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Work Instruction

Review Kronos Enhancements

Purpose

Use this procedure to identify changes to the Kronos timekeeping system as they relate to the
implementation of UC Flex HR.

Trigger

Perform this procedure when there’s a question concerning changes to the Kronos
timekeeping system as it relates to the implementation of UC Flex HR.

Prerequisites

Prior knowledge of the Kronos timekeeping system.

Menu Path

None

Helpful Hints

None
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Procedure
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Log Off Time Period: |Weekio Date
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Actions  Punch Amount Accruals | Approvals Person
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My Genies(®) Account
QuickFind
Reconcile Timecard

Reconcile Timecard
Pay Period Close
Shift Start
Shift Close
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Schedule Editor
Group Edit Results
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Common Setup
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My Links
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E‘l Applet com kronos fwfc/applets fsummary fquick/QuickFind Applet started i@ Local intranet
1. As required, complete/review the following fields:
Field Name R/O/C Description
Name or ID: R Employee’s name or ID

@ Enter the employee’s last name or use the wild card
(*) in front of or in back of your selection if you are not
sure how to spell the last name. This will bring up
everyone with the requested criteria in their name.

Examples: Alexander, Joseph
or
6441031074
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Field Name R/O/C Description
Time Period: R Time period to be displayed
Example: Week to Date
Find
2. Click
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QuickFind (2)
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3. Click on the employee’s name in the Name field.

4. Perform one of the following:

If You Want To GoTo

Maintain a New Hire Step 5
Update Teletime related data Step 16
Review quotas (leave balances) enhancements Step 19
Review primary account level changes Step 25
Review pointing and Kronos account line changes Step 33
Review changes to Late Pay, Kronos Correction, and Leave Balance Step 49
Adjustment forms
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If You Want To Go To
Maintain FMLA absences Step 51
Review additional absence types (pay codes) that are available Step 60
Review Temporary Wage Level (TWL) and Bilingual (BIL) changes Step 62
Create a new query for your organizational units Step 63
Exit this task Step 79
5. Click
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People Editor (Person tab)

& All fields that are automatically filled in and maintained by the UC Flex HR-to-Kronos
interface will be grayed out and timekeepers will not be able to change the data. Every
night the interface will bring over any changes made to an employee’s master data.

:" New hires are automatically entered into Kronos and an email notification is sent to the
employee’s organizational unit informing them of the new hire. An email notification is
also sent for employees who are transferred into the organizational unit.

The process for requesting access to other areas has not changed except the access
will be based on an 8-digit organizational unit number instead of the 5-digit job
department number. Timekeepers and supervisors who need access to an
organizational unit must submit a request to HRSC to gain access to that
organizational unit.

e Timekeepers will not be able to add a new hire.
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6. Click on Contacts .
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People Editor (Person tab) (2)

7. As required, complete the following field:
Field Name R/O/C Description
Timekeeper’'s R Timekeeper’'s work number, required by Payroll if there are
number: guestions concerning an employee’s timecard
8. Click the tab.
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People Editor (Job Assignment tab)

9. Review the displayed information.

10. Perform one of the following:

If You Want To Maintain Then GoTo
Pay Rule, Device Group , or Click Timekeeper . Step 11
Current Badge Number(s) data
Schedule Group data Click Scheduler . Step 13
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People Editor (Job Assignment tab) (2)

11. Asrequired, complete/review the following fields:

Field Name

R/O/C

Description

Pay Rule:

R

Indicates employee’s union (or UNREP, STUDENT) and meal
break

Device Group:

Location for swiping badge to clock in/out, if applicable

Badge Number

Barcode number placed on an employee’s UC ID badge, if
applicable

12. Goto Step 14.
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People Editor (Job Assignment tab) (3)

13. Asrequired, complete/review the following field:

Field Name

R/O/C

Description

Schedule Group:

O

Employee’s working schedule, if applicable

14. Click

You must save all changes. If you exit out of the screen without saving, all changes will

be lost.

15. Returnto Step 4.

16. Click
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People Editor (Person tab) (3)
17. Perform one of the following:
If Employees Are Utilizing Teletime to Then
Clock In/Out
The timekeeper must 1. Notify the employee of their Kronos ID
number (employee’s Personnel
Assignment Number) and, if applicable,
instructions on how to use Teletime.
2. Notify the Human Resources Service

Center (HRSC) of the employee’s name,
Kronos ID number (employee’s Personnel
Assignment Number), and the phone
extension assigned to the employee.
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Prior to UC Flex HR, employees used their 10-digit Kronos ID number (derived by
adding the last 5 numbers of their SSN to their 5-digit department number) for clocking
in and out. The Kronos ID number is changing to the employee’s Personnel
Assignment Number. All Teletime users will need to be informed of their Personnel
Assignment Number(s) prior to changing the Kronos ID numbers.

Every effort will be made to inform the employee of their Personnel Assignment
Numbers and when to start using the new number.

18. Return to Step 4.

19. Click
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Timecard

The employee’s quotas (leave balances) are displayed on the timecard.

20. Click the tab to view the employee’s remaining hours after absence hours
have been entered and saved.
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Timecard (Accruals tab)

21. Asrequired, review the following fields:

Field Name

R/O/C

Description

Accrual Code

O

Quotas (leave balances) for the employee

Quotas for employees on probation will show the day
following their successful completion of probation.
These quotas are called provisional quotas.
Provisional quotas accrue vacation and/or sick time
but the employee is not eligible to use the time while
on probation.
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Field Name R/O/C Description

Balance as of O |Available balance at the beginning of the current pay period
Selected Date

Kronos does not keep a history of the quota balances.
When reviewing previous pay periods, quota
balances will reflect the balance for the current pay

period.
Units O |Hours
Furthest Projected O |Will always reflect the last date displayed on the Timecard
Taking Date
Projected Balance (0] Reflects balances after absences have been saved
Balance without (0] Reflects balances after absences have been saved

Projected Credits

Kronos will not be able to project an employee’s balance past the current pay period.

When an absence is added and saved to an employee’s timecard, Kronos will check to
see if there is a sufficient quota balance to cover the absence.

Timekeepers should not have to check an employee’s quota balance when entering
absences in Kronos.

22. Perform one of the following:

If Then Go To
There is a sufficient quota balance - Step 4
to cover an absence entered for an
employee
There is NOT a sufficient quota The Workforce Central window is Step 23
balance to cover an absence displayed.
entered for an employee
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Workforce Central

23. Perform one of the following:

If You Want Then

Kronos to accept the entry and have the UC
Flex HR Cross Application Time Sheet Click
(CATS) split the absence (for example, the
remaining balance will be paid for the
absence and the overdrawn difference will be

unpaid)
To correct and save the entry
Click

24. Returnto Step 4.
25. Click
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Timecard (2)
26. Click in the Transfer field.
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Timecard (3)
27. Click on in the Transfer field.
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Timecard (4)
28. Click on Search... in the Transfer field.
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Workforce Central (2)
29. Click
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Select Transfer

30. Names of the Primary Labor Account levels have changed as follows:

Old New Description
Primary Job Department |Organizational Unit 8-digit numeric number, used for security
access
Primary Job Class UNUSED 1 No longer used
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Oold New Description
Job Account Account Line 2-digit numeric code, 01 — 20
Account lines are displayed in the
Additional Information field. Refer to
Step 34.
UNUSED 1 Tax Area 4-digit alpha numeric code designating a city’s
tax code, used by Hoxworth
UNUSED 2 UNUSED 2 No change
UNUSED 3 UNUSED 3 No change
UNUSED 4 UNUSED 4 No change
31. Click
32. Returnto Step 4.
33. Click
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People Editor (Person tab) (4)
34. Click on Additional Information
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Time Management

People Editor (Person tab) (5)

You may need to scroll to view the entire Kronos account line.

It is no longer necessary to manually maintain spreadsheets or look in another system
outside of Kronos to view active account lines for employees.

Kronos account lines are displayed in the Additional Information  field for the current
and previous pay periods only. Account lines ending prior to that will not be displayed.
Timekeepers will need to enter the 2-digit account code in the Account Line field

when pointing.

35. Asrequired, review the following fields:

Field Name

R/O/C

Description

Account Linel

R

Represents a combination of accounting cost elements
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Field Name R/O/C Description

Start/Stop Dates R Dates the account line is active
Example: 12/18/2005 — 01/31/2006

Cost Center R Organizational unit for capturing costs
Example: 4512210000

Organizational unit R Various units in the institution that are usually structured
according to task and function (e.g. Department, College)
Example: West Campus Bldg Serv

Pay Rate R Overrides the pay rate when a student works in a position of a

higher pay rate.

For student’s time only.
Example: 0.00

Timekeepers will only need to point in Kronos when:

The employee’s Cost Distribution (infotype 0027) is 100% funded by a single account
and the employee has earned OTP, SH2, and/or SH3 that needs to be charged to
another organizational unit. If no pointing is performed, cost distribution for all OTP,
SH2, and/or SH3 will be charged based on the employee’s cost distribution (100%).

The employee’s Cost Distribution (infotype 0027) is funded by multiple accounts (50%
and 50%) and the employee earns OTP, SH2, and/or SH3 that needs to be charged to
a specific organizational unit. If no pointing is performed, cost distribution for all OTP,
SH2, and/or SH3 will be charged based on the employee’s cost distribution

(50%/50%).

The employee works outside his/her normal tax area (Hoxworth only).

A student performs work that requires a different rate of pay from his/her Basic Pay

(infotype 0008).

For work to be charged to a specific organizational unit and for students requiring pay
rate overrides, the account information must be entered in UC Flex HR'’s Kronos
account lines (infotype 9001). Each organizational unit will have designated people
with access to directly maintain Kronos account lines (infotype 9001) in UC Flex HR via
an I-View in Manager's Self Service (MSS).

If an employee earns OTP, SH2, and/or SH3 that needs to be charged to a specific
organizational unit, all pay codes are to be pointed to the same Kronos account line
code. UC Flex HR will pay the employee the correct OTP, SH2, and/or SH3 amounts.
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36. Perform one of the following:
If You Then Go To
Do not want to point hours to a - Step 4
Kronos account line
Want to point hours to a Kronos Step 37
account line
Click
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Timecard (Totals & Schedule tab)

37. Double-click on the Pay Code with the hours to be moved.
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Move Amount

38. Asrequired, complete/review the following fields:

Field Name R/O/C Description
Pay Code: R Pay code to be charged to the Kronos account line
Amount (HH.hh): R Number of hours to be charged
Effective Date: R Last day of the pay week for which the hours were earned

39. Clickon in the Transfer field.
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Move Amount (2)
40. Perform one of the following:
If The Required Account Line Then Go To

Is not displayed in the Transfer Click on Search... in the Transfer field. Step 41

field

Is displayed in the Transfer field |[Click on the account line to receive the Step 45

hours.
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Workforce Central (3)
41. Click
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Select Transfer (2)
42. Click in the Account Line field.
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Select Transfer (3)

43. Click on the appropriate account line in the Available Entries: field.
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Select Transfer (4)

The selected account line is now populated in the Account Line field.

44. Click
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Move Amount (3)
45. Click
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Timecard (Totals & Schedule tab) (2)

46. Repeat Steps 37 — 45 until all hours are pointed to the appropriate account lines.
47. Click
48. Return to Step 4.
49. The Late Pay, Kronos Correction, and Leave Balance Adjustment forms are being replaced by
a single form called the Time Entry Correction form.
The form will look very similar to the Kronos Correction form.
The form needs to be filled out for all corrections made to Kronos after the Kronos-to-
UC Flex HR interface has occurred, whether payroll processing is complete or not.
All corrections must be updated in Kronos since Kronos is the primary reporting source
for hourly employees.
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After HRSC enters all the corrections, UC Flex HR automatically updates the
employee’s quota balances and when applicable, makes necessary changes to the
employee’s pay.

The Time Entry Correction form will be available on the Human Resources web site.

All corrections must be sent to HRSC on the Time Entry Correction form. If time owed
to an employee is entered in the following pay period, UC Flex HR will create overtime
for that entry.

50. Return to Step 4.

51. Click
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Timecard (5)

When an employee is placed on FMLA, whether it's provisional (which will most likely
be approved) or approved, all absences must be recorded with a designated FMLA
absence code. HRSC Consulting Services will be utilizing this data to track FMLA
eligibility and entitlement for all UC employees. The FMLA absence types are as

follows:
Absence Type Description
FSCK FMLA — Sick
FSTS FMLA — Short-term Sick
FSNOP FMLA — Sick no Pay (no sick balance remaining or employee
elects not to be paid while on FMLA)
FVAC FMLA — Vacation, employee must authorize use
FCTT FMLA — Comp Time, employee must authorize use
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52. Click in the Pay Code field located to the right of the Date field for which the FMLA absence

applies.
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Timecard (6)

53. Click on in the Pay Code field.

54. Click on the appropriate FMLA absence code.

You may need to scroll to locate the appropriate FMLA absence code.
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Timecard (7)
55. Click in the Amount field.
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Timecard (8)

56. Enter the number of absence hours.

57. Repeat Steps 52 — 56 until all FMLA absences have been recorded for the employee.

58. Click

Employee’s quotas (leave balances) will be reduced accordingly based on the absence
type entered.

If an FMLA request is rejected and there are FMLA absences that have been sent to
UC Flex HR, the FMLA absences must be changed to regular absences and a Time
Entry Correction form submitted to HRSC to correct UC Flex HR.

59. Returnto Step 4.
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60. The following absence types (pay codes) have been added in Kronos and can be used after
go-live:

The absence types representing absences associated with workers compensation are
optional for use by the organizational units. They are provided to help assist
organizational units in tracking worker compensation absences.

Absence Type Description
FSCK FMLA - Sick
FSTS FMLA — Short-term Sick
FSNOP FMLA — Sick no Pay (no sick balance remaining
or employee elects not to be paid while on FMLA)
FVAC FMLA — Vacation, employee must authorize use
FCTT FMLA — Comp Time, employee must authorize
use
WSCK Workers Comp — Sick
WSTS Workers Comp — Short-term Sick
WSNOP Workers Comp — Sick no Pay (no sick balance
remaining or employee elects not to be paid while
on FMLA)
WCTT Workers Comp — Vacation, employee must

authorize use

WVAC Workers Comp — Comp Time, employee must
authorize use

61. Return to Step 4.
62. The following are Temporary Wage Level (TWL) and Bilingual (BIL) changes:

TWL changes:

o TWL's are no longer required to be entered into Kronos, except for employees
who randomly work on a project and are to receive TWL for the hours worked.

o0 UC Flex HR will automatically pay TWL based on the pay codes entered into
Kronos.

Bilingual changes:

o BIL’s are no loner required to be entered into Kronos, except when an
employee is to be paid for bilingual services for a various amount of hours
each pay period.

File name: Version: Rev 0 Work Instruction
PT_KRONOS_ENHANCEMENTS_O Last Modified: 5/4/2006 8:24:00 AM Page 43 /55
WI.DOC

Reference Number:



Title: Review Kronos_Enhancements
Functional Area : Time Management

Course :
Workforce Central 5.0 Navigation
63. Click on Common Setup .
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QuickFind (3)
64. Click on HyperFind Queries .
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65. Click
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Workforce Central (4)
66. Click
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HyperFind Search

67. Click in the Name or Description: field.

68. Enter either the organizational unit number or text.

69. Click
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HyperFind (Select Conditions tab)
70. Click
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HyperFind (Select Conditions tab) (2)

71. Repeat Steps 67 - 70 for each organizational unit, as applicable.

72. Click
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HyperFind (Select Conditions tab) (3)

The selected conditions have been added to the Selected Conditions: field located at
the bottom of the screen.

73. Click
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Save Query As
74. Select to the left of Personal — visible only to me
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Save Query As (2)

The *New Name: field is now open for input.

75. As required, complete the following fields:

Field Name R/O/C Description
New Name: R Name of query being created
Description: R Description of query being created
76. Click
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HyperFind (Select Conditions tab) (4)

77. Click
78. Return to Step 4.

79. You have completed this task.

Result

You have reviewed changes to the Kronos timekeeping system as it relates to the
implementation of UC Flex HR.

Comments

None
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