GO ON

Time Keeping & Scheduling

& TeamVision

Eye care, together.



POLICY

tH

T

& TeamVision

All employees, exempt and non-exempt, must personally clock in and out using
Kronos during their work shift, including meal breaks (meal break punches are
for non-exempt employees only)

All hours worked must be recorded, “off the clock” work is not permitted,; this
includes exempt and non-exempt employees

Managers or co-workers are not permitted to clock in/ out for another
employee

If there is an error in an employee’s timesheet the employee must notify their
manager to have the appropriate edits made within Kronos or a missed punch
request must be submitted for manager approval



TEAMVISION PROCEDURES

Practice Managers and Assistant Practice Managers are responsible for fixing
team member punches prior to the end of the fiscal week.

Neither the PM or APM, can edit their own timecards and will need to work with their
Regional, Market Manager or HR Business Partners (HRBP) for missing punches or
corrections.

Field Leader Expectations:

« Schedules are due 30 days in advance and due on the 16t of every month
« PTO requests should be submitted a minimum of 45 days in advance

& TeamVision



ACCESS TO KRONOS

KRONOS*®

®
Workforce Central versions.14

Luxottica of America AO7

https://luxottica.kronos.net/wfc/logon Production
- Add to Desktop as a Quick Link a—

: : S
« Log In Using your Luxottica ID and Network =

Password

English English Canada

& TeamVision


https://luxottica.kronos.net/wfc/logon

RECORDING YOUR TIME

Karen Baumeister

£4KRONOS

# My Information

My Time Stamp ~

11/18/2022, 11:55:38 AM (GMT -06:00) Central Time

My Calendar

Daily Timecard Approval

My Timecard

@ Meal Clack In/Out

@ Clock Out

(@ Transfer

~ TeamVision



TIMECARD APPROVAL

Badge zz Test

KRONOS 3

o My Information Daily Timecard Approval

Daily Timecard Approval ~

Employee: zz Test, Badge (TEST999999999) N._.. .
Reject Timecard
ICurrent Pay Period = (Rejected)
N Rejection Reason:™ B
Date Schedule Pay Code | b Qut Daily Period
Time not correct v
SEURMAE 0.0 00
If\-‘l:" 11713 11:00AM-7:30PM q s [
| ny punch to 11am N 1:10PM
q A L 1:47PM
[ ] 0.2 0.2
Tue 11714 11:00AM-T:30PM | 0.0 0.2
Wed 11/15 11:00AM-T:30PM | Submit | | Cancel 00 0.2
Thu 11/16 11:00AM-7:30PM : 0.0 0.2
Fri 11117 11:00AM-T:30PM 0.0 0.2
Sat 11/18 0.0 0.2
Sun 11/19 0.0 0.2

& TeamVision



REQUESTING TIME OFF

Master Calendar maintained
by the Practice Manager

Approvals are based on:
 First come
 Accrual totals

« Number of requests
submitted (for day and by
team member)

Planned time off requests are
due 6 weeks in advance

& TeamVision




SUBMITTING TIME OFF

Enter Your Time Off Requests for Manager Approval

* Practice Manager requests sent to their Regional Request Time Off
Managers

+ Team Member requests sent to the Home Store
Practice Manager Type: | PTO

Start date End date Time Unit Start time Daily Amount

Select Type of Request
* Holiday - Available on and up to 60 days after
Holiday

+ Diversity Days — Loaded on January 15 Accruals on:  11/18/2022

* PTO - Accrued by years of service and Hours
Paid

+ Unpaid Time Off — Can be used for
distinguishing a day off Banked Holiday 0.0 Hour

12/15/2022 12/16/2022 Hours 8:00AM

Diversity Days 0.0 Hour

Enter the Dates and Daily Amount (Hours per day) PTO 22 62 Hour

* Weeks are Sunday — Saturday

+ Keep requests for fiscal weeks separate

+ Submit Time Off Request Types (PTO, Holiday,
etc.) separately

Cancel Submit

& TeamVision



YOUR KRONOS RESOURCES

Kronos Guide Kronos Videos:

08 Kronos Guide

Kronos Time Off Request Video

Kronos is the timekeeping application for all EssilorLuxottica team members in your practice.
This guide is your primary resource for training and knowledge.

A Kronos Basics Team Member Video

[> About Kronos £> Daily Timecard Approval > Daily Total Hours and Audits

[> Clocking In and Out [> Weekly Timecard Approval [> Reports . .

T I N Team Mem be r Dai |V Timeca rd
B> Fixing Missed Punches B> Payroll Sign-off B> Adding Minimum Pay KRONOS L4

Payroll Sign-Off

> Enter Pay Codes (PTO, holidays) > Time Off Requests

Approval/Rejection

KRONOS Manager Timecard Approval & Payroll Sign-oOff

Payroll Sig v

Team members are to approve their timecards daily and on their last
shift of their week (or on Saturday)

All employees, exernpt and n
reaks (meal break punch

r )

for non-exempt employees only). All hours worked must be recorded, "off the clock + Managers will review, approve, and sign-off on payroll Saturday after M M
is not permitted; this includes exempt and non-exempt employess. Managers o co-workers are not permitted to ck close of business (once all associates clocked out) o by Noon on
out for another employes. f there is an error in an employee's imeshast the employee must natify their manager to 3] Sundays for the prior week

ri-exermpt, must personally clock in and out u

during their wor

Review eac

appropriats edits mads within Kronos or a missed punch request must be submitted for manager approval
punches, n
to next tea
- n Ensure you select the Current Schedule Period (or last if closing

payroll on Sunday morning) and select All Home employees

& Teamvision

Eye care, together.

Payroll Sign-Off

Bl oncecom

on the Tim

Timecards Bl ciick select il Rows then select Go To and select Timecards

Bl ciicksele

asked to

=i il

8 Teamvision

& TeamVision


https://screenpal.com/watch/c0XI3BVGtqA
https://screenpal.com/watch/c0XI3BVGtqA
https://screenpal.com/watch/c0XI00VGtO6
https://screenpal.com/watch/c0X20pVGwe5
https://screenpal.com/watch/c0X20pVGwe5
https://screenpal.com/watch/c0X206VGwc6
https://screenpal.com/watch/c0XoceVGw12
https://screenpal.com/watch/c0XI3BVGtqA

KNOWLEDGE CHECK

In Kronos Timekeeping, each team member is
resposible for:

C. Recording time punches for both lunches and
begining/end of shift

D. All of the above

& TeamVision




MY PERSONAL DESK

My Personal Desk Home v

Emergency Donation Ukraine

Employee Self Service

My Pay

Other Resources (May

HR Solutions

& TeamVision

Employee Self Service Other Resources (May Require Login or Network Access)
My Data My Leave My Inbox

4 s
= @10

Require Login or Network Access)

Talent Luxottica Total Rewards

4

O

Pre-Boarding
Managers Only

'@'

My Personal
Documents

(<0

One Luxofttica (WHS
& CSC)

©

Job Aids

Employee Relations

/6)\

Leonardo

HR Service Portal

X4



MY PAY

& TeamVision

= myView

Welcome

Welcome to GlobalView. You can manage all
aspects of your time, pay and personal
details.

We are constantly adding new features but if
you have any suggestions, please use the
Feedback link to share it with us.

About Me >

Karen Baumeister
Sr Manager- Operations

myLinks

US Pay Statements

Help and Support
Frequently asked questions

No FAQs available!

Top Tasks

No top tasks

Karen Baumeister~

myPay

November 18, 2022

© From: October 30, 2022 To: November 12, 2022

@ Days until next pay

— OOO% No change to your
Net Pay from last

pay period

Help Videos

© How to check your payment information

This video demonstrates how the user
can navigate the interactive payslip within
the myPay application.

@ How to check your personal information

This video demonstrates how an
employee can use self service to view his
personal information.

@ Add personal information changes for the
future

This video demonstrates how an
employee can use service to add a future
dated change to his personal information.

12



HR SOLUTIONS

Policy & Procedure

& TeamVision

COVID-19

Luxottica Employee Guide
Holiday Schedules
Contact List

Employee Discounts
Policies & Procedures

Welcome to HR Solutions!

by Luxotfica Employee Relations

L L B ]

COVID-19 +
Accommodation Requests + Organizational Effectiveness -+
Attendance & Scheduling Guidelines + Performance Management -+
Benefits, PTO & Holidays -+ Policies & Procedures -+
Compensation, Payroll, Wage & Hour + Talent Management & People -+
Development
Hiring Practices +
HRE . Termination, Resignation & Job -+
mergencies + Abandonment
Leave of Absence +
Transfers & Status Changes -+
Open Doors, Conduct & Behavior +
Concerns
Environmental Health & Safety (EH&S) - Retail +
When to Involve Employee Relations -+

oW
@
a
=]
=

Additional Resources

Luxottica Employee Guide
EssilorLuxottica Code of Ethics

2022 Holiday Schedules

Contact List

Employee Discount Updates 3/(2022
New Vendor 8/15/2022 — Employment

and Wage Verification

Employes Assistance Program/EAP
Field Managers and HREP=s: HR.
Helpdesk Advanced (HDA)
Perfermance Management Resource

Library

13



HR SERVICE PORTAL

Team Member Self Service
« Time Off Questions

« Paycheck Questions

« Tax & W2 Inquiries

« Missing Paycheck

& TeamVision

HR Service Portal

Kronos Timecard

No VPN Required

Click Here to access Timecard

HR Central

Payroll/Data/Leave of Absence Requests

To My Personal Desk

Pension FAQs

Click Here for the Pension FAQs

What can we do for you?

PTO Kronos

Diversity Day Manager Unable To Make Changes
Other Time Off Balances Direct Report

Negotiated PTO/Vacation Balance Position Creation

Final Paycheck Canadian Employee Verification
Term In Error Tax and W2/T4 Inquiries

Date Of Hire Change Paycheck Accrual

Status Audit Missing Paycheck Stop Payment
Issues Logging Into My Pay Direct Deposit Reject

Payroll and Payslip Question Leonardo Learning Platform

Chat or Email Us

Business hours are 9 AM to 5:30 PM EST. You can submit an email to us 24/7.

14



QUESTIONS

Practice Managers & Field
Leaders please stay on the call
for the Supervisor Portion!

& TeamVision




MANAGER VIEW & NAVIGATION

Pay Period
Selection
+ Calendar
* Quick View

KRONOS

A Manager Workspace

Genies

Manager Dashboard «

Select All Rows

Ex | Hii+- YV

Approval

+ Approve
Timecard

*+ Remove
Approval

+ Remove All
Approvals

Go To
+ Widget
+ Workspace

& TeamVision

a
3

v

Approve Timecard

@@@@

Current Pay Period

Current Pay Period
Previous Pay Period
Current Pay Period

Mext Pay Period

Person ID Name - On Supervisor ... Supervisq Frevious Schedule Period
[ ) Premises )
Remove Timecard Approval Current Schedule Period
773466 Cartelli, Zulma Remove All Timecard Approvals Saferstein, L 773454 Mext Schedule Period
773463 casiano, olga M 00T001 TV Pro. Ey Lead Optometric Saferstein, L 773454 After Mext Schedule Period
/
773474 CHICKEN, LEAH 00T001 TV Pro. Ey Patient Care Coor Saferstein, L 773454 Weekto Date
Last Week
773460 chin, jessica 00T001 TV Pro. Ey Lead Optometric Saferstein, L 773454
e Yesterday
773465 gallitano, toni 007001 TV Pro. Ey Eyecare Sales Ass Saferstein, L 773454 Today
773468 Martinez, Jazlyn 00T001 TV Pro. Ey. Patient Care Coor Saferstein, L 773454 -30+ 270
773455 Morris, Yimna 00T001 TV Pro. Ey. Assistant Practice Saferstein, L 773454 Yesterday plus 6 days
) o ) ) Last 30 days
773467 Reyes, Marcelle 00T001 TV Pro. Ey Patient Care Coor Saferstein, L 773454
Three Weeks Out
773454 Saferstein, LauraK  00T001 TV Pro. Ey. Practice Manager 4 Velgara Ace 950894 U
9 0

Laura K Saferstein
Sign Out

@

Request Manager - Delegat
Inbox

Reports

Audits

Timecards

Exceptions

Schedules

People Editor

Missed Punch Approvals
Weekly Timecard Approval

My Actions

e ® @ O

Covid
Response Alert

Request Off
Manager Alerts

Timecard
Exceptions

Overtime
Reached

Meal Not Taken
Missed Punch
Rejected

Timecard

16



TIMECARD APPROVAL

A Manager Workspace Timecards Qx|+

Timecards

Saferstein, Laura K v 4 gofo 773454

('O v
Date Schedule In Out Transfer Pay Code

+ Sun 12/04
& | X Mon 12/05 8:00AM 12:00PM
& | = 1:00PM 6:00PM
+ |x Tue 12/06 9:00AM 1:00PM
+ | (X 1:30PM 6:00PM
+ X Wed 12/07 8:30AM 12:30PM
+ % 1:30PM 6:30PM
+ | % Thu 12/08 PTO
& | = Fri12/09 PTO
+ Sat12/10

& TeamVision

Amount

Shift

9.0

85

9.0

Daily

9.0

85

9.0

2.0

8.0

Period

9.0

17.5

26.5

345

425

425

Loaded: 1:05 PM

12/04/2022 -12/10/2022..

=

Frint

mecard

-

o

All Home

@



PAYROLL MANAGER SIGN OFF

KRONOS
-
Team members are to approve their Al

timecards daily and on the last shift of Manager Timecerd Approvel & FayroliSign-oft
their week (or on Saturday). e
Managers will review, approve, and sign Sdepsiorapiorwosk
off on payroll Saturday after close of I 0 e Cuntschadu et o st closing
business (once all associates clocked out)

or by noon on Sundays for the prior week. T

Manager Actions
« Final review of team member timecards

« Submit at COB last day of the week but no
later than noon Sunday

« AllPTO and timecodes recorded

S TeamVision

& TeamVision



NAVIGATE TO MY INFORMATION

v s e b m,

KRONOS

A Manager Workspace

Genies

Manager Dashboard = r45AM | Current Pay Period v || %]  AllHome
v | & ¥ o [
Filter People Approval Schedule Refresh
Person ID Name - Department Job Oon Supervisor N_. Supervisor ID Une. Reg.. Overtime Non... Manager
Premises Approval
773466 Cartelli, Zulma 00TOO01 TV Pro. Eye.. | Licensed Lab Mana.. Saferstein, L.. | 773454 0 » Go to widget
773463 casiano, olga M 00TO01 TV Pro. Eye.. | Lead Optometric T.. Saferstein, L. | 773454 0 ~ Go to workspace
773474 CHICKEN, LEAH 00T0OT TV Pro. Eye.. | Patient Care Coardi.. Saferstein, L. 773454 0 Manager Workspace
My Infarmation
773460 chin, jessica 007001 TV Pro.Eye..  Lead Optometric T... Saferstein, L. 773454 0 v
773465 gallitano, toni 007001 TV Pro.Eye.. | Eyecare Sales Asso.. Saferstein, L. | 773454 0 o4
773468 Martinez, Jazlyn 007001 TV Pro. Eye.. | Patient Care Coordi... Saferstein, L. | 773454 0 v
773455 Marris, Yimna 007001 TV Pro. Eye.. | Assistant Practice .. Saferstein, L. | 773454 0 v
73467 Reyes, Marcelle 007001 TV Pro.Eye.. | Patient Care Coordi... Saferstein, L. | 773454 0 v
I 773454 Saferstein, Laura K 007001 TV Pro.Eye..  Practice Manager 4 Velgara Acev.. 950894 0 v

& TeamVision

Laura K Saferstein
Sign Out

@

Request Manager - Delegat..
Inbox

Reports

Audits

Timecards

Exceptions

Schedules

People Editor

Missed Punch Approvals
Weekly Timecard Approval

My Actions



MY INFORMATION NAVIGATION

Approve or Deny
Your Team Time Off
Requests (5 days)

KRONOS

A Manager Workspace

My Information

Switch Your View

My Calendar

Movember 13 - 19, 2022

alx|+

©

Month visibility

Enter Your Time Off
Requests for
Manager Approval

View Your Submitted
PTO Requests

See Your Accruals by
Type

8:00AM

9:00AM

10:004M

11:004M

12:00PM

1:00PM

2:00FPM

Location Schedule

Sun 11/13

Accruals Widget Part

Mon11/14

Tue11/15

v|l|ld s ¥ & =,

Wed 11/16

Thu 11717

Fri 11/

Current Pay Period =

Sat11/19

IPTC

PTO

Clock In/Out & Your
Timecard Review

Accrual Code =
Banked Holiday
Diversity Days

PTO

Reporting Period

1/01/2022 - 12/31/2022

1/01/2022 - 12/31/2022

1/01/2022 - 12/31/2022

Accrual Unit
Hour
Hour

Hour

0.0

8.0

785

Available Balance  Vested Balance Probationary Bal...

Eamned to Date
320
240

1771

Taken to Date
0.0
16.0

68.0

Pending Grants

8.0 0.0
0.0 0.0
231 0.0

Planned Takings Prior Ending Bala.. Prior End Vested Prior End Probati...

80 80
240 24.0
462 46.2

Op

& TeamVision

Laura K Saferstein
Sign Out

@

My Calendar

My Timestamp

Time Review




TIME OFF REQUESTS MANAGER VIEW

Approve Time-Off Request

Submitted:  10/13/2022 - 1:46:03PM
Modified by: 785310

Employee:  Cira, Blerime Type: PTO Evamarie D'Onofrio-Englebert
Sign Out
Start date End date Time Unit Start time Daily Amount
/25/2022 002 .
A Manager Workspace Alerts and Notifications .. Reque: 11/25/2022 11/25/20 Hours 8:004M 8.0
n

Request Manager - Delegation and Time Off —
Accruals on: | 11/25/2022

Time-Off = Multiple (5) > A N 10/20/2022-4/17/2023, .. | = | | 222 | | All -
Accrual Balance
FO L& v @ 1] 5 Banked Holiday 0.0 Hour o
Details Ed Approve Refuse Pending Retract [ Diversity Days 0.0 Hour b Refresh Go To
1 PTO 19.03 Hour R
Modified By (Username) Subject Submit Date  « i b Pay Code Comments Store
770517 PTO 10/13/2022 9:20AM Submit— Status History O 007003
770483 PTO 10/13/2022 1:34PM SubmitsS Submitted: 10/13/2022 - 1-46:03PM F O 00TO03
785310 PTO 10/13/2022 1:46PM SubmitFs 785310 Eo 00T003
770485 PTO 11/14/2022 7:26PM Submit 0 00TO03
- Comments (0) -
X

= Cancel Approve E

& TeamVision



TRANSFER HOURS

X
Transfer |
Laura K Saferstein
‘ k Sign Qut
# Manager Workspace O Timecards Qx|+ Name Cartelli, Zulma
N — Labor Account RLB Optical//TO03// ¢/
Timecards |
Waork Rule
Cartelli, Zulma - 1ofa P 773466 | | ‘M| Mext Schedule Period = || 552 | | All Home -
| Labor Account Wark Rule _
®- Vv L) o
e | Add Labor Account Clear All | Print Refresh GoTo
Timecard
s Sohet L Brand: FLE Optical - RLE Optical | = | X  Activity Code: -
+ Sun 11/27 i )
Region: = Supervisor: =
+ X Moniis28 8:30AM
= | m 130PM Store Dept: T003 -TOO3 = X Job: -
+ Tue 11/29 Team Lead-5u... -
L Wed 11/30
& Thu 12/01
ik Fri12/02
+ Sat 12/03
+ Sa112/03
Cancel Apply

& TeamVision



MANAGER DELEGATION

Laura K Saferstein

KRONOS =SOSR I o

A Manager Workspace ol +
Genies o .
Existing Delegations e —
KRONOS None Sian 0wt
M Manager Workspace My Actions Qx4
My Actions ~
ACTIONS .
Last Refreshed:2:23 PM NEW DEIeQatIDn
"Reefresh * Delegate: |Hammer, Keeta L v |
categories
Start Date: E=
Actions
Magr_Delegation * End Date: | | vl
* Role: | Corporate/Field Manager v |
112%22 VIV, THnna UUIuul v riu SChedu'es
773467 Reyes, Marcelle 00T0D1 TV Pro. ‘ Save & Close ‘ | Cancel

I 773454 Saferstein, Laura K 00TO01 TV Pro. | . . 1 I People Editor

Missed Punch Approvals

Weekly Timecard Approval

My Actions

& TeamVision



QUESTIONS
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KRONOS SCHEDULER

« Schedules are owned and
maintained by the Practice
Manager

» All schedules must be posted in
Kronos for visibility

« Schedules are due 30 days in
advance and due on the 15th of
every month for the following
fiscal month

& TeamVision




CONSIDER

& TeamVision

Doctors schedule
Weekly activities (to-do’s)

Days/times of eyeglass delivery
Skill set

s
e

M\’(lﬂ-ﬂ

SRV T

ALID
5 1NV 7



ADDING SHIFTS

=4 KRONOS

A Manager Workspace Schedules
Genies
Manager Dashboard - Loaded 10:33AM | Current Pay Period ~ | [Tz | |All Home -~
i+ Y - v < [
Column Filter People Approval Schedule Refresh Share Go To
Selection
Add Shift
Person ID Name - Department HeplEce BRI 1erviso... Supervisor ID Un... Re... Overtime No... Manager Employe
Approval Approvz
Append to Shift
TEST99 . zz Test, Badge z123 {3155L Add Pay Code vianag. . TESTMANAGE . 5 812
Add Pattern
Delete All Patterns
Add to Group
Remove from Group
1 8.12 0 0
4 »

& TeamVision



ADDING SHIFTS

KRONOS

Add Shift

™ Manager Workspace

Assigned to

Genies |

Manager Dashboard -

Insert Template - Shift Label Repeat this shift for 1 days
- Wed 13 Thu 14
I I ['I' Y 'a la 2a 3a 4a 5a ba Ta 8a 9a 10a 1la 12p 1p 2p Ip 4p 5p bp p 8p 9p 10p 11p 12a 1
Column Filter
=electio < »
Person ID Name -
|
TEST99..  zz Test, Badge Start Date Type Start Time End Time End Date Duration
+| (X 12/11/2023 Regular 8:00am 5:00pm 12/11/2023 9.00
+| X 12/12/2023 Regular 8:00am 5:00pm 12/12/2023 9.00
+ X 12/14/2023 Regular 8:00am 5:00pm 12/14/2023 9.00
+ X 12/15/2023 Regular 8:00am 5:00pm 12/15/2023 9.00

Comments (0)

Add

& TeamVision



ASSIGNING SHIFT TO ALTERNATE SITE

S4KRONOS

A& Manager Workspace

Timecards

Timecards
zz Test, Badge -
© v

View Ap

Timecard

Date
Sun 11/26
X Mon 11/27
-,
I Tue 11/28
-
l Wed 11/29
-
I Thu11/30
-
l Fri 12/01
Sat 12/02
Sun 12/03

X Mon 12/04

HFFEEFEEE

x

QIX| +

10f1 TEST999999999

Schedule

11:00AM-7:30PM
11:00AM-7:30PM
11:00AM-7:30PM
11:00AM-7:30PM

11:00AM-7:30PM

8:00AM-5:00PM

11:00AM

-
l 6:28AM

9:53AM

Loaded: 10:41 AM  Current Pay Period

Print
Timecard
Out Transfer Pay Code Amount Shift
4:00PM ’ - 5.0
Search...
8:24AM ’
11:08AM 312

v | [ %1z | 1 Employee(s) Selected

o

Refresh

Daily Period

50

GoTo

50

5.0

50

5.0

5.0

5.0

5.0

312 812

& TeamVision



)

ASSIGNING SHIFT TO ALTERNATE SITE

£4KRONOS

Manager Workspace

Timecards

Timecards

Z7

+ O FH

¥

Test, Badge -

®- V-

View Approve
Timecard

Date
Sun 11/26
X Mon 11/27
o
lTue 11/28
|}
IWed1h’29
o
lThu1h’30
=
I Fri 12/01
Sat 12/02
Sun 12/03

X Mon 12/04

X

]

10f1 TEST999999

Schedule J

11:00AM-7:30PM
11:00AM-7:30PM
11:00AM-7:30PM
11:00AM-7:30PM

11:00AM-7:30PM

8:00AM-5:00PM I

INNANARME £.0N0

Transfer

Name
Labor Account
Work Rule

Labor Account Work Rule

Add Labor Account

Brand:
Region: Tean)
Store Dept: TeamVision

Team Lead-Su...

zz Test, Badge

TeamVision

=i

-

Activity Code:
dervisor.

X

Cancel

Clear All

Apply

TEST2 zz Manager

Sign Out

Print
Imecard

50

3.12

o

Refresh

Daily

1 Employee(s) Selected v

50

3.12

Period

50

5.0

5.0

5.0

50

5.0

5.0

8.12

& TeamVision




ASSIGNING SHIFT TO ALTERNATE SITE

TEST2 zz Manager

£4KRONOS S s

Transfer

A Manager Workspace Timecards C

Timecards | Name zz Test, Badge |
Labor Account TeamVision//////
zz Test, Badge - 1ofl TEST999999 Work Rule feriod v | [ T2: | |1 Employee(s) Selected -
Labor Account Work Rule
© v = 'S
Jiev Add Labor Account Clear All Print Refresh Save GoTo
Imecard
Date Schedule J Brand: TeamVision - TeamVision | = X  Activity Code: - k Daily Period -
+ Sun11/26 Region: > Supervisor: >
+ X Mon11/27 11:00AM-7:30PM Store Dept: ~ - M 5.0 5.0 5.0
- - T1
& J Tue11/28 11:00AM-7:30PM Team Lead-Su... 5.0
- 00T107 00T107 Daynes ...
+ l Wed 11/29 11:00AM-7:30PM 50
- 0o0T108 00T108 TVO Car...
+ l Thu 1 1/30 11:00AM-7:30PM 00T109 DOT109 TVO Ch_ 5.0
+ i Fri12/01 11:00AM-7:30PM 00T110 00TT10 TVO Ha... 5.0
+ Sat 12/02 00T111 00T111 TVO Ker... 5.0
00T112 00T112 DiNapol...
+ Sun 12/03 _ 5.0
= 0oT113 00T113 DiNapol..
+ x Mon 12/04 8:00AM-5:00PM I 00T114 00T114 DiNapoI...
+ (% 00T115 00T115 DiNapol.. + Cancel Apply 312 312 812
e TNANARA £.00 =+ v
—

& TeamVision



CREATING A PATTERN

4 KRONOS

™ Manager Workspace

Genies
Manager Dashboard ~ Loaded 11:30AM  Current Pay Period - || =z All Home -
i+ Y i v o [~
Column Filter People Approval Schedule Refresh Share Go To
Selection
Add Shift
Person ID Name - Department . Replace Shift erviso... Supervisor ID Un... Re... Overtime No... Manager Employe
Approval Approvz
Append to Shift
TEST99__ zz Test, Badge z123 {3155L Add Pay Code vianag... TESTMANAGE .. 5 812
IA(Id Pattern I
Delete All Patterns
Add to Group
Remove from Group
1 8.12 0 0
< »

& TeamVision



CREATING A PATTERN

4 KRONOS

A Manager Workspace

Genies =X
Add Pattern
Manager Dashboard ~
Assigned to
Y " |
Y
Filter Peopll Anchor Date:* | 12/03/2023 I Start Date:*  12/03/2023 228 End Date:* B Clear
@ Forever
Person ID Name =~ Departr : . — — |
Define Pattern for* | @® week(s) () Day(s) [[) Override Other Patterns
TEST99..  zz Test, Badge z123 Add Shift Add Pay Code Shift Template ~ | Pattern Template ~ 8a-5p - Find
No. Sunday Monday Tuesday Wednesday Thursday Friday Saturday
+ x 1 8a-5p 8a-5p 8a-bp 8a-5p 8a-bp
Cancel Apply
1 8.12 0 0
7 »
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VIEWING SCHEDULES

4 KRONOS

A Manager Workspace

Genies

Manager Dashboard «

Loaded 11:30AM | Current Pay Period - || 322 All Home

i+ Y 2 S

le Approval Schedule
Selection

Refresh Share Go To

Person ID MName - Department Job On

Superviso... Supervisor ID Un... Re... Overtil !
Premises

TEST99._. zz Test, Badge z123 {3155URN3}

v zz Manag..  TESTMANAGE... 5 8.12 ~ Go to widget

Request Manager - Delegation and Time Off
Exceptions
People Editor

ISchedules I

Reports

Audits
Timecards

» Go to workspace

& TeamVision



QUESTIONS
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