Workforce Mobile (iPhone)

Performing Employee Tasks

HomeScreen Overview

Logging On

When you start the Kronos Mobile app, your
device connects to your organization's
Workforce Central server, using an IP address
you supply. You can then log on using your
existing Workforce Central credentials.

Alerts

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

Tasks

Simply tap a task to drill down and view its
details. Scroll down to access more tasks.
Depending on your role, some tasks may not
be accessible.

Offline Mode

If you cannot connect to your server, tap here
to enter Offline mode. Any edits you make will
upload the next time you are online.
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GET THE APP

Anyone can download and try out the
Kronos Mobile app — check your
device's app store to get it. To log on to
your organization's server, however, you
must be granted access.

Refresh
Tap to update the screen with the latest data from the
server. It's a good idea to refresh after making edits.

Context

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

Location

Tap to view your current geographical location. If it is
recognized by your organization, the app will use it for
punches.

Punch In or Out

1

On the home screen,
select Punch.

When to Make a Transfer
Normally, you should only enter a transfer when your
manager is aware that you will be making one.

Select the transfer only when punching In for the transfer;

do not select the transfer again when punching Out.

Your device may recognize your geographical location
and limit your transfer options based on that location.

! ol
B o
—ﬂ If you are starting a shift requiring a transfer,
== S02PM i select Transfer. Otherwise, skip to Step 4.
k. Punch
? Your current IoCation will Dé usad "
Victor Nikula 1
. - —a Select a transfer and
Bl = 73| tap the check mark.
Transfer - .4_ »
) — | Il ? Your oument localon will ¢ used /
‘Cancel Deduction |
. e
// sean Ll | 302 PM i
% :‘ * Punch
frunen ? Your current location will be used

Scan _ _ : Victor Nikula
If you are working at a location mmm yil
with a barcode for starting and j N N Sean |1
stopping jobs, you can punch by e
tapping here and scanning the Z :;HMD&N e Ad -

code.

When to Cancel a Deduction

Supervisor/B0S/Dept B/UAS

81 PY/F il Tima

Cancel Daduction

Normally, you should only cancel a deduction when
your manager has given you approval to do so.

Only cancel the deduction when punching Out at the
end of your shift, unless your manager has instructed
you to do otherwise.
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ﬂ If you are working without a break,
switch Cancel Deduction to ON.

To enter the punch, tap Punch.
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View Your Timecard or Schedule
Schedule Calendar Toggle
Tap to switch between a list view

P ) ]
/ —-— On the home screen, select
. === i Timecard or Schedule.
(pictured here) and a calendar view.

/ R In the calendar, dates with dots have e

9 a scheduled shift or time off. 1

Schedule Details [= 502 PM 7
Tap a date in the list or calendar to # My Schedule 1|
view the details of a shift or time off.
«l'{ Mon, 06/27/2071 ’
!
Timecard Totals o i
Tap to view a summary of the types of oo o0E s
| : P hours you have worked. o 25,201
P— Vacation - Day - 1.00d
100PM  Z:00PM
- R Add or Edit Time B
O 200 If you have the necessary s e
4 e - i Jun 30, 2011
o B ol permissions, tap a punch or pay code )
omns ¢ . N to edit it, or tap a date to add a punch TLOOAM - 300PM thy 4hift: 7:00
Cormtative Hoars o or pay code to that date. 2 0
) T:00MM - 3:00PM day shift: 7.00...
= Timecard Approval s biion
Tap to approve your timecard hours.
Your manager will let you know how
frequently you should approve. //

Start a New Request

There are several types of requests you can submit to your manager. All are handled from the Requests screen.
The specifics of each type of request are described in the “Complete a...” sections on the following pages.

=
—n On the home screen,

select Requests.

Ve k- lﬂ Tap the + to add

a new request.

i All Requests ~ All Statuses ~ - . S PRIy
Shift Swap - Scheduling Shift Swap /
With ESS, memp4: 2/8/16 8:00.am b3 ®
Feque..
016 (Avaitable) » [Pea = 302 PM EEE |

Fiequest To Cover - Scheduling fleques._. All Requests v All Statuses »
2710016 800 am Sent To | employee(s] »
. Shift Swap - Scheduling Shilt Swap
/ A © With ESS, memp4. /816 B.00 arm »
Ofered | Created G
x Request Type v

Prior Requests / Time Off < &) select the type of

To view the details of a previously- Shift request you want to

submitted request, simply select it make. (Instructions for

from the list of requests. ake. (Instructions fo
each Request type are

covered in subsequent

sections.)

The details screen also gives you
the option to completely retract the

request you are viewing. _/}
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Complete a Time Off Request Check Your Accruals Balances
Before submitting a new Time Off Request, it's a
. _n Select the type of time off to goqd idea tobtalp Accruals on the home screen to
-— take. (Check with your review your baances.
L) — { manager if you are not sure Tap Balance as of to see the hours you will have
; on any given date.
— _— = which to select.) Y9
<+ New Reguest o
Time Off: Global Time Off ( £
R - ( — —a Enter a Start Date and End Date for the time off.
EobelTeraclf 4 . — i (If you are only taking one day off the Start Date
and End Date will be the same.)
== 02 PM 7 % ]
« New Request o If prompted, select a Pay Code. (Check with
e O Slebal T ot your manager if you are not sure which to select.)
Cancel Apply < » i
— Select a Duration for the
_ | = 302 PM EET ]| time off. This is the number
y, A « New Raquest o of scheduled shift hours you
_# Pay Code N will not be Working.
—— : 1 urathon . )
! — If you will be taking off an
Duration entire shift each day, select
Gancel Gancel Full day, tap Review, and
< Dane skip to Step 5.
/ s If you wiI.I be taking off only
Half day half a shift each day, select
Hours Half day, tap Review, and
skip to Step 5.
Otherwise select Hours and
continue to Step 4.
® {
== I =] n If you selected Hours for the Duration, enter a Start Time and Length. The tap Review.
“ New Reguest i For example, if you are scheduled to work 8:00am to 5:00pm and you want to take
HERS 8:00am to 11:00 off, enter 8:00am for Start Time and 3:00 for Length.
Vacation v
M; v ® u i —a Review the summary of the request for accuracy.
(If you need to start over click Cancel.)
;1; ; — ':’_Ts L 2 *@51 You may enter a textual Note if you would like; your
: = e Request - manager will see this note.
L::;h P 1 o If the details of the request are accurate, tap Submit
- — Review to send the request to your manager.
Cancel Review 14— February 26,2016
SEE
) <
l;oecoro <}
Cancel Add Another
Submit
o
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Complete an Open Shift Request

—n Select the shift you want to work. (Tap the calendar icon if
. you need to change the range of dates first.)

== o = / - ; _ﬂ Tap Review.
<« ]
J—

New Requesl
Open Shift: Open Shifts Request
1 Pod = 3:00 PM EET ) —
T « New Request = O - |
Select an Open Shift: Open Shift: Open Sl Aequest [Foa = 302 PM EEL
s ¥ Dptions - New Request =
| Select an Open Shift Open Shift: Open Shifts Request
Review
! Ll
o | Requesied Open Shift
February 2016
el o —ﬂ Review the request for
el o accuracy.
- You may add a note to
Cancel  Raview J— = your manager, if you wish.
,/ I If the request is accurate,
F— tab Submit to send it to
j your manager.
Complete a Request to Cover Request
“ —n Select the shift that you need someone else to cover
L —g and tap Apply. (Tap the calendar icon if you need to
= n— — change the range of dates first.)
« New Reguest
Reauest To Cover Scheduling Request To Cover R = —ﬂ Select the co-worker(s) Sending to the Group
] % options o am== : you would like to invite You may have the option to
to cover your shift. Request to Cover to Group. In
Seectyour shit = — -3 ) . this case, you will not select
« New Roquest - Click Review. sp_ecmc gmployees to cover your
., T i . shift; it will go to your group and
{ ST B Sehes g e e e / - ask for volunteers.
o ¥ Dplions T — .
) Send Request to: (1 of 3 selected = T =
] E A, e €« Mew Request =]
— | Request To Cover : Scheduling Request To Gaver
e H Dogoad, Percy < |

i eview —ﬂ Review the request for
[:l Starkhringer, lohn My Shift
/‘ S accuracy.
OB oo |

e e You can include a note to

Cancel  Review £ the selected co-workers.
D“;“P‘ . If the request is accurate,

oogoad, Percy ‘ . .
tap Submit to send it to
// the selected co-workers.
Notes
Cancel Submit
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Complete a Change Availability Request

—————— —— —n Select a date for which you want to change availability. (Tap the
— calendar icon if you need to change the range of dates first.)
®» = H
Note that tapping the pencil icon lets you select multiple dates. Select
= SezPm 7= the dates and tap Set Availability. Then tap the X to return to the list
< New Request s of dates. In this case any changes you make will apply to all of the
[Request Availsbility : Change Availability Request selected dates.
! ¥ Options I
) > ( -— —a To apply one availability type to the entire day,
. I« * — i simply select the availability type and skip to Step 4.
== = —= Otherwise, tap Enter Detailed Availability and
« New Request & continue to Step 3.
[Request Availability : Change Avalability Request
gl 1 b m S _—
x Change Availability / -
Cancel . P . ==
! < To enter detailed availability,
Uniknawn = 552 PM EEL select a start and stop time
/; pwailable < New Request — for the first period, then
= | bretoned Flequest Availabiity : Change Avadlability Request select the availability type
| Febeuary, 3016 for that period.
Preferred Time Off = TR
) . . i | oo 1zo J | Then tap Add Period to add
Current Availability Frter Detaled valaniiny < another availability period to
Your current aVa||ab|I|ty is Periods the day and Supply the new
shown for each displayed I period’s details
date. 1Zo0am ~  t°  300pm v :
j When you have added all of
maiatie N the periods needed to
Adé period accurately represent your
SR availability for the day, tap
Apply.
» = H
== I 3= n If you need to change availability for other visible dates, repeat the above
« New Reguest = steps.
g [ty S e R When all visible dates accurately represent your availability, tap Review.
¥ Options
Assign Awailability & -

i —a Review the summary of the request for accuracy.
(If you need to start over click Cancel.)

Awaiable

[P = 302 PM EET
Avaiable — New Request =)

You may enter a textual Note if you would like; your
manager will see this note.

[Request Availability : Change Availability Request
Unavadable

mm =3
‘
-

If the details of the request are accurate, tap Submit
to send the request to your manager.

Review

Availability Changes

Cancel Review ﬂ.._

Wednesday February

24, 2016
j Available 12:00am-
12:00am

Thursday February 25,
2016

Available 12:00am-

17:00am

Eridaw &
Cancel Submit f——
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Complete a Shift Swap Request

{ —n Select your shift that you want to swap.

(Tap the calendar icon if you need to change the range of dates first.)

[Foe = 302 PM 433‘
<« New Request

Shift Swap: Scheduling Shift Swap

¥ Options
Select your shift: ( —d ﬂ Tap Apply
» any . . .
; o | — —
| o = 202 PM EET|
Py “~ New Request =
. Shift Swag: Scheduling Shift Swap
. 4—0 ! ¥ Opiions
Select your shift / o
Cancel y 201 » =
A Py —ﬂ Select the co-worker’s shift
N { iz 302 PM EEL ]| that you want to work
A o < New Request Nl instead of your shift.
j ; ; ; Shift Swap: Scheduling Shift Swap . .
® 1 == (Tap the calendar icon if you
e : need to change the range of
Select a shift to swap dateS fIrSt)
Cancel Apply cbruary 2016

E Apple, Anne o
j H Dogood, Percgy )
H Storkbringer, John ‘ r.

[,

Cancel

= _

== EA] L —n Tap Review.

[Pod
< New Request

Shift Swap: Scheduling Shift Swap

¥ Options

Select a shift to swap

le, Arne s .
E e o 3 —a Review the summary of the request for accuracy.

s — :
H Dogoa, Percy ol (If you need to start over click Cancel.)
— s X L1 You may enter a textual Note if you would like; the
Storkbringer, John ] “— New Request =) . . . .
S co-worker working the shift will see this note.
My Shift: . .
E Peabody Pl Ps ¥ | Fetrmryzuis If the details of the request are accurate, tap Submit
B AN s e to send the request to your co-worker.
Cancel Review F—— m - 400 pm (B P
Requested Shift:
February 2016 |
/ Sl::rkbrlng.a.r, John | o {
£0oam 4007 |
MNates
Cancel Submit f——




