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ACCESSING KRONOS® TIME AND ATTENDANCE SYSTEM

In order to access the KRONOS® system, open Google Chrome (preferred), Internet Explorer, or Firefox and
type the following URL.:

https://timereport.uchc.edu/

A Kronos icon is also located within the UConn Health Applications folder located on your computer’s desktop.

INSTALLING ADOBE FLASH PLAYER

After entering or clicking the Kronos URL/icon, you may be prompted to install Adobe Flash Player (see
screen below). Click on “Get Flash” to begin the installation. If there is no “Get Flash” prompt, proceed to the
next page.

**|f you are unable to install Adobe Flash and the Kronos system prohibits you from logging in after a few
minutes, please call the Helpdesk at ext. 4400.
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Type in Username and Password:

Your KRONOS username and password are the same as your UConn Health network username and
password.

Click Log On button on the right of the Password text box. ]



CMHC Approver, Editor, & Scheduler Navigation

Note: If you are only a scheduler you may not have all the options available below

Manage My Department  Sign Genies drop down list: Time Period drop down: Calendar icon:
tab (Home Navigation) Out My Employees, VOT, ESOS etc. Select time period Specify range of dates
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Timecard Columns drop down: ~ Go To drop down:  Scheduler My Related
Alerts sort by, group by Timecards, CMHC Timecard  Items bar
column heading Schedules, Reports,

e

Manage My Department tab — home navigation tab to access various Genies and Related Items bar.
Note: when clicking Timecards, Scheduler-CMHC, Reports etc..., new tabs open to the right of the Manage My
Department tab. Hover over the tab and click X to close or refresh icon.

Genies drop down list — (old My Genies tab) select the appropriate genie to view: My Employees, Employees Data,
Reconcile Timecard, Pay Period Close, VOT-Use FTYD, ESOS-Use FYTD etc...

Go To drop down — select employee(s) and then click Go To to go to selected employee(s) Timecard,
Schedule(Scheduler-CMHC), People record or to run a Report on the selected employee(s). Selected employee(s)
specific.

Related Items bar — click to go to All your active employees (All Home) Timecards, Scheduler-CMHC (previously
named CMHC Schedule Planner), People record or to run Reports on All Home/Group of employees.

Scheduler-CMHC — (previously called CMHC Schedule Planner) click to view your employees schedules as a group
and coverage counts.

Alerts — click to see employees with timecard exceptions for the current pay period such as Missed Punch, Unexcused
Absence, Very Early In, Very Late Out, Unscheduled, and Invalid Duration.

Columns drop down — hover over any column heading, click the down arrow, and select sort or group by.

My Timecard — Salaried Employees Only — (located on the Related Items bar on right) click to enter, edit, view, and
approve your own time report. (refer to salaried employee timecard navigation on last page)
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Navigation Tabs Opened:

Manage My Department (home),

Scheduler-CMHC

KRONOS

A Manage My Department

Carl ZTest2
Sign Qut

Scheduler-CMHC

Scheduler-CMHC Navigation

Group View:
Gantt Date Tabs: Weekly(top) & Time Period: Calendar icon:  drop down list:
View  Daily(bottom). Click and drag Select time Specify range of ~ Select locations,
across tabs to view specific dates  period dates SavedI Queries

nx

@ Workspaces

| —
Scheduler-CMHC =173
l Loaded: 10:09AM | Current Schedule Period |~ | [ 553 I Selected Locations ~ | Edit
B :x- i o = =|wm A o o =
Quick View ibility Select all [ Gantt View Sarting Toole Engines Refreah GeTa
Actions Select Filtes v
A
By Employee I 1/05-1/11 112-1/18 1/19-1/25 ® 126 ﬁ/tﬂ
e Job  Title Dept  Sch FO05 S06 SO7 MO8 T09 W10 T11 |F12 S§13 S§14 M15/ T16 W17 T18 |[F19 S§20 §21 M22 T23 W24 T25 F@ 8§27 S28 M29 30 W31 TO1
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Bradley.Ke. NUR  Nurs_ | HART 120 | ( 1PX|[PX O [PX[PK|RX PX PX P |PX 17083 170a-4 17023 PX | PX PX PX P
BresuLis. MNUR LPN  HART. 140 ( 1HO HO HO  HO  HO  |HO HO  HO  HO  HO |HO HO HO  HO  HO |HO HO HO  HO
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Costanzo,G. NUR | AN. | HART. 000 |( 1
Davis, ErinR | NUR | ANL. | HART. 000 |( 1
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& Indicators
Daily Coverage  Rule Violations  Coverage  Metrics  TargetHours  Staffing Assistant I T
1 .

I
Daily Coverage, Rule
Violations, etc...

Refresh, View Comments,
Save & GoTo

|
Click & drag bar up or down to view
Daily Coverage, Rule Violations, etc.

o Group View-select employee group to view by clicking the drop down and clicking a saved query or Select Locations.

Hover over Emplovee’s Name — view the employee’s column data such as title, pay rule etc. Click and drag edge of

column headings to expand column data.

Add a Shift - right click on employee’s appropriate dated cell and then click Insert Shift Template or Add Shift.

o Insert shift template — this option will only appear when right clicking on empty cells. After selecting, scroll
up and down to find shift or type in the search box to search the name and description. Searches alpha
characters and numbers. (Example-G pulls shifts containing G, 7a —pulls shifts containing 7a)

o Add Shift — After selecting, you can insert a shift template by clicking Insert Template (located below
employee’s name of Add Shift window) or enter manual times if needed. If choosing Insert Template scroll up
and down to find shift or type in the search box to search the name and description.

Add a Pay Code - right click on employee’s appropriate dated cell and then click Add Pay Code.
Right Click on a Shift or Pay Code — edit, delete, cut, copy, paste etc.

Date tabs — Weekly tabs (top) and Daily tabs (bottom). Click and drag cursor across the tabs to change your

timeframe view to just the tabs selected. Click on a date or weekly tab and you will just view that 1 day or week.

Daily Coverage, Rule Violations etc. — to view click and drag the bar up as shown in graphic above.

Gantt View — click for a more visual view of schedules. Useful for viewing small timeframes like a day or week.

Click button again to go back to previous view (tabular view).

Save — click Save to save schedule changes.
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Scheduling Department/Job Transfers and/or Work Rule Transfers

In order to add a Department/Job transfer and/or a work rule transfer to a scheduled shift do the following:
o Pull up the appropriate employee’s schedule by either one of two ways listed below:

o Individual Employee Schedule View —search for the employees name using My Employees genie on the
Manage My Department tab, clicking on name, clicking GoTo button, and then clicking Scheduler-
CMHC. (My Employees as shown on page 4)

o Group View —select the Group View drop down and select the appropriate home location of the
employee. (Scheduler-CMHC as show on page 5)

o Add a Shift or Edit the shift (if already exists) by right clicking on the appropriate dated cell or shift (if editing).

o Department/Job Transfer
o Click in the Job Transfer cell, click the down arrow, and then click Search. (see Graphic A)
o Transfer Window appears: (see Graphic B)

= Click the + next to the appropriate FU the employee is transferring to, click + next appropriate
department, click the button next to the job the employee is working.
= Click Apply
o Click Apply, if a work rule transfer is not needed or if it is already added.
| Transfer I

Hame Campbell, Diana D
Job CMHC/FU2/GARNER-MED/NUR

Work Rule

{ Edit Shift A ‘;[ Job Transfer | Work Rule

| Assignedto
Campbell, Diana D - Shift Details 8:00am-4:00pm(8.00h) Primary Job Organization/UCHC/CMHC/FUB/HARTFORD-MED/NUR i =| CMHC 6/03/2011 - Forever ~

] 4| FUT6/03/2011 - Forever
{ InsertTemplate Shift Label | HP-VOT Repeat this shift for days F 2| FUT06/03/2011 - Forever
=| FU26/03/2011 - Forever

4 +| GARNER-ADM
+| GARNER-DEN 6/

—| GARNER-MED 6/03/2011 - Forever

Organization/UCHC/CMHC/ r [ L R T (e
q

Start Date Type Start Time End Time End Date Duratie Job Transfer jork Rule Transfer

3/2011 - Forever

1 - Forever

+ x 1/27/2018 Transfer 8:00am 4:00pm 1/27/2018 800 ~1199C ghr {4p} VOT

ANC 6/03/2011 - Forever

Search...
4| GARNER-MH 6/03/2011 - Forever

#+  FU36/03/2011 - Forever v 1]

Comments (0) Add Comment +| FU46/03/2011 - Forever

« »

Cancel Apply Cancel Apply

e Work Rule Transfer
o Click in the Work Rule Transfer cell, click the down arrow, and then choose the appropriate work rule.
(see Graphic C)
o Click Apply, if a dept/job transfer is not needed or if it is already added.

X
Edit Shift f
Assigned to
Campbell, Disna D - Shift Details 8:00am-4:00pm(& 00h) Primary Job OrgBnizﬂl\Dm’UCHCIEMHCA’FU&"HARTFORD—MEDP’NUFC 4
5
Insert Template « Shift Label |HP Repeat this shift for days F
Start Date Type Start Time: End Time End Date Duration Job Transfer Work Rule Transfer I
4
+ = 1/26/2018 Transfer 8:00am 4:00pm 1/26/2018 8.00 -./GARNER-MED/NUR| -
11990 o1 {#) LHHG
1199C &-hr {4p} CHRG 1¢ r
1199C 8-hr {4p} ESOS
1199C 8-hr {4p} MAND
Comments (0) Add Comment 1199C 8-hr {4p} MAND C 4
1199C 8-hr {4p} VOT
17199C 8-hr Exempt L
| ! T ! ! T T | 1 T 1199C 8-hr Exempt 192 | % |
1 PX PX P | PX PX | PX PX PX PX |Px = = P




Managing Timecards Navigation
(Hourly Employee Displayed)

Navigation Tabs Opened:

Manage My Department (home), Arrows to Toggle b/n Time P_erlod d.rop down: Calepdar icon: Query_ View
Timecards Selected Employees Select time period Specify range of dates  Selection
KRONOS Myt 1] ®. Workspaces -~
f
Approve/ .
Remove == 8l o =
App rOVaI Date Schedule Pay Code Amount In Transfer Ot In Transfer Out Shift A Daily Period

* % Fri1/0s T:00AM-3:30PM 6:59AM ’ 3:30PM ) 8.0 8.0 8.0
+ Sat 1/06 8.0
+| Sun 1/07 8.0
+ % Mon 1/08 T:00AM-3:30PM 6:53AM ! 3:29PM ) 8.0 8.0 16.0
+ X Tue 1/09 T:00AM-3:30PM TO1AM ! 3:30PM ’ 8.0 8.0 240
+ % Wed 1/10 T:00AM-3:30PM T-05AM ! 3:29PM ' 8.0 8.0 320
* (% Thu1/11 300 - PERSONAL LE. 05 )

+ % T:00AM-3:30PM T:00AM i 3.00PM ' 15 8.0 40.0
+ i Frilf12 7:00AM-3:30PM 40.0
+ Sat1/13 40.0
+ Sun1/14 40.0
+ (% Mon 1/15 T:00AM-3:30PM 6:58AM ’ 3:29PM ’ 8.0 8.0 480
+ % Tue 1716 T:00AM-3:30PM T-00AM ! 3:30PM ) 8.0 8.0 56.0
+ X Wed 11T T:00AM-3:30PM T-D0AM ! 3:30PM ’ 8.0 8.0 640

AR e L

Totald) Accruals  Audits

ot Pay Code Amount
006/310W0/ZTO00T FJ/X/X/X 010 - BASE EARNINGS s

006/3101WZTO001/J/X/K/% 300 - PERSONAL LEAVE 0s

\ \ 1 . : :
Add Delete  Schedule Click & drag bar up or down to Timecard Actions: Print,
Row(+) Row(X) make Timecard area wider/narrower Refresh, Calc Tot, & Save

e Right Click on Employee’s Name — view the employee’s pay rule and home account.

¢ Right Click on Punch
o Edit - cancel meal deduction, Override Punch (new shift, in-punch, out-punch)
o Comments — add comment to punch
o Mark as Reviewed — mark the exception (late/early punch etc...) as reviewed. Changes color from red
to green. Also, removes the alert.

e Add a Row - click on the + icon to create a blank row below.
e Delete a Row - click on the X icon on the row you wish to delete.

e Calculate Totals — click Calculate Totals to update the hours and totals without saving.

e Save —click Save to update the hours and totals at the bottom of the timecard and save changes.

e Approve Timecard / Remove Approval — click Approve Timecard button and Approve Timecard or Remove
Timecard Approval. Approve Timecard will change the timecard color and the options to add pay codes and
delete rows is no longer available.

Query View — select employee list from available query list (All Home-active emps, All-inactive & active emps).
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Managing Timecard Alerts

Alerts identify possible required actions for the time approver. If any employees have a timecard exception (such as
missed punch, unexcused absence, very early in, very late out, unscheduled, and invalid duration) in the current pay
period a number displays in the top-right corner of the alerts ! icon (See graphic A). The number corresponds to the
number of employees with exceptions, not the number of exceptions per employee.

o Click Alerts (1) — if you have an alert a number will appear next to the alert ! icon.

e Click on Employee’s Name —brings you to the exceptions view (graphic B) for the selected employee to resolve

the alert.

A

Refresh Alerts

Thomas ZTest
Sign Out

KRONOS

A Manage My Department | @ Alerts and Nol

Alerts

Exceptions Alert Category

[ Exceptions Alert (1) ~

\ ZUMBRANO18, CARLOS has 3 exception(s)
[1/13-2f01]

View All

Employee Alert List

View All

I_/ Timecards
I_/ Schedules

I_/ Reports

¢ Add a Punch — on the appropriate dated row, double click in the in or out punch cell and enter time. Then click
Save. (See graphic B)

o Add a Pay Code — on the appropriate dated row, click the green circled + icon. Select the pay code, enter the

hours, and click Ok. Then click Save. (See graphic B)

o View Timecard —brings you to the employee’s timecard to review the resolved exception. (See graphic B)

Note: instead of resolving the exception in exceptions view, you can resolve the exception directly in the timecard.

e Action Buttons — click on the appropriate amount or in/out punch cell, click appropriate action button. Then
click Save for action to display. (See graphic B)

Add Pay Code

Thomas ZTest
Sign Out

KRONOS

A Manage My Department

Exceptions \

Exceptions

In/Out Punch Cell:
double click

RIX | Timecards

View Timecard

Save

Time Period  Current Pay Period
Show All Home

| Summary

= ZUMBRANO18, CARLOS

Date Pay Code
Frilf19

Mon 1/22
Wed 1/24

Amount In Out

7:00am 11:00pm

Click to insert Ressii

View Timecard

Transfer

Show Schedule
Daily Sum

15.0 15.0

15.0

23.0

Action

Add Punch [re— BUt'[OﬂS




Salaried Employee Navigation

Log Off/ Timecard Actions: Print,  Click down arrow to Click calendar icon to
Sign Out Refresh, Calc Tot, & Save change Time Period View specify range of dates
KRONOS CARLOS ZUMBRANOCS
Sign Out
& My Information ™
My Timecard ‘ o -
Loaded: 12:222 PM | Current Pay Period - || 228 ::,
Approve/Remove v & | o
Approval
Pay Code Transfer Fri 1705 Sat 1/06 Sun 1/07 Mon 1/08 Tue 1/09 Wed 1/10 Thu1/11 Total
x Hours Worked 8.0 8.0 8.0 8.0 8.0 40.0
Add Pay Code: = <Enter Pay Code>
<Enter Pay Code> Daily Total 80 80 80 80 80 400
Pay Code Transfer Frilnz Sat113 Sun1/14 Mon 1/15 Tue 1/16 Wed 1/17 Thul/g Total
Delete Row; = %] | Hours Worked 8.0 80 8.0 8.0 8.0 400
X icon <Enter Pay Code>
Daily Total 80 80 80 80 80 400
Totals Accruals Audits
All - All -
Account Pay Code Amount
006/31010/A/P/X/X/X 010 - BASE EARNINGS 80.0
A ¥

\
Click & drag bar up or down to make
Timecard area wider/narrower

¢ Add an Additional Pay Code - click on <Enter Pay Code> on the appropriate row.
Note: in order to add multiple pay codes, you must either click Calculate Totals or Save for a new row to be

inserted.

e Delete a Row - click on the X icon on the row you wish to delete.

e Calculate Totals — click Calculate Totals to update the hours entered and totals without saving.

e Save - click Save to update the hours entered and totals at the bottom of the timecard.

o Approve Timecard / Remove Approval — click Approve Timecard button and Approve Timecard or Remove

Timecard Approval. Approve Timecard will change the timecard color and the options to add pay codes and

delete rows is no longer available.
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The Staffing widget offers a flexible, easy, and robust experience to managers who maintain daily schedules. This job aid describes
benefits and features of the Staffing widget.

Working with the Staffing widget

Key benefits of the Staffing widget Staffing mﬂ.
® Anintuitive and easy-to-use interface that lets &2 Tody ()@ AHomelocatons (2]
you perform actions quickly and easily AlDay (=) wnswgran (=] Alshits L 9 IESEREE ] O ® 8 ¥ .,
© Visual cues and tools to faciltate daly decision- o e T S T
makmg Open Shift RK KB > Open Shift RN N8 v
L Flexibility for managers to view only what they Alcano, Aleza e - Jackon, Joan RV '
need to see to maintain their daily schedules. ol sanartha we . AT R l
Carstensen, Mary Ann LPN D8 € ! Lohn, Joseph RN N8 o
Heldt, Roberta RN 8 = Maynard, Doris NrsMgr D8 g
LeGault, Kara LPN D8 ¥ Moran, Virginia RN D8 id
Regan, Elinor RN D8 - Poveers, Pamela LPN N8 2

Tailoring your widget views

The Staffing widget toolbar has selections and tools that let you customize your view. The following screenshot highlights the view tools in
the Staffing widget toolbar.

T
All Home Locations (=)

[+])im=

Today

o 4 E B o i

Employee pool icon lets you toggle between showing and hiding Shift filter lets you view all shifts, or select Coverage Setting to
the Employee pool. display shifts based on coverage settings for the selected
locations. For example, certain pay codes might be excluded that
do not count towards coverage.

All Day (=) Alobs ] Alshts = '§IM[ 2 O ¥ .

E Day selection options let you choose yesterday, today, or tomorrow
to display in the widget. The calendar selector lets you choose a
specific date other than these, as needed. B Refresh lets you refresh the items on the page to display any
changes that might have been made by other managers.

Location selection filter lets you choose All Home Locations or
Select Locations such as specific units, and specific jobs within m Pinned/All Units lets you select units to be displayed side-by-side
those units. on a page, as needed. (For more information on how to pin units,
see the Positioning units for easier transfers topic in this job aid.)

E Day part selection filter lets you choose All Day or individual
schedule zones or shift sets you want to see. You can also define
the hours of a time span that you want to see. (For more information
on how to define a time span, see the Define time span topic in this
Job aid.)

n Quick Actions icons are available in the toolbar and allow you to
perform common, repetitive scheduling tasks quickly.

E Job selection filter lets you choose All Jobs, or one or more
individual jobs that you want to see.



Working with the Staffing widget

Positioning units for easier transfer

£4 KRONOS

You can select specific units that you want to display next to one another in the widget, to make it easier to view and edit shifts and make
transfers. Click the pin icon on any unit to select it as a “pinned” unit.

Pinning and viewing pinned units

Click the pin icon on the units that you want to
display together. The pin icon is red on units that
are pinned. (Note: Click the pin icon of a pinned
unit to unpin it.)

a Click the Pinned indicator to display only the
selected pinned units.

Note

If you have too many units to fit on one
page, page controls will appear at the
bottom of the Staffing widget. Use the

page controls to navigate to other
pages and pin units to view.

The Pinned indicator displays a red pin icon when
units are pinned. Pinned units appear side-by-side.

n Click the All Units indicator to return to the view
of all pinned and unpinned units.

1!
| Before |
Staffing ﬂ
Ad Today (~)@ Selected Locations I~
AllDay n AlJobs =) Aishfts =
Float Med
M 0 PINGI  SCH 36 vOL O
Open Shift LNA E8 - Open Shift RN N8 " Open Shift MA N8 e
Open Shift. LPN N8 e Open Shift RN N8 ¥ Open Shift LPN N8 -
Open Shift LU st Davison, Helen PN E8 - Open Shift RN N8B =
Alcaino, Alissa RN EB - Dorna, Devon RN N8 e Open Shift RN EB e
Angel, Christine LNA EB b Finnern, Barbara RN N8 i Farnsworth, Tina LNA N8 4
Busa, Katelyn LNA D8 il Gaetani, Peter RN E8 g Jackson, Joan RN Vacation
Carstensen, Mary Ann LPN D8 - Gaudio, Leslie PN D8 - Kamensky, Annie RN E8 =
Heldt, Roberta RN N8 = Goettle, Dledre PN Vacation ! Lohn, Joseph RN N8 =
LeGault, Kara PN D8 * Isaacson, Sandy WA D8 * Maynard, Doris Nrs... D8 =
Regan, Elinor RN D8 - 2 Moran, Virginia PN DB g Powers, Pamela PN N8 »:
Somerset, Samantha LPN  ES - Morrison, Kathy PN EB o Ross, Daniela PN EB -
Nikula, Victor RN N8 - Sadler, Monica NA E8 e
Parkhurst, Tracey WA €8 2 Shephard, Rita NA EB b
Sanchez, Serena WA D8 ¥ Vincent, Joanne LNA E8 »
Yengo, Ula RN 08 - Yen, Nora €5.. D8 v
Young, Katrina PN EB =

After |

Staffing

F 13 Today ()@  selected Locations |3

AllDay =] Alobs =) Alshifts ] m S ¥,

Float @ Sug @
e 710 7o e A ) i [ i3 o L S |

Open Shift LNA EB - Open Shift LNA N8 *

Open Shift LPN L] bd Open Shift PN K8 o

Open Shift RN ns = Open Shift RN N8 -

Aleaino, Allssa RN E8 h Open Shift RN E8 -

Angell, Christine LNA E8 . Farnsworth, Tina LA N8 &

Busa, Katelyn LA 08 = Jackson, Joan RN Vacation

Carstensen, Mary Ann PN 08 % Kamensky, Annle RN E8 %

Heldt, Roberta RN e LR Lohn, Joseph RN N8 =

LeGault, Kara PN D8 = Maynard, Dorls NrsMgr - DB -

Regan, Elinor RN D8 hd Poviers, Parela LN N8 &

Somerset, Samantha PN €8 - Ross, Danlela PN E8 -

Sadler, Monica A E8 o2

Shephard, Rita LA E8 ®

Vincent, Joanne A €8 ®

Yen, Nora CSMgr D8 e

Young, Katrina PN E8 e




Reviewing coverage information
The blue bar at the top of each unit displays coverage information.

£4KRONOS

4+ Float

Undercoverage is indicated by a down red arrow. A check mark
indicates that there is no overcoverage.

Overcoverage is indicated by a blue up arrow. A check mark
indicates that there is no undercoverage.

(| Planned is indicated by PLN; it is the sum of all people hours
in the adjusted workload plan for a time span, divided by the
time span.

Viewing coverage details

Click the blue bar at the top of each unit to display detailed coverage
information by job.

#¢ Float

Open Shift

Angell, Christine

1
Busa, Katelyn
Cabval, Carmen

Cai, S5amantha

™

Carstensen, Ma

Dorna, Devon

3.90000

§ 2.90000

LPN

3.30000

0.40000

$ 2.90000

LNA

2.80000

1.30000

3§ 1.30000

E Scheduled is indicated by SCH; it is the sum of all
people hours that are scheduled for the defined time
span, divided by the time span.

E Volume is the projected volume for the selected time span.

Working with shifts

Several visual cues and shortcuts make working with shifts easy and efficient.

Identifying shift information

You can use the following icons and colors to identify information about shifts that appear in the Staffing widget.
)

Open shifts appear in red text.

Open Shift EINA  E8 -

E Locked shifts are indicated with the lock icon. u— Open shift LPN N8 <

Comments and notes are indicated with the note bubble E_ 8 angel, Christine LId& ES [2}=

icon. Busa, Katelyn LFA D8 e

E Shifts with pay codes appear in green text. E_ ®  Cabral, Carmen N e .
E Transferred shifts and shift segments are indicated with E— Cai, Samantha LPN  Vacation

a double arrow icon. 2  Carstensen, Mary Ann LPN D8 21 ~

Shifts with Warning rule violations are indicated with E— 2 Dona, Devon RN N8 -

an exclamation point.

Fennell, Roxanne RN E8 -

Heldt, Roberta RN 8 e

ﬂ'— ! Morse, Lucy LA ES »

Regan, Elinor RN D8 >

4 Float




Working with the Staffing widget

Transferring shifts and shift segments

You can transfer whole shifts and segments of shifts in the Staffing

widget.

Shifts that have segments display the number of segments in brackets

after the shift line item. You can expand the shift to display the segments,

as shown in the screenshot to the right.

You can click and drag a whole shift or a shift segment to another unit to

perform a transfer.

Adding an open or assigned shift to a unit

£4KRONOS

You have the flexibility to add either an open shift or a shift with an employee assigned to a unit.

To add

a shift:

&¢ Float
Open Shift LNA E8 ¥
Open Shift LPN N8 .
Angell, Christine LNA E8 [2] =
LY 3:00PM - 7:00PM
LN 7:I30PM - | 1:50PM
Busa, Katelyn L& D8 2.
#¢ [Float

1. From the applicable unit, click the action drop-down list and select Add Shift.
2. Use the Add Shift dialog box to enter the applicable shift information (see the Editing shift
attributes in the Shift Editor topic, below).

Editing shift attributes in the Shift Editor
You can easily perform editing tasks directly from the Add Shift/Edit Shift dialog box.

® Sort Employees by Mame
Sort Eniployees by Job
Sort Employees by Start Time

I 4dd Shift I |

iERs

H""

Add sn;r ﬁ (%)
{ unsssgnes (=] switDetails [shift Date: 5/01/2015 Duration:  8:30
Start Time: 7:00AM Primary Job: Unspecified
E—-{ Insert Tenplate ][ Shift Label: pg ]—E

- Vstartbntreﬂ _ Type Start Time End Time End Date Duration Skill & Cert. Proﬂlesr Transfer ~ Work Rule Details

X+ 5/01/2015 gl | Reguar [w ]| 70dam || 33RM || 5012015 gl 230 AllTtems [« ] . tctynrioatren [ || |- (~]
fcomments (1) )

(% Department Shortage
~)
. S J
cace

Employee name: Select either the name of the employee to
whom to assign the shift or Unassigned to create an open shift.
Available employee names are based on the selected location.

E Shift details: This section displays information about the shift.

Insert Template: Click to find and insert a shift template. If you
select a shift template, the information in the shift segments is

overrid

den.

u Shift Label: Lets you add a shift label. If the shift template
information has been modified, it is recommended that the label
also be modified to reflect these changes.

E Shift Segments: Add or delete a shift segment using the + and

X icons.

® Use the Transfer drop-down to select a job associated with

the selected location.

@ Ifrequired, use the Work Rules drop-down to select a work

rule to apply to the shift.

Comments: Used to add comments and notes to the shift.

To edit a shift:

1. Hover on the applicable shift and then
click the arrow icon in the circle.

Select Edit Shift.

3. Make the necessary changes to the

shift, and then click OK.

innem, Barbara RN HB




Instructions on Entering Schedule Patterns for Employees

Ex — zumbrano* (as seen below)

below)

1. To find an Employee using My Employees, type part of lastname with an asterisk(*)

2. Click on Employee Name (highlights in light blue, ex. - ZUMBRANO1,CARLOS) (as seen

3. **Important: Select the Time Period you want to enter the schedule pattern for.
(Kronos will NOT let you save your schedule pattern if the Scheduled Start Date is
outside of you Time period selection.)

Carl ZTest2
Sign Out

KRONOS

A Manage My Department

ONOS Eﬂr\ TTest2
ign Out
‘A Manage My Department
Genies P TE
1 Wy Employees = | | zumbrano® Q) &
& G v
People  Timekeeping Approve
+__ EmpioyeelD Manager Dept Dept Name Pay Rule Std Pay -
Period Hours.
TMPI ZTestThomas 91802 Harrd-MED 1199€ 72680HR -6HR 37} 00
Ziial STOI0 | HUMAN RESOURCES UHP PT BHR 400
TMPI3 Test Super A A TestDept A VOLUNTEERS 00
TMP14 TestSuperA 31010 HUMAN RESOURCES FACULTY NON-EXEMPT 00
ZUMBRANOTS 000015 TestSuper A 31010 HUMAN RESOURCES UHP FT 8HR 24X7 PH 00
ZUMBRANO1E, CARLOS TMP16 Test Super A A TestDept A 1199 NP-6 T2880HR -8HR {3P} oo
ZUMBRAND17, CARLOS ™PIT Test Super A 31010 HUMAN RESOURCES NP-3 FULL TIME {1HR MEAL} 0o
ZUMBRAND1S, CARLOS 000019 Test Super A 31010 HUMAN RESOURCES 1199 NP-6 72880HR -8HR (3P} 00
ZUMBRANO2, CARLOS ™P2 Test Super A 31010 HUMAN RESOURCES NP2 75HR 00
ZUMBRANO3, CARLOS ™P3 Test Super A 31010 HUMAN RESOURCES NP3 MONITOR TECH 00
ZUMBRANOA, CARLOS T™MP4 Test Super A 31010 HUMAN RESOURCES 1199 12HR CMHC 00
ZUMBRANOS, CARLOS T™PS Test Super A 31010 HUMAN RESOURCES UHP 9HR 00
ZUMBRANOS, CARLOS T™PE Test Super A 31010 HUMAN RESOURCES NP-2 75HR NO DIFF 00
ZUMBRANO?, CARLOS T™P? Test Super A 31010 HUMAN RESOURCES 1199 NP-6 72880HR -8HR {3F} 00
16

[ mmecards

[ scheduler-crnc

\_/ Staffing-CMHC

\_/ Reports

[ exceptions

[ Group Edit Results

[ Golendar Leave Summary
[ workioad Planner

\_/ My Timecard

[ new

Genies ]
My Employees + | zumbrano* Q Loaded 11:11AM | Current Pay Period -y
ii# vV | & oa v [
n Fikte People  Timekeeping Approvs Snare
Name +  EmployeelD Manager Dept Dept Name Pa
ZUMBRAND], CARLOS ™PI ZTest.Thomes 91802 Hartford MED 1199C 72880HR 8F ~ 60 to widget
ZUMBRANO11, CARLOS T™PTY Test Super A 31010 | HUMAN RESOURCES UHP PT BHR
ZUMBRAND13, CARLOS T™MP13 Test Super A A Test Dept A VOLUNTEERS Schedul
ZUMBRANO14, CARLOS THP14 Test Super A 3010 | HUMAN RESOURCES FACULTY NON-EXEI Ri:':m
ZUMBRAND15, CARLDS 000015 Test Super A 31010 HUMAN RESOURCES UHP FT 8HR 24X7T F  Exceptions
ZUMBRANO15, CARLOS TMPIE Test Super A A TestDept A 1199 NP6 T2850HF Audits
ZUMBRAND17, CARLOS T™MPIT Test Super A 31010 HUMAN RESOURCES NP3 FULLTiME {15 * GO to workspace
ZUMBRAND19, CARLOS 000019 Test Super A 31010 | HUMAN RESOURCES 1199 NP-6 72880HR -BHR (37} 0.0
ZUMBRANO2, CARLOS ™P2 Test Super A 31010 | HUMAN RESOURCES NP-275HR 00
ZUMBRANDS, CARLDS T™MP3 Test Super A 31010 HUMAN RESOURCES NP-3N 24-7 MONITOR TECH 00
ZUMBRANO4, CARLOS TMP4 Test Super A 31010 | HUMAN RESOURCES 1199 12HR CMHC 0.0
ZUMBRANDS, CARLDS TMPS Test Super A 31010 HUMAN RESOURCES UHP 9HR 00
ZUMBRANOS, CARLOS ™MPS Test Super A 31010 | HUMAN RESOURCES NP-275HR NO DIFF 0.0
ZUMBRANOT, CARLOS ™P? Test Super A 31010 | HUMAN RESOURCES 1199 NP-6 72280HR -BHR (3P} 00
16

[ mmecards

[__] scheduter-cratic

\_l Staffing-CMHC

\_l Reports

\_l Exceptions

\_l Group Edit Results

[ Glendarteave summary
[ worldoad Planner

[ myTimecard

\_l Help




Carl ZTest2
Sign Out

KRONOS

# Manage My Department Scheduler-CMHC ~ ™I*

Scheduler-CMHC

Click on Employee name, so highlighted in light blue. (as seen below)

® Workspaces

Loaded: 11:19AM |1/19/2018 - 2/01/2018 =) (&=L

Carl ZTest2
Sign Out

KRONOS

A Manage My Department Scheduler-cMHC ~ ®1%

Scheduler-CMHC

a= ® Ex = W A o
ew Vibiy  Selectsl  GamwView  Sorting Tools Refrean
Aotions Filts
By Employee 1/14-1/20 ® v21-1/27
N o Fri1/19 Sat1/20 Sun 1/21 Mon 1/22 Tue 1/23 Wed 1/24 Thu 1/F5
ZUMBRAN.. NUR HART. 80.00 1ypTa 1pTa 1pTa 11p7a 1pTa

1 Employee(s) Selected

=

Share

Ee

1/28-2/03
Fri 1/26

1pTa

Sat 1/27

7 ;-

Quick v

iii#

oole Eng'

Losded: 11:224M | 1/19/2018 - 2/01/2018

o

nes Refrean

1/14-1/20
Frilng

NiR
Schedule Pattern

HART

80.00

Add Pay Code

B View Accruals
Bl view Schedule Cutline

6. Click Add Pattern. (as seen below)

Sat1/20

o y21-1yz27

Sun 1/21 Mon 1722 Tue 1/23

1p7a 1p7a 1p7a

Add Pattern

Ok

7. Brings you to the Pattern Editor Screen. (as seen below)

Wed 1/24

1 Employes(s) Selected

Ee [»

Share

1/28-2/03
Thu 1765

1p7a

By Employee - ’ — ! X 1/28-2/03
e proli s Schedule Pattern Thu 18D
ZUMBRAN..  NUR HART. gg  fesignedto " 1pia
ZUMBRANO1, CARLOS F‘limaryjuh [Organization/UCHC/CMHC/FUS/HARTFORD-MED/NUR]
Start Date End Date Duration Rotation
rd X 3/22/2013 Forever 1 week 1 Week:11p - 7Ta{Mon,Tue Wed,Thu,Fri)

Schedule Pattern

Assigned to

=

ZUMBRANO], CARLOS Primary job  [Organization/UCHC/CMHC/FUB/HARTFORD-MED/NUR]

i Start Date End Date Duration Rotation
Add Pattern
Anchor Date* | 1/19/2018 i Start Date* | 1/19/2018 i End Date:* n: Clear
@ Forever
Define Pattern for:* 1 (®) Week(s) () Dayls) [C] Override Other Patterns
Add Shift | AddPayCode | ShiftTemplate = | Pattern Template ~ items in rotation - Find
No. Sunday Monday Tuesday Wednesday Thursday Friday Saturday
+ x 2

Cancel Apply

e X

v




8. Enter the Start Date first (NOT the Anchor Date) (as seen below). Example Friday 1/19/2018
***Always choose the Friday that the Bi-Weekly Pay Period begins on.

Note: if the pay period begin Friday you choose is not with your specified Kronos Time Period,
then you will not be able to save the pattern. You will need to change your specified time period
that includes your start date.

A
| ]
Schedule Pattern ;
Assigned to
| ZUMBRANO1, CARLOS Primary job [Organization/UCHC/CMHC/FUS/HARTFORD-MED/NUR] 1
: Start Date End Date Duration Rotation !
x| 3/22/2013 Forever 1 week 1 Week:11p - Ta{Mon,Tue,Wed, Thu,Fr |
Add Pattern
Anchor Date* | 1/19/2018 o Start Date* | 1/19/2018 o d Date:* o Clear r
*| ® Forever
B = Mg " Fr Sa
Define Pattern for: * 1 ® Week(s) () Day(s) ["] Override Other Patterns
31 1 2 3 4 5 [
Add Shift | Add Pay Code Shift Template ~ | Pa 7 8 g 0 01 12 13 Items in rotation - Find
No. Sunday Monday 4 15 16 17 18 19 20 hursday Friday Saturday

4 5 6 T 8 9 10
Cancel Apply

9. Enter the Anchor Date (as seen below)

***Choose the Sunday before the Start Date you selected in the prior step, for our example it
would be Sunday 1/14/2010.

X

| B

Schedule Pattern ;
Assigned to

ZUMBRANQ1, CARLOS Primary job [Organization/UCHC/CMHC/FUB/HARTFORD-MED/NUR] ]

Start Date End Date Duration Rotation I

X| 322203 Forever 1 week 1 Week:11p - Ta(Mon, Tue,Wed, Thu,Fr |

|
= r
22| Clear

119/2018 fi:  EndDate
@ Forever
Define Pattem fi ["] Override Other Pattemns
31 1 2 3 4 5 6
Add Shift | Ad 7 8 a 10 11 12 13 itern Template - Items in rotation - Find
|14 15 16 17 18 19 20 R Wednesday e e E—
+ x 21 22 23 24 . 26 27
28 29 30 31 1 2 3
4 5 6 7 B 9 10 Cancel Apply

10. If the employee already has a schedule assigned to them, Check Override Other Patterns
(this will replace the old schedule pattern and with the new schedule pattern).

b ]
Schedule Pattern
‘ Warning Selecting Override may delete shifts or unavailable days, except for locked days or shifts. x ‘
Assigned to
ZUMBRANO1, CARLOS Primary job [Organization/UCHC/CMHC/FUB/HARTFORD-MED/NUR] |
Start Date End Date Duration Rotation |
3/22/2013 Forever 1 week 1 Week11p - 7a(Mon, Tue.Wed, Thu,Fr
Add Pattern
Anchor Dater* | 1/14/2018 3 StamDater |1/19/2018 i EndDater =2 Clear
@® Forever
Define Pattem for: * |1 (® week(s) O Day(s) i/} Override Other Pattems
Add Shift | AddPayCode | Shift Template ~ | Pattemn Template - Items in rotation - Find
No. Sunday Monday Tuesday Wednesday Thursday Friday Saturday
+ Lxl

3



11. If the schedule is a 2-week rotating pattern then click the + icon to add a 2" row as seen
below. (as seen below)
1-week pattern - same scheduled days every week—ONLY 1 row needed
2-week pattern — week1(Fri-Thru) and week2(Fri-Thru) have different scheduled days. — 2

rows need.
Schedule Pattern

Assigned to
ZUMBRANO1, CARLOS Primary job [Organization/UCHC/CMHC/FUS/HARTFORD-MED/NUR]

Start Date End Date Duration Rotation
K
Add Pattern
Anchor Date* | 1/14/2018 o Start Date* | 1/19/2018 T End Date* E=z| Clear
® Forever
Define Pattern for: * | 2 @ Week(s) ) Day(s) [T] averride Other Patterns
Add Shift | Add Pay Code Shift Template « | Pattern Template ~ Items in rotation A Find
MNo. Sunday Monday Tuesday Wednesday Thursday Friday Saturday

@s

+ x 2

12. SCHEDULE EXAMPLE - 2 Week Rotating Pattern Steps

Zumbranol Schedule: 8am - 4pm
Week1 Schedule: Friday, Monday, Tuesday, Wednesday, Thursday
Week2 Schedule: Saturday, Sunday, Monday, Wednesday, Thursday

Step 1: Click on the day box the schedule starts (Example above is a Friday, so click in Friday
Box on the First Row(day box labeled #1).

***|f the schedule starts on Sunday then you would choose the Sunday box on the second row
(not labeled with a number in example below).

***Choose the day box that the Scheduled Start Time falls on, NOT the end time (example start
time above is 8am).

Step 2: Press and Hold down the Control(Ctrl) key and select the appropriate boxes. For this
Example, click the boxes in the Numbered order as seen below. So, you have to go to the
Right, Down, and Around.

Schedule Pattern

Assigned to
ZUMBRANO1, CARLOS Primary job [Organization/UCHC/CMHC/FUB/HARTFORD-MED/NUR]

Start Date End Date Duration Rotation
Add Pattern
Anchor Date®  1/14/2018 o Start Date*  1,19/2018 T End Date:* e Clear
® Forever
Define Pattern for: * 2 ®) week(s) ) Day(s) [ override Other Pattems
Add Shift | Add Pay Code Shift Template -+ | Pattern Template - Items in rotation - Find
No. Sunday Monday Tuesday Wednesday Thursday Friday Saturday
gx [ 7 1 8 9 10 | 1 ]
X 2 2 [ 3 | 4 5 6

Cancel Apply



Step 3: Click Shift Template and then scroll to click on the appropriate Shift Code or type in
the search.. box then click on the shift code. (For Example, HP is 8a-4p.)

Schedule Pattern

Aszsigned to
ZUMBRANO1, CARLOS Primary job [Organization/UCHC/CMHC/FUS/HARTFORD-MED/NUR]

Start Date End Date Duration Rotation
x| 3222013 Forever 1 week 1 Week:11p - Ta(Mon, Tue,Wed, Thu,Fri)
Add Pattern
Anchor Date:* | 1/14/2018 ,E Start Date* | 1,79/2018 |E End Date:* 222 Clear
® Forever
Define Pattern for: * | 2 ®) Week(s) ) Day(s) [[] override Other Patterns
Add Shift | Add Pay Codg Shift Template ~ )Pattern Template Items in rotation E_l | Find |
- Search... =
___ﬂ Name Description i

WIE l: HO3 §30a-330p | |
— 1 — HP Ba-4p ~
[ | 1= | 2 HP-ESOS 8a-4p ES0S

HP-MAND 8a-4p MAND
HPVOT fa-dp VOT [ Ccancel | | |
9 . oy |
HP3 fa-430p
~ Dis 100 of 141. Please narrow down your search. =

Schedule Pattern populates with the selected HP (8a-4p) shifts, as seen below.
*For an example, of a 1-week Monday - Friday, HP (8a-4p) pattern, see bottom of page 7.

X
Schedule Pattern
Assigned to
ZUMBRANO1, CARLOS Primary job [Organization/UCHC/CMHC/FUS/HARTFORD-MED/NUR]
Start Date End Date Duration Rotation
x| 37222013 Forever 1 week 1 Week:11p - Ta(Mon, Tue,Wed, Thu,Fri) I
Add Pattemn
Anchor Date* | 1/14/2018 [ stenDater 17152008 & EndDater = Clear
@ Forever
Define Pattern for:* | 2 (® Week(s) ) Day(s) [[] override Other Patterns
Add Shift | AddPayCode | Shift Tem S Calicadamal g |~ [ Fina |
No. Sunday Monday Tuesday Wednesday Thursday Friday Saturday
o e e B
EIFE L B
]\ e 1 k

Step 4: Click Apply

Schedule Pattern

Assigned 1o
ZUMBRANO1, CARLOS Primary job [Organization/UCHC/CMHC/FUB/HARTFORD-MED/NUR]

Start Date End Date Duration Rotation
x| 3/22/2013 Forever 1 week 1 Week:11p - 7a{Mon,Tue Wed, Thu,Fri)
Add Pattern
Anchor Date* | 1/14/2018 [ statoater [17192m8 f:  EndDater B2l cicar
@ Forever
Define Pattem for:* 2 (® Week(s) ) Day(s) [« Override Other Patterns
Add Shift | Add Pay Code Shift Template ~ | Pattern Template ~ Items in rotation E\ | Find |
No. Sunday Monday Tuesday Wednesday Thursday Friday Saturday




Step 5: Click Yes

Schedule Pattern

Assigned to
ZUMBRANO1, CARLOS Primary job [Organization/UCHC/CMHC/FUS/HARTFORD-MED/NUR]

Start Date Fod Date Duratinn Ratation x
3/22/2013 Confirm
al
Add Pattemn Selecting Override may delete shifts or unavailable days, except for
Anchor Date:* | 1/14/2018 [ locked days or shifts. Do you want to continue? Clear
Define Pattern for: * 2 [C] JE 7| Override Other
Step 6: Click OK
| 1/14-1/20 . @ 121-1/27 . «
Fri
n Schedule Pattern
11p-7a
T 80 Assigned to L
ZUMBRANO1, CARLOS Primary job [Organization/UCHC/CMHC/FUB/HARTFORD-MED/NUR]
Start Date End Date Duration Rotation
2| |X| [118/2018 Forever 2weeks 2 Weeks:8a - 4p(Sun,Mon,Wed, Thu,FriMcen, TueWed. Thu,5at)
2| [x| 37222013 1/18/2018 1 week 1 Week:11p - Ta(Mon,Tue Wed,Thu Fri)

Step 9: Verify the schedule was entered correctly before pressing Save.
Click Save if correct. If incorrect, click Refresh to start over Or you can edit the
pattern you just created by going to the next page.

KRONOS  Snae™

® Workspaces =

A Manage My Department Scheduler-CMHC wix
Scheduler-CMHC =1 5F
Loaded: 12:02PM | 1/19/2018 - 2/01/2018 ~|[5E] |1 Employes(s) Selected [
AT liF @ [Ex = - A Ee [= Sl
Quick View Calumn sivlity  Selectall  GanttView  Soriing Tools Engines Share GoTo
ctions Selection Filtes Commenta
By Employee 114 -1/20 © v2-127 1/28-2/03
Name Job  Title  Dept  Sch_ Fri1/19 Sat1/20 Sun 1721 Mon 1/22 Tue 1/23 Wed 1/24 Thu 1765 Fri 1/26 Sat 1/27

ZUMERAN. NUR HART.. 88.00 1 HP HP HP HP HP HP i

*You have completed the steps for adding a 2 week schedule pattern.




Editing a Schedule Pattern
(NOTE: Never edit a schedule pattern created in the past!!!)
Before or After Saving, if you need to Edit your pattern you just entered.

1. Right click on employee’s name and click Schedule Pattern

KRONOS ~ gizies2

A Manage My Department Scheduler-CMHC
Scheduler-CMHC =13%)
Loaded: 1:222PM  [1/19/2018 - 2/01/2018 v 3= 1 Employee(s) Selected -

i it @ Er = W | A e o B S
By Employee 1/14-1/20 © va-127 1/28-2/03
™ o Sch. Fri1l19 Sat1/20 Sun 1/21 Mon 1/22 Tue1/23 Wed 1/24 Thu I/@ Fri1/26 Sat1/27

( ZUMROAM  NUR RT  8go0 i L L EP EF P LE
Schedule Pattern

"I add Pay Code

-
View Accruals

B view Schedule Outline

2. Click the Pencil icon and then edit schedule pattern as needed.

Schedule Pattern

] Assigned to
ZUMBRANO1, CARLOS Primary job [Organization/UCHC/CMHC/FUS/HARTFORD-MED/NUR]

Start Date End Date Duration Rotation

x 1/19/2018 Forever 2 weeks 2 Weeks:8a - 4p(Sun,MonWed,Thu,Fri,Mon, Tue,Wed, Thu,5at)

Add Pattern 0Ok

Schedule Example - 1 Week Rotating Pattern

Example A: Standard Monday thru Friday HP (8a-4p) pattern.

Start Date = 1/19/2018 (Friday, beginning of a pay period)

Anchor Date = 1/14/2018 (Sunday, prior to Work Start Date)

Day Boxes Grid = 1 Row Needed for Monday thru Friday Day boxes, because this schedule is
only a 1-week repeating pattern.

Schedule Pattern

Assigned to
ZUMBRANO1, CARLOS Plimaryjoh [Organization/UCHC/CMHC/FU8/HARTFORD-MED/MUR]

Start Date End Date Duration Rotation
Edit Pattern
Anchor Date* | 1/14/2018 T Start Date* | 1;19/2018 e End Date:* 222 Clear
® Forever
Define Pattern for: * 1 (® Week(s) () Dayis) |1 Override Other Patterns
Add Shift | Add Pay Code Shift Template ~ | Pattern Template « 8a-4p - Find
No. Sunday Monday Tuesday Wednesday Thursday Friday Saturday
* | [x 1 Ba-4p Sa-dp 8a-4p Ba-4p Ba-dp
Cancel Apply



SHIFT CODE LEGEND

TIME NAME TIME NAME HOUR | NAME
1:00 AM A 1:00 PM M 115 1
2:00 AM B 2:00 PM N :30 3
3:00 AM C 3:00 PM O 45 4
4:00 AM D 4:00 PM P
5:00 AM E 5:00 PM Q
6:00 AM F 6:00 PM R
7:00 AM G 7:00 PM S
8:00 AM H 8:00 PM T
9:00 AM I 9:00 PM ]
10:00 AM J 10:00 PM \%
11:00 AM K 11:00 PM W
12:00 PM L 12:00 AM X
Examples
Shift Shift
Shift Name Shift Name
7a-3p GO 715a-315p | G101
8a-4p HP 7a-330p GO3
830a-430p | H3P3

***|f you are unable to find a Shift Name in your Shift view, please contact

Brian Kleinhen(x4061) or Ken Lowell(x2427) to add to your Shift profile.




