
|Actions ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Reports ¥

WeeK starting: Sun 10/18
Pay Code Transfer Sun 1018 Hon 1019 Tue 10220 Wed 10721 Thu 10122 Fri 10123 Sat 10724 Total
a Hours Worked - - 80 80 80 80 80 400
80 80 80 80 80 40.0)

Week starting: Sun 10/25

Pay Code Transfer Sun 1025 Mon 10726 Tue 10/27 Wed 10725 Thy 10/29 Fri10/30 Sat 1031 Total
B B Hours Worked - - 7880 75

75 75

Entering Non-Worked Hours
| stp  [Acion ]

1 To enter time off such as an excused or unexcused absence, insert a row using the
button, located at the left end of each row. This will create a new row just below the
existing row.

2. On the new row, choose the appropriate pay code from the drop down menu, such as
“EXA-Excused Absence”or “-UXAxcused Absence”.

3. On the same new row you just added, tab to the field under the date for which you took
time off.

4. Enter the number of hours you used (i.e. 7.5 hours, 8 hours, 4 hours, etc).
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Step Action
5. If you were absent more than one day, go the field under the next day you were absent
and enter the hours used.
NOTE: In each week, you only need to have one row for each type of pay code. So,
for example, if you took two or three vacation days, then you only need to have the
“EXA-Excused Absence” pay code listed once for that week.
6. Click the Save button located in the upper left corner of the timecard.
*MY TIMECARD
Last Calculated: 10:29AM Time Period ‘”E’\‘Fay e =
=X  Actions~ Amount ¥ Accruals ~ Comment ¥ Approvals = Reports =
Week starting: Sun 10/18 .
Wukmwy Insert a new row below the Hours Worked row
Q::za::: - - 75 B :: 4— Enter the number of hours you used n
g%%gﬁii;";ifé > Choose a pay code like EXA- Excused Absence

Adding a Comment

Comments may be added to explain an absence.

Step

Action

1.

After entering your hours, highlightthe hoursy ou’ d | i k e theroclick them
drop-down arrow next to the Comments on the menu above the timesheet.

Ch o oAdeéCorhment” f r om -dowmhlst. dr o p

Click the link in the top box.

Type in your comment in the bottombox, e . g. “ Daughter Al

Click OK.

|lalkrlwd

Click Save.

A small yellow note icon will appear in the hours box.

A new Comments tab will also appear on the lower left of your screen. To see all your
comments for this pay period, click the Comments link.

Multi-Job Employees: Accessing Timecards for Your Other NU Jobs

Employees who have more than one job are referred to as either “slice” or “multi-job” employees, and
will have a separate timecard for each job known as the “individual job timecard”. Hours from all jobs are
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summarized on a combined firollup timecard”. The multi-job employee uses only one NetID and
password to access all timecards. The collection of all individual and rollup timecards may include any
combination of Hourly timecards or Daily Elapsed timecards.

1. Log into Kronos using your NetID and password.

2. By default, the first screen you will see is the rollup timecard. The rollup timecard is
view-only and cannot be edited. It may be either a Daily Elapsed or Hourly View.

Daily Elapsed Timecard

Log Off| Help

MY TIMECARD

Loaded: 12:52PM

Hame & ID

Time Period [Current Pay Period -

IR | Actions * Accruals v Reports

‘Week starting: Sun 10/04
Pay Code Sun 10/04 Won 10/05 Tue 10/06 Wed 10/07 Thu 10/08 Fri 10/09 Sat 1010 Total
n Hours Worked

‘Week starting: Sun 10/11
Pay Code Sun 1011 Won 1012 Tue 10/13 Wed 10114 Thu 10115 Fri 10116 Sat 1017 Total
n Hours Worked

ourl View Timecard: For People Who Punch-in at Time Clocks-

Log OFf| Help

MY TIMECARD

Loaded: 1:21PM

Hame & ID

Time Period [Current Pay Period -

Date Fay Code Amount In Out in Out Shift Daiy Cumulative
Sun 10/04
Won 10/05
Tue 10/06
Wed 10/07
Thu 10/08
Fri10/09
Sat 10110
Sun 10111
Won 10H2
Tue 1013
Wed 1014

]

Thu 1015
Fri10/16
Sat 1017

3. To access any of the individual job timecards, click on the My Links drop down
menu.
4. Click Select Other Job Timecard.
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KRONOS™ _
| MY INFORMATION ~ .| MY LINKS +
Select Other Job Timecard
MY TIMECARD KRONOS Information
PAYROLL Homepage il
Loaded: 11:00AM ) i
SELF SERVICE Sign On Page |rert Pay Period -
Work-Study Program
Save Actions * Approwvals ¥ Reports *
Date Pay Code Armourt In ot In
[ x | Sun 322
[ = | Won 223
a Tue 3124
B Wied 325
Step Action
5. The next screen will reveal a list of active job timecards. Select the timecard you wish
to access by choosing from the “Select Job Logon to Switc h  drop down menu.
6. Click the Switch Logon button.
7. You should be taken to the timecard selected. Again, the individual job time card can
be a Daily Elapsed view as previously described, or it can be an Hourly view.
8. To choose another individual timecard or return to the rollup timecard, repeat steps 3
through 6.

MULTI-JOB EMPLOYEE LOGON

Multi-Jok Employee Logon
Current Job Logon: (Roll Up Summary){Roll Up Summary)(Roll Up Summary)(Roll Up Summary)i{U})

Select Job Logon to Switch To: [£110-1810400})(Univ Athlstics-Recreation Sprt)(Michele Martig){Pool Lifeguard NWS)({00}

({110-1310700} }(Univ Athletice-Recreation Spriy(EdwarSavage)Learn To Swim NWS)H01

Switch Logon

Submitting Timecards for Approval

An employee may submit their timecard for supervisor approval at any time during the pay period. To
submit your timecard for approval:

Step Action
1. Be sure you are in the Current Pay Period. If not, select it from the Time Period drop-
down menu, located in the top center portion of the screen.
2. Review the data entered on your timecard for accuracy.
3. Click Approvals.
4. Click Approve.
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IAD TR
NORTHWESTERN Log Off| Change Pas
UNIVERSITY e
MY TIMECARD
Hame & 1D  |Aqua, Cynthia E 1015611-00
Loaded: 8:43AM
Time Period | Current Pay Period hd
IEZ  Actions ™ Amount ™ Accruals v Comment v [Approvals | Reports ™
Approve
Week starting: Sun 9/06 Remove Approval
Pay Code Transfer SR 9106 Ion 9/07 Tue 8i08 Wed 9/09 Thu 8110 Sat 812
a PFH - Personal Floati.. = - 8.0 75
8.0
Week starting: Sun 9/13
Pay Code Transfer Sun 9/13 Mon 9/14 Tue 9/15 Wed 9/16 Thu 917 Fri9M8 Sat 9/19
a Hours Worked - - 75 7.5 7.5 75 7
75
TOTALS & SCHEDULE | AUDITS
Al Accrual Code ; Balance on Selected Date Hours
-
PFH HRS 0.0 Hour
Account { Pay Code Amount SICKHRS 0.0 Hour
/000200/000200-00007212/00007212/100133/0/00 PFH - Personal Float | 155 VACHRS 00 Hour
/000200/000200-00007212/00007212/100133/0/00 REG - Reqular

Making Changes on a Timecard That Was Already Submitted for Approval

Making changes to your timecard after it has been submitted for approval depends on the following:
o If the supervisor has not yet approved the timecard, you can click Approvals > Remove

Approval to remove your own employee approval. Note: if you remove your approval, be sure
to resubmit the timecard again to your supervisor for approval.

o If the supervisor has approved the timecard but Payroll has not closed the pay period, then you or
your supervisor can click Approvals > Remove Approval, which will open your timecard for
editing.

o If Payroll has closed the pay period, see the following s ecti on “Ti mecard Chan:¢
Periods” for instructions.

Step Action
1. Be sure you are in the Current Pay Period. If not, select it from the Time Period drop-
down menu, located in the top center portion of the screen.
2. Review the data entered on your timecard for accuracy.
3. Click Approvals.
4. Click Approve.

Timecard Changes to Prior Pay Periods

To change a prior (closed) pay period timecard that has already been submitted and approved by the
supervisor, employees need to send a request in writing to his/her supervisor of the changes needed. The
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direct supervisor will submit the changes in Kronos for the appropriate time period. Within the Kronos
application, these changes are also known as Historical Edits.

Timecard Totals

Below the timecard, the system provides various totals. Not all of the following information displayed is
for temporary employees. Several tabs are shown at the lower left.

TOTALS & SCHEDULE AUDITS | HISTORICAL AMOUNTS

Accrual Code / Balance on Selected Date Hours

PFHHRS 160 Hour
Account { Pay Code Amaunt SICK HRS 5563 Hour
(x)110-14450004 461500/044500-00005267/00005267/1104414/11014982/00 POA - Premium Qvertime-COtherAcct 20 VAC HRS 195.78 Hour
110-1448000/1 461800/044500-00005267 000052671 04414/0/00 SCK - Sick 75
110-1448000/1 461800/044500-00005267 /000052671 04414/0/00 HOL- Holiciay 80
110-1443000/1 461800/044500-00005267 000052671 04414/0/00 OT1 - Overtime Premium 140
110-1443000H 461800/044500-00005267 /000052671 04414/0/00 REG - Regular 720
Totals & Schedule Tab
Column Description
Account Lists the payroll chart strings that will be charged.
Pay Code A category that is used to organize time such as regular hours worked, vacation, sick,
etc.
Amount The total number of hours that will be submitted for payroll processing corresponding
to the pay code and chart string for the pay period currently displayed.

Audits tab
The audit tab provides information on data that was entered in the current pay period, including hours

worked, accrual codes used, approvals, etc.

Comments tab (when applicable)
If a comment was added to any date on the timecard, the comments tab will reflect the comment as well

as the date it was entered, and the userlID of the person who entered the comment.

Sign-Offs, Requests & Approvals tab

Contains information related to the close of the pay period, such as employee approval date, supervisor
approval date, and pay period sign-off (i.e. close date).

Historical Amounts tab (when applicable)
Contains information about changes that were submitted for prior pay periods.
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Frequently Asked Questions

How do I submit a change to my timecard for a day in a previous pay period that has already been
closed? Please contact your supervisor who will be able to process a change to your timecard. This is also
known as an historical edit in Kronos.

Where do | update my address if | just moved? Address changes are updated in HRIS Self Service.
You can link to the Self Service sign-on page usingthe® My L i n kisKronome n u

Who do I contact if I believe there is a discrepancy in my accrual balances such as vacation or sick
time? Please contact your supervisor who will research your accrual balances. If needed, this inquiry will
be escalated to Payroll.

KRONOS FAQs

What is the Kronos web address?

The Kronos URL is https://www-kronos.itcs.northwestern.edu/wfc/logon and can is included with all
reminder emails.

Why can't | get the Kronos web site to come up?

Kronos can only be accessed on campus but not the dorms. Otherwise you need to download VPN from
http://www.tss.northwestern.edu/vpn/.

What do I do if | get an error regarding Java or prompted to install Java?

You should see a prompt such as a line along the top of your browser or a pop up window asking your to
install Java. You need to choose to run the Java add-on. See your department's IT support person if you
have difficulty.

How do I get to my time sheet?

As soon as you sign in to Kronos, most people will see their time sheet. If you have multiple jobs, you
may not be able to edit this time sheet which is a summary of all of your hours but need to click "My
Links" and "Select Other Job Timecard". If you are a supervisor, you need to click "My Information" at
the top and then "My Timecard".

When does my employee get access to Kronos?

Personal data forms hiring temporary employees should be faxed to 1-3733 (Evanston campus) or 3-9702
(Chicago campus) on their first day of work. We hire them same day so that the employee can access
Kronos the next day.

Paperwork for biweekly staff is usually sent to Payroll on their first day or earlier, and we enter it same
day so that the employee can access Kronos right away.

Why can't I log in?

1. You should be using your NetID and password. This is the same NetID that you use for NU webmail,
Caesar, Meeting Maker, and other university systems. If you are a new hire, your department NetID
coordinator will receive an email with your NetID. 2. If you still have problems using your NetID and
password, go to password.northwestern.edu where you can test your NetlD and password. If you still
have problems with your NetID and password, call IT at 1-4357 to have it reset.
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What web browser should | be using?

Please verify that your current browser is at least:

* Internet Explorer 6.0 or higher

« Firefox 3.0 or higher.

What should I do if my supervisor isn't here to approve my timesheet? Will | get paid?

You will still be paid. All hours that are entered on a time sheet will be paid even if not approved. We will
follow up with the supervisor later for manual paper approvals if the supervisor's backup doesn't approve.
Why can't | seem to enter the hours when | have the time sheet pulled up in front of me?

If you see a tab at the bottomsaying "Sign-Offs, Requests, & Approvals", click on this and see if your
supervisor has already approved your time sheet. If so, contact your supervisor. If it is past the deadline
for supervisors (usually every other Monday at 2:00pm), you are too late and must have your supervisor
enter your others for you as an historical edit.

Otherwise, you may have multiple jobs set up in Kronos if you either have more than one job, or an old
job has not yet been terminated. Click "My Links" at the top and then click "Select Other Job Timecard".
You can now pick which job is correct based on what is displayed. You will not have the "Select Other
Job Timecard" link if you do not have multiple jobs.

I have more than one job; how do | know which timesheet to enter my hours on?
With Kronos, you will only have multiple timesheets for each pay period, if you have more than one job.

Log in to Kronos. You will first see a summary time sheet of your hours from all of your jobs which you
cannot edit.

Click "My Links" at the top and then "Select Other Job Timecard". You can now select the right job from
the drop down menu which has lots of information to help you know which one to select.

What do I do if I forgot to submit my hours or need to make a change to a prior pay period?
Only the supervisor can enter any hours or corrections for prior pay periods.
1. The supervisor pulls up a time sheet for the employee and chooses the correct time period

(Previous Period or use Range of Dates to select the correct period).

2. The supervisor clicks Amount and then selects Add Historical with Retroactive Pay Calculation

3. A pop up window opens with a copy of the time sheet which is editable where they can record
any hours or make any changes which are needed.

4. The supervisor clicks Calculate Differences when done. They will be taken to a different window
where it will summarize the differences in the time sheet with the new hours to be paid or taken
back. This is the place where the supervisor can also make any comments/notes by clicking the
down arrow under comments which would be required if entering FUL or SKF.

5. After clicking the Save button, they are done. They should now click the Action menu and select
Refresh in order to see the changes made.

NOTE: If it is necessary for your employee to be paid even before the next adjustment run, your
department may request a manual check after they have entered the hours by emailing the Time Entry
Helpdesk including a chart string to charge. The cost of the manual check will be $45.00.

When will any late hours entered as an historical edit by my supervisor get paid?

Any late hours after the pay period has been closed must be entered by a supervisor as an historical edit.
These hours are paid out based on when the historical edit was entered. If they are entered in the first
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week of the new pay period, theyshoul d be paid out in the next week's
has a pay date 6 days after the regular pay date. If the hours are entered in the second week of the new

pay period, they will be paid with the next regular payroll. On some occasions there may not be an

adjustment payroll scheduled in which case the hours entered in the first week of the new pay period are

paid out on the next regular payroll. The department can also request a paper check be prepared right

away and provide a chart string for the $45 fee.

When must my time sheet be entered and approved by?

Employee approvals by S5pm Fridays, supervisors by 2pm Mondays.

Do I as the employee need to approve my time sheet?

It is always best that you approve your time sheet. This way your supervisor knows that you are done

entering your hours so that they can approve.

How do I approve a time sheet as the supervisor?

When you log into Kronos as a supervisor, you should see the full list of employees who you have access

to sorted by supervisor. You can either approve from this list or from within the time sheet itself where all

of the details are. To approve from here, you can click to select someone to approve (or use the control

key or shift key to select multiple people) and then click "Approvals" and "Approve". Otherwise, double

click on a person to see the time sheet and possibly edit it. Then click "Approvals™ and "Approve".

Why does the row that I insert by clicking the plus sign in order to use a different pay code

disappear right away?

You need to immediately select a new pay code after inserting a new row before entering the hours.

Why won't Kronos let me enter my absence hours yesterday? What do | do if | don't have enough

sick or other accrual hours?

You will get an error message if you try to record more sick or other accrual hours than you have

available to use. You should enter the number of hours which you have available instead. Any shortage

than what you were scheduled to work that day should be recorded as either UXA or EXA with the

approval of your supervisor.

Why do | see two rows for Hours Worked for one week in my time sheet?

If you are in a group which has prepopulated time sheets where you only record exceptions, your

prepopulated hours from your schedule will appear in a purple font, and any entries that you enter

manually will be listed on a separate row which is black.

How do | add a note or comment to my time sheet?

Click on the hours for the day that you want to record a note. Now clickon® Comment ” and t hen
Comment ” . Click on the teNotahdboheanarchkieclk oOK.
scewhat | ooks IHiitk"e bay Itihtet |heo u'rpso sftor t hat day and a
“Comment s” where you can review what was entered.
How do I charge hours to a different chart string?

Only overtime (hours above the scheduled hours) for biweekly staff can be charged to a different chart

string. The Work Hours field for the day on which you worked overtime should only include those hours

that must be charged to your regular chart string.

Click the plus sign to add another row for the week with the overtime in order to selectfor a different
paycode.
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In the new row, select t-DehpaydocdeuhSEDADTr (-SPOAI gh
Other Account) depending on whether they have more than 40 hours worked and/or holiday hours for that
week and enter the appropriate hours. Move to the Transfer column and enter the chart string (fund,
financial department, and project (if applicable)) all run together without spaces or dashes.

Why do some time sheets have UXA (unexcused absence) hours added after the time sheet has been
approved?

If an employee does not have enough hours on their time sheet to reflect all of their hours which were
scheduled for the week, we assign UXA for the unexcused absence hours. The supervisor can run the
genie "Scheduled Versus Worked Hours" to find these people and resolve them yourselves with either
accruals or EXA for excused unpaid absence hours.

I am a supervisor; why do | get so many emails reminding me to approve timesheets?

All supervisors and backup supervisors are sent a reminder email on Fridays if they have any employees
that they are the supervisor or backup supervisor on that payroll. The email reminders sent out on Monday
mornings are only sent to supervisors if an employee that you supervise or are set up as the backup
supervisor has unapproved hours.
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Appendix A

DICTIONARY OF TERMS, BUTTONS, PAY CODES AND FIELDS

e Pay code: A category that is used to organize time such as overtime. A pay code can also reflect non-
worked hours such as vacation, personal floating holiday or sick time.

e Shift: A span of time that has a start and end time, usually in one 24-hour period. For example, 7:00
AM. to 3:30 P.M.

e Transfer: Hours transferred to a different chart string account.
e Pay period: The period of time for which employees are paid.

e Chartstring: Achartstringaccountt o whi ch an e mplaeghaged EBchwor ked hot
employee is assigned a home chart string to which hours are charged. Chart strings consist of valid
combinations of labor level entries, such as division, department, and job.

e Account: The chart string that the hours are charged against.
e Pay Code: The pay code that the hours are charged against.
e Amount: A number of hours.

Appendix B

CHANGE OF HOME ADDRESS (LINK TO SELF SERVICE WITHIN KRONOS)

To submit changes to your address while the Kronos application is open, select My Links> Self Service
Sign On Page. A new window will open to the HRIS Self Service sign on page. Logon and proceed to
the Self Service Menu> Personal Information> Home and Mailing Address to submit any changes.

Appendix C

TIMECARD INDICATORS AND COLOR CODES

The appearance of a timecard cell changes to indicate different conditions.

o A yell ow note icon after a punch or amount ind
to the icon or select the Comments tab at the bottom of the timecard workspace to view the
comment.

o A solid red cell indicates a missed in-punch or out-punch. Point to the red box for more

information.
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o A cell bordered in red indicates an exception, such as a late punch, early punch, or long interval.
Point to the cell for more information.
. A cell bordered in red and containing a yellow note icon indicates that a punch or amount has a

comment and an exception.

o A date cell bordered in red indicates an unexcused absence day.

. A date cell bordered in blue indicates an excused absence.

. Time displayed in purple indicates thatitwasprepop u |l at ed by t he .empl oyee’ s
o A yellow flag next to the Save button indicates that edits have not been saved in the database.

o A red flag in the Totals & Schedules tab indicates that edits have not yet been totaled and stored

in the database.

Appendix D

ANATOMY OF THE KRONOS TIMECARD

The “ My | nmenaavailable at tiee tof of the timecard will display the following shortcuts and
functions:

My Timecard: a link directing the employee to the timecard most recently viewed.
My Reports: a link to run reports for accrual balances and projections, schedule, and time detail.
MY REPORTS

Print Screen =3

Awvailable Reports

Accrual Balances and Projections
Schedule

Time Detail

As of

Yiewr Report
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My Requests: A link to a summary of time-off requests submitted to your supervisor.

= .

21

28

TIME-OFF REQUESTS

Time Period:| Current Pay Period

Sun

1

15

22

29

~ | &/01/2009 — 6/30/2009

Mon Tue Wes Thu

View Width: & week O Month O Multiple Months

2 3 a4

23 24 25

30

26

13

20

27

sat

The *

s < [

How To Add Hours and a Comment
How To Approve a Timecard
How To Print a Timecard
Human Resources FORMS
KRONOCS Information

MUIT MET IO Information

MU STAFF HANDBOOK

Other SELF SERVICE Features
PAYROLL Homepage

SELF SERVICE Sign On Page
Work-Study Program

of adding hours to a timecard with a comment.

forms.
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Kronos Information: a link to the Kronos information page.
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My mehuiavailaldeat the top of the timecard provides the following links:

How to Add Hours and a Comment: a link to an interactive tutorial walking through the steps

How to Approve a Timecard: a link to an interactive tutorial walking through the steps of
adding an approval to a timecard as well as removing an approval.

How to Print a Timecard: a link to an interactive tutorial walking through the steps of printing
an easy to read timecard.

Benefits Homepage: a link to the NU Benefits Department homepage.
Human Resources Forms: a link to the Human Resources homepage listing frequently used
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NUIT NET ID Information: a link to the Northwestern University Information Technology
homepage, and frequently asked questions regarding NET ID access and password reset requests.

NU Staff Handbook: a link to the electronic copy of the staff handbook.
Payroll Homepage: a link to the NU Payroll Dept homepage.

Self Service Sign On Page: a link to the HRIS Self Service Sign on page where addresses can be
updated.

Other Self Service Features: a link to the HRIS website containing information about Self
Service functions.
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