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GENERAL

What are labor levels?

Labor levels are the general categories that define an organization's account or job structure. For
example, some companies might use division, department, and job to describe their structure.
We can define up to seven labor levels in Workforce Timekeeper. UTMB is now using:

Labor Account:

@[ﬂ\&eseruem

i Reserved?

i Combo Code

i) Position Humber
i1 Department

i1 JobCode

i1 Task

These labor levels are used to group employees for reporting purposes and to ensure
timekeepers can only see the timecards of employees within certain groups.

Who do | call if the Labor Level of Department looks incorrect?

This table is based on information given to your department leadership who then communicated
to Payroll on what ORG ID should translate to what People soft ID.

Questions should go to you department leadership and if there is a problem they should
communicate with their Accounting representative.



ACCESS & SECURITY

Who is required to have access to the system?
Employees who only need the telephone to clock in are not required to do anything other than
begin using the appropriate telephone number at the time designated by their managers.

A person who is going to edit, view, approve or "sign off' on a timecard must have special access
to do so and must attend a Kronos Training Class.

Employees who will have access to edit their own timecard must also have special access to do
so and should review the web-based tutorial located on the KRONOS home page.

How do | get access to the system?

Managers / Timekeepers — The departmental trusted requestor must complete an IRAM form

before a manager / timekeeper is given security. Before security is granted at this level, the
employee must attend a 3-¥2 hour training course.

Employees who use a computer to edit their own timecard — The departmental trusted requestor
must complete an IRAM form.

How do | change my password?

Your KRONOS password is always the same as your UTMB-USERS-M domain password, so
when you change your UTMB-USERS-M domain password, you automatically update your
Kronos password.

What if | forget my password?

Contact the UTMB Help Desk at Ext. 25200 to reset your UTMB-USERS-M domain password
(remember: your KRONOS password is the same as your UTMB-USERS-M domain password).

As a manager/timekeeper, what controls the timecards | can see?
Labor Level 5 — Dept. I.D. — is assigned to all employees and is used to assign timekeepers to
certain groups of employees who have the same Dept. I.D.

As a manager/timekeeper, can | see the time card of an employee who temporarily
transfers or “floats” to my normal Dept. I.D.?

Yes - if an employee transfers hours worked into a department to which you have access, you will
be able to see that employee’s timecard for the pay periods during which they transferred to your
area.

Who should we call if we have questions regarding KRONOS security access in order to
edit my own time via a PC or in order to edit other employees' time via the KRONOS
system?

Information Services, Access Management is handling all KRONOS security IRAM requests.
Please call them at extension 73900.

If an employee has a PC License, may they be limited to simply time stamping in and out
on the PC without being given the ability to change their punches?
Yes. The IRAM would need to be loaded with the following option selected:

T pc license-Timestamp Only (for employees who will use the computer to punch time transactions only (can not see or edit their
own timecard)}



TRAINING

How do | get the needed training for Kronos?

Employees using the telephone to record their time —Refer to the quick reference guide for
telephone users under the “Document Library” section of the KRONOS home page for help with
clock codes, etc. Your manager will provide any necessary training and answer system related
guestions. You can view your recorded time by selecting “My Time Detail” on the KRONOS home
page and entering your UTMB-USERS-M domain password.

Managers/Timekeepers — Select “Class Registration” on the KRONOS home page to register for
a 3 % hour class.

Employee using a computer to edit their own timecard — Review the web-based tutorial located
on the KRONOS home page and print the quick reference guide — Computer Reference Guide -
“For Employees Who Use a Computer to Record Their Time” - under the “Document Library”
section of the KRONOS home page.



http://intranet.utmb.edu/time/kpclrefg.pdf

TELEPHONE

Is there a reference document for using the telephone | can give new employees?
Yes it is found on the Kronos Home Page in the Document Library.

£4KRONOS'

Kronos Login Documentation Library

BWE Iupw 12/9/05) Below is a list of reference docu
- Adaobe 5.0 and with desktop dis;

My Time Detail o

' Telephone Reference Guid;\-i;[b

Time Adjustment

by Tirne Detail - An on-line repo
Form

My Tirme Detail Beference Guide

Class Registration

Or-line Training - Kronos web-be
LIV L A N[ Ty components of the tutorial in thi

What telephone number do | use?
Use extension 23333 or extension 33333 to call into the Kronos system.

May | call in from an off-site location?
You may only call in from off-site if you are in a place (i.e. certain clinics) that can use the UTMB
5-digit exchange.

Can | enter my leave time via telephone prior to leaving the premises or after | return?
Yes to both questions. A separate transaction will be required for each day that leave time is
being recorded.

How do | cancel an automatic meal deduction via telephone?

When you clock out for lunch with a clock code 3 and back in from lunch with a clock code 4, the
automatic meal deduction assigned via your pay rule is cancelled. You may also clock out for the
day with a clock code 3 and it will cancel the entire meal if that is acceptable with your
management.

May | enter leave time via telephone on Pay Monday for the previous week?

This is not a good idea. When you enter time off via telephone, the system does not know
whether your timekeeper has already "signed off" on your timecard. The leave time will not be
recorded if your timekeeper has already "signed off" on your timecard.

When | enter leave time via telephone, how quickly will I see it on my time card?
Pay codes are imported to the KRONOS database at least four times per day. It is a good

When | call into Kronos and use the wrong code should | hang up and call back?

No. If you enter the wrong clock code and realize it before you hang up, you should hit the “*”
button twice (i.e. “**"). The system will say “last transaction cancelled” and you will have an
opportunity to enter the correct clock code.



I clock in with a clock code 7 and | want to “skip” my lunch and leave early. Should | do
anything on my time sheet to indicate | skipped a meal?

Clock code 7 is only used by exempt employees. There is not a way to skip a meal using a clock
code 7. The system is set up to give a set number of hours each day regardless of when you
arrive and when you leave. If a person is earning comp time they would want to clock in and out
rather than use the clock code 7.

If an employee wants to enter their time off for a future date on the phone may they do so?
Employees may enter future time off if they have enough accrued balances. If they have not
already accrued the time off they should wait to enter it using the phone or simply have the
manager or timekeeper enter it directly onto the card.



MY TIMECARD

| do not have access to my timecard via the Kronos application, but | would like to see my
own time card to ensure | am clocking correctly. How may | view my time card?

If you have a UTMB-USERS-M domain account (email), then you may use that username and
password to view your time. Use the “My Time Detail” link on the Kronos home page. Your
manager can assist you with interpreting the card.

May | view my accruals if I do not have access to view my timecard in Kronos?
Yes — Access “My Time Detail” on the Kronos home page and select “Accruals” from the drop-
down menu.

How can | find out how many minutes are being automatically deducted from my time card
for lunch?

The last two digits of your assigned “pay rule” indicates the number of minutes that will
automatically be deducted from your work day for lunch (i.e. the pay rule N-40W-ENWU-60
indicates an automatic 60-minute deduction for lunch)

| am an exempt employee, and | clock in via telephone with a clock code “7”. | also have
access to my time card on the PC. May | enter a time stamp once a day and get my 8
“Hours Worked”?

No. The time stamp function, when used on the PC, is used to give a time of day punch either in
or out. If you use it once per day it only gives you an in stamp. You must go into the “My Time
Card” and enter the “Hours Worked” pay code along with the number of hours you get per day
INCLUDING your automatic meal deduction.

| am having problems viewing my card using MY TIME DETAIL. What should | do?
When you log into MY TIME DETAIL, be sure you are using your UTMB-USERS-M logon and
password. If you have any non-standard, unapproved software or search engines installed on
your UTMB computer, they may block processes and you may experience problems using the
Web View. Please call your desktop support person at extension 25200.



TIME CARD QUESTIONS - GENERAL

How is rounding for lunch different than punch in and out rounding?
Kronos rounds lunch time on the total minutes taken versus on the in and out punch it simply
rounds to the nearest ¥z hour. See the example below:

Kronos Clock in and Out
Employee Clocks for lunch Employee Clocks in for the day 7:38 this will round to
Clock Code 3 at 12:38 Clock Code 4 at | 7:45

1:07
Employees Clock out at 3:37 that would round to
Total minutes = 29 3:30pm

Time Deducted for Lunch 30 minutes

How long must an employee be at work before the automatic meal deduction is taken?
6 hours

Does Kronos round “clock ins” and “outs” to the nearest 15 minutes?

Yes. Kronos still uses a“grace” period concept to round clock ins and outs. If a person clocks in 7
minutes before the quarter hour or up to 7 minutes after the quarter hour, the system will round to
that quarter hour. (I.e. 1:53pm rounds to 2pm; 1:52pm rounds to 1:45pm)

| use a PC to enter my time and sometimes | find a cell with a pay code in it that is
“grayed” out. Why?

As an employee entering leave time on the PC, you are restricted to being able to only enter time
that affects your accruals. Therefore, if your manager adds a Pay Code of “CA” (court
appearance), then the cell will be grayed out on your time card since only managers have access
to that pay code.

| use a PC to enter my time and | find that | am unable to change anything on the card
because the whole card is grayed out. Why?

If your manager or time keeper has approved your card or "signed off" on your card it will be
grayed out. Any cell or card that has a gray back ground may not be changed.

| am continually scrolling back and forth across the card so | can see everything. What
setting should | use on my display to easily view my time card?

The system is best viewed with desktop display settings at 1024x768. Click here for instructions
on how to check / change your settings. You may also wish to resize specific cells and windows
while in the card to enhance viewing.

What is the difference between “Hours Worked” and “Hours Worked With Override”?

Both of these “pay codes” are used to enter a duration of worked hours. When an employee uses
a clock code 7, ETC would display as *REG and is displayed in Kronos as Hours Worked with
Override.



http://intranet.utmb.edu/time/ksettings.pdf

| enter a duration of hours worked on my time card and need to charge that time to various
departments or tasks. How should | enter the time?

You may enter the number of hours worked and then go to the transfer column to enter the area
or task to which you transfer (float).

Save | Actions Punch Amount Comment  Approvals

Date Pay Code Amount| In | Transfer
& L, | Sun12/07
@ L, | Mon 12/08 | Hours Worked | 4.5 | 111003
& [, | Mon 1208 | Hours Worked | 2.0 S ons
& [,  Mon12/08 Hours Worked | 2.0 3600




TIME CARD QUESTIONS FOR MANAGERS ENTERING AND EDITING TIME

Does Kronos have the ability to populate a time card with time rather than it being entered
on the phone?

Yes. A functionality of Kronos allows managers to pre-populate an EXEMPT person’s time card
with a schedule. This is explained in the Timekeeper / Manager Training class that you must
attend in order to have access to your employee’s time.

Do my employees have to clock in and out for lunch?
No. Employees may be set up with a default lunch period appropriate to their schedule.

How may | get a comment added to the choices for comments?
You may email your Payroll Services Representative with the requested comments. If deemed
appropriate, the comment will be added to the comment drop down box.

As a manager/timekeeper, how do | cancel a meal deduction for an employee?
You select any punch on that day’s timecard, and edit the punch with a right click. Select “cancel
all deductions.”

When | save the card does it automatically calculate the totals?
Yes

If an employee forgets to clock in and out for lunch, how may the manager correct the
employee’s timecard?

The employee should turn in a Time Adjustment Form indicating when they left for, and returned
from, lunch. The manager should enter the time out for lunch and the time back in for lunch. The
manager should then edit the “out for lunch” punch canceling all deductions.

Does the pay rule indicate the percent time a person is appointed?

No, except employees eligible to receive comp time. All persons who are paid overtime are paid
the overtime on hours above the FLSA standards of 40 or 80 - “40” or “80” is incorporated in the
pay rule. Persons appointed less than full time and earning comp time will be given comp time on
hours earned above their appointment. Therefore, only employees in pay rules beginning with a
“C" will have their appointed hours reflected in the pay rule.

How do | change the amount of time for the automatic meal deduction assigned to an
employee?

This request should come from a manager via email to the Payroll Services Representative for
your department. The email should include the employee’s Name, Employee Number and the
number of minutes to be automatically deducted for a meal. The choices available for the
automatic meal deductions are: no meal deduction, 30-minute meal deduction, and 60-minute
meal deduction.

If an employee forgets to clock in or out via telephone, what is required of them?
An employee must turn in a time adjustment form requesting that the manager add the clock to
the employee’s time card.

If an employee has not recorded enough hours worked to account for all of their appointed
hours in aweek, may the manager arbitrarily enter leave time to bring the employee to the
appropriate number of hours?

All leave entered on an employee’s timecard should have a leave request initiated by the
employee that designates the number of hours and which of their accruals is to be used.

Do I still need a time adjustment form in order to make an adjustment to an employee’s

time card?
Yes.

10



Do I still need leave requests to justify leave time entered on the time card?
Yes

How can the timekeeper tell the difference between when an employee clocks in and out
with clock codes 87 and 88 rather than clock codes 3 and 4?

An employee uses a clock code 87 to record a “leave the premises” transaction and a clock code
88 to record “return to premises". When the 87 and 88 clock codes are used, the automatic lunch
deduction assigned to the employee is not cancelled. In the example time card immediately
below, you will note there is no red border around the out punch at 12:30 which would indicate
that the automatic lunch deduction had been cancelled. Therefore, the automatic meal is still
deducted from the employee’s time card along with the number of minutes they were gone from
the premises.

In | Transfer| Ot | In | Transfer | Ot | Shift |
3:00AM 12:30FM 1:15FPM 5:00FPM 7.5

In this following example the employee leaves the premises but instead uses clock codes 3 (meal
out) and 4 (meal in). Clocking in and out this way cancels the automatic meal deduction and
instead only reduces the shift (productive time) by the 45-minute period during which he or she is
away from work. Note the red border around the out punch, which indicates the automatic meal
deduction has been cancelled.

| in |Transfer| out | In | Transfer | Out | Shift

21002 m |1 2:30P ! 1:15P S:00P 8.25

|Can|:el Deductinn|

On pay Monday what action do | perform to ensure that the time loaded in KRONOS will be
passed to HRMS?

No time entered in KRONOS will passed to the FTIM time unless the card is "signed off". You
have until 5 P.M. on Monday of Pay week to have all time cards "signed off". If time cards are not
"signed off" by 4:30 P.M. on Pay Monday, all time will have to be manually loaded into the FTIM
form on Tuesday morning, and Payroll Services will notify departments regarding time cards that
were not "signed off' in KRONOS in a timely manner.

May | "sign off" atime card on the Friday at the end of the Pay Week?

No. Time cards cannot be "signed off" prior to the end of the Pay Period. UTMB’s bi-weekly pay
period ends on Friday night at midnight. Therefore, you have Saturday, Sunday, and Monday to
"sign off" on a time card for the previous pay period.

If 1 "sign off" on a time card and then need to change it, may | do so?
No. Once a time card is "signed off" it may not be changed.

Does Kronos have a limit of the number of people who can be e-mailed from the Genies? |
was trying to email my 24 employees with a group email and it told me | exceeded the limit.
This limit within the Kronos window is 255 characters. Depending on the length of your
employees’ names you can usually select between 8-12 employees at a time.

11



| do not understand the information | see in the transfer column or how it got there?

In the example below the employee used a clock code 2. This is a code reserved for call back
and employees should not use this unless they are instructed to do so. This clock code 2 causes
a work rule transfer which is identified by the fact that it begins with a “;” (semi-colon). If the
employee is not eligible to use the clock code 2, he/she should be instructed not to use it and the
timekeeper may delete the information in the transfer column.

we | Actions  Punch Amount  Accruals  Comiment Approvals  Reports

| | Dbste | PoyCode | Amount In Tronsfer out In
|G | Sat 501 ' '

L | Sun 5/02 ,

10 Mon503 | [757AM | 1147AM [12:17PM
G | Tue 5104 T56AM | CB N-40W-000U-80 1:31PM
G | Wed 505 ; | 7.560M | IE.IEEFHI
L, | Thu 506 ' : ' -

12



MULTIPLE POSITIONS

If an employee has two positions and gets shift in one and not the other how does the
timekeeper assure they get paid shift in the second position?

An employee who has two or more positions has only one record in Kronos. Therefore Kronos
takes the position with the highest percent of time and sets the employees pay rule based on this.

In the case of the employee below his first position is eligible for shift pay but his part time
position is not. This causes a problem when he clocks in on evening and nights in his second
position. The system thinks this position is also eligible for shift pay because he can only have
one pay rule.

A department can correct this by adding a non-shift eligible rule to that float.

Note that on this day even though floated to non shift eligible it shows he will be paid shift

Timecard
Last Caloulated
Time Period:

Save | Actions Punch Amount Accruals Comment Approvals Reports
Date Pay Code Amount In Transfer Ourt h
& |0 | Fri10i21
& |0, | Sat10/22 3:00PM J0BE40100/37 00/0 9:00P M
& |0, | Sun10/23
& |L, | Mon 10/24 3:004M 3:00PM
@Ir | Tinanme
‘|
(Totals & Schedule rnccruals r Audits |
Daily e Accrual Code  / Bal. on £
Account |‘ Pay Code Amount L
CONDI0I0M0EE401007... EVE 5.4
GOOVDIOAM0EE401007... REG 4.4 i | o |
GOODIOI00GE401007... WKE . 4.4 Fri 1061
. GA0I0I0M0I0EE401004... All Productive Hours 55 Sat 10077
| CODIOI0EE401007.. All Hourg Paid 5.8 Sun 1023

Timekeeper should go into the transfer column and click at the end of the transfer to rule

Save | Actions Punch Amount Accruals Comment Approvals Reports

Date Pay Code Amount In Transfer Out In
& L | Fritoi
& [, | Sat10/22 3:00PM |IIIIDEE4D1DDIEITDEIIDL | Q:00FPmM
& |0, | Sun 10/23 by
DO NOT HIGHLIGHT THE WHOLE TRANSFER TO
lccruals Comment Approvals Reports
ount In \ Transf}( Out

J00PM | (HDBEA01DAA7OMA. W | 9:00PM

/ I3
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At the very end of the transfer to ORG and Job Code simply transfer then to the same pay rule
they are in but without the shift (note you could change their lunch hour also if they have a
different lunch hour on their PBL)

Timecard
Loade 1F b

Timecard Schedule People
ol T g S
Time Period: | 1

Save | Actiong  Punch  Amount  Accruals  Comment n 0400 80097 00m

DI ORK e CATIONALMIORK STUDY STUDENTIO
Date Pay Code Amount In

& | | Wed 11/02 Daily; 0.0 Weekly: 40.0 Per Pay Perind: 80.0

& |, | Thu 11103

@ |G | Fri11/04 7~ N

& |L, | Sat11/05 3:00PM rmuaaamumgmrﬁu;m-auw-wu-su §:uupm

2T Coon 44 NE /

< N |

rTcrtaIs & Schedule |/ Accruals r Audits |

i | - .. = == | r T T

Note the semicolon in front of the work rule indicates a work rule float in addition to them already
floating to a different department and job code

0B 6401 00/37 D0/ AFFDV-XKKIU-30

Once this is done and you calculate totals they will not get shift for those hours

Date Pay Code Amount In Transfer Ourt
Ll 1= TrEd T1TI0L
& L, | Thu11/03
& |0, | Fri11/04
& |0, | 5at 11505 || 3:00FM IOGE401 005970000, M- 4 00W=R3H1-30 :00PM
& Ly | Sun 11/06

4

rTu‘tals & Schedule r Accruals r Audits |

Daily - Accrual Code | Bal. on Si

Accou | Amount | 1
IIONDEE407100f... All Hours Paid a.
QGRS IR S
K roductive Hours : Tue 1101
Wed 11/02

14



If an employee has two positions and gets shift in one and not the other how does the
timekeeper assure they get paid shift in the second position?

An employee who has two or more positions has only one record in Kronos. Therefore Kronos
takes the position with the highest percent of time and sets the employees pay rule based on this.

In the case of the employee below his first position is eligible for shift pay but his part time
position is not. This causes a problem when he clocks in on evening and nights in his second
position. The system thinks this position is also eligible for shift pay because he can only have
one pay rule.

A department can correct this by adding a non-shift eligible rule to that float.

Note that on this day even though floated to non shift eligible it shows he will be paid shift

Timecard
Last Calculate

Time Period: | P

Save | Actiong  Punch Amount Accruals Comment Approvals  Reports
Date Pay Code Amount In Transfer Out h
& L | Fri1i21
& |0, | sat1022 3:00P M MiiN6E40100/97 0070 9:00F M
& |0, | Sun10/23
& |0, | Mon 10i24 8:00AM 3:00F M
£ 0T Toa ANME
|
rTotaIs&Schedule rnccruals |/Audi'ts |
Daily - Accrual Code Bal. on £
Account |‘ Pay Code Amount 1
(0000066401000 EVE 585
(0000066401000 REG 585 . -
()0/0/0/0/06E401001... WKE . 5.4 Fri 10/
| GOOM0S0NDINEE40100f... All Productwg Hours 5.5 Cat 1022
| (0000066401000 All Hours Paid 585 Sun 1063

Timekeeper should go into the transfer column and click at the end of the transfer to rule

Save | Actions  Punch Amount Accruals Comment Approvals  Reports
Date Pay Code Amount In Transfer Out In
&L Fritoi
& [, | Sat10/22 3:00PM |IIIIDEE4D1EIEIIEITDDIDL 9:00PM
2 |L, | Sun 10/23 by

DO NOT HIGHLIGHT THE WHOLE TRANSFER TO

iccruals Comment Approvals  Reports
ount In N Transf/a( Ourt
J00PM | IDGEA01AIETOMN, w | S.00FM

/7 I
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At the very end of the transfer to ORG and Job Code simply transfer then to the
Same pay rule they are in but without the shift (note you could change their lunch hour also if they
have a different lunch hour on their PBL)

Timecard

Timecard Schedule People
ol T g S
Time Period: | 1

Save | Actiong  Punch  Amount  Accruals  Comment n 0400 80097 00m
DIOIroAN DR K @I CATICMALAYOR K STUDY STUDEMNTIO

Date Pay Code Amount In
& | | Wed 11/02 Daily; 0.0 Weekly: 40.0 Per Pay Perind: 80.0
& |, | Thu 11103
@ | L, | Fri11/04 7~ N
& |L, | Sat11/05 3:00PM rmuaaamumgmrﬁn;m-auw-wu-au §:uupm
?l r. Coon 44 NE \ /I |

rTcrtaIs & Schedule |/ Accruals r Audits |

i | - .. = == | r T T

Note the semicolon in front of the work rule indicates a work rule float in addition to them already
floating to a different department and job code

0B 6401 00/37 D0/ AFFDV-XKKIU-30

Once this is done and you calculate totals they will not get shift for those hours

Date Pay Code Amount In Transfer Ourt
Ll 1= TrEd T1TI0L
& L, | Thu11/03
& |0, | Fri11/04
& |0, | 5at 11505 || 3:00FM IOGE401 005970000, M- 4 00W=R3H1-30 :00PM
& Ly | Sun 11/06

4

rTu‘tals & Schedule r Accruals r Audits |

Daily - Accrual Code | Bal. on Si

Accou | Amount | 1
IIONDEE407100f... All Hours Paid a.
QGRS IR S
K roductive Hours : Tue 1101
Wed 11/02
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HyperFind

Re writing old ones for move to new Labor Levels

If you have written HyperFind queries which say the home labor account matches an ORG ID as
of today or a PeopleSoft Department ID as of today these are not going to allow you to go back
to the times of ORG ID’s and use the same queries as you use under the new Labor Levels PS

Department ID
refparkal

HyperFind

Last Refreshed Query Hame: 110 - MFM

Description: This query finds all active People within the specified t..
Visibility: Personal

View Query /00

Refresh | Print Screen... |

N L

(Home lahor account matches *#FH 062201105 as of today AND
MOTID number is 9995959999 AND
(Lser accounts are active as oftoday OR

Emplovee employved and working as oftodayih)

The easiest way to correct you HyperFind queries is going to be to DELETE your current ones
and rewrite them

To do this go to the HyperFind link under setup
L

- My Genies™
QuickFind
Accrual Balance
Accrual Balance Summary
IS Summary
Payroll Close
FMLA Hours
Schedule Outline
Schedule Planner
Schedule Snapshot
Shift Close
Shift Start
Sign Off & Approved Summ
University - SignOff
Pay Period Close
Reconcile Timecard
Sign Off & Approval Detail
Group Edit Results

Reports
- Setup

Hyper
Clue Mapage

17



Select the query you wish to delete and hit the delete

HyperFind Guerie
Last Refre: i

Hew... | Duplicate... | Edit... | Change Properties... | Delete | Print... |
Query Hame 14 Visibility
o 0o38* Personal
Qo3a0100 FPersonal
QGEET000 FPerzonal
110 Fersonal
Accrual Ealance%ess Than Zero FPerzonal

Then go into reconcile time card and chose the Drop Down for EDIT ADHOC

; ooseoton > ][
IS 00380100 B
06887000
" Accrual Balance Less Than Zero
Actions Punch Amount Accruals H
All Capped
All Home rod
Hame 14 | PersonID Dept All Home - Exempt

Il Home - Exempt Employees Hours

Al Home - Hon Exempt Employee I 72
Il Home and Transferred In Employee

All Mon Exermnpts

All Feople on Schedules

All Transfered Employees
Counseled Emplovees
Daylight Savings Time Added
Evaryone |
‘] | +]

Edit Ad Hot I
)

Mew...

18



In the department you wish to see add both the old ORG ID and the new people soft department
ID. Separate each condition with a semicolon. Be sure to click the add condition button

Filters Home Account
B General Information @ Include ) Fxclude people who meet this condition.
Hame or ID
Home Account
Additional Informa Hame or Description: ) Reserved: |
Person's Dates | Search |
Time Manag t ) Reserved?: |
Leave Management 0,0 " ) Combo Cod |
: ombo Code:
ey 111000,0PEN GATES CONFERENGE
111200, 5TRATEGIC RESEARCH COL i Position Humber: |
121100,0FFICE OF THE DEAM OF GR, @ Department: |E|622011EI;144125
121200,GRADUATE SCHOOL - BIOME
121210MD-PHD COMBIMED DEGREE ) JobCode: |
131100.0FFICE OF THE DEAN OF AHEj
1| | v ) Task: |
Add> |
Effective Date (& Within specified time period () As of today
Add Condition |
Selected Conditions:
User accounts are active as oftoday
N [ |
Employvee employed and working as of today

It is very important that here you change the date selected to the specified date radio button
rather than as of today. The reason is that you will not have any ORG IDS effective as of today
and there are many reasons you may wish to go back in time and look at your personnel when
they were still under ORG ids. Writing your query in this manner assures you query will reflect
the date ranges you choose

Select Conditions d onditio ew Que Azsemble Que 2 0
Save | Save As.. | Refresh | Refresh Data | Edit Condition... | Delete Condition | Print Screen...
Filters Home Account
B Generallnformation ) nciude () Exclude people who meet this condition.
Hame or ID
Home Account
Additional Informa Hame or Description: @ Reservedt: [
Person's Dates Search
Time Management ) Reserved2: |
Leave Management 0,0
User Information 19 ) Combo Code: |
() Position Humber: |
) Department: [oBzz0110;144125
() JobCode: |
) Task: |
Add> Clear
| @a{,& @) Within specified time period () As @
/ Add Condition
Selected Conditions:
J Horme labor account matches 506220110, 1441 257 in the specified tirme period =
E ‘. | =

User accounts are active as of today [%

Be sure to save your query as a personal query
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