Timecard Filter

Log in to Kronos. Click on Timecard.

Approving Time Worked in Your Building

Timecard | Schedules | People | Accruals | Aftendance | Leave | View Jobs
Genies Genie SUPERUSER Show
l Position tu| | E Time Period | Cument Pay Period ¥
Actions Timecard - People = Comments  OT Equalization Accruals - Attendance - Group Ed
14 Badge Employes Last Punch Missing
Mame MNumiber Mumiber Date Punch Approval
TEST FOR IT OMLY 111111111 111111 120915 (1]
TEST, SAMPLE new 123456785 123458 112616 1 0
TEST, LUNCH FEIFTITY FTFTIY 10816 o
TEST, DRIVER 555555555 555555 10515 0
TEST, ARSENAULT 186155000 18615599 1NZIN5 o
TEST, HAMKS 154738000 1047385 0
TEST, HAWRYS 354215000 3542158 62314 1]
TEST, ZIMMERMANM 477472000 4774725 112816 1 0
TEST, TINGLEY SEEIED000 SEEIEG0 BIDEM5 1]
TEST, BORA test 671320000 6713209 &M11M15 0

Click on Timecard Filter from the drop down options.

The following screen will appear. Click the magnifying glass on the manager line and search for your manager
number (notice your building number is the last two digits in the manager number. Make sure the button for
Worked is checked. Set this up one time only.

Click on Save and Apply.
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This is a list of people who “worked” in your building that need time approved. Their “home” building should be
their primary position (i.e. driver) and they are working as a lunchroom supervisor in your building.

Genies Genie SUPERUSER Show
Position to || | EZY Time Period | Cument Pay Period ¥
Actions + Timecard + People » Comments OT Equalization  Accruals +  Attendance -  Group Edit
14 Badge Employee Last Punch Missing
Mame Mumber Number Date Punch Approval

TEST FOR IT ONLY 111111111 111111 12/08M 5 o
TEST, LUNCH 2337777 273277 1/06M6E 0
TEST, DRIVER EEESEEEES 555555 10MEMSE (1]
test midd last 999090950 G990509950 142818 1 H
TEST, =BDOT &80 999123456 999123 &M0oMs o

Open the employees’ timecard. Click “select” and “select all” in the employees’ timecard and then Actions,
Approve. Notice the labor levels in the column to the right.

You should only be able to approve time worked in your building for this employee. If you can approve other time,
notify Linda Loewen (ext. 60132). She will contact the employee and review the transfer instructions.

Leave the remaining time for their other administrator to approve.

Timecard Mame & IDVBadge TEST FOR IT OMLY AT T
Positiontodate| | ] IEN Time Period 1/16/16 12004 - 1/29/16 11582  {Timecard Fitter is active)
Return Select =  Actions - New  View - Punch -  Opfions «

Actual Actual Actual
Day In Date In Time Out Time Punch Hours Pay Code

B3 | Monday 111816 B0DA 8.00 HOLNW
B3 | Tuesday 11918
B3 | Wednesday 120016
B3 | Thursday 12116
B | Friday 1422116
B3 | Monday 1125186
E3 | Tuesday 1/26/16
B3 | Wednesday 12716
B | Thursday 112816
B | Friday 112818

If you do not see an employee on the list that works in your building, contact Linda Loewen at extension 60132.

Next time you log in to Kronos, check this box to activate the filter.

Timecard | Schedules | People | Accruals | Attendance | Leave | View.Jobs
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