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Workforce Timekeeper is delivered with a variety of Crystal reports that present your labor data in
a number of formats. Managers and other users can access labor information in the context they
prefer, so they can best leverage labor resources. The standard output format is Adobe Acrobat
Portable Document Format (.PDF). Alternate formats for emailing include HTML, Microsoft Excel,
Microsoft Word, and Rich Text Format. 
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Absent Employees

This report displays employees who are absent and whether they are excused or unexcused
absences.  The report displays data for the selected date range and only absences through the 
current day will display; future scheduled absences do not display.
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Accrual Balances and Projections

This report displays the current balances, as well as future takings, credits, and projected balances
through the furthest planned taking of the selected employees.  Managers can use this data to
quickly determine if an employee has accrued enough time to take time off.
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Accrual Debit Activity Summary

The Accrual Debit Activity Summary displays the amount of time debited for each employee by
accrual type. This detail view allows managers to quickly spot absence trends.
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Accrual Detail

This report displays running accrual balances and transactions for each employee over a selected
time period, including the type of transactions, effective dates, and any balance resets that
occurred.
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Accrual Summary

This report displays starting accrual balances, earnings/credits, and takings/debits, and the ending
balance for each accrual type in the selected time period.

Workforce Timekeeper Sample Reports Page 5

©2004, Kronos Incorporated.

!"#$%&’$%

()*+)*,,-...-/0*/**12

34’5.3$65$%.-,0

-),7)*,,-..8..()*9)*,,-

()*+)*,,-...-/0*/*012

:"$%;/

<=>$.?$%=4@/
?%=65$@.A4%/
?%=65$@/
BC5C.&#.54.BC5$/!""#$%&’($))%#*

!""#$%&’+,-.
(/%#/012’3%/.
456.7./8

(/%#/012’
9%&%1".

:%#10127’
%1-’+#.-0/7

;%<0127’%1-’
3.=0/7

:1-012’
9%&%1".

9%<.#>’?012.# @AB3C
D&,%/012’E,&0-%*’’3%*7’

D,/,,/,,#E7/,,/,,7/,,/,,D,/,,/,,#E*/,,/,,<F".-)7)*,,- ,/,,/,,
F.#7,1%&’’E,$#7’

D,/,,#E-G/,,,/,,D,/,,#E-G/,,<F".-)7)*,,- ,/,,
(0"<’’E,$#7’

D,/,,#E0-/7H7+/,,D,/,,#E--/99<F".-)7)*,,- 9/*0
G%"%/0,1’’E,$#7’

D,/,,#E-,/,,-,/,,D,/,,#EG,/,,<F".-)7)*,,- ,/,,

9,1-7>’90&&’H AIJK@LMB3C
D&,%/012’E,&0-%*’’3%*7’

DI7/,,/,,#E,/,,/,,,/,,/,,D,/,,/,,#E,/,,/,,<F".-)7)*,,- 7/,,/,,
F.#7,1%&’’E,$#7’

D,/,,#E,/,,,/,,D,/,,#E,/,,<F".-)7)*,,- ,/,,
(0"<’’E,$#7’

D-/,,#E8G/,,G/,,D,/,,#E,/,,<F".-)7)*,,- -/,,
G%"%/0,1’’E,$#7’

DG/,,#E,/,,,/,,D,/,,#E,/,,<F".-)7)*,,- G/,,

9#,,<7>’9,= MNB3C
D&,%/012’E,&0-%*’’3%*7’

D,/,,/,,#E7/,,/,,7/,,/,,D,/,,/,,#E*/,,/,,<F".-)7)*,,- ,/,,/,,
F.#7,1%&’’E,$#7’

D,/,,#E-G/,,,/,,D,/,,#E-G/,,<F".-)7)*,,- ,/,,
(0"<’’E,$#7’

D,/,,#E+-/0*G/,,7G/-(D,/,,#E9-/,0<F".-)7)*,,-
D,/,,#E0*/-+7*/,,D,/,,#E-,/,,J$@.+)0,)*,,-K -/-+

G%"%/0,1’’E,$#7’
D,/,,#E(*/,,G/,,D,/,,#EG,/,,<F".-)7)*,,- ,/,,

:O%17>’:-1% M@B3C
D&,%/012’E,&0-%*’’3%*7’

D,/,,/,,#E7/,,/,,7/,,/,,D,/,,/,,#E*/,,/,,<F".-)7)*,,- ,/,,/,,
F.#7,1%&’’E,$#7’

D,/,,#E*-/,,*-/,,D,/,,#E-G/,,<F".-)7)*,,- ,/,,
(0"<’’E,$#7’

D,/,,#E(G/7(,/,,D,/,,#E9-/7,<F".-)7)*,,- *-/*9
G%"%/0,1’’E,$#7’

D,/,,#EG,/,,,/,,D,/,,#EG,/,,<F".-)7)*,,- ,/,,

?.&-#.7>’:&07. MAB3C
D&,%/012’E,&0-%*’’3%*7’

D,/,,/,,#E*/,,/,,,/,,/,,,/,,/,,D,/,,/,,#E*/,,/,,<F".-)7)*,,-
D,/,,/,,#E*/,,/,,,/,,/,,D,/,,/,,#E*/,,/,,J$@.+)0,)*,,-K ,/,,/,,

F.#7,1%&’’E,$#7’

Starting
balance

Earnings Takings

Date and
amount of

balance
reset

shown

Leave
type

Ending
balance

at end of
selected
period

Includes 
probationary
balances for

recently
hired

employees



Actual vs. Schedule by Job

This report displays individual employee and group summary actual, scheduled, and projected
hours and wages for the selected period, sorted by job.
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Actual vs. Schedule by Labor Account

This report displays individual employee and group summary actual, scheduled, and projected
hours and wages for the selected period, sorted by labor account.
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Employee Hours by Job

Reports hours/amounts/wages for each job/pay code in which the employee accrued hours.  The
report provides totals for each employee and job per employee as well as grand totals.
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Employee Hours by Labor Account

This report displays hours/amounts/wages for each labor account/pay code in which the employee
accrued hours.  The report provides totals for each employee and labor account per employee as
well as grand totals.
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Employee Schedule – Monthly

The Employee Schedule report displays the monthly schedules of selected employees.  The monthly
view displays shift codes.  Managers can use this report to answer the question “where are my
employees working?”  Employees can use this report to answer the question “what is my schedule?”
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Employee Schedule – Weekly

The Employee Schedule report displays the weekly schedules of selected employees.  The weekly view
displays shift start/stop times.  Managers can use this report to answer the question “where are my
employees working?”  Employees can use this report to answer the question “what is my schedule?” 
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Employee Signoff

This report displays the status of timecard signoff for the pay period.
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Employees Currently Earning Time (On Premise)

This report displays those employees who have an in-punch (or start time entered) and no 
out-punch (no end time entered) between the time of the in-punch and the time the report 
is generated.
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Employee Transactions and Totals

Displays pay code transaction data and totals by employee as well as a grand total.  Pay codes,
their respective time or amount totals, and wages are displayed. Combined pay codes display 
separately with their respective time or money amount totals.
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Exceptions

The exceptions report displays exceptions and comments attached to the start or end of a shift,
break, or meal, as well as absences for each employee within the specified time period.
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Holiday Credits

Displays holiday credits issued and/or denied for each employee for each holiday in the time-
frame.  When a credit is denied (did not qualify for holiday credits), a reason displays indicating
which criterion the employee failed to satisfy.
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Hours by Job

This report displays money/hours/wages for each location’s job in which employees accrued
hours.  The report totals money/hours/wages for each location’s job by pay code.
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Hours by Labor Account

This report displays money/hours/wages for each labor account in which employees accrued
hours.  The report totals money/hours/wages for each labor account by pay code.
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Hours by Labor Account with Graph Summary

This graph summarizes and illustrates the percentage of total hours by pay code for the labor
accounts chosen to be included in the report.
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Location Schedule – Monthly or Weekly

The Location Schedule report presents the weekly or monthly schedule for a location, including
scheduled shifts and open shifts sorted by job. This report lists all employees who are scheduled
to work in the location regardless of their primary job. It answers the question “Who is working
in this location?”
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Overtime Equalization Detail

This report shows the history of overtime offered and subsequently refused or accepted by
employees.  This report may be helpful in addressing employee grievances. Note: the Overtime
Equalization feature must be implemented.
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Primary Account Detail

This report displays a history of primary job/primary labor account assignments per employee
for a specified time period, and audit detail.  Managers use this information to find out which
primary labor accounts or primary jobs were assigned to an employee, by whom, and when the
assignments were made.
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Punch Origin

This report displays in/out punch dates and times for selected employees, including source 
information: server, client IP address username, and application. This report can be used to 
investigate the source of a given employee’s location when he/she indicated a start time for the day.
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Time Detail

The Time Detail displays detailed data about each employee’s productive and non-productive
hours.  Summary data displays per employee totaling time and money by labor level and pay code.
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Timecard Audit Trail

This report displays audit information related to specific timecard editor actions, including the
date/time of the action, who performed the action, and what information changed. This report
may be used for troubleshooting changes to the employee’s timecard.
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Timecard Signoff/Approval Audit Trail

This report displays audit information related to signoff or approval of timecards, including
date/time and who performed the action.
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About Kronos Incorporated

Kronos Incorporated is the most trusted name in workforce management.  Kronos helps organi-
zations staff, develop, deploy, track, and reward their workforce, resulting in reduced costs,
increased productivity, better decision-making, improved employee satisfaction, and alignment
with organizational objectives.  More than 20 million people use a Kronos solution every day. 

For more information, please contact:
Kronos Incorporated at (800) 225-1561, or visit us at www.kronos.com.
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