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NAVIGATION of TABS

Timekeepers and Approvers will default to the ‘Quickfind” window- This window allows you to query and open any
employee’s timecard that is included in your Employee Group

KRONOS'

GENERAL ~ MY GENIESE® + TIMEKEEPING SCHEDULING ~ MY INFORMATION MY CALENDARS +
Timecard | Schedule | People | Reports a
QUICKFIND n
Hame or ID |m
Time Period |Currerrl Pay Period - |

Actions ¥ Punch ¥ Amount ¥ Approvals v

Primaty Lakor
Mame | o | Accourt

The GENERAL Tab allows you to access your MAILBOX, Any Reports and the Actions Page

KRONOS

Timecard | Schedule | B-&torEsiResst

GENERAL v MY GENIESE TIMEKEEPING + SCHEDULING w MY INFORMATION MY CALENDARS

Inkioz ——

QUICKFIND
Reports — Hame or ID |‘ | m
Actions
Time Period |CUrrert Pay Period -
INBOX
Last Refreshed: 12:30 P
j TASKS ‘ MESSAGES |

=3
Status | Active 'I As of Date;) |4M 0s2010 E Categories IAII 'l

Fram ‘ Subjgct | DatesTime Received ‘ Complete By Date Status Current Location

Thig table currently contains no data.

REPORTS

Last Refreshed: 12:32

Show [ 20 Hame -]

Time Period |Currerﬂ Py Period - |

SELECT REPORT | SET OPTIONS | CHECK RUN STATUS

Categories

All

Accruals

Configuration

Detail Genie

Roll-Up Genie
Scheduler

Timecard

Working Time Directive




The Actions screen allows a Timekeeper / Approver to create delegation rules for themselves and others.

KRONOS' Log Off | Ch

GENERAL ~ MY GENIESE TIMEKEEPING - SCHEDULING - MY INFORMATION - MY CALENDARS -
SromprEdit-Resnits

Inbio:

Reports
Actions

ACTIONS
Last Refreshed: 1234 P
Refrash
Categories IA"—L'
Actions

+ Admin_Delegation  + Mar_Delegation
+ TimeCffRequest

Delegate Autharities for athers (Vacation Rule
Setup for others ‘

Delegate Authority forvourself (Vacation Rule
faryourself)

MY GENIES tab - The ‘Quickfind’ screen is available under tab

KRONOS

GEMERAL ¥ MY GENIESE TIMEKEEPING SCHEDULING - MY INFORMATION « MY CALENDARS

Timecard | Schedule | People | Reports | uickFind

Lceess employees fimecards (employees must be
assigned {o you



TIMEKEEPING Tab -The Pay Period Close screen displays the employees in your ‘Employee Group’. You can open, update
and approve timecards from this screen.

KRONOS

GENERAL + MY GEMIESE TIMEKEEPING w SCHEDULING = MY INFORMATION MY CALENDARS
Timecard | Schedule | People | Reports Pary Period Close
R b

QUICKFIND

T od -

Pay Period Close

KRONOS
B EINERAL = | MY GERIES® + | TIMIKCDPING » | SCHEDISLINE = | WY INFORMATION = | HY CALEKDARS =
Timacard | Schadubs | Becpln | Anports ]
PAY PERIOD CLOSE o | i |
Last Rl ented: 3300 s ==
Tune parioa [Frrvs ooy e +]
Bcions ® Punch * Amount ¥ Apprevals ¢
| | Eemsawe | MR Saned tarsed Urzcoamsd | S A1 Cances -
. 14 i | el | Aperal 1 | Bineh | Aceea | Hows | Hazs | e | Lnefions I e

DI STARFELD, MARLA N | a0 T Mortry

T59EN FROMM, MHESN a0 FT Morthly

TN REEH, MCHASL | 00 FI meritty

AT TRVGAR, ORADLEY ~ae wsn T Merthdy

13128 MOHLER, DR R a0 FT Wonthly

13418 TRUMEC, JLE & 2008 FI10HE Wkl

1817 METT, ARTHONN WY | | 400 | FT orihky

.

Ernployees dstigned b Sppiines

Actione = Busch = Amount = Approwale =

3
Aekong L i i

Cowel a1 =

—— I - Ll

Fmcess Empirpen Totnly T

ol 3 b‘\

Hiwed

HETTE )

Pl o "

{(Eipor o Ereel)

Expetin Cv_)

The SCHEDULES tab only has meaning to those groups that implement ‘Schedules’

KRONOS'

GEMERAL ~ MY GEMIESE w TIMEKEEPING SCHEDULING ¥ MY INFORMATION + MY CALEMDARS

Timecard | Schedule | People | Reports “mokscle Editor

KRONOS

GENERAL - MY GENIES® TIMEKEEPING - SCHEDULING - MY INFORMATION MY CALENDARS
Timecard | Schedule | People | Reports by Timecard ————— pens Yyour timecard
Sl Aostiers
QUICKFIND N M Reperts
Hame or ID |
T
Time Period |Current Pay Period !

The MY CALENDAR tabs is not configured at this time

KRONOS. Log Off | Change

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

B el 20
T




Create a Delegation on someone else’s behalf

NAVIGATION

LOGIN (via Services Account)

NAVIGATION: General Tab -> Actions -> Admin_Delegation

- Used for: MANAGER DELEGATION - Manage Forward Authority btw Approver / Approver and Timekeeper / Timekeeper

Used for the following conditions:
Manager/Timekeeper did not setup a delegation rule
Delegation Rule was not Accepted
On the Fly Delegation

Group Edit Rezultz

Inbox

Reportz

( Actionz 1




Select the Appropriate Delegator

L | =R IO, IS IS S e P N S I e

L1 I i s e ] PSS YA e e —

) Select Delegator - Mozilla Firefox M=l 3 }

https: fifermilab. kronoshosting. comfwFc09/KDWER f:f

e Davs of our Lives - Thursday, April 29, .. ﬁ Fermilab Telephone Directary

KRONOS

|| Kronos WORKFORCE CENTRAL(R)

GENERAL ¥ Select Delegator

* Delegator: g |BRANDT, KRISTINAL 7|
ACTIONS Next Cancel |
Last Refreshed:1:43 P
Refresh

Categories I All - l
Actions

+  Admin_Delegstion + Mor_Delegstion

+ TimeOffReqguest

MY GEMIES® w TIMEKEEPING -

SCHEDULING w MY INFORMATION -

Done E 4

The following screen will appear for completion



|
| ¥ Create Delegation - Mozilla Firefox
|
[

hj ey s peel g BEEps: [ Fermilab. kronoshosting . comfwic09)KDWEF ormServlet Fid=29z2 97

Delegator

Hame: FEDERWITZ, JODY L

Existing Delegations

Maone

New Delegation

Assigned Manager / Timekeeper

Delegate Authority to

* Delegate: | MCKENMA, CHERYLE =)

fs Of

Through

Default / only choice

* Start Date: [5/03/2010 =
* End Date:  |5/09/2010 Bzl
* Pole: | Delegation - with Approval x|

save & Close | Cancel

. Dane .E ’gl




A Task and a Message will appear in the ‘Delegates’ InBox

INBOX

Last Refreshed: 210 P

TASKS MESSAGES

[oren | renty
As of Date: E

From

Subject Recelved

MCHERNS, CHERYL E Delegation request for FEDERVITZ, JODY L 510472010 15:01 (GMT -05:00) Eastern Time

From: MCKEMMA, CHERYL E
Subject: Delegation request for FEDERWATZ, JODY L.

Received: 50420101501 (GMWT -05:00) Eastern Time

You have received a delegation request for FEDERVWATZ, JODY L.
Delegation Details:

Delegstor: FEDERMATZ, JODY L

Start Date: SM 052010

End Date: SME52010
Rale: Delegation - with Approval

3 3 53 3

The delegate should open (double click) on the “min_belegation Accept Delegation Farm 1451 and the follow will appear

i Days of our Lives - Thursday, April 29, .. | & Fermilab Telephone Directory | | ] kronos WORKFORCE CENTRAL(R)  [E3 [

KRONOS'

7 Accept Delegation - Mozilla Firelox Ta] kS

L https:/fFermilab, om/wFC09 KD let7id=3008i [

GENERAL v MY GENIES® + TIMEKEEPING SCHEDULING v MY INFORMATION NS Bganon

Delegator: FEDERWITZ, JODY L
Start Date: 5102010

INBOX End Date: /1612010

Last Refreshed: 2:04 PM Role: Delegation - with Appraval

TASKS MESSACES
Action
Select Action: * AcceptDelegation
Status [Active ~]  As of Date: [4m472010 E  categories [an - ¢ Decline Delegation

Comment:
From Sukject Status Current Location
MCKENNA, CHERYL Admin_Delegation,Accept Delegation Form S04/2010 15: Active Task List
MCKENNA, CHERYL E Admin_DelegationManager Cancel Form 50472010 15 Active Task List

Save & Close Cancel

Done

The delegate should choose to either ‘Save&Close’

A Message will also be delivered to the Delegate and the Delegator that the delegation has been accepted



| chose to accept the delegation and a hyperlink is now available under the tabs that allow me to ‘switch roles’.

GENERAL - MY GENIES® ~ TIMEKEEPING SCHEDULING
Timecard | Schedule | People | Reports ( Switch Role: FEDERWITZ, JODY L )
QUICKFIND .
Hame or ID | | m
Time Period |Currerﬂ Pay Period - |

Via ‘TIMEKEEPING TAB' ‘Pay Period Close’ -> Click on the switch role hyper link

KRONOS

GEMERAL - MY GEMIESE TIMEKEEPING

Timecard | Schedule | People | Reports | More * [ Switch Role: Myself J

and the following will appear

KRONOS'

GENERAL ~ MY GENIES® ~ TIMEKEEPING ~ SCHEDULING +

Switch Role: FEDERWITZ, J0DY L a

SWITCH ROLE

Delegatar Fole Start Date Endl Date

[al Myself
& FEDERVWITZ, JODY L Delegation - with Approval 510412010 51092010

Choose FEDERWITZ, JODY and Click on the ‘Switch Role’ button and Jody’s Employee Group will populate
Switch Role: FEDERWITZ, JODYT L

SWITCHROLE

P ¥

switch Role | Refresh |

. |

To Switch back to your employee group ... Click on the Switch Role: hyper link

KRONOS

GEMERAL ~ MY GEMIESE - TIMEKEEPIMNG - SCHEDULING -

Timecard | Schedule | People | Reports ( switch Role: FEDERWITZ, JODY L




KRONOS

GEMERAL - MY GEMIESE TIMEKEEPIMG

Switch Role: FEDERWITZ, JODY L

SCHEDULING -

SWITCH ROLE
Refresh
i Delegator
Ok M[:,fself J
[ FEDERMITZ, JODY L Delegation - w

Switch Role: FEDERWITZ, JODY L

SWITCH ROLE

P ¥

switch Role | Refresh |

. |

Click on ‘Myself” and click on the ‘Switch Role’ button

and your group will appear

10



Remove an Existing Delegation

| want to remove a delegation | setup for Jody to Cheri

¥} select Action - Mozilla Firefox

||j (gl p el e el hitkps: fFermilab, kronoshosting, comfwFo0a kK DWER: ‘if‘

Delegaton
Hame: FEDERWITE, JODY L

Action
Select Action: ¢ Create Mew Delegation

! Remove Existing Delegation

= Cancel

[ane E o

11
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¥} Delete Delegation - Mozilla Firefox M=l E3

||j e p el e hkbps: fiFermilab, kronoshosting, comwic09) KDWEFormSer«let fid= “u?

Delegaton
Hame: FEDERWWITS, JODY L

Existing Delegations

MCREMMA, CHERYL E /0472010 - 5/09/2010, Delegation - with Approval

Delete Cancel

¥} Delete Confirmation - Mozilla Firefox

||j e p e e bikeps: ffFermilab. kronoshosting, comywlc09) KW ER: "'LF

Delegation Deleted!

Close |

TASKS MESSAGES
oven | vl |
As of Date: I E
From
MCHERMRA, CHERYL E Delegation deleted for FEDERWVATZE, JODY L

Subject

12



%) Message - Mozilla Firefox =]

||j e p et e e BEbps: fFermilab. kronoshosting comywic09) applications/ems/html EMSOpent "'LF

From: RMCKERMMA,, CHERYL E
Subject:  Delegation deleted for FEDERVATE, JODY L

Received: S042010 1545 (GMT -05:00) Eastern Time
The delegstion for FEDERWATZ, JODY L has been deleted.

Delegation Detail=:

Delegatar: FEDERMWATZE, JODY L
Start Date: 50472010

End Date: 50952010

Role: Delegation - with Approval

3 1 B3 3

13



CREATE DELEGATION FOR YOURSELF

Choose Mgr_Delegataion from your Actions screen

ACTIONS

Laszt Refreshed: 2:03 PM

Refresh

Categories I All LI

Actions

+  Admin_Delegstion + hgr_Delegation
+ TimeoffRequest

Repeat the steps above — (you will not have to select a Delegator — you are logged in .. the system knows who you are)

I #2) Create Delegation - Mozilla Firefox

: ||j| (s (e et e e o BEbps s fFermilab-test  kronoshosting, comfwic 16K DWEForm3er wletfinitForm=truss 'ﬁ::'f‘

f Existing Delegations
| [Mone

Mew Delegation

* Delegate: | BRANDT, KRISTIMAL  ~|

* Start Date: | =
* End Date: I "
* Role: | Delegation - with Approval j

save & Close | Cancel




PAY PERIOD CLOSE - The Pay Period Close screen displays the employees in your ‘Employee Group’. You can open,
update and approve timecards from this screen.

GENERAL » MY GENIES® v TIMEKEEPING w SCHEDULING + MY INFORMATION MY CALENDARS ¥
Timecard | Schedule | People | Reports Paty Period Close
FrecorcieFifecatd
QUICKFIND e |m
G ’
 S— jod -

PAY PERIOD CLOSE

Show [#4rHome -] Total Hours reported on

Last Refreshed: 13:30 Ernployes Type
Time Period |503/2010 - 502:2010, Range of Dates + | tirmecard PH on timecard
|

Actions * Punch > Amount™ Accruals > Schedule = Approvals = Payroll Prep  Person ™ |

Persontincer 2/ | ersnhane | SOOVEE | M S Mesed | eued | [stwawd] | [ ) B (Payhiie)  perdnghis
772N FECERVWTZ, JODY L v 1 400 400 FT Manthly
100N MCKENIA, CHERYL E v 1 400 400 FT Moty
e FETINER, BARBAR. . v 1 400 290 FT Mortly
127004 KENMEDY, CNDY L v 1 400 FT isely
13267N HURD, DIRK G v 400 565 v FT issky
33333 Test, Fermilah 0o FT Mortly
123456 Desktop02, Test

400 FT Morittily
L £ check box inthe 'Signed Off columnn designates that the timecard

The checkmark in the 'Employee Appraval’ column designates

that the ernployee himiherself has appraved their imecard and is locked by payroll and cannot be updated . any changes to a
thatitis readyfor the Timesard Approver to apprave for Payrall signed off timecard rmust be handled by the designated 'Historical
Edit persons) in your Diw'Sec.

The 1 or2 in the 'Manager Approval' column demonstrates that the

Timecard Appraver has approved the timecard and it is ready for Payral
Standard hours defines the # of hours the Employee
is hired to work

15



NonExempt Timecard Overview

TIME ENTRY EXAMPLES

Remember your Time Period begins on ‘Monday’ AND ends on ‘Sunday’

DAY SHIFT
Tl s Pk = dot = Aismsels = (ess—sn] = Appessde = Baperis *
[ Py O et L Tramie (ad [ S b (=T ) Doy 1 uutaden
BB wnesE - - -
B B anias = T LS ] =
a8 e . = .
0B = - [
BB v . .00 - 1530
B R rei - |
B A e = - .
T . 5 .
BB e - - *
MIDNIGHT SHIFT (11pm — 7am)
ET sem ® Fewh™ Assml 5 Ssirudls 5 (et © bppewssls © Raparts =
(=] P Cruim Aswrdd " e b =¥ ) - Temi b il D {Lndtien
BB snas - - -
OB wnas - b1 - rm =
Q@ e - 3 5 .
b o ' ' '
B o *| |fe=0n | v 700 [
R - | | | |
B A el - - -
OB e - H =
ABSENCE / LEAVE (Sick Vacation etc ...)
| Actions * Punch * Amount * Accruals * Comment * Approvals * Reports =
Drate Pay Code Amourt In Transfer
[ x | Sun 4125 -
B Mo 2 wacation - Wieekly -~ 5 -
+ R
E Tue 407 wacation - Weekly v
£
B Whigd 4/28 Jury Dty - Wieekly "
B Thu 4i29 LWiOP - ieekly Discipli
B Fri 4130 LWIOP - Weekly Excusen
- LR - Weekly Unexcu
a =t 2401 Military - Vieekly
B Sun 502 Sick - Weekly
Travl Diff - Wieekly
= | hdon 503
B o Wacation - Weekly j
~ | |

16




ABSENCE / LEAVE (Partial day)

Enter your first set of In/Cut times (punches)

| Actions * Punch * Amount * Accruals * Comment * [Approvals ¥ Overtilie ¥ Reports *
Date Pay Code Armount In Transfer Cut
[ | Sun 4025 - -
[x | ? Mon 4/26 - 7:00 v 11:00 B

click on the 'insert row’ icon

{n this example a new line for 'Menday’ has been created for me to create my absence

| kftiuns * Punch * Amount * Accruals * Comment * Approvals * Overtime * Reporks ¥
"'Date Pay Code Amourt I Tranzfer Cut

a8 Sun 412 - -

[ | han 4126 - 7:00 w | 11:00
B Mo 4126 - -

B Tl 427 - -

[ x| 5un 4/25 - -

a hlon 4/26 - 7:00 ~ [ 11:00
a Mo 4/26 Sick -Weekly = | 20 hd

fyi: tabbing or clicking anmywhere on the timecard screen will ‘resort’ your entries

[ | Sun 425

[ | bon 426 Sick - Wieekly . -

[ | bon 4726 7:00 - [11:00
B ER - AT

click on the 'insert row' icon to continue entering your In/Cut times {punches)

f
w | Actons * Punch * Amount * Accruals * Comment * Approvals * Owvertime ¥ Reports *
|| Diate Pay Cocle AmoLint I Transfer it
[ | Sun 4125 - -
[ | E Mon 426 Sick -Weekly v | 2] -
B Man 26 - 7:00 - [ 11:00
[ | Maon 4126 - -
B BR Tuednr - v

17



JURY DUTY

m Actions * Punch * Amount * Accruals * Comment * Approvals * Owvertime * Reports ¥

Date: Pay Code Armount In Transfer ot
[ | Sun 4425 - -
B ton 4/26 Jury Duty - W | 8.0 =
B Tue 4127 - Acldd Commenrt ... -
[ | yad 428 - Edlit &mount... .

B add comment

Comments
Death
Fareman Machinist
Fareman Machinist OT

right click on "Add Comment ...

or click on the "Comment’ pulldown from the action bar and choose "Add Comment -='

m Actions ¥ Punch ¥ Amount * Accruals * | Comment

Histarical Move
Date Pay Code amoul \&dd Comment —= ) B~ G
[ | Sun 4125 - Delete Comment —= iy -
= e ot Lead Machinist
[ | Man 4/26 Jury Duty Wi, w | &0 e = Lead Machinist o7
+ R
[ x| Tue 427 - Dielete Mote —= Rejected
Choose Comments type Hote
and type your note .. in the case of Jury Duty - County you need to insert Lasalle Cnum‘y{

the County that you served yvour Jury Duty in

18



PAY FOR HOURS SHOWN (formerly known as PH)

.
w
<
n

Actions * Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Reports

Diate
Sun 423
hdon 4726
Tue 427
Wigd 4028 -

Tl A0 = Fnn

In Tranzter Ot In

w [15:30
- 1530 A Comment ...

Edit Punch. ..

T I-I-L]
IBG66

Click on "Edit Punch....'
or

Click on the "Punch’ pull down and choose 'Edit -

Date 41262010 the "Edit Punch' form will appear’

Time (hh:mm) 15:50

Rounded Time 412602010 1530 GMT-05:00

Time Zone GWT -06:00) Certral Time (US4, Canadsa - e - . . . P .
C ) ¢ ) Click in the field associated with 'Cancel Deduction” and click on

Override Out Punch - / '30 min Meal'
Cancel Deduction | =Mone= - ./

=Mones=

30 min Meal #—|
Exception Al b
Comments Punch has no commernt

(3 =

Click on "OK' button

19



WORK RULES

WORK RULES are currently associated to the MEM'S and Firefighter bargaining Units) and to NonExempt employees that will be
moving their ‘Holiday’ to another day with a week of the holiday.

Work rules affect your pay rate and do not increase the number of hours you work; there for time allocated to work rules are not

additionally considered in overtime calculations.

| Actions * Punch * Amount ¥ Accruals * Comment * Approvals * Reports *

20

Drate Pay Code Armount In Transfer Ot In Transfer Ot Shift Doy Cum
[ ] Sun 502 - - -
a Won 503 - 300 - | 16:30 - 5.0 5.0 5.0
[ | Tue Si04 - 300 | - TEET ] - 5.0 5.0 16.0
a Wi 5105 - 300 g Foreman MEK 16:30 - 5.0 5.0 24.0
[ ] Thu SI06 - 300 Search. % as [ 1630 - 5.0 5.0 320
a Fri Si07 - 300 - | 16:30 - 5.0 5.0 40.0
[ ] Sat 505 - - - 40.0
a Sun 503 - - - 40.0
[ ] Mo 5110 - - -
TOTALS & SCHEDULE | ACCRUALS | AUDITS
Drate Start Time End Time Pay Code Armournt
All - Mon 503
‘ Pay Code Amount . Tue 5104
 OMFES - OPERATIONSAE0-50.03.14.00 01 L/SKTLL | FRegular - Weekly 40.0 T Wisd S0
Thu 5106
Fri 507
Sat 5108
Click on the pulldown in the Transfer' field
Click on "Search’ to choose the appropriate Work Rule
The last 15 codes historically used will appear
in this scroll



Labor Account

Hame or Description:

Available Entries:

select Transfer

Clear Account

Supervisor
Organization

{%) PA-Project Task
Activity
Job Functional Code
Reserved?2

Reservedl

Work Rule
=plone= - |
Doty MER - |l
9EMR Call In MEM
Fareman WE
Lead MEM
‘ Pager MEM m
Fepart In WMEM
— Special Coverage MEM 7|
bl —
Drate Pay Code
[ %] Sun 5102 -
BB Mon 503 -
[ <] Tue 504 -
[ | Wied S5 -
[ <] Thu 508 -
B & Frisor -
[ <] Sat 5108 -
a Sun 509 -
B hon SH0 -
TOTALS & SCHEDULE | ACCRUALS | AUDITS

All <

Account
L OMFES - OPERATIONS/E0-60.03.14.01 .01 /SKT-

4

-:Ii
Rule" and click on the
button

Work Rule
Fareman WE

Selected Transfer

;Foreman MEM

Lo Y cance | rotrosn L oo

Actions * Punch ¥ Amount ¥ Accruals * Comment ¥ Approvals ¥ Reports ¥

OMFES - OPERATIONSE0-50.03.14.01 01 LSKTA-

Amourt In Transfer Ot In Transfer Ot Shift Doy Cul
- -
&:00 - [ 16:30 - 5.0 .0 .0
&:00 I ;Fareman MEM b [ 16:30 - g0 a0 16.0
&:00 ~ | 16:30 - 5.0 .0 240
8:00 ~ 1830 - a0 a0 320
&:00 - [ 16:30 - 5.0 .0 40.0
- - 40.0
- - 40.0
- -
Drate Start Time End Time Pay Code Amour
hdn 503
Pay Code Amaourt e Tup 504
Recular -Weekly | 320 - s
‘Working Foreman - ... | 8.0 Thiy 506
The "Work Rule" will display on the appropriate day for the activity

and
It will apply the time for that entry in the 'TOTALS & SCHEDULES tab.

21



OVERTIME CALULATION / PREMIUM CALCULATION - EXAMPLE

Based on the time entry’s the timecard will automatically calculate ‘Overtime’ and ‘Shift Premiums’ and display the totals in the
‘TOTALS & SCHEDULE' tab

| Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Reports ¥

22

| Date Pay Code Amaunt In Tranzfer ot In Tranzfer Ot Shift Diaily
[ ] Sun 502 - - -
[ ] Man 503 - 300 - | 16:30 - 30 5.0 5.0
[ ] Tue 504 - 300 ;Foreman MEM - | 16:30 - 30 5.0 16.0
[ ] Wed 505 - 300 - f1:00 - 30 5.0 24.0
[ ] Thu 506 - 00 - | 16:30 - 80 8.0 320
a Fri 507 - %00 - | 16:30 - a0 8.0 400
a Sat 508 - £:00 v | 14:00 - 75 75 475
[ ] Sun 509 - 1500 ~ [23.00 - 80 .0 555
[ ] Wion 5010 - - .
TOTALS & SCHEDULE | ACCRUALS | AUDITS
Crate Start Time End Time Pay Code
Al h Mon 503
Accournt ‘ Pay Code Amount Tue 304
ONFES - OPERATIONS/E0-60.03.14.01 01/5SKTL- | | Regular - Weekly | 320 REE S
_ONFES - OPERATIONS/E0-60.03.14.01 01-SKTA- | | Working Foreman - .| 8.0 + Thu S06
_OM/FES - OPERATIONS/G0-B0.03 14,01 11 -SKTA- || Overtime 155 * Frism?
_OM/FES - OPERATIONS/G0-B0.03 14,01 M ~SKTA- || Shift OT a0 Sat 503
Sun 209



EFFORT / TRANSFER TIME
All time entered in the workspace of the time card (Pay Code, In/Out Punch section of the timecard defaults to your Home Code.
Weekly employees will transfer their time associated to ‘Regular ....", and ‘Overtime’ pay codes only.

Time will be transferred in increments of 15min, summarized for the pay period.

Actions * Punch ‘1 Amount FccrualE * Comment * Approvals ¥ Reports =
Diate Move = maLrit In Tranzfer

[ | Sun 4/25 Delete Moved —=

K::Iich on the "Amount’ pull down and choose 'WMaove'
ar
Right Click / Double click on the 'Pay Code’ line that yvou will be Efforting Against and choose "Maove'

TOTALS & SCHEDULE | ACCRUALS | AUDITS

All =~ b
1
Account ‘ Pay Code Aot -y
031 42MFES - SITE SERNWICESE0-G0.05 06 ACLR-/- Regular - WWeel
hove... 1
F
<
The ‘Move Amount’ form will appear
From
Pay Code Regular - Weekly The 'From' portion of this form represents the time you are going to Transfer' time from

Amount (HH.hh) 400

Transfer ;051 42MFES - SITE SERVICES/E0-60.05 06/~ iCLR-i-
To
Pay Code * Sick - Weekly hd

The 'To' portion of this form represents how that time should be allocated and Transferred

Amount {HH.hh) *

Effective Date * 20172010 -

Transfer -
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Choosing the appropriate ‘Pay Code’ to Transfer To

A Move Amount F Move Amount
From From
Pay Code Regular - YWeekly Pay Code Regular - Weekly
Amount (HH.hh) 400 Amount (HH.hh) 400
Transfer ;05142R/FES - SITE SERVICESAO-60.05 06/-CLR/-- Transfer |05142MFES - SITE SERVICES/AE0-60.05 06/-ICLR/-&-
To Modify the 'Pay Code’ to reflect the To
Pay Code * Sick - Weskly - -From- Pay Pay Code * Sick - Weekly -
\-\\ | Sick - Weekly N
Amount (HH.hh) * Amount (HH.hh) * | poiaz. veekly —
Effective Date * | 50172010 = Effective Date * jﬁf?gjﬁ”\jv; Zﬁiﬁklv J
Desth Child - wisekly
Transfer - Transfer Floating Hol - Weekly v
WMrkrs Comp - Weekly
hegular - Weekly j
. Effective Date * S012010 | . . .
The ‘Effective Date * field defaults to the day that the transfer is being done or the
date that appears in the line that is highlighted in the workspace. You should make sure that the date is within the ‘Pay Period’ of the
timecard that you are working on.
Entering Hours and Choosing the appropriate Project Task / Activity to Transfer To......
From From
Pay Code Regular - Weekly Pay Code Regular - Weekly
Amount (HH.hh)  40.0 Amount (hlemm) 3200
Transfer ,05142M/FES - SITE SERVICES/HE0-60.05 06LICLRL /- Transfer |05142MFES - SITE SERYICES/H999-9999. 9999 /-ICLRI- -
To To
Pay Code * Regular - Weekly hd Pay Code * Regular - YWieekly hd
[nmoum (HH.hh) * 1D| } iate .HlT'l:I'l.ll'lt Amount (hh:mm) * |[10:00
Effective Date * 50172010 - erred for the week Effective Date * 500172010 -
Transfer own for the Transfer | -
1i20-20 30,3 30000 Py
4i20-20.00.02.11 .09 D200 iml
ek racan 825201 2.0 00
;}", ""t"jl_t recent 12100-1 0340
roject/Ta 5 4i20-20.00.02.11 .09 03400 I
m m m Transf m m m;mu-zo.oo.oz.ﬂ 05 0340
will 1420-20.00.02.11 11 0300
I RE HE Ry e 4i20-20.00.01 4000 |
scroll (up to 15) .
Drate] Search. .. As nd Tir

If the Project Tasl
i ta

Activi
thi I'n

click on the "Search’ value
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The ‘Select Transfer’ form will appear when you click on the ‘Search’ in the pull down

B select Transfer

Job

*As of date | 5012010 Go To || - B

Labor Account

Hame or Description: Clear Account

Available Entries: {® Supervisor

” 3 ") Organization el am the TBA_Proe el
00012N,SAZAMA, CYNTHIA (/O pAProjeet Tesk) Click e ".ﬂ_'_‘.i,F_)T. Proj rtT' o
00208M,MISEK, JOEL aalOJEET R Ar t|-,-|t-,-l rac | yutton as '

00315M JENSEN, ROBERT appropriate for your Transfer
00322M KRAFCIYE, GEORGE () Job Functional Code

00336M,0AVIDS0OMN, GEORGE ) Reserved2

00362M HILLER, ROGER

) Reserved3

00565M,LEGAN, ALEERT
00735MN,BOURKLAMD, KEMMETH
007e1 N EDWARDS, HELEMN
00243M MALL ROBERT

The following ‘warning’ will appear if you have access to more than 1,000 Project/Task’s or Activities.

Workforce Central | x| |

Too many entries in thiz level, please refine the zearch.

lok]

Click on ‘OK’ to continue
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SEARCHING FOR THE APPROPRIATE PROJECT / TASK

Search for the Project/Task by either the ‘Name’ or Description by clicking in the ‘Search’ field and typing a partial entry of what your

are searching for and include the asterisk * ( * acts as a wildcard) before and after the entry you have made. Click on ‘Search’

Example *20.10.* - as displayed below.. anything that includes the value of 20.10 appears in the list of ‘Available Entries’

Labor Account
Hame or Description:
2010 Search
Awvailable Entries:
20-20101216,COMFEREMCE TRAVEL-ES-H -
20-201013.1 ES-H COMTINUIMNG ACTIMITIES
20-201013.11,CRAME INSPECTION, TEST AMD REPAIR
20-201013.13,00H
20-201013.14,E5-H TRAIMIMG
20-201013.15 EMNYIROMNMEMTAL
20-201013.16 BEAMLIME BUILDIMG MANAGEMERT
20-20101317 EMERGEMNCY RESPOMSE - RADIATION SAFETY - b
20-20101318 ERGOMOMICS
20-201013.23 RADIOACTIVE WATER DISPOSAL - TRITILIM
20-2010.13.24 5INGLE LINE DRAWINGS
20-201013.3 ASBESTOS REMOWAL
20-201013.5FIRE PROTECTION j

| | i

Example *BEAMLINE* - returns all items available with that word in the task description

Labor Account
Hame or Description:

*BEARLIME* Search

Awvailable Entries:
130-1.03.03.01 LEBME-Beamline Measurements-Conceptual Desigr =
130P-1.03.03.01 AD AD-LENE-Beamline Measurements-Conceptu:
130P-1.03.03.01 AFC APC-LEME-Bramline Measurements-Conce
130P-1.03.03.01.CD,CD-LEME-Beamline Measurements-CanceptL
130P-1.03.03.01.FFD FPRPD-LEMNE-Beamline Measurements-Conce
130P-1.03.03.01.TD, TD-LEME-Bramline Measurements-Conceptu:
1305-1.03.03.01 LEME-RA-Bramline Measurements-Conceptual D
1805-180.2.7.41.1.12 4 ARRA_DIFE_ILCTA_MWML Test Beamline
18-18.2.7.41.1.121 AD_ILCTA_MML Test Beamline
18-18.2.7.41.112. 2 TO_ILSTA_MML Test Beamline
20-20.00.02.11.05.01 Muhdl, BEAMLINE CPERATIONS
20-20.00.02.11.08.01 MTA BEAMLIMNE, OPERATIONS
20-20.00.02.11.08.02 MTA BEEAMLINE, MAINTEMNAMNCE j

| | ]
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SEARCH FOR THE APPROPRIATE ACTIVITY

If you are an employee that is assigned to Transfer time to ‘Activities’ the ‘Labor Account’ list will automatically populate with the
Activities that have been assigned to you. (Contact your Div/Sec Financial office personnel if your list is incomplete.)
Labor Account
Hame or Description:
|
Available Entries:
0,RESET :J
CD-1099 ADMIMN-0THER-TIME - LAB HOLIDAYS
CO-1101 ADMIN-OTHER-TIME - Leawve without pay
CO-1198 ASTROPHYSIZE - JDEM - ROF
CD-129 ADMIM-0OTHER-TIME - OPTO -Sick, Jury Duty, et -
CD-130 ADMIM-0THER-TIME - WACATION
CD-131 ADMIM-0OTHER-TIME - FLOATIMNG HOLIDAY
CO-132 DVISION ADMIMISTRATION - Administrative Support - Do
CO-133,DMSION ADMIMISTRATION - Administrative Support - Fore
CD-1533,GRID - CLOUD COMPUTING - Grid Services - CEDPS
CD-1644 SERVERS FARMS - DISKS OFERATIOMNS - System Admin
CD-1646,GRID - CLOUD COMPUTING - Open Science Grid j

1| | ]

Selected Transfer

You can also search for ‘Activities’ as follows

Example *GRID* - All Activities that include the word GRID will populate in the ‘Available Entries’ list.

Labor Account

Hame or Description:

HERID* Search

Available Entries:
CO-1533,GRID - CLOUD COMPUTIMNG - Grid Services - CEDPS -
CO-1646,GRID - CLOUD COMPUTING - Open Science Grid
COD-1657 GRID - CLOLUD COMPUTING - Grid Services - Accaunting
CO-1673,GRID - CLOUD COMPUTIMG - FermiGrid
CO-2014,GRID - CLOUD COMPUTING - FermiGrid - Cloud Comput
CO-2016,GRID - CLOUD COMPUTIMNG - FermiGrid - MPI
CO-2019,GRID - CLOUD COMPUTING - Grid Services - Security
CD-2020,GRID - CLOUD COMPUTING - Open Science Grid - Secur
CD-2081,GRID - CLOUD COMPUTING - Grid Services - Authorizatio
CD-2439,CMS - USCMS Grid Senvices and Interfaces
CD-2453 GRID - CLOUD COMPUTIMG - Open Science Grid - User !
CD-2454 GRID - CLOUD COMPUTIMNG - Open Science Grid - Secur
C0-2455 GRID - CLOUD COMPUTIMG - Open Science Grid - Cunrdj

< | i
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Choosing the appropriate Project/Task or Activity to Transfer time to ...

Labor Account

Hame or Description: Clear Account

Available Entries: ! Supervisor
CD-1533,GRID - CLOUD COMPUTIMNG - Grid Semvices - CEDFS - ") Organization
CD-1646,GRID - CLOUD COMPUTIMNG - Open Science Grid
CO-1687,GRID - CLOUD COMPUTIMNG - Grid Semices - Accounting
CO-1673,GRID - CLOUD COMPUTIMNG - FermiGrid Y Activity CD-2014 GRID - CLOUD COMPUTING - FermiGrid - Cloud Com
CD-2014,GRID - CLOUD COMPUTIMNG - FermiGrid - Cloud Cormput ) Job Functional Code
CD-2016,GRID - CLOUD COMPUTIMNG - FermiGrid - MPI
CD-2019,GRID - CLOUD COMPUTIMNG - Grid Services - Security
CO-2020,GRID - CLOUD COMPUTIMNG - Open Science Grid - Secur
CD-2091,GRID - CLOUD COMPUTIMNG - Grid Services - Autharizatio
CO-2439 CMS - LSCWME Grid Services and Interfaces
CD-2453,GRID - CLOUD COMPUTIMNG - Open Science Grid - User !
CO-2454 GRID - CLOUD COMPUTIMNG - Open Science Grid - Secur
CD-2455 GRID - CLOUD COMPUTIMNG - Open Science Grid - Conrdj

| | d
Selected Transfer
SICD-2014400

o =21 0

) PA-Project Task

) Reserved2
) Reserved3

Click on the Project/Task or Activity of cheice and it will
to
appropriate Project/Task or Activity pick a different value .. click on the "Clear Account’ button

Click on OK when you have chosen the populate in the colums to the right. Should you choos
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£ Move Amount E

From
Pay Code Regular - YWieekly

Amount (hhimm) 3200

Transfer 051 42MFES - SITE SERYICE=3999-9999 9999,/ /CLR -
To
Pay Code * Regular - Weekly hd

Amount (hh:mm) *  [10:00

Effective Date * 30152010 -

Transfer [ HICD-201 4481 - j__ The value will appear in the Transfer’ field on the 'Move Amount Form

m @ m Click on "OK' button
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\

[F TOTALS & SCHEDULE | ACCRUALS | AUDITS u MOWYED AMOUNTS

A new tab called "MOVED AMOUNTS will appear
an your timecard

All ~ b
} Account ‘ Pay Code Amount Wakes | . 1

| ..ES - SITE SERYICES2999-9399 9959,/ /CLRY-I- | Regular - YWeekly| 32:00 . b

.
The details of the Transfer’ will appear in this tab
IFTDT.FALS & SCHEDULE | ACCRUALS | AUDITS | MOYED AMOUNTS
Effective Fram To From Ta T
[rate Account Account Pay Code Pay Code

500172010 ..5/9993-9399 2999/ /CLRL-I- | (D200 40 Regulat - Weskly Regular - Wieekly 10:00

You should continue to complete any additional transfers from the ‘TOTALS & SCHEDULES' tab ...

When you have finished your Transfers (Effort Reporting) for this timecards time period .. SAVE and APPROVE your timecard.
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OVERVIEW OF NONEXEMPT TIMECARD

TIMECARD
Loaded: 13:05

Name &

[BErMESCH, STEVEN K| [03326M

Time Period ‘Currem Pay Period

BEEEN | Actions ¥ Punch ¥ Amount ¥ Accruals * G ~ Approvals ¥ Reports v
Date Pay Code Amount In Transfer out In Transfer ot Shift Diaily CUnulative
B A sunss - - =
[ <] Mor 517 - .00 - fisz Es) 85 85
[ <] Tue 518 - 700 v | 1530 - 80 80 165
[ <] Wied 519 Jury Duty - W ¥ B. - - 80 245
[ <] Thu 5i20 Sick -Wieekly v | 20 - -
[ <] Thu 520 - 700 v | 00 - 20
[ <] Thu 5720 - 11:00 - | 15:30 - 40 8.0 325
[ <] Fri 5121 Wacation - We... v |80 - - 50 40.5
a Sat 5122 - - - 405
a Sun 5i23 - - - 405
a Mon 5724 - - -
1
TOTALS & SCHEDULE | ACCRUALS  AUDITS ‘LCIJMMENTSJ SIGM-OFFS, REQUES?{S&RPPRUVJ\L?/IJ,MUUED J\MDUNTg
ate Start Time End Time Pay Code Amourt
All - i B
Accourt ‘ Pay Code Amourt / & 518
..5-H - RADIATION PROTECTIONFO-70.3.0STCHEE | dury Duty -Weekly | 80 =] e 2na
S-H - RADIATION PROTECTIONGO-70.4 4-FEHEE | | Reguler -Weekly | 500 " Thu S0 -
S-H - RADIATION PROTECTIONFO-70 3 #TCHEL | Vacation - Weskly | 8.0 | Fris2 El
. 5-H - RADIATION FROTECTIONF O3 TCHAE || Reoular - Weekly | 175 Y | =]

Cotnmentesd added to entry - click 'COMMEMNTS 1o
wigwy the comrment

otk Rules would be applied / displayed

here

RED bhorder reflects (PH) on the timecard - 5 added to day tofal

—Titre / Efort movedtrahsferred off of e Home Code
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