Kronos Scheduler: Scheduling Overtime or Extra Shifts

Purpose

The purpose of this document is to provide clear instructions on how schedules should be
completed in advanced scheduler when scheduling overtime or extra shifts.

Due to how overtime is calculated in Kronos Timekeeping, the process of scheduling of
overtime/extra shifts is crucial as it will impact how the employee is paid.

It is important to note that based on if the employee is remaining in their home unit or transferring
to another unit the process will differ.

Related Documents:

e Kronos VOT, MOT, ESOS
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Legend on Schedule Type

Schedule Shift Type

Regular

Transfer

Unavailable
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Description

A schedule shift type of Regular indicates that the
employee is working their regular shift. The daily
coverage numbers will reflect accurately with this
schedule shift type.

A schedule shift type of Transfer indicates that the
employee is transferring from their home unit to
another location. The daily coverage numbers will
display accurately in the location that the employee is
transferring.

A schedule shift type of Unavailable indicates that the
employee is Unavailable. For the purposes of
scheduling, using this type will show in a grayed-out
form with a (u) on the schedule to show that the
employee is scheduled. This type will not carry the
schedule over to Timekeeper.

This is important because for Timekeeper to pay the
employee Overtime, Timekeeper needs to think the
employee was not scheduled. This type should be used
on the employee when scheduling extra shifts in the
employee’s home unit. (i.e. a typical regular shift)
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Scheduling Overtime/Extra Shifts in Employee’s Home Unit
Steps to scheduling overtime and extra shifts in an

employee’s home unit.
1 From the Home
Page, click the
Plus “+” next to
the My
Information
Tab. Next
select Manage
My Department

Ca

r

# My Information 0 +_’! My Timecard

I ® My Information '1.‘1| + _

Manage My Department

2 From the

pane, select e
Schedule
Planner

Requests

Setup

Genies

Exceptions

Related Items @

Schedule Planner

3 In the Show
drop-down list,
select a
department
location query
OR select Select
Locations to
pull up your
population of
employees.

Loaded: 10-D6AM

Sat 1/09

*Note —if your
location query
does not
include the
Float Pool you
will want to
modify so that
you also see
the Float Pool.

Cuerent Schedule Period

<

® o8 "

Sun1/10  Moni/l 0
#n

= [5E [None

* Locations (24)
Mone
All Home Locations:

*DCF Careling

TH Aomin AA5

*DOC Carl Robinsan
Selet Locarions

¥ Hyperfinds (108)
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In the Time

Period drop | Current Schedule Period

down list, select Previous Schedule Period

a specific time
period or Range
of Dates

Mext Schedule Period
After Next Schedule Period
Week to Date

Last Week

Yesterday

Today
Yesterday Today, Tomarrow
‘Yesterday plus & days

Last 30 days

In this example,

on Tuesday
1/12/2021
thereis a

vacancy for
Second Shift.

The employee
working First

Job | Nursing Office/MCC - Healthcare Cerer/Brava/RN i

Shift from

6:45AM — e otsons [Ty s | St sesn
3:15PM has T E—

decided to stay DVAFirst Shift

and work the DVA Second Shif

extra shift in AT En

the Second

Shift zone from

3:15PM -

11:15PM.

Time Span | View All i
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Right click and

Add Shift.
&
+h
»
)
L,
®
u
]
a
+
m
:'!
on
=

In the Add Shift

box, enter the
Start Time and
End Time of the
shift. In the
Type drop-
down box,
select
Unavailable.

Comments (0) Add Comment

Note: Choosing
the type of
Unavailable will
allow for the
schedule to
remain in the
Schedule
Planner, but
will look as
though the
employee is not
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scheduled in
Timekeeper.

This will allow
for the
employee to
receive
Overtime pay
accurately.

Click Apply and
Save your
changes.

The shift now
appears in the
employee’s
schedule and is
grayed out with
a (u) next to the
shift that
indicates
“Unavailable.”

Notice how the
daily coverage
numbers have
not changed
and the
Schedule
Planner still
appears as
though there is
a vacancy on
Second Shift.
This is because
the type of
Unavailable
does not count
towards the
daily coverage
numbers. In
order for the
daily coverage
to reflect
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accurately,
proceed to the
next step.

Next, in order
to track and
count the extra
worked shift,
the Voluntary
Overtime or
Mandatory
Overtime pay
codes will also
need to be
added for that
shift.

Right click and
Add Pay Code.
Choose the
appropriate pay
code and Apply
and Save your
changes.

Note: If one of
these codes is
not added to
the employee’s
schedule for
this day then
the system will
not count or
track the extra
worked shift.

*When
entering
Mandatory
Overtime, a
work rule
transfer should
be used so that
the employee
is paid

6-45AM - 3:15PM
F15PM- 11:15FM (u)

Yoluntary Overtime [8.0]

Time Span | View All
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Overtime at
Double Time.

Refer to the
VOT/MOT job
aid that is
linked in this
document.

From the Float
Pool, select a
Float Pool
person with the
same job type
as the person
working the
extra shift. (i.e.
Float Pool RN
for an RN)

Add Shift to
insert the extra
shift on the day
for the Float
Pool
placeholder
employee.

DVA Pool Nurs.. | DVAP_ | 00D | Test Ful.  _o AN

6138 40
133 | T2

Add shift

Assigned to

|DVAPool RN 1, DVAFoo... [ = |

Insert Template =

TPT. Par. _@& AN

MFT_. Ful. _o AN

Shift Details 12:00am-1:00am(1.00h)

Shift Label |

|10.-IH—?.-ISI.M
BASAM - 3:15PM

F15PM - 1T 15PM fu)

Primary Job /DVA/Float Pool/RN

Repeat this shift for

1

|days

[#] %] 11272021 Regular

12:00am | 1:00am | 1/12/2021

1.00

Comments (0) Add Comment
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Since the Float Add Shift
Pool
| ) Assigned to
employee's DVA Pool RN 1, DVA Poo_. [ = |

home unit is
the Float Pool,

Insert Template -

Shift Details  3:15pm-11:15pm(8.00n) Primary Job /DVA/Float Pool/RN

Shift Label | | Repeatthisshiftfor 1 |days

a transfer to
the correct
location will
need to be
completed.

Comments (0) Add Comment

In the Job
Transfer drop-
down box,
transfer the
POOL employee
to the correct
unit/job. The
Start Time and
End Time fields
should match
the extra shift
that the regular
employee is
working.

Click Apply and
Save
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12

The daily
coverage
numbers are
now updated
and accurate.

If the employee
transferred to
another
location not in
their home unit
refer below for
next steps.

W A

® 1/08-1/14
Sc Wo_ on Tuesday 1/12
Heame Pes. o~ Pay. o L J. ¥ b shn pR

Open Shifts
DVAPOOLAN . POOL. 000 11FT. Ful i AN
DVAPoGIAN1,. POOL. 750 TIFT. Ful. .3l AN TIASPM-TVTSPM)
DVAPoolNurs.  DVAP. 000 | Test il o RN

800  11PT. Par o AN 3 10:45PM - T:158M

6. | 1FT. Ful a RN 1 G:45AM - 315PM

Voluntary Qvertime [8.0]

< Indicators
Rule Violations Dadly Coverage ‘Staffing Assistant
View  Counts =| Jab  Nursing Office/HCE - Healthcare Center/Bravo/RN | =|  Time Span  View All -
VA First Shift

DVA Second Shift

DV Third Shift
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Scheduling Overtime/Extra Shifts when an employee transfers to another
location

Steps to scheduling overtime and extra shifts when an

employee transfers to another location.
1 From the Home
Page, click the
Plus “+” next to
the My
Information
Tab. Next
select Manage
My Department

I ® My Information '1.'2| + _

r

® My Information 0 +_! My Timecard Manage My Department

L

2 From the
Related Items @
pane, select Genies
Schedule
Planner

Requests
Exceptions
Setup
Genies

Schedule Planner

3 In the Show
drop-down list,

select a o _

department Loaded: 10-064M  Cument Schedule Period ] [W;I:I;ns ;:J'n -
location query £y tome

OR select Select _*U’f_"f_ij‘ ans :
Locations to @ /08 °0cF sola N Acminats

pull up your Sat1/08  Swn1/10  Moni/l © 114
population of R

employees. “DOC Eroaklyn

*D0C Carl Robinson

SalecT LOCATIONS

*Note — if your
location query
does not
include the
Float Pool you
will want to
modify so that

¥ Hyperfinds (108)
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you also see
the Float Pool.

In the Time
Period drop
down list, select
a specific time
period or Range
of Dates

| Current Schedule Period

In this example,
on Saturday
3/13/2021
thereis a
vacancy for
Second Shift on
another unit.

Right click and
Add Shift.

Previcus Schedule Period

Mext Schedule Period
After Next Schedule Period
Week to Date

Last Week

Yesterday

Today
Yesterday Today, Tomarrow
‘Yesterday plus 6 days

Last 30 days

Fri3/12

[ T0:45PM - 7-15AM

10:45PM -7:15AM T10:45PM - 7-15AM
| 6:45AM - 3:15PM | 6:45AM - 3:15PM

Add shift

Add Pay Code
Insert shift template
Enter Time Off
Availability Override
Restore

| f:454M - 3:15PN

Paste

Edit Accrual Amounts
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In the Add Shift Edit Shift

box, enter the
Assigned to

Start Time and [ | Shift Details  2:45pm-11:15pm(8.50h) Primary Job _ing Office/HCC - Healthcare Center/Charlie/RN
End Time of the

shift. In the frert femplate. - smiftiapel | Repeatthisshiftfor | days

Type drop- '

down box,

Select i i 3/13/2021 Unavailable 2Z:45pm  11:15pm 3/13/2021 | 8.50

UNAVAILABLE. ‘

*Note:
Choosing the
type of
UNAVAILABLE
will allow for
the schedule to
remain in the
Schedule
Planner, but
will look as
though the
employee is not
scheduled in
Timekeeper.

Comments (0) Add Comment

This will allow
for the
employee to
receive
Overtime pay
accurately.

Click Apply and
Save your
changes.
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Next, in order
to track and
count the extra
worked shift,
the Voluntary
Overtime or
Mandatory
Overtime pay
codes will also
need to be
added for that
shift.

Right click and
Add Pay Code.

10:45PM -T:15AM
6:45AM - 3:15PM

3/12-3/18

Saturday 3/13

2:45PM - T1-15PM (u)

10:45PM -7:15AM

6:45AM - 3:15PM

£  Edit
HIl  Add Pay Code

7 - B3 Enter Time Off
&« Unassign
| b
X Delete -
-
Time Span | DWA Znd

. .
B copy

%@ Edit Accruzl Amounts

£ Add shift
Selectthepay || aq4q Pay Code
code fromthe ||
pay code drop- Assigned to
down box Dybinski, Agnes
Enter the ‘ Effective Date:* 31372021 =
Pay Code:* Voluntary Overtime A
Amount of Y ¥
hours and Amount (HH.hh):* 8.00 -
correct start (7] Override Accrual Days: Create Open Shift
tme 01; tl:(e ‘ ] Override Shift Unavailable Start Time: 2:45PM
shift. Clic
Apply and Save | Whole Shift Partial Shift Unavailable Amount (HH.hh): 240
your changes Start Time:* 2:45PM
| Repeat for: 1 days Transfer Job: -
E Transfer Labor Level: >
Comments (0) Add Comment
Cancel Apply
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In referencing
the daily
coverage for
the unit that I

the employee
notice how the |

daily coverage
numbers have

not changed 10:45PM - 7:15AM
and the | 6:45AM - 3:15PM
Schedule T

Planner still

appears as

though there is
a vacancy on

Second Shift. Time Span | DVA 2nd Shift

If you want the
daily coverage
numbers to
reflect
accurately,
follow steps
then a
placeholder
employee will
need to be
transferred to
the applicable
location in the
schedule
planner.
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To transfer the
employee to
the correct
location,
highlight the
employee and
select GO TO
Timecard

'y

Refresh

Ee
Wiew
Comments

Loaded: 10.28AM | 3/12/2021-3/25/2021 | = |[5E| | Selected Locations [=) [ Edir_]

B 20 0 oA

Share Contact GoTo
tracking

After the
employee has
worked the
shift and their

‘ 1 Selected

3/12/2021 - 3/25/2021

People Editor
Schedule Planner TRX
Schedule Audits
Requests

Exceptions
Timecards

IiFria.'lz

IN and OUT

245PM-11:15PM

Sar3/13

punches are on

Voluntary Overtime

11:15PM

-/DCF-DCF91000/Solnit N1
Reg Telecommuting 30 Min

their timecard, sinans

eq 60 Min
“Reg Light Duty 30 Min
%1189 Double Time FT

you can enter a

2:45PM-11:15PM

transfer to
another
location in the
Transfer drop-
down box.

Select the
Transfer drop-
down box and
click Search.

2:45PM-11-15PM
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In th
e Job Transfer
Transfer
section, follow
the path to Hame
. Job IVASHCLT - Healthcare Center/Nursing Office/HCC - Healthcare
select the job Centen/Brovo/RN
within the Labor Account
transferred ol
| tion that
ocatio a Jab Transfer I | Wark
the employee
worked. #| Float Pool Beginning Of Time - Farever -
= H Healthcare Center Beginning im Gl
Click Apply and =| Mursing Ofice Beg f Tienee - Foreve
Save your =| HCE - Healthcare Tin e - F
changes_ & Admin Baginning Of Time - Forever
= Brawvo Beginning Of Temse - For
CHA g OF Time - Fone
tineg Of L
ganning OF Time - F
@ RN Begmning Of Time - Forever
& Charlie Beginning 01 Time - Fore
+ ical Ed Beginning T -
e ira Aa fT [+ ee -
Cancel Apply
v 7. Ea-
Reference the ©-1 V- o &
timecard to mecars sctions
. Date Schedule Pay Code ‘Amount in Transfer out
confirm that 5| T3 |
the jOb transfer + g iz 245PM-11:15PM
iS now IlSted + (%] sat3iz @ i 2:45PM " __ire Center/Nursing Office/HCC - Healthcare Center/Bravo/RN 11:15PM
+ Voluntary Overtime 80 2:45PM
+ sun3/14
Approve any £ iMDH 3ns 2:45PM-11:15PM
hours listed as + e 2:45PM-11-15PM
”Unapproved _ + Wed 3/17
. + u
outside of STD S
i
”
HRS. + J sa 320 2:45PM11:15PM
Totals Accruals Audits Historical Corrections
All v Pay Code hd
Pay Code Amount
80

Unapproved - outside STD HRS
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