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Secure log into Kronos using GoWMU and your
BroncoNet ID & Password.

\1, ,‘ WESTERN MICHIGAN UNIVERSITY

Central Authentication Service

Ent B NetID t ti ‘ i
nter your bronco Netil) to continue  »on't Fall For Phishing!

Bronco NetID: | Phishing is an online scam involving email messages that appear to be from a trusted source.
WMU will never send you an email requesting your password. See phishing for more

information.
[ warn me before logging me into other sites. -
Change your password?
ENTER Forgot password?
? -
Forgot Bronco NetlD? Service Alerts New To WMU?
GEtt]ng Started Current outages Use your temporary password to set a new
First Time Logging in? password.
You will need your temporary password ) )
Set Your Password Setting up an Authorized User:
Planned outages Academic & Financial Aid Information
It is the user's responsibility to utilize these services Payment & Account Information

appropriately. Inappropriate use will be subject to

disciplinary action as defined by University policy. Parents/Authorized Users

For additional help, see Help Desk.




Click on:

All Links,
Administrative
Applications,
Administrative
Resources,
Payroll,

then Kronos

Faculty/Staff Home Library WMU Life Sites

My Work @

MOST VISITED \ 4

l ALL LINKS

Faculty Menu

Textbook Requisition

Advisor Menu

Degree Works

Search Course Offerings

Student Information Menu

Transfer Credit Equivalency

Course/Instructor Evaluation System (ICES Online)
WMU Employee Security Re-authorization Form

WU Supervisor Security Re-authorization Form

Ewvent Registration

Administrative Applications

PeopleSoft Administrative Systems

Administrative Resources

Accounting Services

I

<

I

Budget

44 <«

Human Resources

Grants and Contracts

Payroll A



Kronos Timekeeper Log On

KRONOS

& Manage My Department
Timecards

Employee 1 1afg P Loaded: 8:19AM | Current Pay Period = | | 335 | | All Home and Transferred ...

123456
=) o

Print
Timecard

2 [ weors
Mon 6/06

Requests
Tue 6/07 Ij =

Wed 6/08 [[] schedules

Thu 6/09
Ij My Calendar
Fri 6/10

Sat6/11 [ new

Sun6/12
Ij Exceptions
Mon 6/13

Tue 6/14

+
+
+
+
+
+
&
&
&

Genies

QuickFind = | * Q Current Pay Period

i o8- - -
Cotumn Timekesping ~ Schedule Share

Selection




Kronos Supervisor Log On Screen

A Manage My Department
Timecard Approval

Punch Issues g Approve Timecards.

Select Pay Period for Approvals

Time Period Previous Pay Period E]

HyperFind AFSCME- Cust LS, Maint

=T

lj Group Edit Results

[ mbox
[ mv calendar
[ Reponts
[ reaquests
E Help

[ mimecards
E QuickFind

Genies

Pay Period Close = Loaded 1Z257PM | Current Pay Period

Ex - vV o V- .
Select All Column Filter Timekeeping  Approval Scheoule
Rows Selection

Person Name Worked Hours

Employee 1

Employee 2

Employee 3

Employee 4

Employee 5

Student Worker

Supervisor

Timekeeper

All Home and Transferred . | =

o >

FRefrean Snare

© o

Edit

1 lj Exceptions




Payroll suggests that both the timekeeper and supervisor review
the entire PowerPoint training so that both have knowledge of

the entire process.

Supervisors-your roll calls for you to be the back up for your
department’s timekeeper. It is important for you to know the
timekeeper portion of this training.




KRONOS TIMEKEEPER



KRONOS

Timekeeper

Sign Out

A Manage My Department

Timecards

Employee 1

Mon 6/06
Tue 6/07

Wed 6/08

Fri&/10
Sat 6/11
Sun B/
Mon 6/13

=

Date

1of8

» a00077

Loaded: 8:19AM

Current Pay Period

All Home and Transferre:

=

Share

j Reports
| requests
| Schedules
| My Galendar
| Help

| Bxceptions




THE TIMECARD

& Manage My Department ™

Timecards imiii

Employee 2 EI 4 20fs 123456 Loaded: 11:21AM | Current Pay Period EI I;_EI All Home and Transferred .. EI

8 O A -

Print Refrezh
Timecard

Date i Daily
Mon 6/06
Tue 6/07

Wed 6/08

Thu 6/09

Fri6/10

58t 6/11

Sum &/12
Mon6/13

Tue /14




KRONOS  Jimeceerer o O E h o

# Manage My Department ™2

Timecards ;v o] TF

Employee 3 L= 4 30f8 123456 ed: M | Current Pay Period

All Home and Transferred .. | =

Employee 1 ] 0
Employee 2

Print Refregh
Employee 3 Timecard

Employee 4 . )
Employee 5 .
Student Worker

Supervisor

Timekeeper

- [Lpeep

Thu 6/09
Fris/10
Sat6/11
Sun 612
Mon 6/13

Tue 6/14




Employee 3 E] 4 30f8 P 123456 Loaded: 2216PM | Current Pay Period E.I All Home and Transferres

= o

Print Refresh
Timecard

Daily

Mon 6/06 Regular

Tue 6/07 Regular

Wed 6/08 Sick Usage - Hourly

Thu 6/09 Sick Usage - Hourly

Fri 6/10 Regular

Sat /11

Sun&/12

Mon 6/13 Regular

Tue &/14 Regular

Wed 6/15 Vacation - Hourly

Thu 6/16 Vacation - Hourly

Fri 6/17 Vacation - Hourly

58t6/18

Sun 6/19




Loaded: 10:358 AM | Current Pay Period || 552 | All Home and Transferred _ El

Previous Pay Period
Current Pay Pericd

Mext Pay Period

Previous Schedule Period
Current Schedule Period
Mext Schedule Period
After Next Schedule Period
Week to Date

Last Week

Yesterday

Today
Yesterday, Today, Tomormow
Yesterday plus 6 days

Last 30 days

Loaded: 12:13PM | Current Pay Period
Select Dates

Start Date:

End Date:




Previous Pay Period EJ o _All Home and Transferred . | = |
Hyperfinds (23)
v . - Ad Hoc
Senedule All Home and Transferred-in*
covid
covid comment
Hourly Staff
Inactive Employees
Overtime
Salaried Staff

Student Employees
Supervisors
Temporary Staff
Terminated Employees

Timekeepers
WMU - All Home
WHMU Terminated Employees




Loaded: 2221PM | Current Pay Period E'I I: *=: 1 Employee(s) Selected EII

& S

Primt Refregh
Timecard




I E| Loaded: 11:47 AM | Current Pay Period E 1 Employee(s) Selected |:

I -

© | Y- J & & i B S
Approve Sign OFf Accrusls Refresh Caleulate Save GoTo
Timecard Actions Totals

Date Schedule

Sun 6/27

Mon &/28 Regular

Tue 6/29 Regular

Wed 6/30 Regular

Thu 7/01 Sick Usage - Hourly
Fri 7/02 Vacation - Hourly
5at 7/03

Sun 7/04

Mon 7/05

Tue 7/06

Wed 7/07

Thu 7/08
Fri 7/09

Sat7/10

Totals = Accruals  Historical Corrections  Audits

All All

Location Account

Organization/zzEmployees/400077 PAY/6411240/400081/2185/-/-(- Regular
Organization/zzEmployees/400077 PAY/6411240/400081/2185/-/-(- Retro Hours
Organization/zzEmployees/400077 PAY/6411240/400081/2185/-/-(- Sick Usage - Hourly

Organization/zzEmployees/400077 PAY/6411240/400081/2185/-/-/ Vacation - Hourly




TOTALS

Account

Account

-11850/0perations Facilities Tech AVT/0011850/394065,/ 20677/~




Historical Corrections

2021 Allowance

Allowance

Sick

Vacation

Audits




Totals  Accruals Historical Correctios |~ Audits

Audits =] LAl =2
s nellices Type Pay Code el piinkiuices siburice Eanmalh selilGes s G User S —

TI06/2.. Edit Pay Code Vacation - Hourly g.0[0.0 7/09/2021 1Z17PM (GMT chra7 25 itent-kweBpZ w... Timecard Editor

70172 Edit Pay Code Vacation - Hourly &.0[0.0) T/09;/2021 1Z17PM (GMT chra725 itent-kwcBpZw... Timecard Editer
70202 Edit Pay Code Vacation - Hourly &.0[0.0 7/09/2021 1Z17PM (GMT chra7 25 itent-kwcBpZw... Timecard Editor

T2 Sign-off T2r2021 10:234M (GMT payadminlitent-kwcBp2_.. Group Edits

B/28/2... Timecard Ap... T2r2021 97 2AM (GMT -.. mkpg944.itent-kwcip. .. Group Edits




Loaded: 2:16PM  Current Pay Periad EI Al Home and Transferred . EI

8 O

Print Refregh
Timecard

- = Go to widget
- Audits

Peaple Editor
I Exceptions
- Schedules
- Requests

- Reparts

v Go to workspace
80

8.0

8.0

8.0

8.0




Employee 3 10of1

D ar-

History Licenses

Person = Job Assignment

~ Job Assignment Summary
Primary Account

Primary Job:
Primary Labor Account:

Time Zone:

Timekeeper

Base Wage:

SH -

Go To

123456

Organization/zzEmployees/13877/None
PAY/6411240/390389/1360/-/-/-
(GMT -05:00) Eastern Time

0.00

Pay Rule: Regular & Hrs

Wage Profile:
Device Group:
Brazil Device Group:

Current Badge Number(s):

None
WMU OIT CLKS
None

28220824758224020



Exceptions

Current Pay Period 1 Employee(s) Select




as-
-

-k View
Actions

By Employee

Employee 5

Visibility Select all
Filter

Mon 6/06

6:00AM - 2:30PM

N -

Go To

= ”

Gantt View Tools

© 6/05-6/11
Tue 6/07

6:00AM - 2:30PM

Wed 6/08

6:00AM - 2:30PM

6/12-6/18
Thu 6/(0)

6:00AM - 2:30PM

Loaded: 3.05PM

Fri 6/10

6:00AM - 2:30PM

6/06/2016-6/19/2016 EI 1 Employee(s) Selected

o B [

Refresh View Share
Comments
6/19-6/25

Sat6/11 | Sun 6/12

Go To




S B

Go To

REPORTS

SELECT REPORTS CHECK REPORT STATUS |

m m Schedule Report Validate Template Edit Template

Create Favorite Duplicate Favorite Delete Favorite

+ All
Accruals

Biometrics
Configuration
Data Collection
Detail Genie
Import

Other Reports
Roll-Up Genie
Scheduler
Statutory Reports
TeleTime IP
Timecard

Working Time Directive




Employee 1

Pay Rule-
beginning of time - forever; Regular 8 Hrs

Accrual Profile:

beginning of time - forever; Standard WMU

Primary Account(s):
1/26/2016-forever Organ n/zzEmployees/400077/None PAY/6411240

/330389/1285/-4-/- - =~ Goto WidgEt
Manager:

Timekeeper 1 Audits

Daily: 0.0 Weekly: 0.0 Per Pay Period: 0.0 People Editor

Exceptions
Schedules

- - o
Student Worker Reguests
Pay Rule: Pay Rule:
) : o Reports
beginning of time - forever; AFSCME Maintenance beginning of time - forevey; AFSCME BC DINING, 1

Student Employee
- Employment Terms: T -+ Go to workspace

Accrual Profile:

beginning of time - forever; Standard WMU Primary Account{s): Primary Account(s):

7/11/2011-forever Organization/zzEmployees/17284/None
BCDIN/2008300/7936/0020/-/-/-

Primary Account(s). 4/25/2016-forever Organization/zzEmployees/14474/None
1/13/201 5-forever Organization/zzEmployees/397081/None PAY/0019780 LANDSC/7435200/7526/0959/-/-/-
/390389/1655/-/-/-

Accrual Profile:
Manager:

Timekeeper

Accrual Profile:

& - @
Daily: 0.0 Weekly 0.0 Per Pay Period: 0.0 i-@l LU v @l -
AgaPuncn  Aaa Pay Approve * Ll
Code Timecard AouPunch  Add Pay Sign Off  Approve
Code Timecard

Search Genie =

Ex jix- YV | G-
Select All Caolumn Filter Tirmeke
Rows Selection

Employee 3 Regular 8 Hrs Timekeeper




ADDING HOURS TO A
TIMECARD



KRONQOS

Timecards Qx| +

= 1ef1

or -

WView ! o Sign OFf

Mon 7/12

Tue 7/13 Regular

Wed 7/14 Overtime

Thu 7/15 Retro Hours

Fri 7/16 Sick Usage - Hourly

Sat 77 Vacation - Hourly

Sun7/18

Mon 7/19 Please Choose:

Tue 7/20 Search

) Regular

Wed 7/21 Overtime AFSCME
Owertime MSEA

Thu 7/22 Overtime
Sick Usage - Hourly

Fri 7/23 Sick Usage - Salary
' Vacat

Sat7/24




v .

Approwve
Timecard

Meon 7/12
Tue 7/13

Thu 7/15 Regular
:I:I:_ﬂ x|

Pay Code Actions

Fri7/16
Sat 717

Sun7/18

Date: T/14/2021
Meon 7/19

Pay Code: Reqular
Tue 7/20

Amount: 4.0
Wed 7/21

Last Edit Date: T/20/2021
Thu 7/22

Edit Made By Bettis-Cooper, Lisa
Fri T/23

Sat7/24

4

Sun 7/25

Totals =~ Accruals  Historical Corrections  Audits




TIMECARD TRANSFERS

Loaded: 9:39 AM  Current Pay Period

® | v - 8 | B o
Approve

Print Refresh Calculate Save GoTo
Timecard Timecard Toitelz
Date

L)
Sun7/11

Mon 7/12

Tue 7/13 80

UrganIzation/LHEMS (U3 119U/ ::m-Hese«Jrcn E
Wed 7/14 Organization/ATH/ 0780060/ Temporary Mon-

Erermgtion/FYE/52061 50/5tu-Leader SET
Thu7/15 % . :
N D

Fri7/16




Transfer

Name Vargas, Ana
Job CEGRNTS/7016890/ Temporary Mon-Exempt
Labor Account

Job Transfer Labor

[=] CEGRNTS Beginning Of Time - Forever
[+ 7015180 3/10/2015 - Forever
[#] 7015480 3/10/2015 - Forever

Organization Beginning Of Time - Forever

) Addl Fac Appt-Mon Instruction

= Temporary Non-Exempt
7016910 3/10/2015 - Forever
7017070 3/10/2015 - Forever
70719030 3/10/2015 - Forever
TO19110 3/10/2015 - Forever
70719280 3/10/2015 - Forever




Timecards

Vargas, Ana

[+ 4 320f20 »

123456

Loaded: 3:55PM | Current Pay Period

Print.
Timecard

Daily

[«) (=

<

Refresh

i

Calculate
Totals

Mon &/06
Tue 6/07
Wed 6/08
Thu 6/09
Fri /10
Sat6/11
Sun6/12
Mon 6/13
Tue 6/14
Wed B/15
Thu 6/16
Frig/17
Sat6/18

Sun 6/19

Regular

_.fT016890/Tempoerary Non-Exempt

Account

Mo data to display




Timecards w

Vargas, Ana E| 4 320f40 P 123456 Loaded: 4:03PM | Cument Pay Period | All Home and Transferred . E\

=]

Print
Timecard

Daily

Mon &/06
Tue 6/07 Regular 1 L./7016890/Tempoerary Non-Exempt
Wed 5/08
Thu 6/09
Frig/10
Sat 6/11
Sun 612
Mon 6/13
Tue 6/14
Wed /135
Thu 6/16
Fria/17
Sat6/18

Sun 6/19

Account

(x)CEGRNTS/T016890 (x)Temporary Non-Exempt (x)CEGRNTS/7016890/394679/1538/-/-/- Regular




Loaded: 3:06 PM  Cumrent Pay Period =

=) 2

E Print R
Timecard A Timecard

Date Amount Transfer In Out Shift H Period
I e R e e e e e

5un 7/25

|£| |Z| Mon 7/26 Regular

|Z| Tue 7/27 Regular
Wed 7/28 Regular
Thu 7/29 Regular
Fri 7/30 Regular
Sat 7/31
Sun 8/01
Mon 8/02 Regular
Mon 8/02 Sick Usage - Hourly
Tue 8/03 Regular
Wed 8/04 Regular
Thu 8/05 Regular

Fri 8/06 Regqular

Totals =~ Accruals  Historical Corrections  Audits

All All
Location Job Account Pay Code Amount Wages
B R R ——RRRRRRRRREE————————————...

Organization/zzEmployees/411386 AFWSTUD/1251620/411386/1084/-/-/- Regular 520

Organization/zzEmployees/411386 AFWSTUD/1251620/411386/1084/-/-/- Sick Usage - Hourly 40




Timecards

Student Worker E'I 4 Gof 9:31AM | Current Pay Period

123456

Print
Timecard

Out Daily

Tue 6/07 h

Wed 6/08
Thu 6/09 11:30AM
Frig/10
Sate/11
Sun6/12
Mon &/13
Tue t/14
Wed 6/15
Thu 6/16
Frig/17
5at6/18

5un 6/19

[=] (an

Location Account

Organization/zzEmployees/397081 PAY/0019780/390389/1655/-/-/ Regular




Exceptions-timecard issues such as missing In
or out swipes, tardiness, etc.

SAKRONQS  Jimetecper @

" Manage My Department
=

Click on the symbol to
get the explanation.
Make corrections to
timecards as needed.




& Manage My Department

Timecard Approval dii

ect Pay Period for Approvals Punch Issues ® . Approve Timecards

Time Period  Current Pay Period
Show

+ Student Worker [ View Timecard | | Show Schedule |

Date Transfer Daily Sum

Mon 6/06

ge to Scheduled ) Comment ] [ Remove )




Time Period  Current Pay Period

Show Al Home and Transferr...

&) Summary

+ Student Worker

Mark as Reviewed

| View Timecard | | Show Schedule |

Change to Scheduled

(Ladd Punch ) ( Remove )




A Manage My Department ®

Timecards

Employee 1

=

Date

Loaded: 8:19AM | Current Pay Period

=]

Print
Timecar

Daily

=1

(s

Asfresh

Mon 6/06
Tue 6/07
Wed 6/08
Thu 6/09
Fii 6/10
Sat6/11
Sun 6/12
Mon 6/13

Tue6/14

QuickFind «

i+

Column
Selection

Timekesping

Scheaule

Current Pay Period

G-

Shere




QuickFind » * @ Current Pay Period v m

M+ o8- | - [&-
Calumn Timekeeping  Schedule Shere

Selection




QuickFind - w
1

QuickFind

Reconcile Timecard

Pay Period Close eping  Schedule
Approval by Managers

Learch Genie




Reconcile Timecard = Loaded 4:29PM | Current Pay Period

CQuickFind

Reconcile Timecard - - 0 B -

]

Pay Period Close seping  Schedule Refrean Share

Approval by Managers L
Search Genie Unexcused Missed In-Punch Early In Late In Early Out Late Out Unsched Totals Up

Employee 1
Employee 2
Employee 3
Employee 4
Employee 5
Student Worker

Supervisor

v
v
v
v
v
v
v
v

Timekeeper




Gani e

Loaded 4-30PM | Current Pay Perind E || All Home and Transferred .. E'I | Edit |

Pay Period Close =
QuickFind
Reconcile Timecard v N 0 E‘ N
Pay Period Close eping  Schedule

Refresn Share

Approval by Managers L

Employee 1
Employee 2
Employee 3
Employee 4
Employee 5
Student Worker
Supervisor

Timekeeper




o] o
Approval by Managers = Loaded 4:31PM | Previous Pay Period El All Home and Transferred . El | Edit |
QuickFind

Reconcile Timecard b - 0 E" -

Pay Period Close eping  Scheouls Refrezn Shaere

Approval by Managers

Search Genie - Manager Managers Who Totals Up

123456 Employee 1 1 Employee 2
78910 Employee 2 1 Employee 2
01287 Employee 3 Employee 2

654321 Employee 4 Employee 2

288963 Employee 5

852274 Student Worker Employee 2

741852 Supervisor Employee 2

L4
o
v
v
o
v
v
v

452136 Timekeeper Employee 2




Geni Tl
Search Genie = Loaded 11:48AM | Current Pay Period E All Home and Transferred .. El | Edit |

QuickFind
Reconcile Timecard 0 E‘ -

Pay Period Close eping  Scheaule Refresn Snare

Approval by Managers |
Search Genie Pay Rule Hire Date Primary Job Name - Full Transferred-in Employee Active Badge Number Totals Up

Count All WTK Excepticns *————**

Supervisor Salaried Employee Timekeeper 3/30/20015 ...ation/zzEmployees/397500/None 811064309

Employee 3 Regular 8 Hrs Timekeeper 6/18/1979 ..zation/zzEmployees/13877/Nene 28220824758224020
Employee 4 Regular & Hrs Timekeeper 10/17/1996 _zation/zzEmployees/16882/None 2762144764559511
Employee 5 Regular & Hrs Timekeeper 10/26/1981 _lization/zzEmployees/4188/None 269659054142472888
Timekeeper Salaried Employee Timekeeper 9/10/20012 _ation/zzEmployees/390389/Mone 194554634

Student Worker Student Employee Timekeeper 1122015 _.ation/zzEmployees/397081/None 927209247972657601

Employee 1 Regular & Hrs Timekeeper 1/25/2016 ..tion/zzEmployees/400077/None 935619103346212713

L4
L4
L4
L4
v
v
L
L

Employee 2 Regular & Hrs Timekeeper 2/01/2016 ..ation/zzEmployees/400081/Mone 977169935420729250




GO TO LINKS

A Manage My Department **
Timecards

Employee 1 E\ 1ofg P 123456 Loaded: 8:19AM | Cument Pay Period All Home and Tra

=]

Print
Timecara

Date Daily

Mon 6/06
Tue 6/07
Wed 6/08
Thu 6/09
Fri6/10

Sat6/11

Sun6/12
Mon 613

Tue 6/14

QuickFind = | |+ (- Current Pay Period

ii*- O%- . [e»-
Column Timekseping  Scheaule
Selection

Snere




Reports

Requests

Schedules




KRONOS SUPERVISOR



Kronos Supervisor Log On

®

ol Ces
— .

Select Pay P d for Approvals Punch Issues ) mecards _.2More | Next »

Select Pay Period for Approvals

HyperFind All Home and Transferred .. | =

Time Period Current Pay Period
lj Group Edit Results

[ mbox
[ mv calendar
[ Reponts
[ reaquests
E Help

[ mimecards

EJ QuickFind
Senics &I lj Exceptions

Loaded 1Z257PM | Current Pay Period All Home and Transfered .. | = Edit

Pay Period Close =

Ex - vV o8 Y- B < B
Select All Column Filter Timekeeping  Appraval Scheoule Refrean Snare

Rowse Selection
Person Name Worked Hours Commission
Employee 1
Employee 2
Employee 3
Employee 4
Employee 5
Student Worker

Supervisor

Timekeeper




KRONQS ~ Stperveor

& Manage My Department
Timecard Approval

Select Pay Period for Approvals Punch Issues.

Select Pay Period for Approvals

Time Period Previous Pay Period |-

HyperFind AFSCME- Cust,LS, Maint

v .

Filter Timekesping  Approvel  Seneaule

Worked Hours

Employee 1

Employee 2

Employee 3

Employee 4

Employee 5

Student Worker

Supervisor

Timekeeper

0 Approve Timecards.

Loaded 12:57PM

Current Pay Period

All Home and Transferred - [ = |

o

Refrean

B -

Snare.

Commission

Group Edit Results

Inbox

My Calendar

Reports

Requests




APPROVING YOUR KRONOS TIME

There is an easy way to approve your department’s
time. Using the Approval Wizard, Kronos will walk
you through the approval process every pay period.



APPROVAL WIZARD-SUPERVISOR
ONLY FUNCTION.

KRONOS ~ Siree

A Manage My Department *®
Timecard Approval

4 Prev ] Select Pay Period for Approvals 0 Punch Issues g Approve Timecard:

Approval by Managers Loaded 1:37PM | Previous Pay Period H All Home and Transferred... = Edit

= oa- v | m o >

Select All Column Filter Timekeeping  Approval Schedule Refresh Share "| Group Edit Results
Rows Selection

D Name -  Manager  Managers.. | tmbox

j My Calendar

j Reports
4000.. | Employee 2

‘Approval Approved Tim
4000.. | Employee 1

Employee 3 j =S
Employee 4 | melp

- = | Timecards
| QuickFind
e | :] Exceptions
[__| schedules

Pay Period Close + Loaded 1:37PM | Current Pay Period 22z | | AllHome and Transferred... Edit

Ex il o Y- - LS
Select All Column Timekeeping  Approval Schedule Refresh Share
Rows Selection

Person Name ‘Worked Hours il i i i Commission
Employee 1
Employee 2
Employee 3
Employee 4
Employee 5

Student Worker




Select Pay Period for Approvals

Time Period Current Pay Period | - |

HyperFind All Home and Transferred-in*® |'T|

Supervisors--time approved on Friday or over
the weekend is in the current pay period. Time
approved Monday morning by 9am is in the
previous pay period.




KRONOS ~ Sipenier

A Manage My Department ™2
Timecard Approval

|' 4 Prev | Select Pay Period for Approvals

Current Pay Period

Student Worker

Punch Issues

0D

® Approve Timecards

Core Hours




& Manage My Department %
Timecard Approval dﬁlii‘i

om st o I ) - 0 n

Time Period ~ Current Pay Period

Show

&) Summary

v Student Worker | View Timecard | Show Schedule |

Date Daily Sum

Maon 6/06

( Justify )( Mark as Reviewed ] ( Change to Scheduled ) ( Comment )( Add Punch ) [ Remove )




6/06/2016

Transfer

@ Approve Timecards.

Ga=) .o | search .
Add Labor Level

Organization Identification

( View Timecard | | Show Schedule | ST
Reports to ID Number
Transfer Daily Sum

9:15am Job Code Description
Reserved 5
Reserved 6

Reserved 7

EEE?EDEQ

Mar 1 hange to Sch Commenl| | [ Add Punch | (]

Advanced »




Timecard Approval “EI :

p—— 0 S ) -~ 0 n

Time Period  Current Pay Period

Show Al'Horne and Transferr...

& Summary

+ Student Worker  View Timecard | Show Schedule

| Justify | Mark as Reviewed |( Change to Scheduled | ( Comment ] Add Punch |( Remove ]




# Manage My Department =
Timecard Approval

Approve Timecards

Approval by Managers Loaded 2:34PM | Current Pay Period EI All Home and Transferred . EI | Edit |

=" -1 8 o >
Select All Timekeeping  Approvel Schedule Refreeh Share
Rows Selection

Totals Up
To Date

123456 Employee 1
741321 Employec 2
852321 Employee 3
987654 Employee 4
654321 Employee 5
963852 Student Warker

258369 Supervisor




# Manage My Department 2
Timecard Approval

|. 4 Prev | Select Pay Period for Approvals

Approval by Managers

Y @ . .

Filter Timekes Approval

123 Employee 1

456 Employee 2
13877 Employee 3
16882 Employee 4
4188 Employee 5
397081 Student Worker

397500 Supervisor

Employee 2
Employee 2
Employee 2

Employee 2

Employee 2

Employee 2

Approve Timecards

Loaded 11:27AM

Previous Pay Period

All Home and Transferred

-

<o [

Refresh

Totals Up
To Date

Share

Edit

SN

Go Ta




# Manage My Department 2

g Approve Timecards Group Edit Results for Approvals

GROUP EDIT RESULTS
]

ST HeTesNey
[ Refrezh
Group Edit User Name Status Results

Approved 6/08/2018 2:38PN COMPLETED
Time Period: Current Pay Period

Total: 8



0 Approve Timecards . Group Edit Results for Approvals

Group Edit Uzer Name Status

Approval Removed 6i0a/2016 12:06PM { COMPLETED Success: 7
Time Period: Current Pay Period Failure; 1
Total: 8

Employee Name Error Description

Supervisor “You cannot apply this action to yourself.

Row Number 1 of1




Approval by Managers

i+ v on v @

Filter Timekeeping Approval Schedule

Approve Timecard e

Remove Timecard Approval L
123456 Approve Overtime

456789 Loy 'mrme 7

1234 Employee 3

4567 Employee 4
7654 Employee 5
987654 Student Worker

654321 Supervisor

GROUP EDIT RESULTS

Lazt Refreshe

Group Edit User Name Status

Approval Removed 6/08/2016 i COMPLETED Success 7
Time Period: Current Pay Period Failure: 1 Details
Total: &




KRONOS

Timecards Qlx| +

v .
View Approwve

Timecard

J Approve Timecard

Remove Timecard Approval
Mon 712 [

Tue 713 ﬂmre Timecard Approval
ue

Thu7/15

FriT/16




GENIES

KRONOS ~ Suwem

A Manage My Department
Timecard Approval

aPrev | ekt oy P Ao o R ) |

Approval by Managers Loaded 1:37PM  Previous Pay Period - || All Home and Transferred... | = Edit

Ex gk Y V- B o [

Select Al Column Filter Timekeeping  Approval Schedule Refresh Share D Group Edit Results

Rows Selection
D Name a Manager  Managers... D Inbox
Approval Approved Tim
E My Calendar

] e
Employee 3 D WS
Employee 4 [ e

[ mimecards

D QuickFind
el sy D Exceptions

Pay Period Close = Loaded 1:37PM  Current Pay Period ziz | | AllHome and Transferred... | = Edit
[ schedules

Employee 1

Employee 2

Ex ik Y o&- v BE- o [

Schedule Refresh Share

Select All Column Filter Timekeeping Approval
Rows Selection

Person Name Worked Hours i i Commission
Employee 1
Employee 2
Employee 3
Employee 4
Employee 5

Student Worker




Genies

Pay Period Close =
Pay Period Close
Reconcile Timecard b .
QuickFind weping  Approvel
Approval by Managers

Search Genie
Employee 1
Employee 2
Employee 3
Employee 4
Employee 5
Student Worker
Supervisor

Timekeeper

Loaded 4:45PM

Current Pay Period

All Heme and Transferred ... E.I | Edit |

o >

Refregn Share

C _




GO TO LINKS

KRONC

A Manage My Department
Timecard Approval

4 Prev l Select Pay Period for Approvals 0 Punch Issues 0 Approve Timecards

Approval by Managers Loaded 1:37PM | previous Pay Period All Home and Transferred . =

Ex i+ Y V- | B o [

Select All Column Filter Timekeeping  Approval Schedule Refresh Share D Group Edit Results
Rows Selection

Name = Manager  Managers... D i
Approval  Approved Tim D My Calendar

Employee 2 E fieports
Employee 3 [ Requests
Employee 4 :] Help
— = E] Timecards
[ ouickfind
| ] exceptions
| schedules

Employee 1

Pay Period Close Loaded 1:37PM  Current Pay Period iz | AllHome and Transferred.. =

Ex i Y & v - <[>
Select All Column Filter Timekeeping  Approval Schedule Refresh Share
Rows Selection

Person Name Worked Hours i Commission
Employee 1
Employee 2
Employee 3
Employee 4
Employee 5

Student Worker







KRONOS REPORTS



The four recommended Kronos reports are:

*Employee transactions and Totals

*Time Detall

*Hours by Labor Account

*Timecard Sign-Off, Request and Approval



| Group Edit Results
| Inbox
“| My calendar

EI Requests
EI Schedules

7] Requests
| My Calendar

|j Help
|| Timecards
| QuickFind
|| Exceptions




REPORT3

SELECT REPORTS CHECK REPORT STATUS

Create Favorite Save Favorite Duplicate Favorite Delete Favorite

— Al
Absent Employees
Accrual Balances and Projections
Accrual Detail
Actual ve. Schedule by Job
Actual ve. Schedule by Labor A
Comments
Employee Hours by Job
Employee Hours by Labor
Employee Sign-off
Employee Transactions and Totals
Exceptions
Holidays
Hours by Job
Hours by Labor :ount
Missing Employees
Organizational Job Configuration

Pay Codes

Timecard Sign-off, Request and Approval

Time Detail




SELECT REPORTS

=

Create Favorite Save Favorite

‘CHECK REPORT STATUS |

Duplicate Favorite

Delete Favorite

— Al

Absent Employees

onfiguration
y Codes
rd Sign-off, Request and Appi

Time Detail

EMPLOYEE TRANSACTIONS AND TOTALS

Description Displays pay code transaction data and totals by employee as well as a grand total Pay codes, their resp
or money amount totals.

People Previously ed Employee(s)

Time Period Current Pay Period

ActualiAdjusted Show hours worked in this period only.

Pay Codes Available

3rd Shift OT
Comment Only

Funeral Leave-Hourly
Display Empty Totals

Qutput Format

ive time or money amount totals, and wages are included in the display. Combined pay codes display separately with their respective time




EMPLOYEE TRANSACTIONS AND TOTALS

Description Displays pay code transaction data and totals by employee as wel a2 a grand total. Pay codes, their rezpective time or meney amount
or meney amount totals.

People Previously Selected Employ

Time Period Current Pay Period

Actual/Adjusted Show hours worked in this period only.

Pay Codes Avaiable Selected

Sick Usage - Hourly

Sick Usage - Salary

Vacation - Hourly

Vacation - Salary

2nd Shift

2nd Shift OT Available
Jrd Shift

3rd Shift OT
Comment Only
Funeral Leave-Hourly

Owertime

Sick Usage - Hourly
Sick Usage - Salary
Qutput Format “Adobe Acrobat Document, pdf) + “acation - Hourhy
“acation - Salary

Display Empty Totals  np o

2nd Shift

2nd Shift OT

3rd Shift

3rd Shift OT
Comment Onhy
Funeral Leave-Hourhy

Available Selected
Overtime Regular
Sick Usage - Hourly
Sick Usage - Salary
“acation - Hourhy
“acation - Salary
2nd Shift
2nd Shift OT
3rd Shift
3rd Shift OT
Comment Onhy
Funeral Leave-Hourhy
Funeral Leave-Salary




REPORTS

SELECT REPORTS CHECK REPORT 5TATUS |

Run Report

I Creatd| avorite Sawve Favorite Duplicate Favorite Delete Favorite

Actual vs

Actual vs.

Comments

Employee Hours by |
Employee Hours by Le
Employee Sign-off

Employee Transactions al

EMPLOYEE TRANSACTIONS AND TOTALS

Description Displays pay code transaction g4 and totals by employee as well as a grand total Pay codes, t

or money amount totals.
People Previously Selected Employee(s)

Time Period Current Pay Period
ActualiAdjusted Show hours worked in this period only.
Pay Codes Available

Overtime
Sick Usage - Hourly

5

People

Time Period

ActualiAdjusted

Pay Codes

Display Empty Totals

Time Period

ActuallAdjusted

Pay Codes

Dizsplay Empty Totals

oushy Selected Employvee(s)
AFSCME- Cust LS, Maint
AFSCME Dining
AFSCME-Dining
Al Home
Al Home and Scheduled Job Transfers
AllHome and Scheduled Job Transfers®*
AllHome and Transferred-in
AllHome and Transferred-in®
Hourty Staff
Inactive Employees
Overtime
Salaried Staff
Student Employees
Supervizsors
Temporary Staff
Terminated Employees.
Timekeepers
VWL - All Home
WMU Terminated Employees
Previously Selected Employee(s)

Current Pay Pericd :

Previous Pay Period
Current Pay Pericd
Next Pay Period

Previous Schedule Period
Current edule Period
Next Schedule Period

Today
vesterday
Week to Date
Last Week

5 c Date

Range of Dates
Relative Spe Date
Range of Relative Dates




REPORTS

SELECT REPORTS CHECK REPORT STATUS

Delete

Report Name Datein % Date Done Status Cutput
Employee Transactions and Totals 6/08/2016 4:28PM nning ]

REPORTS

SELECT REPOR CHECK REPORT STATUS
View Report Refresh Status Delete

Report Name Dateln © Date Done Status

Employee Transactions and Totals 6022016 4:28PH 6I02/2016 4:29PM Comp




Employee Transactions & Totals

Time Period:
Query:

Pay Codes:

Actual/Adjusted:

Employee:

Transactions:

Employee:

Transactions:

Employee:
Totals:

Current Pay Period
All Home and Transferred-in
{1): |Regular|

Show hours worked in this period only.

Employee 3

Day Date

Mon 662016

Tue 6/7/2016

Fri 6/10/2016
613/2016
6M14/2016

Totals:

Employee 4

Day Date Pay Code
Tue B6/7/2016 Regular
Thu 6/9/2016 Regular
Pay Code

Regular

Student Worker
Pay Code

Regular

Data Up to Date:
Executed on:

Printed for:

Days Entered By

Entered By

6/8/2016 4:28 PM
6/08/2016 4:28PM GMT-04:00

l4bettis

Datasource

Timecard Editor
Timecard Editor
Timecard Editor
Timecard Editor

Timecard Editor

Datasource
Timecard Editor

Timecard Editor




REPORTS

SELECT REPORTS CHECK REPORT STATUS |
ate Favorite | Save Delete

ojections

TIME DETAIL

Description Displays detailed data about each employee’s punches, duration, and pay code edits. Summary
code only (separately listing combined pay codes).
People Al Home and Transferred-in* -

Time Period Current Pay Period
Page Break between Employees No -
ActuallAdjusted Show hours worked in this period only.

Holidays Sort by Default

Hours by Job * Output Format Adobe Acrobat Document(.pdf) -
Hours by Lab

Missing Emy

Organizational Job Configuration

Pay

Timecard Sign-off, Request and Appr

Time Detail




A Manage My Department

REPORTS

Report Mame Dateln % Date Done = Output User




Time Detail Data Up to Date: 6/13/2016 1:05:58 PM
Time Period: Current Pay Period Executed on: B/13/2016 1-05PM GMT-04:00
Query: Previously Selected Employee(s) Printed for:

Actual/fdjusted: Show hours worked in this period only. Inzert Page Break After Each Employee: Mo

Employee: Employee 3 ID: Time Zone: Eastern

Status: Active Status Date: 6/18/2007 Pay Rule: Regular 8 Hrs
Primary Account Start End
PAY/68411240/390389/1360/-/-/- 7M1/2015 Forever Organization/zzEmployees/13877/None
Date/Time Apply To In Punch In Exc Out Punch QOut Exc Override Ad)/Ent Money Day Totaled  Cum. Tot.
Amount Amount Amount Amount Amount Amount
Xfr/Move: Account Comment Xifr: Work Rule
6/6/2016 12:00 AM Regular 8.00 8.00
6/7/2016 12:00 AM Regular 8.00 16.00
6/8/2016 12:00 AM Sick Usage - Hourly 8.00 24.00
6/9/2016 12:00 AM Sick Usage - Hourly 8.00 32.00
6/10/2016  12:00 AM Regular 8.00 40.00
6/13/2016  12:00 AM Regular 8.00 43.00
614/2016  12:00 AM Regular 8.00 56.00
6/15/2016  12:00 AM Vacation - Hourly 8.00 64.00
6/16/2016  12:00 AM Vacation - Hourly 8.00 72.00
6/17/2016  12:00 AM Vacation - Hourly 8.00 80.00
Job Summary Pay Code Hours Days
Nane Organization/zzEmployees/13877
Regular 40.00
Sick Usage - Hourly 16.00
Vacation - Hourly 24.00

Labor Account Summary Pay Code Hours
PAY/6411240/390389/1360/-~-
Regular 40.00
Sick Usage - Hourly 16.00
Vacation - Hourly 24.00
Pay Code Summary Pay Code Hours
Regular 40.00
Sick Usage - Hourly 16.00
Vacation - Hourly 24.00
Totals: 80.00

Employee: Employee 4 1D: Time Zone: Eastern

Status: Active Status Date: 6/18/2007 Pay Rule: Regular 8 Hrs
Primary Account Start End
PAY/8411240/390389/1088/-/-/- 1/7/2013 Forever Organization/zzEmployees/16882/None

Date/Time Apply To In Punch Out Punch Out Exc Override Adj/Ent Money Day Totaled  Cum. Tot.
Amount Amount Amount Amount Amount Amount

Xfi/Move: Account Comment Xfr: Work Rule
6/7/2016 12:00 AM Regular 8.00 8.00

Page 1




REPORTS

SELECT REPORTS CHECK REPORT STATUS |

o epor || oo

— Favorites i

Iy Emp

- HOURS BY LABOR ACCOUNT
— Al

Absent Emp

al Balances and Projecti Description Dizplays money/hours/wages for each labor account in which employees accrued hours. The report totals money/hours/wages for each labor account by pay code.

People All Home and Transferred-in Edit ﬁ

Time Period Current Pay Period

) ActualiAdjusted  show hours worked in this period only.
Comments
Employee Hours by Job Pay Codes Available

Usage - Salary
‘acation - Salary

. 2nd Shift Sick Usage - Hourly

Employee Sign-off 2nd Shift OT \acation - Hourly
Employee Transactions and Totals 3rd Shift
3rd Shift OT
Comment Onky
Funeral Leave-Hourly
Funeral Leave-Salary
Holiday - Hourly
Holiday - Salary
Hours by Labor Account Holiday Worked Regular

Employes Hours by Labor

Exceptions

Holidays

Output Format Adobe Acrobat Document(.pdf)




Manage My Department

REPORTS

| =
Report Hame Dateln % Date Done ‘

Hours by Labor Account 61320156 1:.41PM GM32016 1.42PM | Complete:
Time Detail B/13/2015 1:05PM 6/13/2016 1.06PN




Huurs by Labor Account Data Up to Date: 6/13/2016 1:42:05 PM
Executed on: 6/13/2016 1:41PM GMT-04:00

Printed for: Supervisor

Time Period: Current Pay Period

Query: All Home and Transferred-in

Pay Codes: (4): |Regular|Overtime|Sick Usage - Hourly|\Vacation - Hourly|
Actual/Adjusted: Show hours worked in this period only.

Money Hours Days
PAY/0019780/390389/1655/-/-/-

Regular $0.00 550 0.00
$0.00 550 0.00

PAY[6411240/390389/1088/-/-/-
Overtime $0.00 20.00 0.00
Regular $0.00 16.00 0.00
Totals: $0.00 36.00 0.00

PAY6411240/3903891360/-/-/-
Regular $0.00 40.00 0.00
Sick Usage - Hourly $0.00 16.00 0.00
Vacation - Hourly $0.00 24.00 0.00
Totals: $0.00 80.00 0.00
Totals for PAY: $0.00 121.50 0.00
Grand Totals: $0.00 121.50 0.00

Pay Code Summary Money Hours Days
Overtime $0.00 20.00 0.00
Regular $0.00 61.50 0.00
Sick Usage - Hourly $0.00 16.00 0.00

Wacation - Hourly $0.00 24.00 0.00
Grand Totals: .00 121.50 0.00




REPORTS

SELECT REPORTS CHECK REPORT STATUS |

T
Create Favorite Duplicate Favorite Delete Favorite
Favorites g

ite:

"

— Al
TIMECARD SIGN-OFF, REQUEST AND APPROVAL
Absent Employees
rual Balances and Proj

rual Detail Description Dizplays audit information related to Timecard Sign-off, Timecard Approvale, and Overtime Requests and Approvals.
time frame. The information includes the date and time, and the user who performed the action.

People Al Home and Transferred-in - ﬁ

Time Period Current Pay Period

Output Format  Adobe Acrobat Document(.pdf}

Employee Transactions and Totals
eptions

Holidays

Hours by Job

Hours by Labaor

Timecard Sign-off, Reguest and Approval




# Manage My Department

REPORTS

EELESEOCDORTS | | CHECK REPORT STATUS

View Report Refresh Status Delete

Report Name Dateln % Date Done | Status
Timecard Sign-off, Request and Approval 6/13/2016 2:13PM 6132016 2:15PM Complete
Hours by Labor Account 8132016 1.41PM BM 32016 1:42PM o
Time Dretail 81372016 1:05PM 8132016 1:06PM Complete




Executed on:
Printed for:

6/13/2016 2:13PM GMT-04:00

Timecard Signoff, Request and Approval Audit Trail

Supervisor

Time Period:
Query:
Database Time Zone: (GMT -05:00) Eastern Time (Applies to data in Edit Date/Time column)

Current Pay Period
All Home and Transferred-in

Action Taken

Name: Employee 1

Approval by Manager

Approval Removed by
Manager

Approval by Manager

Approval Removed by
Manager

Name: Employee 2

Approval by Manager

Approval Removed by
Manager

Approval by Manager

Approval Removed by
Manager

Effective Date

6/19/2016

6/19/2016

6/19/2016

6/19/2016

6/19/2016

6/19/2016

6/19/2016

6/19/2016

Reason

Start Time

Comments

Amount

1D:

1D:

Edit Date/Time

400077

6/8/2016 11:45 AM

6/8/2016 12:06 PM

6/8/2016 2:39 PM

6/8/2016 3:00 PM

400081
6/8/2016 11:45 AM

6/8/2016 12:06 PM

6/8/2016 2:39 PM

6/8/2016 3:00 PM

Supervisor

Supervisor

Supervisor

Supervisor

Supervisor

Supervisor
Supervisor

Supervisor

Server Client

Data Source

itent- 141.218.177.242 Group Editor

kweBt1.wade wmi
ch.edu

itent- 141.218.177.242 Group Editor

kweBt1.wade wmi
ch.edu

itent- 141.218.177.242 Group Editor

kweBt1.wade wmi
ch.edu

itent- 141.218.177.242 Group Editor

kweBt1.wade wmi
ch.edu

itent- 141.218.177.242 Group Editor

kweBt1.wade wmi
ch.edu

itent- 141.218.177.242 Group Editor

kwecat1.wade wmi
ch.edu

itent- 141.218.177.242 Group Editor

kweBt1.wade wmi
ch.edu

itent- 141.218.177.242 Group Editor

kwcBt1.wade wmi
ch.edu




REPORT3

SELECT REPORTS CHECK REPORT STATUS |

Absent Employees

Accrual Balances and Projections

*Favorite Report
Accrual Detail
Actual edule by Job Author's Remarks
Actual ve. Schedule by Labor A

Comments. . . .
This Favorite Report is based on

Employee Hours by Job

—
Employee Hours by Labor Report  Time Detal

Employee Sign-off
) Description Displays detailed data about each employees punches, duration, and pay code edits. Summary data i
Employee Transactions and Totals code only (separately listing combined pay codes).

Exceptions : People AFSCME- Cust LS, Maint - m ﬁ

Holidays Time Period Current Pay Period

Hours by Job
Ho
Hours by Labor »

Show hours worked in this peried only.
Missing Employees = P by
Organizational Job Configuration Default -

Pay Codes Output Format Adobe Acrobat Document(.pdf)




™ Manage My Department
Reports -

REPORTS

Create Favorite Duplicate Fa rorite Delete Favorite

Favorites

My Employees FAVORITE REPORT

*Favorite Report WMy Employees

All

Accruals

onfiguration Author's Remarks Tele me hours

Rol-Up Genie A
=cheduler Data Link hitps.: fitent-kw cBt1. wade. wmich.edu/w fc/ReportServiet?fav_id=-543331788961537722328318617965191211642

Timecard Report Link https:Mitent-kwcBt . wade. wmich edufw fcfapplications/wchireportRunner do ? formaction=REPORTING. action.doVig
Working Time Directive
This Favorite Report is based on

. Report  Time Detail

Description Displays detailed data about each employee’s punches, duration, and pay code edits. Summary dat
code only (separately listing combined pay codes).

People All Home and Trans ferred-in - m m

Time Period Current Pay Period

Page Break between Employees No

-

ActualiAdjusted Show hours worked in this period only.

Sort by Default -

Output Format Adobe Acrobat Document(.pdf) «




KRONOS TIMECLOCKS



Kronos
timeclocks are
available for
departments to
engage for their
hourly student
employees to
report time.

=4 KRONOS



It can be as
easy as this to
use.

If you would
like more
Information
about Kronos
Timeclocks
contact Payroll.




£4KRONOS' |

Call us at 269-387-2935.
Email us at payroll-dept@wmich.edu




Salaried employees are paid automatically. This includes both
salaried students (Graduate Assistants) and other salaried
employees. While salaried students are included in KR the other
regular salaried employees are not.

If there comes a time when a salaried employee needs to have
reduced pay or not be paid, please contact Payroll directly at 269-
387-2935 so we can work together to make sure your employee is not
paid, or paid the correct amount for that pay period.

Sick and annual leave for salaried employees is reported In
Peoplesoft in the SM Leave Used Panel.



SM LEAVE USED ENTRY



WMU - SM Leave Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value ‘

v Search Criteria
Company  begins with ‘
Pay Group | begins with
First Name | begins with
Last Name | begins with
Empl ID | begins with
Organization Code | begins with

Pay Period End Date 073172021

' . ) . .
‘ Basic Search [E@° Save Search Criteria




Company Pay Group First Name Last Name Empl ID Organization Code Organization Name Pay Period End Date Approved

e | o | Y Payroll & Disbursement Office  07/31/2021 N

—— 7 PAY Payroll & Disbursement Office | 07/31/2021 N




WMU SEMIMONTHLY LEAVE USAGE

Leave History Report

The Leave History Report may be used by
Timekeepers or Administrators to list a
historical view of leave time used for
semimonthly employees




Semimonthly Leave Usage

Log into PeopleSoft then go into SM Leave History Report:

Favortes  Man Menu
- b

Search Menu:
s
Self Service 4
Recuiing ’
Workforce Administration ;

Benefis
Compensation
Payroll for Morth America

1 Employes/Depandent Information

3 Review Employee Benefits

1 Enrcl In Benefts

[ Maintain Primary Jobs
Manage Leave Accuals

Workforce Development

k
4
3
4

Crganizational Developmer
Enterprss Laarning

Set Up HRMS 4
Enterprise Components '
WMU Workflov '
Worklst 4
Tree Manager g
Reportng Tools d
PeopleTools 4
My Personalzatons

My Dictionary

N rirrroror o rLr Q@




Semimonthly Leave Usage

***If this is your first time creating a history report you will need to create a
Run Control ID (unique job identifier) that can be reused each time you run a
report. Follow the log in procedure above. Click on “Add a New Value”:

WMU - SM Leave History Report

Find an Existing Value Add a New Value 2

Limit the number of resultis to (up to 300): (300
Run Control ID: begins with ~ |

] Case Sensitive

Search Clear

Basic Search @Eﬂl Save Search Criteria

Find an Existing Value | Add a New Value




Semimonthly Leave Usage

You should see this screen: Create a Run Control ID (unique

job identifier) that identifies

what process you are doing.
WMU - SM Leave History Report

We would suggest SM_History
(no blank spaces are allowed).

Find an Existing Value Add a New Value Then click “add”. This run

control can be used each time

/ you run the report.

Run Control ID:| <—

Find an Existing Value | Add a New Value

If you have multiple run controls select your run control from the
search results or you will go directly to WMU Run PR111.




Search Results
’VlewAll First 1-30f 3 Last]
Run Control ID Language Code

SM_Audits English

S ir De Enaglish
< SM Hist English
——

Once you have created a Run Control ID it can be reused. Type it, or any part
of it into the box, click “search”:

Favgrtes Main'Menu > Benveﬁts > Manage Legve Accruas > WMU - SM Leave History Report

WMU - SM Leave History Report

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Yalue Add a New Value

Limit the number of results 1o (up to 200). 300
Run Control ID: begnswith ~ | SM

[ Case Sensitive

Clear | Basic Search [&F Save Search Criteria

Find an Existing Value | Add a New Value




The WMU Run PR111 report will appear:

u

Run Control ID:  SM_Hist Report Manager Process Monitor B

Ciner W metame

i’ Leave Blank for Al

Begin/End Dates:

Empl ID: |

M “Begin:
Company: o,

06/08/2015 [3 *End:|06/14/2015 [5)

Organization Code: .

) Save b RetumtoSearch t | PreviousinList 4 | Mewinlis ] Notify EhoAdd.| |5 lipdateDisplay,|

Enter the appropriate information, including beginning and ending dates
for the report you want to create, click on “Run”. You can run this report
for one person by entering their Emplld number or leave blank for all.




The next screen you will see is the Process Scheduler Request. The first time
you go here you might need to change the Server Name to “PSUNX”, check

the select box and make sure your “Type” is web and “Format” is PDF. Click

ok.

Process Scheduler Request

User ID: harveyp

Server Name PSUNX

Recurrence:

Time Zone: ’
Process List
Select Description
Semimonthly Leave History Rpt

e

Process Name Process Type

Run Control ID: SM_Hist

Run Date: 06/24/2015 @
Run Time: 4-43:29PM Reset to Current Date/Time

*Type "*Format Distribution
Web v PDF + Bistribution

WMUPR111 SQR Report



Click on the Process Monitor

Favgrites ' Mah'Menu > Bensfts » Manage Legve Accruals > WMU - SM Leave History Report

Run Control ID:  SM_Hist Report Manager Run |

Process Instance:921606

L ——— L S————————

Leave Blank for All

Begin/End Dates:

Empl ID: 555555
S *Begin:
Company: @ =

06/08/2015 [ *End: [06/14/2015 [3

Organization Code: ACKSCH @




“Success” means your report is ready so click on Details:

l@ﬁ. Server Lis

View Process Request For
User |D:‘|’1EIWEUD %Type; v Lt v |—gg Das v =’ s

Server. * Name; ‘ %Instance:‘ lu‘

Run » Distribution v Save On Refresh
Status; Status;

Process List Customize | Find | View 100 LE | T Last

Select Instance Seq. Process Type ziﬁﬂ User  Run DatelTime s Loy Details

C 914670 SCR Repor WNUPRTI harveyp 0612412015 443 26PN EDT




Click on View Log/Trace:

Process Detail

Instance: 921607 Type: SCR Report

Name: YWMUPR111 Description: Semimonthly Leave History Rpt
Run Status: Success Distribution Status: Posted

Y e process

Run Control ID: SI_Hist Hold Request

Location: Server Queue Request
Cancel Request
© Delete Request
Restart Request

(Date/Time ____________________ JAcos |

Request Created On: (7/14/2015 12:50:02PM EDT Parameters Transfer

Server: PSUNX

Recurrence:

Run Anytime After: (07/14/2015 12:49:57FM EDT Message Lo
Began Process At (7/14/2015 12:50:12PM EDT
Ended Process At: (07/14/2015 12:50:17FM EDT




Click on the PDF file:

View Log/Trace

Report ID: 650901 Process Instance: 921606 Message Loqg

Name: WMUPR111 Process Type: SQR Report

Run Status: Success

Semimonthly Leave History Rpt

Distribution Details

Distribution Node: RPT DISTNODE1 Expiration Date: \10.-"12.’2[}15 ‘

SQR W 921606 1o 1,887 07/14/2015 12:50:17.24507/PM EDT
wmupri11_921606.PDE 1,982 07/14/2015 12:50:17.245077PM EDT

wmupri1 _out 1,053 07/14/2015 12:50:17 245077PM EDT

*Distribution ID

User harveyp




Sample Semimonthly Leave Usage History Report

WESTERN NICHIGAN ONIVERSITY
Report ID: WNUPRLLL SEMINONTHLY LEAVE USACE HISTORY REPORT Page No. 1
Run Date 07/14/2015
From 08-JUN-2015 through 14-JUN-2015 Run Time 12:50:13
SICK SICK VACATION ~ VACATION  HOLIDAY FUNERAL NECESSITY
COMPANY PAYGROUP RN ID ORG (D EMPLID  NAME BALANCE ~ TAKEN  BALANCE TAKEN TAKEN TAKEN TAKEN

WU SMl  SMISL2 DAY Bronco, Buster 0.000  11.89 0,000 0.000 0.000 0.000

ORG TOTAL 0.000 0.000 0.000 0.000 0,000

0.000 0.000 0.000 0.000




Forms

ACCOUNTS PAYABLE DISBURSEMENTS
PAYROLL {OLL AND DISBURSEMENT FO
FORMS Taxes

MY PAY + 8233 exemption from withholdin

PAYROLL CHOICES . FICA and retirement withholding waiver

PAY SCHEDULE
+ [A W4 Battle Creek

SEMIMONTHLY PAY CONVERSION
FOR SALARIED EMPLOYEES « [ W4 Detroit
TIMEKEEPING . W4 Grand Rapids

DIRECTORY - [A W4 Lansing

CONTACT US « [3 W4 Muskegon

. W4 withholding certificate for Michigan

Payroll and Disbursements Timekeeping

Western Michigan University . )
Kalamazoo MI 49008-5250 USA + & Approval delegation form

. Create | eave History Report Instructions

.

. Kronos java set up guide

. Kronos user guide

. Reporting Resources at WMU Presentation Slides

. Semi-monthly correction form



http://www.wmich.edu/payroll

QUESTIONS?



£4KRONOS' |

THANKYOU FOR COMING

Remember that Payroll is here to help.
et us assist you with time solutions.

Call with guestions at 269-387-2935.
Email us at payroll-dept@wmich.edu



mailto:payroll-dept@wmich.edu

