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GETTING STARTED




GETTING STARTED — SIGNING IN

* Now that you have successfully swiped KRONOS®

let’s log on to Kronos.
8 Workforce Central verson14

e O pe n a we b b rowser an d enter: CONNECTICUT DEPARTMENT OF ADMINISTRATIVE

SERVICES

User Name

* https://ctgov.kronos.net/wfc/logon TEST Enironment (A0

Password

* Enter your user name and password I

Notes:
* If you're viewing this before the system has gone live only view the training in its entirety, after the system has gone live you

will be able to sign in and view all the functionality firsthand.
* Single sign on is enabled when you on the State network using a state device and the log in is associated with your Windows

account, and will utilize your State of Connecticut email and password to automatically log you into Kronos.
* This slide shows the procedure to sign in on approved when you are outside the State of Connecticut network. Please check

with DCF leadership to ensure when it is appropriate to log in from a personal device.



https://ctgov.kronos.net/wfc/htmlnavigator/logon

GETTING STARTED — UNDERSTANDING THE
KRONOS NAVIGATOR

KRONOS |. Employee timecard:
| A My Information Ca.n a.dd your Own
imecar Manage My Department - .
— tsces punches, add specific
Loaded: 11:56 PM  Current Pay Period - || =
o L. pay codes, and also
@ P approve your timecard
Date Schedule Pay Code Amount In Transfer Out In Transfer Out Shift Daily Period
: i;:tl-lff;. 8:004M-4:00... 2 Clicking the ¢ + ¢ sign
86| sunos will bring you a list of
+ I Man 1/06 8:004M-4:00... .
® (5] e | sowenn the different modules
+ Wed 1/08 8:004M-4:00...
+ Thu 1/09 8:004M-4:00... you can access’ as a
+ Fri 1/10 8:004M-4:00... timekeeper you Can
+ Sat1/11
+ Sun 1/12 manage your

department and
export time reports




GETTING STARTED — UNDERSTANDING THE
KRONOS NAVIGATOR

KRONOS |

Can use the drop

® My Information
[ MyTimet:ald IManage My Department w " down and the
eraces Loaded: 11:56 PM  Current Pay Period - |5 calendar Icon to
o v @ 6 o chapge the time
v e ST period view
Date Schedule Pay Code Amount In Transfer Out In Transfer Out Shift Daily Period
+ i Fri 1/03 8:00AM-4:00_.
@ )| sorme 2. The buttons allow
+ Sun 1/05
+ i Man 1/06 B:00AM-4:00.. yo u to refre s h ’
+ Tue'l.-‘-l?l? B:00AM-4:00.. Save’ and Print out
+ Wed 1/08 B:00AM-4:00..
+ Thu 1/09 B:00AM-4:00_. yo u r ti m eca rd
+ Fri1/10 B:00AM-4:00_. . .
S information
+ Sun1/12




GETTING STARTED — UNDERSTANDING THE
KRONOS NAVIGATOR

Transfer
Timekeeper Persona
- - Job
SIg-I Out Labor Account
e

Add Labor Account Clear All

|. User information and log off

e ® S
2. Last timestamp and transfer allows you to e e @ -
execute a transfer and record a punch @ S
e,

Transfer: -

3. Related Items menu: Through related items you
can access all the different widgets that

[[] cancel Deductions My Leave Requests

. Record Timestamp My Attendance

interface has to offer; as you cycle through my

information, manage my department, etc the i

related items menu will update M epers
My Audits

4. Search: Can provide help with any look up
you’re having trouble with




GETTING STARTED —VIEWING YOUR
INFORMATION

Through the related items menu on @
the right side of the screen you can My Timestamp
access all your information My Timesard
My Calendar
My Leave Requests
My Attendance
My Inboce
My Reports

Ky Audits




My Calendar

GETTING STARTED —VIEWING YOUR
INFORMATION

My Calendar

Through the My Calendar widget you  « = wwevsnam

can view your calendar and see your M © W

daily schedule as well as make

Sun 1/05 Man 1/06 Tue 1/()

requests for time off

B:00AM 8-:00AM-4:00PM 8:00AM-4:00PM

[8.00 h] [8.00h]

3:00AM Reqular Regular

10:004M
11:004M
12:00PM

1:00PM B

2.00PM

3:00PM




My Calendar

GETTING STARTED —VIEWING YOUR
INFORMATION

Through the Request Time Off Request Time Off

button in the My Calendar widget Type: | Time Off Request -

you can fill in start date, end date, pay Start date End date Pay code Time Unit Starttime  Daily Amount
COde and time unit + 1/07/2020 1/07/2020 Vacation Full day

Accruals on: | 1/07/2020

You can also view your accrual bucket

balances at the bottom of the screen Accrual Balance _
o o Bone Marrow Donor 56.0 Hour
in order to choose which pay code to _
Comp Time 0.0 Hour
use for your request, click Submit at Comp Time Holiday 0.0 Hour .

the bottom when completed.




GETTING STARTED —VIEWING YOUR o
INFORMATION

ACTIONS @ (2 Create Delegation - Internet Explo... — O %
Through the My Attendance WIdget you et Refreshed 125 P @ https://ctgov-tst kronos.net/wfc/KDWEFormServletZinitFor il
can see the actions available you "Refresh | S — |
Categories |

|. The only available action for

Actions ]
tlmekeeper |S Manager Delegat|on =+ Manager Delegation N:w peleqat
e Manager

* Start Date:
2. After having clicked manager S =
d I t. h th * Role: |CT Payroll Manager v|
e ega Ion’ you C OOSG e ZSave&Close )| Cancel

delegate, the timeframe, and the

role you would like to delegate and
then Save & Close




GETTING STARTED —VIEWING YOUR

INFORMATION

My Inbox

* Through the My Inbox widget you
can see all your tasks and messages

* Tasks are things you need to do or
have started but not completed, in
this case a manager delegation form |
began on the previous slide and did
not complete

* Messages can be notifications from
supervisors or updates about
timecards/requests

INBOX

Last Refreshed: 1:35 PM

TASKS MESSAGES

Status As of Date: [12/08/2019

| ] categories | Al

From

Persona, Timekeeper

Manager Delegation, Request Form

Subject




My Reports

GETTING STARTED —VIEWING YOUR
INFORMATION

My Reporis ~

@ REPORTS Name: Persona  Timekeeper
|.  In the My Reports widget —
Schedule and Time Detail can be

viewed by selecting the report _
and the Time Period and click | 777
View Report

2. To view My Accrual Balances and REPORTS e Person Troreoner
Projections select the report and (2) ——
fill in the As Of date then click ~ svanssireromss B — T —
View Report T Gt o

My Accrual Balances and Projections




My Audits

GETTING STARTED —VIEWING YOUR
INFORMATION

- My Audits

Through the My Audits widget you
o o o Category: Type of Edit:
can view different actions such as My Audits | Punch (Add/Edit/Delete) |
. o . My Audits
punching in as shown on the right, or My Comments
. . My Owvertime Requests
all the categories listed on the drop My Signoff and Approval
My Moved Amounts | —— Type Secna
down My After Sign-Off Audits ~ 52PM Add Punch

My Corrections
My Activity Event Audits




FINDING YOUR TEAM
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FINDING YOUR TEAM — SEARCHING FOR AN
EMPLOYEE

|.  Under the Manage My Department interface | # My iformation =eEeE==nn

use the default QuickFind Genie and search for Genles o
your employee.Type in the name of your QuickFind = | ¥ 2 @ Loaded 3:04PM | Current Schedule Period | v | |55
employee or begin the search with “*’ to search fiii+ @, @ B A
employees with their named ending in the Lo Timekeeping  Seneaule Share GoTo

following letters, end your search with ' to
MName 1D

find employees whose names start with the

entered letters. Searching “** will return every

employee

2. This area allows you to change the desired
timeframe, or share the employee information
by exporting it to excel or csv. Go To allows

you to select an employee and transition to the

different Management widgets that will covered




FINDING YOUR TEAM —WORKING WITH

HYPERFINDS

Under the certain widgets or genies you’ll see
the second drop down next to the timeframe
selection. Using this drop down you can select
standard hyperfinds that will help you simplify

your search.

Previous Pay Period

All Home
Hyperfinds (1)
All Home

Refresh

Share




SCHEDULING —FINDING YOUR TEAM HYPERFIND

Under the locations drop down will be a list of
hyperfinds, select the New button to create a
new Hyperfind.

Select whether you want the Hyperfind to be
public or private or ad hoc which is one that is
available to everyone that can only be edited

Choose by what criteria you want to narrow
down your employees whether it be
timekeeper, attendance, etc and open their
dropdown.

Choose whether you want your Hyperfind to
include or exclude employess then fill in the
dates and the specifics of what you want to

search with, tap Save As to complete the hyper

find creation.

0

Willow
* Locations (3)
~ Hyperfinds (13)
Ad Hoc
All Home
All Home and Scheduled Job Tran_.
All Home and Scheduled Job Tran._.
All Home and Transferred-in
All Home and Transferred-in*
LV-Closed Cases

LV-Continuous Cases

Mew...

Edit Ad Hoc...

@)

HYPERFIND QUERIES
Visibility  Public

Filter

AR

Public
el
Personal

Ad Hoc
General Information

Name or ID
Primary Job
Expired Primary Job
Primary Account
Additional Information
Person’s Dates
Timekeeper
Time Management
Biometrics
Scheduling
Workforce Scheduler
Activity
Attendance
Accruals
Leave
User Information
Role - Timekeeper
Process Manager
TeleTime IP

- Query Name Description
mble Query View SOL Test
NAME OR ID
@ Include () Exclude people who meet this condition

©

Searchby 8y Last Name -

= Choose Specific People
Search for

Search

» Use Single Wildcard

Selected Conditions

No conditions

©

Selected ltems

Cancel

Last Refreshed: 3:19pm

Refeesh :

X




FINDING YOUR TEAM
— EXERCISE |

PLEASE REFER TO THE
TIMEKEEPER EXERCISE
GUIDE IN ORDER TO
PRACTICE THE PREVIOUS
CONCEPT



FINDING YOUR TEAM —WORKING WITH GENIES

l. Under Genies you will see the drop down for
all the available searches you can use

2. The two most useful will be Skills and Certs
and DCF Summary

3. Skills and Certs will give you a summary of
every skill and certification based on the
selection of people you have chosen

4. DCF Summary gives you a summary for each
employee including their labor account,

location, and seniority date for shift

Tﬂ‘ My Information T Manage My Depart

Genies

DCF Summary =
Skills and Certs -
DCF Summary
Approvals Summary
Count All WTK Exceptions
QuickFind
Approve Timecards

Schedule Group Roll-up w

Genies

DCF Summary «
i+ o v
Column Timekeeping  Approval

Selection

Name Primary La... Primary Location Descr._.
Account

Primary Location Name._..

Genies

Skills and Certs =

i+
Column
Selection

Person Name Skill

%,

Schedule Abasnce

Seniority Date
For Shift

Current Pay Period - | | 222 Maone
20
% v e <
Timekeeping  Approvel Schedule Arasnoe Refrean
Skill Abbreviation Certification _. Certification Abbrev_  Certification Expirat__
Job Job Primary Job Mam.. « Primary Job . Organizational G.

Description - Job O_.

Description - Full




TIMECARDS




TIMECARDS — EDITING PUNCHES

Using the QuickFind Genie under Manage My
Department search for the employee you want
to see, then double click their name to open

their timecard

Once in the timecard you can adjust the view
change the timeframe and begin editing

& My Information T Manage My Department o1} )(I Schedules ] Timecards I + -

Genies
QuickFind = | | *lopez, steven| Q
Ex dilx- YV | Oa- .
Select All Column Fifter Timekeeping  Scheule

Rows Selection

Name

Lepez, Steven

0

200037 samples-i-i-f-i-f-

Timecards

Lopez, Steven - 1af1 200037

@™ -

View

Date Schedule
Fri1/03
Sat 1/04
Sun 1/05

Mon 1/06

GRS

Tue 1/07

Pay Code Amount




TIMECARDS — EDITING PUNCHES

Timecards
I. Once in the timecard, exceptions will be . o
apez, Steven - o 200037
highlighted such as a missed in/out punch °
as shown on the right
Date Schedule Pay Code Amount In Transfer Out
2. Select the desired cell and enter the # X Fvos § o osoow I
+ Sat 1/04
corrected time, hover over any exception # o smos
#| (%] Mon1s 0 8:00AM ) 12:00PM

to get an explanation of what the

exception is




TIMECARDS —ADDING COMMENTS

Punch Actions

Date: 1/03/2020
o 1 Time: B:00AM k

|. By default entered time will follow the i o poesTne ST
Pay Rule that has been assigned to you P o ;:;j;i:_ T
and you will not need to enter pay codes | - e
for regular time/OT/ or Holidays -

2. Once you select Comments choose
Explanation from the drop down and | Comment
then add the desired comment | @

Comments (1)

X Explaination -

X ype a note (optional)

Add another note Add




TIMECARDS —
EXERCISE 2

PETe

PLEASE REFER TO THE
TIMEKEEPER EXERCISE
GUIDE IN ORDER TO
PRACTICE THE PREVIOUS
CONCEPT



TIMECARDS — EDITING PAY CODES

By default entered time will follow the Pay Rule
that has been assigned to you and you will not
need to enter pay codes for regular time/OT/

or Holidays

Pay codes will need to be entered for
exceptional situations such as the employee
being unable to submit a leave/time off request.
In the example on the right there was a delayed
entry so you would enter the employee
timecards and set the delayed time by entering

the Amount and selecting Governor Granted
Time Off

O E

Genies

QuickFind =

ETL |

Rows Selection

Lopez, Steven

*Lopez, staven Q,
i+ Y O, - -
Select All Column Filter Timekeeping Scheduls
ID = Primary Labor
Account
200037 Sample/-f-f-f-/-f-
Schedule

Date
Fri 1/03
Sat1/04
Sun 1/0%
hMaon 1/06

Tue 1/07

®

Pay Rule

02 FTNSDSTD 8

Pay Code

@

Governor Granted Ti...

20




TIMECARDS — ADDING ROWS

0

@ x| Tuel/O7 Governor Granted Ti... 20
+

l. Click on the ‘ + to add a new row to a day. x
This can be done if an employee took a couple
hours off or if there’s a delayed entry. Pay codes

and regular scheduled hours need to be
entered on different rows. @

2. Once you enter the pay code for the time off
and the regular hours worked the time will be
automatically compiled on the right, you can 8.5 8.5

see the sum of hours under the Daily column.

6.0 8.0




TIMECARDS — OVERRIDES AND CANCELLATIONS

EIAN
i

. . . . Com t
I. Right clicking on a punch and selecting
Edit, allows you to set an override, such
as setting a new shift or adding a break Punch Punch
Qo Q ate: f04y Date: 11/04/2019
2.  You can also cancel deductions, in ’ B e [
Time (h:mma) * T-004M - ; :
scenarios where employees did not take ot TSI e ) :
a lunch because they had to continue ez o
. Cancel Deduction: fut Bunch centione. "“_‘"”'_‘;:“"“:i _‘EUL:::n? e "
Worklng aS Shown here Exceptions: New Shift Eom:lems: EE:;E D;uHctl;jD:dE:n_cuH[gv:D:k
Comments: 30 Min Break Rule Lunch Deduct 30 Min, 6 Hrs Wark
45 Min Break Rule Lunch Deduct 30 Min, Swap
&0 Min Break Rule il

Lunch Deduct 45 Min, 0 Hrs Work




TIMECARD —
EXERCISE 3 & 4

PETe

PLEASE REFER TO THE
TIMEKEEPER EXERCISE
GUIDE IN ORDER TO
PRACTICE THE PREVIOUS
CONCEPT



TIMECARDS — GROUP EDITS

You also have options to add a
punch or a pay code to a group of
people

All you would need to do is select
the employees you want to modify
and choose then add in the punch or
pay code.This can be useful in the
LWGOV scenario to avoid having to
manually add in every pay code

of v
-

Timekeeping Approve
Add Punch

Delete Punch

' Add Pay Code
Delete Pay Code

QuickFind -
=5 i Y
Select All Column Filter
Riows Selection
MName
Bell, Morgan T

Maldonado, Vanessa

Munoz-Velazquez, Angel M

Persona, Employee

Os

Tirmekeeping

Q

v

Approval

Schedule

463595

481192

469835

003




TIMECARD —
EXERCISE 5 & 6

PETe

PLEASE REFER TO THE
TIMEKEEPER EXERCISE
GUIDE IN ORDER TO
PRACTICE THE PREVIOUS
CONCEPT



TIMECARDS — NEGATIVE PAY CODES

Pay codes can also be used to edit
accrual buckets. Rather than perform a
whole reset after accidentally using a
paycode, you can use a pay code with a
negative value to add that time back to

the accrual bucket

+ [+ #] *

-
X| = Mon 5/11

Tue 5/12

Wed 3/13

T:00AM-3:00PM

T:00AM-3:00PM

T:00AM-3:00PM

Sick

-8.0



TIMECARDS — HOLIDAYS PAID ON A PASS DAY

Validate the correct holiday is being

paid to the employee under Totals

If the employee is 3™ shift and needs
to be paid on a pass day, use the pay
code Hol Comp Earned Pass Dy
7/HR, 7.5HR, 8HR

=

Totals Accruals Audits

Daily b
Pay Code Amount
Haliday 8:00
Date Schedule
Sun11/10
Mon 11/11
X
Tue 11/12

Totals Accruals Audits Historical Corrections

All v Pay Code

Pay Code

Holiday Comp Earned on Pass Dy

Historical Corrections

Pay Code -

Wages

3325.68

Pay Code

Hol Comp Earned Pass Dy 8HR




TIMECARDS — HOLIDAYS 3RP SHIFT

Mon 11/11 10 Veterans Day 0:00
When entering back to back shifts § 500w N
On a holiday’ half the time WiII be 11:00PM-T-004M 11:00PM T-004M
sent to Overt|me automat|ca"y Totals = Accruals  Audits  Historical Corrections
Daily - Pay Code =
In order to pay all the time to B E——
regular, a work rule transfer to the Holiday Worked - Comp. Ear... 7:30 $0.00
) o Regular 7:30 $0.00
employee’s regular pay rule will need
Shift Differential 7:30 £0.00
to be set on the unscheduled shift Unapproved Overtime 7:30 $0.00
Use the troubleshooting slide to § 300PM *| i06FTOTBOSDE |  10:59PM
11:00PM-7-00AM 11:00PM ) T:00AM

validate employee pay




TIMECARDS — MANUAL SHIFT DIFFERENTIAL

In order to pay out shift differential you will

need to manually enter it

Before the interface that does this

automatically becomes active, you will need
to use the DCF Shift Diff TRCs by BU

This needs to be looked at whenever

entering a paycode or a leave case to verify
the need for shift diff

Tue 11/05

Shift
TR s
CCAFC
CCAFE
CCB

Shift 1.5
TR s
CPMIS
HPFW'C
HPFW'P
Shift Differential 8:00
YVacation 5:00



TIMECARD —
EXERCISE 7

PETe

PLEASE REFER TO THE
TIMEKEEPER EXERCISE
GUIDE IN ORDER TO
PRACTICE THE PREVIOUS
CONCEPT



TIMECARDS — TRANSFERS

. Transfer
On the timecard between the e
. n o . //DCF3111111000100100
in and out punches you can s coow UGENIIEIN- soew  $  G2HOTH0SDSDCR
choose the transfer drop Transter
down, from there you can e e
choose previously chosen work
rules/labor accounts or search — o ewne
for an unused one . s

Cancel Apply




TIMECARD —
EXERCISE 8

PETe

PLEASE REFER TO THE
TIMEKEEPER EXERCISE
GUIDE IN ORDER TO
PRACTICE THE PREVIOUS
CONCEPT



TIMECARDS — LABOR ACCOUNT TRANSFERS

Labor Account Transfer: this can be done Transfer

if you are working at a different location

MName Lopez, Steven

for a day or working a different position oo o
. Work Rule 12 FT OT40 SDE3 DCF
you want to charge to that different
Job Transfer Labor Account Waork Rule
location. In this window you will enter
Add Labor Account Clear All
every piece of information that changed Agency-Dept.. SR .
in the tranSfer. Location: - Supervisor: -
Combo Code: - Job: -

Override Reas... -

If you are working a different job at a
different agency under a different
supervisor, every labor level would need

to be entered.

Cancel Apply




TIMECARD —
EXERCISE 9

PETe

PLEASE REFER TO THE
TIMEKEEPER EXERCISE
GUIDE IN ORDER TO
PRACTICE THE PREVIOUS
CONCEPT



TIMECARDS - WORK RULE TRANSFER

Transfer
* Work rule transfer: You get called in . R
and there’s a different pay rule for Do
being called in, you would do a work Work Rule 12 FT 0740 SDES DCF
rule transfer and enter the pay rule Job Transfer | Labor Account | Work Rule
that should be applled to you for that Add Work Rule 10 FT OT40 SDE STD 7.5 MandOT
ey o077 5505707 g
* An example of this is OT Double N
time, in order for an employee to S —
receive that pay you must enter a o
work rule transfer for Mandated OT 03 FT CT40 NSD
03 FT 0740 KD
using the employee’s pay rule 04 o OT NS Otner

05 NP-1 Holiday Mot Required




TIMECARD —
EXERCISE 10

PETe

PLEASE REFER TO THE
TIMEKEEPER EXERCISE
GUIDE IN ORDER TO
PRACTICE THE PREVIOUS
CONCEPT



TIMECARDS — TROUBLESHOOTING

Select the day that you want to validate
time entry for from the timecard

Open the totals section at the bottom

using the arrow shown here >

Switch the view to daily and check how
the hours are being paid in this case we

see its being paid as all regular when two

hours should be overtime

Thu 6/04

Totals

Daily

Regular

T:00AM-3:00PM

Accruals

Pay Code

Audits

-

T.00AM

Historical Corrections

Fay Code =
Amount

9:30

-
I > 00PM

Wages

$0.00




TIMECARDS — TROUBLESHOOTING

In order to correct this, navigate to the
schedule planner and enter the overtime

as an unavailable shift

Navigate back to the timecard and break

up the time as shown on the right

Right click on the second in punch,
select edit, and then enter a new shift

override to break up the shifts

06

Thu 6/()

T:00AM - 3:00PM

3:00PM - 5:00PM (u)
L
N

T00AM

Punch

Diate:
Time (hz:mma) *

Rounded Time:

Owverride:

3:00PM

L] |
i

B/04/2020
3:01PM
6042020 3:01 PM GMT-04:00

MWew Shift

>00PM




TIMECARDS — TROUBLESHOOTING

|.  Once you add the override, your view @ Thu 6/04 € 7:00AM-3:00PM T.00AM 3:00PM

will change to this, now you will need to B soev i

approve the overtime @
2. Right click on the day and select approve — > Totals | Accruals  Audits Historical Corrections

overtime, decide how much of the time S e Daily i | Pay Code :

you want to approve @ e e e 0 e

" 1 Shaw Schedule Owvertime at Time and 0. 2:00 $0.00

3. Go back to the totals and validate that e s Reguler 7:30 50.00

the day is paying correctly




TIMECARD —
EXERCISE I

PETe

PLEASE REFER TO THE
TIMEKEEPER EXERCISE
GUIDE IN ORDER TO
PRACTICE THE PREVIOUS
CONCEPT



TIME OFF — REVIEWING TIME OFF REQUESTS

After finding the desired employee using the
QuickFind, use the Go To button and select
Requests

The following menu will appear with the
options to view, edit, approve, refuse, set as

pending, and retract.

Whichever item you choose will lead you to

the following menu, where you can decide what

to do with the request and then add an

optional comment to explain the decision.

W

o 1 Selected

-

Snere

=

Current Pay Period
~ Go to widget
Schedules
Artendance Editor
Audits

Exceptions

Reports

I Requests

Timecards

» Go to workspace

@)

Time-0ff - All Statuses (12) -
® & @ v @ n x
Detgila Edit Add Request Approve Refuse Pending Retract
Modified By (Usemame) Subject Submit Date
003 Time Off Request 1/09/2020 9:23AM
Approve Time-Off Request
Submitted:  1/09/2020 - 9:23:20AM
Modified by: 003
Employee:  Persone, Employee Type: Time OFf Request
Start date End date Pay code Time Unit Start time Daily Amount.
+ 1/10/2020 1/10/2020 Vacation Full day

Accruals on:  1/10/2020

Accrual Balance
Bone Marrow Donor 0.0 Hour
Comp Time 0.0 Hour
Comp Time Expired 0.0 Hour

Status History
Submitted: 1/09/2020 - 9:23:20AM
003

Comments (0)
Select Comment -

® | Type & note (optional

Cancel

Approve

n




TIME OFF —
EXERCISE 12

PETe

PLEASE REFER TO THE
TIMEKEEPER EXERCISE
GUIDE IN ORDER TO
PRACTICE THE PREVIOUS
CONCEPT



TIME OFF — TIME OFF REPORT

Use the QuickFind to find the
employee you want to make
changes for. Use the Go To button

to access Reports

Through the reports interface
select the Accrual Detail report and

select Run Report

Genies

QuickFind = *lopez

L [

@ & 1 selected
Current Pay Period

q ~ Go to widget
Schedules
Attendance Editor

V @& _ _ Audits

Exceptions
Select All Column Filter Timekeeping Schedule Reports
Rows Selection Requests
Timecards
» Go to workspace
REPORTS
SELECT REPORTS CHECK REPORT STATUS

SIS P— e

— Al
Absent Employees (Data)
Accrual Balances and Projections (Data)
Accrual Debit ACTIV“Y Summary
Accruals (Spreadsheet Export)
Accrual Summary

Aftendance Analysis

Altendance Balances

~

ACCRUAL DETAIL (DATA)

@)

Description This report produces raw, unformatted data intended for use with Microsoft Excel. Sim
Detail. Displays running accrual balances for each employee. For example, you can s¢
effective dates.

People \ Previously Selected Employee(s) v |

Time Period

[Range of Dates ¥ [1032020

| & [1162020 | EH

Output Format | Adobe Acrobat Document( pdf) V|




TIME OFF — TIME OFF REPORT

REPORTS

SELECT REPORTS CHECK REPORT STATUS

|.  Switch to the Check Report Status tab

and select the Accrual Detail report. i Foma

Accruals (Spreadsheet Export) Xlsx
. Accrual Detail (Data) pdf
Select the appropriate report and press Accal et (0ata) e
Accrual Debit Activity Summary pdf
Vi
ew Report
I W o ® Accruals [Spreadsheet Export) Executed On: 1/09/2020 9:55AM
Data Up to Date: 1/09/2020 9:55AM Printed For: 'DDE
Time Period: 1/03/2020 - 1/16/2020 Untotalized Employee Count: 0
.
2. The report will download and show you
e f L Name Start Date End Date Name Unit Opening Balance
al I yo u r ac C ru al I n O rm atl o n Persona, Employee 1/01/2020 12/31/2020 Bone Marrow Donor Hour r 0.0
Persona, Employee 1/01/2020 12/31/2020 Comp Time Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 Comp Time Expired Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 Comp Time Holiday Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 Comp Time Heliday Expired Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 LV-CTFMLA Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 LV-CTFMLAMIL Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 LV-FMLA Hour f 0.0
Persona, Employee 1/01/2020 12/31/2020 LV-FMLAMIL Hour f 0.0
Persona, Employee 1/01/2020 12/31/2020 Lv-Tracking Hour r D.D|
Persona, Employee 1/01/2020 12/31/2020 Military Leave Active Duty Hour r D.D|
Persona, Employee 1/01/2020 12/31/2020 Military Leave Training Hour r D.Dl
Persona, Employee 1/01/2020 12/31/2020 Olympics Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 Organ Danor Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 Personal Hour r D.DI
Persona, Employee 1/01/2020 12/31/2020 Red Cross Hour r D.DI
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10 MINUTE BREAK




SCHEDULING
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SCHEDULING — ADDING A SCHEDULE

After selecting an employee using the
QuickFind, press the Go To button and select
Schedules

Right click the name of the employee or one of
the empty cells on the schedule and select Add
shift.You can also left click on one of the cells

and manually enter in a timeframe.

On the add shift window enter the type of shift,
the date, the start time, and the end time.
Select Apply to save your changes and add the
shift to the schedule.

—
@ e
Share GoTo
o 1 Selected
Current Pay Period
~ Go to widget
Schedules
Attendance Editor
Audits
Exceptions
Reparts
Requests
Timecards
» Go to workspace
Add Shift
Assigned to
Lapez, Steven - Shift Details 12:00m-1:00sm(1.00h)
Ingert Template ~ Shift Label
Start Date Type Start Time End Time End Date
+| [%| 1/04/2020 Regular 12:00am 1:00am 1/04/2020

Comments (0) Add Comment

Schedule Pattern
& Add shift
W add Pay Code
B2 Enter Time Off
a Lock
a Unlock
2% Insert shift transfer
=+ pppend shift
-m Replace shift
%@ Edit Accrual Amounts
E  aAccual Pattern
Fa View Accruals

[cal View Schedule Outline

Primary Job None @

Repeat this shift for 1 days

Duration Job Transfer Labor Level Transfer ~ Work Rule Transfer

1.00

Cancel Apply




SCHEDULING — EDITING A SCHEDULE/TRANSFERS

Right click, and select Edit Shift.You can add
multiple rows for different occurrences such as
working a different position or going in on call.
Add a row to add hours charged to a different
job or hours that should be paid out differently
than the pay rule assigned to you.

Perform a labor level transfer as previously
done (slide 24) for working a different position
or for working at a different location or
perform a work rule transfer as previously
shown (slide 24) for situations where your

hours need to be paid out differently than they

typically are due to bargaining unit rules.

Edit Shift

Assigned to
Lopez, Steven

Insert Template =

Start Date

+ |x 1/03/2020
+

0

% 1/03/2020

Type

Regular

Regular

Comments (0) Add Comment

Shift Details 10:00am-10:00am(0.00h)

Shift Label

Start Time End Time
10:00am 4:00pm
&:00am 10:00am

End Date

1/03/2020

1/03/2020

Primary Job  Mane

Repeat this shift for

Duration Job Transfer

6.00
200

days @

Labor Level Transfer ~ Work Rule Transfer

cancel Apply




SCHEDULING — EDITING A SCHEDULE/PAY CODES

&> Add shift
I.  Right click on the day and select Add Pay *®  Add Pay Code
) Insert shift template
COde =5 Enter Time Off
- Restore
2. From the pay code window you can )
“@  Edit Accrual Amounts
select how much of the shift you want to
Add Pay Code
add a pay code for, whether you want to sssignedo
Lopez, Steven
override the Shlft, what pay code you Effective Date:* 6/08/2020 o
. Pay Code:* Administrative Leave Paid | =
want, and you have the option to attach a J— e .
Comment ] override Accrual Days:
Override Shift
@® Whole Shift () Partial Shift
Start Time:* T-00AM
Repeat for 1 days Transfer Job: -

Transfer Labor Level: bl

Comments (0) Add Comment

Cancel Apply




SCHEDULING — ADDING A SHIFT/UNAVAILABLE TIME

Start Date Type Start Time End Time End Date Duration
l. Rather than add a complete schedule pattern you
have the option to insert a single shift. Right click || 0572020 | Unavalable | 300em = 1eem S .
on the day you want to add the shift and select
Add shift ] _ bt
I Fri 5/08
2. For any time that an employee works outside of TR
their scheduled time it needs to be entered as < Edt I :
unavailable, the system will use this to break up t:""* Add Pay Code I e
the employees punches and distribute OT and shift ;c Z:tr:me o 7:004M - 3:00PM
differential 8 L 3-00PM - 3:15PM {u)
#  Cut
B! Copy

&= Add shift




SCHEDULING - EDITING A SCHEDULE — OFF TIME

Time that is not scheduled and needs to have a

work rule transfer must use Off Time

For employees to be paid correctly, all time and
work rules should be entered and scheduled
before hand. If the employee is going to be using
a work rule or labor account transfer such as

when they get On Call, you would need to use
Off Time.

Add Shift

Assigned to

Lopez, Steven -

Insert Template -

Start Date Type
+| X 750172020 Off
Wed 7/01

4:00AM - T-00AM (c)

T:00AM - 3:00PM

J:00PM - 11:00PM

Shift Details  4:00am-7:00am{2:00h)

Shift Label

Start Time End Time End Date

4:00am T:00am 7/01,/2020

Primary .

Repeat 1

Duration

3:00
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SCHEDULING — ADDING A SCHEDULE PATTERN

If instead of selecting insert a shift you select
Schedule Pattern, you can create a schedule for an
employee for these desired period of time and
choose how often it would repeat. Start your
pattern on a Friday since pay periods start on
Fridays.

Fill in the anchor date which is the day the pattern
begins and should be on a Friday due to the pay
period.Then select the start date and the end date
or check in the bubble for making the pattern
repeat forever. After that you have the option to
define the pattern for multiple weeks or for a
certain amount of days and then you would fill in
the desired schedules. If the employee has previous
schedules on their account fill in the override
other patterns button. Click Apply to save your

changes.

0

Lopez, Steven

I [ Schedule Pattern I

& Add shift

" add Pay Code
B Enter Time Off
a Lock

a Unlock

+&  Insert shift transfer
=+ pppend shift

%= Replace shift

“@  Edit Accrual Amounts
E  Accrual Pattern

Fa View Accruals

B view Schedule Outline

Schedule Pattern

Assigned to
Lopez, Steven Primary job None

Start Date End Date Duration Rotation

Add Pattern

Anchor Date:* | 1/03/2020 e Start Date:®  1/03/2020 E End Date:*

555 Clear
(®) Forever

Define Pattern for* 1 ®) Week(s) () Day(s) [] override Other Patterns

Add Shift Add Pay Code Shift Template - | Patten Template « Items in rotation - Find

uesdal Wednesday Thursday Friday Saturday

No. Sunday Monday T y
= o N I
LI I

k.3
Cancel Apply
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SCHEDULING — SHIFT TRANSFER

Tap the Shift Transfer button and it will show all
available Transfer positions that you are eligible
for

Click on the desired position, then click on the
desired schedule you want to transfer. Once
clicked the schedule will get an (x) next to it
then click shift transfer again to stop
transferring. If you hover over that scheduled

time you will see the transfer you initiated.

W oL e @ @B

Shift Ingert ahift ~ Comment Pey Code Copy/ Pa
Tranafer ternplate

...5olnit N/ Custody WillowWillow/ ChldnSveWarker
_..alnit M/Custody Willow,/ Willow/ChildSvesUnSupy
tody/Willow/Willow/LeadChildrenServicesWaorker
../DCE/Solnit M/ Custody/Willow/Willow/HeadMurse
SDCF/Salnit M/ Custody/Willow Willow/MNurse

ate L

9:30PM - 8:00AM (1/06 - 1/07)

1. 9:30PM [6:30]: Transfer

=
L e @ B
Shift Inzert shift  Cormment Pey Code  Copy [/ Paste
Tranafier ternplate
' Employee
Pay Rule 5:;; L J

X

Delete

Mon 1/06

_/DCF/Solnit N/Custody/Willow/ Willow/HeadNurse
2. 4-00AM [0:30]: Break
3. 4:304M [3:30]: Transfer

/DCF/Solnit N/Custody/Willow,/ Willow/HeadNurse

Lock / Swap
Unlock

T:00AM - 3:30PM

-TOT4050..  49:30 w C.

3:30PM - B:00AM (x)




ADVANCED SCHEDULING




SCHEDULING — ORG CHART

As Of Date 2/05/2020 =: GoTo

|. This is the organizational

maP that you Wi” be USing =/ . Beginning Of Time - Forever

—| DCF-DCF91000 2/01/2020 - Forever
for Advanced SChed u Ier *| Co Careline 2/01/2020 - Forever
*| Solnit N 2/01/2020 - Forever
=/ SolnitS 2/01/2020 - Forever
*| Admin 2/01/2020 - Forever
*| Custody 2/01/2020 - Forever
*! Facility Treatment 2/01/2020 - Forever
*| Medical and Dental 2/01/2020 - Forever
= Recreation 2/01/2020 - Forever
=/ Building 8 2/01/2020 - Forever

*| Recreation 2/01/2020 - Forever

Repair and Maintenance 2/01/2020 - Forever




SCHEDULING —FINDING YOUR TEAM LOCATION

Loaded: 3:09PM  1/06/2020 - 1/11/2020 ¥ ||z Willow - Edit @
l. On the Schedules Widget click on the = Lacavions ()

Naone
Locations dropdown and press select locations All Home Locations
Willow
o Q . . Select Locations |
2. This will get you to a window with every Fri 1/10 » Hyperfinds (13)

location, run through the drop down and select

the desired location, in this case Willow at -

Select Locations

Solnit N, then use the arrows in the middle to oo @
move that to your Selected locations s Selecte:

=] . Beginning Of Time - Forever ~ /DCF/Solnit N/Custady/Willow/Willow
=] DCF11/01/2018 - Forever

3. Use the Save As button to save your selected R

= Salnit N 11/25/2019 - Forever
+| Admin11/26/2019 - Forever
location with a custom name so that it will =) ooty 172672015 Forever
EDREC Eul\dmg 11/26/2019 - Forever
Oak 11/26/2019 - Forever

appear in the drop down

Spruce 11/26/2019 - Forever

1] [ ] &

Willow 11/26/2019 - Forever
+ low 11/26/2019 - Foreve
#+| Education 11/26/2019 - Forever
+| Facility Treat 11/26/2019 - Forever

#| Food Services 11/26/2019 - Forever v

Save As @ Cancel oK




SCHEDULING —WORKLOAD PLANNER

* Your staffing requirements are

referred to as workload

requirements in Workforce @
. Genies
Scheduler and are stored in the - -
an ue
Genies
Workload Planner. A Budget | g Plan Acual Budg. Plan Acts
. Schedule Audits
Workload is defined for each i 2 2
Timecards
department. Then, when or if your s il
Schedules 1 1 2 2
staffing needs change, you can make

adjustments in the Workload

Planner.




SCHEDULING —WORKLOAD PLANNER

|.  After selecting your location, your

. . Current Schedule Period - | | IIE Careline -
default view will be the Budget, Plan,
and Actual columns with the Volume
and Workload rows -
B ,T ©- | - Zn
. . . EH N NS Vigibility Toole Locstion F
2. The most convenient view is that of ] _ N Fifter CPS/Public!
ocation Filter Span Filter blic Sef
JDCF/Cao Careline/C Columns
Budget and Plan columns and the e g
sEarcn Locatior Bud
Workload row | | i Pl .
JDCF/Co Careline/Careline/AD | Actual
1] |
I ' /DCF/Co Careline/Careline/C0O ! Rows
Volume

|| Workload




SCHEDULING —WORKLOAD PLANNER

Workload Planner
C 0 I u m n S Ca n b e Workload and Volume Loaded: 9:46PM | Current Schedule Period = | |33 Careline -
. AT O - 4 Bn - o O Ce
u P d ate d to d ay a n d I n View By Vi .:ib_ ity Tools Sfene'ate ) \_.:fcstﬂm F \:e[ﬁ Span Filter Refresh Audits
Filter Workload .:I:E--Conj_rcegwe-uare
h f I B d Joh Span Type Mon 1/ £1) Tue1/21 Wed 1/22 Thu 1/23 Fri1/24 Sat 1/25
the tuture on Y. bu gets - mw . . Bm “gm

UILASSL LAlENNe vy 1. WUIRIUau
a r'e u S u al Iy u P d ate d ProcessingTe... Careline SW First Workload 1 1 1 1 1 1
ProcessingTe.. Careline SW Se.. Workload

Careline SW Thi... Workload

Once a year and Plans ProcessingTe...

SocialWorkSup Careline SW First Workload 3 3 3 3 3 2
b d- d SocialWorkSup Careline SW Se.. Workload 2 2 2 2 3 2

Ca‘n e a‘ IUSte a‘s SocialWorkSup  Careline SW Thi... Workload
SW-SoclHuma... Careline SW First Workload 2 2 22 2 22 5

n e e d e d SW-SoclHuma... Careline SW Se.. Workload 8 8 9 8 9 6
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SCHEDULING —WORKLOAD PLANNER PATTERNS

|.  To create a pattern of your workload use the ol
Generate L
'-'"-'El:lr: l:l;l:l . EFJEI

Tools button and select Add Workload Pattern

Add Volume

2. Patterns allow you to automatically enter Add Workload Pattern

workloads for the future if your budgets don’t

F/Co Careline/Careline/CO
frequently change ttttttttt -
P 1/20/2020 1/02/2021 Budget

Socialworks... Careline SW




SCHEDULING —WORKLOAD PLANNER PATTERNS

|.  Highlight the pattern you previously

created and click on Copy Pattern Workload Pattern
2. Create a new start date (tOda)’ or in Location : Boston Med/BMC/BMCPS/Public Safety/Public Safety
the future) make the desired changes Stat Date End Date Type

0 (X 11/05/2019 2/31/2020 Budget

and click apply

3. Any previous pattern will be end Add Pattemn 0k

dated to coincide with the new start

date you chose
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SCHEDULING — COLUMN SETS

- ®- [Ex = N

T E_I:ui_l _T-,- Select al Gantt View Sorti
Column sets will allow you to L
Person ID
change your view. This will help [J Schedule Hours
g . Pay Rule
you when scheduling if you want | [ Worker Type
. . [ L i
to do so by seniority, or { 2
MOT/VOT date having both in the By Employee
VieW WOUId help you greatl)’ Mame Person ID Pay Rule Location Fri 6/05
Open Shifts[2] »
Agli, Denise L 468584 10 PTOTE OTEO ... ... Iy/Building 8/Manhasset
Ahmed, Jafreen | 4343296 11 PTOTE OT40 .. | ...ling &fAdaolescent Health
fwila, Brenda L | 479658 Test . (Co Careline/Careline/co | 1:30PM - T0:30FM
Ballestas, Eilee_ = 628390 12FTOTS0SDE.. | ../Co Careline/Careline/co | Z00PM - 10:30PM

Banks, Alshlon L @ 392152 12FT OT&0 SDE ... ...{Co Careline/Careline/C0




SCHEDULING — QUICK ACTIONS

l. Assign/Unassign: allows you to assign/unassign
ey o cpn ONORONONNONGORG
2, Shift Transfer: Allows you to change request a
| TS b L &% &8 e @ B X 6 s @
Shlft change Wlth a SPeCIﬁC employee Aseign Unaszign Shift Ingertshift  Comment Pay Code  Copy f Paste Delete Lock / Swap Quick
Tranafer template Unlock Actions
3. Insert shift template: If there are preselected
shift schedules, choose one and paste it to any
desired cell
4. Comment: Add explanation to a change made or

to a selected schedule

5. Delete: Remove a schedule from a cell

6. Lock and Unlock: Allows you to make a schedule
uneditable

1. Swap: Select two scheduled cells and swap the

information in them




SCHEDULING — ASSIGNING/UNASSIGNING A SHIFT

——
i @ ) Assign Select an open shift

l. Open shifts will appear above each day and can Engines 2 al 2% & e & B x 8z
be expanded to show specifics by clicking on i B
| Calzulate Open Shifts By Employee
the red bar. If no open shifts currently appear Run Auto-Scheduler e e S Mon 1/06
for your employees you can press the Engines Run Priority Scheduling Engine Open SHILLESL - ’
... ldnSveWorker. 28030 .w C. [O0AM-3:30PM

T-00AM - 3:30PM

button, and press calculate open shifts. @ 7o0AM 330PM

Schedules

2. Click on the cell of an employee shift, then tap

the Assign/Unassign buttons, this will then show = i A
you the list of open shifts and select the shift p—— i P cnn | o | owaw-ssemm
. Name PayRule  She- Mon,]/05 ue,)/07, 7:00AM - 3:30PM
you want to assign to that employee. P —— - \ 700M- 330
Anderson, Mar.. | 12FTOT40SD. | 4800  .w C. [ O0AM-3:30PM Vacation [5:00] 7-00AM - 3-30PM

‘9:30PM - B.00AM T:00AM - 3:30PM

Detdaria, Debbie = 01 EXNSDSTDS | 0:00 7:00AM - 3:30PM
McKeown, Brian | 02FTNSDSTDS | 0:00
c. T:00AM - 3:30PM

McKoy, Samuel | 02FTNSDSTDB | 0:00 Anderson, Mar..  12FT OT40 5D.. 4800 | .w

Malasco, John 02FTNSDSTDE 000

Unit Test, N 5c.. | 12FTOT40 5D 000

= =¥ = = = =
PIPIR|IPIPIP

DeMaria, Debbie 01 EXNSDSTDS  0:00 w C. I |I

Unit Test, N 5c.. | 12FTOT40 5D 000




SCHEDULING —VIEWING SHIFT ASSIGNMENTS

Open the menu at the bottom and select the

Daily Coverage tab

Choose the view you prefer and the job and
time schedule, the interface will show you how

many employees have been assigned each day
for the selected shift

Staffing Assistant

View Counts

Ta-330p

Coverage = Daily Coverage = Metrics  Rule Violations

Job  Custody/Willow/Willow/ChldnSvcWarker

0/6

Time Span | 7a-330p

0/3




SCHEDULING — SHIFT TEMPLATES

|. Right click on the associate’s name

and select Scheduling Pattern

2. Select Pattern Template and fill in the
anchor date, start date, and the end

date or box

3. Select Apply

By Employee

Name Location
Open Shifts
Astiasaran, Kri ...)/Solnit S/Custody/Buil
omi o~ - Vreminie e prne B
Schedule Pattern
/Buil
RalU  Go availability

Schedule Pattern

Assigned to
Ortiz, Karen  Primary job [/DCF-DCF91000/Solnit S/Custody/Building 8/Sachem/CSW]

Start Date End Date Duration Rotation
X 2/09/2020 Farever 2 weeks 2 Weeks:7a - 330p(Sun,Tue,Wed, Thu,Fri,Mon, Tue,Wed, Thu,Sat)
Edit Pattern
Anchor Date:* | | 2/02/2020 I3 | StartDate* | 2/00/2020 1t EndDate 2z: Clear
® Forever
Define Pattern for* 2 (® week(s) () Day(s) ["] override Other Patterns
Add shift | Add Pay Code | Shift Template - 7a-330p - Find
No. Sunday Monday Tuesday Wednesday Thursday Friday Saturday
+ x 1 Ta-330p Ta-330p Ta-330p Ta-330p Ta-330p
+ % 2 7a-330p } 7a-330p 7a-330p Ta-330p 7a-330p

Cancel Apply




SCHEDULING — CT STAFFING WIDGET

Staff Management widget gives you quick

CT Staffing Widget
access to your daily stafﬁng Plan So that Loaded: 8:14PM  Tomorrow «|[% | solnet South - Edit
o o Workload
you can make quick adjustments, such as Ex plan R o
when an employee calls out sick or you
Overcoverage Planned Scheduled Variance Volume
require more or less staff 8 | soctem 0 ; : 0 0
hd Sachem 4 4 0 4 0 0
Ld Recreation N/A N/A N/A N/A N/A
=, Quinnipac 1] 0 0 0 0
Note: That this is a tool for daily | Foume ° ° ° ° °
operations, and should not replace the 5 et opsotce w " v w wa
-2 One N/A N/A N/A N/A N/A

Schedule Planner or Schedule widget




SCHEDULING — CT STAFFING WIDGET

The opening screen is the Summary view.

G safng Widge
Summary view shows you the locations ested s ooy TR sonersout T
that you have access to and any staffing = e R e
issues associated with them. m—

>  sachem 0 0 0 0 0
You can also see the workload plan, ® | sschem v ‘ : ‘ ° :
volume, and selected time period. Choose 2 T ovwoe B B P b ,
the locations you want to modify and -

T " " e " "

select Open

L. One N/A N/A N/A N/A N/A




SCHEDULING — CT STAFFING WIDGET — DETAIL
VIEW

: : . : S - n o
Detailed view shows you any variances in

the staffing plan for the jobs at each

location

Open the Quick Actions menu and select ; 0 v

CCCCCCCCCCCCCCCCCC

available employees to resolve these
variances, select the date you want to

change

Today -

Yesterday PRPSYC 0 0 0 = Aa 0.44 0 4 044
Today PSYCHI-PD 0 0 0 APRN 0.35 0 Y 0.35

Tomorrow




SCHEDULING — CT STAFFING

2 ow oo [@ V| n m
Available Employees [27] x Sachem V3
Bermudez, Caterina CSWLEAD - Open Shift csw 7:00AM -3:30..[2] & WI D G ET D ET ! I L VI EW
Open Shift csw T:00AM - 3:30..[2] +
Open Shift csw T:00AM - 3:30..[2] +
-~ ) * To fill an open shift with an employee from the Employee
Pool, select the employee in the pool and drag the

employee to the open shift

Open Shift AA 6:30AM - 3:00.. [2] =
* Pay codes, green type indicates a pay code. Pay codes
show only for employees for whom this is the primary
location under the schedule on employee list

Guerrera, RobinL  CSWLEAD
Open shift

Guzman, Jorge J  CSW

:J . ll
Hover the cursor over the employee name to see a

Transfer template
Jobs | CSW X | Shifts | Coverage Settina X J:L N
Jackman, Alyssa R Joba Shifta C rrf;::
Primary job: ./DCF-DCF91000/Solnit S/Custody/Building = Al o ‘
W AA o
« ;:.Fql" I . . . . . . .
tooltip with the job details, and shift or zone time details,
for the employee.

8/Manhasset/CSW
Jackman, AlyssaR CSW
CSWLEAD 245PM-1..  |of CHA
Kutner, Deirdre A CSWLEAD ~ 2:45PM-1.. ¥ CSUS
& CSW
CSW Vacation | CSWLEAD
& HM
" LFM

adt| KA

Kutner, Deirdre A

Lunn, Daniel C
CSWLEAD

Madore, Suzanne

Morton, Maureen A CSWLEAD
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SCHEDULING — SCHEDULE PLANNER TRX

* Scheduler Planner TRX is specifically for @
presenting employees outside of the target Genies
area to fill openings. @
* When using this planner, you will get a larger S
list of employees on the schedule. _
Genies
CT Staffing Widget

Schedule Planner




SCHEDULING — STAFFING ASSISTANT/CALL LIST

* Use the Staffing Assistant/Call List to
find the most appropriate employee to
work an open shift, or replace an

employee who can no longer work a
shift

First narrow down the Schedule Planner
to your location and the desired

scheduling period

All Home Locations -
Locations (6]
Mone
All Home Locations
Sachem RN
Sachem Staffing
Sachem Staffing Numbers
Sachem Unit 1st Shift

Select Locations

Current Schedule Period -
Previous Schedule Period
Current Schedule Period

Mext Schedule Period

After Mext Schedule Period
Week to Date

Last Week

Yesterday

Today

Yesterday Today, Tomorrow

Yesterday plus 6 days
Last 30 days




SCHEDULING — CALL LIST/VOT AND MOT

Rule Violations ~ Daily Coverage  Staffing Assistant

o Q 20 Mon 4/13 7:00 am - 3:30 pm ...ding 8/Sachem/CSW - olneit South Sachem - di 1-DCF Solnit VOT Primar... = oad Last time loi
* Open the Staffing Assistant tab P Comns . )) s L
No. Outcome Contacted On Name Schedule Pay Rule Worker  Locat... Job  Seni. VO.. MO.. Skill
. . Hours Type ForS...
* Select the correct procedure set, in this
case we chose |-DCF SolnitVOT Rule Violations  Daily Coverage  Staffing Assistant
. . & | Mon4/137:00 am - 3:30 pm ._ding 8/Sachem/CSW v | Selected Locations v| Hdit 1-DCF Solnit VOT Primar . | = Load Y
Primary or Trx for Voluntary Overtime . -
. No. Outcome Contacted .. Name Schedule  PayRule  Worker Location Job  Semio.. VO. MO..  Skill Certif.
click Load Hours Type For S...
1 Select Bartell, Anthony 000  10FTOT8.. Full Time ..ustody/Building 8/Sachem/. CSW  1/06/1996 TACE, .
° - S '
FOF Mandatory OT SeIeCt 2 DCF MOT 2 Select v - Rankins, Anthany C 000  10FTOT8.. FullTime ..Custody/Building8/Acadia/. CSW  2/24/1999 TACE, ..
Solnit Primary or TRX 3 Select v - Reynolds, Sabrina 000  10PTQTB.. PartTime ..Custody/Buiding 8/Acadia/. CSW  1/14/2004 TACE, .
4 Select - Pasquini, Patricia L 0.00 10PTOT8 .. PantTime ..Custody/Building 8/Acadia/. CSW  3/18/2006 1st Aide..

5 Select w - Burnham, William 0.00 10FTOTS.. Full Time ..ustody/Building 8/Sachem/. CSW  12/13/20.. TACE, ..




SCHEDULING — SCHEDULING ASSISTANT/CALL LIST

Rule Violations  Daily Coverage = Staffing Assistant

* The Staffing Assistant creates a list

20 Mon 4/13 7:00 am - 3:30 pm ...ding 8/Sachem/CSW - Solneit South Sachem

potentially filling all of the openings v
Select the desired outcome in each row , Please Choose: \ _ el Anthony -
of the staffing assistant to decide if you il G ' pran Wlen | 9
want to assign the shift

. . L e A
On the shift itself you can add pay code Mon 4/{B & Edit
“Voluntary Overtime”, but make sure .

8 Uil Add Pay Code

the Override Shift option is unchecked,
then click Apply [OOANSSAn ®  Assign Breaks
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SCHEDULING — MANAGE SCHEDULE POSTS

Once you have finished assigning all
scheduled to the selected employee
location you need to post the
schedule for the employees to be
able to see your changes

Navigate to Tools under schedule
planner and select Manage

Schedule Posts, here you will view

the location and schedule and select
Post

S

oola E

| Manage Schedule Posts
Multi-Edits

Coverage Assignments

Manage Schedule Posts

Post Schedule »
Location: Selected Locations Time Period: 5/08/2020 - 5/14/2020
Posted Schedules -

Filter by location: All

Date Time User Location Job

Mo data to display

Audit »

Date Range
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SCHEDULING — SMS
QUICK FILL LOGIC

* Short Message Service (SMS) Quick

Fill is 2 mobile solution to enable

managers to fill open shifts quickly
with the right staff.

Offer to All, Assign by Match Order

Scheduler sends fill e
open shift request .
5MS to employees

Employee receives SMS

Did at least
one employee
respond within
the wait time?

Mo Shift fill strategy changes to “Assign
to first to accept.”

Yes *

ﬂ.r._-f}

Employee receives an SMS and
e-mail saying that hea’ﬁne isa z @ i]
candidate for the shift. =
Employee receives shift awarded
* SMS and e-mail.

=
F o

Did the most Yes The most qualified ¢ Manager receives e-mail about
qualifiedemployees - respondent is -~ the shift assignment.
respond within the immediately awarded
wait time? the shift

e a
v

The Open Shift Other respondents receive shift
Request is complete | -— not awarded SMS and e-mail

=
l.J.

Employee receives shift awarded SMS

This employesisawarded | = _ _ oo ce--=-=-=-- and e-mail

the shift at the end of the
wait time e

f=]
N i1
- o

Se=a - Manager receives e-mail
about the shift assignment.




SCHEDULING - SMS QUICK FILL

Rule Violations  Daily Coverage = Staffing Assistant

40 Tue 4/147-00 am - 3:30 pm ...!MaplefMapl@ v Solneit North Custody M... | = | Edit 1-DCF Solnit VOT Primar... | =

* After selecting the location and the
desired job, you will be able to select

. No. Qutcome Contacted On Name Schedule P..  Worker Location Job  Seniority.. VOT Date
which employees you want to contact Hours Type For Shift
b), selecting the boxes next to the @ 1 Select - - Bowen, Jacquelin M 000  10. FullTime ..dy/Maple/Maple/. |CSW |  6/15/2001

2 Select - . Bermudez, Manuel To.. 000  10.. Full Time ...ustody/Oak/Oak/. |CSW |  9/15/2003
employee number
3 Select v . Bonfiglio, Denise M 000  10. Full Time ..dy/Maple/Maple/. |CSW |  8/26/2008
* Once you select the group of 4 Select v : McQueen, Khari 000  10.. FullTime y/Spruce/Spruce/. |CSW |  4/02/2013
employees, you can click the Contact
button where you will later fill in the
. . iolations  Daily C
number of available shifts Contact ly

oA 20 Tue 4/14 7




SCHEDULING - SMS QUICK FILL

Contact
* After having selected the employees, fill in the
|CS‘N Csw
number of shifts,a comment describing the ,
1. T7:00AM [4:00]: Regular _/DCF-DCF91000/Solnit N/Custody/Maple/Maple/CSW
shift, how to assign (by match order), and then 2 17:00AM [030]: Break
the Wait time Select the bubble neXt to eaCh 3. 11:30AM [4:00]: Regular /DCF-DCF91000/Solnit N/Custody/Maple/Maple/CSW
employee name to select SMS Employees to contact
Name 1D SMS
* Wait time offers shifts to all selected employees Bowen, Jacquelin o72050 ©
at once. If the most qualified employee accepts it e el ©
. P R . . McQueen, Khari 138840 O
the shift, it is awarded immediately. Otherwise, b
. o Parameters
all responses are pooled and the shift is e st 0 assion - o §
awarded to the most qualiﬁEd responder upon How To Assign: COffertoAIl,Assign by Match OrderD SMS Content: 2 Open Shift(s) at .../Custody/Maple/Maple/CSW
. . ) from 7:00am to 3:30pm on Tue, 4/14.
wait time expiration. el e (miniesy
. CIiCk Send 31/113 characters left

Cancel Send




SCHEDULING - SMS QUICK FILL - CONTRACT
TRACKING

* Clicking the box next to the notify will

show you contact tracking information, —=

here you can see who the message was Aueviei¢ - Contact tracking
.‘E.
Sent tO and WhO accepted I-DC'-. All My Contact Tasks v Time Period:  4/14/2020 - 4/16/2020 v |5 Contact Time v Load
- ‘ Contact Date and Time v Task Status Shift
° You Ca‘n a‘ISO run QUICI( FIII Detalls ‘"\x 4/14/2020 7:25 PM Fill Open Shift 4/15/2020 [7:00AM - 3:30PM]
Report and SMS Quick Fill Usage -

Summary Report, under Reports to get

more information
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THE END

Please refer to the Scheduling Manager job aids and the eLearnings for any further questions and
don’t hesitate to reach out to your local Kronos contact and your supervisors with any

questions




