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| Daily Task for Supervisors

1. Check the “Punch Exceptions”

widget for any timecard issues.

oo I L o SR R SO

1 Time Period Current Pay Period q i Sho
Punch Exception

|
s ————

Current Pay Period hd E Al Home -

Name Early In Out Late In Qut Breaks Missed Punch Absence Total

cohtkee0&, cohtkee0d 0

cohtkee09, cohtkee0d 0

cohtkee0f, cohtkee0s @ 0
mcobitlcalZ _cobilooOl 0

cohtkeeD4, cohtkes04 Click to insert time, Add Punch and 1 1

ToRTeeTs, conTesls Comments. Add a “Pay Code” by =

clicking on the plus sign.
Date Pay Code Amount In Out Transfar

Mon 5/09

Click to insert a duration paycode

2. Check your “Alerts” area.

| Exceptions Alert

Request Manager Alert

Schedule Alert




entral(... *

Status

Print
File
Zoom (100%)
Safety

View downloads
Manage add-ons
F12 developer tools

Go to pinned sites

Internet options

AUCULINEETIEL TP urer

T ———
Internet Opti m
| ‘.'Gmeral Security |Pprivacy | Content | C oy
i Select a zone to view or change s . I

@ 4|/

Internet  Local intranet

Restricted

—
Trusted sites

) #” This zone contains websites that you
ﬁ/ trust not to damage your computer or
your files.
You have websites in this zone.

Security level for this zone
o Allowed levels for this zone: All
) Medium

=) content

[ X o

- Prompts before downloading potentally unsafe

- Unsigned ActiveX controls will not be downloaded

] cted Mode (requires restarting Internet Explorer’

Custom Ievu_:l Default level

sites

Cancel Apply

 Adding KRONOS as a Trusted Site

Click on (5#)

Then go to Internet Options

Click Security, then Trusted sites
Click OK

Log out

Close Internet Explorer

Then re-open Internet Explorer for changes to appear.
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| KRONOS Tools

@ SYSTEM REQUIREMENTS: ‘

Internet Explorer 8,9 & 10

e

http://www.microsoft.com/en-us/download/internet-explorer.aspx

Java 7.0 or higher ;%lava‘

Check to ensure that you have the recommended version of Java installed.
http://www.java.com/en/download/installed.isp

* *Please ensure that your system has the necessary updates to KRONOS.

i Table of Contents |
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Logging on to KRONOS

1. Click the active link to access

KRONOS Navigation

Click active link below 2. Enter your user name and

password in their designated field.

https://coh.kronos.net/wfc/navigator/logon 3. Click the Log On button or press the

Enter key on the keyboard.

)]
Workforce Central  vesion707

For Kronos assistance, please contact the HTS Client
Services Help Desk via emnail or phone:

HT5CustomerServiceCenter@houstonte.gov
User Name (832) 30T (4487)
E123456 91 e

Password
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| Knowing Your Workspace

I e e e e

=]

Time Period | Current Pay Period

q_dﬁ Show Al Home Locations

-

[y=h] -+

=&

Punch Exceptions

Current Pay Period @ b

Name

HAS-Last Mame A b

Primary widget - active
workspace, which is
where you do your work

Abs...

Total

Default Request Manager I

Last Refreshed

Time Period Current Schedule Pe

Time-Off 0

COH Workforce Analytics

Tl

Secondary widgets -
informational only until
promoted to the
primary widget

COH Attendance Genie

.|

COH Comp Time Monitor

COH Holiday Accrued
Monitor

OH Payout Monitor

COH All Quick Links ~ i

» General

» My Genics@ Related Items Pane -
» Timekeeping contains different
il widgets for each
gl workspace

» Setup

» Analytics

» Resource Links

» Leave Case Editor
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~ Alerts and Notifications

Refresh

» Automatically updates however

®
[Aleis 1
BT

Request Manager Alert Category IX
w» COH TOR Alert1 (8)

@) Time Off RequestESSNE 2

you can click the refresh button
to view current notifications.

> “0Old” Time Off Request and Time
Clocks will be accessible from your
inbox within KRONOS

@) TimeoffRequest_4500 2 Time Clocks

l *» General>Inbox

O Time-Off 4 Global Time Off Request (GTOR) from l

“Navigator”

' View All

» Global Time Off Request (GTOR) will
be accessible from your
% Request Manager

Table of Contents




_ @  Approving Time Off Request |

Request Manager Alert Category

1. To APPROVE a GTOR, you will see a

v COH TOR Alert1 (8) 1. Once your Default Request

number in your “Alerts” area at the top

Manager opens, you'll be able to

of your Kronos page. . .
see the details of the GTOR; edit

Click the orange circle, then click

@ “Time Off”
0 ot 1) . .
. Once you have clicked “Time Off”, it

will open the “Default Request

[ ViewaAu | Manager”.
/ \

the comments/notes; Approve;
Refuse; mark Pending; and/or
Retract a GTOR.

You can also, Request Time Off

for any employee that directly

et Rt ransoer) R (3 ) RS R
Current Schedule Period " Jﬂ s
Time-Off [~ | Al Status
Employee Subject Fay Code Start Date End Date Status Comments Submit Date | Submitted By
. CTOR Wacation 2/15/2016 | 2/15/2016 | Approved 1/06/201... N
@l CCR Wacation 2/26/2016 2/26/2016 Approved Change R... 1f15/201... !
- GTOR Vacation 2f15/2016 @ 2f/15/2016 @ Approved Change R... | 1/27/201... I
U s c: Personal  2/15/2016 2/15/2016 Approved  Change R... 2/04/201... 1
-.. " WELL - ... 2/24/2016  2/24/2016 @ Approved Change R... 2/09/201... Iy
_ Wacation 2/16/2016 | 2/16/2016 hange R... | 2{16/201... 3
Personal 2/25{2016 | 3/35/2016 Change R... 2/17/201... IR -




Employee Timecards - Review and Edit

Once a pay period has closed, only Central Payroll can make changes to an employee’s timecard.

Las

Name

Blake, Edna
Burns, Tyler
Demeriz, Virgie
Drexler, Gil
Gatlin, Gunther

G e D
PAY PERIOD CLOSE
Show [ A1 Home Ml e |
Time Period |Previous Fay Period |
Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Schedule ¥ Approvals ¥ Attendance ¥ Leave ¥
1 Employee Manager Signed Missed Unexcused Expected
Approval Approval Off Punch Absence PP Hours

0.0~
0.0
0.0
0.0
0.0

You must correct all exceptions before time data

Is signed off by Payroll and timecards are locked.

Otherwise, employees may not get paid correctly for

that pay period.
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Access Genie, COH All Quick Links Approving Timecards

located in your secondary widget area Individual and Multiple

1. Go to Timekeeping, then click COH oS ANOuKk ks ; @ Note:

Attendance Genie p— Individual Timec_ards
After the supervisor

» My Geniesd _ ong q
_ : &) finishes editing their
¥ Timekeeping

2. Next, select the individual name or

; SEOEES e
mUItIpIe names for Approval Pay Period Close cards, they need to
Recondle Timecard approve them to
3. Go to Approvals, click Approve COH All Quick Links - shife Start 3 indicate to payroll
Approve Timecards | thatthey are ready
* | Back to COH all Quick Links Sinnff Teziee f . Th
. . o or processing. The
4. A pop-up box will appear, click Yes to : f. v
Timecard | Schedule | People | Reports | More « can approve time
zlgfplents cards on a Genie or
COH ATTENDANCE GENIE - . .
L e hed: 10:20AM Show | All Home on a timecard itself.
*To select multiple names at once, hold your CTRL T
key and select each employee A ns * Punch * Schedule = Parson ¥ Attendance v Le After they approve a
Perfect timecard, the
Name 14 B] Points Sick Time:
Aftendance employee cannot
Note: DSC1, DSCEE ] 14.00 0.0 make any edits to it
Multiple Timecards unless the supervisor
Once a supervisor has reviewed and updated their ~ Approvals v&)‘dance | removes their
employees’ timecards, they can approve them all at approval.
once, rather than approving them individually. 0 — : Perfect | Aﬁgdﬂ"
| Workforce Central I A supervisor can
When they approve multiple timecards at once, use the B8 remove their
Group Edit Results page to confirm that all of them are Are you sure you want to Approve? approval by following
approved. the same steps and
selecting Remove
If one or more of the timecards are not approved, the Approval from the

Details link on the Group Edit Results page identifies , Approvals menu
whose timecard was not approved and why.

14
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- Manager Requesting Time-Off 1.1 ”

# Works

@ COH Manager Workspace

Click on the down arrow (v)
to convert between

Manager and Employee screens

Punch Exceptions

Current Pay Period T] E_ All Home

Time-Off 0

Click on
COH Employee Workspace
to complete a

Time-Off Request

[ 1of 1tems ]

B
n
|

COH Employee Workspa

Table of Contents |




 Request Time Off @ @!  Manager Requesting Time-Off 1.2 ”

Type GTOR | =

Start date s/04/2015 | Type: Select Pay Code

End date 5/04/2015 | . Start Date and End for time off request

pay code yacaten ad . Pay code: Select applicable pay code

puraten s {eml Duration: choose Full day, Half-day, or hours
Start time 4:00PM < . :

Length 10 € . Click Submit

Floating Haliday 0.0 Hour 7]

I & COH Manager Workspace @ COH Employee Workspace !X -

Time Period Current Pay

Notes (Optional)

— Submit ] OOH Employee Calendar
Current Pay Period SE (@ o (&
@ KB May 3 - 9, 2015 v = Request Time
Note: [
] ] 5un 5/03 Mon 5/04 Tue 5/05 Wed 5/06 Thu 5
» On Duration / Hours, you will need to ==
calculate the LENGTH of time you will be Details
5:00AM
gone. Retract
. . 6:00AM
» Your lunch hour WILL NOT be included in

the LENGTH of your time away. Your GTOR should appear on the date that

you selected requesting the time off.

Table of Contents |




| Retracting Your Global Time-Off Request (GTOR) |

Retract Time-Off Request

=» Submitted 5/04/2015-10:33:53AM
Modified by MILES, JESSICA P

Requested
To Retract Time-Off Request
Type GTOR
1. Click on GTOR _
Pay code acation s
2. Then Retract Start date  5/04/2015 Enddate  5/04/2015
A. Notes are Optional, however a message Duration Hours
will be sent to your supervisor regarding SECUIS  53h] Length 1.0h .
the retraction. Notes (Optional)
testing system| @ ‘

=] ™

Table of Contents I




oh.kronos.net/wfc/navigater/logon

JOHN or JANE DOE
Sign Out

# COH Employee Workspace ™

COH Employee Workspace |

P-BeX l'g}KronosWORKFORCECENT... ‘ |

.f Your Name |

T 2 | COH Employee Calendar- allow you to view

A
( COH Employee Calendar

your calendar daily, weekly, or monthly

g

[

Current Pay Period

EH

n | B

4 | April 26, 2015 - May 2, 2015 | » - Reguest Time Off @ _l
Sun 4/26 Maon 4/27 Tued/28 Wed 4,29 - S | |
w RequeSt Time Off- Last Timestamp: Wednesday, April 29, |
S00AM provides an acpess|b|e way 2015 10:03AM Central Tme |
to request time off or A
B:00AM retract a time off request _ \‘h Record Tmestamp
T00AM
5:004M 0800-1700 60 H Navigator Timecard
E:00AM-500PM [3.0 ED0AM-500PM [3.0 ED0AM-500PM [3.0 B:00AM-500PM [3.0 B:00AM-500PM [3.0
9:00AM h hl hl h h Time Period  Current Pay Per...
Transfer Transfer Transfer Transfer Transfer
10:00AM ;COH EX - COH EX S nEn ; COH EX ; COH EX Date Pay Co— In
11:004M ‘ Wed 4/29 3:00aM

= B :
Transfer- Find the
applicable Labor

Level transfer item,
then click OK

-
]

|| Record Timestamp -
allows you to clock-in

©

| COH Navigator Timecard-

allows you to review for

accuracy, e-mail and/or print

i recording the time

| that you work
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‘ Delegation of Authority 1.1

d@is'l] Default Request Manager msi ‘r.gf l I
Last Refreshed  11:40am Requesting Backup Coverage
= = r—1 ime Period urrent Schedule
| O i e
IS > General L 1. Go to COH All Quick Links, located
Note: » My Genies@
Supervisors can > Timekeeping in your secondary widget area
use the » Scheduling ]
app|icati0n's ::I;::ks COH All Quick Links ~ ~ I g 2. CI'Ck on ACtionS
. » General
functions that » Analytics G —
support the tasks * Resource Links » Scheduling -
) » My Links .

delegated to them I-Leajwe Case Editor :i:::“cs = Requestlng Backup coverage
to perform the e = —I
delegating b y » Leave Case Editor

Actions EI H
supervisor’s Click on Delegate to Another
timekeepin kT _cs] —

d ph gd I' ACTIONS Link Name  Reconcie Timecard EI Manager
an /Or scheau Ing Last Refreshed:11:43 A Application  Workforce Timekeeper ==
tasks. = . Choose your Delegate
Once the end date Categori Choose your Start Date
ategories | All r

) Click Role from the drop-down list,
removes the rights

of the other
delegate to your
tasks. You can
manually end the
delegation earlier.

of delegation
occurs, the Acti ﬂ . Choose your End Date
application . ?

select profile that identifies which

New Delegation

" Delegate: | ABREGO.VERAC tasks they want to delegate

© Start Date:

© End Date:

6. Save & Close

“ Role: COH Manager AM-Pi Time Format v

Save & Close Cancel |




| Delegation of Authority 1.2

\ Canceling Delegation ||

Select Actions > Mgr. Delegation

Click Remove Existing Delegation

Select the existing supervisor delegation that they want to cancel and

click Delete

Click Save

|| Accepting or Declining Backup Coverage Requests l

Go to Inbox  COH All Quick Links > General > Inbox

Click on Tasks tab, select the delegation request and click Edit.

In the Action section, accept or decline the delegation request.

(Optional) Enter a message to the requesting supervisor in the

Comment field. » General
. e Group Edit Results
Click Save & Close.
; Inbox
Reports
Switch Role
* My Geniesm

I_ Switching to Delegate Roles I

Click the Switch Role quick link.

v !
A Sian Out

Note: If they do not see the Switch Role link, log off and then log on

again using their own user name and password.

Delegator [Start - End]
Myself [ -]

DSC2, DSCMM [COH Manager AM-PM Time Format]
[6/04/2015 - 6/05/2015]

Select the supervisor whose tasks they will perform as his or her

delegate and click Switch Role.




Timekeeping Policy AP 2-4

City of Houston’s Electronic Timekeeping Policy AP 2-4

7.10 - DELEGATION OF AUTHORITY

7.10.1 - Supervisors/managers may delegate their authority in KRONOS to any other supervisor/manager
(assigned a manager license) within their own department during times of absence (i.e., vacation, sick,
FMLA, etc.). The delegation feature within KRONOS logs the ID in the audit records of both the supervisor
of record and the delegate on each transaction during this period.

7.10.2 - Delegation is intended for temporary purposes only and can only be for a maximum period of 30
days, except in cases of approved extended leave.

7.10.3 - Supervisors/managers may not allow another employee to log in under their own KRONOS ID.
(See 7.11 - ENFORCEMENT )
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Issues Related to Kronos

If you are in need of Kronos assistance, the following

options are available to users:

1. Submit a Request via Self-Service at:

https://houstontx.service-now.com

2. Email at: HITS Client Services Help Desk
3. Call Client Support Help Desk at:
832-394-HITS (4487)

.
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