THE UNIVERSITY of
NEW MEXICO Managing Timecards & Schedules for Supervisors & Time Managers

THE UNIVERSITY of
NEW MEXICO

LoboTime

Managing Timecards and Schedules for

Supervisors and Time Managers




: THE UNIVERSITY of
- N le M LX IC() Managing Timecards & Schedules for Supervisors & Time Managers

Table of Contents

(€Tl 11 o [o RS =T (=T o PP PPPPPPPPPI 1
UNM Confidentiality and Sensitive Information POlCIES...........coiviiuiiiiiiee i 1
BUSINESS RUIES ...ttt ettt m e st e st e an e s e e e e e nn e e e ne e e nnne e e 1
I LT = 1 (o L T =R 2
ROlES aNd RESPONSIDIIILIES. ....ciie it e e e s s e e e e e e e st re e e e e e e e e snsrnnneeees 3
[T To 1T 1N o SR 4
Inactivity TImeout and SIGNING OUL.......ooiiiuiiiiiieeee ittt e e et e e e e e e s e aabbbe e e e e e e e e s nnbsbeeeaaaaeaanns 5
Key Parts Of the NAVIGATOT ........ooi ettt e e e e e e e bbb e e e e e e e e e aanbraneeaaeas 6
Selecting @ Workspace t0 DISPIAY .........eoeiiiiiiiiiiiiiei ettt e e e e e e e e aeeeaeas 7
NE AV To P Vil o IR VAV Ao (o= TP UUT PRI 9

Reviewing Employee Data in LODOTIME.........uiiiiiiiiiie e 12
Exporting Data from LODOTIME. ... ...uuiiiiii ittt e e e e e e s bbb e e e e e e e e sannbereeaaeas 13
Locating Employees using QUICKFING ............uuiiiiiiii e 14
LCT=T o =T = 11 gV =T oo 4 £ TSP RRTT 15
Setting UP REPOI FAVOIILES .....oiiii ittt ettt e e e et e e e e e e s e b e e e e e e e e e e nnneees 19

Editing Time and AENdaNCE Data...........eeeeeeriiiiiiiiiiiiiiieiiieiiee e 20
ACCESSING EMPIOYEES" TIMECAITUS ...ceiiiiiiiititiiei e ettt ettt e e e e e et b et e e e e e e e anbbeaeeeaeeesaannbbeeeeaaaeaanns 20
Refreshing and Saving Data in TIMECAIUS .........eiiiiiiiiiiiiiei e e e e eaeeeaeas 24
L@ V£ g To T o =0 o] =TS 26
Viewing Accrual BalanCes iN TIMECAIUS. .......uuiiieiiiiiiiiieei e i ettt er e e e e s s ee e e e e e s s s e e e e e e e ssnnnnrereeeeeeeanns 28

MaANAGING REQUESTES ...ttt s 29
Processing Employee Requests Using Manage My Requests Widget.............ueeviiiiiiiiiieneeennniiieen. 29
Processing Time-Off Requests Using Schedule EdIitOr...........cooiiiiiiiiiie i 31
Requesting Time Off USING MY CalENUAI ..........oooiiiiiiiiiiiiiiie e eer e e e e e e e e snrrreeeee s 32

Managing Exceptions for EMPIOYEES .........ooveiiiiiiiiiiiiiiiiiiiiie e 35
Using Genies and Alert Icons to Manage EXCEPLIONS ........cvvieiiiiiiiiiiiiee s cciieee e e e 35
VoA Tq T T o7 =T 1[0 1 PSSR 36
Marking/Unmarking EXCEptioNs @S REVIEWEM .........ccoiiciriiiiiee it ee e s s e e e e e s e e e e e e e snrnreeeee s 43
X [0 [T g T Y T30 I U] od 1= SRR 44
=T 000 )Y/ TN 0 Vo g T SO 44
Applying a Work Rule Transfer for Labor OVEITIAES .......ccceeiiiiiiiiiiiee e cciiieer e e e s seene e e e e 45
Transferring Overtime to Comp TiIMe EArNed ...........cooiiiiiiiiiiii e 46




: THE UNIVERSITY of
- N lj W M ]L X IC() Managing Timecards & Schedules for Supervisors & Time Managers

ViIEeWING the AUGIE TTal.....eireeiiiiieee e e e e r e e e s e st ae e e ae e e s s snnnaeeeeeeeessnsnnnneneeeeeannn 49
FINANZING TIMECAITUS ....ceeeiiiiiieiieee s 51
Reviewing Time Data at the End of the Pay Period ... 51
Approving INAiVIdUAl TIMECAITS .....cciieiiiiiiiiiiei e s e e e e s s s e e e e e e s e ssb e e e aeesssnnsnrereeaeeesanns 51
APProving MUItiPle TIMECAITS ......uuviiieeiiiiiiiiie e s err e e e s s e e e e e s st e e e e e e s s snsteaeeeeeessassnnreneeaeesaanns 53
Removing Your TiMeCard APPIOVAIS..........iiuuriiiiie e et e e e s e steee e e e e e s s s e e e e e e s snnbnae e e e e e e e e snnrnreeeees 55
S To [T aTo @ i I 1= o= 1o £ SRR 56
Terminated EMPIOYEE BUSINESS PrOCESS.......cciiiiuiiiiieeeeeiiiiiieeeee e e s e ssntaeeeeaeeessssateeeeeeesssnntnaeeeeeesseannnens 57
Early Payroll Deadlines and Projecting FULUIe TIMe ........uuuiiieiiiiiiiiiiieee e esieee e e e e e sseee e e e e snenneeee s 60
HOBIAAY LEAVE ...ttt oottt e oottt et e e oo ek bbbt et e e e e e e s e ab b bt e e e e e e e e s nbbbbeeeaaeseaannbbnneaaaans 62
Navigating the SChedUIE EQItOr ..........ooiii e e e e e e e e e e e snnbereeaaeas 67
Creating Schedules Using Pattern TEMPIALES ........coouiiiiiiiiiiia e 69
Refreshing and SAVING Data.........c..uueiiiiiiiiiiiiiie et e e e e e e e s e e e e e e e e e aannbereeaaaas 71
Adding Shifts by Inserting a Shift TEMPIALE.........coo i 72
Editing Shifts Using the Shift EItOr..........ooiii e e e 75
Editing Scheduled Shifts in Cell @AItING.........c.vuviiiiie e 77
Deleting Shifts from EmMployees’ SChEAUIES...........ccoo i 78
TS (o] g o T B L= =1 (=T IS o)1 S 79
Modification of Leave UPON APPIrOVAL..........ccuuuiiiiieiii it ee e e s s streee e e e e e s s st e e e e e e s snnsnneeeeeeeseannrneeeeees 83
Ending Schedules/Breaks between SChedUIES.............c.uvviiiiii i 84
USING ONIINE HEIP ..ottt et et e e e e e s hb ettt e e e e e e e anbbbreeeaa e s e e annbbeaeaaaaas 86
Rounding to the Nearest 101 of @n HOUT .........c.ccoiiiiiiic st e e e nane e 88




THE UNIVERSITY of
N lj W M ]L X IC() Managing Timecards & Schedules for Supervisors & Time Managers

Getting Started

UNM Confidentiality and Sensitive Information Policies

Your responsibilities regarding the protection and security of administrative information are outlined in the
University of New Mexico Policies and Procedures Manual:

e Responsibility and Accountability for Univ Info & Trans  Policy No.2000

e Acceptable Computer Use Policy No. 2500
e Computer Use Guidelines Policy No. 2510
e Computer Security Controls and Guidelines. Policy No. 2520

Use of University computing services in violation of applicable laws or University policy may result in
sanctions, including withdrawal of use privilege; disciplinary action up to and including expulsion from the
University or discharge from a position; and legal prosecution under applicable federal and/or state law.
Your access is granted based on business need and it is your responsibility to ensure the information
your access is used appropriately. Here are some reminders of good data stewardship:

e Do not share, disclose or store your passwords in an unsecured manner.

e Do not share confidential and sensitive information with anyone, including colleagues, unless
there is a business reason.

e Do not leave your workstation unattended while logged in to administrative information systems.
You are responsible for any activity that occurs using your password.

o Do not attempt to access accounts, files, or information belonging to others without their
knowledge or consent.

e Do not use your computer account to engage in any form of illegal software copying or other
copyright infringement.

e Do not use your account to harass other computer users.

e Retrieve printed reports quickly and do not leave the reports visible to others.

e Secure reports containing confidential and sensitive information.

e Shred documents containing confidential or sensitive information in a timely manner.

Business Rules

Monthly Employees (5R) - Exempt employees are “project” employees in LoboTime who
record their exception time in LoboTime. No BAR role required. It is recommended as a best
practice that exempt employees approve their timecards per their departmental timelines.

e Exception time requires approval from direct supervisor or from a delegated authority.

e Departmental Time must be approved and signed off in the LoboTime system for the Monthly
payroll (5R) by 5:00 pm on the 20" of each month, or the first working day after the 20t of the
month if this is a non-business day. Time approval and sign offs to payroll after 5:01pm will not be
reported until the following pay period.

© 2012, Kronos Incorporated or a related company. All rights reserved. 1
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Biweekly Employees (2R) — Non-exempt employees will be using either a PC and/or a
LoboTime clock to enter time and leave. No BAR role required. Employees are strongly
encouraged to approve timecard.

e Departmental Time must be approved and signed off in the LoboTime system for the Biweekly
payroll (2R) period by 5:00 p.m. on the Monday after the pay period ends. Time approval and
sign offs to payroll will be locked at 5:01pm.

e Monday, 5:01pm — Thursday, 8:00am, Payroll will run.
e Comp Time earned in a pay period cannot be taken in the same pay period.

e You cannot be paid for overtime or compensatory time @1.5 in the same week you have taken
paid leave.

Student Employees (2R) — same rules apply for Student Employees as for Biweekly
e Time entered in ‘hour in tenths’ (6 min increments).

e While classes are in-session (this includes Fall and Spring breaks) students are allowed to work a
maximum of 28 hours per week. While classes are not in-session (during Winter break and when
not enrolled during the summer) students are not to exceed 40 hours per week.Importance and
Benefits of LoboTime

Purpose

It is important that your employees are compensated accurately. To make this happen, you need to
manage employees’ worked and non-worked hours, as well as attendance issues, in an efficient and
timely manner. The application supports your ability to perform these tasks so that the data sent to payroll
is accurate.

The Payroll Process

Purpose

LoboTime automates the payroll process, ensuring that the payroll is processed accurately and on time.

1 HR/Payroll application sends employee ‘ -‘
datato LoboTime

2 Employees’ time is collected and sent to B

LoboTime

Emplovees’ abprove timecard data

4 Supervisors and/or Time E _:
-,

Managers approve timecards

5 Departments signs off timecards =

6 LoboTime sends employee hours to you
payroll application -

Payroll is processed by your ==
7 payroll application o

-
——_ & <

2%s |
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Roles and Responsibilities

Purpose

Each employee, supervisor or time manager has responsibilities that are important in the payroll process.
Each person’s role determines his or her responsibilities and the tasks that he or she performs in the
application.

Common Non-Exempt Employee Tasks
On a daily basis, employees perform the following tasks:
e Enter time data using a LoboTime clock (terminal) and/or via a computer

e Approve time
e  Submit requests for future time off

Common Exempt Employee Tasks
On a daily basis, employees perform the following tasks:

e  Submit requests for future time off
e Review timecard for accuracy

Common Supervisor or Time Manager Tasks
On a daily basis, Supervisor or Time Managers perform the following tasks:
e Check for missing punches or other exceptions and add comments
e Add missing punches
e Enter and edit schedules
On a pay-period or as-needed basis, Supervisor or Time Managers perform the following tasks:
e Monitor timecards to facilitate payroll processing
¢ Review timecards for completeness and apply approvals
e Run reports

m Business practice

Views are based on roles:
Time Manager = See multiple supervisors and all employees based on Org’s

Supervisor = See employees for whom they are Supervisor of Record in Banner

© 2012, Kronos Incorporated or a related company. All rights reserved. 3
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Logging On

Purpose
The LoboTime log on page provides access to all the features of the application where you perform your
time and attendance tasks.

Example
You, as the department Supervisor or Time Manager, log on to LoboTime at least once a day to review
and work with your employees’ timecards and scheduling data.

LOBO ‘8" TIME
®
Workforce Central version7o7

University of New Mexico

User Name
( J

Password

[ ) %

1 Access the LoboTime log on page.

2 Enter your NETID and NETID password in their designated fields.

3 Select the blue arrow button or press the Enter key on the keyboard.

Note
Passwords may be case sensitive.

If you or an employee using LoboTime forgets the user name or password, go
to https://netid.unm.edu/ for issues regarding your netid or password.

© 2012, Kronos Incorporated or a related company. All rights reserved. 4
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Inactivity Timeout and Signing Out

Purpose

LoboTime provides security to prevent other people from accessing your information. It also helps keep
your employees’ information confidential.

Regaining access after the inactivity timeout

Inactivity timeout protects sensitive information in the application. If the application does not detect activity
within a specific amount of time, it attempts to automatically log you off. To regain access to the
application, you must select Yes when asked to remain logged in. When you regain access, the
application restores the last page you were viewing.

Warning

Your session is about to tirme out,
Do wouwant to rermain logged in ¢

[ Yes ] [ Mo

Business practice

The inactivity timeout screen appears if there is no activity for 15 minutes.

@ Caution
If you do not select Yes after receiving the inactivity timeout, you are logged out of the
application. You will lose all unsaved edits.

Signing Out of LoboTime

Upon completion of your tasks, you must sign out of LoboTime to ensure that your employees’
information remains confidential.

Welcome, Mick Anderson
Sign Out »

@ Caution
Selecting the Close (X) button without first signing out can leave your connection to the
application open, which might allow unauthorized people to view and edit information.

© 2012, Kronos Incorporated or a related company. All rights reserved. 5



THE UNIVERSITY of
N lj W M ]L X IC() Managing Timecards & Schedules for Supervisors & Time Managers

Key Parts of the Navigator

Purpose

After you log on to LoboTime, your Navigator appears. The Navigator is a customized view of the time
and labor information that is important to completing your daily work tasks. The Navigator is designed to
be simple and intuitive with easy-to-use views. You should take a few minutes to get acquainted with its
navigation features.

Navigator Components

Navigator consists of four main components: Alerts, Workspace, Workspaces Carousel, Workspace Tabs

Workspace Tabs Alert Widgets Workspaces Carousel

l

KRONOS g%&.%ﬁtﬂsonME 4 — % Workspaces  ~

A UNM Manager 2

UNM Reconcile Timeard ~ Eljg-e3 -
* ¥
*
+* Back to UNM Reconcile Timecard 1
Timecard | Schedule | Reports
RECONCILE TIMECARD show [SRome end Trarsrer | TR Time perioa [Curenray pero: | A| [ U imecard approval
Actions ¥ Punch ¥ Amount v Schedule ¥ Approvals v Manage My Requests
Name 1/ | Employee D L”Ubs”;gi':E Urg';‘:;gm Hiring Organiz. ”E;:E:z:d r;:f:s: EarlyIn | Latein |Early Out |Late Out ”a:i?:d TT”:’[';UED S‘g:fd )
AdamsPTNE, Jule | TRNO4030 995730 | Training Depa... v Timecard Exceptions
AndersonME, Nick | TRNO1030 §95T30 Training Depa... v
BauerMNE, Paul TRN13030 999T30 Training Depa... v Schedule Eitor
BrickGB, Ginny TRN11030 §95T30 Training Depa... v
CarterSuU, Rick TRNOS030 999730 Training Depa. ' .
ChangST, Judy TRN10030 §95T30 Training Depa... v L Manager EHTES
DavidsonS0, Rob...| TRNOS030 995730 | Training Depa v
EdwardsSE, Sally | TRN02030 998730 | Training Depa... v My Reports
FrostPTE, Carolyn | TRH12030 995730 | Training Depa v
HarmonySC, Jean | TRNO7030 999T30 Training Depa... [
KnoxSH, Steven | TRNO3030 995730 | Training Depa v
LoveUB, Carmine | TRNOG030 995730 | Training Depa... v
wgchezSW, Raul | TRNOS030 995730 | Training Depa v

!

Workspace

Navigator Component Description

Alerts A navigator can contain one or more alerts configured to notify you when specific events
or conditions occur. Because the alerts always appear in your navigator, you'll know
immediately if something requires your attention.

Workspace A navigator can contain one or more workspaces. A workspace is a layout designed to
accommodate a specific business need. If a navigator has more than one workspace, one
will be configured as the default or “home” workspace.

Workspaces carousel | If a Supervisor or Time Manager’s navigator is configured to include more than one
workspace, all workspaces other than the home workspace are listed in the Workspaces
carousel. You can display additional workspaces in your navigator by selecting them in
the Workspaces carousel.

© 2012, Kronos Incorporated or a related company. All rights reserved. 6
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Navigator Component Description

Workspace tabs When a workspace is displayed in the navigator, it will have an associated tab. You can
use the workspace tabs to switch between or to close displayed workspaces.

Tip
LoboTime is a browser-based application. However, you should not use the browser’s
= navigation controls—the Back button on the toolbar, for example. Only use the links inside of

LoboTime to do your work.
o= @) 2 &

Selecting a Workspace to Display

If your navigator is configured to provide more than one workspace, select which workspaces to display.

1 To open the Workspaces carousel,
select the Workspaces tab.

2 Select the arrows to rotate through
the available workspaces.

3 To select a workspace, select it. FEaE s Sl
Note: To close the Workspaces
carousel without selecting a
workspace, select the
Workspaces tab again. R
B
UNM Exempt Employee

The selected workspace opens and a tab for the workspace is added. The Workspaces carousel closes.

FAKRONOS Mk ipdersane

—
Manage My Requests & UMM Exempt Employee

© 2012, Kronos Incorporated or a related company. All rights reserved. 7
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Switching between workspaces

After selecting workspaces from workspace carousel, you can switch to a different workspace by
selecting the associated tab. Note that your home workspace will be indicated by a # in the tab.

p
q # Get Support My Reports

Closing aworkspace

To close a workspace and return it to the carousel, hover the cursor over the workspace’s tab and select
X.

A Managers My Reports

Refreshing a tab

R
Sl

You can refresh the data on a single tab by selecting

FAKRONOS Mk Andesone ::

Manage My Requests ¥ UrM Exempt Employee &%

The Related Items pane

Select the arrow in the upper right corner to minimize and maximize the Related Items pane. To retrieve a
widget from the Related Items pane,select the item and it will open in the main Workspace.

=i

5 ¥
*

L

—= UNM Timecard Approval
Wizard

— Manage My Requests

© 2012, Kronos Incorporated or a related company. All rights reserved. 8
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Navigating Widgets

Purpose

LoboTime pages allow you to perform less common or more complex tasks. You can use widgets in
LoboTime to complete these tasks.

The key areas of LoboTime widgets

Widgets contain three main areas: search tools, the action bar, and the workspace.

KRONOS‘ EEE.%EEGUHME ] - # Workspaces

o UNM Manager u

UNM Reconcile Timecard ~ LEljeo2 -
+ ¥
*
-« Back to UNM Reconcile Timecard b7
Timecard | Schedule | Reports
RECONCILE TINECARD Show [B1Fore s Trarster | W Time perioa [CoretPeyPered | R A| [ s timecard Approvat
Actions * Punch ¥ Amount v Schedule ¥ Approvals v Manage My Requests
Name 1/ | Employee ID LTJb;;giT nrg';‘r:‘igti Hiring Organiz. UE::E:Z? rgf::: Earty In | Late In | Early Out |Late Out U:zit:d T.?;aésﬁf‘: Sig';fed .
AdamsPTNE, Julie | TRNO4030 999T30 Training Depa.... "3 Timecard Exceptlons
AndersonME, Nick | TRNO1030 999T30 Training Depa v
BauerkNE, Paul TRN13030 999T30 Training Depa 4 Schedule Hitor
BrickGB, Ginny TRH11030 999730 Training Depa v
CarterSU, Rick TRNOS030 999730 Training Depa... vy .
ChangST, Judy TRN10030 989730 Training Depa... g L S
DavidsonS0, Rob...| TRNO9030 999T30 Training Depa... v
EdwardsSE, Sally | TRN02030 999730 Training Depa... v My Reports
FrostPTE, Carotyn | TRN12030 995730 Training Depa... V3
HarmonySC, Jean | TRNO7030 999T30 Training Depa... W
KnoxSN, Steven TRNO3030 999T30 Training Depa Y3
LoveUB, Carmine | TRNOS030 999730 Training Depa v
SanchezSW, Raul | TRNO8030 999730 Training Depa v
Areas | Description
Search tools Include:

e Show field where you can select a specific set of employees

o Time Period field where you select the timeframe for which you want to view
schedules and timecard data

Action bar Allows you to perform tasks to selected employees such as editing punches, approving
timecards, and other common tasks

Workspace Work area contains detailed information about the employees in the selected time period,
as well as the action bar, which contains selections for modifying data

© 2012, Kronos Incorporated or a related company. All rights reserved. 9
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Using the tools within a widget

The Show field allows you to display a group of employees. The default setting for the Show field when
you log on is “All Home and Transferred-in”, which displays all employees that report to you or are within
the Org’s you specified within your LoboTime BAR role.

Fa AT A
Show |nII Home and Transferred-in® - | [ Edit_|

Time Period |Eurr&nt Pay Period - | " Refresh..|

You can use the Show field drop down selections to further refine your selection to include employees in
a specific group, such as only biweekly (Non-Exempt Employees) or those employees that are within a
certain EClass.

Show |UHI.1 Non-Exempt Employees ol Edit |

Time Period |I2urrent Pay Period 7 | m

The Time Period field allows you to set the timeframe you want to view, such as the current pay period or
a particular timeframe in the past. The time period you select determines what you will see on that page.

Note

Time Period defaults vary depending on the widget you are using. Current, Previous or Next Pay
Period views depend on the type of employee you are viewing.

e If you are viewing a biweekly employee you will see an hourly timecard with the two week pay
period you have selected.

e If you are viewing a monthly employee you will see a project timecard with the month pay
period you selected.

e You can also select a Range of Dates, which will restrict the view of all employees selected to
the dates selected.

e See page 57 for “Termianted” empoyees business process.

The Action Bar contains tasks that you can perform on the page. Each Action Bar is specific to the page
that you are currently viewing.

RECOMCILE TIMECARD
Show Al H|
Last Refreshed: $:06PM
Time Period |CUY
Actions | Punch ¥ Amount ¥ Accruals ¥ Schedule ¥ Approvals «
Select Al
I Process Employee Totals
E-mail —=
Fitter Column »
Prirt —= v
Expoart to Excel v
Export to OS54 v

© 2012, Kronos Incorporated or a related company. All rights reserved. 10
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Using the shortcut menu

When one or more employee records are selected, you can right-select to display a shortcut menu. From
the menu, you can quickly access four key tools:

e Timecard Name ewayeeD | U0 | organcate
° Schedule AndersonME, Nick TRNO015 999T15
BauerMNE, Paul TRN13015 E-mail = 999T15
e Reports EdwardsSE, Sally TRNDZ015 ___T:ﬂ;unch N 998715
KnoxSN, Steven TRNO201S | s 999T15
AdamePTNE, Julie TRNO4015 o "_r."cun 99eT15
CarterSl, Rick TRHOSO1S | o 999715
Sign Off
LovelUB, Carming TRNOE01S = 999T15
HarmonysC, Jean TRNO7015 Timecard = 999715
SanchezSW, Raul TRNOB015 | SChedule = 999T15
DavidsonS0, Robert TRuogo1s | Reports = 999T15
Tool |Descnpﬁon
Timecard Launches the timecard(s) for the selected employee(s).
Schedule Launches the Schedule Editor for the selected employee(s). The Schedule Editor is used
to view and update employee schedules.
Reports Launches the Reports workspace. If you run a report, it will contain information only for
the selected employee(s).

1 In the workspace area, highlight
the employees for whom you need
to access data.

o T N O O ———
want to access? ¥ UNM Manager _

UNM Reconcile Timecard  ~

e To access timecards for the
selected employees, right-select
and then select Timecard == timecard )schedule | Reports

« Back to UNM Reconcile Timecard

e To access the Schedule Editor RECONCILE TIMECARD PR ———— [
for the selected employees Last Refreshed: 5:26PM Show }H"H 2 rensfened }
’ Time Period | Current Pay Period - |
right-select and then select
Schedule Actions * Punch ¥ Amount ¥ Accruals ¥ Schedule > Approvals »
Name 14 | Employee ID L”U";'ETETE Org’;:ggﬁm Hiring Organization Name: ”;‘\;:E:z:” r;:?::;
e To access the Reports for the AdamsPTNE, Julie 909004002 497 497) v
selected employees, right_select Anderson2, Nick 909001002 457 497
BauerMNEZ, Paul 909013002 457 497
and then select RepOﬂS ChangST, Judy 909010002 4971 4971
DavidsonS0, Robert | 909009002 4974 4974
Tip

There are various ways to select employees:

e Use the Ctrl key to select more than one employee not listed next to each other

e Use the Shift key to select all employees listed between two employees, including the two
employees

e Select and drag the mouse to select employees

© 2012, Kronos Incorporated or a related company. All rights reserved. 11
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Reviewing Employee Data in LoboTime

Purpose

LoboTime pages present customized views of employee information in a summarized, easy-to-read
format so that you can quickly analyze and respond to time, labor, scheduling, and attendance needs.
The data is displayed for employees with hourly and exempt timecards.

Example

You want to look for all employees who have unexcused absences in the current pay period. Use
Reconcile Timecard to perform this task.

Steps

1 From Reconcile
Timecard Widget from the
Manager Workspace P

% ¥

~| Manager Genies
[ | Reconcile Timecard ]

2 Select the specific set of
employees from the Show
drop-down list.

Shavwt

RECONCILE TIMECARD 51 Roxres -
Time Peripd | Current Pay Penod it =

Lasi Refreshed: 12: 1348

3 Select the specific time Actions = Punch * Amount ¥ Accrusls * Schedule » Approwals *
period from the Time i ] —
Period drop-down list.

4 To sort information by one
or two columns, select the RECONCILE TIMECARD
column for the secondary Last Refreshed: 12:22AM

sort first, and then select
the column for the primary
sort.

Punch * Amount ¥ Accrm

ActHons
Select Al
Process Employes Totals
E-mail —=»

Filter Column 3
Print —=»

Export to Excel

Export to C5V ]

5 Review the information in
the Reconcile Timecard
widget.

© 2012, Kronos Incorporated or a related company. All rights reserved. 12
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Exporting Data from LoboTime

Purpose

LoboTime pages display critical information in an easy-to-read format. You can export this information to
other applications, such as Microsoft Excel, where you can analyze and reformat the data. For example,
you can save labor information in the Reconcile Timecard widget as an Excel file and then open it with
Microsoft Excel to summarize the data in each column. You can also export the data to a CSV (Comma
Separated Value) file to make it available to other applications such as Lotus 1-2-3.

Example

On a regular basis, you export timecard data to Microsoft Excel to perform further data analysis.

1 From the Related Items pane,
select a LoboTime widget, such
as Reconcile Timecard.
2 Select Actions > Export.
h h - | RECORNCILE TIMECARD
3 Choose the export option: Exce | ast Refreshed: 10-548R
or CSV.
Actons Punch = Amount * Accruals =
Select &l Mis=sed
Process Employees Totals Punch =
E-mail = [
Fitter Calumn »
Pririt —»
( Export to Excel
Export to C5N
4 In the File Download dialog box,
select Open to review the data. File Download E3
Do you want to open or save this file?
@ j Mame: Reconcile-Timecard. xls
1H Tupe: Microsoft Office Excel 97-2003 Worksheet
From: wmware.kronos.com
Open Save | Cancel I
| N | ‘wihile files from the Internet can be uzeful, some files can potentially
Q harm your computer. If pou do not ruzt the source, do not open or
e zave thiz file. Wfhat's the risk?
5 (Optional) Select Save. Then, in
the Save As dialog box, select a
location for the file and select
Save. You can review the data by
opening the file from its new
location.

© 2012, Kronos Incorporated or a related company. All rights reserved. 13
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Locating Employees using QuickFind

Purpose
When an employee notifies you about an issue with their timecard, use the QuickFind widget to access
their timecard. You can use other LoboTime widgets to access timecards, but this page is designed to
help you locate an employee by their name or ID. If you are unsure of the spelling of an employee’s name
or know only some of the digits in an employee’s ID number, you can include wildcard characters to help
you find the employee with only partial information.

Wildcard | Description Example
Character
A question mark or underline 07?7 finds all employees whose ID contains 4-digit numbers
character indicates a single starting with 07.
= character occupies a position in | Sm_th finds all employees whose last name starts with “Sm” and
the search string. ends with “th” and has one letter in the center.
* An asterisk character or a * s*finds all employees whose first name begins with the letter S.
% percent symbol indicates %1 finds all employees whose ID number ends with the number 1.
multiple characters can occupy
a position in the search string.

QUICKFIND

Last Refreshed: 1:50PM

Name orID D" Find|

Time Period [Cu-—rent Pay Period

Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Schedule ¥ Approvals v

BauerSD, Paul 909013001 4971/497001/-/901001/SD0088-00/-/1
BrickGB, Ginny 902011001 497)/484038/~901001/GB00T4-00/-/1
Example

You need to edit the timecard for Ginny BrickGB because she forgot to clock in when she arrived to work
this morning. To quickly access Ginny’s timecard, access QuickFind and search for all employees whose
last name begins with “B”. Then select Ginny from the list.

© 2012, Kronos Incorporated or a related company. All rights reserved. 14
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1 Access QuickFind. OICIEIND
2 Enter your search criteria in the past et shed e
Na-me or ID bOX. Actions * Punch > Amount ™~ Accruals = Schedule ~ Approwvals =

To search by first name, enter
* <space> |*.

S05004001 AT LS00 NE0100 175!
209007001 49T U497 30200100150

00782-000-11
S-000-11

TO search by |ast name, enter S*. C:nr-nsf J;ﬂy’ 905010001 SSTUAHTI0Z/-/D0100 1/ TSOEHE-0043
I QUICKFIND
3 SeIeCt Flnd- Last Refreshed: 1-59PM “m“tarlo w
Time Period |[Cumment Pay Period S
Actions ¥ Punch ¥ - - - P -

BauerSD, Pl - E‘DIZON 497 1L/457T001/4501001/S00088-00/41
BrickGE, Ginny 09011001 4597 L4B4038/-4901 001 /GBO0T4-0041

Generating Reports

Purpose

You can generate reports on a daily, weekly, or pay period basis, or any time you need information to
accomplish your business tasks.

Example

For auditing and validation purposes, you want to review all pay code data and totals that have been
tracked for employees in department/organization for the previous pay period. Generate an Employee
Transactions and Totals report to review this information.

1 From the Related Items pane, - -
select Reports. 5 -
Note: The Reports widget could !*I*I

be in your workspace, in the
Related Items pane or on a Quick
Link widget

= UMM Timecard Approval
Wizard

I:I Manage My Reguests

l:l Timecard Exceptions
| Schedule Editor

| UNM Manager Genies

~| My Reports

© 2012, Kronos Incorporated or a related company. All rights reserved. 15



THE UNIVERSITY of

NEW MEXIC() Managing Timecards & Schedules for Supervisors & Time Managers

2 On the Select Report tab, select
the plus (+) to display a category’s REPORTS

contents.
SELECT REPORTS CHECK REPORT STATUS
S U —

Create Favonrte Duplicate Favorite Delete Favorite
[

+ FRoll-Up Genie

+ Schedulsr

@Timecard

Accrual Debit Activity Summary

Accrual Detail

Accrual Summary

Employves Schedule - Manthly

Employee Schedule - Wieekly

Employee Tranzactions and Totals
Employee Tranzactions and Totals (Excel)
Exceptions

Exception Summary

Holiday Cradits hd|

3 Select a report name.
Note: The report’s description

Facrgiionm Bendabie

appears at the bottom of the g j
page. @
[+
Unaschedded
ey Earty I =
L LT T R e r e ——— g |
vilth charts, shows numier of guceptions The user
4 Select the specific time
employees from the People drop-
g People i
down list. P |F‘rew:uusl3.-' Zelected Employesls) ll
5 | Select the specific time period Time Period |Curre,.¢ Pary Period ~|
from the Time Period drop-down
list.
6 Select one or more available
options to identify the report Absences !
information you need. Exceptions Awvailable Selected
Note: Options can vary by report. Eatyn =
B |stein
Long Break
Holicday Skipped
—__ |Minimum Days Active Violation
tinimum Diays Employed Yiolstion
Mizzed In-Punch
a Mizzed Out-Punch
Short Break
Linzchedulec
“ery Early In LI
Output Format [ sqape Acrobat Dacument pdf) v |
Deseription with chatts, shows number of exceptions and associated wage lisbilty. The user can drill dovwn to employee detail

© 2012, Kronos Incorporated or a related company. All rights reserved. 16
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7 Select an Output Format.

Note: Reports that have (Excel) at
the end of their names allow you
to run the report in Microsoft
Excel Document (.xIs) format. All
other reports can only be run in
Adobe Acrobat Document (.pdf)
format.

Output Format I.-ﬂ-.dcnhe Acrobat Documentr pof) j

8 What do you want to do with the
report?

e To generate a report, select
Run Report.

R Rapore | efvesh [ Erai || wrne ] Schedile Repors

SELECT REPORTS CHECK REPORT 5TATUS

9 If you select Run Report, you are
brought to the Check Run Status
tab.

Select Refresh Status. The
Status column displays Complete
or Failed once the application has
finished the report.

REPORTS

SELECT REPORTS CHECK REPORT STATUS

i

Format

Dateln % Date Done Stetus

Wiaiting

Running

Report Mame
32712012 11:594M
302702012 11:5848M

Exception Summary poit

Exception Summary poit

TIMTE FETTOT |

SELECT REPORT | SET OPTIONS { CHECK RUMN STATUS
Reremn i TR

Report Mame Format Date In T
Exceptions puif Whied Bi3172011 11:22:51.40

Date Done

Status
Running

10 | To view a report, select a report
name to highlight it and do any of
the following:

e To use menu options, select
View Report

e To use mouse options, double-
select the report name

REPORTS

BEPORTS CHECK REPORT STATUS
‘ View Report ' Refresh Status

Format

Report Name Dateln % Date Done Status

Exception Summary puit JI2T[2012 1 200 JI2T 2012 1 2:00PM Complete

11 | (Optional) While viewing the report, you can do any of the following:

e To print the report to a local printer, select File > Print and then select a printer from the list.

e Tosend areport in an e-mail message, select File > Send > Page by E-mail and complete the e-
mail message contained in your default e-mail client.

© 2012, Kronos Incorporated or a related company. All rights reserved. 17
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Here is an example of an Exceptions report:

Exoeptions Data Up fo Date: BA2012 T-15:16 PM
Executed on: 6032012 7:18PM GMT-04:00
Time Period: Current Pay Period Printed for: felark
Cluery: All Home
Exceptions: (24): [Canceled Deduction|Early In|Late In|Long Break|Holiday Skipped|Minimum Days Adive Violation|Minimum Days Employed Viclation|Missed In-Punchi...
Absences: Unexcused Only
Exception Day/Date Exception Scheduled Actual or Pay Code Amount Amount Over
Exception
Comment
Adams, Julie 10
Mon 5/28/2012 Early In 5{28/2012 9:00:00 AM 5/28/2012 8:45:00 AM 015 007
Early Out 5/28/2012 2:00:00 PM 5/28/2012 1:50:00 PM 010 0:02
Tue 57292012 Unexcused Absence
Wed 5/30/2012 Unexcused Absence
Thu 53172012 Unexcused Absence
Exception Total Total Amount Over Exception
Early In: 1 0:07
Early Out: 1 002
Unexcused Absence: 3 N/A
Aguirre, Raymond 1Cx:
Mon 5/28/2012 Unexcused Absence
Tue 57292012 Unexcused Absence
Wed 5/30/2012 Unexcused Absence
Thu 5/31/2012 Unexcused Absence
Fi 6/1/2012 Unexcused Absence
Exception Total Total Amount Over Exception
Unexcused Absence: 5 MN/A
© 2012, Kronos Incorporated or a related company. All rights reserved. 18
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Setting Up Report Favorites

If you run the same report with the same options regularly, you can set up the report as a favorite. You
can then run the report as needed without having to reset your options. Favorites appear as a new

category at the top of the list.

a name for the report that has
meaning for you.

4 In the Author’s Remarks field,
enter descriptive data.

1 Select the report you want to
designate as a favorite. REPORTS
2 Select Create Favorite. SELECT REPORTS CHECK REPORT STATUS
i B S
Holiclay Credits il
17 7 (LR HEEal] HOURS BY LAEOR ACCOUNT
3 In the Favorite Report field, enter

FAVORITE REPORT

*Favorite Report

|Ovartime Hours

Auhogse ke Created by . Fryman

|4_|,_

This Favorite Report is based on

5 Select the options that you would Report  Hours by Labor Accourt
like to see in the report.
Note: Options can vary by report. People [t Honz =l =
L Time Period ICurrem Pary Period LI
ActualiAdjusted |Show hours credited to this period only. ;I
Pay Codes Aoailable Selected
Jury
Might
PDO
4
6 Select Save Favorite.
REFPORTS

SELECT REPORTS CHECK REPORT STATUS

Run Report Refresh Email w Schedule Report
Delete Favonte

Favorte ' fave Favorite I Duplicate Favonrte

CITIRICYEE TS H S AU RS ]

7 Confirm that the report is displayed
in the Favorites category.

REFORTS

SELECT REPORTS: CHECK REPO

i — .
S—

— Fawvorites

Creertime Haours

+ Al

© 2012, Kronos Incorporated or a related company. All rights reserved. 19
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Steps

Editing Time and Attendance Data

Accessing Employees’ Timecards

Purpose

Use LoboTime widgets to quickly review and monitor employees' time and attendance data for both
hourly and exempt timecard employees. From a LoboTime widget, you can open employees’ timecards
so that you can make any adjustments prior to payroll processing. For hourly employees, changes above
and beyond what is managed in the exceptions widget are managed in the hourly timecard view. For
exempt employees, typically changes are managed via the exempt timecard view.

Example

In reviewing the Reconcile Timecard widget, you notice that several employees have time and attendance
exceptions. You open each employee’s timecard to review and adjust the data.

1 From the Related Items pane,
select Reconcile Timecard.

2 Select the specific set of !

employees from the Show drop- RECONCILE TIMECARD . - -
down list. Select the correct time LR e Periog [ et oy Fered =
period from the Time Period —
drop_down ||St Actions = Pench = Amownt = Accreals = Schedule * Approvals =

AdamaPTHE, Jule i " o W

3 Select the name of employee(s)

Wh959 timecards you want to Actions * Punch ¥ Amount ¥ Accruals * Schedule ~
review.

4 Right-select and select Timecard.

.E-.ﬂuenl'S-D_ F'a.u|“ E-mail -
BrickGB, Ginny Add Punch ==
CarterSU, Rick Add Amount —=»
ChangST, Judy Approve

Sign Off

DavidsonS0O, Robert
EdwardsSE, Sally [Timecard —=»

FrostPTE, Carolyn Schedule =
HarmonySC, Jean Reporis —=»

© 2012, Kronos Incorporated or a related company. All rights reserved. 20
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5 If you selected more than one
employee, do one of the following: | TMECARD

o Select the Next scroll button to S
move to the next employee. You TN Actsens »

§

can use the Previous scroll T -~ e
button to move to a previous 0G| Sut 106 or -
employee. |5 sun 79 = g
(5| | on 720 - T — - I
e Select an employee from the % : Tee 701 % %004 - | 1008
Name & ID drop-down list. 3| B veaw - -
X | (B | ™o 02 - So0aaN - [1zo0mu
& | & | rrne - 5:00aM w[osaw
X | & Fian - - 0P
Tip
There are various ways to select employees in a LoboTime widget:
= ¢ Hold the Ctrl key and select your mouse to select more than one employee not listed next to
each other.

e To select a group of employees listed together, use one of these methods:
0 Select on the first employee, then hold the Shift key and select your mouse to
select the last employee. This will select all employees in-between.
0 Select and drag the mouse to select multiple employees.

Timecard Overview

There are three main areas on a timecard; the timecard header, timecard grid, and timecard tabs.

Hourly (Biweekly Employee) Timecard

Hame & 1D
Loatded: H2PM

" TIMECARD ]
amaFTHE, Jule Sr200eD02

R Timecard Header

=
4

3
4
A

Actioms = Punch = A

t* Approvals = Reports =

|
|
|
|
|
|
|
|
|
)

FriTh3

Sat 74
Sun THE
Mon 116
[Tt THT
Wed TS
[This 119
Fri 720

Sat T

4 4 4 4 4 4 4 4 4

Sun T2
Man Ti23
T TIZ4

3 56 (3¢ 3¢ [ e 3e) () (3% () [l

Timecard Workspace

I 4 4 4 4 4 4 4 4 4 94 4 4
i 4 4 4 4 4 4 4 4 4 4 44

AEEFPFFFEE 'I"l'!:i'|”

Mrad T

Vs

['I(lTJ\lﬁ & SCHEDULE ACCRUALS  AUDITS ]

Al v Timecard Tabs

15
\ . Mon THE FO0AN 100PM
» Tue THT SO0AN 100PM

Wed THE S004M 1000

This 719 S008M 100

Fri 728 S00al 1500Pu
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Exempt (Monthly Employee) Timecard

Narme & ID EdwardsSE, Saly DOSO02002
Loaded: Z16FM

L Timve Period | Current Pay Period
@ Actions * Punch ~ Amount * Accruals ¥ Comment ~ Approvals ¥ Reports =

Week starting: Sun 7/01

[TIMECARD
Timecard Header

|[%] [z HoursWorked = 200 @00

&) | [Zp | ndepandence Day 2-00|

Timecard Workspace

Week starting: Sun 708

@ %/ Hours Worked - 00 S:00 00 S:00 00
204 200 2.0 20 .00 _.ﬁ!f[:-:l
Waesk starting: Sun 715 .
Timecard Tabs
[‘ TOTALS & SCHEDULE ACCRUALS AUDITS ]
All_R= Sun 7101
A PayCose  amount  Weges U i S
40T H4OTO01/-/901 002/503068-00/-11 Reguiar Base P.. 198:00 « Toa 703 83040 Sc30PM
| 40T JMOT001/-001 D0 2ISO3BEE- D0 Hobday Leave | 800 ' Wed T4 83020 530PU
Thu 705 3000 S:30PW
Fri 7/08 B30AM S:30PM

Ems F AT

Timecard Area Description

Timecard header Displays the following information:

e Employee’s name whose information appears in the timecard workspace and
timecard tabs

e Employee’s identification number
e Time Period

Timecard workspace | Displays the following information:

e Menu bar that contains selections for performing timekeeping tasks
¢ Grid containing dates for the selected time period

e Time entry totals, including shift, daily, and cumulative amounts

Shift Total — Calculated total hours of all shifts worked on the selected day (excluding
totals for non-shift items such as pay codes)

Daily Total — Calculated total hours of the selected day, including pay codes
Cumulative — Cumulative total up to and including the selected day
All — Calculated total hours for the entire visible time period

© 2012, Kronos Incorporated or a related company. All rights reserved. 22



THE UNIVERSITY of

NEW M]:XI(/() Managing Timecards & Schedules for Supervisors & Time Managers

Timecard Area Description

Timecard tabs Display additional information about how Kronos tracks employee hours. Three default
tabs appear:

timecard workspace. The area on the left displays the timecard totals. The area on th
right displays the Schedule for the selected time period.

e Accruals — Displays accrual codes and available balances based on the date
selected in the timecard workspace.

and approvals made by a Supervisor or Time Manager.

Note: Additional tabs will appear based on actions you perform. For example, the
Approvals & Sign Offs tab appears when you approve an employee’s timecard.

e Totals & Schedules — Refered to as the “Totalizer.” The first tab at the bottom of the

e Audits — Lists all time punch or amount corrections made to an employee’s timecard

e

Visual indictors appear on a timecard when an exception occurs. For example, an employee might forg

et
to clock in or out, which causes a missed punch exception. An employee might clock in early or late,
which causes a punch exception.
TIMECARD
Hame & ID AdamsPTHE, Julie 904939
Loaded: 10:46PM
Time Period [Previous Pay Period -]
m Actions * Punch * Amount * Accruals * Comment * Approvals * Reports
--——-—————————
Mon 716 I.004M - | 1:00PM 400 4:00 4:00
Tue THT - .00AM g - 400
el THE - - - 4:00
Thu 7149 Sick-Minor - | 2:00 Q008N - 200 6:00
Fri 7420 < o < 312 312 912
Sat 7021 - - v 12
TOTALS & SCHEDULE | ACCRUALS | AUDITS  COMMENTS
- . Dete  StetTime EndTime  PayCode  Amount |
All Sat 7114
L D R
4870487001 - TRNSSSS00762-00/-1 Sick-Minor 200 Mon 748 | 9:004M | 1:00PM
49700437001 - TRI999/500752-00/-1 Regular Base Pay 1 | 7:12 Tue 747 S:00AM | 1:00PM
Wied THE S:0040 | 1:00P
| [2] thu7ie 008N | 1:00PM
Visual Indicator Description
Blue-bordered date An excused absence for the day, such as Vacation, Bereavement, or Jury
Duty
Red-bordered date An unexcused absence for the day
Red-bordered punch An exception, such as a late or early punch, or a short or long break
Green-bordered punch Exception has been marked as reviewed
Solid-red cell A missed punch
Purple text A transaction that was added by the LoboTime application
Yellow note icon in the top One or more comments are attached to the punch or amount
corner of a cell
© 2012, Kronos Incorporated or a related company. All rights reserved. 23
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Refreshing and Saving Data in Timecards

Purpose

When you add and modify timecard data, LoboTime displays your edits but does not save them
automatically. You must tell the application to save the data. Prior to saving your data, you can decide
whether the edits are what you want.

Example

You have been editing the timecard of Rick CarterSU when you realize that you entered the wrong
information. You cancel the edits, enter the correct information and save the timecard.

Canceling Edits

1 Perform one or more edits on a
timecard. Notice the visual
indicators that indicate unsaved

data. ETTH Actiess = Punch ~ Amoust ™ Arcrasls = Comment ~ Apgravais » Rapsrts ~
Dais PayCade | Amew | W Tewwie | 0w B

Mamne & ID

Time Pesiod [Hest Pry Perod -

- - -
- POoAM - GO0 -
- SDBAM = | 6o0P -
- wooAM - | Bom -
- FronaM » | Goomi —

T T - a0 =
= - -
- AN - | Eo0R -
- OSAM - | BooM -
= EL=2 - | B00P -

S O0AM

2 Select Actions > Refresh.
Actions Punch

-- Bofiesn) |
Fri Refrezh Data

5g Calculate Totals
SU E-mail =»
Mg Print =
Tu| Print Screen —=»

JESJESREIES
S5

3 Do you want to cancel your
changes?

e To cancel your changes, select
Yes

e To keep your changes, select
No
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Saving Edits

1 Perform one or more edits on a

timecard. Notice the visual e

indicators that indicate unsaved i e Porios B 3

data. EETE Actess = Punch = Amcunt = Adcresls = Cemment = Appravals T Raperis =
=] i T y € . A I ~ Timsal B
] - - -
X b FOaM = | BROMU »
£ - ot - | G0eu -
[ - wo%aM - | B -
£ - 0paM - | aged -
= - 10004 - B0 -
x. =3 e ~ i
& & . o e
EAr - wo0au = | B20PU .
R & - w0neau - | B00eu -
HE - BOSAU - | nsomu -
B R Tesy - H DA = | EA0P -
®'IKI\ B SCHEDOLE ACCRUALS AUDITS
[ Dew | SeTes | DnoTes
Al = St 720 ] 00
. ST SO0 5005
* MeaTng B00AM &00Pu
Tue T3 BO0uE Pyt

2 Select Save. Review the employee’s timecard to ensure that the visual indicators no

longer appear, validating that your information was saved.

Calculating

1 Perform one or more edits on a
timecard. Notice the visual —
indicators that indicate unsaved asiaie =
data Bave Agtigas = Pundh * Amoun * Accrusls ¥ Comment = Apprevals * Reparis =
L Des Peygess e m | Taste D W Tasbe O
x . - .
1 - FOCAM = GO0M -
X - FOhAM - | BROPN -
3 - S DhAM - | BB0R -
FARE - O - | BogPN -
2 = - =
X - - -
x - ¥ DoAM = GR0PW -
3 - F0oAM - B00M -
e b4 Fosau v Ge0Pu -
x - ¥ DoAM - | 0PN .
®51ﬁl %N SCHIDULE ACCRUALS AUDITS
[ =S
Al bt et 7128 PORAM 60w
B ODAN E00FU
AT IAATO TR RV DU 00N eoH
- BotAN B eeu
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2 Select Actions > Calculate
Totals.

“TIMECARD

Loaded: 3:55AM

m Actions | Punch

el Refresh
x]
X

Fr{ Refresh Data

-
5“_!5:.: culate TDtnID
Su E-mail —=»

Md Print —=b

Tu Print Screen —sk

| Bl B0 ) B
! Sl s i_;o ;b gl

3 Notice that the red flag no longer

appears, but the Timecard title still

indicates unsaved data. Last Calculated: 2:57AM

m Actions ¥ Punch ~ Amo

2| sat7r2e
)| Sun 729
%] | Mon 730
Fl | Tue 731
23 | Wed &1
& T™he a0z
x| Frigmn3
%) Sat s
= | Sun 805
| Mon 8006
=

| Tue 80T

ccnu.ALs

-
=
-
-
-
-
-
-
-
-
-

x| () [ () [3¢) () I¢] ) ) ) 3¢ U

Visual Indicator | Description
Timecard title in orange with asterisk Unsaved edits
Red flag in the Totals & Schedule tab Totals are not up-to-date

Overriding Punches

Purpose

When employees punch in or out of their shifts, they occasionally mislabel an in punch as an out punch or
an out punch as an in punch. To calculate the employee’s worked time correctly LoboTime needs to have
the same number of in punches as out punches. If they do not match, override the incorrectly labeled
punch to correct it.

Example

Julie AdamsPTNE failed to punch in on the first Saturday of the current period, which was an
unscheduled day. She did punch out. Without a schedule LoboTime labels the first punch as an in punch.
You override the in punch to change it to an out punch.
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1 In the timecard, select the punch
you want to override. Select TIMECARD —
Punch > Edit. Loaded: 10:024M ; -

Time Penod | Hexi Pa

. : W T
2K | (& | Fri 72T Resolve Exceplon
'J_(_ % Sal 728 Wark a5 Reviewed 1:00PH
X| | [Zpl| Sun TiZ9 Unmark as Reviewed
X | (&) Mon 7730 Justify Exception -
X 2| Tue 7131 - S00AM
(]| (5| wed a1 -
2| [Z| Thu 802 - S:00AM
2] | [ Zl| Fri B3 - S:004M
2 Select the punch type from the
Override drop-down list. | | Edit Punch @
Bate TA2
Time [hhermm) 1:00PM

Roundad Tima TR0 2 10k GAIT-08-50

Tima Zone CGMT =07 00} Mounrian Tee (US4, Canada) -

o

Cancel Deduction | <Mone>

Excepiion Unscheduled

Comments Pundch has Ao Comment

3 Select Actions > Calculate Totals

to preview change [ ox | cancel |

4 Select OK.

5 Select Save.

Actionable Exception Handling

The following table lists and describes the action links you can use to resolve exceptions in hourly
timecards.

Action Button Description

Save Saves changes to the database. Title of the page becomes orange when there are
unsaved changes have been made.

Timecard Allows you to view the hourly timecard view. Menu link will be greyed out if currently in
the Timecard view.

Schedule Allows you to view the employee’s schedule. Menu link will be greyed out if currently in
the Schedule Editor view.

Reports Allows you to view run employee reports. Menu link will be greyed out if currently in the
Reports view.

Mark as Reviewed Select Punch > Mark as Reviewed

Allows you to identify exceptions that you have already addressed and on which you do
not plan to take further action. The color of the exception changes from red to green.
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Unmark as Reviewed Select Punch > Mark as Reviewed

Once an exception has been Marked as Reviewed you will have the ability to reverse the
Review if needed. The color of the exception changes from green back to red.

Comment Opens the Add Punch Comment dialog box. Select a comment and, optionally, add a
note.
Remove Allows you to remove punches.

Viewing Accrual Balances in Timecards

Purpose

Before you enter non-worked time, confirm that the employee has accrued enough hours. The Accruals
Reporting Period tab displays the employee’s current and projected accrued times.

Example

Julie AdamsPTNE would like to take an annual leave day on September 2nd. Before entering the time off,
check the employee’s vacation balance on the Accruals Reporting Period tab.

TOTALS & SCHEDULE AUDITS

m.éma uai
Catasirophic 0:00
Comp Eamed 000
Comp Payout 0:00
FMLA 000

aniginz

Hour a2
Hour anire2
Hour gnirn2
Hour Bri1r2012

Column Description

Type

The code that identifies and holds the type of accrual balance, such as Annual or Sick Leave

Reporting Period

The accrual reporting period

Units

The unit that is associated with an accrual code, measured in days or hours

Opening Balance

The accrual balance as of the first date in the Reporting Period column

Earned to Date

The total amount of time earned up to the last date selected in the Schedule Editor

Taken to Date

The total amount of time taken up to the last date selected in the Schedule Editor

Available

The balance that is available as of the date selected in the Balance as of field

Planned Takings

The total amount of time scheduled to be used (taken) from the end of the selected schedule
period through the end of the Reporting Period

Pending Grants

The total amount of time scheduled to be granted (fixed grants) from the end of the visible
schedule period through the end of the Reporting Period

Ending Balance

The accrual code balance as of the last date in the Reporting Period, including Pending
Grants and Planned Takings
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Managing Requests

Processing Employee Requests Using Manage My Requests Widget

Purpose

The Manage Requests widget summarizes all requests in one window and provides all supporting
information needed to process requests right from the same screen. Requests can come from employees
or other Supervisor or Time Managers, for example, manager delegation requests. In the Manage
Requests widget, Supervisor or Time Managers can process requests one-at-a-time or simultaneously
process multiple requests of the same type. Supervisor or Time Managers can also both filter the list of
requests displayed in the widget and sort the list by column.

Request status

Request type
Pl
Mansge My Requests \ / E|.""I
SOLQLE - 43000012, Selecym| | SR A / -
Tirne-0f | ” Submitted ‘ Q
Details Edit Approve Rafuase Pending Retradt Regisest Time Off  -d——

Status Subimit Date Subject Moditled By Submilted By Emplayes Start Date nd Date Pay Code
Subrmitted TA03FH0LE S:50PM  Annusl EdhwrardsSE, Salky Echweards3E, Sally EdwardsSE, Sally 4719730012 41978012 Arrusl Leyge
Subrmitted FA03r00L2 5:51PM | Anruasl EdhwenrdiE, Salky EchwrardsSE, Sally EcharardisiE, Sally 472072012 4 20pal: Arnriusl Leree

Auccnsal Code Reporting Period Acorual Uinit Available Bala..  Wested Balance  Probationary B...  Eamed to Dale Talcen to Dute Pending Grants  Plang =
BAFRLA 10042002 - 12/31/2018 | Hour 00 0:00 0:00 L=di] o:00
[=] [
Employee 4  Requesttab

Request actions

Component Description

Request type This field enables Supervisor or Time Managers to filter the requests that are
listed based on the request type.

Request status This field enables Supervisor or Time Managers to filter the requests that are
listed based on the request status.

Request tabs These tabs display different information relevant to the selected request.

Request actions These buttons enable Supervisor or Time Managers to perform actions related

to processing employee requests.

Example

An employee has requested a day off. You want to view the employees’ requests and approve the
request if the employee has the time available.
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1

To access the Manage Requests
widget, choose one of the
following:

e Select a request type in the
Requests alert list.

e Select Manage Requests from
the Related Items pane.

Note: If you select this method,
close the Related Items pane
when you're done to maximize the
space for your widget(s).

Last updated at 114PM
% Requests
e 9 L

& Time-Off 2

R |

In the Manage My Requests
widget, select the
Maximize/Restore icon to expand
the widget to its full size.

Week to Date

| Show

All Home TJ =2 Ei

Manage Requests

Week to Date g J _ AllHome L J

Tirme-Off

- J Submitted

Confirm the default values or
select new values in the Time
Period and Show fields.

G"Eek to Date ""J E

All Home

Time-Off vJ Submitted

Confirm the default values or
select new values in the Request
type and Request status fields.

Week to Date - E All Home "J

Cl'im e-Off _J Submitted :Da

Select a request to process.

To approve, refuse, or perform
another action on the selected
request(s), select the applicable
button.

Details Edit Approve Refuse Pending Retract

In the dialog box that appears,
verify the displayed information
and, if applicable, select a
comment from the Comments
drop-down list and/or enter text in
the Notes field.
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8 Select the button to confirm the —
action you wish to perform. Approve Time-Off Request %

= Submitted 7/23/2012-10:35:19AM
Meodified by HarmonySC, Jean

Employee HarmonySC, Jean

Requested
Type Annual
Pay code Annual Leave
Start date 7/30/2012 End date 7/30/2012
Duration Hours
Start time 11:00AM Length T:00h

Comments q

BT

Processing Time-Off Requests Using Schedule Editor

Purpose

Employees can submit time-off requests using the My Requests Calendar in the application. These
requests are stored in the Requests tab of the Schedule Editor, where you can evaluate them and
approve or reject them. This feature provides a consistent, easily accessible way for employees to
request or cancel time off, as well as a quick way for Supervisor or Time Managers to evaluate and
respond to requests.

Example

Jean HarmonySC submits a request for time off on a day when she is scheduled to work. You review the
Requests tab, verify that she has the time to take, and then approve the request.

Steps

1 From the Related Items pane,

select Schedule Editor. COMMENTS | REQUESTS
2 | Select the Requesits tab. Requestfor  AlRequests  ~+ Status | Al Status BN Reload
3 From the Request For drop-down <Select Request-
list, select an option and then All Requests
select Reload. Annual
Comp1 Time
Comp2 Time
Sick
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4 Select the request and right-select
to access the shortcut menu.

5 Are you approving or rejecting the

request?

e To approve the request, select
the Approved option.

e To reject the request, select the
Refused option.

COMMENTS

Request for

REQUESTS

All Requests

View History —= r‘

ndin

Refused

Approved

Retracted

6 Select Save.

Requesting Time Off Using My Calendar

Purpose

The My Calendar displays your schedule for the current pay period as well as previous and subsequent
pay periods. It provides a consistent, easily accessible way to request or cancel time off. LoboTime
forwards the requests to your Supervisor or Time Manager to handle appropriately.

© 2012, Kronos Incorporated or a related company. All rights reserved.

My Calendar ]
Current Pay Period = E\ Request Time Off
July 1, 2012 - August 4, 2012
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 5 5 7
27 @
8 9 10 1 12 13 14
2
15 16 17 18 18 0 S
2
2 B 2 2 2 2 28
30
29 30 31 1 2 3 4
31
Accrual Code Reporting Period Accrual Unit | Available Balance Vested Balance | Probationary B...  Eamed toDate | Taken to Date | Pending Grants | Planned Takings | Prior Ending B... Prior End Vest.. | Prior End Prob... | Opel
MFMLA 1/01/2012 -12/31/2012 | Hour 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
Annual 1/01/2012 -12/31/2012 | Hour 28:00 28:00 28,00 0:00 70:00 0:00 0:00 0:00
Catastrophic | 1/01/2012-12/31/2012 | Hour 0:00 0:00 0:00 0:00 000 0:00 0:00 0:00
FMLA 1/01/2012 -12/31/2012 | Hour 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
Sick 1/01/2012 -12/31/2012 | Hour 16:00 16:00 16:00 0:00 40:00 0:00 0:00 0:00
[l in
My Accruals
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Example
Your childcare provider will be unavailable next Thursday and Friday and you need to take the days off.
Submit a time off request for eight hours of vacation for next Thursday and Friday.

From the Workspaces carousel,
access Exempt Employee.

Note: Exempt Employee could 1];

be in a workspace or in the Next Pay Pesicd x =)
Related Items pane.

2| S e et e pered | [ ——

from the Time Period drop-down .
list. You can also adjust the width
of the calendar view. Then select Nest Pay Peiod = =)

Apply.

3 Select the date in the calendar
when you want the time off to Wednesday Thursday Friday
begin. 1 2 3

4 Select Request Time Off.

. Request Time Ot

Medt Pay Pencd -
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5 Confirm that the Start Date is
correct. Request Time Off %)

Select the End Date calendar icon

and select the date when you want | T,
i Ype A |
the time off to end. nnua q
NOTE: Dates en}(ereccii should NOT Start date = Duration e —
span over a weekend.
i X 4713/2015 oH 471472015 4 Hours q 00480 2.0

6 Confirm that the Pay code field is
EOTEEE Type Annual -

Enter Length . .
! 9 NOTE: Hours entered are PER DAY. For example if 3 consecutive

days are requested enter 8.0 in the length field.

e
10 | The request has been submitted

for approval and appears in the ey Friday
employee’s calendar with the
Submitted (arrow) icon.

8 Select Submit.

2 3

[ 3 Annual Leave [5:00 h] | | = Annual Leave [3:00 h] ]
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Steps

Managing Exceptions for Employees

Using Genies and Alert Icons to Manage Exceptions

Purpose

Your navigator is configured to receive alerts, and if one of your employees has triggered a time data
exception that requires your attention, you will see an Alerts icon at the top of your navigator when you
log in.

YWielcome, Mick

Hover your cursor over the Alert icon to see a list of the exceptions. Select an employee from the list to
view the details of the exception. You will be brought to the Time Data Exceptions widget.

5 . Last updated at 1247PM
L_U Exceptions 1%

| 0 khnoxsh, Steven has 5 exception(s] [6/30-7,13]
0 AdarsPTHE, Julie has 5 exception(s] [6/30-7,/13]

. 0 CartersU, Rick has 5 exceptian(s] [6/30-7713]

@

*TIMECARD

Last Calculated: 10:50AM

Name & 1D |AdamsPTNE, Julie 2905004020

Time Period |‘3 712015 - 372042015, Range of Dates «

@ Actions * Punch * Amount ¥ Accruals ¥ Comment ¥ Approvals * Reports «
Date Pay Code Amount In Transfer Out In Transfer Cut Shift Daity  |Cumulati...

Sat 307 - - =

Sun 3/08 - - -

Mon 3/09 - 10:50AM - | 2:00PM - 32 32 32

Tue 3M0 - 51 0AN - | Z:00PM - 48 48 a0
Wied 311 - 9:004M - | Z:00PM - 5.0 5.0 13.0
Thu 3/12 - - - 13.0

Fri 313 - - o 13.0

x| [&]| sat3m4 - - - 13.0
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Viewing Exceptions

Purpose

When hourly employees forget to punch, or punch in early or late, their pay can be impacted. Therefore, it
is your responsibility to resolve any discrepancies to make sure that employees get paid correctly. In
addition, some organizations restrict payroll processing if issues are not resolved. Exception widgets
allow you to recognize and resolve the most common types of exceptions.

The Summary View

In the summary view, the Time Data Exceptions widget displays a list of your employees for the time
period and HyperFind selected at the top of the widget. It organizes the employee exceptions according
to your organization’s “exception type” preferences.

R |

Detault Exceptions
4/01/2013 - 47302012, Selec v] Z= Al Home vJ
Mame Signoff Punches Breaks Core Hours Excused Absence i Total
ChangsT, Judy 0
AdamsPTME, Julie 11 8 19
CartersU, Rick 10 10
LaowelB, Carmine 10 13 16
KnoxSM, Stewen 10 2 12
Davidsons0, Robert 0
SanchezSi, Raul 0
FrostPTE, Carolyn 0
BrickGE, Ginny 0
Totalk 41 16 0 o 0 57

Recognizing common exceptions and visual cues in Time Detail view

Visual cues help Supervisors or Time Managers quickly understand time data issues that require their
immediate attention. The following table summarizes the most common visual cues.

Description | Visual indicator

In or Out punch cell is filled with solid red Missed in or out punch

In or Out time displays in red text Early in or out/Late in or out

Date displays in red text Unexcused absence

In or Out punch cell is filled with solid red Double-punch

In or Out punches are in green text Punch has been marked as reviewed or justified
In or Out punches are in purple text Punch has been added by LoboTime
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RECONCILE TIMECARD

|AII Home and Transferred-in*
Last Refreshed: 11:00AM

T

Time Period | 30712015 - 312012015, Range of Dates v | [TAZI=

Show

Actions * Punch * Amount * Accruals ¥ Schedule * Approvals =

Lobo...
Usage

Migsed
Punch

Unexcused
Absence

Hiring L.
£
Name Employe... 1 Urganizati...Hlnng Org... Early In | LateIn | Early Out | Late Out

Unsched
Hours

Totals Up
To Date

Signed
off

Anderson20, Mick
EdwardsSE, Sally
KnoxSHN, Steven

AdamsFTNE, Julie

LoveUB, Carmine

908001020
808002020
808003020
808004020
908008020

497J
487J
487J
4g7)
487)

4571
457)
457]
487)
487)

Missed In/Out Punch Example

Mon 3416
Tue 3N7
Wed 318
Thu 3/19

9:00AM
9:00AM
S:00AM
9:00AM

Z2:00PM
2:00PM

Diate
Sun 308
Mon 309
Tue 310
Wed 311

Pay Code Amount Transfer Ot

-
S:00AM
S10AM
S:00AM

2:00PK
2:00PK
2:00PK

-

-

ESESETNES
w6 @

Unexcused Absence Example on 3/13

v

L S NS

Z00PM | ate In/Out Example on 3/10

*TIMECARD :
Name & 1D |AdamsPTNE, Julie

ang004020

Last Calculated: 11:06AM

Time Period [ 3/07/2015 - 3/20/2015, Range of Dates - |

| Actions * Punch * Amount * Accruals * Comment * Approvals * Reports v

Date Pay Code | Amount In Transfer Out In Tran:
[ Sat 307 - -
[x] Sun 308 - -
[x] Mon 3009 - 9:004K - | 2:00PM
[x] Tue 310 - 1AM - | 2:00PM
[ Wed 311 - 9:004M - | 2:00PM
[x] Thu 312 - 9:004M - | Z:00PM
[x] Fri 3/13 - -
el I~ 0 omva s
Kl
TOTALS & SCHEDULE | ACCRUALS REPORTING PERIOD | AUDITS
Date Start Time | End Time
All v Thu 312 9:00AM 2:00PM
Account ‘ Pay Code Amount | Wages || Fridina S:00AM 2:00PM
457 J/497001/-1901020/S00782-00/-1 |EFaseF’a}.r5hi... 388 g Sat 314
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Double Punch Example on 3/9

Remove the second pumch at 9:01AM by selecting the cell > deleting the entire contents > Save

Cate Pay Code | Amount In Transfer Cut In
Sat 307 - -
Sun 308 - -
Men 3/09 - 9:00AM -

Double Punch Example

For every In punch there needs to be a corresponding Out punch. Often, double-punches are identified as
a missing punch because the extra punch does not have a corresponding punch.

Attaching Comments and Notes to Punches

Purpose

Comments are predefined descriptive phrases that you attach to a punch or amount to provide additional,
useful information about that transaction. You can attach as many comments as needed to explain the
punch or amount. You can also add free-text notes to comments for additional clarification.

Example

On Monday of the current pay period, Julie AdamsPTNE arrived late to work because she had car
problems. You want to add a comment to the employee’s 10:50 A.M. punch as a reminder of why the
employee did not work her entire shift. From the Reconcile Timecard widget, access the employee’s
timecard. Then add the Late-Car Problems comment to the employee’s 10:50 A.M. punch for Monday of
the current pay period.

Steps

1 In the timecard detail view, select
the cell containing the exception.

2 Select Comment.

3 From the list of comments, select ’

to select the comment you want to |£ | Add Comment ﬁ
add.
4 | (Optional) Too add a note, select Cg;'{g‘:;f
in the Note section and enter text. Double Punch
See Note Below

5 Select OK.

Note
Late due to car problems.

(1=

6 Select Save.
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7 Confirm that the note icon
appears in the time detail view.

Time Period | Current Pay Period

@ Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Owvertin

Date | Pay Code Amount In Transfer Qut
X! (& Sat 308 v b
XJ| [X)| Sun 3/09 v -
X)|[&)| Mon 3110 - B:GUA ~ | 5:00PW

m Business best practice
Attach comments to any edit made in an employee’s record.

Note

All comments may be seen by other parties including the employee and other managers and
are historical records in the employee’s time detail report. Keep comments and notes in a
respectful, factual and professional.

Effective Use of Comments in LoboTime

In the Attaching Comments and Notes to Punches section of this guide, you were shown how to
functionally use comments when editing a punch. In LoboTime the Supervisor or Time Manager has the
ability to add comments when they are:

Editing a punch
Approving or refusing a leave request
Editing a shift

e Editing a pay code
Functionally adding a comment and a note in each of the above actions can be found in section named
Attaching Comments and Notes to Punches. Below is a guide to assist you in selecting the appropriate
comment in each of these actions.
It is important to remember that any time you are making a change to an employee’s time card, the
change should be documented for tracking and auditing purposes. After selecting a comment from a
supplied list of appropriate comments, you also have the ability to add a note in a text box. The note is
your opportunity to add narrative documentation furthering explaining why you were specifically taking an
action. Be aware your comments and notes are viewable by the employee and auditors.

Comments Available when Approving, Returning, or Refusing a Leave Request

When submitting a request, the employee’s view will have “See Notes” default into the comment section
and the employee should be advised to use the Notes text box to write an explanation of the request.

Comment Description Example
Conditional Request is Approved by with conditions Leave Request is approved but they are
Approval expected to bring a note from their Doctor.
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Comment

Coverage Issue

| Description

Request is refused due to a coverage
issue

Example

Multiple employees have requested leave
at the same time, which will not leave
adequate coverage for the department.

Excessive AL
Usage

Request is refused due to employee’s
excessive use of leave.

The employee has requested every Friday
off for the past month.

See Note

Generic comment that is used when there
are no specific comments available for the
reason that a leave is approved or refused.

The employee requests A/L for a death
covered by the Bereavement Leave and
the Manager plans on editing the pay code
to change it to Other Paid Leave. The
Manager will document in the notes
section.

Comments Available when Editing a Pay Code
(When a person hasn’'t punched in and/or out in order to ensure the person is paid and the appropriate

pay code is specified

Comment

Description

Example

with applicable pay code

Bereavement When an employee is on “other paid leave” | The employee could not request
due to death of a family member. Bereavement leave in the system. The
manager inputs pay code “other paid
leave” and chooses “Bereavement.”
Conference When an employee is at a conference Choose this comment when the employee
during normal work schedule or during is unable to punch.
regular work hours. There are additional
provisions. (Contact your HR Consultant
for guidance in paying non-exempt
employees while attending a conference).
FMLA When an employee is on approved FMLA The employee may use FMLA with or

without paid sick and annual leave. i.e.
employee is using sick leave concurrently
with FMLA. If an employee has exhausted
all sick and annual leave the FMLA
comment would be used in conjunction
with LWOP.

Jury and Court Duty

When an employee is in jury duty or at
court if it is during the regular work hours

Use in combination with “other paid leave”

when the employee is on court or jury duty.

Marriage When the employee is out during regular Use in combination with “other paid leave”
work hours for his/her own wedding when the employee does not punch
because he/she is getting married during
his/her regular schedule.
No Show- When the employee is out and has not Use in combination with “LWOP” when the
Unexcused received prior authorization employee misses a punch because he/she
Absence did not come in and did not call.

Per Supv —Previous
Pay Period Hours

When an employee who is not showing up
in Lobotime has worked

Use in combination with appropriate hours
and pay code to make an edit to a missed
punch.

Standby

When an employee has been placed on
standby

Use to pay an employee at the standby
rate when he/she has been officially
placed on standby with the expectation
that he/she may need to come in.
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Comment

Training and
Education

| Description

When a person misses a punch because
he/she is at a training session or is taking
an authorized course during UNM time

Example

Use to capture the amount of time that an
employee is at training or taking an
authorized course during work time. This
would be regular time as opposed to “other
paid leave.”

University or Dept
Closure

When the employee misses a punch
because the University or department
needs to close

This situation could occur because of
department closure due to facility mishap
i.e. flooding or University closure due to
inclement weather. Use in combination
with “other paid leave.”

Voting Time

When a person has to vote during
regularly scheduled work hours

Use in combination with “other paid leave.”

See Note Below

Generic comment that is used when there
are no specific comments available for the
reason that a pay code is being edited.

The Manager or Supervisor wants to
document an edit to a pay code that is not
covered by the available comments and
will add a note for documentation.

Comments Available when Editing a Punch

Comment

Call Back

Description

When a person needs to come back to the
workplace to work after having left for the
end of the day

Example

Use when a physical plant employee is
called into work due to a flood in a
building.

Double Punch

When the employee punches several
times in error.

Use when employee inadvertently swipes
out for lunch two times in a row.

See Note Below

Generic comment that is used when there
are no specific comments available for the
reason that a punch is being edited.

The Manager or Supervisor wants to
document a punch edit that is not covered
by the available comments and will add a
note for documentation.

Comments Available when Paying from Schedule

(When a person hasn't

punched in and/or out in order to ensure the

person is

Comment

Badge Reader Error
& Forgot ID

Description

This enables the manager to a supporting
comment for adjusting an employee’s
punch.

Example

Use when the time clock is unable to read
badge and the employee can’t remember
his/lher UNM ID.

Building Locked

This enables the manager to a supporting
comment for adjusting an employee’s
punch.

Use when the employee reports for work
but is unable to get into the building at
his/her regular work time to clock in.

Clock Inoperable

This enables the manager to a supporting
comment for adjusting an employee’s
punch.

Use when the clock is malfunctioning until
the repair or re-setting can be made.

Forgot to Punch

This enables the manager to a supporting
comment for adjusting an employee’s
punch.

Use when the employee did not punch in
or out. The manager should discuss the
matter with the employee and edit the
punch with the correct time the employee
left/returned.
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Comment

Meeting

Description

This enables the manager to a supporting
comment for adjusting an employee’s
punch.

Example

Use when the employee is unable to
punch in or out because he/she is in a
meeting away from the time clock or P.C.

New Employee

This enables the manager to a supporting
comment for adjusting an employee’s
punch.

Use when a new employee starts in the
department and has not punched in or out
because he/she is not yet on Lobotime.

No Badge & Forgot
ID

This enables the manager to a supporting
comment for adjusting an employee’s
punch.

Use when the employee forgets his/her
badge and can’t remember his/her UNM
ID.

Resigned

This enables the manager to a supporting
comment for adjusting an employee’s
punch.

Use when someone resigns and walks off
the job without punching out.

Worked After Punch

This enables the manager to a supporting
comment for adjusting an employee’s
punch.

Use when an employee ends up having to
work after he/she punched out.

Worked Before
Punch

This enables the manager to a supporting
comment for adjusting an employee’s
punch.

Use when an employee ends up working
before he/she has punched in.

See Note Below

Generic comment that is used when there
are no specific comments available for the
reason that a Manager is paying from
schedule..

The Manager or Supervisor wants pay
from schedulet that is not covered by the
available comments and will add a note for
documentation.

Comments Available when Editing Shift

(This is for a temporary change to shift for the day or week.

Comment

Description

Example

Accommodation

When the employee needs a temporary
change to shift for accommodation (Please
contact your HR Consultant for further
guidance.)

Use when an employee has to come in
late due to medical issue as approved
through accommodation request.

Coverage Issue

When the business needs require the
employee works a different schedule.

Use when an employee is required to stay
past his/her schedule to help with
coverage.

Employee Request

When the employee requests to work a
different schedule due to personal needs

Use when the employee elects to come in
late or leave early (with management
approval).

FMLA When the employee needs a temporary Use when an employee has to come in
shift for Family Medical Leave. (Please late due to medical issue as approved
contact your HR Consultant for further through a Family Medical Leave request.
guidance.)

Management Managing employee’s hours based on Use when the employee has to flex his/her

Request appointment percentage schedule to ensure he/she does not work

beyond appointment percentage

See Note Below

Generic comment that is used when there
are no specific comments available for the
reason that a shift is being edited.

The Manager or Supervisor wants to
document a shift edit that is not covered by
the available comments and will add a
note for documentation.
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Marking/Unmarking Exceptions as Reviewed

Purpose

Once you have reviewed an exception and resolved it to your satisfaction, you can mark the exception as
having already been reviewed. Once you have marked an exception as reviewed, the exception no longer
appears on any Exception widget. The exception remains visible in the timecard and in certain widgets,
but will be outlined in green. Additionally, at any time you can choose to unmark an exception as
reviewed.

Example

On Monday of the current pay period, Julie AdamsPTNE arrived late to work because of car problems.
You added a comment to the employee’s 10:50 A.M. punch as a reminder of why the employee did not
work her entire shift. Now you want to mark the exception as reviewed so that you do not re-check it
again at a later date.

1 In the timecard detail view, select
the cell containing the exception.

2 Do you want to mark an exception
as reviewed, or unmark an
exception as reviewed?

e To mark an exception as
reviewed, select Mark as
Reviewed.

e To unmark an exception as
reviewed, select Unmark as
Reviewed.

Note: Mark as Reviewed is only
available for exceptions that have
not already been marked as
reviewed. Additionally, Unmark as
Reviewed is only available for
exceptions that have already been
marked as reviewed.

3 Review the results.

m Business practice
Departments are strongly encouraged to review exceptions on a daily basis.
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Adding Missed Punches

Purpose

An employee might forget to punch in or out. When this happens, a solid-red box appears in the missed
In or Out cell. The application accepts multiple formats for entering punches in a timecard.

Example

Julie AdamsPTNE notified you that she forgot to enter punches on Wednesday of the current pay period.
The employee started her shift at 9:00 A.M. and ended her shift at 2:00 P.M. From the Timecard view,
enter the In punch and Out punch by selecting in the cell marked with a red box and manually enter the
time.

1 In the timecard detail view, select
the cell containing the exception.

2 In the Add Punch dialog box,
confirm the date.

3 From the Insert drop-down list,
select the applicable punch
option:

e In Punch
e Out Punch
¢ In and Out Punches

4 Select Save. Confirm that the
exception no longer appears in
the Reconcile Timecard Genie
and in the Timecard views.

m Business practice
You must fix all Missed Punches before timecards can be signed off and Payroll successful
runs.

Removing Punches

Purpose

As arule, you should not remove punches from timecards because they represent actual times that
employees started and stopped working. However, there are some exceptions to this rule. For example,
an employee might punch twice when starting or ending a shift. When this occurs, you will want to
remove the extra punch.

Example

Steven KnoxSN could not remember if he punched in at the beginning of his shift on Monday of the
current pay period. He punched in a second time to ensure that he recorded his start-of-shift time. While
reviewing the employee’s time detail, you notice that two In punches appear for the employee’s start of
shift on Monday. You want to remove the employee’s second In punch at 8:31 A.M. From the employee’s
time detail, remove the 8:31 A.M. punch for Monday using the Remove feature.
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1 In the timecard detail view, select
the cell containing the exception.

2 Select Remove.

3 Select Save. Confirm that the
exception no longer appears in
the time detail view.

Applying a Work Rule Transfer for Labor Overrides

Purpose

Each employee is assigned a primary labor account and default work rule. During the normal workday, all
worked and non-worked hours are charged to this assigned labor account. Occasionally, you may need to
transfer the employee to another labor account or work rule. You need to record the transfer in the
application so that the right labor account is charged and the right work rule is applied. You or the
employee can record the transfer directly in the schedule or timecard.

Example

1 From the Related Items pane,
select Reconcile Timecard.

2 Select the specific set of
employees from the Show drop-
down list. Select the specific time
period from the Time Period
drop-down list.

3 Select the employee, right-select
and then select Timecard.

4 Select the drop-down arrow in the
Transfer cell between the In and

Out punch cells for the date you Actions = Punch ¥ Amount > Accruals = Commaent > Approvals » Reports =
want to record the transfer. [ [ Dae | Paycods Ameant . m Tranater |
%) | (& | Fri 727 - -
5 Does the work rule appear in the FA - F004M &00
Transfer list? x| [&| sun 729 - S004M &:00
X | (£ Men T30 - Fi004M 6:00

o If yes, select the work rule and
continue to step 8.

¢ If no, select Search and
continue to the next step.
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6 To transfer hours to another
index, select the index from
the Available Entries box.

The search can be refined
in the Name or Description
box. Enter the first couple
of digits of index code, then
use wildcard * to complete
search.

For example: enter 925*
Hit search

All available index codes
that begin with 925 will

= | Sabect Transter [
Bl
A of dai GaTo -
Hasrss o Deserpton

e
434035 101355 Polboal Boience

29701
ATHLE ANT 30-0n of Priys Tharapy Tustkon
FIEGIT 15001 Aniets -Ganeral

appeatr. e
Selected Tramifar
T
| ox | cancal | nuiesat ] ieste |
7 Select OK.
8 Select Save.
m Actions * Puach * Amount * Accruals = Comment = Approvals * Raeports =
. Dme | PayCosa  Amoumt n  Transfer |
x| Z Friver - -
x5 samas . oo il - 166
x| |2 Sun TiZ8 - S00AM - | G0

Transferring Overtime to Comp Time Earned

Purpose

Per University policy an employee may be granted compensatory time off in lieu of overtime pay. If the
supervisor and the employee have a written agreement, complete a transfer to move overtime hours
earned to compensatory time earned at time and a half.

Example

Rick CarterSU has worked two hours of overtime in the second week of the current pay period. Complete
a transfer to move the overtime hours to compensatory time earned at time and a half.

1 From the Related Items pane,
select Reconcile Timecard.

2 Select the specific set of

drop-down list.

employees from the Show drop-
down list. Select the specific time
period from the Time Period

and then select Timecard.

3 Select the employee, right-select
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4 Right select the Overtime pay
code line in the Totals & TIMECARD
SChedUIe tab i Hanne & 0 Cartertl, Fick D]

Last Saved: 12:35AM

Tima Pariod |Currand Pay Pariod -

5 Select Move.

Xon Twsw - ] -
K] | (&) | ved 208 - - T00
X & Thusoa - - -
(% |&  Frigno - - -

TOTALS & SCHEDULE | ACCRUALS AUDITS

[, Dete. Stert Time
] . et

SUNBOS | SO0AM | EOE
- Account _ Sk T R TTE S
A5TLEAT7 00 LT RMSEISI 51 E-00LA Pt inr Bvin Pay 1 &0od Wed 0G| SO0AM | 500
+| | ] mwuees

6 From the Pay Code drop-down x|
list select the Comp Time Earn
code where you will move the From
overtime hours. Pay Code Overtime ot 1.5 Rate 1

e The correct Comp Earn code

Amount (hhemm) 200
will be applied by the system "

based on EClass. For Transfer AT L9700 TRHISSSM M E-D00-A
example Comp 2 is used by
CWA and Police Bargaining i
units only. [Pa_-,r(:nde* Come! Time Earn @1 5 - ]
. . Amount (hhzmm) *.
Verify the amount of hours which ) . @
will be moved to the Comp Time EREINS D BOAC 2 &
Earn code. Transfer =
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7 Select on the Comments button, x|
select appropriate comment, add
Note if necessary. Pl
Anproved -
Badge Reader Errar
Select OK Balance with hanner
Building Lacked
Call Back
Callin Sick

CVA UMM Megotiations
Double Punch
Extended Lunch Taken d|

Hote
Ferwritten agreement and employee's
request, move OT hours to comp time hours,

CalTEE D00AM

SUATES | 200AM
* MonTED | S00AM
07 ST o TRNESEUS0N 316 Recine Baze P | 6000 i TouT | [RO0AM
407 M49T 001 L TRMES/S01 1 60057 Compl Time Ear_| 200 Veed 801 | 200AM

=]
r

8 Select OK TIMECARD
Hame & 10 IR
. Last Calculated: 1:0848
9 Select on Actions, select Tifive Petiod |Cusrect F x
Calculate Totals to pl’eVieW the m Actions ™ Punch = Amount = Accrusls T Commment = Approvals = Reports =
change. ETETa or Amout | n Tieaier OM R Trewier Wl Sn Daly. |
9 |n|r;1 (Dee  PayCoce Aecunt|| b Transfer | OM (Tt [OW Sn Dy
10 Select Save. X (2 Tue 207 - m = [ B00PM - 2100 S0
B (& wed Axs - b ogam | - E0EM . &0 00 L5
TOTALS h SCTHEDULE ACCRUALS  AUDITS  HHOVED AMIDNILINTS

E00
B0
LA ]
€D
B
|

Special Instructions:

Moving amounts within LoboTime effectively requires that you make the move at the account level and
that you designate the index that you are moving “to” (even if it is the same as the “from” index). In
addition, the date of the movement is very important. Please read below to ensure this is done correctly.
While LoboTime will allow managers to perform a moved amount from the Overtime (O/T) pay code to the
Regular time pay code, the only moved amounts that should be made from the O/T pay code is to the
Comp Time Earned pay code (if previously agreed to by the employee and their supervisor). The Fair
Labor Standards Act requires the University to pay employees for overtime worked regardless whether it
was pre-approved in advance or not. If overtime is worked but not pre-approved in advance, it must be
paid at time and a half and addressed after the fact as a performance management issue. Please do not
perform any moved amounts from O/T to Regular time.

Summary: Best Practice is to “Move” amounts within the “Totals & Schedule” section. Additionally you
will need to change the “Effective Date” to the exact date when the hours have been accrued. In other
words, change the effective date in the moved amounts dialog box. For a terminated employee this
should be on or before the employee’s last day in the current pay period.
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Viewing the Audit Trail

Purpose

The Audits tab is located at the bottom of the Timecard workspace. The tab lists all punches or amounts
made to an employee’s timecard and approvals made by Supervisors or Time Managers. The tab also
lists punches made from timestamping. You can view all data sources, or a specific data source, such as
edits to a timecard. Within a timecard, you can view all edits or a specific type of edit, such as punch
edits. You want to review all manual edits that have been made to an employee’s timecard.

TIMECARD

Hame & 1D CartersSU, Rick 905999
Loaded: 11:00PM

Time Period {!"{ext Pay Period > |

m Actions ¥ Punch * Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Reports ¥

5_| 25 Fri7Ry > >

(X) | E)| sat 728 - | a00aM v | 6:00PM
(X & sun7ra - S00AM w | E:00PM
X | [&| Mon 7430 - S00AM ~ | E:00PM
AN ETR A PP T = [l L] R T
TOTALS & SCHEDULE | ACCRUALS

Type of Edit  Punch (AddEditDelete) - Data Sources Al

‘ 72802012 | 9008M | Add Punch
7182012 | G00PM | Add Punch
| 72an012 |200aM | AddPunch

Column | Description

Date/Time The effective date and time of the edit

Type The kind of edit that was performed

Account The account to which the edit is attributed, if different from the primary account

Pay Code/Amount The pay code and amount of hours to which the edit is assigned, if applicable

Work Rule The work rule used with the edit, if different from the employee’s primary work rule
Override The type of entry that this edit is replacing or canceling, if applicable

Comment The comment attached to the edit

Edit Date/Time The date and time the edit was made

User The user name of the person who made the edit

Data Source The component of the application from which the edit was made
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1 From a timecard, select the

Audits tab.
- TOTALS & SCHEDULE ACCRUALS
2 Select a type of edit or select All
to display all types of edits from Type of Edit (Punch (4ddEdtDelete) Data Sources Al

Type of Edit drop-down list. Select a type

~ Date  [|an
712862012 | 9){Punch )]
Pay Code (AddEdtDelete)

TI2E2M2 B

Hours Worked (Add/EditDelete)
7I2972012

Duration (AddEditDelete)
Approvals/Sign-ofis
Justification Add/EditDelets)
o

-

3 (Optional) Select the Data
Sources arrow.
TOTALS & SCHEDULE | ACCRUALS AUDITS

Type of Edit  Punch (&dd/EditDelete) v (_ Data Sources ;

4 In the Select Data Sources

dialog box, select the source of Select Data Sources
the edit or leave it at the default
All Data Sources to display all {® All Data Sources

edit sources. Then select OK.
i1 Selected Data Sources onhy

Fortahle Device ﬂ
Schedule Editar

Smart Scheduler

TeleTime

Tirme Stamp

Titne Stamp - Quick

Timecard

WORKFORCE CEMTRAL -
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Steps

Finalizing Timecards

Reviewing Time Data at the End of the Pay Period

Purpose

The Pay Period Close widget helps you to identify timecard discrepancies at the end of a pay period so
that you can perform final edits. You must correct all exceptions before time data is approved/signed off
by departments and timecards are locked. Otherwise, employees may not get paid correctly for that pay
period.

PAY PERIOD CLOSE

Last Refreshed: 11:09PM

Show |AII Home - |

Time Period [Mext Pay Period -

Actions ¥ Punch * Amount ¥ Accruals * Schedule ¥ Approwvals »

- - L el
v

AdamzPTHE, Julie
KroxSh, Steven
LawelE, Carmine
Biauersh, Paul
ErickGE, Ginny
Cartersl, Rick
ChangsT, Judy

v
v

Approving Individual Timecards

Purpose

After you finish editing your employees' timecards, you need to approve them, which is the first of two
steps necessary to indicate to Payroll that they are ready for processing. You can approve timecards
from a widget or on a timecard itself. After you approve a timecard, the employee cannot make any edits
to it unless you remove your approval.

Example

You notice that Rick CarterSU has approved his timecard for the current pay period. You have reviewed
the employee’s time data and performed all necessary edits. You approve the employee’s time for the

current Eai ieriod on his timecard.

1 From the Related Items pane,
select Pay Period Close.

2 Select the specific set of
employees from the Show drop-
down list. Select the specific time
period from the Time Period drop-
down list.
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Select the employee, right-select
and then select Timecard.

Select Approvals > Approve.

TIMECARD

Hame & 1D
Loaded: 11:15PM

CarterSl, Rick
Time Period |Mexd Pay Pariod

m Actions = Punch = Amount * Accruals ¥ Commant = | A

wals | Roports *
Apgrone
M:ltzal'ﬂ:? k N - - - Remowe Approvsl
X (5| set 728 - F004M Approve Crvertime —sp
& &) sin7ee ' F00AM Sign Off

R e e L T

Do you want to check the approval
status on the timecard or the Pay
Period Close widget?

To confirm the approval status on a
timecard, select the Sign-offs &

TOTALS & SCHEDULE | ACCRUALS | AUDITS { SIGN-OFFS, REQUESTS & APPROVALS

Action Taken  Select an action -

Approvals tab and review the Timecard Approval b... | BNOL20M2

Approval by Manager information ‘
To confirm the approval on the Pay |
Period Close widget, select

Refresh, and review the Manager PAY PERIOD CLOSE

Approval column.

Show

Last Refreshed: 19:21PM |
Time Period |Mext P:

Actions * Punch * Amount ¥ Accruals * Schedule * Approvals =

Carter3l), Rick

Tip

You can remove your approval by following the same steps and selecting Remove Approval

from the Approvals menu.

@ Business practice

Supervisors and Time Managers must approve AND signoff all timecards by 5pm on the Monday
evening prior to the first payroll run, which pays the Friday of the same week.
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Approving Multiple Timecards

Purpose

Once you have reviewed and updated your employees’ timecards, you can approve them all at once,
rather than approving them individually. When you approve multiple timecards at once, use the Group
Edit Results page to confirm that all of them are approved. If one or more of the timecards are not
approved, the Details link on the Group Edit Results page identifies whose timecard was not approved
and why.

Example

You have reviewed and completed final edits to your employees’ timecards. You will approve them all
at once.

1

From the Related Items pane,
select Pay Period Close.

Select the specific set of
employees from the Show drop-
down list. Select the specific time
period from the Time Period
drop-down list.

Do you want to approve timecards
for all employees or specific
employees?

e To approve timecards for all
employees, select Actions >
Select All.

e To approve timecards for
specific employees, hold the
Ctrl key and select each
employee.

PAY PERIOD CLOSE

Last Refreshed: 11:40PM

Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Schedule v Approvals j

Employee Anprowe
Approval

e Remove Spproval

Bu.uSD,Pa.I E;_gn Off

BrickGB, Ginny

Show AllHe

Time Period |Mext |

Select Approvals > Approve.

Select Yes to confirm your
approval.

Workforce Central

Are wou sure you want to Approse?

Nz

Do you want to check the
approval status on the timecard or
the Pay Period Close widget?

To confirm the approval status on
a timecard, select the Sign-offs &
Approvals tab and review the
Approval by Manager
information.

TOTALS & SCHEDULE ACCRUALS HUDII‘S@\. REQUESTS & APPROWVALS

Action Taken  Select an action -

Timecard Approval b B2
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To confirm the approval on the
Pay Period Close widget, select

Refresh, and review the Manager | PAY PERIOD CLOSE
Approval column.

Show '_.c.u F
Last Refreshed: 11:56PM

Time Period |Mex

Actions * Punch ¥ Amount ¥ Accruals ¥ Schedule *_Approvals ~

BauerSD, Paul

BrickGE, Ginny
CarterSU, Rick
You can also review the group GROUP EOIT RESULTS
approval status by viewing Group
Edit Results. Select the Back e ozt T S -
to... button. Select Group Edit [ o N o - =
Results. Tovbtok 870013 4060010 ’ 7 Eory

7 If the Group Edit Results indicate
that some timecards are not
approved, select the Details link
in the Results column and review
the reasons why.
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Removing Your Timecard Approvals

Purpose

After you approve one or more employees’ timecards, they are no longer editable. If the need arises and
you have the appropriate permissions, you can remove your approval. After you remove your approval,
you can make the necessary timecard edits and then re-approve the timecards.

Example

You have been informed that an employee forgot to enter four hours of sick time for Wednesday of the
current pay period. You have already approved the employee’s timecard. You need to remove your
approval, add four hours of sick time for that Wednesday, and then re-approve the timecard for that day.

Steps

1 From the Related Items pane,
select Pay Period Close.

2 Select the specific set of
employees from the Show drop-
down list. Select the specific time
period from the Time Period
drop-down list.

3 Select the employee.

4 Select Approvals > Remove FAY PERIOD CLOSE
Approval. Last Refreshed: 12:02AM

Shiow All He

Time Period |Mexd |

5 Select Yes to confirm that you
want to remove your approval. Workforce Central

Are you sure you wwant to Remove Spproval?

7=

6 Do you want to check the status
of your action?

e You can review the group
approval status by viewing
Group Edit Results. Select the
Back to... button. Select Group
Edit Results.

¢ To confirm on a timecard that
the approval is removed, select
the Sign-offs & Approvals tab.
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m Business practice
If an employee has already approved their timecard, and it is necessary to make changes to
the timecard, the Time Manager/Supervisor should communicate changes made to the
timecard back to the employee.

Signing Off Timecards

Purpose

Signing off prevents unauthorized users from making additional edits to timecard data, which ensures
accurate payroll processing. Before you sign off the data and begin payroll processing, you should
perform a final validation of the timecard. After sign off, you can make no further edits to timecard data,
including removing an approval. This restriction reduces the number of last-minute changes while you
prepare to process payroll.

It is recommended as a best practice that timecards are signed off from a timecard although the system
allows you to sign off from a Genie.

Example

It is the end of the pay period and you want to sign off employee timecards for your
department/organization. You confirm the success of the sign off on the Group Edit Results page.

Steps

1 From the Related Items pane,
select Pay Period Close.

2 Confirm that the timecard(s) have
been approved by reviewing the
Manager Approval column. You
might need to select Refresh to
display the most current
information.

3 Do you want to sign off timecards
for all employees or specific

SHELYERE PAY PERIOD CLOSE .
e To sign off timecards for all Show A

q Last Refreshed: 12:02AM
employees who appear in the
Pay Period Close widget,
select Actions > Select All.

Time Period | Mexd

Actions * Punch * Amount ¥ Accruals * Schedule * | Approvals

e To sign off timecards for specific r = — Approve
employees, hold the Ctrl key MNeme oS . _ - —
and select each applicable BauerSD, Paul - 1
employee. BrickCH. Gi i
4 | Select Approvals > Sign Off. CarterSL, Rick 1
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5 Select Yes to confirm the sign off.

Are you sure you want to Sign Off?

NN W

6 Do you want to confirm the status
of your sign off on a timecard or

from the Pay Period Close PAY PERIOD CLOSE G

W|dget') Last Refreshed: 12:134M 3 —————
To confirm the sign-off status on a D i
timecard, select the Sign-offs & Ao = Punch = Arnount = Kocruake = - Schadule = Appravaks T

Approvals tab and review the - : = o g R

Sign Off information. dunins T aprove i m

To confirm the sign-off status from | | #*==0 P
the Pay Period Close widget, i ki
select Refresh, and review the Eidnadl v
Signed Off column.

To confirm the status of a group
sign off, select the Back to...
button, select Group Edit
Results, and then review the
Signed Off information.

7 If the Group Edit Results indicate
that some timecards are not
signed off, select the Details link
and review the reasons why.

Terminated Employee Business Process

There are multiple ways that a job can end and the supervisor or time manager no longer sees them in
their active lists in LoboTime after midnight on the day of the termination. It is recommended you make
this a part of your bi-weekly and monthly process before each payroll deadline.

Example

It is the end of the pay period and you want to sign off employee timecards for your
department/organization including terminated employees.

1 Employee Approval

Employee needs to approve
their timecard in LoboTime on
their last day
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2

Manager Approval
Supervisor or Time Manager
to approve the terminated
employee’s timecard in
LoboTime on their last day

Employee is terminated in

Banner

Confirm the employee is
terminated in LoboTime as of
midnight on the Job End
Date in Banner.

Sign-off on timecard for
terminated employee
Search for the terminated
employee by selecting
“Reconcile Timecard” or
“SignOff Issues” in the
“Manager Genies”

Reconcile Timecard search
Select the dropdown arrow to
the right of “Show” > Select
“Terminated Employees”

Select the dropdown arrow to
the right of “Time Period” >
Select “Previous Pay Period”

Timecard | Schedule | Reports

RECONCILE TMECARD

Actioas * Panchk ¥ Amecest = Accruals

AERTused
Abyeroy

Pyme
Juierrez, Denra 5

Heith, Kevin &

Prevous Pay Penad
Corrasi Pay Perod

Meord Py Paricd
Previous Schedule Peniod
Currest Schaduls Period
Ml Schaduls Peried

* Schadule v Approvals v

Wimaed n-Fung

2
10872013 - 100872013, Rargs of Dales

Lataim

Time Manager Sign-Off
Select terminated employee in
the list > select Timecard >
Sign-Off the terminated
employee’s timecard in
LoboTime by the Payroll
Deadline.

Cancel or Delete all future
“Approved” leave requests
from the Schedule Editor.
Future leave request data can
come through on payroll feeds
so they should be deleted.
Select Schedule Editor from
the Manager Genie

S

<

—
—

Sl
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Thsecaird Sohedale Reporis

RECONCILE TMECARD _
[P how | AR TIMET TR e P T MERTH
g I 0 T 1P -
5 3 15T
Aiiians = Pusah = Rasswen~ Biksduls = Appewesls = | 1 i 18T
S Tims Hirmg N Shalt 4 T
Ve Erpicye O — gamennnce; | T BHRY 4 PT
= SN2 T
OV Shilt 3 PT
w E = U S ¥y et 3 FT
Fagie Lwagodei T 1SRN Wevel W Li e S Shelt 3 11

———

P R pemp ETapioiite
Ul i T orirgt Dl =

" &
5
)

UNM Timecard Approval
Wizard

Manage My Requests

" Timecard Exceptions
1= l Schedl,{h]Ethor J
UNM Manager Genies

My Reports
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anager Schedule Editor

Show Al Home and Transferred-in® hd

Time Period | W Shift1FT =l

SW Shift 1 PT

SW Shift 2 FT

SW Shift 2 PT

SW Shift 3 FT

rual Amount ¥ View ¥ | SW Shift 3 PT

System Admin Accounts
Sun 322 Terminated Employees Wed 325 Thu 3
Timecard No Employee Appr |
Timecard No Manager Approval
Timeccard Not Signed Off

UB Bi-Weekly Undergrad Student
UNM Exempt Employees !

UNM Non-Exempt Employees gl
1l I~
New...
Edit Ad Hoc...
Sa-5p Sa-5p Sa-5p Sa-5p

Highlight annual leave > Right Click > Delete

9a- 28 S9a-2p

Add
Edit »
Ingert Shift Template =

-

e 3.0 Annual Lesye

Cut n 7304 - 430p
Copy
Paste

DElE#@

Loy’

Early Payroll Deadlines and Projecting Future Time

Purpose
Early payroll deadlines are the same in LoboTime as they are in Banner Department Time Entry.

Each department will need to establish a process for their department in order to meet the early payroll
deadlines due to holidays and bank closures.

For example, if there is an upcoming Friday, 5PM deadline for having time entered, approved and signed-
off in order to get their employees paid on time for a 2R bi-weekly pay period.
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Guidelines for entering projected time in LoboTime due early payroll deadlines:

Since employees cannot enter projected punches in LoboTime, it will be the responsibility of Supervisors
or Time Managers to enter the hours.

e If the expected sign-off by the manager will precede any hours that are scheduled to be worked,
the manager will need to enter the time in the employee’s timecard for the projected hours through
the last day of the pay period.

e Highlight the applicable row in the timecard

¢ A manager can do one of the following methods to enter hours in the timecard per the projected
schedule:

o

o

o
OR

Enter each In-Punch and Out-Punch time (you do not also need to enter a Pay Code)
Select "Save"
The applicable number of hours will populate in the Totalizer

The system will allow a user to enter a Pay Code and total estimated hours worked for
each day (rather than entering in/out punches), however be aware that if you use this
technique, Overtime hours and Worked Holiday Hours @ 1.5 may not calculate.

Select the correct Pay Code based on the employee’s EClass in Banner

E.g. for SN staff use “Regular Base Pay Shift” from the drop down menu in the Pay Code
column

Enter the number of hours within the “Amount” column.

Select "Save"

The applicable number of hours will populate in the Totalizer

e Please Note:

(0]

Sign-offs cannot be removed after the payroll deadline has passed. If a change to an
employee’s time is necessary a Payroll Adjustment Form will need to be submitted in order
to change the employee’s timecard data.

If time has been projected the employee should NOT record their time using a PC or Clock
on these days.

To accommodate for this early deadline, LoboTime will allow for an early sign-off within the current pay
period typically starting on a Wednesday, at 9am through 5pm Friday deadline day.

An out-punch on the early deadline Friday may need to be estimated/projected for employees that are
working this day.

=78 | Actions ¥

Date
Mon 11725

Tue 11726
Wed 11/27
Thu 11728
Thu 11728
Fri11/29

&

%
PEEEEE

TOTALS & SCHEDULE

Punch * Amount * Accruals ¥ Comment ¥ Approvals ¥ Reports ¥
Pay Code Amount In Transfer Out In Tr:
- -
- -
Thanksgiving 8.0
- 2:.00AM -+ | 4:00PM
Thanksgiving 8.0

ACCRUALS AUDITS
Date

All - Sat 11/16
Account 4 Pay Code Amount Wages _ Sun 1117
(x)324A/324000/-/100007175/502256-00/-/1 Worked Holiday Shift 1 @ 1.5 | 8.0 * Mon 11/18
(x)324A/324000//100007175/502256-00/-/1 Holiday Leave 16.0 Tue 11/19
Wed 11720

Thu 11221
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An evaluation of hours worked versus hours reported should be completed:
e For time that was understated or for missed hours managers should use the “Missed Shift 1, 2, or 3
Prior Hours” pay code in the timecard for the next open pay period.
e Use Pay Code “Missed Shift 1 Prior Hours”
e Use Pay Code “Missed Shift 1 Prior OT @ 1.5"

e Use applicable shift when selecting the Pay Code from the drop down list in the timecard.
HNAIED St e |
m | Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals e— . o o
£ | Add Comment - -

] Sat 1/25 -
x| Sun 1426 - Comments
x] Mon 1127 - Jury & Court Duty B
x] Tue 1/23 - Marriage
X Wed 1129 - Mo show-Unexcused Absence

.x-
-
[
-

See Mote Below
Standby

Fri 1431
Sat 2/01
Sun 2102 -

i

4

Hote
|| Due to early payroll deadline|

1= B¢ 1) )
#E W

L« LI

TOTALS & SCHEDULE ‘ ACCRUALS REPORTING PERIOD ACCRUALS | AUDITS

Nl 1/29
b Coc L conce oo

1

e For time that was overstated a manager should submit a payroll adjustment for the difference in hours.

Holiday Leave

Guidelines for projected time working on a Holiday:
e If not projecting time, no additional action is required.
e Employee chooses up-front to receive holiday hours in addition to their scheduled work hours
and they are not deferring holiday hours to another day.
e Select the "Add a row" button on the same day as the holiday

_ O

—_— —  —— —— — —————
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Time Period | Current Pay Period -

E Actions * Punch * Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Owvertime ¥ Reports * Leave ¥

Drate Pay Code Amount In Transfer Cut
Tue 11/26 - -
Wed 11/27 - -
Thu 11428 Thank=sgiving 8.0
Thu 11423 - 3:00AM + | 4:00PM
Fri11/29 Thankzgiving 8.0

TOTALS & SCHEDULE | ACCRUALS REPORTIMG PERIOD | ACCRUALS AUDITS

All -
’ ’ Pay Code Amount Wages
Worked Holiday Shift 1 @ 1.5 2.0
Holiday Leave 16.0

e Enter in-punch(es) and out-punch(es) for the projected scheduled times (you do not also enter
a Pay Code)

e Pay Code for “Worked Holiday Shift @ 1.5” will automatically populate in the Totalizer

e Pay Code for Holiday Leave will automatically populate in the Totalizer

Holiday Hours Deferred
Employee chooses up-front to take their Holiday hours on another day: (Defer holiday hours to another
day) If not projecting time, skip to step 4 for example if an employee’s normal day off per schedule falls
on a UNM Holiday.
"Add a row" on the same day as the holiday
Enter In-Punch and Out-Punch out for the projected scheduled times (do not enter a Pay Code)
Pay Code for “Worked Holiday Shift @ 1.5” will automatically populate in the Totalizer
"Add a row" on the same day as the holiday
Select “Holiday Leave” from the drop down menu in the Pay Code column on the newly added
row
e Enter the number of hours with a negative (dash) in the “Amount” column.

= Note: This should be the only time you use a negative amounts to correct

timecards

e Select "Save"
e The applicable number of hours should populate for Holiday Leave in the Totalizer
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Time Period | Current Pay Period

-]

|A-|:I:inr|5" Punch * Amount * Accruals * Comment * Approvals * Owvertime * Reports ¥ Leave =

Date Pay Code Amount In Transfer

—l . L= B8
(x]|(F)| Thu 11728 Holiday Leave ~| 80

Thu 11428 Thanksgiving 8.0
(x]|(F)| Thu 11728 - 8:004M

Fri11/29 Thanksgiving 8.0
K
TOTALS & SCHEDULE ACCRUALS REPORTING PERIOD ACCRUALS AUDITS

All -

’ Account ‘ Pay Code Amount Wages

(x)324A0324000/-M1 00007 1TS/S022 550001
(=) 32440324000/~ 00007175/ 302256-00/~1

Worked Holiday Shift 1 @ 1.5
Holiday Leave

8.0
8.0

[

© 2012, Kronos Incorporated or a related company. All rights reserved.

64



T THE UNIVERSITY of
- NEW MEXIC() Managing Timecards & Schedules for Supervisors & Time Managers

Guidelines for entering Holiday Hours other than on a UNM scheduled Holiday:
e "Add a row" in the timecard on the day the employee is taking their holiday hours
e Select “Holiday Leave” from the drop down menu in the Pay Code column on the newly added
row
e Enter the number of hours within the “Amount” column.
e Select "Save"
e The applicable number of hours will populate for Holiday Leave in the Totalizer
Time Period |HE.'-Lt Pay Perind -

E Actions * Punch * Amount * Accruals * Comment ¥ Approvals * Overtime ¥ Reports ¥ Leave ¥

Date Pay Code Amount In Trar
Mon 12/09 v
Tue 12110 -
wed 12111 < Holiday Leave v 80 __>
Thu 12112 -
Fri 1213 -
a
TOTALS & SCHEDULE | ACCRUALS REPORTIMG PERIOD ACCRUALS | AUDITS
All - I
W T
’ Account Paselods 1 0t Wages
W
(x)324A/324000/-/100007175/502256-00/-/1 Holiday Leave 8.0 >
T

If an employee works an unscheduled shift on a designated UNM Holiday and the timecard has already
been signed off the manager should submit a Payroll Adjustment Form.
If you have questions on policy associated with holidays, please contact your HR Consultant.
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Guidelines for entering Leave without Pay (LWOP) surrounding a UNM scheduled
Holiday:

EXEMPT: Entering LWOP in lieu of the holiday
e "Add a row" on the same day as the holiday

e Select “Holiday Leave” from the drop down menu in the Pay Code column on the newly added
row

Enter the number of hours with a negative (dash) in the “Amount” column > Select "Save"
The applicable number of hours will populate for Holiday Leave in the Totalizer

Again "Add a row" in the timecard on the day the employee is using LWOP

Select “Leave without Pay with Benefits” from the drop down menu in the Pay Code column on
the newly added row

e Enter the number of hours within each cell under the date column in the timecard.

Time Period | Previous Pay Period |

@ Actions * Punch * Amount * Accruals * Comment ¥ Approvals * Overtime ¥ Reports * Leave ¥

Week starting: Sun 1124

Pay Code Transfer Sun 1124 | Mon41/25 | Tue 11/26 | Wed 1127 | Thu 1128 | Fri11/29 Sa
Holiday Leave - - 50 8.0
Leave Without Pay with Benefts - 0.0 8.0 A 2.
. . Thanksgiving | ” Bl
0.0 8.0 8.0 8.0

TOTALS & SCHEDULE | ACCRUALS REPORTING PERIOD @ ACCRUALS | AUDITS

Al -
Account ; 1 Pay Code Amount
(x)404A/324006/-100011008/501965-00/-1 Holiday Leave 0.0
(x)4044/324006/-1100011008/501965-00/-1 Leave Without Pay with Benefitz 240

F L
Ll | |

e Select "Save"
e The applicable number of hours will populate for “Leave without Pay with Benefits” in the
Totalizer
For Exempt Employees - The reduction of hours will be applied to the pay check that also reflects other
exception time. For example: if an employee took LWOP on Monday November 18th it will be reflected in
their December 20th check date.

NON-EXEMPT Encountering an Unexcused Absence before or after the holiday:
If an employee does not work the scheduled day before the holiday
e The LWOP Earn/Pay Code should be used only if the employee elects “Leave without Pay”
instead of using “Sick” or “Annual”.
o |If the department does use LWOP instead of an unexcused absence the above instructions
need to be used to back out the holiday hours.
e Print the Time Detail Report and have the employee sign the timecard for acknowledgment of
any unexcused absences for documentation purposes.
e ltis highly recommended that the day be left as an “Unexcused Absence” in the timecard which
is identified by a red outlined box around the day.
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Please Note: (for both Exempt and Non-Exempt):

o If an employee has LWOP the scheduled day before or the day after the holiday they are not eligible
for the holiday hours.

e  Only enter LWOP for intermittent leave in LoboTime, do not use the Earn/Pay Code when the employee
is on “B” status in Banner.

e As ageneral rule, intermittent LWOP is entered on the day that it is used.

e For excused absences use “Sick” or “Annual” leave as appropriate.

If applicable Holiday hours are showing as “0” in the timecard for “Next Pay Period”:

e At the start of the pay period which includes the holiday, the “Holiday Leave” pay code will populate in
Non-Exempt timecards.

e For employees with a schedule, once the hours have been projected and entered for the day before
the holiday it is expected the “Holiday Leave” hours will also populate in their timecards on the
applicable days.

o If the hours are still not populating, enter a punch on the next scheduled day after the holiday. For most
employees it is necessary to enter their projected typical In-Punch time according to their schedule.

e Please contact LTPAY@unm.edu immediately if you are still not able to see the holiday hours in each

timecard.

Do not sign off on timecards if the holiday hours are not displaying or calculating correctly.

Time Period | 7/01/2014 - 71072014, Range of Dates « |
m Actions * Punch * Amount * Accruals * Comment * Approvals * Owertime * Reports ¥ Leawve ¥
Date Pay Code Amount In Transfer Out In
x| Tue 7401 - -
x| Wed 7/02 - -
x| Thu 7/03 - 12:30PM - | 4:30PM
Fri 7/04 Independence Day oo I
x| Sat 7/05 - -
x| Sun 7106 - -
x| Mon 707 - 7:30AM - | 4:30PM
x| Tue 7/08 - -

TOTALS % SCHEDULE | ACCRUALS REPORTING PERIOD  ACCRUALS AUDITS

Al

1

Navigating the Schedule Editor

Purpose

LoboTime includes the Schedule Editor where you schedule worked and non-worked hours. Using the
Schedule Editor, you can:

e Add, edit, and delete shifts
e Add pay codes for worked or non-worked hours
e Schedule labor transfers
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SCHEDULE EDITOR
Loaded: 8:16PM

EY EMPLOYEE | BY GROUP

Show | Al Horre

M cdic

Time Period |Currer|1 Schedule Period

M| Refresh

m Actions * Shift * Pay Code * Accrual Amount ¥ View

o ohEme 0 senis. swT2z MnTES

AoamsPTHE, Julie
Bauer=D, Paul
BErickGE, Ginny
Carter=l, Rick
Chang=T, Judy

Scheduled Hours

Mumber of Emplo...

20.00 9a-1p

40.00 9a - 5p 93 - 5p S9a - 5p

20.00 Sa-12p Sa-12p Ga-12p

40.009a - 6p Ja - EBp Sa - Bp Sa - Bp

25.00 9a-2p 93 - 2p S5 -2p
325.00 g ES S

12 1 10 10

Sz -1p 9a-1p Sa-1p 9z -1p

Sa - 5p Sa - 5p
Ga-12p Sa-12p
93 - Bp
Oa - 2p 9a-2p
ES af 57 g
10 9 9 1

Areas Description

Name column

Lists the employee names.

Sch Hrs. column

with lunch deducted if applicable.

Displays total number of scheduled hours by employee for the selected time period,

Date cells

For each day in the selected time period, displays shift start and end. A date cell can
also display pay codes to identify scheduled non-worked hours.

Scheduled Hours
row

period and for each date displayed.

Displays total number of scheduled hours for all employees for the selected time

Number of
Employees row

Displays the total number of employees used to calculate total Scheduled Hours.

Tip

a schedu

~

le pattern is 9a — 5p Monday — Friday.

Schedule Editor builds a schedule pattern. The pattern is built on the “person”. An example of
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1 From the Related Items pane,

select Schedule Editor. - = 2
b 3

*
e

Manage My Requests

Default Exceptions

Manager Genies

Reconcile Timecard

Manager Timecard Approwval
Wizard

My Reporls

Wi

Schedule Editor ]

2 Select All Home from the Show

drop-down list to view all the SCHEDULE EDITOR chow T Bl o

4 ed: B32PM
employees you are authorized to Fonea e Time Period [Carert Schwtis Para S
view.

3 Select the specific time period
from the Time Period drop-down
list. (The default is Current
Schedule Period.)

Creating Schedules Using Pattern Templates

Purpose

Schedule patterns let you quickly apply a set of shifts to employees who work the same shifts on a
regular basis. A schedule pattern consists of one or more shifts that repeat over a specified time period.
When you create schedules for employees who have a schedule pattern, you can add the shift days and
times manually or use a predefined pattern template. The pattern template defines the pattern of the
shifts’ days and times and makes it easier and faster for you to create the employees’ schedules.

Example

You want to permanently schedule Raul SanchezSW to work 9:00 A.M. to 2:00 P. M. Monday through
Friday every week, starting Monday of the current schedule period. You know that a pattern template
exists that defines this schedule pattern, so you will use it because it is easier and faster than adding the
schedule manually.
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1 From the Related Items pane, BY EMPLOYEE | BY GROUP
select Schedule Editor.
e m Actons ¥ | shift Pay Code ¥
Select the specific set of B,
employees from the Show drop- ’ B 'Ed_ﬂ =
dovyn list. Select t.he spec]flc time FrostPTE, Carolyn R
period from the Time Period e
drop-down list. Y2 ] Add Pattern
KnoxSN, Steven Edit Pattern —=
2 Select the Raul SanchezSW who LoveUB, Carmine Delete Pattern —=
you will schedule using a pattern SanchezSw, Raul T
template. To select multiple SR T .
employees, hold the Ctrl key and kol ok N
single-select each employee’s ARSI
name. Insert Transfer —=>
3 Select Shift > Add Pattern
(To update or change a pattern
previously built in a prior pay
period follow the instructions
above to add a new pattern.
Selecting the “override other
patterns” will replace the old
pattern with the new pattern)
4 Select Insert Pattern.
5 Select a pattern from the list and =i
select OK.
Patterns:
i Neme < Deserigon
&:30a-5p 30min Lunch j
Ga-4:30p 30min Lunch
Sa-Sp 1hr Lunch
Qa - 2p
Qm-5:30p 30min Lunch
S=-6p 1 hr Lunch
exempt
Shift 1 -
[ ok || cancel | ueip |
6 From the Work Start Date drop- ] -
down list, specify the effective canchesSU. Roul
date on which the employee(s) e
starts working the pattern. Work Start Date: | 762372012 T rorewer
S — ["] override other patterns
7 From the Pattern Start Date ettty <ot 2 hd
drop-down list, specify the Recurring [ 1]2 @ Woeks () Days |93 20 - B
effective date on which the: Pattern | s i i s i s
starts. g CEEREEI N ST == EE
8 From the End Date drop-down
list, specify the last date the
pattern will be effective. To have
the pattern in effect with no end [ ok [ cancet | helo |
date, select Forever.
9 Select OK > Save > Refresh
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Tip
Work Start Date and Pattern Start Date will be the same date.
=

Refreshing and Saving Data

Purpose

When you add and modify schedule data, the application displays your edits but does not save them
automatically. You must tell the application to save the data. Prior to saving your data, you can cancel
your edits if necessary.

Visual indicators

When you edit a schedule, the page name turns orange and an asterisk appears next to it to let you know
that your edits are not yet saved. After you save, the visual indicators no longer appear.

Canceling edits

The application does not save your edits until you tell it to do so. Until that time, you can remove or cancel
your edits using the Refresh button. When you select Refresh, the application redisplays the most
recently saved information, overwriting all of your unsaved edits.

Saving edits
When you are satisfied with your edits, you must save them. If you close the employee’s schedule before
you save the edits, they are not saved.

Canceling edits

1 Perform your edits to a schedule.

Note the visual indicators that *2CHEDULE EDITOR

indicate unsaved data.
Loaded: 12:20AM

2 Select Refresh and review the
schedule information.

3 Do you want to cancel your BY EMPLOYEE | BY GROUP
changes?

o1 - i -
e To cancel your changes, select m SAE S Shift ¥ |
Yes.

e To keep your changes, select
No.
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Saving edits
1 Perform your edits to a schedule.
Note the visual indicators that “SCHEDULE EDITOR
identify unsaved data. Loaded: 12:20AM

2 Select Save.

BY EMPLOYEE EY GRODUP

@ Actions ¥ Shift ~

3 Review the employee’s schedule
to ensure that the visual indicators
no longer appear, validating that
your information was saved.

Tip
Remember the data in Schedule Editor does not automatically save, you must save your data
= to record your work.

Adding Shifts by Inserting a Shift Template

Purpose

You can add a shift by entering the start and end times directly into the date cells in the Schedule Editor.
If the shift times are standard for The University of New Mexico, you might have a shift template that you
can use. Shift templates define the start and end times of standard shifts that employees work regularly.
A shift template does not include specific days or dates.

Example

You review your workload and notice that you need your employee, Raul SanchezSW, to work the 8:00
A.M. to 12:00 P.M. shift on second Monday and Tuesday of the current schedule period. You know that
there is a shift template that defines the start and end times for this shift. You will insert the shift template
when you schedule one of your employees to work the shift.

Steps

1 From the Related Items pane,
select Schedule Editor.

2 Select the specific set of
employees from the Show drop-
down list. Select the specific time
period from the Time Period
drop-down list.

3 Locate the employee’s row and
select the cell in the row and
under the date where you want to
add a shift.
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4 Select Shift > Add

BY EMPLOYEE | BY GROUP

Actons ~ [Sii

Pay Code ¥ Accrual Ama

af R Edit —=» 1]
SanchezSW, Raul L
LoveUB, Carmine Ba-2p

Add Pattern —=>
KnoxSN, Steven B830a - 530p
Edit Pattern —=»
H SC, 2 -
peskdbiakl ean Delete Pattern —=> tg-Ta
FrostPTE, Carolyn Qa -
by Insert Template —=» “p
EdwardsSE, Sally 830a - 530p
Append Shift <>
DavidsonS0O, Robert
Replace Shifts —=»
Ch. ST, Jud -
ST Ay Insert Transfer —=» e 20
NrardarTil Dink Lt (=%

5 In the Shift Editor, confirm that the _ 5
correct employee’s name appears | =/Add Shift

in the Employee field and the Fooe cancher=w ol B o
correct scheduling date appears e < e i pe

in the Start Date field.

6 Is there a shift template available
for this shift assignment? B in-cre S TEERER =l
o If a shift template is available, 120 - 40
select Insert Shift. Select the 1p-5p
appropriate shift and select OK. B:30a-330p
Continue to step 11. 7:302-430p
« If no shift template is available, :q:a
continue to step 7. Py
§:30a-5p
Sa-12p
Sa-1p
Sa-2p
Sa-5p
Sa-Bp

7 From the Type drop-down list,
select the shift type for the first
segment.

8 In the Start Time field, enter
when the shift begins and press
Tab.

9 In the End Time field, enter when
the shift ends and press Tab.

10 | Confirm that the date in the End
Date field is correct. If the shift
segment crosses a day divide,
change the shift's end date to the
following day.
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11 | Confirm that the amount in the .
Sch Hrs column equals the total \& P Shife ==
hours for this segment. Ermphoee | SMbhIEN, Rand ) DAY dob Rabucied

12 | Do you want to add additional
segments to this shift?

e To add additional segments, for Unaniatic
each additional segment, select /
the Insert Row icon and
complete steps 7-11.

e To add no additional segments, ] |

ntinue to step 13. Commeets ot st Lgpel % -35
continue to step 13 = (hia o |
13 | Enter the number of days you Fﬂ"{;

want to schedule this shift.

14 | Select OK and then select Save.

BY EMPLOYEE | BY GROUP

m Actions * Shift ¥ Pay Code ¥ Accrual Amount » Wiew *

Tip
You can enter time using either 12-hour or 24-hour time formats. For example, you can enter

= 8:00 A.M to 5:00 P.M. as 0800-1700 or 8a-5p. The configuration of the system determines the
default time format. You can also copy and paste shifts using Ctrl-C and Ctrl-V.

@ Business practice
Always look for a shift template first when scheduling employees’ shifts. Several shift
templates have been created. If a shift template is not available, the recommendation is to key
the data in as needed.
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Editing Shifts Using the Shift Editor

Purpose

When creating and editing more complex schedules use the Shift Editor. It has tools that make it easier
for you to create and edit shifts with several segments, shifts with transfers, shifts that cross the day
divide, and other complex shifts.

Example

On the first Friday of the current schedule period, you need Raul SanchezSW to work the following shift
segments:

e Regular shift from 8:00 A.M. to 12:00 P.M.

e No break
Use the Shift Editor to add the shift to the employee’s schedule for the first Friday of the current schedule
period.

1 From the Related Items pane,
select Schedule Editor.

2 Select the specific set of
employees from the Show drop-
down list. Select the specific time
period from the Time Period
drop-down list.

3 Locate the employee’s row and
select the cell in the row and BY EMPLOYEE Ry

under the date where you want to Pay Code v Accrual Amo
add a shift.

4 Select Shift > Edit

Delete
Add Pattern —=»

KnoxSh, Stewen 0.0 - £830= - 53
| Edit Pattern —= B 2 e
HarmonySC, Jean 0.4 Dislete Pailtarn —sb -7E11p - Ta
FrostPTE, Carolyn 2510 2p 9a - 2|

- Insert Template —=» i o L
EdwardsSE, Sally 451 - £830a - S30p

Append Shift —=» T

DavidsonSC0, Robert 5.1 N
| Replace Shifts —=b +
ChangST, Judy 251 2p 9a - 2p

Insert Transfer —=»
™ artarTl | P~ A

5 In the Shift Editor, confirm that the
correct employee’s name appears
in the Employee field and the
correct scheduling date appears
in the Start Date field.

© 2012, Kronos Incorporated or a related company. All rights reserved. 75



THE UNIVERSITY of

~% NEW MEXICO

Managing Timecards & Schedules for Supervisors & Time Managers

6 Is there a shift template available .
for this shift assignments ]
o If a shift template is available, e

select Insert Shift. Select the 1o -5
appropriate shift and select OK. £:308-330p
Continue to step 11. 730a-430p
¢ If no shift template is available, Ta-11a
continue to step 7. Ta-dp
8:30a-530p
§:30a-5p
Ga-12p
Sa-1p
Sa-2p
Sa-5p
Sa-6p

7 From the Type drop-down list,

select the shift type for the first 4
Employes  Serctecay Bmd = Primany Job Unpecified
Il

8 | Inthe Start Time field, enter A I
when the shift begins and press
Tab.

9 In the End Time field, enter when
the shift ends and press Tab.

10 | Confirm that the date in the End A | :
Date field is correct. If the shift i — e —
segment crosses a day divide, E Rapaat foa ) 1
change the shift's end date to the @H o
following day.

o |

11 | Confirm that the amount in the
Sch Hrs column equals the total
hours for this segment.

12 | Do you want to add additional
segments to this shift?

e To add additional segments, for
each additional segment, select
the Insert Row icon and
complete steps 7-11.
e To add no additional segments,
continue to step 13.
13 | Select OK and then select Save.
BY EMPLOYEE BY GROUP
Actions * Shift ¥ Pay Code * Accrual Amount * View ¥
| Neme 0 schhs.  Tue?me Wed7Rs  Tu7ns  FiTr |
[SanchezSW, Raul 24.00 =10 |9a-2p Sa-2p 9a - 2p 9a-2p
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Editing Scheduled Shifts in Cell Editing

Purpose

When events in employees’ lives occur that require them to take time off and when your workload
requirements vary, you will need to change employees’ schedules. You need to keep the schedules
accurate to reduce the number of exceptions that might appear in employee timecards.

Example

Your workload requirements have changed on Wednesday of the second week in the current period.
Raul SanchezSW has volunteered to change his schedule to satisfy the new requirements. Change his
regular shift to 8:00 A.M. to 12:00 P.M.

Steps

1 From the Related Items pane,
select Schedule Editor.

2 Select the specific set of
employees from the Show drop-
down list. Select the specific time
period from the Time Period
drop-down list.

3 Locate the employee’s row and

select the cell in the row and mm_

under the date that contains the 2400 8a-12p Sa-2p

8120 |

Sa-2p
shift that you want to edit. 30,00 8a- 20 8a- 2p 8a- 2p 8a-2n

4 Edit shift start and/or end times
and press Tab.

5 Select Save.
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Deleting Shifts from Employees’ Schedules

Purpose

Employees sometimes are unable to work a scheduled shift. When this happens, you need to delete the
shift from the employee’s schedule to prevent the application from flagging the employee as absent
without an excuse.

Example

Julie ChangST mentioned that she will be unable to work Monday of the schedule period because she
needs to attend her brother’s out-of-town wedding. Access the Schedule Editor and delete the
employee’s schedule for Monday of the schedule period.

Steps

1 From the Related Items pane,
select Schedule Editor.

2 Select the specific set of
employees from the Show drop-
down list. Select the specific time
period from the Time Period
drop-down list.

3 Locate the employee’s row and
select the cell in the row and

under the date that contains the BY EMPLOYEE | BY GROUP
shift you want delete. (In this !
exercise you will select Judy m Actions | Shift ¥ Pay Code ¥ Accrual Amount ¥ View '
G ) Select Al
It
4 | Select Actions > Cut. o) - =
ChangST, Jud a-2
5 Select Save. — -1 Copy :I'sﬂ' =
Davidsons0, 9a - 5p
Paste
EdwardsSE, 830 - 530p 830a - 530
Restore i 1
FrostPTE, Cat 9a-2p 9a-2p
Manage Employee Request Periods —=5
Scheduled | 73 70
Print Screen —=» '
Mumber of B 11 11
Export to Excel
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Restoring Deleted Shifts

Purpose

If an employee’s plans change or a shift was deleted in error, you can restore the shift if it belongs to a
pattern. Use the Restore feature on the Actions menu to insert the original shift into the employee’s
schedule.

Example

Julie ChangST'’s plans have changed and she will be able to work the Monday of the next schedule
period after all. Access the Schedule Editor and restore the shift in the employee’s schedule for Monday
of the next schedule period.

Steps

1 From the Related Items pane,
select Schedule Editor.

2 Select the specific set of
employees from the Show drop-
down list. Select the specific time
period from the Time Period
drop-down list.

3 Locate the employee’s row and
select the cell in the row and

under the date where you want to BY EMPLOYEE | BY GROUP
restore the shift.

shift ¥ Pay Code ¥ Accrual Amount ¥ Viewv

t

4 Select Actions > Restore.

5 | Select Save. ba-2p  |oa-2p
2 Copy

DJavidsonSO, Qa - Sp

- Paste t

SohwwardsSE 830a - 530p 830a - 53

i Restore I

“rostPTE, C 9a - 2p 9a - 2p
Manage Employee Request Periods —=» ;

Scheduled | 78 7
Print Screen —=> I |

Mumber of B 12 1
Export to Excel

© 2012, Kronos Incorporated or a related company. All rights reserved. 79



THE UNIVERSITY of

~% NEW MEXICO

Managing Timecards & Schedules for Supervisors & Time Managers

In the Effective Date field,
confirm the date selected. (Or, if
incorrect, enter the correct date.)

From the Pay Code drop-down
list, select the pay code.

In the Amount field, do one of the
following:

e To schedule a specific number
of hours, enter the amount of
hours in the field

e To schedule the entire number
of hours the employee is
scheduled to work that day,
select full sched day from the
drop-down list

e To schedule half of the number
of hours the employee is
scheduled to work that day,
select half sched day from the
drop-down list

(Optional) If the non-worked hours
must replace the employee’s
existing shift, select the Override
Shift check box and do one of the
following:

e To override the employee’s
entire shift, select Whole Shift

e To override part of the
employee’s scheduled shift,
select Partial Shift

In the Start Time field, enter the
effective time for the non-worked
hours. If the employee already
has a schedule, the shift start time
is the default.

10

In the Repeat for (D) field, enter
the number of consecutive days
this edit applies. For example, if
the employee has requested five
consecutive days of vacation,
enter 5.

Pay Code Editor

Effective Date | 772372012 -

Pay Code Sick-Minar *

+Amount (hhzmm) | full sched day -
D Override Accrual Days

Override Shift
(®) Whole Shit () Partial Shift

*Start Time 9.0040
*Repeat for (D) 2

Transfer -

Comments Hotes

Approvecd -
-
=

]
=

11

Select OK and then select Save.
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Real time

Minutes reported Rounding to tenth |example Rounded to

1-3 min O=0min 8:03 AM 8:00 AM
4-9 min 0.1=6 min 8:04 AM 8:06 AM
10-15 min 0.2=12 min 811 AM 8:12 AM
16-21 min 0.3=18 min 8:23 AM 8:24 AM
22-27 min 0.4=24 min 8:26 AM 8:24 AM
28-33 min 0.5=30 min 8:35 AM 8:36 AM
34-39 min 0.6=36 min 8:39 AM 8:36 AM
40-45 min 0.7=42 min 8:46 AM 8:48 AM
46-51 min 0.8=48 min 8:54 AM 8:54 AM
51-57 min 0.9=54 min 8:55 AM 8:54 AM
58-60 min O.1=the next

Modification of Leave after Approval

Steven Knox, a non-exempt employee, submits 8 hours of annual leave for Monday. Throughout the course
of the week he ends up working extra hours and no longer wants to use all 8 hours of Annual leave. Rather
than cancel the request and require the employee to submit a new one, which must be approved before

the Payroll deadline, the manager may modify the leave.

Reconcile Timecard
-
Schedule Heports
TIMECARD .
Laat Saved: B27TAM
Teme Period -
EFTTH  Actions = Punch * Amount® Accruals * Comment ® Approwals * Reports =
Date Pay Code Amount in Tenes fer Dt h anslel it Doiy Cumuiatren

X/ % Satsod - - -

x| & Sun - - -

fa ual L COAN -3

X | - TO0AN * 1Z00PN 1:00PM B 16

X = - TO0AN | 1200P 1:00P0 o —

X |2 - TOOAN w | 1Z200P 12:30PU 3

X |2 - To0AN w | 1Z200P 1:00P0 - 8

X % - - - 3.00

X - - - 4300

X | - - - #3.00

x| - - - 4300

X - - - 00

% & = 0 - a0

% & - - - 4

LS & SCHEDULE ACTCRUALS AUDITS
= Dute me End Time Pay Code mount
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Navigate to the SCHEDULE EDITOR and locate the day that contains leave.

SCHEDULE EDITOR

Loaded: 1:16PM

Show |Previously Selected Em.. v | BT Time Period | 11/01/2015- 11/30201... v

4 4 11/101/2015-1

BY EMPLDYEE | BY GROUP

E Actions * Shift ¥ Pay Code ¥ Accrual Amount ¥ View ¥

N; # SchH Fri 11720 Sat 11721 Sun 11/22 Mon 11/23 Tue 11/24 Wed 11/25 WL Lo
ame 1 ch Hrs, ri 8 un on ue T A =
Edwards3E, Sally 16.00 Annual Lesve 0.0 fAnnual Leave 16.0
Scheduled Hours. 16.00 0 0 0 0 0 0 0 o
Number of Emplo... 1 0 0 0 0 0 0 0 o

9] |

Select on the cell where the Leave is located > Right Select > Select “Edit” > Select “Pay Code”

= - X = Thanksgiing 1 Thanksgiving 2
e 11524 Wied 1702 Thi 11026 i 1127
Annusl Lesve 00 Ar -
1
o o o
¢ “ o Accraal Amount =% | ¢
Loy
Pase -
Dt
Commants

Update the hours to the correct amount in the “Amount” field.

|4 Pay Code Editor @ =
Reconcile Timecard  ~ E
O'- Back to Recondile Timecand Effective Date | S0572013 - ‘
- |
Timecard | Schedube | Reports Pay Code Anrual Leave
.
SCHEDULE EDITOR = '-lmowr!il-hznnll B:00 - I :
v
Losded: ::28AM -
Time Period | 5047 || Override Accrus! Days
be
BY EMPLOYEE | BY GROUR Override Shift n
Whole Shit  Paetial Shift
TN Actions > shift™ Pay Code ™ Acorusl Amount ™ View
Name Sch Hrs. Sat 504 Sun 505 | Moasme *Start Time: S:004M
78 -8a Ta
KnouSH, Steven 21.00 "Repeat for () 1
Arcusl Leave .00
Transter -
Comments Hotes
[ -
EZEN
Lo | cancet |
Scheduled Hours 81.00 o L. | 1
Number of Emplo. 1 o o 1 T
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Add a comment indicating why the hours are being changed. Then select “OK” > select “Save”

|-/ Pay Code Editor [
Reconcile Timecard
) Backto Reconcile Timecard Effective Date | 5052013
Timwcird | Schedule | Regorts Pay Code Annual Leave - 1
SCHEDULE EDITOR i = *Amount (hhzmm) | 5:00 -
Show Pre.

Loaded: ::28AM

v Time Period | 504 [] override Accrual Days

BY EMPLOYEE | BY GROUP Override Shift

Wihole Shift Partial Shift
PP | Actions > Shift » Pay Code  Accrual Amount * View = i i
Name 1/ Sch Hrs. Sat 5504 Sun 08 Mon 5106 gt i oot
To- 7
KnoxSH, Steven 81.00 s Wi *Repeatfor(D) 1
Arewis Leswe 800
Tranafer -
Comments Note:s.
See Note Below - Employee worked extra hours. Requested annual
= leave ba reduced by 3 hours. [nandersond01;] @
]
EHe=mes

Scheduied Hours 81.00 ° o
Nurmer of Emoio. 1 [ o 1 ;

Notice the timecard will now reflect the updated amount of leave and leave banks will be recalculated.

Modification of Leave Upon Approval

Sally Edwards submitted a leave request for two days. She indicated the total leave to be taken of 16 hours
in the “length” column instead of 8 hours each day. Managers may update leave requests upon approval.
Select on the “approve button.” This will open the approve time-off request window. Select on “edit” located
above the comments.

- Q
[ e foialg 1 aSfand By At} By I g yre Start Date Ton Dighe Pay (ode

Approve Time-Off Request B

= Submitted S5/08/2013-11:20:47AM
Meodified by EdwardsSE, Sally
Employee EdwardsSE, Sally

Dty
Requested
Type Annual
Startdate  5/06/2013 fnd date 5/07/2013 sscciasueasscareses
Duration Hours RECONCILE TIMECAR
Last Refreshed: &AM
Start time B00AM Length 1600 h
Comments and Notes
Actions * Punch ™ Amoun
St , | Unexcused
Comments - Absence
Avalatir Balwrce  Visted B L. Pamaet Tattnns | Pvint Sadien & AdamaPTHE, Jul v

BauerSD, Paul

BrickGE. Gnny s
CarterSU, Rick v
ChangST, Judy o

DavidsonS0, Rob

Approve i Cancel EdwardsSE, Saly

Fross?TE, Carolm
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The following view will display:

Approve Time-Off Request >
-t Clate P Mottt By | ———
= Submitted 5/08/2013-1120:47AM
Modified by EdwardsSE, Sally
Employee EdwardsSE, Salky
Dertais
[
Start date End date Duration Start time  Length
X | S/06/2013 & So72013 & Houss - | B002M 1600
= Add sncther time-off period
Accrush on ez |13
b —
Acorual Balance Borw oo il |
Annual 600 Hour
RECON(
Sack 3600 Hour :
Last Refres
Actions ~
Pame
A s Mot Batamce Ve Comments = , = AdamsPTHE
Davdsents
po . = EdwardsSE
Approve Cancel rosd -

The length of time and any other necessary fields may be modified
updated, add a comment and then select “Ap‘erove”.

Approve Time-Off Request %]
Late st t [TERT Y Pay Cou
=* Submitted  5/08,/2013-11:20:47AM
Modified by EdwardsSE, Sally
Employee EdwardsSE, Sally
Diefanks
Ecit
Start date End date Duration Start time  Length
R 5062003 Ll 507013 [l Houss Lo | B:00AM '
+ Add another time-off period
Accruals on 4/08/2013 =
: B ———
Ao - Kot womc b Tiammmars o
Anmual TE00 Hewur
RECONCILE TIMECA
e L Last Refreshed: S:21AM
Actions ¥ Punch * Amaoi
ree Ungsxicusi
Absenct
= 1 Ao i b g .rII:amrm:ms - I Planeed Taonge P inone AdamsFTHE, Jale s
BauerS0, Paul
BrickGE. Gony "
CararSy, Rick v
ChangST, Judy v
DavidsenS0, Rob
EcwardsSE, Saly
Cancel FrouTE. Caroyn
——— HarmonySE, Jean

V£ Cimnn -

Ending Schedules/Breaks between Schedules

Patterns may need to be ended or have a break between the old one and the new one. Patterns are built

in pay periods and once the pay period has been signed off on the pattern cannot be deleted. Instead the
pattern will need to be ended to allow for changes.

Go to the schedule editor and select the individual whose pattern needs to be updated. Select on “shift”
and “edit pattern.” The pattern editor will pop up.
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|£:| Pattern Editor
riod

05

4
S

BrickGB, Ginny

Effective Dates:
* o

Work Start Date: | p/05/2012 - + @ Forever

Override other patterns
B

=Ppattern Start Date: | 70812012 = ) End Date o

Recurring 15 @ Weeks ) Days 2a-12p - Insert Shift =

Mo. Sun

on Tue Wed Thu Fri
FEEE T T T S S

Sat Insert Pattern =3

Shift Editor =

Pay Code Editor =

11l

Delete

Change the radio button from forever to “end date.” Add the end date, which must be the last day of the
last pay period signed-off or later.

4
| £/ pattern Editor 4
BrickGB, Ginny
Effective Dates:
*Work Start Date: | 2/05/2012 -
2 Forever
% Override other patterns
*pattern Start Date: | 7/08/2012 - ety 5032013 hd I 51
Recurring | 18 @ Vieeks O days (612 - T
No. Sun Mon Tue Wed Thu Fri Sat
& 1 T ST XTI T S
-
Ty
—TTT—
Two warnings will display. Select “yes” for both of them.
|L4s Pattern Editor
BrickGB, Ginny
Effective Dates:
*Work Stari Date: 2052012 - « O For i :
« | Owerride other patlermns
*Pattorn Start Date: | 7082012 - * @ EndDute | 5032013 =
[ 1] Selecting "Override” may delete shifts or unavaiable days - except for iocked days or iocked shifts. Are you sure that you want to do thia?
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|£| pattern Editor [==]

BrickGB, Ginny

Effective Dates:

*Work Start Date: | 2/05/2012 - + O Forever
Override other patterns
.
*Pattern Start Date: | 7/08/2012 - (CRERRalcgy STG2013 hd 5
i
Workforce Central @ J4iy

Your update to the Work Start Date and/or End Date for this pattern will not change pattern shifts or pay codes between 2/05/2012 to 5/03/2013.
Pattern shifts or pay codes outside of this range will be deleted: Do you want to continue?

=

—T—
=

Save your changes in the SCHEDULE EDITOR. A new pattern may now be created going forward. Please
see “Scheduling Employee’s” for instructions.

"SCHEDULE EDITOR

S | Previously Selected Employee(s - EE
Loaded: 11:39AM T :
Tirme Period | Current Schedule Period a8 Eﬂ
BY EMPLOYEE BY GROUP
E Actions * Shift * Pay Code * Accrual Amount ¥ View ¥
Hame 1/ Sch Hrs Sal 5/04 Sun S/05 Mon S/08 Tue S/07 v
BrickGE, Ginny 0,00

Using Online Help

Purpose

LoboTime contains an online Help system to help you perform Navigator or timekeeping tasks. It contains
contents and search capabilities.

1 Access the Get Support
workspace. [Z of 2 tems ]

Get Support

"l.. @ Workspaces -
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2 Use the tabs to locate online help
data T e
Contents Search B2 D
@ Timekeesping
T relp
@
§ kS Timekeeping help
Timekesping hal|
b To tind .,.m,‘.'..;.ﬂ..._ |:I1T:‘k a catogory in the Conbents
You can also find information by selecting the Search tab, entering
text, and then clicking Go.
Component Description
Contents Collection of topics
Search Tool for entering a specific word or phrase; topics appear with percent rankings
that identify their relevance
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Rounding to the Nearest 10" of an Hour

‘--{_-"
32 31 30 30 &9
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