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[bookmark: _Toc24639990]Workforce Timekeeper System Administration
This manual contains instructions for performing most of the functions which are the responsibility of Kronos System Administrators. Access to these functions is allowed through the Function Access Profile that is assigned to you. Accordingly, you may not have access to all the functions described in this manual.
[bookmark: _Toc24639991]
Accessing Setup
Most of the functions that you, as a SuperUser, will be performing are in the “Setup” portion of the system. 
To access this section of Workforce Timekeeper, click the Setup link that is provided to you. This may be in the drawer or within another widget, such Quick Links.


When you click on Setup, a screen similar to the one below will appear. Note that depending on your access level, some options displayed below may not be available to you.

[bookmark: _Toc24639992]Organizational Setup
[bookmark: _Toc24639993]Labor Level Entries
As part of the initial configuration of your Workforce Timekeeper system, labor levels were established to track where hours are charged for each employee. An example of a Labor Level structure appears below. Initially the labor levels must be populated with entries before any employees may be entered into the system. Ongoing maintenance of the labor structure consists of adding new entries and/or inactivating entries that are no longer being used. For example, if a new job code is established by your organization, that code must be entered into Workforce Timekeeper before any employee can be assigned to it.
To add new labor level entries:
Log in to the Workforce Timekeeper application.
Go to Setup > Organization Setup > Labor Level Entries. 











Click the down arrow in the Labor Level box. 







Choose the labor level to which you wish to add or edit entries.
Click Search. 
To add new entries, click the Name field under New Entry, and enter the alpha-numeric code for the new entry.
Enter the description of the new entry in the Description field.
Click the Add to List button.
Save.
To edit existing labor level entries:
1. Follow steps 1-5 above.
Click the Name or Description of the entry you want to edit and make the change.
To inactivate an entry so it no longer appears in pick lists inside the application, check the Inactivate box.
[bookmark: _Labor_Level_Sets][bookmark: _Toc24639994]Save.


Labor Level Sets
Labor Level Sets allow you to 1) assign employees to a manager (known as an Employee Group), and 2) restrict what labor level entries can be used for account transfers (Labor Level Transfer Set).

To create a Labor Level Set:
1. Go to Setup > Organization Setup > Labor Level Sets. 










Click the New button – the Labor Level Set Editor will appear showing your labor levels.
Name the new Labor Level Set, e.g. “Plant Operations.”
Click the down arrow in the Use In box and choose what type of labor level set you are creating. 







Click the tab representing each labor level, select the appropriate entries from the Search Results box, then click Add. Your selected entries will appear in the Selected Items box to the right of each labor level.

















Repeat step 5 for each labor level that includes entries for your selection criteria. For example, if you are creating a labor level set for your Finance manager so s/he only has access to Finance employee timecards, you would click the Department labor level, click Finance in the Search Results box, then click the Add button. If the Finance manager is only allowed to see the staff accountants, you would then click to the Position labor level, and select the staff accountant job code(s) in the Search Results selection box.









Note: Labor Level Sets can also be created from the Manager Role – General screen in the People Editor by clicking the “New” button next to “Employee Groups” and/or “Labor Level Transfer Set.”


[bookmark: _Toc24639995]Access Profiles
When managers and employees log in to Workforce Timekeeper through a browser, the system reads a number of profiles which are attached to their account. These profiles tell the system what the manager or employee is allowed to see and do while logged into the application. 
[bookmark: _Logon_Profiles][bookmark: _Toc24639996]Logon Profiles
Logon Profiles controls passwords and session restrictions.
To create a Logon Profile or modify an existing one:
1. Go to Setup > Access Profiles > Logon Profiles.

To create a new profile, click New. To edit an existing profile, click the profile name.
Name the Logon Profile (usually your company name).
On the Password tab, set the Expires value to the number of days when the system will prompt the user to change their password.
Set the Minimum Length value.
Set the Reuse Monitoring value to the number of passwords that are kept in history.
On the Session Restrictions tab, click the Enabled radio button to turn on the lockout feature.
Set the Lockout After value to the number of failed attempts before lockout.
Set the Lockout Duration value to the hours and minutes after which the system will automatically unlock the user account if the maximum number of failed attempts has been exceeded. Note: If the Forever radio button is checked, the user account will remain locked until someone manually unlocks it in the People Editor.
When finished, click Save & Return.


[bookmark: _Pay_Code_Profiles][bookmark: _Toc24639997]
Pay Code Profiles
Pay Code Profiles limit the pay codes that managers and employees can see and use in Pay Code Edits and Move Hours.
To create a Pay Code Profile:
1. Go to Setup > Access Profiles > Data Access Profiles > Pay Codes.

Click New to create a new profile. Name the profile for who will be using it, for example, “Managers.”
Click the check box in the Available column for the pay codes the user will be able to use for pay code edits in timecards and schedules. Click the right arrow button (>) to move the pay codes to the Selected column. To move all pay codes to the Selected column, click >>. 













When finished, click Save & Return.
Repeat this procedure for each new Pay Code Profile.
[bookmark: _Work_Rule_Profiles]Note: There are two separate Pay Code Profile settings for each manager account in Workforce Timekeeper. These are set in the People Editor under Manager Role – General. The Pay Codes Edit Profile controls which pay codes the manager can use. The Pay Codes View Profile controls which pay codes the manager can view in reports. 


Work Rule Profiles
Work Rule Profiles limit the Work rules that managers and employees can use in timecard and schedule transfers.
To create a Work Rule Profile:
1. Go to Setup > Access Profiles > Data Access Profiles > Work Rules. 









Click New to create a new profile.
Name the profile, e.g. “Managers.”
Click the check box in the Available column for the Work rules the user will be able to use for transfer in timecards and schedules, then click the right arrow button (>) to move the pay codes to the Selected column. To move all Work rules to the Selected column, click >>.
Repeat this procedure for each new Work Rule Profile.
When finished, click Save & Return.


























[bookmark: _Report_Profiles][bookmark: _Toc24639998]Report Profiles
Report Profiles limit the reports that managers can run in the Workforce Timekeeper application.
To create a Report Profile:
1. Go to Setup > Access Profiles > Data Access Profiles > Reports. 
Click New to create a new report profile.
Name the profile, e.g. “Manager Reports.”
Click the check box in the Available column for the reports the manager will be able to run, then click the right arrow button (>) to move them to the Selected column. To move all reports to the Selected column, click >>.














When finished, click Save & Return.
The following reports are typically given to Managers:
	Absent Employees
	Employees Currently Earning Time

	Accrual Balances & Projections
	Exceptions

	Accrual Debit Activity Summary
	Holiday Credits

	Accrual Detail
	Hours by Job *

	Accrual Summary
	Hours by Labor Account

	Actual vs Schedule by Job *
	Hours by Labor Account w/ Graph

	Actual vs Schedule by Labor Account
	Person Attributes

	Badge Numbers
	Person Job Assignment

	Employee Hours by Job *
	Punch Origin

	Employee Hours by Job * (Excel)
	Schedule by Labor Account – Monthly

	Employee Hours by Labor Account
	Schedule by Labor Account – Weekly

	Employee Hours by Labor Account (Excel)
	Time Detail

	Employee Transactions & Totals
	Timecard Audit Trail

	Employee Transactions & Totals (Excel)
	


* These reports are only applicable for systems that are configured with the Organizational Maps and Jobs feature.















[bookmark: _Schedule_Profiles][bookmark: _Toc24639999]Schedule Profiles
Schedule Profiles include Schedule Groups, Pattern Templates, and Shift Templates. Each of these profiles limits the schedule groups, pattern templates, and shift templates which are available to managers.
To create a Schedule Group Profile:
1. Go to Setup > Access Profiles > Data Access Profiles > Schedule Groups. 
Click New to create a new profile.
Name the profile, e.g. “Support Schedule Groups.”
Click the check box in the Available column for the Group Schedules the manager will be able to see, then click the right arrow button (>) to move them to the Selected column. To move all Group Schedules to the Selected column, click >>.
When finished, click Save & Return.








To create a Pattern Template Profile:
1. Go to Setup > Access Profiles > Data Access Profiles > Pattern Templates. 
Click New to create a new profile.
Name the profile, e.g. “Support Pattern Templates.”
Click the check box in the Available column for the Pattern Templates the manager will be able to see, then click the right arrow button (>) to move them to the Selected column. To move all pattern templates to the Selected column, click >>.
When finished, click Save & Return.
To create a Shift Template Profile:
1. Go to Setup > Access Profiles > Data Access Profiles > Shift Templates. 


Click New to create a new profile.
Name the profile, e.g. “Support Shift Templates.”
Click the check box in the Available column for the Shift Templates the manager will be able to see, then click the right arrow button (>) to move them to the Selected column. To move all shift templates to the Selected column, click >>.
When finished, click Save & Return.
[bookmark: _Function_Access_Profiles][bookmark: _Toc24640000]Function Access Profiles
Function Access Profiles determine what privileges a manager or employee has in the Workforce Timekeeper application. There are over 450 switches which can be turned on (Allowed) or turned off (Disallowed) in the Function Access Profile.
To create a new Function Access Profile or modify an existing one:
1. Go to Setup > Access Profiles > Function Access Profiles. 
Click New to create a new profile.
To copy an existing profile, check the box next to the profile you want to copy, then click Duplicate.
Name the profile, e.g. “Managers with Wages”
Click the + sign next to each category in the profile and determine if the individual functions under that tree are applicable to the persons who will be assigned to this profile. Set the Access Scope value to “Allowed” for each function that you are giving access to.
When finished, click Save & Return.
Repeat this procedure for each new Function Access Profile.
Note: You can save time by duplicating an existing profile that closely resembles the one you are creating, and then editing the copy to Allow or Disallow the appropriate functions.


[bookmark: _Toc24640001]Workforce Genies
Genies are made up of multiple components. There are three main steps to building a Genie:
· First, build the column set (either a Detail Column Set or a Roll-up Column Set).
· Then, set the default genie information (such as HyperFind and time period). 
· Finally, provide the managers access to the genie by creating a profile.
Each of these components is described below.
[bookmark: _Toc24640002]Creating Column Sets
Column sets are the foundation of all Genies. The column set determines what information is displayed when the Genie is called. There are several types of column sets, but the most common are Detail and Roll-up column sets.
[bookmark: _Detail_Column_Sets][bookmark: _Toc24640003]Detail Column Sets 
A Detail column set contains employee-specific information. “Reconcile Timecard” and “Pay Period Close” are examples of a Detail column set. To create a new Detail column set or modify an existing one: Go to Setup > Display Preferences > Workforce Genie Building Blocks > Detail Column Sets.












1. Click New or click an existing column set name to modify it. 











Add columns by clicking the Insert Row icon (  ) on the left side of the screen.
From the Column pick list, choose the database field to be displayed.
Change the Label to what you want the column to be named when displayed. Words can be wrapped by placing a pipe (Shift+Backslash) between the words in the label, e.g. “Missing|Punch.”
Change the width of the column as appropriate.
For certain fields such as Exceptions, Pay Code Totals, and Custom Fields, select the appropriate data element in the Assignment pick list, e.g. Exception > Missed Punch.
Click the Default Sort button for the column that will be the Primary sort when the Genie is opened. Select whether the sort will in ascending or descending order.
Change the order of the columns using the up and down arrows on the left side of the screen.
When finished, click Save & Return.






Note: While you may add as many columns as you’d like, the purpose of a Genie is to display key information at a glance, so try to make your Genies fit on the screen without having to use the horizontal scroll bar at the bottom of the screen to view the entire Genie.

The top to bottom order of the columns is how they will appear left to right for end users:


[bookmark: _Toc24640004]
Roll-up Column Sets
A Roll-up column set contains information related to labor levels.
A Roll-up Genie is different from a Detail Genie. Instead of displaying employee information, the Roll-up Genie displays summary information based on labor levels. For example, a Roll-up Genie can show the number of employees in specific departments and all hours charged to those department(s):
 Several standard Detail Genies are supplied with Workforce Timekeeper, but there are no standard Roll-up Genies, so they must be built from scratch.
To create a new Roll-up column set: 
1. Follow the same steps listed previously for creating a Detail column set.
When finished adding columns, check the box next to the Labor Level(s) that you want to roll up on.









[bookmark: _Toc24640005]Creating Workforce Genies
After you have created a Detail or Roll-up column set, you must then attach it to a Workforce Genie. The Workforce Genie specifies the name by which the Genie is recognized, the default HyperFind Query used for the Genie, the default time period, and the column set attached to the Genie. The following procedure applies to both Detail and Roll-up Genies.
To create a new Workforce Genie or modify an existing one:
1. Go to Setup > Display Preferences > Workforce Genies > Detail [or Roll-up].

Click New or click an existing Workforce Genie name to modify it.





















Name the Genie – this is the name that will appear on the menu tab in the application:
 
Select the default HyperFind Query for the Genie. Note: must be a Public Query.
Select the default Time Period for the Genie.
Select the Column Set to be displayed. If you are editing an existing genie, you may wish to go back to the column set editor if any changes are needed to the column set.
Select the NavBar category. Choose My Workforce Genies or Timekeeping. This functionality remains in v8.1 but has little impact on genie access.
Click Save & Return.



[bookmark: _Workforce_Genie_Profiles][bookmark: _Toc24640006]Workforce Genie Profiles
Workforce Genie Profiles control what Genies a manager sees when s/he logs into Workforce Timekeeper.
To create a new Workforce Genie Profile or edit an existing one:
1. Go to Setup > Display Preferences > Display Profile Building Blocks > Workforce Genie Profiles. 

Click New or click an existing Workforce Genie Profile name to modify it. 
Assign a Name to the new Workforce Genie Profile.


Select the Genies for this profile from the Available column on the left and click Add to move them to the Selected column on the right. 
Change the order that the Genies will be listed in the menu tab using the arrows on the right to move the Genies up or down in the list. The order that the genies appear in here is the order in which they will appear in the dropdown.
When finished, click Save & Return.











[bookmark: _Display_Profiles][bookmark: _Toc24640007]Display Profiles
After you have created a Workforce Genie Profile, you must then assign it to a Display Profile. In addition to determining what Genies are displayed, the Display Profile controls such things as the format for punches (standard time vs. military time), the format for hours (minutes vs. decimals) and the format and default length of schedules.
To create a new Display Profile or edit an existing one:
1. Go to Setup > Display Preferences > Display Profiles.
Click New. Or, click an existing Display Profile name to modify it.
Name the new Display Profile, e.g. “Department Manager.”
On the Display Format tab, select the format for durations (hours/minutes or hours/decimals), punches (12 hour or 24 hour), and schedules (start/end time or shift labels). 
On the Labor Account tab, check all boxes.
The Job tab is only applicable if utilizing Organizational Maps and Jobs.
The Timecard tab is only applicable if any of your employees are using the Project View Timecard and you allow employees to edit their own timecards through the browser.
On the Manager Selections tab, choose the default Schedule Period, the Workforce Genie Profile (see above), the Custom URL Profile (if applicable) and the Calendar Genie Profile, then Save & Return.


[bookmark: _Toc24640008]Calendar Genies
Calendar Genies provide managers and employees with a snapshot of timekeeping, scheduling, and attendance activities for a selected date range – typically 12 months. Calendar Genies can display exceptions, pay codes, hours worked (e.g. Regular, Overtime, Total Hours), shifts, and attendance events (requires Workforce Attendance licensing). Viewable formats include Weekly, Monthly, and Multi-monthly.
The system comes with a Calendar Genie template called “Work & Absence Summary,” which can be configured to your company’s specific needs.

You can also create your own Calendar Genies using the steps on the following pages.
Calendar Genies, like standard Genies, are made up of building blocks:
Shift Time Bands define the starting time for each shift so that scheduled shifts can be identified as a background color when viewing an employee’s record. The system comes with three standard shifts – First, Second, and Third. Additional shifts can be added as necessary.
Calendar Data Elements define the specific activities or transactions which can be displayed in a cell of a Calendar Genie. Data elements can be configured to display in a different background or border color, text font/color, and options to include the description (long name or short name), amount, or transfer indicator. The system comes with several Timekeeping and Scheduling data elements which can be configured to your specific needs, or you can add new data elements.
A Calendar Data Set is simply a collection of Data Elements assigned to a Calendar Genie; similar to choosing the columns in a Detail Genie. The Calendar Data Set can be made up of data elements from any Domain (Timekeeping, Scheduling, Attendance) and Category (pay codes, exceptions, shifts, comments).
A Generic Calendar is similar to a Workforce Genie. The Generic Calendar defines the default HyperFind Query, the default time period (usually a range of dates), the Calendar Data Set, and the default view format (weekly, monthly, multi-monthly). Generic calendars can be assigned to both managers and employees (requires Workforce Employee licensing). The system comes with a generic calendar for employees and one for managers. Additional generic calendars can be created as necessary.
Calendar Profiles define which Calendar Genies a manager or employee is allowed to see. This is similar to the Workforce Genie Profile used for assigning standard Genies to managers. The system comes with a Calendar Profile called Super Access.












To modify or create new Shift Time Bands:
1. Go to Setup > Calendar Views Setup > Shift Time Bands. 
Enter the earliest starting time for each shift (colors will be selected later).
If adding a new shift, click New, then fill in the appropriate information.
When finished, click Save.
To modify or create new Calendar Data Elements:
1. Go to Setup > Calendar Views Setup > Calendar Data Elements. 
a. If modifying an existing data element, check the box next to the data element name, then click Edit.
b. If creating a new data element, click New.
Select the appropriate Domain.
Select the appropriate Category.
Enter a name for the Data Element (must be unique).
Select the appropriate pay code, exception, comment, or shift in the Available column and move it to the Selected column. For example, if you were creating a data element for Holiday, you would move the Holiday pay code to the Selected column.
Click the Visual Presentation tab.
Select either the Background or Border attribute, then click the browse button (  ) to select the color of the cell and the data within the cell.
Select the font style for the text.
Click the Data Display Options tab.
Select the appropriate data options that are available for the type of data element being created. This is the text that will appear in the cell.
When done, click Save & Return.
Note: Each Data Element category has different options available for display. For example, a pay code data element allows you to choose colors for the cell and text, as well as font style and four data types. Comment data elements do not allow you to choose the color or text that appears in the cell.
To modify or create a new Calendar Data Set:
1. Go to Setup > Calendar Views Setup > Calendar Data Sets. 
If modifying an existing Calendar Data Set, check the box next to the data set you want to modify, then click Edit.
If creating a new Calendar Data Set, click New.
Enter the Calendar Data Set name – must be unique.
Select the Domain (e.g. Timekeeping, Scheduling, Attendance).
Select the Data Elements from each Domain that should be included in the Data Set by moving them from the Available column to the Selected column.
Click the Data Display Order tab.
Use the arrow buttons to define the order in which data elements will be listed if two or more elements occur on the same day.
Click the Color Priorities tab.
Use the arrow buttons to define what color is displayed if two or more data elements occur on the same day.
When done, click Save & Return.
To modify or create a new Generic Calendar:
1. Go to Setup > Calendar Views Setup > Generic Calendars. 
a. If modifying an existing Generic Calendar, check the box next to the generic calendar you want to edit, then click Edit. If creating a new Generic Calendar, click New.
Enter the Generic Calendar name – must be unique.
Enter the Display Name – this is the name that will appear in the Genie menu tab.
Enter a description of the generic calendar (optional).
Select the default HyperFind Query from the pick list.
Select the default Time Period from the pick list. This is generally a Relative Range of Dates which will provide the employee or manager with a rolling time period, so a new time period doesn’t have to be selected each time the Genie is opened.
Select the Calendar Data Set from the pick list. This determines what data elements will be displayed in the Calendar Genie.
Select the default view format.
Define the number of months across the screen in a multi-month view.
Select the NavBar category under which the Calendar Genie will appear.
When finished, click Save & Return.

To modify or create a Calendar Profile:
1. Go to Setup > Calendar Views Setup > Calendar Profiles. 
a. If modifying an existing Calendar Profile, check the box next to the profile you want to modify, then click Edit. If creating a new Calendar Profile, click New.
Enter the Calendar Profile name. It must be unique.
Click the appropriate tab for Manager or Employee.
Select the Calendar Genies that the manager or employee can see by moving the Genies from the Available column to the Selected column.
When finished, click OK.
Go to Setup > Display Preferences > Display Profiles.
Select the appropriate Display Profile and choose Edit.
Click the Manager Selection tab in the Display Profile.
Select the appropriate Calendar Profile from the pick list.
Click Save & Return.
[bookmark: _Toc24640009]Assigning Profiles to Managers
Now that you have created all the profiles that are needed, it’s time to assign them to the manager (and employee) accounts.
1. Go to any Detail Genie, click on the manager or employee name, and use the Go To button to access the People Editor.
1. If the user is not already assigned a manager license, open the License screen, then click the box for Workforce Manager.
 
1. Open the User Information section. Each organization is different, and you may or may not need to assign the username and password information. 












If needed:
22. Type the username the manager will use to log in.
22. Assign the Logon Profile you created previously (jump to section).
22. Assign a generic password and confirm on next line.
22. Check the box to require a password change. 

1. Click the Job Assignment tab. 
1. Open Access Profiles.
24. Select the appropriate Function Access Profile (Jump to section).
24. Select the appropriate Display Profile (Jump to section).
1. Open the Manager Role – General screen.
25. Select the Employee Group from the list (Jump to section). You can also create an Employee Group on the fly by clicking the New button. 
25. Check the “Can see transferred employees” box.
25. Select the Labor Level Transfer Set (Jump to section).
25. Select the Pay Code profiles (Jump to section).
25. Select the Work Rule profile (Jump to section).
25. Select the Reports profile (Jump to section).
1. Open the Manager Role – Scheduler section.
a. Select the Schedule Group, Pattern Template, and Shift Template profile from the lists (Jump to section).
[bookmark: _Toc24640010]Common Setup
The “Common Setup” area includes a number of functions that are typically maintained by the Kronos System Administrator
[bookmark: _Toc24640011]HyperFind Queries
HyperFind Queries are simply filters which allow managers to select a subset of employees from all their Home employees. For example, if a manager has responsibility for more than one department or unit, he or she may want to create HyperFind Queries so employee timecards for each department can be viewed and/or approved separately. The ability to create HyperFind Queries is granted in the Function Access Profile assigned to each manager.
HyperFind Queries are also used by the system to generate automatic notices that can be sent via email to employees and/or managers. These notices, which are called Workflow Notifications, are typically set up by the Kronos System Administrator.
[bookmark: _Toc24640012]Types of HyperFind Queries
Depending on the rights granted in their Function Access Profiles, managers can have the ability to create one or more of the following types of HyperFind Queries:
Ad Hoc –	a temporary Query, good for as long as the manager is logged in or until it is changed.
Personal –	visible only to the person who created it or to whom it is assigned.
Public –	visible to all Workforce Managers. The ability to create Public Queries is generally reserved for the Kronos System Administrator.
[bookmark: _Toc24640013]
Query Conditions
The manager’s Function Access Profile controls what filters can be used to create HyperFind Queries. Some of the filters that you may have access to include: Employee Name or ID, Primary Account, Worked Account, Pay Codes, Pay Rules, Exceptions (such as Late-In or Missing Punch), Employment Status, and many others. The conditions you have access to will be displayed on the “HyperFind Query” screen under the “Filter” column.
[bookmark: _Toc24640014]Creating HyperFind Queries
As previously mentioned, there are many conditions (filters) that may be used to create HyperFind Queries. The most commonly used filter is Primary Account, which will segregate employees based on one or more labor entries which make up their Home account.
The following is a list of steps to create a HyperFind Query based on Department using the Primary Account filter:
1. Go to Setup > Common Setup > HyperFind Queries. 
On the HyperFind screen click New (or click New in the Show box of any Workforce Genie).
Click the Primary Account filter (depending on the settings in your Function Access Profile, this may be the default).
Click to the tab of the labor level which designates departments in your company, e.g. “Department.”
Select the department for which you are creating the Query. You can either select it from the Search Results list and then click the Add button or, if you know the code for the department, you can key it directly in the box to the right of the Department labor level.
Click the Add Condition button. You should now see this condition displayed in the Selected Conditions box at the bottom of the screen.
Click the + sign next to the Timekeeper filter.
Click Employment Status. Notice that it defaults to employees whose status is active as of today.
Click the Add Condition button to select this as a condition.
Click Save.
In the visibility dropdown, select Personal – this will be saved as a Personal Query, visible only to you.
Name the Personal Query with the name of the department you selected in step 5 above.
Click OK.
To test the Query, go to any Workforce Genie and click the down arrow in the “Show” box at the top of the screen. The Query you created will be displayed in the list along with any other Queries you have access to. 
Note 1: You can select multiple departments within one Query.
Note 2: You can create Queries using other filters using the same logic used in the Query you created using the Primary Account filter.






[bookmark: _Toc24640015]Query Manager
After the Personal HyperFind Queries have been created, they can be assigned to the appropriate managers using the Query Manager:
1. Go to Setup -> Common Setup -> Query Manager. 
Click the Find button on the Query Manager screen to display a list of all Personal HyperFind Queries that you have access to. The manager’s name will be displayed next to the Query name if it is assigned to that manager.
Right click on the Query that you want to assign. Choose Assign from the pop-up menu.
Find the manager’s name in the pick list and click to highlight it, then click OK.
The system will display a message indicating the assignment was successful.
Repeat this process to assign the appropriate HyperFind Queries to the rest of the managers who will need them.
Note: In most organizations, the Kronos System Administrator (SuperUser) is generally responsible for creating a Personal Query for each department, and then assigning the Queries to the appropriate managers using the Query Manager.


[bookmark: _Toc24640016]Comments
Comments allow managers and employees to document specific information in employee timecards and schedules. Comments must be pre-entered in the “Comment” table in the database before managers and/or employees can use them. As noted in the Manager’s Guide, free text notes may be attached to comments.
To create a new comment for use in your system:
1. Go to Setup > Common Setup > Comments. 
Click New.
Type the new comment in the Comment Text box.
Assign a code number (optional – use only if you want to display comments in something other than alphabetic order which is the default).
Select which categories the comment can be used in by moving the appropriate category from the Available column to the Selected column. When finished, click Save & Return.

2

image2.png
SUPERUSER

KRONOS g Sanom

# Superuser
Genies
Resoncie Tmecard - Loaded 1105AM  (CrentPay Priod = Aikame <) (e ®
= o8, v o B e
ek Leave o
Name  +  Peon  Unexcused  Missed Ewly Lme Ewy s Unsched  Tows  Towl  Regulsr  Tol -
Number ‘Absence Punch n n out Out Hours. Up-To-Date. ot Hours Reports.
v v
nequess
Q Adems e ! v v
sgema Regnas 10 v v fm—
Aouine oymond | 4 v
B —
v v
v v seup C—
v v
. . Timecards





image3.png
Setup ~.

Search

SETUP
Expand Al | Collapse All

Access Profiles

= Logon Profles

> Funciion Access Profes

> Generic Data Access Profles
Data Access Profies

‘Availabilty Tempiates

Schedule Groups.

Patiem Templates

Shit Tempiates.

Reporis

Work Rules

Pay Codes

Ty

Accruals

> Accrual Profies
> Accrual Poliies
 Acorual Round Rules
> Grants

> Limits

> Probation Periods
> Balance Cascade Groups
 Balance Cascades

> Date Patterns

> Dates

+ Accrual Codes

Activity Setup

Actiity Profies,
Labor Account Sef Groups
Actiity Query Profiles
Actiiy Query

‘Activiy Confgurations
Resull Code Profies
Result Codes

Fom Profies

Form Buider

Field Definions

Pay Code Actons
Activiles

Gustomers

Units Of Measure

Actiity Settings

Resource Definition

Gl Defintion

Resource Type

Grant and Project Settings
> Customers

+ Departments

> Staluses

+ Categories

P

Device Manager Setup

Device Groups
Devices

Device Coniguration Profles

Device Configuration Buiing Biocks.
> Device Communicafion Seftings
General Device Sefings

Device Hardware Seftings
SoftKey Setings

Default Transaction Seings
Transacions Setings
Appiication Configuration Settings
Device Tolals

Device Work Rule Assignments
Device Work Rule Definfions

‘Smart View Transacions.

Device Language Setings

Soft Key Schedules.

Genenc Badge Formats.

Import Proximity and Smart Card Formats
‘Smart Card Reader Seftings

Gale Schedule Assignmens

Gate Schedules

Bel Schedule Assignments

Bl Scheduies

Import Firmware

Import Apps

Import Device Languages

Import Parameler XN Files

Import Certifcates

Diakup Connections

Import Device Logo Files

Assistance Contacts Lists

Trusted Servers List

iy

T

I R R R R

Display Preferences

 Display Profies
Display Profie Buiding Blocks
Navigation Profies
Navigator Profies.
Workforce Genie Profiles
Gustom URL Profies
Gustom URLS
rforce Genies
‘Accrual Detal
Averaging Detail
Detail
‘Schedule Group Detail
Rollup
Schedule Group Rolkup
QuickFind
Schedule Editor
‘Schedule Assistant
‘Schedule Planner
Leave Case Defail

P T

Process Management

+ Process Tempiates
> Process Profies

> Process Adminisrator

> Web Senvice Configuration

Scheduler Setup.

Availablty Tempiates
Pattern Templales
Schedule Rule Sels
‘Scheduie Rule

" Rest Event Rules

> Schedule Event Rules.
> Schedule Evenis

> Schedule Event Zones
Schedule Assistant Crfeia Sefs
Schedule Periods.

Shit Tempiates

Shit Segment Detais
Skills & Certfcations
Proficiency Levels

SKil & Cerification Proffes
Zone Categores.

Workioad Setup.
‘Auto-Scheduler Option Sets
Minor Rule Sets

School Calendars
Scheduler Profles
Schedule Groups
Schedule Tempiates

Job Groups

Location Settings

2 Coverage Counting
> Schedule Generalor
= Locafion Profies

Day Type.

" Day Type Rule Sets
2 Day Type Rules
‘Sorting and Matching

> Rules

> Rule Sets

> Procedure Sefs

Work Week

Work Sefs

Work Set Types

Shif Profie Sets
ShiftProfies

Melrics Setup

> Indicators

> Metrics

= Hours Categories
 Hours Category Sets

ey

AR RN

Tiees




image4.png
SETUP

Expand Al | Collapse All
| weraarie etip

Emproyment rerms statwtory weporung
| | | |

[ Brazi Device setup <) | [ Forecaster setwp -] | | system Coniguration
[ Budgeting setwp <) | [ Lesderbosra sep <) | | TaskMansgement setwp
| catendar views setwp <) | [ Leave seup <) | | TeleTime e

[ common sewn <] || orsanization setup [ s ana Tokes

Datantgration 8 oo 2nd Organizsonsi Wordng Time D
| e z

Vb Lo s
g S—
e

S porsions

S S

ctive

Yebiiey





image5.png
Labor Level POSITION status.

COMPANY
Name or Description | OVSION
DEPARTMENT
NEW ENTRY POSITION
Name OUT OF TITLE
PROJECTS
ACTIVITIES

ENTRY LIST




image6.png
LABOR LEVEL ENTRIES

[ve | vrspecied taborteve oy | e |

Labor Level [POSITION v Status | Acive v
O
e
‘Name Description TeleTime IP Alias Inactive
[ N ] [ | o
st
| “Name/ | Descrpton
o —— [usra Gl
© [oxi ey
® [oee
© (oxeran
® uevrenaT
® [oricen
®e ] onGAssT





image7.png
TeleTime IP Alias

| Descrton

[LsRaRY oLERK ]
[oATAENTRY ]





image8.png
SETUP

Expand Al | Collapse All
| weraarie etip

| | Emeroymern rerms

| | Smory weporung

[ orea Devics seup

[ Forecaster seup

[ system contiguraion

[ Budgetiog setun

[ Leaderboara setup

[ TaskManagement setup

[ catendar views setup

[ Leave setn

[ Teerime e

[ common setun

[ osta tegraton

Droanzaonal Set

Jobs and Organizatgnal 1
Labor Level Sefs

Vald Labor Accoun

Labor Level Entries

Labor Lovels

‘Smart Operations
Team Defintions.

Yebiiey

Organization Setup

Tips and Tokes





image9.png
‘Selected Entries Gonfigure Accounts

Useln |Employee Groups | : '





image10.png
LABOR LEVEL SETS *

[ sme | | swvemanew | | mewm | | memresn |

Name " |Payroll Employees

Description
4
‘Selected Entries Gonfigure Accounts
Useln | Employee Groups (C) configure Valid Accounts

Summary  COMPANY ~ DIVISION ~DEPARTMENT = POSITION = OUTOFTITLE  PROJECTS  ACTIVITIES

) Select all available entries for labor level

Wild Card Selection
Available ftems Selected Items

. | searen |

408 ADMIN ASST 401,PAYROLL ADMIN

B




image11.png
Person | Job Assignment

~ Manager Role-General

Employee Group:

Labor Level Transfer Se
Approval Set:

Pay Codes "Edit” Profile:
Pay Codes "View” Profile:
‘Work Rule Profile

Report Profile:

PayollEmpioyees [
5 Cansee tanstened employees
Al Labor ccounts
Emoty Profe
Wanagers

AiPay Codes
Wanager

All Reports

1] Can Approve Overtime Request




image12.png
" Logon Profles

> Funciion Access PPbfles

> Generic Data Access Profles
Data Access Profiles

‘Avalabiy Tempiates

‘Schedule Groups

Patiem Templates

ShiftTemplates

Reporls

Work Rules

Pay Codes

PR

Device Manager Setup

Display Preferences

Employee Self Service

Employment Terms

[ Acorais

Forecaster Setup

[ actwiy setp

Leaderboard Setup

Leave Setup





image13.png
Search Setup » Access Profiles

EDIT LOGON PROFILE

O —

VSIS SNV ) ) —

PASSWORD

'SESSION RESTRICTIONS |

Neme [pefaut ]
The normaluser sccount defalpofle
Desciption
4
Detautt Yo

Expiration Frequency

Reuse Monitoring.

The password must not contain any of the following | |
=]

The password must conain all of the following ||

“The password is limited by the following

aane)
Do n keep passwerd histry

Rememberprevious (10| password(s)

User name
Spaces

Words from the forbdden password fst

Uppercase leters
Lowercase leters
Non-alphanumeric characters.

Numbers

M Lengls |

aimum conscutve entcl charsciers 3|

Waimum soquetallters o mumbers (3|





image14.png
Device Manager Setup

= Funcion Access Profies

 Generc Daa Access Prafies
Data Access Profes

‘Avalabiity Templates

Schedule Groups Employee Self Service

Patiem Templaies

Shift Templates

Reporls mployment Terms

Work Rules o

Pay Codes «

Accruals

Display Preferences

+

Forecaster Setup

Leaderboard Setup
Activity Setup




image15.png
EDIT PAY CODE DATA ACCESS PROFILE  yame [Managers

B =

“Name  [Managers
Pay code profie for Managers
Description
A
PAY copES
‘Avaiabe Pay Codes Selcted Pay Codes
NWSA 20 S8 5 Song vsea
NVSA NSB 7L HOLDAY
NYSLeave Fioaing Hoiday UPSEU
oFF DAY o HOLDAY
WILEAGE
on2 & ONCALL
on PERSONAL
T8 Retos beto
orEve a Sick
ot Har
Overtme a
Overtime Dotars
Overtime Hours
PERSONAL T0 VACATION
Pe0 1





image16.png
- Manager Role-General

Employee Group:

Labor Level Transfer Set:
‘Approval set

Pay Codes "Edit” Profile:
Pay Codes View Profile
Work Rule Profile:

Report Profile:

Aitsborccous |5

(] Can see transferred employees.

Frrr——
oy prfie B
Mansgers B
iy Coces B
Mansger B
Aineporis B

] Can Approve Overtime Request

'

'

'

1R




image17.png
SETUP
Expand A1 Collapee Al

> Funcion Access Profes

> Generic Data Access Profles
Data Access Profies

‘Availabilty Tempiates

Schedule Groups.

Patiem Templates

Shit Tempiztes

Reporis

R

Accruals

+

Device Manager Setup.

Display Preferences

Employee Self Service.

Employment Ters

Forecaster Setup




image18.png
EDIT WORK RULE DATA ACCESS

Name [ Hfanager
PROFILE 8
= e
“Name  [wansger
Description
Z
WoRK RuLES
Acalavle Viork Rules Seected Viork Rus
bk AW
Tosse Floaing Holday UPSEU - Skid
1 resk FRLY 405 300 - CHARGE
1WWAOT 35 ieekly Sun HRLY 405 30M- EARN COMP

1WAOT 35 Weskly Sun OT Single.
ATO DURTEST N7

Basic Hourly ShitDiff

BMPC 7th Day

BMPC 7th Day - Pay 7

CVPH TEST

exempt

exempt NEW

FAHC non-exempt

Fire

Fri 1030am - 40 of >

HRLY 40S 30M - FLOAT STIPEND
HRLY 40S 30M - MEETING.

HRLY 40S 30M - ORIENTATION
HRLY 40S 30M - TRAINING.

HRLY 40S 30M - URGENT





image19.png
Device Manager Setup.

> Funcion Access Profes

> Generic Data Access Profles
Data Access Profies
= Avaiabiity Templates

= Siheaul Groups Employee Sef Service
= Patem Tempisies

= Shi Tempizes

3 Woh loyment Terms
3 ore mk; Employment T

= Pay Codes

Display Preferences

Forecaster Setup
Accruals




image20.png
EDIT REPORT DATA ACCESS PROFILE
(oo | oo e || o |

*Name [Managers
Report Profie for Managers
Description
4
REPORTS
‘Avaiable Reports Selected Reports
“Ecerual Balances and Projections bsent Employees.
Acerual Camyover Limits ‘Accrual Debit Actity Summary
‘Acerual Codes ‘Acerual Detail
Accrual Date Confgurations. ‘Accrual Summary

‘Accrual Date Paftems
‘Accrual Debit Actity with Graph
‘Accrual Eamed Grans

‘Accrual Eaming Limits

‘Accrual Fixed Grants

‘Acerual Polices

‘Acerual Pool Balances

‘Acerual Probation Periods

‘Accrual Profies

Accruals (Spreadsheet Export)
‘Accrual Taking Limits >

actual vs. Schedule by Labor
Account

Employes Hours by Labor Account
Employes Hours by Labor Account
(Excel)

Employes Transactions and Totals
Employes Transactions and Totals
(Excel)





image21.png
SETUP
Expand A1l | Collapse Al

Tocon Froftes

Funcion Access Profis
Genec Data Access Profles
Data Access Profies

> Avaiabiity Templat

+ Schedule Groups

+ Pattem Templates

> Shift Templates

e

Reporis
Work Rules
Pay Codes

Accruals

Device Manager Setup.

Display Preferences

Employee Self Service.

Employment Ters

Forecaster Setup




image22.png
SETUP
Expand All | Collapse All

> Funcion Access Profes

> Generic Data Access Profles
Data Access Profies
= Avaiabiity Templates

+ Schedule Groups
+ Pattem Templates
> Shift Templates
+ Reports

> Work Rules

+ Pay Codes

Accruals

-

Device Manager Setup.

Display Preferences

Employee Self Service.

Employment Ters

Forecaster Setup





image23.png
SETUP
Expand Al | Collapse All

> Funcion Access Profes
> Generic Data Access Profles
Data Access Profies
‘Availabilty Tempiates
Schedule Groups.

+

 Patiem Templat
> Shift Templates
+ Reports

> Work Rules

+ Pay Codes

Accruals

]

Device Manager Setup.

Display Preferences

Employee Self Service.

Employment Ters

Forecaster Setup




image24.png
3 o accss proics D
2 Generc Dats pcsess Frone

Dats Acsess rates

oty Tempistes

3 Schedtle Groups
3 Patom Tempisies
3 S Tempsies
3 Report
3 Vo Rutes
> Pay Codes

Accruals

Device Manager Setup.

Display Preferences

Employee Self Service.

Employment Ters

Forecaster Setup




image25.png
EDITFUNCTION ACCESS PROFILE

Name [ Payroll Manager

VSIS SNV ) ) —

Name [Pyl Mnager

Payroll Manager.

add Derte Access Scope
+ Everyone
 Worktoroe Employee.
- Workforce Manager - Department Manager
 Analyics
LI
+ Scheduling
Group EditResuts
Galendar views for Managers
~Timecard Eitor for Managers
Timecard access [E—]
Allow negatives in Timecard Edior
+ Approva in Tmecard Editor
‘Cancel mealdeductons in Timecard Editor
Comments in Timecard Edtor





image26.png
Device Manager Setup -

Process Managem:

isplay Preferences

‘Scheduler Setup

BTy EroTes
Display Profile Buiing Blocks
= Navigation Profles
 Navgator Profles
> Worklorce Genle Profies
> Custom URL Profies
> Custom URLS.
Workforce Genies

‘Accrual Detal
‘Averaging Detail
Detal
‘Schedule Group Detail
Rolkup
‘Schedule Group Rollup
QuickFind
‘Schedule Editor
‘Schedule Assistant
‘Schedule Planner
Leave Case Detai

YRRy

‘Accrual Defail Colum Sets

e
3 Averasing Deta Cougg Sets

2 et Cotimn Seis %
3 Woteaacioun veio oMM SEis
e

b

‘Schedule Group Detai Column Sels
Rollup Column Sets.

Staffing Setup.

Statutory Reportin
‘System Configurat

‘Task Management

TeleTime 1P

Tips and Tokes

Working Time Direc




image27.png
EDIT DETAIL COLUMN SET

Name | ey Perod Ciose v

Name[Pay Poriod Cise ]

‘Addiional columns may be added to represent hours otals for =
Description | specific pay codes or combined pay codes using the Pay Cade ~
Total Column selection. For example, Worked Hours, Leave

| [ ] tn | e [E | e | ot | o

= ® [Person tame vl | [name || oo ] [ @ [Ascenaing v
e ® [Employee Appraval v | [Employesiipproval | 20 | [ o [Bscending v
e ® [Manager Approval v | [Managerspprovar| | 20| [ ] |@ [Ascenaing v
e ® [Managers Viho | Approved Timecard v | | [ApproveaBy | | [120 | [ v | @ [Ascending v
e ® [Sionea O vl [saeaor | | | [ ] |e [Bscending v |
e | ® [Pay Code Tota | Actual V]| ey ] | [0 ] [MILTARY o [Assending v
= ® [Std Pay | Period Hours v] | [ExpectedPPHous| | [s0 | [ v] |© [Ascending v
e | ® [Pay Code Tota | Actual V] | [owspas | | [s0 ] [AcaTckng  v] | O [Ascending v ]
e | ® [Pay Code Tota | Actual ] | [ousones | | [s0_] [Total Worked 7 | e [Ascending v ]
e ® [Pay Code Total | Actual v] | [HoursiNon Worked| | [50 | [TotalNon Worked v | | O [Ascending v
e | ® [Pay Code Total | Actual v] | [Totaireg | |0 ] [TotaicmMs-PBS v| | O [Ascending v |





image28.jpeg




image29.png
[Pay Period Close ]

‘Addiional columns may be added to represent hours otals for =
‘specific pay codes or combined pay codes using the Pay Cade ™
Total Column selection. For example, Worked Hours, Leave

|| - | e ng — ez
3] [Person Name. v] [name ] 100 | [ v] ©
3 [Emplyes Approual vl Empoyesiaporova| Gl [ Gl °
3] [Hanager Approval ] [Managerapproval | [0 | [ ] )
) [Managers Who | Approved Timecard v | [ApprovedBy | [120 | [ il o
) [Sneaon gl [Samedor | Eal [ Gl [}
3 [Pay Code Total | Actual ] [Mitary ] [100 | [WLTARY ] )
J [5tdPay | Period Hours v [ExpectediPP Hour| [so_] [ v] ©
3 [Pay Code Total | Actual ] [HousPad | 5o ] [ACA Tracking ] )





image30.png
Pay Period Close + Loaded 11:44AM (Previous Pay Peri

Ex

Fowe

Vo e volm %

Fite  People  Tmelcepng ool Appowel  Sonecule  Aosence

Aguine,Ra 00| 55




image31.png
Depertment summry ~ Loaded 11:50AM _[Current Pay Period

Ex i+ | oa- Vool
Seccthl  Coumn  Timeiepng Al Agprowl  Sonece
T Son

o Iy s s
o o e | | |
T e | | |
s imewrseesons : | | |
s s . | | s
s | nmvsomen \ ) \ | |




image32.png
EDITROLL-UP COLUMN SET

Name | Deparment Summary

= e
Nome [Deparment Summary ] O Rotup by Worked Acsount
Hours by Depariment
Description
4
- Cotunn Label it ) sasignment DetautSort | ot Diecton
= ® [Becount Name. v] | oo | =] [ Gl [Ascenaing v
e ® [ Account Description v| | [DeptName 1| [100 ] [ ]| e [Ascending v
= ® [Total Employee Per Roll-up v] | [NoEmpioyees | | [s0 | [ v |© [Ascending v
e | ® [Pay Code Tota | Actual v e ] s [eTo o [Ascending v ]
e | ® [Pay Code Tota | Actual V] [Reguisr ] | [Totaicms-pes v | O [Ascending v ]
e ® [Pay Code Total | Actual v] | [overtime 1ol ] [TotalOTS v | @ [Ascending v
= ® [Pay Code Total | Actual v] | [TotalHours 1o ] [ACA Tracking v |© [Ascending v
A | ® [Pay Code Total | Actual v] | [sik 1ol ] [sicK o [Ascending v |





image33.png
Device Manager Setup <] | | process Management

isplay Preferences ‘Scheduler Setup

BTy EroTes

Display Profile Buiing Blocks Stafing Setup

= Navigation Profles

 Navgator Profles

> Worklorce Genle Profies

> Custom URL Profies Statutory Reporting

> Custom URLS.

Workforce Genies
‘Accrual Detal

‘System Configuration

Rolkup Task Management Setup
‘Scheduie Bloup Roll-up
QuickFind

‘Schedule Editor
‘Schedule Assistant
‘Schedule Planner
Leave Case Detai
Worklorce Genie Buiding Elocks Tips and Tokes
" Accrual Detai Colurn Sels

= Averaging Detail Column Sets
+ Detail Column Sefs

TeleTime 1P

YRRy





image34.png
EDIT DETAIL GENIES Name | Reconcile Timecard
oo [ oo s | oo |

“Name Reconcie Tmecard ]
Description A
Default HyperFind Query | AllHome v
Defaut Time Period | Curent Pay Period v]
“Column Set [ Reconcie Timecard v]

“Navbar Category | My Viekforce Geries v





image35.png
# Superuser o sews
Genies
Reconcile Timecard

Accrusls Simple !

Pay Period Close e
Leave Cases

Leave Hours E
QuickFind >

Worked Department -




image36.png
| Device Manager setup 3| | process management

Display Preferences <) |J scneauter setwp

'Display Profles

Display Profle Buiing Biocks Staffng Setup

= "avigaton Profies

= Navigator Profies

= Viorkforce Genie Profies

=+ Custom URL Profiles ‘Statutory Reporting

> Custom URLS.

Workforce Genies
" Accrual Detai (o

> Averaging Detail SrEmr

+ Detal —
 Schedule Group Detail

> Rollup Task Management Setup
> Schedule Group Rolkup. e —
> QuickFind

> Schedule Editor

= Schedule Assistant TeleTime IP




image37.png
sen| s Dty s

'WORKFORCE GENIE PROFILES

Department Manager
s

Payroll Manager.
‘Scheduiing Manager
Super Access.

VM Payroll Manager

Cooooo@E





image38.png
EDIT WORKFORCE GENIE PROFILE Name | Department Manager

B e

“Name [Department Manager

Description |Depariment Manager Genie Profie

centes
Avaiavle Genies Seected Genies
Wy Viorfors Genies®) Acaruas Wy Aty Geries) iy
Simpe (cerus et Empoyee Detals Detal)
iy Horktorcs Genies®) Schecite Iy Aty Genies) actiy
Edor et (Scnedue Eator) Empioyee Siaus Detal)
(Tmeteeprs) ueichage Resot | gy {1y Aty Gemes) ety Event
(et Delais (et
(Tmekeeping) Test1030 (Deta) Ty Actvty Genies) Acty Event
(Timekesping) Unschec-Unexcused | B Rollup (Roll-up)
(5t Punen (Detan) iy Aty Genies)Curtent
a Event Detass Detal)
(Il Actuiy Genies) Orphanea
a Event Detass (Detal)
(Ul Wortorcs Genes®) Acorusl
Reporing Penod (AcerlDeta)
{1ty voritoce Genes®)
‘Approaching OT (Detail)





image39.png
Device Manager Setup.

<) | | Process Management

Scheduler Setup.

Dispiay Profle BTG EIOCKS
" Navigation Profies
= Navigalor Profies
= Worklorce Gene Profes
+ Gustom URL Profies Statutory Reporting
= Custom URLS
Workore Genies

" Accrual Detai ——
‘Averaging Detail S

Detail

Staffing Setup

e





image40.png
DISPLAY FORMAT | LABOR ACCOUNT | 308

DURATION DISPLAY
Display curations i minues forma (HHmm)
) Display durtionsin decimals format (HHLhh)
DAY DURATION DISPLAY
) Display day durations n decima format (D.dd)
Display day durations in minutes fomat (OD:Hrtrm)
DISPLAY FORMAT
) Displaytime in 12-hour format
Display ime in 2&-hour format
'SCHEDULED SHIFT DISPLAY
) Display it start and stop times
Dispiay shiftlabels




image41.png
* EDIT DISPLAY PROFILE

Name | Supsr Accsss

B e

“Name [Super Access

Description | SUPe Access Preference Profles

Defautt |

DISPLAY FORMAT | LABORACCOUNT | 0B | TIMECARD |

ACCRUALS

Schedule Period
Workforce Gene Profile
Custom URL Profile
Workioad Planner Profile
Calendar Profile
Navigation Profile
HyperFind Profile

Default Tab in Attendance Editor

Super Access

Workioad Planner Profle
Super Access
System Default

AllAyperFind Queries

MANAGER SELECTIONS

NAVIGATOR SELECTIONS





image42.png
WORK & ABSENCE SUMMARY show:

Name&D: [Agure Raymond  v] [4 7] @@
= =
Time Period: Range of Dales V| [mozoe | B [wnenoe | B
0 o O o =
T~ = - - - = « [~]a
g 3
-

30M- TRAINING)

10 1





image43.png
Budgeting Setup

> Calendar Profies
> Generic Calendars
> Calendar Data Sefs

+ Calendar Data Ele
> ShiftTime Bands

Common Setup.

Leaderboard Setup

Leave Setup

Organization Setup

Pay Policies




image44.png
Budgeting Setup

> Calendar Profies
> Generic Calendars

> Calendar Data Sefs

> Calendar Data Elements
> ShiftTime Bands

Common Setup.

e

Leaderboard Setup

Leave Setup

Organization Setup

Pay Policies




image45.png




image46.png
Budgeting Setup

Calendar Views Sefup

> Calendar Profies
> Generic Calendars
> Calendar Data Sefs
> Calendar Data Elem
> ShiftTime Bands

Common Setup.

:

Leaderboard Setup

Leave Setup

Organization Setup

Pay Policies




image47.png
Budgeting Setup

> Calendar Profies
= Generc Galendars (D
> Calendar Data Sefs

> Calendar Data Elemens

> ShiftTime Bands

Common Setup.

Leaderboard Setup

Leave Setup

Organization Setup

Pay Policies




image48.png
Budgeting Setup

[Calendar Views Setup

> Calendar Profies

> Generic Calendars
 Calendar Data Sefs

> Calendar Data Elements
> ShiftTime Bands

Common Setup.

Leaderboard Setup

Leave Setup

Organization Setup

Pay Policies




image49.png
[ oemereonas [ ron s w

D ar-

Mooy Lisenses

Person  Suite Product Licenses

~ Workforce Timekeeper

¢ ) wordorce ctvies
Wororce Scheduler

[ Workforce Attendance
[ Workforce Leave

[ Workforce Task Management





image50.png
@ oemereonas [ ron

D ar-

Mooy Lisenses

Person | Job Assignment

~ User Information
User Name: * test
Logon Profile:
Authentication Type:
Password: *

Confirm Password: *

Lest Password Change: 1720201211778
] Require password change at the next logon

Account locked




image51.png
@ oemereonas [ ron

Do et

Mooy Lisenses

Person | Job Assignment

» Auto-Scheduler

» Schedule Rule Overrides

> Access Profiles

> Manager Role-General ol
> Manager Role-Scheduler

» Employee Role

» Tips & Tokes




image52.png
Delegate Profles
HyperFind Queries
Hyperfind Profles.
Query Manager

Aler Event Configuration
Worker Types

Event Manager

Table Import

Report Setup.

Role Profies

‘Access Method Profiles
Balch Processing
Reviewer Lists
Reviever Purposes
Known Place Profiles
Known IP Address Ranges
Known Places





image53.png
Delegate Profles
HyperFind Queries
HyperFind Proil

Query Manager

Alert Event Configitaion
Worker Types

Event Manager

Table Import

Report Setup.

Role Profies

‘Access Method Profiles
Balch Processing
Reviewer Lists
Reviever Purposes
Known Place Profiles
Known IP Address Ranges
Known Places





image54.png




image55.png
* Comment Text | Doctor's Appointment

Code Number
Inactive.
Categories.
Available Categories Selected Categories.
“Activiy Events Fay Codes.
Employes Call Log Pay From Schedule
Requests Punches
SMS-Fill Open Shit shits




image1.png
improving

es




