Kronos Scheduler: Request Manager with HyperFinds

Purpose

The Request Manager widget allows managers to review and act on employee requests to self-schedule,
swap shifts and take time-off. They can also submit these requests on behalf of the employees. The widget lists
requests by type and displays action buttons that enable the manager to:

. View request details and history
. Approve, reject, cancel, or retract requests

The columns that appear in Request Manager depend on the request type.

This document demonstrates how you can copy/create useful HyperFinds based on Primary Accounts and Locations.

Once successfully created these can be leveraged on all Genies, most Widgets and Reports in Kronos.
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Kronos Scheduler: Request Manager with HyperFinds

Using HyperFinds by Primary Account or Location
Steps to using HyperFinds with Request Manager

1 From the Home
Page, click the
Plus “+” next to

I & My Information '1'2| + _
r

the My ﬂ
Information .
® My Information O] 4+ = Manage My Department
Tab. Next ¥ I T 4 My Timecard
select Manage
My Department
2 From the Genies
Genies, choose # My Information ] Manage My Department €3] )
QuickFind = | |*

DAS Summary ]

QuickFind Genies

Owertime Equalization

o0 -
DAS Summary DAS Summary %
3 In the Show

drop-down list, _ . _ .
select a Current Pay Period = || 22| | DCF Solnit Nerth -
department o s
HyperFind (i.e. Time Pericd - Range Of Dates ow - Lrop
DCF Solnit Down
North)

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

Current Schedule Pericd
Previous Schedule Period
Current Schedule Period
Wext Schedule Period
After Next Schedule Period
Week to Date

Last Week

Yesterday

Today

Yesterday.Today, Tomorrow
Yesterday plus 6 days
Last 30 days

Page 2



Kronos Scheduler:

Request Manager with HyperFinds

IF your current
HyperFinds are
not sufficient,
you can create
a new one.

Select the Filter
of Primary
Account.

Any Selected
Locations that
you do not
want can be
removed by
highlighting the
item and
clicking the
single Arrow
point to the left

Any Items
(Locations) you
need to add to
the list by
typing in part of
the
name/number
in the Available
Items and click
Search. (used
the * on both
sides of the
name as a
wildcard)

| DCF Salnit North

Ad Hoo

All Home
Careline staff as of 7-6-2020
DCF Expire Cert

DCF Solnit South
DCF Solnit South ADV Sched
Hospital Custody

View SQL Test

[=] General Information
Name or ID
Primary Job
Expired Primary Job
‘Primary Account
Additional Information
Person’s Dates

[ Timekeeper

[# Time Management

[* Biometrics

PRIMARY ACCOUNT
@ Include () Exclude people who meet this condition
Summary  Agency-Dept.. | Location | Combo Code  Override Rea..

Employee ID_. Supervisor  Job

Wild Card Selection | |

Available ltems Selected Items

*solnit north*

DCFO47005,50lnit North PRTF Maint
DCF047006,50lnit North PRTF Security
DCFO47008,50lnit North Facility Treat

DCFO47007,Solnit North PRTF Med & Dent

Wild Card Selection

Available ltems

Selected ltems

*

' (_searen |

DCF083230,50ln South Hosp CC-Mnhssett

- DCF0E3231,50ln South Hosp CC-Passaic

>

DCF083233,50ln South Hosp CC-Acadia

s
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Kronos Scheduler: Request Manager with HyperFinds

Once you are
ready select the
items returned
and the button
that points to
the right in
order to move
it to the
Selected item
side.

In addition, you
can select the
Job tab in order
to filter Labor
Jobs

Wild Card Selection

Available ltems

*Lak* Search

DCF083251,50lnit South PATF M&D Lakota
DCF0B83255,50In South PRTF CS-Lakota
DCF083259,50ln South PRTF CC-Lakota

PRIMARY ACCOUNT

@ Include () Exclude people who meet this condition

Summary  Agency-Dept.. Location

Wild Card Selection
Available ltems
chil*
0377TMPChildren&FamiliesAsstSuprtndnt
T1920HN,ChildSvesUnSupwy
T920XN,ChildSvesUnSupy

1921FK ChildrenServicesSpecialist
T92THN, ChildrenServicesSpecialist

>
Combo Code Override Rea_. Employee ID_.. Supervisor
Selected ltems
Search
= T920FK, ChildSvesUnSupy
b B
- =<

Job

Once you have
all the desired
locations in the
list, click the
Add or Update
Button in the
Selected
Conditions
section again.

A good practice
is Test the
HyperFind using
the Test Tab
near the top of
the dialog
screen

Selected Conditions Add

Primary labor account matches */DCFO47007/*/*/*/*/1920FK; 1969HC as of today

Select Conditions Assembile Query View SOL

Hame
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Kronos Scheduler: Request Manager with HyperFinds

Other Filters of
Note

e  PrimaryJob
e NameorlID

Select the
locations on the
Org Map of
interest.

Use the Include
Jobs from all
locations below
checkbox if
desired.

Filter

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

PRIMARY JOB

PRIMARY JOB
@ Include () Exclude people who meet this condition

AsOfDate”  7/28/2020 i GoTo |

L] oo | [Lctearan |

[EI[ MEDaDENTAL 2/01/2020 - Forever
[#IT] Mansion 6/17/2020 - Forever
=00 0ak 6/17/2020 - Forever

S Medical 6/17/2020 - Forever
B4 HN 6/17/2020 - Forever

B RN 6/17/2020 - Forever

[FIT]_snrurs 67172020 - Enraver

[ Include jobs from all locations below

Effective Date  As of today

Selected Conditions

- | Update ‘ ‘ Delete

@ Include () Exclude people who meet this condition

As Of Date * [7;2912020

Primary job matches DCF-DCF31000/Solnit N/MED&DENTAL/Oak/Medical/HN, DCF-DCFI1000/ Solnit N/MED&DENTAL/Oak/Medical/RN as of today

Go To [

- L I = = e e

23 Spruce 7/16/2020 - Forever

(i |

MED&DENTAL 7/16/2020 - Forever
HN 7/16/2020 - Forever

El PN 7/16/2020 - Forever

] RN 7/16/2020 - Forever

E suPRN 7/16/2020 - Forever

nclude jobs from all locations below

Effective Date

[

As of today
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Kronos Scheduler: Request Manager with HyperFinds

Request Manager — Navigation

Steps to Review Time Off Request Description

1 | From the Genie —
results, select the o [ X -
desired employees | . ..., . e T
or click the Select
All Rows button =X Ji+- V¥ -
groviiagl [ ! e ~ Go to widget
Next Click the Schedule Planner TRX -
GoTo Button, then p"’“"'& L T Timecards
choose Requests = |c] Schedule Audits
H Schedule Planner
Wldget eie Exceptionz
Solni. D Reports
Requests e
2 | The Goto feature
allows you to - -
inherit the same - e Y & 8 B T
list of employees
from a previous - e
Genie.
TAT/2020-7/30/2020 - E 165 Employee(s) Selected || =
o o
Refresn GeTo
End Date Pay Code Comments
020 Administrative Leave Paid
020 Administrative Leave Paid
3 | When the widget Submission Period — Time period when an employee can submit a schedule request.
opens, know Request Period — Dates when an employee can request the schedule change (off, etc.).
Request/Start
Date impacted by | For example:
the Time Off DCF requires employees to request Vacation for the next year in December.
Request. (Not the | Submission Period: 12/1/2020 -12/31/2020
Submission Date) Request Period: 1/1/2021 -12/31/2021
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Kronos Scheduler: Request Manager with HyperFinds

Approve
Refuse
Pending
Retract
Details
Edit

Add Request

fanOXx= o<
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