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HomeScreen Overview

Logging On

When you start the Kronos Mobile app, your
device connects to your organization's
Workforce Central server. Log on using your
existing Workforce Central credentials.

[CONON

Context

Tap to change the Time Period you are viewing. All
information you view will be in this context until you
change it.

Alerts

If there are matters requiring your attention,
they will appear as alerts. Tap the Alerts icon
to view all of your alerts.

Location
Tgsks . - B Tap to view your current geographical location, and assign
Simply tap a task to drill down and view its — it a context (HyperFind and Time Period). In future, that

details. Scroll down to access more tasks. ; context will be used whenever you are in the location.
Depending on your role, some tasks may not s

be accessible. .
More Options

Tap to access additional options, such as Refresh, which
Offline Mode update the screen with the latest data from the server. It's

If you cannot connect to your server, tap here a good idea to refresh after making edits.
to enter Offline mode. Any edits you make will

upload the next time you are online.

Manage Timecard Exceptions
Marking Exceptions as Reviewed
———— Some exception types cannot be resolved in Workforce
F - Mobile, but must instead be resolved from your PC. In this
case, you may have the option to tap Reviewed to mark
_n On the main screen, tap the exception as reviewed. Exceptions are removed from

Timecard Exceptions. the list when they are either resolved or marked reviewed.

KRONOS

® o
—E Tap a name to view that

[Fed= 302 P EEL employee’s exceptions.
~® Exceptions
Bliss, Amna ¢ S fi - ™
-— Y
Cole, Robert 4 ® ==
Davis, Jeff 2 Tap an exception to
4 = 302 PM EEX] review its details.
< Back Bliss, Anna
Jul 11, 2011 -
. oo |
Jul 14,2011 O (—
Missed In-Punch
3:00PM - 11:30PM |5°d 3:02 PM 7 3 @)
?0:)::-“:15;:M Cancel Resolve Exception
. . C/ * o Bliss, Anna
Timecard Exceptions Count S o
N S - ,
The count under Timecard | e =
Exceptions tells you how many o °©
employees have exceptions that . R I
need your review.
Comment
Exception Count
The number next to each 1
employee’s name tells you how
many unresolved exceptions
that employee has.
ﬁ Your options for correcting the punch depend
on the type of exception. In this example, J

you can manually enter a time, or tap the
icon to enter the scheduled punch time.
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Manage Requests

£ =

KRONOS O rm— |
On the home screen, tap e =L
M: R

Manage Requests. SEUSTRE-

Selective Approval / Rejection . ot nshi
q . Shift S s, A Shift Sy
As an alternative to approving or (] © owi st reuesdtoryzis >
rejecting one request at a time, Sopened| el n 2GR Z00
tap here to enter a mode in Open Shift - Request An Open Shift
which you can select multiple o o M e e
302 PM requests of the same type for

. Request To Cover - Schedule Request ..
Manage Requests action. ) Adams, Michael, requested for 4/1/16)

tt

Then tap an action to apply that
q Availability - Ch: Availabili
action to all selected requests. [ e ke entewie. >

Request To C{
Adams, Michafl, requested fr 4/1/16 >

v Reject Approve
Time Off - Glopal Time Off|
(1] ?aws_ “J:'" ‘rv7 f.cs‘led 10(:3, .|s‘ . > Search 4
) If the list of requests is overly
Time Off - Glopal Time Off|
@ Davis, Jef, reclested for 37§16 * > long, you can tap here and start
Sort Requests vy el entering text to search on. The
Tap to alternate between shift Swap - dffer A Shift Swap list of requests will narrow as

@& Davis, Jeff, reqliested for 3/21/16 >
Approved | Subrfitt 31200 ar

you type.

sorting request by most recent
or least recent submission SOEEIR Eop e —

date. Adams, Michadl, requested for 2/10/16

Filter Requests — Selecta request K

Tap to enter a set of criteria, . .
from the list to view

then tap Apply. . - * — 1
. its details.
Only requests meeting your — .
criteria will appear in the list. = 802 PM 7iB
o <« Manage Requests i

Sort on a specific range of f =
Request or Submit dates, on a

specific type of request (Time

Request Shift

. Request A Sh

Submitted
@ ==

Off, Request to Cover, etc.) s oy e Davis, Jeff
and/or a specific Status a Mariage Raqueats tals/Hosp B/Floor 1/ER/AN
(Pending, Submitted, etc.). eseco Verizon F  9:69 AM 70 sox mm Shift

A Manage Requests

Requested Segment

Shift Swap- Offer A Shift Swap " .
( —d [J @ oavis, Jeff, requested for 3/21/16 > Additional Options 800 am- 11:00 am (3H
. 0 Approved | Submitted on 2/1/16 at 12:00 am Tap to see additional
x More Actions v actions you can take, such Ly Retract  Approve
[Foa = 302 P 73 @ as adding comments to

E Manage Requests the request.

‘ Add Comments ) j

Submit Date
Start Date End Date
[ w25 v ‘ | 61716 v I | é Review the details of
‘ the request. Your
e j available actions will
| AnRequess d appear at the bottom of
Stats the_ request. The
s | actions you can take
atuses v
depend on the type of
Defaults Cancel _ Apply request being reviewed.

J
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Manage Timecards

Approval Count

The count under Manage
Timecards tells you how many
employees have approved their
own Timecards.

Sorting Options
Tap to sort the list of employees by
the criteria you specify.

Name sorts the list alphabetically.

Exception moves employees whose
timecards have exceptions to the
top.

Overtime Rule Violation moves
employees with violations to the top.

Employee Approved moves
employees who have approved their
own timecards to the top.

Swipe Approval
To quickly approve an individual

timecard without viewing details,
you can simply swipe left and tap
Approve.

—n On the home screen, tap

Manage Timecards.

Manage Timecards

1

Current Pay Period
Benson, Sarah
Bliss, Anna
(ot 430 o0 A
Cole, Robert A
o A
Davis, Jeff
Jefferson, David -
Approve Clean
.

J

Manage Timecards

it

Current Pay Period
h »
>
Bliss, Anna
Yotat 430 20 A
Cole, Robert
Davis, Jeff
Totat 343 A
Jefferson, David -
Approve Clean

)

yJ

More Options
Tap to access a menu of additional
options.

Tap Refresh to retrieve the most
current data from the database.

Tap Hyperfind to select a specific
group of employees to view.

Tap Legend to see what each of the
informational icons mean.

Selective Approval

As an alternative to approving one
timecard at a time, tap here to enter a
mode in which you can select
multiple timecards for approval.

Then tap Approve.

Approve Clean
Tap to approve all Timecards that
have no potential issues.

Timecard Details

Tap a name to view that employee’s
timecard (and approve it individually,
if you choose).

List / Map View
Click to toggle between viewing
a list of punches and a map

showing the GPS locations of
each punch. Found in the
bottom left-hand corner of the
timecard

Add or Edit Time

While viewing a
timecard’s details, tap a
punch or pay code to edit
it, or tap a date to add a
punch or pay code to that
date.

£4 KRONOS
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View Schedules and Staffing

- On the main screen, select List / Calendar Toggle ( -
e — i Scheduling or Staffing. Tap to switch between a list view ® =
| (pictured here) and a calendar view.
—f—— In the calendar, selecting a date Pod = 3:02 PM 73
KRONOS ( - indicates the number of shifts “® Staffing
® — | scheduled for that date. , ) T
‘omorrow | ...ne Sets Night | ...me Locations
Fod = 302 PM 73 = e 400 400
s Schedules Schedule Details Clork 10118
Tap a date in the list or calendar to wp o0
{ < Sunday 06/05/2016 > view the details of a shift or time off.
| 12:00 AM Start Time Tech 10/10
Codk, Cassidy ‘m‘m;“;‘: Asst 10/10
— Flotps, Linda ‘m:":m< Sort Order . . L.ME;I.:Kr'B;hmn/F.a(.My101 400 t00
Tap to sort the jobs by Location or 1orto
Flaps, Popton o by Unit.
r— 10/1.0
Garfia, Christian 200AM-T:00AM
Unit B/Clerk
® (VIR
Horandez, Jodie 1acTIOM Coverage
Unit A/Glerk . .
Open the view selector to display
Herhandez, Zoe 1 2:00AM-6:00AM -
v ' Ut BrTech coverage as Variants or as Counts.
j it (VI - ] /

J

Sort Order
Tap to sort the schedules by Start
Time, End Time, or Job.

Respond to Alerts

KRONOS

Alert Count

The count next to the Alerts
icon indicates how many alerts
you have.

[Poa = 3:02 PM =7 3 ]
®

10:01AM
1011672013

10:12PM

= Low Priority

Medium Priority

o High Priority

Edit

Tap when you are done reviewing
some or all of your alerts. You can
then either Delete All or select
individual alerts and tap Delete.

so0am Alert Details

i Tap an alert to view its details.
Depending on the type of alert, you

" may be presented with options for

s responding to the alert, or for opening
it another part of the app for further

- action.

V]

Sort toggle

Tap to sort the alerts by Time
received or by Priority.
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