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Kronos Workforce Ready is one unified platform to help you manage your entire workforce from pre-hire to retire — whether they’re

salaried, hourly, full time, or part time. Use this guide to help navigate the basics of using the Workforce Ready system.

Managing Employee Data Scheduling
Recruiting Managing Time
Onboarding a New Employee Payroll
Managing Performance Reviews Reports
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Dashboard Overview

From the Dashboard, you can navigate using any of the following features:
1. Main Menu
2. Quick Access Tabs
3. Favorites
4. Widgets

Feedback

020

EBC

o

< Dashboards

Today's Tasks D
LEINAVERS
Position Title: Director
EmployeeID: 100 | Hire Date: 02/15/2003 (17 Years, 9 Months, 21 Days)

(©) Youre all caught up!

] My Dashboard Team Time Accruals Leave Schedule Benefits HR Talent Learning Payroll Recruitment ! ﬁ Edit Tabs

+ Start

Benefit Admini

Position Mana.

(2D
@ 0

ACA Managem

\ 1-::; /

Managing Sche

HR Administrat Managing Time Time Off Requ. Compliance Leave of Absen

@ My Clock A My Mailbox © Announcements (2)

My Checklists

1 Rows ®

Y (0)

Sunday, Dec 6

12:13 PM

[Eastern]

My To Do Items (1)

liora ALL PERFORMANCE REVIEWS ARE DUE BY THE END

OF THE WEEK!

Select all (0/0) Active 08/01/2014 to 06/05/2079

® NEW GYM MEMBERSHIPS ARE NOW AVAILABLE!

Finalize Performance Revi..
SEE KATHY FOR MORE INFO.

Josh Bronson >

Created Oct 5, 2020, 2:20 pm Active 10/01/2020 to 06/05/2079
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Entering a New Employee

Page II' of 2 » 1-100f20Rows Saved: [System] v W Coumns() @ Y(1) Bv ===

To manually hire a new employee,

HR Administration

1. Open the Main Menu, click HR Administration, then et e

statswin v | [ - ~|[- v | [ statswitn | [ startswitn < | [ an v [ an ~|[- +9

I' k E pl y I f t' E & 0 Kwatts. Kathy Wats Yes No East
CliC mployee Intformation. R P — - -
O & 1" tumer Tina Turner ves No
2. Click on HIRE at the top. Ofe 2 = e M B R
OE & 15 mdouglas Michael Douglass Yes No Central
Oz & 116 nreagan Nancy Reagan ves No Mountain

3. Enter employee information for each of the sections
in the New Employee Menu.

. = o)
4. Click ADD EMPLOYEE once you are complete. = EBC MY TEAN e 2
< Employee Information m
Page II| o2 b 1-100120Rows  Saved: [System] v W ooums () @ V() Bv e
LastN.. InPayr.. Locked v Region ~ Role
startswith v | | = vl - v || statswith v | | statswitn v | | a1 - A vl - -~ |- v||= v|- M)
OR & 100 Kwatts Kathy Watts Yes No East Pay Admin Active
O & m fones Jenniter Jones ves No Active
OE & s tumer Tina Tumer ves No Active
Ol & anathaway Am Hathaway ves No Active

= EBC reeac 49 @

& New Employee

= GLOBAL ACCOUNT POLICIES ADD EMPLOYEE

Personal Information Defaults

Basic Information

Dashboard Layout Profiles

Base Compensation
Dashboard Layout Profile Effective Date *
n e &
Position Assignment + Add
Other Settings

Demographic Profile
Defaults

e 4 Y oo
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Updating Employee Information

Page El of2 » 1-100f20Rows  Saved: [System] v W Coums() @ V(1) B~ ===
To edit employee information, u " oo + | m v | = | etars = | Lot < | mramnt < | st < | <
FHAdminstaton starts with v = v = v starts with v starts with v All v Al v = v ‘3

Employee Information

1. Open the Main Menu, click HR Administration, then : -

100 e Katny Watts Yes No East
click Employee Information. Tranngs/Cetfcations 0 2 e . s o
Incidents ] 13 ttumer Tina Turmer Yes No
2 . compensaton Workest O 14 anatnaway am Hatnaway ves No
. Locate the employee, then click the Employee In- 0 e
E eSS it O 116 nreagan Nancy Reagan Yes No Mountain

formation icon.

3. Click on the four tabs to access and edit the em- = EBC MY TEAM e 49 @
ployee information within that category: - Employee nformaton [ |

page [ 1 ] 2 » 1-morsomns snat (s« B © T Be

° Maln Usema.. v | FistN. v | LastN. v | DnPar. v

startswith v | [ = <[~ v | [ startswitn | [ startswitn | [ au ~|[ a <= - <= <[ -l

° H R Terminated

& o watts Kty watts ves No ot Payhgmn | Actve
° Payro" E & jores seniter sones ves No Active

OR & tumer Tina Tumer ves No Active

OR & ahathaway am Hathaway ves No Active

e Schedule

MY TEAM Feedback go @)

= UTILITIES DOWNLOAD PDF m

o New Look

&
Hired Date: 15 Feb, 2003 (17 Years, 9 Months, 16 Days) | Job Title: Director of Payroll &HR ‘ Q ‘
HR  Payroll  Schedule ¢ Edit Tabs
JumeTo Account Information
Account Information Username * External ID New Password
Profiles ‘ fwatts ‘ ‘ ‘ ‘ @
Salutation Nickname First Name *
Managers
| [ | [ vaty
Job Change History
Middle Last Name * Suffix
Assignments To Position ‘ ‘ ‘ watts ‘ ‘ ‘
Points First Screen Locale (Language & Format) Time Zone
Accruals ‘ New Ul Dashboard (Home) B ‘ ‘ Company Default - ‘ ‘ Eastem B ‘
Personal Information [[] user Must Change Password at Next Logon [ Locked
Badges
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Direct Deposit Setup

To set up a direct deposit for an employee,

1. Open the Main Menu, click Managing Employees,
then Employee Information.

2. Select the employee, then click VIEW.
Click on the payroll tab.

Scroll down to Direct Deposits.

Managing Employee and Company Data

Managing Employees
Employee Information
Performance Development
‘Workers Claims
0SHA 200
OSHA 300A

0SHA 301

Trainings/Certifications

W Start

~ ‘ MyDashboard  Team Time Acormls  Leave  Schedue Benefts HR  More(S) v | £F

"A%‘

Managing Employees

Reporting

Managing Time

@ My Clock

e I A My Mailbox e I @ Announcements (1)

= EBC MY TEAM Feedback ;@ @
< Employee Information TERMINATE 2 m
Page El 0f2 ¥ 1-100f20Rows  Saved: [System]~ M Coumns (1)) ® Y(1) B e
Region v | Role ~ | ity Employes
Teminated
100 kwatts Kathy Watts Yes No East Pay Admin Active
12 iones Jennifer Jones Yes No Active
13 tumer Tina Tumer Yes No Active
= EBC MY TEAM e 49 @
< Edit Employee SAVE ADD NOTE UTILITIES DOWNLOAD PDF
rer Jones (112) New Look
Payroll HR 2 EditTabs
n Direct Deposits
Active Al
Direct Deposit Transactions Will Process In Order Listed Below
: ACTIVE ACTIVE T CcALC ACCOUNT ABA# Py al
G FROM o METHOD TVPE BANK ROUTING #
1 x Q 12/311900 12/31/3999 Direct Deposit s 10000 | Flat$ Amount v Savings 081000032 m
2 x Q 12/31/1900 12/31/9999 Direct Deposit Entire/Remaindsr ~ Checking + 081000032 m

Kronos | Workforce Ready




irect Deposit Setup

5. To add a direct deposit, click NEW DIRECT Direc Deposis
DEPSOSIT  n
Direct Deposit Transactions Will Process In Order Listed Below
E h king informati :
ACTIVE ACTIVE cAlC ACCOUNT ABAF
6. Enter the banking information. : s % o e a0 I S
7 CI k VALlDATE 1 x Q310 12/31/9999 Direct Deposit s+ 10000 | Flat§ Amount Savings
2 x Q 12/31/1900 12/31/9999 Direct Deposit Entire/Remainder ~ Checking ~
B
Direct Deposits ~
Active All
Direct Deposit Transactions Will Process In Order Listed Below
S
ACTIVE ACTIVE CALC ACCOUNT ABA # PRE-NOTE
(E‘ FROM T0 METHOD TYPE BANK ROUTING # . RCCOLNS, STATUS LASIE (I i
Ready To Send
1 x Q 12/31/1900 12/31/9999 Direct Deposit B 100.00 Flat $ Amount + Savings ~ VALIDATE ca ): 0
ncel
Ready To Send
2 x Q 12/31/1900 12/31/9999 Direct Deposit Entira/Remainder ~ Checking ~ VALIDATE ca ‘I’
nce
- Ready To Send
n 3 x 12/31/1900 12/31/9999 Direct Deposit % Of Net Pay ~ Checking ~ VALIDATE Cam::
ﬁ
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Earnings and Deduction Setup

To set up an earning or deduction for an employee,

1. Open the Main Menu, click Managing Employees,
then Employee Information.

2. Select the employee, then click VIEW.
Click on the Payroll tab to access payroll options.

Scroll to view Earnings and Deductions.

Managing Employee and Company Data

R TR T

Employee Information

Performance Development

‘Workers Ci

0SHA 300

OSHA 300A

0SHA 301

Trainings/Certfications @ My Clock I A My Mailbox

W Start

Managing Time Managing Employees Reporting

Leave  Schedule  Benefits HR  More(5) ‘ Fel

e | +Addvy s

e I @ Announcements (1)

= EBC

MY TEAM

< Employee Information

o [

2 1-100120Rows  Saved: [System]w

Feedback A@ @

TINATE 2 m -

M Coumns (1) @ Y(1) B v =

Region ~ Role v | it Y Employee

™= Earnings

s
3
a

v O

n Deductions

s
E
a
=3
L
£
> 0 g
3
LR s

statswitn v | [ - v|[- v | [ statswitn v | [ startswin w | [ an ~| [ A - - v )
Terminated
100 kwatts Kathy Watts Yes No East Pay Admin Active
n2 Jiones Jennifer Jones Yes No Active
13 tturner Tina Tumer Yes No Active
MY TEAM Feedback @ @)

< Edit Employee

ifer Jones (112)
Payroll HR £ EditTabs

(@0 New Look
Currently Scheduled All Scheduled YD Compensation Package Inactive
EARNING BEGIN DATE END DATE CcALCS Las|
Q,  Base Comp. (Jennifer Jones: Regular from 2013/01/01) 01/01/2013 $1,680.00 91,61
vonsazcreo | oo ]
Currently Scheduled Al Scheduled ~ YTD
Deductions Wil Process In Order Listed Below
BEGIN END
DEDUCTION aE e AMOUNTS LASTPR
$100.00
LX Qo 123111900 12/31/9999 $100.00
57520
. 34615 34615
- Q  Medical 10212011 12/31/9999
$138.46 $138.46
- 5692 5692
Q  standard 01012012 12/31/9999 000

[ ovsazor ] wousecmon

SAVE ADD NOTE UTILITIES DOWNLOAD PDF
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Earnings and Deduction Setup

© N o o0

To add an earning, click NEW EARNING.
Choose an earning type from the drop down.
Click OK.

Enter earning information on the Scheduled Earn-
ing page.

Click SAVE once you have completed this entry.

Managing Employee and Company Data

= EBC MY TEAM Feedback ;@ @)
4 EditEmployee SAVE ADD NOTE UTILITIES DOWNLOAD PDF
Employee: Jennifer Jones (112) New Look
Main Payroll HR £ EditTabs
Earnings
Currently Scheduled  All Scheduled ~ YTD  Compensation Package  Inactive
S
E EARNING BEGIN DATE [END DATE CALCS LAS]|
a
1 [_] Q Base Comp. (Jennifer Jones: Regular from 2013/01/01) 01/01/2013 - $1,680.00 $1,6¢
Question
Please select eaming type to use for new eaming
n Eaming v
= EBC retbock 42 @
4 Scheduled Earning n SAVE
Employee: & Jennifer Jones (112) Overtime (Overtime)
n Scheduled Eaming rd Goal rd
Eaming  Overtime [ enasLeD
Begin Date*  12/02/2020 End Date
Priority Sequence 1
Annual Max § Cost Center Defaults b
Annualized Target Compensation §
Pay Statement Types To Apply To All Pay Statement Types B Departments B
Jobs (HR) B %
Settings Fd
EMPLOYEE
Amount §* Flat $ Amount ~
Minimum  N/A ~
Maximum ~ N/A
Frequency*  ~
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Earnings and Deduction Setup

10.To add a deduction, click NEW DEDUCTION.
11.Choose an deduction type from the drop down.

12.Click OK.

13.Enter deduction information on the Scheduled De-
duction page.

14.Click SAVE once you have completed this entry.

Managing Employee and Company Data

Deductions

Currently Scheduled  All Scheduled  YTD

Deductions Will Process In Order Listed Below

n Deduction

BEGIN END
5 DEDUCTION aE e AMOUNTS LASTPR
EE $100.00
1 - X 407k 123111900 12/31/9999 $100.00
= ER a 57520
EE s 4615 4615
2 - Q  Medical 1170272011 12/31/9999 s s
ER $138.46 $138.46
EE o 5692 5692
3 Standard 01012012 12/31/9999
= ER a e 5000
w = = =
Question

Please select deduction type to use for new deduction.

= EBC

4 Scheduled Deduction

Employee: & Jennifer Jones (112) 407k (401K)

n Scheduled Deduction

Deduction 401k
Begin Date*  12/02/2020 End Date
Prioity Sequence 4
Annual Max §
Annual MaxER $
Memo
Vendor* | Principle Financial Group

Pay Statement Types To Apply To~ All Pay Statement Types

Settings

‘Additional Info
EMPLOYEE
00000 % Of Eamings List v
Amount
Earnings*
Minimum | N/A v
Maximum | N/A ~

Frequency* | Every Scheduled Pay

B

Block Last (3rd or 5th)

Feedback g@ @)

-~ Goal -

[ enasLED

Cost Center Defaults ”

Departments B %

Jobs (HR) B %
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Employee Selt Service

From the dashboard, employees can access,
1. My Payroll: Access benefit and pay statements.
2. My Timekeeping: Access timesheets, accruals, schedules, and request time off.

3. My HR: Access performance reviews and goals, company documents, and make updates to tax withholdings, and benefits.

& Dashboards

& -

My Payroll My Timekeeping

(b ock LI " My Mailbox © AnNouncements (2)
Wednesday’ Dec 2 My To Do Items (0) My Checklists _a_
My Payroll () My Timekeeping @  WELCONE TO THE TEAM!
Active 04/Y1/2020 to 06/05/2079
My Benefits Statement My Current Timesheet Y (0)
My Pay Statements ) My Time Off Request T @  NEW GYM MNVBERSHIPS ARE NOW
y AVAILABLE! SBg KATHY FOR MORE INFO.
My W2s E My Time Off Balances again with different Y
My 1095-C Time Off Calendar Active 10/01/20200 06/05/2079
My Paycheck Simulator My Schedule View
@ MyHR
Withholding My Performance Reviews My Training/Certifications My HR Actions
Review/Select Benefits My Goals My Checklists Company Documents
W |
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Create a Job Postin

U T U T IV W ALLPERFORMANCE REVIEWS ARE
@ Recruitment [Eastern] DUE BY THE END OF THE WEEK!
Select all (0/0) Y © e Active 08/01/2014 to 06/05/2079
Dashboard

Finalize Perfo.. @®  NEW GYM MEMBERSHIPS ARE NOW

. . Job Requisitions e AVAILABLE! SEE KATHY FOR MORE
To create a job posting, ® .

Candidates Active 10/01/2020 to 06/05/2079

Applicant Checkiist

1. Open the Main Menu, click Recruitment, then click
Job Requisition.

2. Click on ADD NEW to start a new job posting.

RECRUITMENT Feedback Ao @

3. Enter position details for each of the sections in the  JobRecuision nm
Job Requisition Menu.

1 1-50f5Rows  Saved: [System] v Yo B
4. Click PREVIEW to review the posting before sav-

) m <[ <1[- “|[- o| [ statswin < | [ startswitn <|[- o] [satswin < | [ stnswl o
ing.
i . Oe > a v Opencd Chesterfild, MO Supervisor 3 Supervisor
5_ CIle SAVE to save the postlng_ O ¢ > ] v Opened Chesterfield, MO Assocate 4 Associdte
Oe > & openea Chesterfeq, M0 Licensed Practical Nurse Nurse
Oe > & v openea Chestered, MO Sales Executive 2| Seles Executive
Oe o a openea 295268290 Cnesterfidld, M0 Admiristatie Assistant Admin Assistant

= EBC reeac 49 @)

& Job Requisition nm m

JUMPTO Requisition Details
Requisition Details Job Requisition Template
Job Details B

Hiring Stages

[] Resume Required ] Allow Quick Apply
Contact Information
Job Title * Status Default Position
Requirements
‘ \ | - \ &
Compensation Default Job Departments
\ al 7]

Custom Fields
Applications Status & Visibility
Visibility Date From Visibility Date To

@] | Blo

[ evergreen

Number Of Openings Hired Applicants Count

[J Auto Change Status To Closed And Filled
0 When Filled

Total FTE

Recruiting Kronos | Workforce Ready




Review and Update Candidates

= = == & =

@ Recruitment
HR Admini Benefit Ad. Position M Managing Managing Time Off R Compiiance  ACA Mana. Leave of A Safety

TO reVI ew an d u pd ate can d | d ates , e @ My Clock o | & MyMaiibox o | @ Announcements (2)
Tuesday’ Dec 1 My To Do Items (1) My Checklists *

0 1 ¥ 5 5 P M TBELLD, 1o (@  ALL PERFORMANCE REVIEWS ARE

DUE BY THE END OF THE WEEK!
[Eastern]

Selectall (0/0) (@) ame Active 08/01/2014 to 06/05/2079

Candidates

1. Open the Main Menu, click Recruitment, Candi-
dates, then click Applicants.

@  NEW GYM MEMBERSHIPS ARE NOW

Finalize Perfo.
J AVAILABLE! SEE KATHY FOR MORE
osh Bronson N Al
Created Oct 5,202
Active 10/01/2020 to 06/05/2079

2. Locate the candidate you want to review by scroll-

ing through the list or using the filter and search op-
tions. = EBC RECRUITMENT ek 49 @)

& Applicants
3. Once you have located the candidate, click on the o IE o B
View Applicant icon. pae [ 1 a1 » 1ot Pt o -

FirstName v | 4 LastName Applicant Hiring Stage

4. Click on the three tabs to access and edit the can- e e Ml = Ml = M
didate information within that category: o b | oot | e

o R N

E @ B Kassey Brown Screen Candidate kbrown@company.com Kbrown@company.com N

H O @ B James Dewer Extend Offer idewer@comp @ com N

e Main Ole @B .

o Resume = EBC Feedback §°®

« Communication il = =

onson
Main  Resume  Communications ¢ Edit Tabs
JuMPTO Applicant Information
Applicant Information Username * New Password Salutation
S — [ rnsongeompanccn | lo | \
. Nickname First Name * Middle
Applications
\ I | |
Applicant Documents
Last Name * Suffix Security Profile
Checklists ‘ Bronson ‘ ‘ ‘ ‘ Applicant L—é‘

Custom Fields Demographic Profile

B ‘ [[] user Must Change Password at Next Logon ] Locked

Dashboard Layout Profiles Effective Date *

\ &

+ Add
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Make an Offer

To make an offer,

1.

2.

Recruiting

Open the Main Menu, click Recruitment, then Job
Requisitions.

Select the job for which you want to make an offer.
Click VIEW.
Click NOTIFY APPLICANT.

UT.TUT IVl 10} [CPERFORMANCE REVIEWS ARE
@ Recruitment {Eastern] DUE BY THE END OF THE WEEK!
Select all (0/0) YO - Active 08/01/2014 to 06/05/2079
Dashboard
Finalize Perfo.. @  NEW GYM MEMBERSHIPS ARE NOW
Job Requisitions i AVAILABLE! SEE KATHY FOR MORE
josh Bronson > WNeo
Created Oct’5,202
Candidates 06/05/2079
Applicant Che
Applicant Forms g
= EBC RECRUITMENT Feedback
€ Job Requisition m
1-50f5Rows  Saved: [System] v YO By -
Budgeted ~ JobStatus + ~ | i Location JobTitle # Applicants Job Category
Al All v!||= v || = v || startswith v | | startswith v!||= v | | startswith o)
O e o y Opened 235268280 Chesterfield, MO Supervisor 3 Supervisor
O e O jf Y Opened 235268292 Chesterfield, MO Associate 4 Associate
O e i} Opened 235268291 Chesterfield, MO | Licensed Practical Nurse Nurse
o Iy ] Y Opened 235268288 Chesterfield, MO Sales Executive 2 SalesExecuti
¢ M i} Opened 235268290 Chesterfield, MO Administrative Assistant Admin Assist{
= EBC 1

< Job Requisition

Job Requisition #235268288 (Sales Executive

JUMPTO

Job Details

Hiring Stages

Contact Information
Requirements
Compensation
Summary

Custom Fields

Career Portal Page Links

Applications

Requisition Details

Job Requisition Template

[ Resume Required

o I e R R A R

[] Allow Quick Apply

Job Title * Job Requisition ID Status
‘ Sales Executive ‘ 235268288 Opened
Default Position Default Job Departments
‘ B ‘ ‘ Sales Executive - ‘ ‘ -
Status & Visibility
Visibility Date From Visibility Date To
01/01/2012 ‘ ‘ @
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Make an Offer

= EBC Feedback ;e @

& Job Requ

5. Select the applicant to whom you want to make an Browse and Select Applicants x

Job Requisition
JUMP TO I: n
6 CIle OK e | Page of 1 » 1-90f9Rows Saved: [System]~ V(o) =

First Name ~ | ¢ LastName - Primary Email - Appiicant Hiring Stage -

Job Details L
starts with v | | startswith v - v || startswitn Il .

7. Create communication using the Extend Offer tem-

Contact Inf ~

plate.

O
Requireme Ol e o | ——
8. Click SEND. = o Select Applicants X
O Jane Doe
| Jom Doherty
Custom Fi¢ O swm e Applicant(s) *
CareerPol ] | kevin Matos James Dewer E |
Applicatior O] evoran Ray
(m} Xena wall

Y )
7 Communicate: 1 Applicant(s) X

JUMPTO Email
-~ Template To Use
Requisitior
I A
Job Detals
From *
Hiring Stag ‘ ‘
Contact Inf Subject
Requireme ‘ ‘
Compensa Message
summary B I Y S I, = = = = Rrobotolight ~ 14px v :lv
Hli=i= | == m 50 o Bl A~
Custom Fi¢ ¥ D= = == o lLgrEM | AvL
Career Por
&pelyEor This Job
Applicatior

And

ADD TAGS o -
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Close a Job Posting

UT.TUT 1Vl 10} [CPERFORMANCE REVIEWS ARE
@® Recruitment [Easten] DUE BY THE END OF THE WEEK!

Select all (0/0) Y © e Active 08/01/2014 to 06/05/2079
Dashboard

@  NEW GYM MEMBERSHIPS ARE NOW

T I H b t- Job Requisitions. ig?gﬁ;_e“o' AVAILABLE! SEE KATHY FOR MORE
O Close a Job posling, Cestdonszuz. ” e

Candidates Active 10/01/2020 to 06/05/2079

Applicant

1. Open the Main Menu, click Recruitment, then click
Job Requisition.

2. Locate the job posting by scrolling through the list
or using the filter and search options. = EBC

RECRUITM Feedbac} @

3. Check the box to the left of the job posting to se- < Job Reuistin EXE KT
lect. =

Page II' of 1 1 SoVSRouI Saved: [System] v Y I;v
4. Click VIEW. : :

Al v Al v = v = - starts with - starts with v = v starts with v starts wi D
5. Click CLOSE. sbama — e e oo o
O ¢ ™ o v Opened Chesterfield, MO Associate 4 Associate
6. A fi ti ill k if tt Oe o o openes Zeon | Chestried M0 Loensed Pracicaiture Nurse
" Con Irma Ion message wi aS I you Wan 0 o D o v Opened 235266288 Chesterfieli, MO Sales Executive 2 SalesExective
close this jOb click YES O e o o openes D90 Cresterte MO Adminstatie Acsistnt AcminAssistant

= EBC reetvack 49 @)

Job Requisition #235268288 (Sales Executive)

JuMPTO Requisition Details
Requisition Details Job Requisition Template
Job Details -

Hiring Stages

[[] Resume Required [ Allow Quick Apply
Contact Information

Job Title * Job Requisition ID Status
Requirements Sales Executive & Opened
Compensation Default Position Departments.

Close Job Requisition

Summary : Are you sure that you want to uisition? - ‘
Custom Fields YES
Status & Visibi

Career Portal Page Links.

Visibilty Date From Visibiity Date To
01/01/2012 ‘ ‘ ‘ ]

Applications

Recruiting Kronos | Workforce Ready
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Manage New Hire Checklist

Kathy Watts =
* KV\b Posiion Til: Director (©) You'e all caught up!

EmployeeD:100 |  Hire Date: 02/15/2003 (17 Years, 9 Months, 19 Days)

To manage a New Hire checklist, il |« oastooarts

1. Open the Main Menu, Click Company Settings, HR » -
Setup, then Checklists. P

2. Click the edit icon to edit an existing checklist. - g

Applicant
Tracking/Recruitment

3. Here you can edit current checklist items or you S
may click ADD CHECKLIST ITEM.

M‘ MyDashboard ~ Team  Time  Accruals ~ Leave  Schedule  Benefits ~HR  Talent  Leaming  Payroll

Payroll Setup

HRAdmin.  BenefitA. Position Managing..  Managing..  Time Off Complian. ACA Man Leave of Safety

@ My Clock A& My Mailbox

I MeTanaw A\ seu chasbies

. . — . O -
4. Click SAVE if any changes have been made. = EBC COMPANY SETTINGS e &5 @
4 Checklists m

RowsOnPage = 20 -~ 2Rows ) Refresh Data SIFullScreen  [Default] ~ £ settings ~ Y Filter ~ == Select Columns %, Export

DateCreated:  Calendar Range ~ Al v

Type Category [ Created
starswith srswitn sarswin - B - B

@ [h X Employee Setup New Hire New Hire 10/2142010 05:16p

@ D X empoyeeseup Termination Termination 08n40012 1131

= EBC e XC
€ Edit Checklist n SAVE DOWNLOAD PDF ADD GROUP ADD CHECKLIST ITEM

Employee Setup
Warnings (2) Hide All

If an assigned checklist is edited, changes will not be applicable on existing assigned checklists
Review your checklist item descriptions and the enhanced formatting options now available

Checklist -~ Settings ~
Name*  New Hire Auto Add To New Employees [] Filter ~ All Employees Q
Category*  New Hire ~
Desciption

Change To Completed When
All Steps Are Completed

Date Can Be Entered []
Enforce Completion Order [

=] uponofter

[J Minimized On New Lists

& sendoffer Letter Ix
« To Be Completed By: Employee's Manager 1
£ SendNDA “x
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Issue New Hire Checklist

Kathy Watts =
* 2 s KV\b Position Title: Director (%) You'e all caught up!
Employee ID: 100

Hire Date: 02/15/2003 (17 Years, 9 Months, 19 Days)

To issue a New Hire checklist, o T

Dashboard
M| MyDashboard ~ Team  Time  Accruals Schedule  Benefits ~HR  Talent Leaming  Payroll

1. Open the Main Menu, click My Team, then Employ-
ee Information. e

Employee Assignments + Start

2. Use the filter and sort options to locate the employ-
ee for whom you will be managing documents. 5
Feedback  M° (@

3. Click on the HR tab. EEaEcaEE

4. Click on Checklists from the navigation panel or CAEEETY [Ep———— p— AU
scroll down to Checklists. e TS e e e e s s s

= EE | sacav

= EBC

4 Employee Information

. . Terminate
5. Click +Add to start a new checklist. -
D ﬁ .. 100 kwatts Kathy Watts Yes No East Pay Admin Active
B & 12 iiones. Jennifer Jones. Yes No Active
OB & 13 tturner Tina Tumer ves No Active
= EBC MY TEAM Feedback ge @

New Look

ennifer Jones =~ &%

mployee ID: 112 | Hired Date: 16 Feb, 2003 (17 Years, 0 Months, 18 Days) | Job Title: Sales Executive Q ‘
Main HR  Payroll Schedule ¢ Edit Tabs
Workers Claims :
Checklists
HR Custom Fields
OPEN ALL
Awards

Benefit Plans Page of 1 » 1-10f1Rows All Gategories v + Add

Performance Reviews New Hire New Hire Open ) -
All Goals

ACA Summary o X
Termination Details

Vehicles
Page of1 » 0foms

Credentials

T
Checklists

@  NonDatato Display

Termination Details 5
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Issue New Hire Checklist

6. Choose the New Hire checklist.
7. Click SAVE.
8. The checklist will be displayed.

Onboarding a New Employee

= EBC

< @ vemifersones 112) & | HR v %
ACTIV ALL (1)
Training/Certification

Incidents

~ Class B Driver License (1)
All Forms

ACA Timeline Overview

Asset Assignment

Assign New Checklist
Workers Claims

Che
HR Custom Fields Please select checklist type to add
Employee *
Awards e
Jennifer Jones

Benefit Plans

Checklist *

of 1 » 1-1of1Rows + Add

MY TEAM Feedback @

My Team/Employee Information /Employee Profile

No =]

Education ‘ New Hire

Performance Reviews

All Goals

ACA Summary
Terminauon Vetails

= EBC

& Checklist

Q Jennifer Jones (112) & Checklist: New Hire (New Hire)

Incomplete (0 outof 11)
0%
Started on 12/04/2020

Upon Offer (2) 0% complete Send Offer Letter
Send Offer Letter

Vi
T Waiting On

One Week Before Start (3) 0% compiete
Setup Workstation
Setup Email Account
Configure Phone Extension
New Hire (6) 0% complete
Onboarding Training Videos
Reveiw Handbook
My Form 95
My Form Withholding
Direct Deposit

Benefit Enroliment

Feedback §° @

e CONTINUE

@ Mark as Complete

Paul Peterson

Kronos | Workforce Ready




Monitor Checklist Completion

To monitor a New Hire checklist,

1. Open the Main Menu, click My Team, then Employ-
ee Information.

2. Use the filter and sort options to locate the employ-
ee for whom you will be managing documents.

3. Click on the HR tab.

4. Click on Checklists from the navigation panel or
scroll down to Checklists.

5. Click on the New Hire checklist.

* a LS

& My Team
Dashboard
Team Members
Employee Information
Employee Assignments

Reports

Kathy Watts
Kv\b Position Title: Director
Employee ID: 100
< Dashboards

=

+ Start

(©) Youre all caught up!

Hire Date: 02/15/2003 (17 Years, 9 Months, 19 Days)

Team  Time  Accruals Schedule  Benefits ~HR  Talent Leaming  Payroll

= EE | sacav

= EBC

4 Employee Information

Feedback Ao @

TERMINATE REHIRE m

»I\ 100120Rows  Saved: [System] v

T Cotumns (1) @IY(\) [ERGR

Workers Claims

HR Custom Fields

Awards

Benefit Plans

Education

Performance Reviews

All Goals

ACA Summary

Vehicles

Credentials

Checklists
Termination Details

n Checklists

OPEN ALL

Page of1

New Hire

Termination Details

Page of1

starts with - = - starts with - starts with - All v All - = v = v = 3
Terminate
D ﬁ .. 100 kwatts Kathy Watts Yes No East Pay Admin Active
BE & 12 iiones. Jennifer Jones. Yes No Active
O =R & 13 tturner Tina Tumer ves No Active
= EBC MY TEAM Feedback ge @
4 Employee Profile = UTILITIES DOWNLOAD PDF m
. D New Look
ennifer Jones oo
mployee ID: 112 | Hired Date: 16 Feb, 2003 (17 Years, 9 Months, 18 Days) | Job Title: Sales Executive ‘ Q ‘
Main HR  Payroll Schedule ¢ Edit Tabs

1-10f1 Rows All Categories v + Add
= T
New Hire open )

0 Rows

T

@  NonDatato Display

»
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Monitor Checklist Completion

6. An overview of completion is listed at the top of the - FBC o 0 0
page.

< Checklist
7. Click on each item in the navigation panel to review @ semtrions v &y | vt e

completion details reomplete (Souter )
. 0%
Started on 12/04/2020 :

s Upon Offer (2) 0% complete Send Offer Letter (@ Mark as Complete
| Send Offer Letter
Send NDA Waiting On Paul Peterson
One Week Before Start (3) 0% complete [=

Setup Workstation

Setup Email Account

Configure Phone Extension
- New Hire (6) 0% complete

Onboarding Training Videos
Reveiw Handbook

My Form 195

My Form Withholding

Direct Deposit

Benefit Enroliment

Onboarding a New Employee Kronos | Workforce Ready



Complete a Checklist

To complete a checklist, Qs = Bl

© Announcements (2)

Friday, Dec 4 My To Do Items (0) My Checklists ™
1. Locate the My Mailbox widget on the dashboard. 02:19 PM ® meoerorron
1of1 1 Rows
2. Click on My Checklists. o | aodon | cmgecon L

Bl Josh Bronson Active 10/01/2020 to 06/05/2079
Created Sep 29, 2020, 2:36 pm

3. Click on the Checklist you want to complete (if
there are more than one) then click GO TO
CHECKLIST.

4. Complete each item in the checklist by clicking — < T
CONTINUE or by clicking through the navigation '

Friday, Dec 4 My To Do Items (0) My Checklists

o3
panel. 02:19 PM  NewHire

@  WELCOME TO THE TEAM!

[Eastern] Q Josh Bronson (900) Active 04/01/2020 to 06/05/2079
H & i 2 @®  NEW GYM MEMBERSHIPS ARE NOW
ClockIn Clock Out Change Cost Incomplete (0 out of 6) AVAILABLE! SEE KATHY FOR MORE INFO.

o
0% Active 10/01/2020 to 06/05/2079
Started on Sep 29, 2020

Created Sep 29,2020, 2:36 pm

n GO TO CHECKLIST

= EBC MY HR o

€ New Hire

®

New Hire

Incomplete (0 out of 6 )
0% B CONTINUE
Started on 09/29/2020

()  There are checklist items assigned to other users.

New Hire (6) 0% complete Onboarding Training Videos (@ Mark as Complete
©Onboarding Training Videos
Go To External Page »

Reveiw Handbook

X

Due Date 06/10/1998 (Overdue) Waiting On Josh Bronson
My Form 19s

My Form Withholding

[

Direct Deposit

Benefit Enroliment

Onboarding a New Employee
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Assign Goals

To assign personal and professional goals,

1. Open the Main Menu, click Talent, Performance,
then click Performance Development.

To create a professional goal, click ASSIGN COM-
PANY GOAL.

a. The Assign Company Goal window will dis-

play. Enter the details for the professional
goal.

b. Click SAVE.

3. To create a personal goal, click ASSIGN PERSON-
AL GOAL.

a. The Assign Personal Goal window will dis-
play. Enter the details for the personal goal.

b. Click SAVE.

+#r Talent

Dashboard

Development

@ My Clock

Tuesday, Dec 1

03:19PM

[Eastem]

A My Mailbox
My ToDoltems (3) My Checklists

10f1 » 3Rows

Select all (0/0) Y@© -

Review Perfo...

Review Perfo.
Kelly Clarkson
@ Crsteabect, 20 2

@ Announcements (2)

3

(@  ALL PERFORMANCE REVIEWS ARE
DUE BY THE END OF THE WEEK!

Active 08/01/2014 t0 06/05/2079

@  NEW GYM MEMBERSHIPS ARE NOW

Active 10/01/2020 to 06/05/2079

& Performance Development

» 1-200f 42Rows

saved: [System] v

TALENT

ASSIGN COMPANY GOAL ASSIGN PERSONAL GOAL

AVAILABLE! SEE KATHY FOR MORE
INF
a a Qo

YO By -

W Assign Company Goal

The Start date and Due date may
of the company goal

Duplicate company goals cannot be assigned to the same Employee

be modified based on the Effective date

Employee *

[snge i =
Goal *

Start Date Due Date

| ol | gk
Percentage Complete % Status

= | [er 2
Criteria for Achievement

B I Ys L | == =E

Roboto Light  ~ 14px "

M EE € =99 0

& B o By AL

m Assign Personal Goal

Name *

Effective To Date

Effective From Date

Category

s | s
[ Active

Description

B I Y5 L. == =E

Roboto Light  + 14px ~

M EiE E=» |90

S L EHMo B A

<
I
<

Employee *

[ s 2l &

Start Date Due Date <
SAVE
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Create a Performance Review

+# Talent * Start
To create a performance review, B ‘ @90 @ @ ¢
1. Open the Main Menu, click Talent, Performance, E— . [y = [T
Tuesday, Dec 1 My To Do Items (1) My Checklists #

then click Performance Reviews.
2. Click ADD NEW.

3. The Add Performance Review window will open.
Choose an employee, then click ADD.

02'44 P M HOIEY: 1Hos @  ALL PERFORMANCE REVIEWS ARE

DUE BY THE END OF THE WEEK!
[Eastern]

Select all (0/0) YO = Active 08/01/2014 to 06/05/2079

= EBC TALENT p—
& Performance Reviews n m
4. Click on the four tabs to access and edit the perfor- 1 Psseapen i To Do emsreport o e e erfomarce s

mance information within that category: (o [ o e st~ Yo B -

e Info
Ola E & temylan anrstodia | it — S— mmamner | anma 006 0172272007 1011572010
° E n tr FirtFing Master
y (1723/2007) Add Performance Review X
Ol & E & Ashley Nelson: 07 04/07/2007 04/25/2011
FirstRing Leader
m m (4/8/2007) Please select employee to use.
o S u a ry I:l [} E" ‘,J Henry Larkin: w7 10/22/2010 11/03/2010
Ring Master Employee *
(10/23/2010)
. Olea B &  Joshsronson 5‘ o 1073172010 102772010
° erspectives. e
Ola E &  Joshsronson 8/2010 1212072010
. . . Ring Master
5. Click SAVE once you have completed entering in
Ole = r'y lnch D: Inch B Einalizad Bmittad DATAGIARTT ELILT 11 11 1 11

the performance review details.

EBC TALENT reetback A9 )
eu e N N -

@ oenmniter Anrfmn 0, o P 5“5“'
Instructions Entry  Summary  Perspectives

Description

Managing Performance Reviews Kronos | Workforce Ready



Issue a Performance Review

+#r Talent * Start

Dashboard

To issue a performance review, E—

Position M. Managing Managing Time Off R Compliance

Performance
1. Open the Main Menu and click Talent, Perfor- i Wy ok Py = CY—
Tuesday, Dec 1 MyToDoltems (1) My Checkiists %

mance, then click Performance Reviews. parormarce Revers

Reviews To Finalize

2. Locate the performance reviews by scrolling epes
through the list or using the filter and search op-
tions. = EBC TALENT F 20
A —— a [“iooew | oase | wn |

02'44 P M HOIEY: 1Hos @  ALL PERFORMANCE REVIEWS ARE

DUE BY THE END OF THE WEEK!
[Eastern]
select all (0/0) Y© - Active 08/01/2014 10 06/05/2079

3. Check the box next to one or more employee re-

views that you want to issue. o [ e v [T Jo o -
, s ||| e e )
4. Click INITIATE. - - - - e e -

5. A confirmation message will display asking if you n 5 R 2 e e e B
want to initiate the selected review(s) - click OK. olE q

/A Please open All To Do Items report to participate in the performance reviews.

(1985/06/13)

First Ring Master
(1723/2007)

2o

Initiate review?

6. You will see a success message at the top once S L i i ——
e =1

3

Ofea E &  HenyLarkn Henry 10/22/2010 11/03/2010
complete. Rig s
(10/23/2010)
Ofa E &  Josheronson Josh Bronson Finalized Submitted 11/05/2010 08/01/2010 10/31/2010 10/27/2010
First Ring Master
(9/9/1998)
|:| [} E‘ :; Josh Bronson: Josh Bronson Finalized Submitted 12/09/2010 11/01/2010 12/08/2010 12/20/2010
Ring Master
(12/9/2010)
Ola E &  Joshsronson Josh Bronson Finalized Submitted 03/09/2011 12/09/2010 03/08/2011 12/30/2010
Ring Master
(/9/2017)
Ola E &  Joshsronson Josh Bronson Finalized Submitted 06/09/2011 03/09/2011 06/08/2011 o1/21/2011
Ring Master
(6/9/2017)
Ofle E &  AshieyNeson Ashley Nelson Finalized Submitted 07/08/2011 04/08/2007 07/07/2011 09/30/2011
Ring Leader
(7/8/2011)

= EBC TALENT Feedback ;o@

4 Performance Reviews m

n @ 1 performance reviews initiated. X

Page II| of 1 » 1-18ci18Rows Saved: [System] v YO B~ e

OO sl eas s es ol et oo o eer o mepr o) Bet o [l
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Finalize a Performance Review

# Talent
@® My Clock - & MyMailbox = | @ Announcements (2)

Wednesday, Dec 2 My To Do ltems (4) My Checklists ™

1 1 O 5 AM Tofl 1 arous (@  ALL PERFORMANCE REVIEWS ARE

DUE BY THE END OF THE WEEK!
[Eastemn]
Select all (0/0) Y © = Active 08/01/2014 to 06/05/2079

To finalize a performance review,

1. Open the Main Menu, click Talent, Performance,
then Reviews to Finalize.

Review Perfo... ® NEW GYM MEMBERSHIPS ARE NOW
@ Asioytoson s, AVAILABLE! SEE KATHY FORMORE

Created Dec2,20...
Active 10/01/2020 to 06/05/2079

2. If there are any reviews to finalize, they will be
listed on this page. Click on the View Reviews to
Finalize icon.

a Review Perfo...

EBC TALENT Feedback go @

3. Check the box next to each employee review that
you want to finalize.

Page El of 1 1-1of1Rows Saved: [System] v M Coumns(1) ® V(1) B ~v ===

4. Check a button to finalize as needed. :

= EBC Feedback ;° @
< Performance Mass Finalize n MASS SIGN AS FINALIZER MASS FINALIZE MASS REJECT

Page E of1 » 1-1of1Rows Saved: [System] v YO B~ e

Usemame v | 4 ReviewName ~ | scheduleapate ~ FinalRating v | PreviousBaseComp v | NewBaseComp w | PreviousJob v | NewJob ~

v | | startswitn vl|- vl|- |- |- M vl - - 1)

n G &  joonson Josh Bronson: Annual Review  12/31/2020 $132000 - Associate

Managing Performance Reviews Kronos | Workforce Ready
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Create a Schedule

Managing Schedules

* Start

To create a schedule,

3 (oD
g 2 =] @
& =
BeneftAd.  PosionM..  Managing ™

HR Admini anaging Time Off R Compliance  ACA Mana. Leave of A. Safety

1. Open the Main Menu, click Managing Schedules,
then click Schedules. ® My - | & rwawos = | @ smoncenens @

2. Click ADD NEW.
3. In the Add New Schedule window, = EBC SCHEDULE et 49 @
a. Choose a Base Settings option, o e nm

Page of1 » ORows Saved: [System]w 5] Schedule Dates: This Month Y (1) v
b. Select a Start Dat O R T N T
" e eC a a r a e’ starts with v = - = - starts with v = - = - = v 3

c. Click SAVE, =

@  NoDatato Display

= EBC SCHEDULE reeack 49 @
< schecules =2
< Page El of 1 » ORows Saved: [System] v [ Schedule Dates: ThisMonth = Y (1) B v ===

Name ~ StartDate v | 4 EndDate ~ roval State ScheduleStatus v | Created v | CreatedLocalTimeZone ~

[ startswitn w ] [ = ¥[- v | [ startswin v|[=

@  No Data to Display ‘

n Add New Schedule X

Base Settings *

‘ Weekly Planner -
Start Date *
12/02/2020 =
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Create a Schedule

Select Schedule options.

Click RECALCULATE COVERAGE to review coverage based on you schedule options.
Click GENERATE SHIFTS FOR OPEN COVERAGE to view open shifts.

Click ASSIGN SHIFTS to allow the system to assign employees to open shifts.

N o g bk

EBC

€ Schedule

n e
artt | 22407,
Daystarts | At Midnight
i

T1/3072020 (MON) 12012020 (10E) 1270212020 (weeD) 1210372028 (TH) 12/0472020 (FRY) 127052020 (SAT) 1270072020 (SUM)

‘Shift Display Options

Basic Scheduling Kronos | Workforce Ready



Post a Schedule

To post a schedule,
1. Click POST.

2. On the Post Schedule window, click YES to con-
firm.

3. A success message will appear at the top of the
page.

Scheduling

€ Schedule

Schedule

DayStaris | At idhight

o o @] o B
:

Timezone | Eastem e

MenagerGrouw | Employees (1)

‘Employee 6roup | Group: All Compeny Employees (20)

i :
e

reeatnce A9

RECALCULATE COVERAGE IMPORT WORKLOAD TEMPLATE ADDREQUREMENT (GENERATE SHIFTS FOR OPEN COVERAGE IMPORT VOLUME

- Workload Coverage

RowsonPage | 50 | 7 Rows

Tree Name.

bl
Cost Full Name

o |

Post Schedule

You are bout 1o post Vieekly lamner (11/30/2020 - 12/06/2020)" DO you wart to continue?

oepariments aakery
Departments. ‘customer senvice n
Departments. Deli
Departments. Management
Departments. ‘oncall
Departments. Produce
Departments. ‘Warehouse
[sowem O ]
tu} screpue
C ]
‘Shift Display Options s
any
time)
‘Employee View Label Fomat o
= EBC oo 49 )
@ success(1) Hide All

© scheduleis posted.
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Maintain a Schedule

To maintain a schedule, S — )

M‘ MyDashboard ~ Team  Time  Accruals  Leave  Schedule  Benefils Talent  More(4) v ‘ 1%

1. Open the Main Menu, click Managing Time, then
click Weekly Schedule. * san

Weekly Schedule .
2. Click the three dots next to access edit options. | e

3. Click Create New Daily Schedules then,

= EBC SCHEDULE Feedback

< Weekly Schedule

4. Click Edit Daily Schedules then, sl 3 N

4+ Employeeld w |  FirstName v LastName v | it Y Employee Status w Schedule MonDec7 v ‘Schedule T Schedules

a. Enter the daily schedule rule details

. T satswitn v | [ staswin v | [ statswitn v | [ - “[- “ - - Edit Daily Schedules
a. Edit the existing schedule rules. =
< Edit Schedule Daily Rules o
= EBC COMPANY SETTINGS Feetack 4° @
Schedule Daily Rule ” € Company Daily Work Schedules
Name* RowsOnPage 10 v 4 Rows 'O Refresh Data <% Full Screen | Default] v '):i Settings v =Z Select Columns &) Export

Description
Active
Schedule Type (%) Fixed Vi Oy eaMm-1PM 1
Start Time* Previous Day [ Va Dy sam-4pm 1
End Time* 0 Dy oAM-5PM 1
LUNCH SETTINGS Va DN salaried 8 Hour 1

Havelunch  ~

SETTINGS
Departments B x

Jobs (HR) B x

DEFAULT EXCEPTIONS
Tardy v
LeftEarly

Absent | v
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View and Manage Exceptions

To view and manage exceptions,

1. Open the Main Menu, click Managing Time, then

Managing Time

Timesheets

Overtime Requests:

Exceptions

+ Start
<3 PN
@ .
HRAMINL.  Benefit Ad. PosiionM..  Managing Managing TimeOffR.  Compliance ~ ACAMana.  LeaveofA safety
@ My Clock A My Mailbox © Announcements (2)

Wednesday, Dec 2

MyToDoltems (4) My Checklists P

click Exceptions.

bk il 1 2 i 1 1 P M AT Do e @ AL PERFORMANCE REVIEWS ARE
DUE BY THE END OF THE EK!

Detailed Hours [Eastern]
Select all (0/0) Y (© - Active 08/01/2014 to 06/05/2079

2. Use the filter option to determine the date range
and employee type for the exceptions you want to
view.

Review Perfo @  NEW GYM MEMBERSHIPS ARE NOW
A a AVAILABLE! SEE KATHY FOR MORE
Ashley Nelsor S Nl

= EBC TIME Feed|
3. Check the box next to one or more exceptions that  Exceptons [ venizoon | ven sz |

you want to review. pige [1] o0 » 1 torsensm smet oy« 2 Y T .

+ Employee ld First Name ~ Weekaay

4. Click VIEW TIMESHEETS. G R ] G DRt S

Make edits to the time as needed. Ble & - S —
7 E 12 Jennifer Jones 01/02/2020 Thursday Left Early Left Early
6. Click SAVE, SUBMIT, or APPROVE.

O B 12 Jennifer Jones 01/03/2020 Friday Tardy Tardy

Scheduling

= EBC Feedback go @]
« Timesheet Edit n E3 e
oJenm'er.lunes & 4 December 23,2019 - January 05,2020 b Open uf’
TimeEntry ~ ExtraPay  CalcDetail  Summary By Day
I N L T S I N N
p/  MON Dec 23 577 577 =] +
‘ 08:49 am ‘ ‘ 12:58 pm ‘ ‘ 415 ‘ 415 ‘ MONDec23 v ‘ ‘ - ‘ | CustomerSer v ‘ o
‘ 0215 pm ‘ ‘ 03:52 pm ‘ ‘ 162 ‘ 162 ‘ MONDec23 v ‘ ‘ - ‘ | CustomerSer v ‘ oW
v TUEDec24 7.45 745 =] +
‘ 0917 am ‘ ‘ 04:44 pm ‘ ‘ 7.45 ‘ 7.45 ‘ TUE Dec 24 - ‘ ‘ - ‘ | Customerser v ‘ o
“/ WED Dec 25 6.15 6.15 =] +
‘ 08:42 am ‘ ‘ 1217 pm ‘ ‘ 3.58 ‘ 3.58 ‘ WED Dec 25 v ‘ ‘ - ‘ | Customer Ser v ‘ m
‘ 0108 pm ‘ ‘ 03:42 pm ‘ ‘ 257 ‘ 257 ‘ WED Dec 25 - ‘ ‘ - ‘ | Customer Ser - ‘ W
“ THUDec 26 6.85 6.85 =] +
‘ 08:40 am ‘ ‘ 01:39 pm ‘ ‘ 498 ‘ 4.98 ‘ THU Dec 26 v ‘ ‘ - ‘ | Customer Ser v ‘ m
‘ 03:03 pm ‘ ‘ 04:55 pm ‘ ‘ 187 ‘ 187 ‘ THU Dec 26 v ‘ ‘ - ‘ | Customer Ser - ‘ W
“ FRIDec27 8.67 8.67 =] +
—-‘ 09:13 am ‘ ‘ 05:53 pm ‘ ‘ 8.67 ‘ 8.67 ‘ FRI Dec 27 - ‘ ‘ - ‘ | Customer Ser - ‘ jmj

Kronos | Workforce Ready




Manage Time Off Requests

To view and respond to time off requests,

Todaya Tasks D

Paul Peterson

1. From the Dashboard, click on the notification icon. PP Foer s e

EmployeeID: 600 |  Hire Date: 06/03/2005 (15 Years, 5 Months, 29 Days)

2. Click on the time off notification to review the re-  DpeiEy
quest.

3. Click REJECT or APPROVE.

| MyDashboard ~ Team  Time  Accruals  Leave  Schedule  Benefits i Payroll  Recruitment  Succession \#

= EBC Feedback ;@ @

My To Do tems @@ My Checklists

< My To Do Items

Select all (0/0) Y0

Approve/Reject Time Off Request
JB Vaction

Josh Bronson
Created Dec 2,2020, 1231 pm

Approve/Reject Time Off Request
Vacation

© Josh Bronson 00y &

Approve/Reject Time Off Request
Vacation & View Time Off Counts  [¥] Modify [EZ} Open Timesheet A& View Scheduled People 24 View Workflow

Created Dec 1,2020, 3:06 pm

Review Performance Review
Jenniter Anniston
Created Dec 1,2020,301 pm

Created Dec 2,2020,12:28 pm
Manager 1 Paul Peterson  Departments Bakery
Review Performance Review Jobs (HR) Associate
Ashley Nelson
Created Dec2,2020,1231pm  Time Off Vacation
Review Performance Review
@ KetyCatson
Date Dec 14,2020  Total Hours 8.00

REJECT APPROVE

Scheduling Kronos | Workforce Ready







Manually Enter Time

Managing Time v € Dashboards

Timesheet Approval
Home ‘ MyDashboard ~ Team  Time  Accruals Benefits HR  More(5) + ‘ Ee

To manually enter time for an employee,

1. Open the Main Menu, click Managing Time, then
click Timesheet Approval.

% Start

EE | iAddv e
2. Use the filter option to select the date range of = EBC

. IME é@ @
timesheets you need to see. S

e Curentven T TreTel Detes:ThisMorth - Y(1) Bv e

3. Use the sort options to locate the employee’s time- e [ 1 ] oo v 1w
sheet.

v || statswith v | | startswith v | | startswith « | | = - - v |- v = )

4. Click the edit timesheet icon to view and edit. nr I = N —
. . . |72 E E F‘_‘ Approve 100 Kathy Watts - 12/07/2020 12/20/2020

5. Find the day that you need to edit and click the ar- Olp & B & woc W
O B B B Approve 12 Jennifer J 8.00 1 12/21/2020 01/03/2021

row icon to expand.

. . . . . . = Feedback ] [©)

6. Edit the existing times by typing into the cell. = EBC ¢
. . . « Timesheet Edit @ 0 m
7' C“Ck the delete ICon to remove a tlme entry Com- oJenm'er.lunes & « November 23,2020 - December 06,2020 » Open '

pletely_ TimeEntry  ExtraPay  CalcDetail ~ Summary By Day
8. Click the plus sign to add a new time entry on a > Mot a3 Cp—

. > TUENov24 =
specific day. n> u

9. Press SAVE when you have completed your edits/ \ ] | ] [om | oo (oo~ ] [woiow = | [owoness ~ |

U u

v FRINov27 8,00 800 =
‘ am ‘ ‘ am ‘ ‘ 8.00 | 8.00 ‘ FRINOVZ?  ~ ‘ ‘ Vacation - ‘ ‘ CustomerSer v |

$ SATNov2s

» SUNNov29

» MON Nov 30

> TUEDec1 =
$ WEDDec2 =)

| v THUDec3

D D gj
+ + + B + + + + + + B + Eb

‘ am ‘ ‘ am ‘ ‘ 0.00 THUDec3 v ‘ ‘ - ‘ ‘ CustomerSer |

» FRiDec4 =
» SATDec5 =]
> SUNDec6
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Review and Approve Time

Managing Time € Dashboards

To review and approve time, Ml B oot v e o o siie et e | g

Timesheet Change Requests

= = e
Overtime Request Approval i= Em | +Add

1. Open the Main Menu, click Managing Time, then — oy
click Timesheet Approval.

Time Entries Audit Trail

2. Check the box next to one or more employee time-
sheets to view or respond. = EBC e o 2o

3. Click VIEW to review the timesheet.  AllTimesheets

Page II| 06 » 1-100fG0RoNs  Currentview v
4. Click APPROVE or REJECT, then confirm the re- ;
sponse.

Raw Hours ~ #Records ~ Timesheet St 1 ~ TimesheetEnd +

starts with

Kathy. Watts 800 1 11/23/320 12/06/2020
100 Kathy. Watts - - 1zo7fo2 12/20/2020

Watts 12/012020 01/03/2021

Approve

Approve Jennifer Jones 12§01/2020 01/03/2021

B B Awoe 112 Jennier Jones - fforpoo 12/20/2020

= EBC pe— = EBC TIME recdback 45
& Timesheet Edit ® 0 m m < All Timesheets VIEW APPROVE ReJECT  [EEH
10f3 » @ Kathy Watts & November 23, 2020 - December 06, 2020 Open o < Page El of6 » 1-100f60Rows  Currentview v [E) Timesheet Dates: This Month Y (1) -
TimeEntry  CalcDetal  Summary By Day ] Permission v | 4 Empioyeeld v | FistName v | lastName v | RawHours v |  #Reco v |  TimesheetStart v |  TimesheetEnd
Calc Total Holiday v ‘ ‘ starts with - ‘ | starts with v ‘ ‘ starts with v
(counin \ I I I

MON Nov 23 - - PR B B Awoe 11/23/2020 12/06/2020
TUE Nov 24 P B B E  Awoe 12/07/2020 12/20/2020
WED Nov 25 P B B E  Awoe . 12/21/2020 01/03/2021

O Approve Timesheet(s)?

E B B Approve 1 12/21/2020 01/03/2021
THUNov 26 800 800 P RRE Vou are about to approve timesheet(s). Once timesheet(s) are
FRINov 27 Op B E Approve 12 approved, any further modification would not be allowed. = 12/07/2020 12/20/2020
B E  Awoe 12 Comment 2 11232020 12/06/2020

SAT Nov 28 up B B R

Ol B E  Avpove 13 | 1 11/23/2020 12/06/2020
SUN Nov 29

Ol B E  Avoove 13 - 12/07/2020 12/20/2020
MON Nov 30 Olp B B Awoe 13 - 12212020 01/03/2021
TUE Dec O B E Ao 14 - 121072020 12/20/2020
WED Dec 2 - - PageTotal

5

FRI Dec 4 - -
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Process Timesheets

To process timesheets,

1. Open the Main Menu, click Payroll, then Process
Timesheets.

2. Select the Pay Period you need to process.

3. Click the Pay Period Functions icon to review the
Time Prep page for he select pay week.

4. Click MASS PROCESS SELECTED PERIODS to
process the timesheets listed for that pay period.

Payroll

¢ Payroll Managing Time

Dashboard

Managing Employees Reporting

@ My Clock
Thursday, Dec 3

10:47 AM

A My Mailbox
MyToDoltems (25) My Checklists

10f5 » 25Rows

Pay Periods
[Eastern]
Pay Periods By Employee Select all (0/0) Y (©
¥ 2
Change Cost
Pay Prep Records Clock In ac"e%e‘e,“ g  Anprove/Reject Time Off Requ..
= EBC PAYROLL —

< Process Timesheets

RowsOnPage 10 v~ 2Rows ) RefreshData %3 Full Screen [Default] v 3 settings v Y Filter ~ == Select Columns 4 Export
n PayPeriod Dates:  PayPeriod ~ | Cumrent ~  Profile:  Bi-Weekly ~ B« (1232020 - 1200672020)
# Employees Pay Period Profile Stant Date End Date Pay Date Locked Is Current LastRan
N v - v - ~ = v - v open - No v - v
0
& ¢ La0 Bi-Weekly 10/26/2020 11/08/2020 11372020 0pen No
& ¢ L0 Bi-Weekly 11/09/2020 17222020 11427/2020 Open No

VIEW GRAPH MASS PROCESS SELECTED PAY PERIODS CREATE PAYROLL INTERFACE FILE DELETE SELECTED PAY PERIODS

= EBC

< Time Prep

Time Prep: Bi-Weekly Pay Period (10/26/2020 - 11/08/2020)

[ Pending Time Off Requests

There are NO pending time off request(s).

Review Timesheet Status

20 timesheet(s) ready for payroll.

Reapply Pay Calculations

Reapply Pay Calculations (Report)

Process Records

@) 20 employees need 1o be processed

Review Results

There are 0 errors, please review final resuits.

Lock Pay Period

Pay period is UNLOCKED. Please lock o prevent further modification.

Go To Payroll Prep (Regular 11/13/2020)

Feedback

EMPLOYEES ADD NOTE REFRESH

&E @)

Not Completed %

Not o
Not Co mpleted o
Not Completed %

Not Completed  #¢
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Process Payroll

To process payroll,

1. Open the Main Menu, click Payroll, then Process
Payroll.

2. Use the filter option to select the date range of
timesheets you need to see.

3. Use the action icons to access any of the following:
o Payroll Prep Process
o View/Edit Payroll
o View/Edit Employee Statements
« View/Edit Batches
« Payroll Quick Links
4. Click ADD NEW to start a new payroll.

5. Check the boxes to select the payroll weeks you
want to process.

6. Click the three dots at the top of the page to open
processing options.

&8 Payroll

Managing Time

Managing Employees

Reporting

@ My Clock

Thursday, Dec 3

10:59 AM

A My Mailbox

My To Do ltems (25) My Checklists

10f5 » 25Rows

[Eastern]
Select all (0/0) Y@ -
¥; @ -
Change Cost
Clock In Clock Out pirin P N Approve/Reject Time Off Requ
= EBC 9 -
= PAYROLL A | NG)
Page - 3 i-4of4aRows  Saved: [System] v [E Pay Date: LastAnd CurentMonths Y (1) [B) v ==s
starts with v || = v || = v || an v||= vl||= w | | starts with - )
Ol& £ B ™ &  Regular12/24/2020 1 Reguiar ¥ 12/24/2020 open
Ol& © B ™ &  Regulri2/11/2020 1 Regular v 12/11/2020 Open
O & © B B &  Regular1/27/2020 1 Reguar Y 11727/2020 open Initalized ®
Ol © B ® & Regular 11/13/2020 1 Requiar Y 11/13/2020 Closed Closed
Report Total
4
= EBC PAYROLL Feedback u
oy I I T -
Mass Edit
Page lIl of 1 1-4of4Rows  Saved: [System]w [ Pay Date: Last
Delete
. e R
tarts with v - v || an v|| = - | PROCESSMULTILE PAYROLLS
1 nitiate
- Syne Time
& 5
& QB ®m & Regular 12/24/2020 1 Regular v 12/24/2020 Open | Recalculate Pay
$ & B B &  Regular12/11/2020 1 Reguar Y 12/11/2020 open | Statements
O ¢ & B B &  Reguar11/27/2020 1 Reguar v 1172772020 Open Close
O & © B & & Regular 11/13/2020 1 Regular Y 11/13/2020 Closed Re-Open
Report Total Submit
4
Finalize
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Review Reports

Reporting

Detailed Hours

To review reports, * Stan

Detailed Hours

iew
Late/Early/Absent Report (7 ~ Y
=H %) H

Detailed Points Report

1. Open the Main Menu, click Reporting. This section
has several defined reports you may choose from.

Managing Time Managing Employees Reporting

2. Select the report you want to run.

3. Click the filter option to choose a date range for the
selected report. = EBC TIME u

< Detailed Hours

4- CIiCk the three dOtS at the top to open more op- Page lIl of70% » 1-100f7090Rows Saved: [System] v 3 [ Timesheet Dates: This Year Y (1) [3) + H

tions. From here, you can:
starts with - starts with - starts with - = - = - = - = - = - = - Reset
e Print
Save View As.
B E nz Jennifer Jones 12/25/2020 80
— y 125/ Manage Views.
E 5 800 Kelly Clarkson Mountain 12/25/2020 80
o Export L
|74 ﬂ 122 Ashley Nelson East Employee 12/25/2020 80 Sort/Multi-Column
Sort...
|74 ﬂ 4 Ann Hathaway 12/25/2020 - - 8.0
- o 12772020 . . Add/Remove
° Save 5B 4 Amn Hathaway 11/27/2020 8.0 Columns
|74 ﬂ 122 Ashley Nelson East Employee 11/27/2020 8.0
|74 ﬂ 800 Kelly Clarkson Mountain 11/27/2020 8.0 Export.
5 B 1z Jennifer Jones 11/27/2020 80 Export Settings.
=4 ﬂ 121 Peter Jones Mountain 11/26/2020 8.0 Print
[:7 ﬂ 190 Jennifer Johnson 11/26/2020 8.0
Page Total
800
Report Total
326347
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Review Reports

Most of the categories in the Main Menu also includes a reporting option to generate and export reports specific to that category. Here
is a overview of the reports within each category:

* &

* 2 8 Payroll
* &

Dashboard
® Benefits

® Schedule
Time
e Dashboard
& My Team

Process Payroll
® s 2 s
Dashboard @ Benefit &2 Accrual
Benefit Plans

Process Timesheets

Dashboard

Pay Period
Timesheets @ Schedule

2, Leave
Dependents
Dashboard
Time Off Dashboard +# Talent ® Schedule
Enrollment Requests

Team Members

Pay Periods By Employee
Employee Information HR Actions Pay Prep Records
Overtime Advanced Scheduling = Learning ® Benefits
Employee Assignments _ j Checidis Enn e parll
ints s ™ Maintenance
Basic Scheduling aepore ~ EEEEER 4 HR Maintenance
Reports R— . —_— Forms
eports ream Schedule View Forms
ACA Audit Trail Dashboard ¥ Talent
Employees Missing HR Maintena
Adjustment Pay Reports Advanc g
Primary Position d J P Salan Budget I Advanced Payroll
Audit Trail staffing
Exr:s‘phs:vnﬁ for Repo Benefit Census Report ‘Worksheet
osition
Calculated Time Attendance

Employes Maintenance
Employee Perspective Reports
Reports
Benefit New Hire Status
Position Headcount Detail

Performance Pay History
Extra Pay Workload Manager

Calendar
Payroll Fundin
Benefit Open Enroll s To Finalize Reports i g
Position Headcount overime e o Employee Maintenance
s Reports Performance Reviews Post Payroll Reporting
. Report
Benefit Reconcile Report HR Maintenance P
Manager Budget Payrol Register
e ) Peer Feedback Report
Time Allocation ¥TD Amounts Paid T

Position History (R

Labor Distribution
Benefit Questionnaire
ancuo =

ellaneous

Reporting
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