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ABOUT THIS DOCUMENT

This document is the user’s guide for the systems that are used to manage the Student
Workforce. They provide the instructions on the posting of jobs, hiring and management
of time for the Holy Cross Student Workforce. In addition, included in this guide is the
instructional manual for Students on how to record time.

The document is organized in the following manner:

e Section 1 - SEWS Student Employment Web Guide
Posting of Student jobs on Holy Cross Site -For Open Positions To Be Filled

e Section 2 - Peoplesoft Hire Module - Hiring Students
Hiring Students — PeopleSoft Hire Module — To Process the hiring of Students

e Section 3 - UKG/Kronos - Managing Hours/Time
Managing Time: Managers, Supervisors, Time Management Personnel —
UKG/Kronos — For Hours Worked To Be Processed for Pay

[ ]
e Section 4 - UKG/Kronos — Student Guide to Recording Time/Hours

Student Guide to Recording Time — UKG/Kronos — Instructional guide for Students
on how to properly record and transfer time when working

Please note, if you do not have access to an application or require any support do not
hesitate to send an email to Kronos@holycross.edu.
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SEWS
Student Employment Web Guide
The Posting of Jobs
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Background

The following portion of this guide outlines the steps to view, modify and post a job for
Students to view and apply for on Holycross.edu using the SEWS — Student Employment
Web tool.

Getting Started

The SEWS module is located on the Holycross.edu site and can be find here
https://apps.holycross.edu/sews/.

Viewing Jobs

1. From the SEWS - Student Employment Guide home page,
click the View Jobs link.

Student Employment Guide

Manage Departments
Manage Users
Manage Timeframes

View Jobs <«

2. The Department List will populate. Select the appropriate
department link.

Department List

Academic Services and Learning Resources (0) Accounts Payable (0)

Admissions (0) * Advancement (1)

Assessment and Research (0) Athletics (6)

Audic-Visual Services (0) Auxiliary Services (0)

Biology (0) Bookstore (0)

Cantor Art Gallery (0) Center for Career Development (0)
Center for Interdisciplinary Studies (0) Center for Liberal Arts & World (0}
Center for Rel, Ethics & Culture (0) Center for Teaching (0)

Central Stores (0) * Chaplains' Office (1)

Chemistry (0) Class Deans (0}

3. Next to the posting you would like to revise, click the Edit link.
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First

Title Contact Active Time Frame Yr
Acad Year 2019-
Athletic Stafistics Assistant chare Yes zgjoem\c sar No Show Edit Delete View Submissions (45)
Acad Year 2018-
Equipment Room Assistant rwagner Yes zgjgem\c ear No Show Edit Delete View Submissions (97)
Gi (o] tions/Faciliti Acad Year 2018-
HILS QIS akizekai Yes cacemic Year No Show Edit Delete View Submissions (55)
Assistant 2019
Hart Ice Rink Acad Year 2018-
@ ) ce i . cvigneau Yes cademic Year No Show Edit Delete View Submissions (34)
Assistant/Zamboni Driver 2019
Acad Year 2018-
Life Guard akizekai Yes 2(4):1agem\c ear No Show Edit Delete View Submissions (92)

4. Make any necessary revisions to the job posting at this time.

Edit Job

Title
Athletic Statistics Assistant

Contact
chare @holycross.edu

Contact Name
Charles Bare

Active
o

First Year

Position Time Frame
Academic Year 2019-2020 «

5. Once all revisions have been made, click Update to save your
changes.

el | Update

Notes:
o If the Active checkbox is checked, this means the posting is open. If it is

unchecked, the posting is closed.
o If the First Year checkbox is checked, this means the job is available to firstyear
students.
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Hiring Students
PeopleSoft Hire Module Guide

Page 6 of 45



Background

Student Hires is a PeopleSoft Human Resources application that is used to hire
students into work study and campus employment jobs on campus. This application
allows for a more streamlined hiring process for both hiring managers and student
workers. This online application alerts the hiring manager if the student they are hiring
does not have an 1-9 on file, and if the student is eligible for work study positions. The
US Department of Citizenship and Immigration Services 19 form is REQUIRED for
employment in the United States and MUST be completed prior to any employee who
begins to work.

You are required to confirm that a Student’s hire transaction is COMPLETED before the
Student begins to work. A Student is not permitted to work if their hire record is not
marked completed. This can be viewed in the PeopleSoft Student Hire Module by
navigating to View My Students.

Getting Started

To get started with the Student Hires application navigate to the Manage/Hire
tile in HR Self-Service. The default page will appear:

View Student Hires

The page is divided into three sections. The first section is where you select
the academic year you are hiring for and select to hire a student.

Academic Year

*Academic Year: (2020 Q Add New Student

* Instructions
Below is a list of any students you have previously entered for the 2020 academic year. To review the information

that you entered about the student click their name. To enter additional students, click the Add New Student link
shown above.

If there are multiple options available, the Academic Year will default to the
last year you had selected. If this is your first time using it, then it will default

to the most recent Academic Year available. If there isn’t a year in the box, or
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if you wish to change it, click the magnifying glass icon to the right of the edit
box and select a year from the list provided.
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To enter a student for hiring, click the Add New Student hyperlink.

Previously Entered Students not yet submitted

Previously entered students not yet submitted

EXNY 1101 v
Delete? -] Empl ID Name DeptiD PosNbr Pay Rate Start Date Entered by Name Submit Resuits

$0.000000

This grid shows you any students that you had entered in previous sessions
that haven’t been submitted for review and hiring by the Office of Human
Resources. If you find that you entered a student in error or they are not going
to work for you, then you can delete them by clicking the check box in the left
column and clicking the Delete Selected hyperlink below the grid.

Hiring managers will see an additional hyperlink to the left of the Delete
Selected hyperlink labeled Submit. You would click this hyperlink to send
these students to Human Resources for review and hire. They will then be
moved to the bottom grid.

Anyone who has been authorized to hire students for your area who is not also
a manager will not see this link. But, you as the hiring manager for your area
will see not only the students you enter in this grid, but any students entered
by those you have authorized to hire students.

If you wish to have others be able to hire students in your area, contact
Human Resources at hrstudentemployment@holycross.edu to get their
access set up.

Previously submitted students

Previously submitted students Find | View Al | E First'4' 1 0f1 ' Last

2 tered
osition Pay Rate Entered o
Number

Hired? EmplID  Name Department By

None $0.000000

This grid shows you any students that you had previously entered into the
application and that have been submitted to Human Resources for review
and hiring. The first column labeled Hired? shows you the status of the
process. Once the Office of Human Resources has completed the final step
in the student hiring process, your student worker will show as Complete.

Form 19 - Importance, Compliance, and Process

The completion of the US Department of Citizenship and Immigration Services 19 form is

required for employment in the United States and must be completed prior to any
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employee starting to work,
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All employees who work for Holy Cross must have a completed, submitted, and verified
19 form on file. This form confirms that the individual is authorized to work in the United
States.

The 19 process has two basic steps:
1. Filling out the 19 form online in HR Self-Service
2. Bringing original, unexpired documents to HR to verify the 19 (Photocopies will
NOT be accepted per federal law).

Students cannot begin working until they have completed the full 19 process with
the Office of Human Resources. For this reason, when hiring a new student, you must
ensure that they have either already completed this process or that they complete it
before they work for your department.

Below are the instructions student employees should follow to complete their
Form 19.

Step 1: Click the Human Resources (HR) Self-Service hyperlink. Log in using your
network credentials from STAR, and then click on the Personal Details tile. From there,
select the Form 19 hyperlink from the left menu.

Note: If a student receives an error that their SSN is incorrect when trying to access the
Form 19, they will need to contact HR at (508)793-3391 to have their social security
number added to the system.

Step 2: To verify the 19 form, students must personally bring their documents to the
Office of Human Resources, located in Smith 101. These documents must be the
originals — photocopies or pictures will NOT be accepted. This is a federal
requirement.

Please refer to the List of Acceptable Documents below to identify which documents are
permitted for verification. Once the documents have been verified by an authorized HR
staff member, the student will be ready to be hired, work, and receive payment from the
College.
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LISTSOF ACCEPTABLE DOCUMENTS
AlldocumentsmustbeUNEXPIRED

Errc,byees mayprestNtioneselttction fromList A
or acomb. ationofoneselection fromList 8 and ore sdectionfrom ListC.

LIST A LISTB LISTC
Documentsthat Establish Documents th\at Establish Documonts that Estallish
Both Identhy and Idcndty Employmont Authorization
Emproyment Authoriu don  Jo] INO
y=US. PtIMIOItOrU.S P3sip()nCora y = Driver'$lioeose orID cart'i,suedt>y§ 3+ ASOcial SCCurtf)' AcOountNumber
Stateoroull gpoosessicn of the cald,unlessthe card Ihdudes oned
P Al -
2.Pem anent Resident Cardor Allen UnitedStatespt)Yidedii OOl ains a Ile r ow;ngrestridiMs
testom-nR-eecter Soriomi-55y) ')holog;‘ephoa fInformaﬂDn'such as (1> NOT VALIOf OREMPLOVMET
) ) nam of birth —c ehder hnmhf nye
oo FoOreign passport that contains a color. andaddiess (2) VAL.)FORWORK ONLY WITH
ten-.x,ny 1.551 stamp ortemporary IffSAUTHORIZATION
1-551 PI'lUdnotationon amoef'i"le. 2. 10ca.rdl ssued by federal. state or locql (3) VALI) FOR WORKOHLYWITH
teadab»Irrmigan.{isa p ermment.-,gcn eiesof entities,,. AL ALITLIADIZ ATt

L prollldedilcontains apholOgraph or ) o
® EmpOyment AutM rization Document e i3 . i il 2 . Ce'lflieabonof reportofbirthissued

that oontalns a photograph (Form
1-766) photograph ( gender, eyeoolor, andaddres: Obg/t{\?gsp%rémSe o 4eO)ForIIkS

Fora nanirrnigrantalien  authorized e SC:1'100110 eall:twitnal)fio»grapn | pqQuiginaloroertifiedeopyafhich

lo work for aspecificempl r 4. VoterSt _ bualbtl eetd oer'lif,catt-issued by a Slal.e
because of his or her status:: ] ) oou,ty, mun | authorty, or
U.S. 1A11itMy ca rd OF dr'8ftte<:((d tecm1Ol'yol Ihe United Sla s

a. Fa GO(Jlpas.spat and

1_li'tia,y deperd etir s 10 card beainganofficid saal

b. a4 g Form1-94Athat has - NMiYC Americtin document
7. USCo0$!Gu&1d Mercl'IMt Ma,iner Irir")eJ
(1) The samename as thepasspor; Card -
— ee U.S.CitizenIlD Card (FCfm |-197)
(2) An endONI el'll of Ihe aliell-S @@ N amve AmencarT et qocarmert e e Kklentlficaton Cardfor Use of

nol"i'limiggnt Slotu383 long os S DTS OETSe SStet y e e aTetan) Resic:lent Cilit en n the |.I'l-ile<t

th atperiodof endorsement has QCNern meniaull'lOrit)’ States(Form1179

no,iyet expired no me N

proposed emplovment Is not In Forpersonsunderage18whoare] 7. Employmentauthorization
cenriCtwit!'l ony rc strietions or u nabl e to prennt a document ~IoEumenT muee Iy e —
Im itatians identifiedon the form. li&ted above : Department of Homeland Security

e Pass;>al fromthe Fedelated Sta:es of

IAIO'OhiL:Sia tF SM ) or Th e epubhad 10 . Schooltecord orreport card

the Marstwlb IM <I3(RMI) witnForm 11. Clinic, doctor,0 1hospitalrecord

1-940r Form I-94Alndicating
nol'ilim:or.-.nladmiMiOO un cser the 12 . Oay--<:aroo, nursery school rooord

Compact of Free Association Bel'-Neen
the Uni!C<IStM:e3tIn<I1J'lcFSMor RMI

Examples of many of these documents appear In Pal113 of the Handbook for Employers (M-274).

Refer to the Instructi ons for more Information about acceptable receipts.
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Add New Student

Click the Add New Student hyperlink to add the student you wish to hire.
Clicking the hyperlink will present you with a new page:
Student Payroll Authorization Form

College of the Holy Cross

Academic Year: 2020

Student Information

Empl ID: || Q |
PO Box:
Phone Nbr:
Email Address:
Grad Year:
1-9 Work Study & Campus Employment
w4 Campus Employment Only

Job Informaiton

Dept ID:

Position:

Account:
Start Date: Override
Rate of Pay: $0.000000 Override

Cancel & Return
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IMPORTANT

Please note that the I-9 check box must be checked in order for a Student to be fully hired.
This step is aregulatory requirement dictated by federal employment law and must be

' ' For further information on the
19, please refer to the previous section titled “I9 Forms - Importance, Process, Compliance”
This page is divided into two sections. The first section is labeled Student Information and the
second is Job Information. As you enter in the information starting at the top, other areas will then
be available to select or edit.

Student Information

The first step is to enter in the HC ID of the student you are hiring. You can either enter
in the ID in the edit box, or you can click on the magnifying glass and search for the
student using the dialog box that appears.

Student Information
Empl ID: Q
PO Box:
Phone Nbr:
Email Address:

Grad Year:
1-9 Work Study & Camput Employment
w4 Campus Employment Only

After you select the student, the system will populate the PO Box, phone number, email
address and expected graduation year if available. The system will then check the work study
status of the student. If the student is eligible for work study, then the Work Study & Campus
Employment check box will be selected, otherwise you will receive a warning message stating
that you will only be able to hire the student for campus employment jobs.

Message

Warning - The student you selected, ;,is not currently listed as being eligible for work study, therefore only Campus Employment positions will be selectable for this student.
Ifyou feel this is an error, please contact the Financial Aid office. Ifthe studentis work study eligible, then theyll need to update their lists and this system will be updated the next day.

Until then, you can either cancel entering in this student or you can put them into a campus employment position:

OK

The work study list is updated daily by the Financial Aid office.

The system will also check to see if the student has an I-9 on file. If they do not, then you will
receive a dialog box alerting you as such.

Message

Warning — The student you have selected, does not currently have a completed I-9 on file in the system. All student|-9’s are being processed electronically.

OK
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For further information on the 19, please refer to the section titled “I9 Forms - Importance,
Process, Compliance”
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Job Information

Once you have selected the student and dealt with any error messages that might
appear, you would then select the department that the student will be working in.

Department ID

You can type in the department number or click on the magnifying glass to select it
from a list. You will only be presented with the option to select departments that you are
authorized to hire for.

Job Informaiton
Dept ID: 320123 @ Crossroads
Position:
Account:
Start Date: I~ override
Rate of Pay: $0.000000 I override

Position

Job Informaiton

Dept ID: Q@
Position:
Account:
Start Date: I override
Rate of Pay: $0.000000 I™ override

Once you have a department selected, you will then select a position within that department.
You can enter the position number for that department or click the magnifying glass and
select the position number from the list. If the student is eligible for work study, then you

will see both the work study and the campus employment positions listed. Otherwise,

you’ll only see the campus employment position listed.

Please note: If the primary position you are selecting for the student has additional
positions associated with it, you would then see a message listing the additional
positions (known to the system as secondary positions) the student will be hired into.

Message

Warning — Since you have entered in position number 00001550 (Campus Employment), the student will also be hired into positions 00001568 (Campus Employment), 00001579 (Campus Employment) and 00002591 (Campus Employment,

oK

Not all positions have secondary positions with them, so this message may not appear.

In the event that you need to change the start date or rate of pay for the student from the
default, click the checkbox marked Override to the right of the one you wish to
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change and enter in the new date or rate of pay. For example, a Resident Assistant
would be starting prior to the move-in date for students, so they would need their start

date changed.

Students who return to the dining positions, for example, get a raise upon their second,
third and fourth years working for Dining Services. In a situation like this, you would

enter in the new rate of pay there.

Saving or Canceling your work

Once you have entered in this information, you would then click the hyperlink labeled
Save & Return at the bottom of the page. If you want to quit entering this student

without saving, click Cancel & Return to leave the page without saving.

If you elected to Save & Return you would then see the student in the Previously

Entered Students not yet submitted grid. If the position you hired them into has

secondary positions, then those would be listed as well.

Previously Entered Students not yet submitted

Delete?

-

-
-
-

9 Empl ID Name

-
=
-
=

Delete Selected

DeptiD

320123

320125

Crossroads

Lobby Shop

20126 Coffee Shop

320122

Hogan Kitchen

Editing Student Hire Information
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PosHbr
00001550 Campus Employment
00001568 Campus Employment
00001579 Campus Employment

00002591 Campus Employment

Pay Rate Enteredby  Name

$9.000000

$9.000000

$9.000000

$9.000000

Find | View All

First'4 1-4 0f4 ‘2 Last

Transfer Results



In the event that a student’s information was entered wrong, you can click the student’s
name to bring up the job information and make edits.

Job Information (2]

DeptID: 320111 Kimball Main Edit Off
Position: 00001442 Campus Employment
Empl Record: 0 Primary
Action: Rehire Rehire
Account: 320111507210-91-00000 Kimball Main-CE

Start Date: 08/31/2015 Bl W override

Requested Approved
Rate of Pay: $9.450000 I” override $0.00 Precus Jobino @
CompRate: $9.350000
Eff Date: 05/17/2015
Requested by: 08/31/2015 11:42:31AM
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You click the hyperlink labeled Edit Off to turn on the ability to edit.

Job Information (2

DeptID: 320111 Kimball Main Edit On
Position: 00001442 (@, Campus Employment
Empl Record: 0 Primary
Action: Rehire Rehire
Account: |320111507210-91-00000 Kimball Main-CE

Start Date: 0813112015 [5) [ override

Requested Approved
Rate of Pay: 39 450000 [T override $0.00 Previous Job Info (2
CompRate: $9.350000
Eff Date: 05/17/2015
Requested by: 08/31/2015 11:42:31AM

You can edit the position number, the account number, the start date, and the rate of
pay. If you want to edit the department number, then you will need to delete this record
from the previous page and enter the student again under the correct department.

When you are done, click Edit On to turn off the editing and then click Save & Return at
the bottom of the page to save your edits.

Submitting Students

If you are the hiring manager, you will see an additional hyperlink below the Previously
Entered Students not yet submitted grid labeled Submit and an additional column
between Delete? and |19 labeled Submit?

Previously Entered Students not yet submitted Find | View All First & 1-4 014 ‘2 Last

Delete? Submit? 19 EmplID  Name DeptiD Poshbr Pay Rate Enteredby ~ Name Transfer Resuits

| ] ~ 4 320111 Kimball Main 00001442 Campus Employment $9.450000

r 4 1 320110 Kimball 2 00001428 Campus Employment $9.450000
| ] 2 4 320111 Kimball Main $9.350000
r " 4 320110 Kimball 2 00001434 Work Study $9.350000

Submit Delete Selected

For each student that you wish to submit for hire, the checkbox in the Submit? column
should be selected. You can only check the submit box for the student’s primary job,
not the associated secondary positions. Any secondary positions will automatically be
selected or de-selected to match the primary job.

When you click the Submit hyperlink, you will be asked to enter in your network
password. This acts as your electronic signature.
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Verify |dentity

To protect your privacy, verify your identity by typing your password. If you are not this user, click Sign Out.

User ID:
Password:

Continue Cancel

Click the [Continue] button or hit enter to submit your password. Any questions should be
sent to Human Resources at Kronos@holycross.edu.
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MANAGING TIME: A GUIDE FOR MANAGERS,
SUPERVISORS, TIME MANAGEMENT
PERSONNEL
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Managing Time: Managers, Supervisors, Time Management Personnel
Managing time is critical in ensuring employees are:

e Paid Correctly
e Paid On Time
e Hours are Correctly Allocated/Charged to the Appropriate Department/Cost Center

All employees who supervise employees or those that have been designated as Time
Management Personnel are responsible for the accurate and timely management of:

+ Employee Time/Hours
< Time Off Requests
+ Employee Schedules

It is best practice and the policy at Holy Cross that employees record their time daily. All
timecards for the previous week need to be addressed and approved every Monday by
12pm EST for correct payroll processing.

All managers/supervisors and time keeping personnel should ensure time is being
recorded according to the policies at Holy Cross. These policies are located in the
employee handbook which can be found at holycross.edu.

Navigating UKG/Kronos for Employee Information

Navigation in Kronos is designed by topic. You have the option to choose menu options from the
main menu on the first landing page when accessing UKG/Kronos that focus on the specific topic
or area you are working on, or you have the ability to navigate and work on any aspect at an
employee level.

Kronos Main Menu
From the first landing page, the main menu is located in the upper left-hand corner, designated
by a symbol with three horizontal lines/ellipses. By clicking here, you are able to access
employees and data by:

e Time — Employee Summary - Timecards

e Schedule — Employee Schedules

e Dataviews & Reports

e My Information — Your Timecard and Calendar
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o Click the main menu

Unexcused Absence by
Employee (Top 5)

nnnnnn

ey Manage My Schedule My Notifications

Navigating by Employee

The Employee Search is a global search feature that lets a manager quickly find individual
employee records by entering their name or ID. This provides the ability to find the specific
employee and then navigate to their timecard or schedule to review or edit information.

To use Employee Search:
1. In the toolbar in the top right of any page, click Employee Search

to open the Employee Search pane

2. Enter the name or ID of the employee you want to find in the
Search by Employee Name or ID field. You can use the
following wild card characters in your search:

e * - use for a multiple character substitution, such as J* for all
names that begin with J.

e ? - Use for a single character substitution, such as J??n to
search for names that begin with J, contain two unknown
letters, and end with n.

3. Click Search.

Q| @
Employee Search X
Search by Employee Name or ID
| adams X ‘
Advanced Settings
| Today v ‘ ﬂﬂ[
[==]

4. The results appear in a list. Select the checkboxes of the records that you want to view or

edit and click Go To to then navigate to the following pages:

e Timecard
e Schedule
e Reports
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Note: The Go To navigation option is available throughout the entire application.

Hyperfinds and Date Ranges — Viewing Timecards

Often, a user has the need to look up data for specific employees on specific dates or within
certain timeframes. The Hyperfind and Date Range options when viewing timecards allows the
user the ability to filter the data they see. For example, many users can see or have time
management responsibilities for more than one group of employees beside their direct reports,
for example Students. On your profile sits a field called Employee Group which identifies which
departments you have access to employees in. These two features provide the additional filtering
capabilities to select what you need to look at and when.

Hyperfinds

The hyperfind feature located at the top right-hand corner of the Timecard view has several
options for you to filter the employees you see. A portion of the hyperfinds you may have access
to for filtering the employees you are allowed to access are:

e HC Home Admin — Salaried Exempt Employees

e HC Home Hourly — Hourly Non Exempt Employees

e HC Home Student — Students Whose Primary/Home Job is Equal to Your Employee Group

e HC Student Home and Transfer — All Students Whose Primary/Home Job is Equal to Your
Employee Group and Those Who Have Transferred/Charged Hours to Your Employee Group

2 -
oo

To access the list of hyperfinds, click the Hyperfind icon.

ps @8 Kronos Workforce. © psprD [ krRONOSPROD [ UAT R Kronos jobapprova.. [ PSTEST @ Review Paycheck @ Amazon.com: 4392

Employee Timecards

+ 4+ + + + + +
P8 8 % 8 8y N e
y 5
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Date Feature
The date feature in the Timecard view allows an additional option to filter what you are looking at
or need to find.

To change the date or timeframe you are looking at:
o Select the Calendar icon
o Choose a pre-defined timeframe
o Or Select range for a range of dates

I YT S SV Y N A RS - e e - w -

i1 Apps @ Kronos Workforce.. @ PSPRD KRONOS PROD [ UAT  {J Kronos job approva... [ PSTEST @ Review Paycheck @ Amazon.com: 4392

Employee Timecards

N

v O 10f27 > 63 ~| Current Pay Period

e
Q

i= A & & o~ &~ £~ | Timeframe <

Previous Pay Period
CorrentPayRarioa Pay Code Amount shift
Next Pay Period
on 5/23 Previous Schedule Period
B | Twesa a| Current schedule Period ks 700

Next Schedule Period

Accruals Totals Historical Corrections Audits Target Hours

Unable to See A Student in UKG/Kronos

Our Student employees have the ability to work and be hired across many of the departments at
the College. As a result, our systems are set up to support this business requirement. Often
when a Student is new to a job/department, an administrator and/or supervisor/manager is not
able to see that Student's timecard and manage their time. If this occurs, we ask that you follow
the steps below to determine if you are able to access the Student’s timecard. If not, please do
not hesitate to send an email to kronos@holycross.edu for immediate assistance.

o From the main Kronos page, click the 3 ellipse menu icon in the upper right hand corner
o Time
o Employee summary.

This will bring up the timecard view

o From there, select the hyperfind - All Students & Transferred In

o Click the calendar icon

o Then click on range

o Choose a range of dates close to a semester the Student worked in your department, i.e.
9/1/2021 to the current date
Scroll down to the current timeframe or date that you need to log time for or see the
employee

a0
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Managing Timecards

The Kronos/UKG system is designed to provide managers, supervisors, and personnel who
manage employee hours the information they need in the most efficient manner possible. That
design is based on exceptions, which are issues with an employee’s timecard that need to be
reviewed and addressed.

Prior to approving timecards, you must confirm that:
e All Hours Have Been Recorded
e There Are No Missing Punches
e Hours Are Being Correctly Charged/Transferred to Your Department

Manage Timecards Tile
This tile is designed to present you with a summary of the following categories for all of the
timecards you manage:

e Must Fix

* Needs Review

e Clean Timecards

o @ bsew B wonoseoo 8

Must Fix

These timecards require your review and must be corrected. These will impact an employees pay
if not addressed in a timely manner. They contain timecards that:

»Have a Missing Punch

o  To correct the exception, a time entry for the missing punch needs to be made. If not, this
will result in the employee being paid incorrectly, which will require a correction to be
made through a payroll adjustment.

»Unexcused Absence

o  All hourly employees require a schedule to be paid correctly. Whenever there is no time
entered for a scheduled day and there is no other time entry made for that day such as
Sick, Vacation, etc. the system records that as an Unexcused Absence, which will resultin
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the employee being paid incorrectly. This is corrected by adding the appropriate in and out
punches or entering an amount of hours.

Needs Review

These timecards require your attention to validate the exception encountered. These include
early in or late out time entries based on the employee’s schedule. For more information on
Schedules, please see the section titled Schedules. Once you have determined if the timecard
requires a correction and it is made or no action is needed, you can mark the notification as
reviewed so it no longer appears in your Needs Review list.

Clean Timecards

These are the timecards with no exceptions. However, you must confirm prior to approving
timecards that all employees you are approving have worked in your department. If you oversee
Students or manage hourly employees who work in more than just your department, you must
confirm the employee worked the hours recorded and are being charged to/transferred to your
department correctly. Keep in mind that this data is also used for financial/budgeting reporting.

Transferred/Charged Time—-For Students and Hourly Employees Who Work in More than
One Department

If you manage time for Students or Hourly employees who can be hired and work in multiple
departments, the hours must be charged/transferred correctly. This only applies to work outside
of their primary job/department, and adhering to these guidelines ensures proper budget
allocation when the data is processed in payroll and finance.

Where To Find The Primary Job and Department

The primary job of an employee can be located by clicking the transfer option on a row in the
timecard that has a time entry. Please see Transferring Time in the Employee Recording and
Management of Time or Student Recording Time sections in this document for more information.

Seeing Students Who Charged/Transferred Time To Your Department That Should Not
Have? — Identifying Who Approved That Time

If you do see time being charged/transferred to your department in error, you can run a dataview,
which is an online report to view who approved the time. See Dataviews in the Report and
Dataview section below.

Time Entry Methods

There are several ways an employee can enter time, perform transfers, review accruals, and
submit time off requests. Depending on the access granted to the employee, time can be
recorded by using:

e A Device/Clock
e Mobile Application
» Desktop Application: Computer, Laptop, Tablet

For more information on time entry methods, please see the Employee Recording Time section in
this document.
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Editing Time — Timecard Management

Oftentimes, an employee’s timecard requires a correction. Depending on your security level, you
are able to perform the following edits:

e Add, Edit and Delete Punches
e Add/Edit A Transfer
e Add/Edit Pay Codes and Hours

Add, Edit, and Delete Punches

To add or edit punches:

1. Click in a cell under the In column to enter a start time for the employee’s shift, or Out
column to enter an end time for the shift.

2. Type in the time using your keyboard. Enter times in the standard time format of AM/PM or
24-hour format.

3. Click Save.

To delete punches:
1. Select the punch, then press Delete on your keyboard.
2. Or click the Trash can icon on the row of time you want to delete.
3. Click Save.

Adding A Pay Code and Hours

This job aid explains how to add a pay code and hours.

About Pay Code Additions

Paycode additions can be done for the current and or previous pay period if that pay period has
not been signed off of yet.

For paycode additions outside of the current and signed off pay period, please contact HR by
email at Kronos@holycross.edu.

Select the employee

Go To — Select the timecard

Select the appropriate date range or pay period

On the date you are looking to add the pay code and hours, click in the pay code field and
the drop down

Select the appropriate pay code

Click in the hours field and enter the number of hours

Click Save

Oooao

Oooano
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Reviewing Timecards

It is critical that you review timecards for accuracy and correct time management. You can
manage this process by using the previously mentioned steps in Managing Timecards as well as
reviewing Totals.

To view all timecards
o Either Select All Timecards from the Manage Timecards tile, or

o Go to upper left corner of screen and select the =>Time, Employee Summary.

Approve Employee Timecards

When your employee timecards are ready for payroll processing, you approve their timecards.

To approve from the timecard summary page:

o Access the Main Menu

o Time

o Employee Summary.

o Click the Check All box

o Or: You can Select An Employee and Open their Timecard
o Click Approve

Once approved, the background color of the timecard is gray.

I T

Tue 1/02.

Wed 1/03

Thu 1/04

Fril/05

Sun1/07

~
Mon 108 7.00 AN -3:30 PM 700 aM 330PM 830 830 830

b
Tue 1/09 7:00 AM-3:30 PM 7.00 AM 330PM 830 830 1700

L}
L]
N N
Wed1/10 7:00 AN -3:30 PM z00au | 330PM 830 830 2530
L]
1

5 N
Filnz 700 AM - 3:30 PM To0am | ff 330PM 830 830 4230

sat1/13 4230

To remove approval from a timecard:
There may be times where you need to edit a timecard you have previously approved, if so you
need to remove the approval:

o Access the employee’s timecard that you wish to remove sign-off.
o From the Actions bar, click Remove Approval. In the confirmation box, click Yes.

Note:
You cannot remove approval after the pay period has been signed-off on by Payroll.

Reports and Dataviews
As a manager, supervisor or personnel who manage time for employees, you have access to
Reports and Dataviews. These can be run from any employee view by accessing the Go To
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menu, and clicking Reports, or by accessing the Reports and Dataviews menu from the main
menu located on the first landing page of UKG/Kronos.

Dataviews

Dataviews are online reports that can be run for a variety of reasons. They can be run for any
timeframe and for different groups of employees via selecting hyperfinds, as well as for a specific
employee by filtering the view. There are several actions you can perform on the data in the
dataview. You can also download the data to a file or print it.

In order to use the Approve Time Dataview (which allows you to see who approved time charged
to your department as mentioned in the previous section regarding Seeing Students Who
Charged/Transferred Time To Your Department That Should Not Have? — Identifying Who
Approved That Time) here are the navigation steps:

Running a Dataview
o Click the Main Menu — in the upper left hand corner, the 3 ellipse icon
o Expand the Dataviews & Reports Menu
o Click Dataviews
o Select the Dataview you want to run, by scrolling

i oapos @8 Kronos Workforce. T ps e [ ceoncseion B sl W ionos joh approve.. B PSS @ leview Faychack Amaroncom: 435
® o vi€KG Dataview Library
@
HAAat
Newinliaacs
Total [40]

Edit Profile é? signout (3

Attendance

Count: 1
Scarch j&]
Name: Attendance Audit Page
Subject: Ernployes 2
Dataview Library
Audit
Count 3
Group Edit Results
Name: 0-5T Time Audit b Name: Leave Audit Page » Name: Repor
Subject Frployes Subject: Froployes Sulbyject Fmplo
Report Library .
Other
. Caunr: 13
My Information ~
Name: 0-5T Data and Totallzation Status - Supp... 5 Nama: 0-ST Emplayss Summary - Basle 5 Nama: 0STE
Malntenance - Sublect: miployes Subjecr: Trrplayes Sublect: Fmplo
httpsfeollegaothobycrass-sso prd.mykramos.com/ia# /dataView?pageld -575  0-5T Empleyee Summary - Full 5 Name: Accruzl Balances Admin s Name: Accru

After selecting the dataview you want to run, click Open Dataview
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E]

Mavigate to Subject
Duviniuads
Employce
Total [40]
R [ T T s _— Time Period

Previous Pay Period

Other

Countz 13 Location

All Home

Mame: 05T Data and Totalization Status - Supp... Mame 0.5T Employee Summary - Basic Name 0sT

Subject: Employes > Subjaet: Empayes > Subject: Emp
Description

Name: 0.5T Employee Summary - Full Name Accrual Balances Admin Name Acer

Subject: Employes > Subjaet: Emp oyes > Subject: Emp

Name: Approvals Summary Name: Approve Timecards Name Pay

Subject: Employes b Subjaet: Emp ayes b4 Subject: Emp

Name: Recencile Timecard Name Shift Close Name Sign

Subject: Employes > Subject: Eimployes » Subject: Einp

Name: Time Card Overview

Subject: Employee ?

The dataview will open and you can select any timeframe or hyperfind you want in order to filter
the data given by the dataview.

P25 oaops @4 wronosWorktorce . @ rerrD [ kronosPROD M AT g Kronosjobapprove . B PSTEST @ Review Paycneck @ Amazoncom: 4362

Approve Timecards

Approve Timecards = @ + Provious PoyPeriod ,-_ﬂ': - Alllome <> Loazded T:IS3FPM

T oA A @ §F D <
Select All Retine Zeom  Peogle  TreckTme  Aconas  Apaoval  Cresm Details Share

Nolics
v Cmpleyse rull Name  ~ Cmpleoyes Approval Status. Manager Approval Status Approving Managers ~  Unexcused AbsenceInc...~~  Totals Up To Date Indica...~ [mpcyee Pay Rule ~ 57 =
M “arter o Student Regular
O dten o 0 Strud Hours w30 min lunch
O finmeng Ve student Regular
O Patrick NONE FULL ‘arbara A o REGAD 30 Min
] Martir - Acmin
L Jrandor NOMNC FULL “ynthia C - Public Safety Officers-No Lun...
r

You can also filter the data you are looking at even further by selecting the Refine icon located in
the upper right hand corner of the page. For example, if you want to see a specific employee in
the list you are looking at, you can click Refine.

Click Refine

Expand Employee Full Name

Key in the entire name or partial last name
Click Apply

O
O
O
O
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Report Library

|>es ch

> Approving Managers
> Employee Approval Status

~ Employee Full Name

| Starls With - |

[ doe‘ ]

> Employee Pay Rule

> Manager Approval Status

Cance

The reports you have access to depend on your user access. When running a report from an
employee by using the Go To menu, the report automatically is run for the specific employee you
have pulled up. If you are looking to run the report for a group of employees you have access to,
you will need to navigate to the Reports Library from the main menu on the first landing page of

UKG/Kronos.

Running a Report

o Click the Run Report Icon
Expand the Reports Menu for the Topic You Want to Run a Report for

O
o Click the Report You Want to Run
O

Click Select

5 Apps @ KronosWorkforce.. @ psPRD [ KRONOS pROD [ UAI (G Kronos

a. B ¥s

ES

@ Review Payched

= o VUKG e D Select Report

B B

~ Completed [56]

) @ BevortName  Exceptions

The report options will appear.

Page 33 of 45

> Audit

Healthcare Analytics

> Scheduler

« Timekeeping

=



~

3 Apos @ Keonos Workforce.. @) PSPRD [ KRONOSPROD [B] UAT  {J Kronosjobapprova.. [l PSTEST @ ReviewPaycheck @ Amazoncom: 4392

= Report Libi
= o UKG SRt Accrual Detail Report W... X

~ Completed [56]

] @ ReportName Employee Hours by job © ReportName By Ty 4 b

Running
javascriptvoid(O); Ltput Type
n £ Type here to search

o Select the Timeframe by clicking the calendar icon

o Select the Hyperfind for the group of employees you want to run the report for
o Select the desired Output Format

o Click Run Report

Accruals

Employee accruals can be viewed by following the previously described steps in the Employee
Managing Time section. In addition, as a manager/supervisor or personnel who manages time
for employees, you have the option of running the Accrual Detail Report with Running
Balance. This report is an all-encompassing source of accrual data providing:

Accrual Code — Vacation, Personal Time, Floating Holiday, etc.

Amount - Hours

Action — Taken, Granted, etc.

Running Balance — Accumulating Balances Over the Date Range Selected
Credit Amount — Amount of Time Taken

Debit Amount — Amount of Time Granted/Added To Accrual

Pay Code — Type of Accrual Pay Code

This report can be run from the Go To menu when you are on an employee Timecard or by
accessing the Report Library as noted above, and expanding the All option and the Accrual
Detail with Running Balance Report.
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Timecard Shading

Shading of a timecard represents various conditions/state of the timecard. They are as follows:

Yellow background - Timecard approved by employee but not by manager.
Light Purple background - Timecard approved by manager but not by employee.
Green background - Timecard approved by both employee and manager.

Grey Crosshatch - Timecard has been signed off.

Blue background - Totals cannot be edited.

Yellow Timecard approved by employee but not by manager.
background

Light purple Timecard approved by manager but not by employee.
background

Green background Timecard approved by both employee and manager.
Gray crosshatch Timecard has been signed off.

Blue background Totals. Totals cannot be edited.
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UKG/KRONOS
STUDENT GUIDE
HOW TO RECORD TIME/HOURS
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YOU ARE NOT PERMITTED TO WORK UNLESS YOU HAVE COMPLETED
THE US DEPARTMENT OF CITIZENSHIP AND IMMIGRATION SERVICES |19
FORM BY VISITING HUMAN RESOURCES WITH YOUR REQUIRED PROOF OF
CITIZENSHIP DOCUMENTATION.

IF YOU RECEIVE A X WHEN SWIPING AT A DEVICE/CLOCK

OR
ARE UNABLE TO ACCESS THE UKG/KRONOS SYSTEM

THIS INDICATES YOU ARE NOT ACTIVE IN THE SYSTEM AND UNABLE TO
RECORD TIME.

IMMEDIATELY CONTACT YOUR MANAGER/SUPERVISOR
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STUDENTS: RECORDING TIME

As a student employee, you are required to record your hours each time you start and finish
working here at Holy Cross. You are also required to perform a Transfer at the start of any work
that is outside of your primary/home department.

System of Record and Access

The UKG/Kronos system is the system of record that is used for time management. This is the
source that collects and processes your hours that are then sent to payroll for processing. There
are 3 ways to use the UKG/Kronos system:

e Mobile Application
e Device/Clock
e Desktop Application

Access to the system is controlled via single sign on and authenticated via your Holy Cross
Google account. Please make sure that you are logged in to Google/Gmail before accessing the
UKG/Kronos system. If not, you will need to sign in with your full email address and passphrase.

e From the Holycross.edu site, select Audience, Faculty and Staff or click.
https://www.holycross.edu/faculty-staff
e From the “Employee Resources” section, select Kronos Time Entry

Primary/Home Department and the Other Departments | Have Been Hired In

Student employees at Holy Cross can be hired to work in a multitude of jobs and departments
across multiple semesters. The system used to process your hours and pay are set up to support
that business requirement, and ensures hours are billed to the correct departments from a
Finance perspective.

There are two ways to determine what your Primary/Home department is.

1. Each time you are hired for a job, an email is sent to your Holycross.edu account thatlists
your primary/home department as well as any other jobs and departments you have been
hired in.

2. When using UKG/Kronos to log your time and perform a transfer, the primary/home
department is listed in the Transfer Window.
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If you have forgotten to perform a Transfer at the start of working for a department outside of your
primary/home department, please contact that job’s hiring supervisor/manager. You can also
view your Timecard and the Transfer column for that day. Instructions on how to do so are
described later in this document.

Recording Time — Using the Desktop Application
When accessing the UKG/Kronos system using the desktop version of the application, the first
page you will see is as follows:

Timecard

0 Exceptions

There are no items to display.

My Timecard >

Use the Punch Tile

Punch

Transfer

My Profile

Edit Profile @)

Last Punch

11:48 AM
9/07/2021

(GMT -05:00) Eastern Time
(USA; Canada)

The Punch tile can be used to:

e Record In and Out Punches
e Transfer — When Working in Another Department than Your Primary/Home Department.

Timecard

0 Exceptions

There are no items to display.

My Timecard %
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Record In and Out Punches

When you are working for your primary/home department and want to record the start and end
times for the time you are working, please select Punch

Punch

Transfer

‘ h |

Last Punch

11:46 AM
9/07/2021

(GMT -05:00) Eastern Time
(USA; Canada)

A green success message appears at the top, along with the time of the punch updated at the
bottom. If you receive an error message, please send an email to Kronos@holycross.edu.

Transfer Feature —

When working outside of your primary/home job department it is imperative that you select the
Transfer feature in the Punch tile. Any time not transferred defaults to your primary/home
department.

IMPORTANT — You only have to select the Transfer feature ONCE at the start/in of work for that
department.

Punch

Transfer

‘ M ‘

Last Punch

11:46 AM

9/07/2021
(GMT -05:00) Eastern Time
(USA, Canada)

>Click Transfer
»>Select More
>»Expand the + Add Business Structure in the Transfer window
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»>Type the department number you are working for
»>Select the 0 record that appears
>Click OK

View Timecard
To make sure you have all of your time recorded and have transferred your time correctly, you
should review your Timecard for the days you want to validate.

o Click My Timecard. It will default to the Current Pay Period.
v = @

o To view a different time frame, click the down arrow at top right where it says Current Pay
Period and select a different time frame.

USING THE MOBILE APP
You are able to complete the following transactions when using the mobile app. Please follow

the same steps as outlined above for the corresponding features:

e Punch Feature - Record In and Out Punches and To Complete a Transfer
e View Your Timecard

o From Your Mobile Device Go to https://www.holycross.edu/faculty-staff
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o From the “Employee Resources” section, select Kronos Time Entry
o The following menu will appear

Edwz - 29%2

O & @& imykronos.com O

VIA THE CLOCK/DEVICE

The UKG/Kronos devices are touchscreen and located throughout campus. If you require
assistance locating a device, please follow up with your hiring supervisor/manager.

You are able to complete the following transactions at the clock/device:
o Swipe - Record In and Out Punches and Completing a Transfer

o View Your Timecard
Swipe — Recording Time

To record the start and end times for the time you are working, you need to swipe in and out. If
working for your primary/home department, you should swipe at the start and again at the end of
work.

o Swipe your badge on the right hand side of the clock/device
Transfer Feature —

When working outside of your primary/home job department it is imperative that you select the
Transfer feature in the Punch tile. To identify your primary/home department and other
departments you have been hired into, please see the FAQ section at the end of this document.
Any time not transferred defaults to your primary/home department.

IMPORTANT — You only have to select the Transfer feature ONCE at the start of work for that
department.
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o Using the touchscreen using the left and right arrows at the bottom of the screen, locatethe
department you are working in
o Press the icon for the department you are working in

Tue Feb222022 ()8 :4’

Music History

Provost Spec Events Donor Rel

Theatre Performance View Timecard Online .
Classics View Accruals Online

coceo

Welcome to Holy Cross

o A message to swipe will appear
o Swipe your badge

KROINIOS

i

Use your badge

O'Kane - Vending

You will receive an Accepted message
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To View Your Timecard
If you want to see the time recorded on your timecard including the departments you transfer to,
use the touchscreen’s right arrow to find and select the My Timecard option.
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