Kronos Desk Aid

Posting the Telework Work Rule

Start Stop View

1. | Loginto Kronos and navigate to timecard.

2. | Timecard appears.

Click in the Transfer column for the in- and out-punch day for when the Telework occurs.

Pay Code Ameunt In Transfer Out

- T:00AM | ~ | 400PH
Sat 3114 - -

Sun 315 - -

Mon 3/18 - 7:00AM ~ | 4:00PM
Tue 317 - 7:00AM ~ | 4:00PM
Wed 3/18 - 7:00AM ~ | 4:00PM
Thu 3419 - 7:00AM - | 4:00PM
Fri 3/20 - 7:00AM ~ | 4:00PM
]| & | sat 321 - -

3. | Search in the Transfer field.

Select the dropdown in the Transfer field and click search.

Date Pay Code Amount In Transfer Out

|| Fri3r3 - T-004M w | 4:00PM
|| sat3ms -

|| Sun 315 - -

|| Mon 3186 - T:004M w | &00PM
|| Tue 317 - 7:00AM w | £:00PW
|| Wed 318 - 7:004M - | 4:00PW
|| Thu 319 - T:004M - | 4:00PM
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The Select Transfer window appears.

Under the Work Rule section, click on <None> and then type “TEL”.

|23 Select Transfer

Labor Account
Name or Description:

! =3 ==

Available Entries: ® Alias

) Department
) Jobcode
O Misc
) Reason Codes-Edit
O Approvers
+ O Location

<None= -

Selected Transfer

o | concel Jrchrest | rico |

The list will display based on the first 3-characters. Or click on dropdown arrow to scroll
to the TELECOMMUTE work rules. Select the appropriate work rule from the dropdown.

Work Rule
TELECOMMUTE-NO-OT-NO-NT-K00 -
TELECOMMUTE-NO-OT-NO-NT-K00 j

TELECOMMUTE-NO-OT-NO-NT-M30
TELECOMKMUTE-NO-OT-NO-NT-KE&0
TOP-TRHG OFCR PREM 31.12-REG HRS

To return to the timecard click m

The TELECOMMUTE work rule will populate in the Transfer column.

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

Date Pay Code Amount In Transfer Out
Fri3/M3 - T:00AM ;TELECOMMUTE-NO-C | 4:00PK
Sat 314 - -
311 &l sun3ns -

-

Click Actions > Calculate Totals.

@ mlpu_nch' Amount ¥ Accruals * Comment ¥ Approvals * Reports «
Refresh Pay Code Amount In Transfer Out
Fri Refresh Data - 7:00AM ..NO-OT-NO-NT-M00 ~ | 4:00PM
sp Calculate Totals - -
Sy Print —=» - -
Wd Print Screen — - 7 00AN - | &00PM
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Click Save.

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

Totals & Schedule reflects the TEL for 8 hours.

TOTALS & SCHEDULE | ACCRUALS | AUDITS

Al -

’ Pay Code !
REG-Regular Hours Worked 720
TEL-Telecommuting 8.0
TOTAL ACTUAL HOURS POSTED &0.0

Amount
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