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Basic Navigation

Loggingon to Kronos

The Workforce Central logon page provides access to all features ikrdhesWorkforce Timekeeper
application to which yotnave been given access.

To access Kronasse the button on your Back Office Computer or Go To
https://midcounties.kronos.net/wfc/logonThiswill take you to the logon page.

KRONOS®

®
Workforce Central version800

User Name

Password

Logging on tdkronosWorkforce Timekeeper
1. Access théavigatorlog on page.
2. Enter youruser nameandpasswordin their designated fields.
Your Use[ Name apdA Password is the same as your PersonAaI PC Log On. @IIAcovIIeagues ,WhO cgrren:[ly
R2yQu KIFIgS | 23 2y gAftft 0S LINPIOARSR G6AUK UKSANJI
3. Click the righfacing arrow or press thEnterkey on the keyboard.
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Using the Inactivity Timeout

The inactivity timeout screen appears if there is no user activity, such as sagegrohing, for a set
lengthof time.

When the timeout warning appears, cli¥lesto continue. If you are finished with your session, dhick

Warning

Wour session is about to time out.
Do youwant to remain logged in 7

[ Yes l l Mo

Sgning Out

SigningOut of Workforce Timekeeper:
i Closes your session
9 Signals to the application that you no longer require access to any of its components
1 Prevents other people from accessing your information

To log offKronosWorkforce Timekeeper, click ti&gign Outink.

Example:

KRONQS e jJones
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Basic Navigation
After you log on to the application, yottomepageappearsThis is called your Navigator.
Parts of a Navigator

Navigators have many differeparts. Eactpart of a navigator either provides you with information or
helps you to perform a task.

Active Workspace Alerts Carousel Search
Name / §ign Out l l

KRONOS | toxoson

Genies imiﬂi Schedules iﬁiﬂi . -
Daily Exceptions + Loaded: Current Schedule Peri ~ /(32 | All Home Locations ~ | Edit é}
Current Pay Period - |&: Colleagues with Exceptio.. | = Edit Rl
Loaded 13:37 i+ ®-| W- A\
iii+ i \,/ i 0 D i A?;:‘;:; ;Ez‘ﬂumrv m-"b\uy Sorting -AmeJ
S, e O e [ -
. - El',"‘ly o dome. ::’_‘ w E;"" " By Emploype e @ 23/7-29/7 \ |
Name D sh. L. LS M T WTF s l:] QuickLinks
Open Shifts - E] Reports
Robinson, Max MARO1 0:00 ol S
1Smith, Ann anso1 | 0:00 /c. E] Timecards
Ismith, April APSO1 0:00 T E e
Ismith, Ben BESO1 0:00 /. C. l:]
o - e i Calendars Ol Style
‘c Indicators E] Weekdy Wizard
) \:] Kronas KnowledgePass £y
Al 4 Staffing Assistant  Coverag Metrics  Rule Violations .
Related Items Pane
Widgets
Screen Area Description
Active A horizontal area at the top of the navigator that displays the currently opened
Workspace workspaces as tabs. Click the Refresh icon next to the title to reload the wogkspi

Name/Sign Out | Identifiesthe user and provides a link to log out of navigator.

Alerts Displays issues thé#ttat require yourattention.

Carousel Container for one or more workspaces (Note: Carousel appears only if you have
assigned another workspace in addition to your honarkspace.)

Search Click to open the Search widget

Workspaces A work area made up of one or more views and the Related Items pane.

Widgets A workspacean have one or moreiews. Views are holding areas for widgethich
are the taskoriented toolsyou useto view data and perform actions. In this examp
there are two views, and each one currently holds a widget. When you need to v
with a different widget, you can swap it into either view
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Using the GoTo ContréWidget

TheGoTo control willnavigateyou to other widgets withithe workspacea. i.e. Timecards

/@ bin-smmmiapnes %Y

_ ; 1 Selected

Current Schedule Period

« ™ Goto widget
! My Audits
My Timecard
1 Reguests
4 Timecards
Exceptions

Reports

* Go to workspace

Workspace Tabs
Each active workspace gets its own tab. You can switch back and forth between workspaces by selecting
the tab you want to view.

A Manage My Department @ My Information |

L e

Loaded: 1:13PM  Current Pay Period -

=] o

Approve Q Accruslz Print Refresh
Timecard Actions Timacard
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Your Homepage

KRONOS

Max Robinson
Sign Out

—mme My Department
[/ [ER\:

fchedules [
W, *
Daily Exceptions ~ lj?ad_ed Current Schedule Period = (22 All Home Locations Edit @
(Currenl Pay Period H E \ with Exceptio.. E g T
Loaded 13:37 i+ ® N -
i 7 v oz o
SelectAll  Coh Fi M Refresh sh GoTo
G seestion . sctons o - : & B [» =
—
People Editor
By Employee 23/7-29/7 ‘:I
Name D sch. L, S M T WTF s ] quideuiis
Open Shifts ‘:I—
| Reports
Robinson, Max MAROT | 0:00 S
Smith, Ann ANSO1 | 0:00 /e | (e
ith, Apri APSO01 0:00 T. =
Smith, April APSC ( | Tnbox
Smith, Ben BESO1 0:00 /. C
: —
. ‘ Calendars Old Style
/I < Indicators Weekdy Wizard
\; ‘ ‘ ‘ | | ‘ ‘ | ﬂ| |:| Kronos KnowledgePass
Sraffing Assistant  Coverage  Metrics  Rule Violations

1= Exceptions Genie T shows a list of colleagues with exceptions (missed
punches, absence or late out/Early in) on their timecard for the current week

2 = Schedules Widget T the current schedules for your colleagues

Alerts

Exception Alert

Use the Daily Exceptions
Genie to manage this
rather than the alert

RequestAlert

Indicates there are holiday
requests awaiting approval
or open shift requests
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OpeningWidgets

Within any workspace, you can access widgets and activate them by bringing them into your active
workspace. To open a widget:

1 From the Related Items pane, select a widget OR click a widget and drag it into your

active workspace.
+> :
e Closing the Related Items
b4 Pane

Click the right arrow to close the
Related Items pane. When closed,
Activating a Widget click the left arrow to open it.
There are two ways to activate a
widget in the Related ltems pane D Exceptions
To add it to the current workspace,

drag it out of the pane and release _,—> [ croup Edit Results

it over a widget in the workspace.

a

Active Widgets

To work with the widget i_n a 4 D FHmemm Widgets already in an open
temporary wqufspgcg, click the D Actions workspace appear grayed out in
widget while it is still in the pane. widget list.
To close that workspace later, lj Schedules
hover over its tab and click the
Close (X) button. [ ] Reauests

[j Inbox

[ epons

Maximize/Restore Icons

Click to expand a widget in a primary view to its maximum size. (This will temporarily hide any other
widgets.) Click again when maximized éstore to the original size.

Accessing Support in the Application
You can access support directly from within Kronos

.UsingHelp:
Help is your tool for oithe-job support.

1  Use the Contents tab to scan through the table of
contents for the applications(s) in the suite that you are using.

E Reports

Schedule Group Multi-
Line

1  Use the Search tab to search for a specific topic of
interest.

Work and Absence
Summary

G Kronos KnowledgePass

| neip
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Your Daily Exceptions &hie

Your Daily Exceptions Genie provides you with a quick view of any exceptions on a colleague's timecard
for the current weekYou must action these exceptions.

The default view will be set tourrent pay periodExceptions should be dealt with daily.
Black Tick= Exceptiorio be reviewed

Green Tick=Reviewed:xception

A Manage My Depatment ™

Genes IO

Daily Exceptions =

Loaded 11:49 | 25/8/2017 -01/7/2017,5.. | = || 222 Colleagues with Exceptio.. | = Edit

=X il V& v o[>
Select All Caolumn Filter People Mare Refresh Share
Rows Selection actions
Name = 1D Early Late Unex Late Early Una_ Basic oT =
In Out Abse In Out
Abby, Ka... 11971 v L'
Adder, 5_. 15013 v

Managing MissedPunches

Missed punches could mean a colleadpas forgotten to punch in or out or there has been a problem
with the clock. The exception will be indicated by a black tick in the Missed Punch caimn.
exceptions will require attention from you to relse.

1. Double Click on the colleague nante go to the Timecardyou will see a Red Box indicating there
is a punch missing.

2. Type the timethe colleague should have clocked out e.g.1700H24r Clock R 2 y Q &dotdra S

3. Right Cliclon thefield - SelectComment- Select an appropriate comment, or Manager Notes and
free text comments.

4. ClickSave
Date Schedule In Transfer Out Pay Code
+ sun 25/6
+ | [X] | Monze/e 6:00-16:00 6:00 ! _
ik i Tue 27/6 6:00-16:00
ik Wed 28/6
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Recording Sickness Absence on the Day

A Manage My Department ™

Genies ol 5
Daily Exceptions =
Loaded 11:49 | 25/6/2017-01/7/2017,5.. | = || =22 Colleagues with Exceptio.. | = Edit
Ex dix VY & v o [»
Select All Column Filter People More Refresh Share
Rows Selection actions
Name = D Early Lat is5... Late Early Una_. Basic 07| »
In ] unch In Qut
Abby, Ka... 11971 4 v
Adder, 5... 15013 v
Aries, Lisa | 18637 L

In your Daily Exceptions Gemjgou will sedUnexcused Absenceindicating there is no punch in or
punch out.

1. DoubleClick on the colleagutn load their timecard.

2. dick on thePay Coddield along the same line. This will show a dropdown box where you can
select various options. In this exampglgectSck.

3. In the Amount columng Enter the Amount of Hours Absertremember to deduct the unpaid
break (E.g. Shift 96@2700¢ inc. half hour unpaid lunch = 7.5 hours)

4. ClickSave
v . CJ' -
Approve Sign Off
Timecard
Date Schedule In Transfer Out Pay Code Amount Shift
+ Sun 02/7
-
+ Jj Mon 03/7 6:00-16:00 Flease Choose: 7
- (]
+ J Tue 047 6:00-16:00 o0T1.0 -
0T1.5
+ Wed 05/7 Parental - Family
Paternity
+| %X/ Thuo6/7 13:00-22:00 Responsibility Pay Hour 8:30
Sick
+ Fri07/7 9:00-17:00 TOIL -
Trade lIninn Paird
+ Sat08/7 15:00-22:00 14 4

Note: Three day sickness rulerefer to policy. Managers should ensure that all notifications of
sickness absen@@erecorded and reported in accordance with relevant sickness absence reporting
requirements that exist currently, for example marking the colleague as absent on Tdgemnos If a

10
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coleague is unwell at work and is unable to finish their shift the manager will need to record this as

either:

Workforce Timekeeper

Please refer to the PSG Sickness Policy for the latest policy.

Cdculating TotalsBefore Saving Changes
In some cases, you magedto manuallycalculate the totals that were impacted by your edits before
saving the data. To do i) perform these steps.

1. Completethe edits within the timecard.

2. ClickCalculate Totals

3. If you decide you do not want to save the edifter review the impad, clickRefresh

4. If you decide to mow forward with the edits, clickave

Calculating totals will also update the summary a€cruals.TOIL
You can see this view by clicking on the drop dobar in the image below.

Totals = Accruals | Debit-Credit

(D)

Annual Leave 0:00 Hour | Sat01/4-sSat31/3 000 0:00
Annual Leave Eamed 851 Hour | Sat01/4-Sat31/3 0:00 34013

Birthday Hour 0:00 Hour | Sun01/1-5un31/12 0:00 0:00

O

Sick Balance 0.0 Day | Sun01/1-5un31/12 0.0 0.0

Adding Part-Day Sickness

We need to recordPartDay sickness in line with our Sickness policy.

When you are addingart day sickness there are two steps you need to complete:
1 Amend the clock in times worked
1 Add the paycod@and amount of hours absent

Example:
A colleague usually works1%30they worked from 913.00 and then went home sick

Amend the clock inime to 13.00

Click thePlus Sigrio add a new line

InthePaycodeF A St R AP®{ St SOG W
In the Amount Fied > Enter the number of hours sick

Date Schedule In Transfer out Pay Code Amount Shift Daily Period

PwnPE

[+ Sun 30/7

[+ Mon 31/7 8:00-16:30

[# X Tueous 13:00 16:30

= = Hospital Appaintment 4:00

# X wedows 8:00-16:30 8:00 16:30 8:00 8:00 15:30
# x| Thuows 8:00-15:30 8:00 15:30 7:00 7:00 22:30
[+ Fri 04/8 22:30

[+ Sat05/8 8:00-16:30 800 16:30 8:00 8:00 30:30

%]
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Recordingother Absence on the Day

A Manage My Department ™

Genies iEI I-i
Daily Exceptions ~
Loaded 11:49 |25/6/2017-01/7/2017,5.. [ = | (52| |Colleagues with Exceptio.. [v| [ Edit |
Ex diF vV | & v o [
Select All Column Filter Pecple More Refresh Share
Rows Selection actions
Name- D Earlly  Lat iss.  late  Early Una. Basic OT =
In unch In Out [
Abby, Ka.. | 11971 4 v
Adder, 5... 15013 v
Aries, Lisa | 18637 L%

In your Daily Exceptions Gerggou will seeUnexcused Absenceindicating there is no punch in or
punch out.

1. DoubleClick on the colleagu load their timecard.

2. Click on thé?ay Coddield along the same line. This will show a dropdown box where you can
select various optionsk.g. Bereavement Leave, Authorised Absence, Doctors Appt

In the Amount column¢ Enter the Amount of Hourselevant to the paycode

4. Clicksave
v - CJ‘ -
Approve sign Off
Timecard
Date Schedule In Transfer Out Pay Code Amount Shift
E3] Sun 02/7
— =
E3] J Mon 037 6:00-16:00 | Please Choose: - |
= = 0T0 .
£ J Tue 047 6:00-16:00 0710 [2
- 0T15
I+ Wed 05/7 Parental - Family
Paternity —
® ®| Thuoss7 13:00-22:00 Responsibility Pay Hour|_| 8:30
- sick
[E3] Fri 07/7 9:00-17-00 TOIL
- Trade Lininn Paid ,?‘
I+ Sat 08/7 15:00-22:00 |4 J EI

The Red Exclamation Mark will go blue

12
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Managing Early in or Late out exceptions

On your daily exceptions genie you will see early in or late out exceptions. You can either:
1. Authorise overtime
2. Decline to authorize the overtime & mark the punclragiewed
3. Add toTOlLbalance

AuthorisingRejectingOvertime

1. Navigate tothe timecardwith the Early In or Late Out Exceptigby double clicking the
colleague name

2. ThenRght dick with the red clockin the date field as shown below.

Date
Mon D1/5 cy
3. Click onApprove Qrertime |
. . Approve Overtime
4. Complete the box choosing awuthorise all,someor none
of the hours Overtime Date * 01/5/2017 F clear

To Authorise Some (type the amount of hours you wish to | tnepproves overtime 200
authorize into the boxPlease remember if you are only ::: e
authorizing Some of the Hours, you need to amengtireh o
to reflect the actual time out. © None
5. ClickAddComment. You must always add a comment o
6. ClickOK

7. ClickSave

You will know that it isuthorised as the clock will turfrom Red
to Green

The Red Exclamation will sbé displayed on the punch box.
8. RightClick on the bowvith the Red Exclamation
9. SelectMark as Reviewed

423059 Loaded: 16:7 ) Current Pe

Punch Actions

Amount (HH:mm)

Comments (0) Add Comment

| Cancel || OK |

Date 13/6/2007
= - J Time: 220 I .
Rounded Time: 13/6/2017 8:30 GMT+01:00

Time Zone: (GMT) Greenwich Mean Time: Dublin;
Edinburgh; Lisbon; London

00 9:00

Exceptions: Early In

Last Edit Date: 13/6/2017

Edit Made By SUPERUSER

Reviewea

i

This will ensure that the exclamation goes green and the tick on the Exceptions Genie will go green
indicating it has been dealt with.

13
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AddingTOILBalarce

Important Note: Please refer to the Midcounties policy ®®ILwhich can be located on the PSG
intranet page with regard to the bankélILallowance and the time period that colleagues must
use theTOlLby.

You can only add TOIL at the end of the current pay period, as the system is configured to ensure
that Basic Hours are paid first, before TOIL can be assigiideerefore you are best to leave these
exceptions until the end of the current week before rewieng

1. Approve the Overtime as above
2. Open theAccrualswindow at the bottom of the screen Click onthg 2 { Tab Q &
hy G(KS tabyauNizset tdasic Hoursind Overtime Hours

Totals = Contract+ FTEHrs  Accruals

Al =) (a1
Totals | Accruals  Debit-Credit Al
Al =] (A = shin "

Daily Shop Floor
Location Job ‘Account Pay Code

Period 1o Date
BO401/Services Cashier 2ad and Hot Food/-/Customer Service Assistant | Basic

Only overtime hours can be moved {BOIL
3. Right click on theDTpaycode fieldthis opens up the Totals Action window.
4. ClickMove Amount
5. From this window you caselect the Pay Code Add .

to TOlLbalance Move Amount
6. InAmount¢ Type the number of hours
From
7. AddComment
8_ CI|CkoK Paycode : Unapproved
i Amount (HH:mm): 200
9' CIICksave Transfer : /Midcounties Co-Operative/England and Wales/F
- . . ood Retail/Food Retail Supermarkets/Food Retail
YOU WI” now be able to Seme adJUSted bala‘nce in Supermarkets/B0401/Services/Cashier;Food Reta
the Accruals W|ndOW il/Food Retail Supermarkets/Food Retail Supermar
kets/B0401/Bread and Hot Food,/-/Customer Servi
ce Assistant
From this window you can also transfer hours to other
stores using the transfer tab To
Effective Date - * 01/5/2017 =
Paycode - * Add to TOIL Balance =
Amount (HH:mm): 2
Transfer : =
Comments (1)
X | Manager Notes E|

(% | Mandy worked 2 hours extra

Add anather note -, |-

14
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Responsibility Pay

wSallR2yairoArtAde LIe& Aa | LIeYSyild oKAOK mBWrats Ol a (K
and the rate of pay for the next management level above. The payment is made to colleagues who,
having been authorised by both their Site Manager and District/Operations Manager as being able to
competently perform the management role above theormal role, are called upon to fulfil that role in

exceptional circumstances

You will add Responsibility Pay on a colleagues Timecard once they have worked the hours.

1. Within colleague timecard

2. Select the plus sign on the day when the hoursaweorked

A new line is created.

3. On the new line, within thBaycodebox select Responsibility Pay Hofrsm the drop down
4. In theAmount Box, enter the number of hours which were worked for responsibility pay.

5. ClickSave
S0 S = t 2o /207 -20572017,5_ [) (E5%) (1 Employeets) Selectea [=)
- oW f 8 [ - B e
Tomacas CUUGEED e R Coler

® Sat13/5
3] Sun 14/5

E X Tuerss £0016:30 200 ) 1630 ) 800 800 1700
# X weatnis 8001630 800 ) 1630 ) 800 800 2500
& X mues

[ x| Erites £0016:30 800 N 16:30 X 800 8:00 4000

] Sat20/5 4000

15
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TransferringColleagues

Using the Transfer Field
1.bl @A3ILGS G2 GKS O2fftSF3IdzSQa GAYSOI NR
2. On the relevant day, click into thierandger field.

A listof your recently used Transféocatiors will display in the drop down.
If the job does not appear in the list, click Search.

3. Ensure you are in théob Transfeilah

. Expand the list otocations and jobsising the plus button
5. Select the correct store anpbb by clicking the circle bullet point to highlight

Transfer

Smith. April

Labor Account
‘Work Rule

Job Transfer Labor Account Work Rule

|#] Food Cluster 4 Beginning Ot Time - Forever
E] Food Retail Supermarkets Beginning Of Time - Forever
B Food Retail Supermarkets Beginning Of Time - Forever
E] B0401 Beginning Of Time - Forever
@ Bread and Hot Food Beginning Of Time - Forever
E Custom Beginning Of Time - Forever
@ Deli Beginning Of Time - Forever
@ Management Beginning Of Time - Forever
E News - Paper Beginning Of Time - Forever
B Petrol Station Beginning Of Time - Forever
) Petrol Station Assistant Beginning Of Time - Forever
@ Post Office Beginning Of Time - Forever

T Cmminnn Danimnins A Timma Facmoas

-

| Cancel || Apply |

6 Click Apply
7 One the Timecard Widget > Pre3ave

16
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Hnalising Timecards
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Signing OffColleaguelimecards

You ned to validate that all colleag@timecards are ready for payroll pressing and that you have
approved all timecards.

ApprovingEmployee Timecards Usirige Weekly Wizard

There are fousteps to the weekly wizard the first three are all actions you need to complete.
fourth stage will give you a completed summanytitd signed off timecards.

1 Reviewg missed punches and unexcused absence (you will have been managing this daily)
Reviewc¢ Authorise anyunapproved overtime

Approve¢ Approve the Timecard

dgn off ¢ Sign Off the Timecardnust be completed by 10.00am Matay morning.

Checkg Check Sigff has completed

= =4 =4 =4

1. Access the weekly wizard from the related itepase

# Manage My Department Tmecards Weekly Wizard wlx
Weekly Wizard AN PET

Missed Punch or Unexcused (@) unavproved Ouertine @ - -sian off Timecards Q |?‘

MEC Missed Punch or Unexcused Loaded 1257 | Previous Pay Period

Sem scheduling menager 2. | SBSS0 v
‘SBachedulingss2, FT 8552 v
SBcheduling553, part time | $B553 v
SBacheduling555, FT 58555 v
SBchedulingS57, FT 58557 v

v

Seheduling Test, Manager STMGROO1

This view should be clear as you should be\managing this on a daily basis

Stage 1¢ Review Missed Punches & Absenc€olleague witloutstanding migsed punches or
unexcused absence will be listed in this section of the wiZaodble Click on the colleague name to
view theirtimecardand deal with the exceptian

- Go backo the Weekly Wizard > Click Refresh
- Click theNextbutton to the right of the screen.

Stage 2¢ Review Late Out or Early In Punches (Overtim@&ouble Click on the colleague to navigate
to their timecard and review the late oatr early in punchOr Click Select All Rows and Click the small
arrows by the clieague name to navigate through each of the timecards with an exception on.

- Go back to the Weekly Vrard> Gick Refresh
Stage 3 Sign Offg Click Next in the wizard until you are on the Sign Off Tab.
- Click Select All RowsGlickApproval> ClickSignOff

18
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e ——— e ——————
el o IEGECNC) . <o

Loaded 10:54 | Previous Pay Period

YV & o Voo om

Filter People  Timekseping Approvsi Schedule

Approve Timecard

Person Name = I Unapproved Basic Basic for 0T10.5 o11.0 oT1.5
d Remove Timecard Approval Term Time
Manager, District DM1 Approve Overtime
) Sign Off
Robinson, Max MAR L=y
Robinson, Max NFMAR
Smith, Ann ANS031 v

You must SigOff your Timecards to s&l them to Payroll for Processing
Stageb: Check the Sign Off is Complete
- ClickNext
You will then see the results screelt should say completed
IMPORTANG@ Check the Results Column, if you seefaiilgd. Click Details to see the issue.

Revisit Timecards
1. Go back through the Wizard > Correct errors > Save afrdgh the wizard.

2. Sign Off All Timecards Again > until you have all timecards successful

,2dz oAttt y26 AT @2dz KI @S &aA3dIySR 2FF @2dzNJ O2t €t St 3
background will change colour from white goeyand you will not be able to make any more changes to

it. Timecards that have been approved but not signed off will be yellow. For managers who are

approving their own timecard they will be green after approval.

Removing your Approval

After you apply an approval to one or more employee timecaulscan removetiif you need to for
any reason.

1. ClickApproval icor> RemoveTimecardApproval.Make any amends, and Approve Timecard
Again

e weeny i

Jnapproved Overtime Sign Off Check

Loaded 10:54 | Previous Pay Period

Vo s e v m

Filter People  Timekes; ping Approvel  Schedule

Approve Timecar d

Person Name = [ Unapproved Basic Basic for 0T0.5 oT1.0 oT1.5
1 Remove Timecard Approval

Manager, District DM1 | Approve Overtime

. Sign Off 19
Robinson, Maix MARL.——y ;

Robinson, Max NFMAR

Smith. Ann ANSN3T v



