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Kronos Timekeeping Procedures

Log in/out of Kronos
There are several different ways for an employee to log into Kronos.

Computer Login
1. To Log into Kronos, access your work space and find the Kronos Icon, lalicicto
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2. User name: First name, middle initial, last name (dbimdude spaces or commas)(éghnADoe)
3. Password: Welcomel (capita)



4. You will be prompted to change your password after your first successful logon attemptillY ou
also be asked a series of challenge questions in the event you lé@&er your password.

B My Information /%

Time Period  Last Week [ Show AlHome A (=)
2] My Timestamp il
Transfer
=
ot
. Last Tmestamp: Fiday, December 15,2015 | [©
s = s — s — — = _— 1:55PM Central Time
A
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time card.

Timeclock terminal Clock In

Each norexempt employee is issued a time badge by HR which allows you to clock in and out from a
Kronos Intouch Clock terminal. There are over 15 terminals throughout the City. Next to each
terminal are instructions on how to clock in/out, approve timeds request leave, and to check

leave balances.

Microsoft Word - Time Clock Directions in

i

Swipe badge
Submit request
Select start and end date
Select pay code (Sick, Vacation, Comp, etc.)
|f the date(s) are correct press continue
Select duration (full day or hours)
Select continue
Select start time and enter
Select AM or PM and enter
Select length of time needed
If start time and length are correct press submit
If you want to select additional time off press “add another" and follow the steps
above
Approve Timecard Select approve time card icon
it 1 Swipe badge

>
>
»
»
»
»
>
»
»
»
»
»
»

L » Select previous pay period
g/ Review hours worked by day
If everything 15 correct, press approve
If there are errors, contact your supervisor to correct
* To get out of any time c son you can hit the home key located at the bottom right hand corner of the timeclock.
* Do not touch the “maintenance” button located at the bottom left comer of the timeclock

®L Time Clock Dreciorspd  * ¥ Sowelbunmn . %

If the time clock is not operational notify your immediate supervisor and/or IT support for further
assistance.



If for some reason your badge is not working properly, you should natify gepartment supervisor
immediately. Your supervisor should inspect the badge and attempt to swipe the badge. If it is still not
operational, return the badge to Human Resources with an explanation of the issue. HR will-trouble
shoot and either repairoreplace the existing badge. Your supervisor should also input any missed
punches as a result of the timeclock being down.

If you lose your badge you should immediately notify your supervisor. The first lost badge will be re
placed at no charge. Additiahbadges will be replaced for $5.00 which may be deducted from your
paycheck. You should also communicate daily with your supervisor your work hours so that they are en
tered into Kronos both timely and accurately.

Mobile Application Login
The link for the Kronos Mobile app isttps://murfreesborotn.kronos.net/wfc

If you are an employee authorized to utilize the Kronos mobile application, you must follow the
procedures set forth in thdiagram below.

-— | |
[ 1SN com - Hotmail, Qutlocl. x| {3 Murfreesboro, TN - Offieial | X / A www.murfreesborotn.goviDe X \ =
C'  [3 www.murfreesborotn.gov/DocumentCenter/View/2704 brd—
% Apps (O] Imported From IE (T Other bookmarks

Schedule Snapshot Job Aid

Workforce Mobile (iPhone)

Performing Employee Tasks

View Your Timecard or Schedule

- \ On the home screen, select Schedule Calendar Toggle
Timecard or Schedule. Tap 1o switch batween a list view
i (pictured here) and a calendar view.
\ In the calendar, dates with dots have

4 scheduled shift or time off.

Schedule Detalls
Tap a date n the list or calendar to
view the details of a shift or time off.

Timecard Totals
Tap to view a summary of the types of
hours you have worked.

Add or Edit a Punch

1f you have the necessary
permissions, tap a punch to edit it, or
fap a date to add a punch to that date.

Timecard Approval
Tap to approva your imecard hours.
Your manager willlet you know how

Submit a Time Off Request

Check Your Accruals Balances

S——— Before. anew Time Off Request. it's a

'31 Time Clock Directions.pdf ' ¥ Showalldownloads.. X

The mobile app is a great tool for you to clock in and out, conduct job transfers and request leave how
ever, you cannot use the mobile app to approve your time card because it does not have the correct op

tion foryoutousewhichié f &G 6SS71¢ @ 2dz 6Aft ySSR (2-dzasS | GA

5

prove your own timecard. In the event you do not have access to anything other than the mobile app,
you will need to review your time card and identify any corrections needed to suqervisor on a daily
basis. Failure to do so may result in your pay check being inaccurate.


https://murfreesborotn.kronos.net/wfc

CompatibilityBrowser settings

{2YS ONRGASNI aSGdAy3a NBIldzZANSE (GKFG &2dz O2yidl OG L¢
supporteR O NP g &ASNJ ! aSNBE 2F LYGSNYySiG 9ELX 2NBNIyYy | yR KAS:
strongly suggested that you not attempt to change your compatibility settings without contacting IT

Support.

Date Py Code Ancant = ont rante N

If there is a compatibility issue you will not bel@to see any further information in the Kronos
workforce application.

Contact IT Support at the following email addresgport@murfreesborotn.gov
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Time CardsReview, and Approval

Time Cards

Each employee has a Kronos time card that may be accessed through computer, Intouch timeclock ter
minals, or via Kronos mobile application. The method chosen to clock in and out determines an em
L 28SSQa Oika 2F GKS GAYS

v of
Ap Sign Off
;
Date Schedule In out Tra. Pay Code Amount  Shift  Daily Period
+ (% Mon1vzs LvSick 20
k| % B:00AM-4:30PM T:54AM 12:54PM
+ % 1:54PM 4:30PM 75 1.5 15
+ X Tue12/29 8:00AM-4:30PM 7:54AM 1:03PM
k| i 1:54PM Z30PM 775 175 19.25
+ % wed12/30 8:00AM-4:30PM BO0AM T00PM
+ [x 200PM | &30PM 75 75 26.75
* 1% Tz B:004M-4:30PM BODAM rooPm
k| (= 200PM £30PM 75 |75 34.25
+ E Fri 1/01 MNew Years Day 7.5 75 41.75
= B:00AM-4:30PM
+ Sat 1/02 4175
+ Sun 1/03 41.75
+ X Moni/04 2:00AM-4:30PM T:54AM 12:55PM
k| % 1:54PM 4:32PM 75 75 49.25
+ X Tuev/0s 8:00AM-4:30PM T:54AM 12:58PM
Totals Accruals
Al > Al -
Account Pay Code Amount
-{-f118/~/-f-/BOD1 Basze Pay Hourly 4525
/- T18~/~/~B00T Holidsy Pay 75
-1-/118/-/-/-/BOD LV-Sick 40

Full time employees should see the work week schedule on the time card for the entire payroll period.

Times will be entered on the time card when swiping/clocking in/out on the time clock, using the
mobile app entry, or time stamping from a computPunches do not always show up immediately;
NEFNBAKAY3I GKS AONBSY AYy I YAydziS 2N Gg2 oAfft NBa
hand corner of an in or out punch indicates the time has been manually added or updated. Time or pay
codes that show up ipurpleindicate the entry was system generatedspnt into the schedule, or
requested by the employee in the form of a request.

Approved leave time (sick, vacation, compensatory time) will show up on a time card. If such approved
leawe is for a future date (beyond the next pay period) the entry may not be visible on a time card until
the leave date draws closer.



Family Medical Leave (FML) leave, Whether consecuAtive or inte[mittent and sporadic, and when L
approved, will LJLJIST NJ 2y GKS GAYS OFNR 6AGK Fy a[ ¢ LINBOSR

Total hours by day, shift, period to date, or total hours may be viewed at the bottom of the time card.
An employee may also click on the accrual tab to view leave balances to inc@MLA leave taken in
the FMLA plarear.

Three other columns on the time card include shift, daily and period. All hours shown in these columns
will not result in pay. It is best to look at the bottom of the time card to review total hours and pay
codes

Employee Time Card Approval

An Employee should review punches on a daily basis to confirm accuracy. Time card approvals should
be completed weeklpy end of shift on Tuesdayf there is an error or incorrect information on a time

card, notify your suervisor to correct the issue before approving the timecard. Never approve a time
card knowing the information is inaccurate.

¢2 FLIINRBGS | GAYS OFNR dzaAy3 | O02YLIMziSNJ aSt SO0 GK
LF¥ a[Fad 2 S Siltdimelpdriodyseléct itfrénStheRiBpFdown menu. Once you have
NEOASHGSR yR O2yFANNVSR ff GAYS SyiNARSa FNBY GKS
from the Approve Actions ribbon on top of the time card.

A, LA X

LT I GAYS LISNWZ2 R SR S NIAl KISy SIOiGISR F2NJ GAYS OF NR L
O2NNBOUGA2Y &Y FLIINRGIfa YR FdzidzaNE Ot 201 Ay YR 2d:
period in error, unapprove the timecard before any further action is taken.

Usecautomh y | LILINP @AY 3 &@2dz2NJ GAYS OFNR F2NJ Fyeé LISNAR2R 2
FLILINRE @AY 2yS 6SS1T FyR (KFG 6SS1 Aa ltglreéea F2N RI

GAYS® 'y aF LIINB@GFEe 2F &2dzNJ (0 hagsent XSl receive pag (i NB |j dz
based upon the hours reflected on the time card at the time payroll is processed. Your time card

approval acknowledges you agree the hours for that payroll period are correct.



GAYSOL

Supervisors and exempt employeésiza (i | LILINR @S G KSANI 246y
the approval time).

My Timecard @ﬂ

oaded: 3:22PM ' Last Week X 5

Tt & 0

Approve Timecard ; g y
In Out Transfer Pay Code Amount Shift Daily Period
' Remove Timecard Approval
Sun 12/06
Mon 12/07 8:00AM-4:30PM T:56AM 1254PM

1:55PM ' 431PM 15 15 15

Tue 12/08 i TS 12:58PM

Supervisor reviewing and approving Employee Time Cards

Supervisors must review employee exceptions, requests for leave, and employee punches on a daily

basis. Edits anexceptions must be reviewed, adjusted (if needed) and marked as read. Supervisors

must approve timecards faheir employeess SS {1 f @ =  @sK/\E&Ganthe Bnd df[shift every

TuesdayChoose theaime card approval genie in the related items pane, tkeK 2 2 8 S a[ F ald 6 SS ¢
the approval time period for approval.

Supervisors should approve time for those employees assigned to them. They may also approve

employees if they are delegated by another supervisor or if they have been asked to do so by their
SUSNIDA&a2NP ¢KA&a STtAYAYF(iSa I YAadzyRSNRAGIYRAY3I 2y &
process for timecard approval may be found in Krenos Workforce Timekeeper V8 booklet

dal yIIAYy3I ¢AYSOlIWI®4). YR { OKSRdzZ Sa¢

—
[ chanoe ry passwora
[ exceptions

[ ] eroup edit Results
[ repor=

[ meaueses

MinmaSTa

Ifatimecardhas®Sy | LILINRP PSR o0& || adzLISNBA&A2NI ao0SF2NB¢ (GKS
a change is needed, the supervisor may go into the time card that needs to be changed and select
GNBY2@0S GAYS OFNR I LILINRGIT&d ¢KAFovedihetimegatde 6S R2Y
initially. Time card punches should never be edited or changed by a supervisor resulting in a reduction

of hours if the employee actually worked and is eligible for pay.



LT I O2NNBOUA2Y A& YIcBsSed,payToitiaNday willshdwWa ifan K & 0
adjustment the following payroll period.

Delegation of your employee time car@sipervisors

If a supervisor will be absent from work that supervisor must delegate someone to review, edit, and if
necessary, LILINE @S GAYS TFT2NJ 0KSANI SYL)X 28SSao {StS0OG aRSt
y2ad ! yRSNI I OiAz2zya aStSO0 aaaNI5StS3IAlLiA2yéd CNRY
frame in which you would like your delegate to have the abilitynemage your employee timecards.

— Y

Time Period Last Week [~]E Show AllHome > & [y=h]
J .
ol 5 S
Last Week v | | 333
[=- :
Shae Help
Labor Account Totals Up | Change My Password
To Date —
|:J Exceptions
“| Reports
[ meauests
| schedules
= Timecard Approxal
7 ﬁme%
[:J Delegation
. # Manage My Department | Delegation @ x
Delegation ~
ACTIONS [ @ Create Delegation - Mozilla Firefox lﬂ@
LastRefresnedieien Ful % | kronos8test.murfreesborotn.gov/wic/KDWEFormServletZinitForm=truedid=7728&CSRF_TOK
:l Existing Delegations

None
Categories Al -
Actions |
- Mgr_Delegation

New Delegation

= Delegate: ADAMS, MICHAEL D -
= Start Date: [F5]+
~ End Date: [T+
~ Role: COM Delegation Role

[ Save & Close ] [ Cancel




Supervisors must always have a delegate assigned in the event of an unplanned illness or injury or other
absence that prevents a delegate assignment from being made prior to such absences.

If a departnent head assigns a supervisor as a delegate, that assigned supervisor is authorized to approve
timecards for everyone in the delegation group except for their own time card. In this case the supervisor
must contact Payroll Operations via emaihyroll@murfreesborotn.ggvto request approval of their own
timecard.

Time Period  Last Week »J&H Show AllHome >/ & =2 i

Last Week -

|:] Change My Password
[_| exceptions

[ ] reports

D Requests

[ ] schedules

I:J Timecard Approval
[ ] Timecards

D Delegation

Labor Account Totals Up
To Date

A Manage My Department Timecard Approval !

Timecard Approval

Select Pay Period for Approvals @ Punch Issues

Select Pay Period for Approvals

Time Period Last Week -

HyperFind All Home |

If a supervisor is absent from work and their delegate is also absent, the supervisor must communicate
with another supervisor and/or depment head requesting review/approval of their employee

timecards. A supervisor is always responsible to review and approve timecards for their employees or to
delegate someone else to review and approve timecards in their absence.


mailto:payroll@murfreesborotn.gov

Transfers

Job transfers (Parks and Recreation Only)

A Job transfer is necessary when an employee is assigned to work more than one position/job only in

the Murfreesboro Parks and Recreation Department. When scheduled to work a job other than a

primary joh an employee must transfer into the other assigned job before clocking in. To do this the

SYLX 28SS Ydzad 32 G2 GKS daé ¢AYSallyYLX aSOilAazy 27
then go to job task and select the appropriate job from thepldmwn menu. Once the job is selected,

0KS SYLX 28S8SS Ydzald OtAO1l 2y awSO2NR ¢AYSadlvYLE (2

Select Transfer

Add Labor Level
Entity

Fund

Department

Sub-Department

Grant-Project
Reserved

Job-Task

If an employee is working multiple positions/jobs in the same day, it is necessary to transfer and click
the timestamp each time a new position/job is begérailure to transfer upon each position/job change
will result in an incorrect pagalculation.

While Kronos may offer a number of positions/jobs to choose from, an employee shrayltransfer

to a position that has been previously assigned by.Feleting a position other than a position
previously assigned will result in no payment for any hours in an unapproved position. If an employee
or supervisor is unsure of which additional position(s) may be assigned, contact Payroll Operations by
emailingpayroll@murfreesborotn.goprior to working in the secondary position.

A supervisor may move and or transfer hours from a primary position/job to a secondary position/job
by selecting transfer, search, jdhsk, and selecting the appropriate position. Agaimy transfer to a
position that has been previously assigned by HR.


mailto:payroll@murfreesborotn.gov

Transfer

ADAMS, FLOYD D

Clear All

Job Transfers may be completed on the time clock and mobile application. Select the transfer option and
follow the instructions located on each device.

Game/Class Instructor Pay

Parttime or Seasonal employees that receive game or instructor pay (versus hours worked) will clock in

and out, however, will receive pay based upon the number of games workddsses taught and not

hours worked*. This requires that a supervisor add a row on the date of the game(s) and enter the pay
O2RS aDIFYS¢ YR (KS ydzYoSNJ 2F 3JIYSa ¢2N]J SR Ay (KS
games worked during the hours seledtby the supervisor. The appropriate job class will also need to

be placed in the transfer column of the time of the game (see below).

e s e e s

112205

Game

9:00AM

" s

RN

N

N
N




*If an employee exceeds the number of hours allotted for game time (game time varies, contact the
Murfreesboro Parks and Recreation Department for more specific information), an employee must

O2YYdzy AOI 08 (KA& (2 | &dZJSNBA&2NI 6K2 SAff Ay GdNY
message notifies Payroll Operations that additional pay wil jeOf dzZRSR 2y (G KS SYLJX 2@& S ¢

Transfer Pay Code Amount

Game Exceeded Limit -

Grant TransfeMurfreesboro Police Department Only

t 2t A0S 2FFAOSNRE 6K2 FINB 62Ny Ay3a I INIyld Ydad KIF @S
G2N] SR® ¢KS SYLX 28SS Ydzald 32 e tim2 caid Kl clickahe tratskely S & (0 | Y LJ
search option; then go to Grafftroject and select the appropriate Police Grant from the drop down

YSydzp hyOS GKS LRaritarzy Aa aStSOGSR O0tAd1 2y awsSO
option of transfemg hours on the time sheet by going to the transfer column on the timesheet and

entering the appropriate Police Grant from the drop down menu.

—_ % Losded: :58AM | Current Pay Period
~ | Al Home = & =D 4 1061 P rrent Pay Peri
-
Ee=a My Timestamp SR e |
=== Transfer P
s
= Transfer
Last Timestamp: Tuesdaw, Jan . ZO1a I:I Change My Pass
4:F1PM Central Time ) ADAM, CAMERON R
|:| My audits Labor Account
- Work Rule
[__—] ™ calendar

Labor Account | Wark Rule

[ 7 (e ey

Add Labor Account Clear All

Entity: - Grant-Project:

Fund - Reserved:

Department: - Job-Task:
Police Grant 1 Police Grant 1

Police Grant 2 Police Grant 2

Police Grant 3 Police Grant 3

Cancel Apply

I‘H ‘ E £




Scheduleg-ull time employee

Schedules exist in Kronos &upervisors and employees to know what hours should be worked dailgervisors
should not change schedules when an employee works over or under their scheduled shift/ hours for the day.
Supervisorare responsible for placing schedutasall new emploges prior to the first day of work.

Parttime and Seasonal EmployeB® not schedule

Neveradd a schedule to a patime or seasonal employee record in the Kronos system.

Exempt employee Schedules

Departments are responsible for placingeenpt employeeschedulesn their employees. This is

important because the exempt employee is paid based on their schedule. Exempt employseis are

to pay a standard number of hours weekly (i.e. 37.5, 40, or 54) by detaxdimpt employee
schedules are setupwith ¢ T2 NBOSNE SyR RIGS aAyO0OS aOKSRdzZ S OKlF
however, a few exceptions (see Exempt holiday pay, p. 17).

Exempt employee schedules automatically deduct one hour for lunch so an exempt employee lunch
break should never be entetleor changed. Even if an exempt employee actually takes a-thirtyte
lunch, the lunch schedule musbt be changed so that total hours for the week and pay are accurately
reflected.



Schedule Pattern

Assigned to
RUSSELL, PAMELA J Primary job

t Date

(o] x sz

Edit Pattern
AnchorDate:* |11/08/2015  [s32  StartDate:* [1/10/2016 fif  EndDate:* B2 Clear
® Forever

Define Pattern for: * |1 ® Week(s) ' Day(s) (| Override Other Patterns

Add Shift | Add Pay Code Sh'v Pattem Template ~ 8s-430p [ EEnd)

Exemptemployees on FMLA leave may have time adjustments if on a consecutive FMLA leave with no
0SYSTAGU K2dzNE | G At ofSd {dz2ZISNBA&A2NRE | yR SYLX 28SS
G[A01€0 AYRAOFGAY3I FLIINRYSR fSIPS 6AGK aA0| K2dzNZ

Nonexempt (hourly) employees schedules

Non-exempt fulitime employees must have a schedule in Kronos in order to be paid for hours not yet
worked. Norexempt fulltime employee schedules may be constant or vary from week to week. When
schedulesarecanA a1 Sy G2 &adzLISNIAA2NR ¢g2dzf R GeLMAOLIfte asia
changes, it must be updated. In the event schedules change consistently, supervisors must be
responsible for entering any such schedule changes. Failure to keep schedtdes wilt cause an

employee to be paid incorrectly or not at all.

(e



Schedule Pattern

Assigned to
HEYDUCK, KAREN A Primary job

Insert Template ~ Shift Label | 0800-1630-1H lunch-7. Shift Details  8:00am-4:30pm(8.5h)

Day1 Day2
128 1s 28 38 48 58 68 78 2a Os 10a 11a 12p 1p 20 3p 4p 5p 6p Tp 8p 9
UL = o T
49 O O 4
Type Day Start Time Day End Time Sch.Hours  Labor Level Transfer Work Rule Transfer

Regular 1 8:00am 1 1:00pm 3

() Break 1 1:00pm 1 2:00pm 1

%] Reguler 1 2:00pm 1 4:30pm 25

Adjustments and Removal of Schedufagpervisors

Supervisors must adjust/remove schedules from an employee record as soon as possible. Some reasons
for schedulechanges include:

1 Terminations; ResignatiorAs soon as an employee gives a notice of resignation supervisors
must adjust the schedule to reflect an end date which will be the employees expected last day
to work. Assuming an employee gives notice, the salethust be removed a minimum of one
week (7 calendar days) prior to and not on the day of termination.

9 Involuntary termination If an employee is in the process of being terminated or should no
longer receive pay, the schedule should be removed fromehgtloyee on the last day the em
ployee works.

1 22NJ] SNEQ / 2AhlelSposek with & workelated injury must use leave time (sick,
compensatory, vacation) for the first eight days of such leave. If an employee does not have
leave time available, thechedule must be removed to avoid overpayment to the employee. A
adzZLISNIDA aA2N) Ydzad Sy aSN) 6KS O2YYSyid aFANRG REE |
FRRAY3 tSIF@FS GAYSEI AyaSNI GKS O2RS ag2N]SNAQ O
hours the employee is normally scheduled to work. This asillenot pay the employee but will
0S dzaSR (2 ARSYyidATe GKS tSI@S GAYS | adayg2 NJ SNAQ
employee returns. At that point, the supervisor will put a scheduléheremployee.



f  Shift, lunch, and Regular Day Off (RDO) chaggeg @ G A YS G KSNB Aa I OKI y3S
scheduled hours or days scheduled off, ggach changes must be made in the Kronos system.

Holiday Pay

Exempt and Nonexempt Employees

If an empoyee actually works on the holiday the employee will be paid for the hours worked in

addition to holiday paylf an employee is scheduled to work on a holiday but does not work (for

example, calls in sick or does not work the entire scheduled shifgrimoyee will not receive

holiday pay according to Cipplicy. SelecttheJ- @ O2 RS a52 b2d tl& 1 2fARI&¢
of hours an employee would have receivedtlog holiday. Payroll Operations will remove the holiday
K2dzZNBR FTNRY GH&uleSYLXE 285SQa

Date Schedule In Out Transfer Pay Code Amount
R Sun 12/27
+ X Mon 12/28 8:00AM-4:30PM T:56AM 12:57PM
+ X E 1:38PM A 4:37TPM
+ X Tue 12/29 8:00AM-4:30PM T:544M ’ 12:44PM
+ X 1:38PM 4:36PM
H X Wed 12/30 8:00AM-4:30PM T:55AM 12:57TPM
+ X 1:32PM A E 4:29PM h
+ X Thu 12/31 8:00AM-4:30PM T:33AM 1:45PM /
+ X 2:42PM A 4:35PM
hs Fri 1/01 New Years Day
hs Worked Time to Floating Holiday 7.5
+ X Do Not Pay Holiday 75
ol | B:0DAM-4:30PM 8:00AM ! i 3:30PM

When an employee works on the holiday and wishes to receive a floating holiday in lieu of hours
worked, an employee must notify their supervisor in advance. In this case, a supervisor must use the
G22NJ] SR GAYS (2 tedh aditingcard dn@entirfhk BuibeldF durs worked on
that holiday.

Exempt Employees

If an exempt employee works on a holiday, that employee cannot be paid for both the hours worked

and the holiday; therefore the employee must send amail to theirsupervisor and Payroll Operations

indicating time worked on the holiday and the number of hours worked. Payroll Operations will add the
K2dzNB ¢62NJ SR (2 GKS SYLX28SSQa act2rGAy3a | 2f ARl &¢

When a holiday falls on a neatheduled work day for an exemgmployee, the employee will be paid

for their standard weekly pay and receive a floating holiday. The employee must email Payroll
Operations and indicate the hours worked so that Payroll Operations may enter the number of hours
AyiG2 GKS SYLXE 20823 S\Ril 8GeC o2l FylilAdy

If an exempt employee scheduled to work-Bdurs in a week also works on a City holiday, that
employee has the option to be paid for the holiday or use the hours worked as a Floating Holiday. These
employees must notify their supervisor wh option they choose to receive (pay or Floating Holiday).



Time Off/Leave

Vacation, Sick, and Compensatory Time off Requests

LT Iy SyLX2eSS YIFI{1Sa | NBldsSad G2 G118 tSIF3S F2NJ
RIF&¢ I yR Y datalhous 2equestey. Ex&MPt employees may only request full days off.

1. If an employee requests less than a full day off, the followjy:

a. If a supervisor enters leave for an exempt employee the supervisor must also remove
G§KS SYLX 2@ S S asifor thedySoRmgimS8riRwilkbg miade for both
scheduled hours and leav®urs.

Add Pay Code

Assigned to
test

EffectiveDate:*  [1/11/2016 3%
Pay Code: * Vacation [~
Amount (hh:mm): * 7:30

(¥ Override Shift

® Whole Shift () Partial Shift
Start Time: * 8:00am

Repeat for: days Transfer Labor Level: E

Comments () Add Comment

b. If an employee requests less than a full day of leave, the supervisor may enter the time
GFr FGSNE GKS SYLX 2SS NBGdzNya G2 62Nl ® ¢KAA
amount of time needed into the system and is considered a pesttice.If an
employee enters a partial day leave request into Kronos, leave will begin at the exact
GAYS NBl|dSaiaSRo LT GKS SyLi2&8SS RAR yz2id at
paythe additional time and it will not be rounded. Again, best practice is to request
partial days after the time is used to ensure you report exactly the time needed.



2.

If an employee requested and received approval for leave time (vacation, sick, ceatqme
and later decides to cancel the request, the supervisor will need to cancel the leave through the
schedule. Go to the schedule, select the appropriate date/day; right click on the leave time and
delete the pay code. Rememberdave.

Sick Leave, 7.5

» Comments (0)

¢ X o+ B

Edit Delete Copy

2 2NJ) SNEQ / 25VipelSigoa I G A 2y

2 KSY | adzLISNIDA&2NJ NBO2NRa |y SyYLX2e8S8SSQa FANRG R @

1. D2 (2 GKS SyLX2eSSqQa G4AYSOFNR FyR SyiSNI G6KS I L
amount of time the employee isnay, up to sevedays.

22tfF0OS I 02YYSyid Ay GKS GAYS OF NR 02dzisLldzy OK0O 2
51 & | gk eéxdmpléelow.

3. If the employee is away for additional days beyond the first day of injury, the supemvisbr
enter sickeave and the appropriate number of hours absent from work each day up to seven
days.

4 ¢KS &dzLISNIA&aA2N) Ydzad SyGiSNI 6KS O2RS a22N] SNaQ /
include the appropriate number of hours. The employék not receive pay for thipay code
0dzii  GKA& O2RS AYyRAOIFIGSa GKS SYLX 28S5S5SQa OdaNNBy(
SYLX 28SS Aa oaSyid #ogedg2N]SNAEQ O2YLISyaliAazy

5. If an employee is absent more than seven days, human resources will open a
g2N)] SNEQ O2 Y kiSeffer théekrpbyee.t S| @S

6. Should the employee be absent for 14 days or more, Payroll Operations will adjust the

SYLX 2eS8aqQ tS+H@S oFftlyOS o6& NBOdNYyAy3a GKS aS@e
employee. Any such adjustments will be completed when thelegee returns towork.



2 2NJ SNEQ / 2Rétuib ty Worki Rhgsitian Visits

LT Iy SYLX2eSS Aa 2y Iy FLILINRBGSR 22N]SNERQ O2YLISya
employee may have (when authorized by the Risk Management Departmenty ighdhysician visits

or physical therapy for up to four hours per week. Such hours will be entered using the paycode WC
Doctor Visits.

Requests

An employee must continue to request authorization to take FML leave by contacting Human Resources
at (615)848-2553. Approved consecutive FMLA leave will be entered into Kronos by Human Resources.

Intermittent and Sporadiad L g { ¢  C ac[lf an em@dye@ Sas been approved for intermittent and

sporadic FMLA leave, the employee may make a request to take alis tepe by clicking on the
GwSljdzSaidaég Gro 2y GKS NBfIFIGSR AGSYa LIySed ¢KS SYLJ
dates. Such requests will be sent to the respective supervisor for approval. While the approval shows

dzL) Ay awS|lj dz@a & & Nii valzali &@&RSNI2 ¢ vdza O1 [ S @S 9RAG2NJ

N



