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PROCESS OVERVIEW A Sconars

Kronos is web based, access using your EssilorLuxottica credentials.
Connect through Ciao! Toolkit or https://luxottica.kronos.net/wfc/logon

Kronos.

i All emplo.ye.es will Managers will approve*
== enter their time-off* I_:c':o or reject requests
Request requests 45 days based on coverage &

Time Dff  prior when possible. other prior requests or

*PTO, Diversity Days, Bereavement Leave business needs.

and banked holidays (if applicable) *Requests will be auto approved by the

system after 5 days if no action is taken

Request Time Off (Employee) , ,
' e Kronos Time Off (PM/Field)

Request Time Off (PM/Field)

0 In Kronos, Managers will ° oss All employees will
create a schedule and post swsnee . record their daily time
by the 16t of the month prior. Qumace punches including
— e g meal breaks. And at
Eemsu s owr ou e the end of the day,
G e e e approve their
timecard or request a
Kronos Scheduling punch correction.

Kronos Timekeeping (Daily)

e e After the last ° Managers will review and
punch out for the complete any missing punches
week, all or employee requests and
employees will process/approve payroll.
review approve
their weekly Edit Timecard (PM/Field)
timecard. Entering Pay Codes (PM/Field)

Payroll Sign-Off (PM/Field)

Kronos Timekeeping Journey:

General Overview of Key Kronos Functions

Kronos Basics for Managers
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TIPS & TRICKS A Sconars

Generdl Information:

+ All employees, exempt and non-exempt, must personally Clock In and Clock Out using
Kronos during their work shift, including Meal Breaks (meal break punches are for non-
exempt employees only)

+ You can not Edit your own timecard, so you will need to partner with another Leader for
corrections (Field Leaders, Practice Manager, Assistant Practice Manager, Team Leads,
or Lab Managers)

+ Off-the-clock work is never permitted

+ The Timecard Approval process is entirely electronic, printing timecards is not
required

« Although not required, it is recommended to Print and Post your Schedule

* When using the iPad to Approve your daily time, make sure the iPad is turned
horizontal

+ When Signing Off on payroll weekly it is best to use a desktop PC

Timecards:
+ Allemployees must Approve their timecards Daily

+ All Missed Punches must be resolved and Pay Codes (Holidoy, PTO, etc.) must be
entered before Daily Approval

+ Employees should ensure time is 100% accurate before Approving

+ Once Approved, no further edits can be made to the timecard (you can Remove
Timecard Approval if needed)

+ Once Approved, the Timecard is displayed in different colors (each color represents
where the timecard is within the approval process)

Orange Timecard has been approved by the employee only

Yellow Timecard has been approved by the manager only

Green Timecard has been approved by both employee and
manager

Grey Timecard has been signed off by either the
employee, manager, or both
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KRONOS ALERTS /\ RETURN TO TABLE
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Manager View

You will receive Alerts for various functions via the lcons running across the top of the
landing page.

O 06 60 0 6 0 O
O H O s b M,

Covid Response Alerts: Currently not active

Time Off Alerts: You will be notified as Submissions/Retractions occur
* You must manually approve or reject all requests
+ If no action is taken within five days, it will auto-approve

Timecard Exceptions: A listing by employee of Unexcused Absences or
Punch Exceptions

Overtime Reached: Notification sent when employees have reached
40 hours per week

Meal Not Taken: Notification sent based upon Meal Punches logged in
compliance with state-specific labor laws

Missed Punch: Notification sent when Missing Punches occur

* Must have a minimum of 1 punch on the timecard to flag other
missing punches

Rejected Timecard: Notifications occur as employees reject their
timecards



TIME OFF REQUESTS

View Accruals

RETURN TO TABLE
OF CONTENTS

You may view your Accruals for Banked Holidays, Diversity Days, and PTO. Please see your
Practice Manager, Field Leader, or reference My Personal Desk for Accrual Rates and

more.

From the landing page, click on My Timecard

Timecard

My Timecard

° Click the downward Arrow to expand additional details

T

Date Sahedule n out

100AMT30PM 110080 ] ]
3t i Tam ] a0

3ATPM-42TPH

11:00AM-7:30PM

Loeass: 1255 PM

« PM/Field: Click the + and select My Information to access your My

Current Sonedule Pericd |+ (552

° Select the Accruals Tab to view all earned time off

1msx|nrvicnnmmm Audis
Accrual Code Accrual Units
Hour

Senizd Holiday
Diversizy Deys Hour
Hour

#T0

160
160



TIME OFF REQUESTS A\ RETURN TO TABLE
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Planned Time Off Requests must be placed 45 days in advance. Your Field Leader has
the right to deny your requests and will be approved/denied based on office needs. If
the request is not approved/denied within 5 days, it will automatically be approved.

° From the navigation bar on the right-hand side select My Calendar

« PM/Field: Click the + and select My Information to access your My
Calendar

° Select Request Time Off

My Calendar

My Calendar

November 12 - 18, 2023 »

——
pimtny . =

Day week ronth Wisibility Reguest

Filter Time Off

° On the Type Pulldown Bar, select the type of time off request

Type:  Banked Holiday -
Banked Holiday
Diversity Days _"d e
PTO 15/
Unpaid Time Off

Unpaid Time Off CF
Accrual

° Complete the following fields:
A. Start & End Dates (keep dates within one fiscal week)
Start Time (8am)

B
C. Daily Amount (ie- 1-8 hours)
D. Click the + sign to add additional requests of the same type

Type: | PTO [Ré
Start date End date Time Unit Start time Daily Amount
2/14/2024 2/14/2024 Hours 8:004M 8.0

° Click Submit once completed
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Details

When Requesting Time Off, follow these guidelines:

Multiple Days Per Time Off Request:
+ Requests must be for the same type of time off (PTO, Holiday, Bereavement, etc.)
+ Use the + button to enter multiple days in a one-time off request

+ EX: Wednesday-Friday and Monday-Tuesday

+ If you need to cancel/modify any time off dates within the request, you must cancel all
dates in that request and resubmit the new dates in a new request

start/End Times:
+ Do not include weekends in your PTO submission if you are not scheduled over the
weekend
« EX:If PTO runs Wednesday to Tuesday, enter a request for Wednesday-Friday, and
then add a second date range for Monday-Tuesday using the + button
+ Do not include banked Holidays in your PTO submission. If you are using banked
Holidays, you will need to enter your holiday as a separate request

+ EX:If US. Independence Day (July 4th) falls on a Wednesday, and you want to take
off the entire week, enter a PTO request for Monday-Tuesday, and select the + sign
to add a second date range for Thursday-Friday. Submit the request and then
enter a second request for the Banked Holiday for July 4th.

Daily Amount:
+ Enter the number of hours you wish to apply for each of the date ranges in the time off
request
« Enter 8 hours if your request contains full day(s)
+ Enter 4 hours for a half day
+ If your request contains both full and half days, enter a new date range for each
daily amount (If you are taking a half day on Thursday, enter 4 under daily
amount, then add another day for Friday using the + button, and enter 8 for daily
amount)

Note:

+ Your accruals will show based on the date you have selected. This allows you to see
future accruals based on time off requests and hours earned up to that date.

* Hourly employees earn time off based on hours worked




TIME OFF REQUESTS o\ RETURN TO TABLE

PM/Field: Approval OF CONTENTS

Once receiving the submission, you have 5 days to Approve or Reject any requests. On
the 6™ day the request will automatically be approved.

0 View submitted Time Off requests via the Manager Alert Calander

A list of requests will populate, Select the request(employee) you'd like to
View/Approve

E4KRONOS

FequentManager-Deles. 63 X | +

Tirne oH = | Mgt 31 = 10/222023 -an8rz0za =) (G [0 =
@ & @ v @ n X o e
oetaia B . ratezn Coms
Modified By (Userame] Subjest SwmitDete Statua Submitted By Start Date Employee End Date Pay Code Camments Stare

necgetem 1o 110872025 53590 Susmiziea = Teor Bacge 12172023 2 Ten Baage 120172028 P10 z128

esgenm P10 117202028 820 Summines = e Bazge 1z = Teos Brage P PT0 12

aeegeres L) 1177372023 s.358M e

° Review request and Click Approve

Approve Time-Off Request

Time Unit St nme Dedy Amount

Acorusloon:  12/11/2023

Status History

Comments (0)
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PM/Field: Refusal OF CONTENTS

0 View submitted time off requests via the Manager Alert Calander

View/Refuse

e Click the Refusal icon

Fequest Manager - Delegation and Time Off

° A list of requests will populate, Select the request(employee) you'd like to

Requeat Mansger - Dalag._ oK | +

Tirnae OF [ =1 | utsiie g5 [=

@ | 2 | @ | v @ n x

betais st estmequest dpeee  Avusefll Rendrg Aene

Magified By (Username) Subjest SubmitDate = Statua Su
badgeteot PTO 11/13/2023 5.35PM Submitied zz Teot B1
nadgetent Ta 11/20/2023 3:329M Sunmittea =z Tem, B

° From the Comments pull down bar, you can indication Actions and leave a
Note

e Click Refuse to notify Team Member

Refuse Time-Off Request

Teoz Beage Type: #TO

Start date Enc dste Time Unit Start time Daily Amaunt
17012022 1012028 H s00aM =0
Anorusia on: | 1,01/2024 =2
Aaarual Balenoe

Banked Holidey 16.0 Haur

Covercity Days 240 Kaur

PTO 33.23 Hour

Statuz History

[5] Sucmites: 11/20/202% -3:323450

bedgeteat

omments (1) 4os Comment

r25e 50 grant whia requec. ae i aomeans ean awsap are with gou
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View in Scheduler

All Approved Time Off Requests will pre-populate on your schedule template. All
Employees can also view their time off from My Calendar.

° From the navigation bar on the right-hand side select Schedules

Schedules

° Select timeframe you'd like to view

A Manager Warkapeoe I Saheculen u\x[i-

Loecee 1:5IM ioms- s [ (G5 AII-ame B
8 ® Er = M| A e e [ B <A
View Visbiity Sekctal  GanttView Serting Toats Engnes Fatresh View TaK S GaTo
Fier Commants
By Employee 12/10-12/16 ‘
Name = Sun12/10 Mon 1211 Tug 1212 Wed 1213 Thu 1214 Fri12/15 Sat 1216
e PTO [4.0] T1:00AM -7:30PM T1:004M - 730PM I P10 [4.0] I Holidey [8.0] I
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Cancelation

You may cancel your request at any time. If you wish to modify your PTO request, you will
need to Cancel it and Resubmit a new one.

0 From the navigation bar on the right-hand side select My Calendar

+ Practice Managers & Field Leaders, Click the + and select My Information
to access your My Calendar

My Calendar

Utilize the Calendar or manually enter the dates you would like to view on
the right-hand side (or use the Day, Week, Month filters on the top left side)

£4KRONOS

My Celendar

12/10/2023 121802023

et Lty et
Sum 12110 o w122 Wea1213 Tutzs s set12715
#ma o Zerkeathalsey

T002M
20D2M B0
8:004M [2.00 n]
s002M
10002M

e Right Click on the PTO Logo underneath the date

E:004M [4.00 n] £004M [2.00n]

PTO ‘Hmnhy ‘

£4KRONOS

December 10-16 2023 1202023 -12nevzzs. =) (G

Tue 122 Wea 12/13 Tnu 1214 1215 Sm 1216

Fro erkec alisey

T:00AM

° Select Cancel Request again the dialog box to confirm your cancellation
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Creating A Schedule

All schedules are due on the 16t of each month and must be posted for the entire month
(LE; August 15t publish fiscal September's schedule.)

‘ Select Scheduler from the navigation bar on the right Schedules

Use the Calendar or the Pull-Down Bar to select the schedule period you
need to create or edit

Current Schedule Period v | laE
Previous Schedule Period

Current Schedule Period

Next Schedule Period ”
After Next Schedule Pericd ;W‘E.nls
Week to Date

Last Week

Yesterday

Today

-30+270

Yesterday plus € days

Last 30 days

Three Weeks Out

Select the Employee and Day to which you'd like to add a shift

° Click on the cell for which you'd like to enter a shift and Add the Start and
Finish Time
+ For10-6pm you must type 10am-6pm or 10-18:00

« Once you have the time in the cell, you can copy/paste the shift to
another day or employee

AT © EBEx = - K ol o e [ B o

By Employee

Name ~ Sun 1217 Mon 1218 Tue12/19 Thu12/21 Fri12/22 Sat12/23
22 Test Badge TT:00AM - 730PM TG:00AM - 600PM 101800

Complete your schedule and click Save

Click Share to: =
* Print Screen
« Convert to Excel document o Fnscreen S TE

Once the schedule is published, you can click on the time cell to edit the team member’s
shift. Remember to notify all team members of schedule changes once posted. You will
view your schedule via your My Calendar or Schedule navigations.

Tip- Employees can download the Kronos App to view schedule at anytime



SCHEDULING

Creating A Pattern
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If your office has a set schedule, you can Create a Pattern to duplicate the schedule for a

specific time frame or indefinitely.

0 Highlight the employee and select Schedule > Create a Pattern

Manager Dashboard -

T4 - i _ - -
Ex i+ V[ & Y-
Select Al Column Filter People Approvel Schedule
Fiowe Zelection
Person ID Name - Department Job
I TESTS99999 7z Test, Badge I'IZ3 {3155URN3}

Enter the StqrtIEnd dates, Number of Weeks, and Pattern Details for the
number of weeks you've selected

- Your Start/End dates should be the beginning/end of the fiscal week
* You can copy and paste the scheduled times
+ Hit the + sign to add additional rows (olternoting weekly schedule, etc.)

ROINOIS
KRONOS
A Manager Workspace
Genies | X
Add Pattern
Manager Dashboard +
Assigned to
[T 1134 Y P8
A Filter Peopl  AnchorDete:* 12/03/2023  f3% [| StartDate:  12/03/2023 End Date:* | -
@ Forever
Person ID Name = _ —
I Define Pattern for* @® Week(s) () Day(s) I [7) Override Other Patterns
TEST99..  zzTest, Badge 2123 Add Shift | AddPayCode | Shift Template ~ | Pattern Template = 8a-5p - Find
No. Sunday ‘Monday Tuesday Wednesday Thursday Friday I Saturday
1 Ba5p 8a5p Ba-5p 8a5p 8a5p I
ol
1 812 0 0
“« >

° Confirm the pattern details and select OK

Schedule Pattern

Assigned 1o
zz Test, Badge Primaryjob None

Start Date. End Date Duration Raotation

[#] (%] 12n72023 Forever 10weeks 10 Weeks:10a - 6p(Mon, TueWed),11a - Tp(Thu,Fri)

[ Add Patiem

° Select the Save button to save the pattern on your schedule
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Patterns At Alternating Sites

For employees working in multiple locations, when creating a pattern, you can assign
those shifts to an alternate location within the pattern

When entering your pattern, Double click the Pattern Shift you'd like to
transfer to alternate location

Schedule Pattern

Assigned to
Coop, Kasey R Primary job None

Start Date End Date Duration Rotation
Add Pattemn

Anchor Date:*  1/14/2024 B SwenDaer 17142024 TE|  End Dater B ces

@
Define Partern for:* |1 ® weekis) O Day(s) () Override Other Patterns
Add Shift | Add PayCode | Shift Template = | Patter Template = 8a5p = _ Find
No. Sunday Monday Tuesday Wednesday Thursday Friday Sanurday
+ x Basp

Cancel Apply

° Once the shifts pulls up, select Labor Level Transfer

Schedule Pattern |

Assigned to
Coop, Kasey R Primary job Hone

Inser Template Shift Label Shift Details & 00am-500pm(2.00k |
|
Type Day  StartTime Day EndTime Sch Hours  JobTransfer || Labor Level ork Rule Transfer |
Teanster
+ x Regular 1 8:00am 1 5:00pm 9.00 |

Cancel Apply
e Click the word Search to pull up the alternate location |

Schedule Pattern |

Assigned to 1
Coop, Kasey R Primary job None

Insert Template Shift Label Shift Details 3:00am-5:00pm({3.00h) |

i

Type Day SwunTime Day EndTime Sch.Hours  JobTi o |

+ % Regular 1 8.00am 1 500pm 200 |

|

Cancel Apply l

Under Store Dept type the Location Number and select the location from
the listing

Click Apply to Save
+ This process will need to be completed for each individual shift within the
pattern b

Region - Supervisor
Stors Dept - Job.
- Torgf
aaTaro 00T070 Rosin Eye
DOTO70 DOTOTO Aosin Ey

1

15
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Modifications

You can Add, Modify, or Remove shifts. In addition, you can add Pay Codes to the
schedule when needed.

From the managers workplace, Highlight the employee and select
Schedules

Schedules

a From the Pulldown bar, indicate the schedule function you'd like to perform

® Manager Workspace

/- | B@-
I proval Schedule
Manager Dashboard « Add Shift
Depart§ pepace Shift
= o 115 Y 1'3. - v - - Append to Shift
Select All Column Filter People Approval Schedule Add Pay Code
Rows Selection
Add Pattern
Person ID Name - Department Job Delete All Patterns
Add to Group
I TEST998998. 2z Test, Badge 7123 {3155URN3} I Remove from Group

° Based on action selected, Enter the employee details:
+ + sign will add additional rows to edit multiple days and times

83 9a 10a 118

.

49

‘ function can expand shift times
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Assigning Shift To Alternate Site

If you have employees who will be working at an alternate office, you can Assign those
shifts/hours to that location.

From within the Scheduler, double click the shift you would like to assign to

‘ the alternate location

° In the Job Transfer box, select Search

Edit shift
Assigned ta
| 22 Test, Bodge = Shifi Details  10:00am-6:00pm{8 00 Primary Job  None
Insert Template - Snim Laper | | Repeat nis shin for | | aays
Stari Date Type Start Time End Time End Date Duration -tob Tranater Labor Level Transfer
‘ [+] [x] 12/D4/2023 Regular 10:008m 6:00pm 12/04/2023 800 |-

TeamVision A

Comments (0) Ada Comment

Select Labor Account and under Brand Search and Select TeamVision

In-Store Department search, type T_ _ _ (the site you want to transfer

hours/shift to) and click Apply

Transfer
MName zz Test. Badge
Job
Labor Account Team\ision/// 4/ s
e Trér..;:e>
Add Labor Account Clear All
| Erana: TeamVision - Team Vision - R Activity Code: -

w

Regicon- - Supervisor -
Store Dept: Job -
Team Lead-Su... To3

Cancel Apply

o Confirm the new site is listed under Labor Level Transfer and click Apply

Assigned 10
|zz Test. Badge Shift Details  10:00am-6:00pmM(8.00) Primary Job  Mone
Insert Template = Shift Label | 1 Repeat this shift for | | aays
Start Date Type Start Time End Time End Date. Duration Job Transfer Labor Level Transfer
| [
| (x| 12/0a/2023 Transfer 10:00em 6:00pm 12/04/2023 5.00 TeamVision/rilr
Comments (0) Add Commen (
I
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Clock In/Out

You are expected to correctly Punch In/Out at your scheduled time. Please follow all
state guidelines for lunch periods.

Employee:

Locate Kronos Timekeeping from the Ciao Toolkit and Log InfOut using your
EssilorLuxottica network credentials

a From the home page, Click the applicable punch

S 4KRONOS

Practice Manager, Assistant Practice Manager, Team Lead, Lab Manager, and Field
Leaders:

0 Select the + sign and select My information

# Manager Workspace
Genies

Manager Dashboard «

Ex diE- Y [ & Y- ~
Select All Column Filter People Approval Schedule
Rows Selection

a Click My Time Stamp from the navigation bar to record punches
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Employee

Employees cannot edit their own time but can submit a request to Fix a Missed Punch.
This is only for employees who miss a punch, not for an incorrect punch. Incorrect
punches must be edited by a supervisor.

When using the tablet, make sure it is turned horizontally to fix a missing punch.

From the Navigation bar, select Daily Timecard Approval

Dhaily Timeoard Approval

Click the red box, your missed punch

P prrPr— |
Fi 1147 (M) 11:00AM-T30PM 3ATEM —
st | =———

° Select Fix Missing Punch

° Enter the correct Date, Missed Time, & Comment

Submit Missed Punch

Date=" Time=" Camment:*

11T/2023 [fa0pe] |

I| Submit -I| LCancel |

° You will receive confirmation of the submission

Missed punched entered by fssaciate Vl

'@',.;' Punch is Submitted.

All submissions are then sent for approval. Once approved, the fixed time will appear in
your timecard.
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OF CONTENTS

Employee

All employees (including salary individuals) are expected to approve their timecards
daily. Doing so, indicates you have reviewed and approve your punches for accuracy.

After you have Punched Out for the day, from navigation bar select Daily
Timecard Approval

Daily Timecard Approval

If your punches are correct, select the day you are approving click the
Approval button

Reject u

‘ 11:00AM-7:30PM ‘ ‘ ‘ 11:00AM ‘ ‘ 3:15PM ‘

‘ ‘ 3:45PM ‘ ‘ 7:26PM ‘ 7.9

e If your punches are incorrect, Reject the day

‘ 11:00AM-7:30PM ‘ ‘ ‘ 11:00AM ‘ ‘ 3:15PM ‘

I I 2:450M I I 7:260M I 79

° On the pulldown bar, select Time Not Correct update the Notes section

° Click Submit

Reject Timecard

Rejection Reason:™

Time not correct w

Notes:

Forgot to punch in. Please correct time to 1Can'|

Cance |



TIMECARD APPROVAL A\ RETURN TO TABLE

PM/F|e|d OF CONTENTS

All timecards must be Approved prior to Payroll Sign Off. It is the employee’s
responsibility to Approve Daily and review upon completion of their Last Shift of the week.

A supervisor must also Approve the timecard. When having multiple supervisor
approvals, the approving supervisor can only Remove the Timecard Approval.

To Approve A Single Timecard:
0 Select the employee and click Approval > Approve Timecard

Manager Dashboard +

TN | [ R
Select All Column Filter
Rows Selection

Person ID Name ob

" Remaove All Timecard Approvals F
TEST999999 ZIZ3 {3199URNSE}
e When prompted, Confirm the Approval

Approve Timecard

ﬂ Are you sure you want to Approve?

No es

To Approve A Group Of Timecards:
‘ Select All Rows > Approval > Approve Timecard > Confirm when prompted

Manager Dashboard +

Approve Timecard
REMoVE ceal U

Name - Phtoval

ob

*  Remove All Timecard Approvals
TEST999999._.  zz Test, Badge zZI1Z3 {I19SURNS}
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If a Timecard has been Approved, you can Remove the Approval and make any Punch
Corrections. You must then Re-Approve the Timecard.

To Remove Approval On A Single Timecard:
c Select the employee and click Approval > Remove Timecard Approval

Manager Dashboard «

=% i+ Y
| Column Filter
Rows Selection

Person ID Name ob

Remove Timecard Approval

e ool JER
TEST999999_. [ zz Test, Badge zZ1Z3 {3199URNSE}

° When prompted, Confirm the Removal

Remove Timecard Approval

Are you sure you want to Remove Approval?

No Yes

To Remove Timecard Approval For A Group Of Timecards:
’ Click Select All Rows

° Then click Approval > Remove All Approvals > Confirm when prompted

M Manager Workspace

Genies

Manager Dashboard «

Person ID Name -

TEST9999.. zzZ Test, Badge



TIMECARD EDITS A FETURNTOTABLE

You are not permitted to edit your own punches. PM’'s will have Other Leaders within their
location edit their Timecards.

From the landing page, Select the Employee you need to edit and Double-
Clicking their Name

In the timecard, Enter the Correct Punches for the day(s) and time(s) by
Clicking on the the corresponding cell

* For10-6pm type 10am-6pm or 10-18:00

Timecard

Date Schedule In Out

[+ I Sun11/12 I I I

° You can Add or Remove additional Rows by selecting the plus sign or the X
on the left-hand side of the Timecard

° Click Save on the top right-hand side of the screen

6 | O 8| ex-

Print Refresh Save GaTo
Timecard ’

On the Timecard Tab, you can Refresh the Timecard by selecting the
refresh icon or close the timecard by clicking on the X

& Manager Workspace Timecards QX+

Timecards
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Employees may request various Pay Codes to be entered on their Timesheets. This could

include Holiday hours, Diversity hours, and more. These pay codes can be added by the
PM, APM, LM, TL.

From the landing page, Select the Employee you need to edit and Double-
Clicking their Name to open their Timecard

° Select the day you would like to add the hours, and click on the Pay Code
cell

Date Schedule In out Transfer Pay Code Amount Shift Daily. Period.
Sun11/26

0 E®E

X mMonmir T1:00AM-7-30PM T1:008M X 400PM

From the pulldown bar, Select the type of pay the employee is requesting
(Jury Duty, PTO, Diversity Day, Holiday, Bereavement, etc.g

Please Choose: -

Absent Excused

Absent WO Pay
Bereavement

CA Meal Rest Pay

Diversity Days

Emergency Closings

FMLA Unpaid

Holiday A

4 L

° Enter the number of hours the employee would like you use (1-8 hours)

Pay Code Amount

Bereavement 3.0

e Save the Timecard by clicking the Save icon

To add a pay code to a day with punches, add the + icon to add an additional row.



TRANSFER HOURS A oo
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Allocate To An Alternate Site

If employees work at alternate offices, you can Transfer the hours from practice to
practice. This process must be done twice for one shift (For example is a team member
punches in from 10am-2pm and 2:30-6:30pm, you will transfer the morning shift and
afternoon)

In the Team Members timecard, click Transfer, then Search

[T T - I ——
Timecards
e Beay [%] « 1oi1 ) TESTSSessEsse
@-| v
g
,,,,,,
Dt Savecie n o Tranater Pay Cace
AL P —
B etz rsE— vosaw e I B
= s30eM i 7:30PM | Search
—
45PN 4:45PM

In the middle of the screen, select Labor Account

Under Brand, select TeamVision

Select Store Department and in the Smart Search, type the Site Number of
the visited location Using 6 Digits, 00TXXX

+ Once the site pops up, select from the list

Transfer
Hame zz Tent. Bedge
Lebor Ascaunt Team\ision /)1
Wiark Rude
Ilork -
Add Lebor Account Clear &1
I Brend: TeemVigian - TeemVigion | » !I Astivity Coce: [~
Supervizar: B
Fagian: [-] —
Store Dept: 2]
Taam Lead-Su._ oa1
0001 COTON TV Fra. ..
00703 DOTODS TV Cas..
00704 DOTODS TV Sear _.
00T08 COTODS TV Ciiff...
Q0T06 COTO0S TV Gela..
0007 DOTO07 TV Gold...
007008 DOTODS TV Del .. | Cengel E
-

00TI0% COTO0A TV Sout..

° Save the Timecard (top right-hand side)
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PAYROLL SIGN-OFF A FUmToTes

OF CONTENTS

Managers will Review, Approve, and Sign Off on Payroll on the last business day of the
fiscal week. This can vary based on weekend hours/holidays. Kronos will allow you to
complete on Sunday before 12 pm EST, however, it is recommended to complete prior to
the close of business Saturday.

To Approve Payroll:

Ensure you select the Current Schedule Period (or last if closing payroll on
Sunday morning) and select All Home employees

. |
[+ SBSSESS———————————————————————

Genies EIN3E
4
Manager Dashboard + I Loaded 342PM [Current Pay Period [=) (&) (AIHome E]\I J
EkodiE- V& v B s e
selectall  column Filter People  approval  schedule Refresh share ceTo
Rows Selection

6 Click Select All Rows then select Go To and select Timecards

A Manage My Departme... C')I +
Pt |

Genies @ 3

LC Reconcile Timecard = Loaded 4:08PM | current Pay Period | ~][TE] |AllHome [~

=k R+ Y PRI SR - [saamr 2 RSl

selectall [l Column Filter People  Timekeeping  Approval Schedule Refresh Share GoTo
selection

15 Selected
Name = Location Empl.. Man..  Unexcused  Short  Missed In-.. Early In Late In Early Out <
Appr..  Appr... Absence Shift | Current Pay Period
Alsaegh, Fadi ...Blue/000410/Lab  partial ~ v ~ Go to widget
AMIRI, ZAHRA _ 1e/000410/Retail v e
Cahill, Christina.. ..ue/000410/Retail  partial v v
Doan, Bao Linh _ue/000410/Retail  partial v v Schedules
escalante, osm.. . ue/000410/Retail Audits
Gama, Joe Blue/000410/Lab  partial v Request Manager
Exceptions

Hassan, Mashal  ue/000410/Retail

» Go to workspace
Jackson, David Blue/000410/Lab  partial v -~

e Review each team members timecard, looking for missed punches, missing
hours, etc. Select Approve Timecard then arrow to next team member (or
select from dropdown) and repeat

Timecards
1of15 b 551686 Loaded: 417 PM _ Current Pay Period ~ |T% |15 Employee(s) Selected |+
e —
@ - 6 o en-
View Approve Prnt Refresh GoTa
Timecard Timecard
Approve Timecard =
e in Out Transfer Pay Code Amount shift Daily Period
| Remove Timecard Approval
+ Sun 4/03




PAYROLL SIGN-OFF

RETURN TO TABLE
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° Once completed, Select X on the Timecard tab to close

| Timecards (. + !

° Select Refresh on the Manage My Department tab

A Manage My Departme...

Genies

Click Select All Rows, Select Approve Timecard, Select Yes when asked to
approve all timecards

———

1 11 [ [ v e
!.?..!k I+- Y qan” ®.n" - EEE g
Select All Column Filter People Timekeeping  Approval Schedule

Rows Selection

I Approve Timecardl
Name =«

Location Empl.. Man.. Remove Timecard Approval xd In
Appr..  Appr..

An Alternate Method to approving your payroll is to follow the prompts via the Weekly
Timecard Approval Folder on the right-hand side and follow the prompts.

| Wweekly Timecard Approval

A Manager Workspace

Weekly Timecard pproval QI X | +

‘Weekly Timecard Approval

Select Pay Period for Approvals Punch Issues

Timecards
Time Period

HyperFind




DAILY TOTAL HOURS AND AUDITS @ &rcones

Daily Total Hours will provide total Employee and Practice hours at any time in the
week/pay period. Audits allow Practice Managers to verify Employee Approvals, Edits,
and Punch History.

0 Select the Audit button from the landing page

. Audits

° If you have Employees working in the practice from another location, and
those hours have been transferred to your site, change All Home (top right-
hand side) to AllHome and Transferred-In

Last 30 days [ (=) (Al Home [+]
Hyperfinds (7)
None
All Home
All Home and Scheduled Transfers
All Home and Transferred-in 3
dit Date Edit Time bl
| All Home Managers
{2023 4:10PM (GMT 05:... badg All Home w Terminated
12023 4:10PM (GMT 05:.. | badg Terminated Employees
/2023 4:40PM (GMT 05:... badge

° Under Type of Edit (Left-hand side), click the dropdown to view specific
Audits:

* Punches

+ Pay Codes

« Approvals/Sign-off's
* Hours Worked

Category: Type of Edit:
Audits ~ | All |
All
zz Test, Badge + | Punch (Add/Edit/Delete)

Pay Code (Add/Edit/Del...
Hours Worked (Add/Edit_.

G b (|

LA | Duration (Add/Edit/Dele... |
111372023 1:09F Approvals/Sign-offs
11/13/2023 1-10E Justification (Add/Edit/

All Retroactive (Add/Edi...
1171372023 1:40F -

Retroactive Punch (Add...
11/13/2023 1:A7TPM | Add Punch


https://screenpal.com/watch/c0XI3BVGtqA

REPORTING A TR0

Various Reports can be access to help you review your offices timekeeping. Examples of
this is the clock in/out details and Hours By Labor Account.

° Select the Reports folder from the landing page

Reports

a Choose the + Timecard option and select the Type of Report you'd like to
run

Timecard

-
Accrual Dels

# Manager Warkopaoe

Employes Transaclions and Talals

Reports -
Exceplians

B8 EzoktoReparto
Exceptians (Data

REPORTS
Exceplion Summary
SELECT REPORTS CHECK REPORT STATUS I aurs by Labar Acoaut I
= L'y Ladiadl AL 1L

laws by Labar Account [Excel
Funch Origin

Schadule by Labor Account - Monthly

Schedule by Labor Account - Weekly

Time Detail

Time Detail {Excal)

Next you will need to adjust the information that populates in the report

If sharing employees, change People to AllHome And Transferred In

Select the Time Period you would like to view

Click the Left-facing Double Arrow to move all the Pay Code options to the
left side of the screen



REPORTING
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HOURS BY LABOR ACODUNT

Description Displays maneyhoursiwagas for axch fabar account in which emplayeas accrued hours. The report (ol maney/howrshvages for each kibor acoaunt by pay cofe.
. =
Tims Perlod

Actualisdjueted  [Show fo

Pay Codea Avatabie
a Y
.
-

Output Farmat

° Add the Pay Codes you'd like to view:

+ Choose the following pay codes from the left side, then click the Single-

facing Right Arrow To Add them to the right side
+ The right side is what will populate within the report

+ Choose the applicable pay codes (i.e.,Overtime, Regular, LC Total Hours)

HOURS BY LAEOR ACCOUNT
Descrigtion Displays moneyhoursiwages for sach fabar acoeunt in which smpoyess acoued hours, The repert totals maney/haursiwages for each labor acoaunt by gy cose.
puagi ==
e Eseing
ActuziAdjusted  [Show ¢ |
=
.
Qutput Format
° Click Run Report (top-left hand side)
REPORTS
|
SELECT REPORTS CHECK REPORT STATUS
e 1S

° Click Refresh Status to check the status of the report. When the status says

Complete, click View Report
+ The first page will show hours by Department (lab vs. retail)
+ The next page will show total hours for the Office (all hours)

SELECT REPORTS | | CHECK REPORT STATUS |

Viewrerore | mernsms | o

HNamsa | |E

Repart Name Formal Dateln ¥

) Haurs by Labar Accaunt pof 1122023 E4A5PM
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TIME OFF REQUESTS ZA\ RETURN TO TABLE
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Manager Delegation

If you know you will be out of the office or unable to respond to employees’ time off
requests, you can set up others as a “proxy” to approve/reject time off requests on your
behalf. This is called Manager Delegation.

0 From the navigation bar on the right-hand side select My Actions

My Actions

° Click Manager Delegation (Mgr_Delegation)

ACTIONS
Laz=t Redreshed:3:32 PM

ted:3:52 PN

Categaries

9 Select the person you wish to designate as proxy

New Delegation

& Dalagntl&:oddart. Lisa ] i |

* startpata. | | =2
* End Date: | | =H]

* Role: [Corporate/Field Managar W |

I

Note: The proxy will receive email notification of the delegation request and will need to
log into Kronos and Accept the request via these steps:

« Click the Request Manager Alerts icon (top of the home page)

+ Select Delegation Request and select the line item

« Click Accept (no logo visible)

+ Log Out & Log In and you can choose the alternate location under your name

Lisa J Stoddart +

Delegator Role Profile Start - End X
Myself
1 Weir, Wendy Corporate/Field Manager 12/18/2023 -12/23/20...
L]
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