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Section One — Workforce Time Keeper Introduction

Kronos Workforce Time Keeper (WTK)
Kronos Workforce Time Keeper is the total Workforce Management solution used by Wayne Township.

It tracks employees from application through release from employment or retirement, and encompasses Human
Resources, Scheduling, Attendance, Payroll, and an Employee Web Portal for staff’s access.

Exception Based Solution

Through Scheduling and Time Clock integration, the system maintains detailed Time Cards of staff’s work hours, and
identifies “Exceptions” for review and approval by system Time & Attendance Managers.

Schedules are created for all staff, and the system monitors Time Clocks and/or software based Time Cards for all
attendance activity based on predefined Work Rules, identifying Exceptions, such as Missed Punch, Late Punch, Sickness
Patterns, etc. The system notifies each staff’s Time & Attendance Manager of these Exceptions, and through the WTK
software personnel’s managers will acknowledge exceptions by documenting activity accordingly.

As an example, if a staff member is scheduled to work 8:30AM to 4:00PM, Monday through Friday, but doesn’t punch in
or out during their prescribed time, the system will notify that individual’s supervisor that they had an Exception; in this
case a Missed Punch. The Supervisor will take corrective action to identify the missed punch in the system as a Sick Day,
Personal Day, Vacation Day, or Excused Absence (School, Jury Duty), etc.

Senior Staff who do not punch a Time Clock will need to make a software activity log entry called a Time Stamp each day
in their attendance record to signify that they were in the office. It is through this entry (or rather missed entry) that the
system can look for and identify Exceptions for Senior Staff.

Exceptions may also include extra work hours in a pay period such as Over Time, Transfers into other Roles or Shift
Differentials, etc. It identifies these activities via Late Punch Outs, or unscheduled In\Out Punches, etc.

Accruals

The system’s Scheduler, in conjunction with staff’s Time Cards, will monitor activity and automatically tally Accruals,
such as Vacation Time, Personal Time, Sick Time, etc.

The system is preconfigured with township contracts, work rules and each individual’s employment start date, to
determine their Accrual Banks, and will automatically deduct used time and adjust yearly time off awarded or carried over
throughout staff’s tenure with the Township.

Payroll Integration

As Time & Attendance Supervisors monitor and correct Exceptions to employee Schedules, they will also
“Approve” Time Cards, and though this process automate Payroll. This will include overtime, transfers, hourly
and part time work, etc.

Employee Self Service Portal

Staff will be able to view their Schedules, Accruals, Pay Stubs, W2s, etc., though an employee Self Service web portal.
They will be able to request changes to their personal information, such as their address, phone number, deductions, etc.,
which will be routed to the appropriate office in the township for review and approval. They will be able to request days
off and receive approval or denial automatically through the web portal.
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Section Two — Navigating the System

Accessing WTK

From the Township’s Intranet Staff Main Menu at http://www.waynetownship.com/doit-intranet.html,
Under the Human Resources section, select Kronos Workforce.

- —

—r'

'QJ '| @ httpy//wwwwaynetownship.. O ~ B ¢ X H (& Wayne Township NJ X | = Kronos Workforce Central(R) ‘ |
Ele Edit View Favorites Tools Help

X g RoboForm + ié Caspio HR Posting (+28) @ Sync

township
ol wayne

Township | Library | Board of Ed

| 475 valley Road Wayne, New Jersey 07470 | 973-694-1800

|»

‘Wayne Intranet Portal - Staff Main Menu
Welcome to the Wayne Township Intranet Portal, a Menu of Resources available to Staff.

The following links are restricted web pages, and some may require a User Name & Password for access.

All Departments

» Public Web Site

v Outlook Web Access

» Email Message Archiver

v Enterprise Document Search
» Event Calendars

Assessment MODIV Property Database
» MODIV Property Evaluation

Clerk’s Office
» GRM Records Management
+ Township Code

Human Resources

Information Technologies
» Event Calendars Management
v Help Desk Email

New Jersey

Department of Community Affairs

Division of Alcoholic Beverage Control

Division of Archives and Records Management
Division of Consumer Affairs

Division of Elections

Government Records Council

Legalized Games of Chance Control Commission
My New Jersey Personal Portal
New Jersey League of Municipalities

Parks & Recreation:
» EMoney Merchant Portal

; =l
R J—

#100% -

You may also access WTK directly at: https://workforce.waynetownship.com/wfc/logon.
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http://www.waynetownship.com/doit-intranet.html

Logging into WTK

If you already have a Wayne Township network account, you can log into WTK with the same User Name and your
current Password that you use to access any Township Computer or your Township Email. The account used on Kronos
is synchronized, so when your network account’s password is aged/changed, it will automatically change for WTK.

If you do not have a Wayne Township network account, a uniqgue WTK User Name and Password can be issued to you by
the IT Division. Please contact the Wayne IT Help Desk at 973-694-1800 x 3295 for assistance.

- =

r
xL _bl B Mgz fwondorcawame., O~ B RC X | G Kronos Worktorce Lentral [K) I

Fiw Fdt  View Favmiites Tank  Help
x [ Roboferm ~ 5 Kromos - PasternakS (+28) I Sync

Workforce Central” verscass

NOTE: WTK uses Java. At the time of printing of this manual, due to a problem with Java, it is very likely that you may
get the following pop-up periodically. This is not a Kronos issue, but a Java issue.

Security Warning @

Do you want to run this application ?

W i An application from the location below is requesting
b permission to run.

Location: workforce.waynetownship.com/.../TimestampL...

Click Cancel to stop this app or Run to allow it to continue.

| Run | | Cancel |

Do not show this again for this app

Check the Do not show this again for this app and depress the Run button. Some different variations of this screen may
display based on the Java version on your computer or the web browser that you use, but you may always Run the app as
is. This will display often during each Kronos WTK session, and as Java continues to correct their software.

Page 5 |



Navigating the Software Modules

The main navigation of WTK is a Tabbed environment, with drop down screens (also called genies). Note that to the far
right of the screen, if all Tabs can’t display on the screen you can scroll through them by choosing arrows. Note also in

this far right location the Log Off, Setup and Help links.

@ & nhitps:/fworkforcen O~ @ R C & Kronos Workforce Central(R) ST 597
File Edit View Favorites Tools Help
x Q RoboForm - \_'}j Kranos - Pasternaks (+28) h} Save @ Sync
Log Off| Setup | Help

GENERAL ~ MY GENIES® ~ TIMEKEEPING ~ SCHEDULING - MY INFORMATION ~ um
TIME STAMP Name & ID |Pasternak, Scott 3064

Monday, May 27, 2013
3:33PM (GMT -05:00) Eastern Time

[_] cancel all meal deductions

Record Time Stamp

Contains commands for working with the selected items.  100% -

After logging in, staff will default to either the Timestamp or the Kronos Inbox screen depending on your role in
Wayne. Timestamp will be discussed in Section 3.
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Kronos Inbox
(General tab... Inbox genie)

Kronos has an internal email system called KMAIL, accessed through the Kronos Inbox. Kronos Inbox communications
are divided into Tasks and Messages, depending on the action required.

f RS
la B g Mworkdorcewame., O~ @B CE X l"-,,_;‘a-(‘onos'ﬂcn.‘erc: Cantral[R) ] <o 15

Fie Fcit  View Favniten  Tank  Help

| % [ Roboferm v i Kromos - Pastemaie (-28) € Sync

KRONOS'

LEMERAL ¥ MY LENIESH ¥ ILMEKEEPLNG ~ SUHEDULING ¥~ MY INFUKMATIUN ~ MY CALENUAKS ~

INBOX
Lot Kalrashad 144 70
TASKS MLSSAGES |
==
Status Actve v AsofDater aoxmi T categories 1 -
Fron Subject OaleiTime Received Qamzleie Sy Dele Stus Cumrert Locwdon

Thea fabés cunreelly camaia 1o dale

ntpsfwoddorcewdyneiomnshig com/wispplications/ sova/htmldnkos j20 HINY -

Later in this manual you’ll be instructed on how to assign a traditional email account to your Kronos User
account, and when you get a KMAIL Inbox communication, you will also receive an traditional email
indicating you have a message in KMAIL and it needs to be checked.
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Running Reports
(My Information tab... My Reports genie)

There are a few reports available to Staff. Reports can be viewed on screen.

- —

e" | @ https://workforceway.. 0 v @ & X || @ Wayne Township NJ

| @ Kronos Workforce Central(R) * | |

File Edit View Faverites Tools Help
X E RoboForm T}j‘ Kronos - Pasternak$ (+28) @ Sync

KRONOS

GENERAL - MY INFORMATION ~ MY CALENDARS ~

MY REPORTS Name & ID |Pang, Joseph

Print Screen E

Available Reports

My Accrual Balances and Projections
Schedule

Time Detail

As of

View Report

3149

Log Off| Help

100% v

Note: You may view reports for specific time frames by changing this option in the As of field.
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Section Three — Employee Access\Self Service

Time Stamp
(My Information tab... Time Stamp genie)

All employees who do not punch a Time Clock must Time Stamp in the Time Keeper system.

L= [
a ¥ s rmkioeem., 2 - @B d X |@m,.ne'rmnsrﬂh. S| B Kronos Workfore e Central ) |__|-. S

File Edit View Favorites Teok Help

% B BobaFarn = 7 Kranos - Fasternads [« 28) 68 Sync

}‘.I’H_]N":_v_"l- = Log Ol | Change Pessveard | Help

CEMERAL = MY CENIESS - TIMEKEERTRE = ECHEMMILTRG - MY INFORMATION -

TIME STAMP

Hame & 0 [drapelo, Marg-Aan 1225

Monday, May 11, 2043
A0ACAM |SRT 05| Eszinrn Tima

=

o 1o -

Employees who do not have access to a physical Time Clock may Time Stamp In at the beginning of each work period
and Time Stamp Out at the end of each work period via the software if configured to do so. If you do not have access to
this screen you MUST use a Time Clock.

Senior Staff who do not punch a Time Clock must Time Stamp at least once per day, at any time during your work
period. The system does not track actual work hours for Senior Staff per day, but logs the single Time Stamp as a means
to override any Exceptions the system may be looking for. It is only through this Time Stamp process that the system will
know that no Scheduling Exception has occurred, and that the day needs to be documented as vacation, personal, sick, etc.

Simply depress the Record Time Stamp.
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My Work and Absence Summary
(My Calendars tab... My Work and Absence Summary genie)

e & nhitps:/fworkforcen O~ @R G =3 Wayne Township M) & Kronos Workforce Central(R) A
File Edit View Favorites Tools Help

x E RoboForm = Y,é Krenos - superuser (+28) |5 Save @ Sync

KR‘C)NOS Log Off | Change Password | Help

GENERAL ~ MY INFORMATION - MY CALENDARS ~

MY WORK & ABSENCE SUMMARY

NSRS SRS —

Time Period: | Range of Dates v |emizeia | E [emos |

Show: Pollaro, Devin 2637 ~

f—~1 o~ Sun Mon Tus Wed Thu Fri Eat -

View Width: ®) week () Month () Multiple Months

=
1
2 3 4 5 6 7 2
830a - 430p 830a - 430p 830a - 430p 830a - 430p 830a - 430p
a 10 11 12 13 14 15
830a - 430p 830a - 430p 830a - 430p 830a - 430p 830a - 430p
Jum Jun
16 17 18 19 20 21 22
830a - 430p 830a - 430p 830a - 430p 830a - 430p 830a - 430p

The My Work and Absence Summary will display your scheduled work hours and any Exceptions to your schedule, such
as Missed Punches, Late Punches, etc., as defined in your own Work Rules.

Page 10 |



My Requests Calendar
(My Calendars tab... My Requests genie)

e & hitps://workforcew O ~ @ 2 & || (2 Wayne Township MNJ

& Kronos Workforce Central(R) kg ‘:’
File Edit View Favorites Tools Help

x Q RoboForm \_'}j Kronos - superuser (+28) |5 Save @ Sync

KRONOS

Log Off | Change Password | Help
GEMERAL ~ MY INFORMATION ~ MY CALENDARS ~

MY REQUESTS Show: Pollaro, Devin 2637 ~
Time Period: | Current Pay Period V| sr2512013 - 61072013
View Width: (8 week () Month () Multiple Months
= -~ Sun Mon Tusz Wed Thu Fri Eat - 3
25
May May
26 27 28 29 30 3 1
Jun Jun
2 3 4 5 6 T
W

F00% v
The My Requests genie will display Requests for Time Off that have been processed.

Note, that this is not where you would submit a Request for Time Off. This genie is part of the My Calendar
section and is for display purposes only.

To Request Time Off, please access My Information tab... My Requests genie discussed later in this manual.
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My Timecard
(My Information tab... My Timecard genie)

All employees have access to their Timecard. This genie shows in-depth, all their activity.

{= Kronos Workforce Central(R) - Windows Internet Explorer, provided by Yahoo!

:‘. i oL ||+ 1 -
@ e - |@, https waynetownship, cam, V| %J + | K | | o)
GIEM Edit  Wiew Favorites  Tools  Help X E RoboForm + % Kronos - Pasternaks (+27)  §. Bookmarks +
S M- B [ d®h v Page- Safety+ Toos- @- 0] 23 K E2 W] 0 R
i,:? Favorites '_féKanos ‘Workforce Central(R)
KRONOS oy Off| Change d| Setup| Help
GENERAL ¥ MY GENIES®& ~ TIMEKEEPING ¥ SCHEDULING ¥ MY INFORMATION ~ MY CALENDARS ~
MY TIMECARD
Hame & ID  |TestRoles, Test TESTIO
Loaded: 2:29PM
Time Period [Currert Pay Period -]
BT | Actions > Punch > Amount ¥ Accruals ¥ Comment v Approvals ¥ Reports v
Date Pay Code Amourt In Transfer Cut In Transfer out Shitt | Daily Cumulative
[x] Sat 4013 - - - -
Sun 44 - b3 002 ~ | 4:00PM - &:00 8:00 8:00
= Man 415 - F:00.2M - - T30 TI 1530
X v - M 1530
x) ed 4117 - s:00aM B | ck-BCUnsch OT| 9:008M - 400
Wied 417 CallBackadust | -z00 © 7.004M
@ Wed 417 - 7:00AM iBlue Collar Sat Sun) 3:30PK - .00 1000 2530
[EGE] - - - 25:30
- - - 25130
%] Sat 4520 - - - 25:30
x| [&)| sun a1 - - - 2530 =]
TOTALS % SCHEDULE | ACCRUALS REPORTING PERIOD | ACCRUALS | AUDITS | COMMENTS
Drate Start Time Enl Time Pay Cocle Amourit
All M St 4113 i‘
Accourt ‘ Pay Code Amourt T Sundnd
WizyneT ovriship-f-f-i-ii Unapproved Premi... | 12:30 3 " Man4ns B:004M 3.00PM
WiarymeT onshiplf-i-i- - CallBackadjust (-2:00) g Han 4415 7-00h F30PM
S - — Tug 416 £:004M 300PM =]
Contains commands For working wich the selected items., g - 100 v

5; start _ (] : K force Ce... [ [ m WTK-MgrTrainingtan. ..

When viewing a Time Card, the Power lays in the Time Period field at the top, and as well the tabs along the bottom.
Very important columns to watch are the Daily and the Cumulative columns, which show payable hours.

Also, note that Senior Staff who do not punch a Time Clock but Time Stamp at least once per day will wind up with
misleading information in their In/Out fields based on the time that they actually Time Stamped. Since Senior Staff only
Time Stamp once per day, the system assumes this is a start time, and automatically adjusted the Out Punch based on
their Schedule’s hours per day. You may disregard these In/Out times as they are fictitious, and the function of Time
Stamping is only used to track Exceptions. It is the Daily column and Cumulative columns that more accurately
represent Senior Staff’s work hours.

Page 12 |



Timecard Visual Indicators

Hourly timecard Project timecard Description Meaning
exception example | exception example
&5&:‘“ Solid red cell Missed punch
- [ Frisp7 Blue outline in a cell Excused exception
Mon 5730 | Yacation | a0
I 'ﬂnn 5130 Absent Red outline in a cell Unexcused exception
715AM
IB:SJAM Not applicable Green outline ina cell | Resalved exception
Smallyellow note icon | Camment
3-30PM a 8:00 q after a punch or
amount
Thuenz | Transaction in purple, | Phantom data
1 -DOPM : on white or gray
' 8:00 background

You can Hover over any special visual aid and obtain pop-up helper information.
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My Timecard Accruals
(My Information tab... My Timecard genie)

While viewing your timecard, select a date in the center table and then the Accruals tab in the bottom table.

Your time off balances will display based upon the date selected in the center table.

File  Edit

-
= [sF]

& https://workforcewaynetown... ~ @ € || & Kronos Workforce Central(R) TR

View Favorites Tools Help

X E RoboForm - T}‘j Kronos - Pasternaks (+34) h} Save @ Sync

KRONOS'

Log Off | Setup | Help

MY GENIES® - TIMEKEEPING ~ MY INFORMATION -

MY CALENDARS ~

MY TIMECARD
Name & ID  |Pasternak, Scott 3064 ]
Loaded: 2:06PM
Time Period | Previous Pay Period -
=™ | Actions ¥ Amount > Accruals ¥ Comment > Reports ¥
Date Pay Code Amount In Transfer Out In Transfer Out Shift Daily Cumulative
[X]| @)| sater0 E
Sun 6/21
Mon 6/22 Wacation 7.00 T:004M 7:00 700
Tue 623 “acation T.00 T:00AM .00 14:00
Wed 6/24 Vacation 700 T:00AM 7:00 21:00
Thu 825 acation 700 T:00AM 7:.00 28:00
Fri 626 Vacation 700 T:00AM 7:00 3500
Sat 6/27 35:00 -
Sun 6/28 3500
X Mon 6129 7:42AM 3:45P1 700 | 700 |4200
(x| (&]| Tue 630 T:06AM 3:00PM 7.00 7.00 49:00 =
TOTALS & SCHEDULE ACCRUALS REPORTING PERIOD ACCRUALS | AUDITS
Accrual Profile Supernvisors Hired Prior 072005
Accrual P Balance on Units Balance Projected Projected Projected Projected Balance without
Code Selected Date Through Debits Credits Balance Projected Credits
Personal 10:30 Hour 1012016 0:00 21:00 21:00 10:30
SICK 254:00 Hour TI06/2015 7:.00 0:00 28700 287:00
Vacation 51:00 Hour TIN32015 0:00 0:00 63:00 63:00
v
£ >
https://workforce.waynetownship.com/wfc/timecard/myTimecard #05% -
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Approving Your Own Time Card
(My Information tab... My Timecard genie)

Some staff may be required to Approve their own time card in lieu of submitting paper Absence Forms. If required by
your department, at some point before payroll is processed, you might be required to perform the following:

Review your time card and communicate any errors to your supervisor for correction. Once satisfied, from the Approvals
sub-menu item you can Approve or Remove Approval. Once the Time Card is approved by an employee, the Time and
Attendence Manager will also Approve, followed by a Payroll Sign-Off.

File

-
@& https://workfor.. O~ @R C = Kranos Workforce Central(R) 37 963

Help

@ Wayne Township M)

Edit View Favorites Teols

X E RoboForm *,}j Aventail Workplace Pasternaks (+28) [£) Save @ Sync

Log Off | Setup | Help

(0]

KRONOS

GENERAL ~ MY GENIESE ¥ TIMEKEEPING ~ SCHEDULING ~ MY INFORMATION -

Timecard | Schedule | People | Reports

TIMECARD

Loaded: T:01PM

Name & I |Murcia, Andres M 20:36

Time Period [ Previous Pay Period -]

Transfer Out Shift | Daily

-m Actions * Punch > Amount ¥ Accruals * Comment ¥ | Approvals Reports *
Date Pay Code Amount In Trd ARProve In
Sat 511 - Remeve Approval - .

x) Sun 512 - - -
[x] Mon 5/13 - B:2Z6AM - | 4:30PM - 7.00 |7.00
)| & Tue 514 - - | 10:22P11 - 700 | 7:00
(x) Wed 515 - 9:30AM - - 7:00 | 7:00
x) Thu 5116 - 10:18AM - | B:15PM - 7:00 | 700
[x] Frisn? - 8:53AM - | 5:00PM - 7.00 |7.00
x) Sat 518 - - -
1l Fl sunsra - - = j
< o
TOTALS & SCHEDULE | ACCRUALS REPORTING PERIOD | ACCRUALS | AUDITS | COMMENTS
Date Start Time End Time Pay Code A
All hd Satsi11 N
’ Account ‘ Pay Code Amount . Sun M2
WayneTownship/Finance/i~MIS/~-MNetwork Admin Regular 70:00 * Mon 513 B30AM 4:30PH
Tue 5/14 8:30AM 4:30PM -
| | |
HI00% -
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My Requests Submittal
(My Information tab... My Requests genie)

This is the widget an employee will use to request time off in WTK.

e ——— NEr—
e | @ https://workforcewayn., O ~ @ C H B Google '@ Home | (2 Kronos Workforce Cent... % | i o7 é::’
Eile Edit View Favorites Tools Help
x Q RoboForm « ‘;"-‘-: Kronos - Pasternaks (+30) fzi Sync
9 Suggested Sites » £ Get more Add-ons ¥ £ KeepIt!
MY REQUESTS Show: Pasiernak, Scott 3084 ~
View Width: @ week O Month ) Muliple Months N
Step #1, you MUST
= - Sun Mon Tue .
I have the correct Time
Period set before you
Dot .
can make or view a
Request
27 28 29 30 = 1 q
Nov Nov
3 4 5 6 T 8
] = - - =
o
o
i Requests Global Time Off Requests
] = My Current Requests *Start Date *End Date *Pay Code *Duration Stz
I | @obarme orf Requests tizors | E | [1mzms | B | [Vacation v|  [Select Duration v
o
K v
o
< >
’ H100% ~
L

1. Set the correct Time Period for the entire My Request page in the system.
2. At the bottom of the calendar click on Global Time Off Requests
3. Enter the following parameters:

a. Start Date

b. End Date

c. Pay Code > Click on arrow to reveal drop down menu of codes. Choose the appropriate code: i.e.

vacation, holiday, etc.

d. Choose the Duration. If you do not choose duration from the drop down menu, your selection will not be

fulfilled.

e. Click Submit - Notice that your requests appear at the bottom as My Current Requests

f.  To complete, click on the Apply button.
Your requests are sent to the approving manager for approval.
To Retract a Day Off Request:

1. Set the correct Time Period for the entire My Request page in the system.
2. At the bottom of the calendar click on My Current Requests

3. Check in the Box your request, and then from the Actions Drop Down below the list select your option.
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Employee Self Service
(My Information tab... Employee Home Page genie)

= & *
a 7 P- o S ga
@ https://workforce.waynetown... ~ ac @ Kronos Workforce Central(R) i a0 2

File Edit View Favorites Tools Help
X E RoboForm T}j‘ Kronos - Pasternaks (+34) H} Save @ Sync

Log Off | Setup | Help

KRONOS'

GENERAL ~ MY GENIESE ~ TIMEKEEPING ~ SCHEDULING ~ MY INFORMATION ~ MY CALENDARS ~

EMPLOYEE SELF SERVICE ~
Welcome, Scott Pasternak Personal Information Contracts, Work Rules and Forms
W = Personal Information =+ Blus Collar Contract

- : =+ Address and Phone =+ Blue Collar Work Rules
=+ Direct Deposit Change Request Approved
=+ Emasil Address =+ Foreman Contract
Company Information = Emergency Contacts = Library Contract
= Wayne Intranet Website = FBA Confract
Reference
= Wayne Company Handbaook = Primary Level Supervisors Contract

=+ Current Benefits
= Supervisors Contract

My Information = Eamings History

=+ White Collar Contract
= Direct Deposit =+ Personal Profile

= White Collar Work Rules
= Tax Withholdings =+ Paycheck Caloulator

= Purchasing Manusal
= Direct Deposit Form

= W4

®95% v

This area is used by all staff as their self-service portal. All sections are self-explanatory.

If you make a change request to your vital information, the request will be forwarded to the appropriate office for review
and approval.
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Employee Self Service — Pay Stubs
(My Information tab... Employee Home Page genie... Earnings History)

Select Print Advise link to print a copy of your Pay Stub.

e @ https://

File Edit View Favorites Tools Help

vorkforce.waynetown.., ~ ac @ IT Intranet @ Kronos Workforce Central(R)

X E RoboForm = T}j‘ Kronos - superuser (+34) H} Save @ Sync

KRONOS Log Off | Change Password | Setup | Help

GENERAL ~ MY INFORMATION -

EARNINGS HISTORY Retum

Check Date Total Hours. Gross Pay Taxes Deductions Met Pay

1132015 T0.00 1.263.46 207.04 170.E2 885.60 Erint Advice
6/19/2015 70.00 1.263.46 207.31 180.01 887.14 Frint Advica
B/5/2015 70.00 1.263.46 207.32 180.01 287.132 Print Advice
S22/2015 T0.00 1.263.46 201.47 207.95 854.04 Print Advice
5/8/2015 70.00 1.283.48 201.48 207.95 854.03 Frint Advica
4/24/2015 70.00 1.263.46 201.47 207.08 254.04 Print Advice

TO.00 1.263.46 201.48 207.95 854.03 Print Advice

70.00 1.263.46 220.00 17.93 1.016.52 Erint Advice

7000 1.263 46 22001 0.00 1.034 45 Print Advice

83.00 1.143.65 18885 Q.00 844 .20 Print Advice
21312015 70.00 1.283.48 22001 0.00 1.034.45 Frint Advica
1/30/2015 To00 1.198.08 212 56 000 085 52 Print Advice
AM16/2015 TO.00 1.198.08 212.56 0.00 885.52 Print Advice
/2/2015 70.00 1.198.08 21412 0.00 883.96 Print Advice

®05%

Page 18 |



Section Four — Employee Time Clock Operation

Punch In

Tap the “Punch” button.
KRONOS Mon Nov-16-15 9 : 5 6 AM

View
View Accruals View Schedule Timecard

y .

Request Time
Off

Welcome to Wayne Township

Enter your Employee ID and press Enter.
@'_._ Punch

Enter Badge ID

Backspace
Use badge or enter 4 > 6 <
badge ID . 8 5 E—
Y
0 Enter

Scan your Fingerprint when asked:

3064

Place your right hand index finger or left hand index finger on
sensor

** Insure you get a success Green Light and Beep in the upper left corner of the Time Clock.
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View Your Time Card

Tap on “View Timecard” to view your time stamps.

KRONOS Mon Nov-16-15 9 : 5 6 AM

View
View Accruals View Schedule Timecard

Welcome to Wayne Township

The first screen allows you to choose the Pay Period that you would like to view.

View Timecard - Gonzalez, Ruddi A
E SELECT TIME PERIOD

Previous Pay Period
Current Pay Period

Next Pay Period

Today I
=
=
Yesterdav
.o o |
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Sun Mon Tue Wed Thu Fri Sat
8 9 10 11 12 13 14
7:00 7:00 71y 7:00 7:00 @
7:00

=
=
=

8 : A
Tap any day above to view details, or the Comment 4 added by your Supervisor.

11/07/2015 - 11/20/2015 | Total; 35:00

Tue 11/10 8:23AM 4:30PM
Shift Total: 7:00

Daily Total: 7:00
Wed 11/11 8:23AM 4:39PM

E Late Out
Shift Total: 7:00

Daily Total: 7:00

Thu 11/12 8:24AM 4:33PM
Shift Total: 7:00

Nailu Tatal: 7:NN

Return to the Home screen by Tapping the “House” Hard Button on the Time Clock.
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View Your Schedule

Tap on “View Schedule” to see your Hours or any scheduled days off.
KRONOS Mon Nov-16-15 9 : 5 6 AM

View
Punch View Accruals View Schedule Timecard

Request Time
off

Welcome to Wayne Township

15 16 17 18 19 20 21

830a- | 830a- 830a- | 830a- | 830a-
430p | 430p | 430p | 430p 430p

Sun Mon Tue Wed Thu Fri Sat
22 23 24 25 26 27 28
830a - 830a - 830a - 830a - 830a - G’
430p 430p 430p 430p 430p
&
=
=

.S - ' " |
Return to the Home screen by Tapping the “House” Hard Button on the Time Clock.
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View Your Accrual (Time Off) Balances

Tap “View Accruals” to see your available vacation, sick time, personal time, etc.
KRONOS Mon Nov-16-15 9 : 5 6 AM

View
View Accruals View Schedule Timecard

Request Time Manager
Logon

Welcome to Wayne Township

@ View Accruals -
\ Bal. Dat
alance Date a Nov 2015 2

Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 6 7
8 9 10 11 12 13 14

15 16 i 18 19 20 21

22 23 24 25 26 27 28

29 30

B
Tap on any date to see the Totals effective this date.

@ View Accruals
L 1/20/2016
&

> sick 332:30 Hours
D Vacation 175:00 Hours
D Personal 14:00 Hours

Return to the Home screen by Tapping the “House” Hard Button on the Time Clock.
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Request Time Off

Tap on “Request Time Off” to make a time off request
KRONOS Mon Nov-16-15 9 : 5 6 AM

View
View Accruals View Schedule Timecard

Request Time Manager
Off Logon

Welcome to Wayne Township

Reguest Time Off - Gonzalez, Ruddi A
Select Request

Py

0
Global Time Off Requests

| N |
Tap “Global Time Off Requests” to move through the menus.

2 Request Time Off - Gonzalez, Ruddi A

Select Action
0

Submit request

1
Cancel reguest

B = & |
Tap “Submit request”.
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Select a request Start Date.

\;‘r Request Time Off - Gonzalez, Ruddi A
Start Date
@ | Nov2015 |
Sun Mon Tue Wed Thu Fri Sat
Start Date
1 2 3 4 5 6 7
End Date 8 9 10 | 11 | 12 | 13 | 14
Pay Code 15 16 17 18 19 20 21
22 23 24 25 26 27 28
Duration
29 30
+ ¥

B ot
Once selected the screen will automatically move to the next choice.

The next screen will allow you to pick an End date.

29

Request Time Off - Gonzalez, Ruddi A

End Date
<3 | Nov2015 o
Start Date Sun Mon Tue Wed Thu Fri Sat
11/17/2015
End Date
PayCode 17 18 19 20 21
22 23 24 25 26 27 28
Duration
29 30
* * 7

Scroll down using the Blue arrows on the right to find the correct pay code.

2. Request Time Off - Gonzalez, Ruddi A

Pay Code
0
Start Date X
Absence Unpaid
11/17/2015
1
End Date
Bereavement
11/19/2015
2
Pay Code Call Out @
3
I kend i‘
Duration Call Qut Weeken =
4
* L 4

aat
Tap on the desired pay code.
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Request Time Off - Gonzalez, Ruddi A

Pay Code
Training
Start Date 2 =
11/17/2015 Triple Time
End Date
23 1t
11/19/2015 Unapproved Premium Time s
Pay Code v 24
24 Vacation
Duration 22
Workers Comp
1+ ¥
| § ot

Choose a duration.

Request Time Off - Gonzalez, Ruddi A
Duration

v o
Full day

Start Date
11/17/2015

1

End Date Half day

11/19/2015
2

Pay Code Hours

24

Duration
4]

Request Time Off - Gonzalez, Ruddi A

Duration
v o
End Date
Full day
11/19/2015
1
Pay Code Half day
24
2
Duration Hours
0
Review
+* ¥

B ol
Choose a Duration than Tap on Review before continuing.

You may need to use the navigation arrows on the left bottom to get to the Review button.
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Review

Start Date 11/17/2015

End Date 11/19/2015
Pay Code 24 Vacation

Duration

0 Full day

Continueand Submit

Continue

Review

Start Date 11/17/2015

End Date 11/19/2015
Pay Code Vacation

Duration Full day

Add Another

Submit
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