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What you need to know!

Go-Live - Sunday, October 6"

*Kronos.Dartmouth.EDU - Not Changing!
* We will redirect the cloud environment to same URL
e All time for October 6t - future in cloud environment

Kronos-Hist.Dartmouth.EDU - new URL for “old” Kronos
* All time prior to October 5" in “old” environment

*Do not report time for October 6" in “old” system - it will not carry
forward

e Accruals - PTO (Paid-Time Off) will not display until October 11t
*Need to close out the prior period before importing PTO hours
*You can still report PTO before they display
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What is Changing??

Updated Kronos Cloud Environment
*New Home Dashboard for accessing timecard
New Employee Attestation and Approval
*New Assignment column for employees with more than one job
Slight change in creating comments
eDataviews & Reports
New Time Detail Report for Supervisors
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What’s Not Changing??

How hours are reported
* General timecard functionality is the same
* Expectations for reporting hours

*Record hours worked accurately on the Kronos Timecard.

*Record hours at the beginning and end of each shift.

*Record benefit time and/or comments on the timecard if needed.
*Review the timecard for accuracy before the end of the pay period.

*Submit the timecard no later than Saturday at midnight on the last day
of the pay period.
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Also Not Changing!

* Expectations for supervising and managing employee time.

*Biweekly Time Detail reports will be generated to supervisors at 7:00AM.

* All biweekly employee time must be reviewed and approved no later
than noon on the Monday following the pay period*.

* *9:00AM Monday for Union Supervisors

*For supervisors with Kronos Supervisor Web Access, it is recommended
that supervisors review timecards prior to the end of the pay period.
It is recommended a weekly review of biweekly timecards be conducted
by all supervisors.

*Review all timecards for all direct report employees.



How to get help?

* Dartgo.org/Kronos2Cloud

DARTMOUTH

e Training Resources

* Project Updates

* Payroll
* Questions about Paycheck

* Finance Center
* Navigating the system
* Reporting time

e Corrections

e Kronos Admin kronos.admin@dartmouth.edu

Dartmouth Integrity Helpline
Dartgo.org/Helpline
888-497-0515

e Unable to log in

* Not able to see what you should see

» System doesn’t seem to be working correctly

e All other

Drop-in Sessions
Monday - Friday:
10/7 - 10/22
9:00 - 10:00 and 2:00 - 3:00

Dartgo.org/KronosHelp
(Subject to change based on need)


https://dartgo.org/kronos2cloud
mailto:kronos.admin@dartmouth.edu
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What is changing for
Biweekly Employees

Navigation
Assignment Column

Approval & Attestation



Timecard Access

You may access your timecard using the My Timecard tile,
or navigate to the menu, clicking My Information and clicking My Timecard

DARTMOUTH

ET Employee Test @ Welcome back, Employee
Edit Profile Sign Qut (>
ﬁ g S My Timecard A My Schedule
Exceptions Fri
0 30 Today
0 You have nothing planned.
Home
] S;t You have nothing planned.
My Information ~ h
' S:n You have nothing planned.
MV Calendar No data to display.
- Mon
My Timecard 5 Labor Day

Tue

You have nothing planned.

>
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Timecard
* Fresh look
e Same functionality

« Assignment Column for employees with more than one job Don’t forget to click

Save to save changes
= o B wyri d
-

B ~ current Pay Period {3 Loadéw, §1AM
Date Assignment  Pay Code Amount In Out Transfer In Out Transfer Absence Schedule Shift Daily Period

+ Sun 8/25

+ © Mon 8/26 J 7s9am 12:02 PM 1234PM [ 357PM 7.50 7.50 7.50
+ e Tue 8/27 i 7:57 AM 11:36 AM 12:25PM i 401 PM 7.50 7.50 15.00

| 12345612
+ Wed 8/28 - 15.00
+ Thu 8/29 15.00
+ Fri 8/30 15.00
+ sat 8/31 15.00
+ Sun 9/01 15.00
+ Mon 9/02 15.00
+ Tue 9/03 15.00
+ Wed 9/04 15.00
+ Thu 9/05 15.00
+ Fri 9/06 15.00
+ sat 9/07 15.00
| Totals Accruals Historical Corrections Audits




Timecard Approval & Attestation

 When reporting your final hours for the pay period, click Save, then
click Approve on the ribbon.

e An attestation window will hope, for you to confirm that all hours

are accurate and have not be falsified.

e Click Confirm and Submit

= & B MyTimecard

Confirm X

I acknowledge that I have not falsified
or inaccurately reported my hours but
have actually worked or entitled to the
hours reported for the pay period.*

® Approve

O Cancel

= 0 B My Timecard Confirm X

DARTMOUTH

¢ I acknowledge that I have not falsified
or inaccurately reported my hours but
have actually worked or entitled to the
hours reported for the pay period.*

B Approve
Date Pay Code Amount In Out Transfer In Out Transfer Absence Schedule 5 Cancel
-+ Sun 9/08
+ O Mon 9/09 7:56 AM 11:58 AM 1225PM [ 202PM 8:00 AM - 4:00 PM
+ O Tue 9/10 I 73am 1131 AM 12:02PM 356PM 8:00 AM - 4:00 PM
+ © Wed 9/11 I 730am 11:45 AM § 1zooem 4:00PM 8:00 AW - 4:00 PM
+ O Thu 912 I 730am 11:45 AM § 1200PM 405 PM 8:00 AM - 4:00 PM
+ O Fri9n3 I 730am 12:00 PM 1230PM [ 44sPM 8:00 AM - 4:00 PM
-+ sat 9/14
+ sun 9/15
+ Mon 9/16 H 8:00 AM - 4:00 PM
4+ © vac 8.00
+ O Tue 9117 Vac 800
+ Wed 9/18
-+ Thu9/19
+ Fri9f2o
= Sat 9/21
Totals Accruals Historical Corrections
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Employees who use Clocks
New look!

* Round buttons all on one screen Beginning October 6"
* No Scroll R R GO

KRONOS

Fri 20-Sep-2024 3 : 3 4 PV

Current View Review

Timecard Punches View Accruals

o )} a O

E}] DDS Mass Row House B (Kronos-InTouch,DevicelD-175012) - RealVNC Viewer o a X

KRONOS Fri 20-Sep-2024 4:1 2 PM

View Timecard Review Punches
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Supervisor & Manager
Training

Navigation

Timecards Review, Edit, Approve
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New Look
e New Customizable Dashboard

* New functionality for managing employee time

® D

Welcome back, Lisa Search for Employees and
Acting as I want to be a manager access their timecard Il
My Timecard ~ Manage Timecards > My Notifications ~
Exceptions Previous Pay Period  « System Messages . S

0

Employee Requests 0 >
) - X
) o " My Requests 0 M
i Tasks 0 >
No data to display. WTK-181523 Number of employees in
request (2489) exceeds allowed limit (1000). Timekeeping 0 >

Customize your Dashboard! *_
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Accessing Timecards

e Go to the Main menu select Time -> Timecards

* Go to Main menu select Time -> Use Employee Summary to see list
of employees

x » Use the Manage Timecards tile on the Dashboard by clicking the
Lisa Wallace . arrow at the tOp

I want to be a mana

LW

ger
Edit Profile ¢ signout (>
|
Welcome back, Lisa
Home Acting as I want to be a manager
Time ~
My Timecard = : Manage Timecards A H My Notifications =
Employee Summary ' .
. Previous Pay Period
X EXCEptIOnS Y ¥ System Messages 6 >
Timecards 0
Employee Requests a >
Dataviews & Reports ~ %
)
J \_; x My Requests o >
Dataview Library h "‘+
Tasks ] >
Group Edit Results No data to display. WTK-181523 Number of employees in
request (2489) exceeds allowed limit (1000) Timekeeping [
Report Library
My Information ~
My Calendar
My Timecard &
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Employee Summary Screen

 View all employees within your area * Adjust timeframe
* Select to review timecard * Select, access, create Hyperfinds

* Right-click to access other controls « Add/remove filters and columns

= @ B Employee Summary o @ IP

B ~ Previous Pay Period < > &% = TestTeam £ Loaded 2:31PM
v A
Select A Refine Zoom
v Employee Full Name T Employee ID w Actual Hours v Scheduled Hours ~ Projected Hours v ¥
Test, Employee TESTEMPLOYEE

Test, Employee

~ General Information

Primary Job

1/01/2020 - Forever

Dartmouth College/Campus Services/FOM
FFOM/Fac Grounds Sves/Cust Sves Non
Dorm/Cust Svcs Non Dorm/Custodial Squad
Leader A

Primary Labor Category
1/01/2020 - Forever
GL~20~519~368000~433553~0000,6214,)G3A

» Timekeeping

> Scheduling

> Accruals

o I g &
Go
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Timecard

 Fresh look

. . Don’t forget to click
e Same Functionality e e

= @ [P Employee Timecards

| Test, Emplayee ~ | @ TESTEMPLOYEE 10f1 B3 ~ CurrentPay Period & ~ *TestTeam ¢ Loady R33PM

;‘g,v

Date Assignment Pay Code Amount In Out Transfer n Out Transfer Absence Schedule Shift Daily Period
= Sun 9/08
+ O Mon 9/09 1234564 I 725am ’ T158AM  ..~286073~626402~0000,,; 12:25PM 4:02FM 8,00
+ 5 7:30 AM - 4:00 PM £.00 .00
+ O Tue 9/10 7:28 AM 1131 AM 12:02 PM 358 PM 7:30 AM - 4:00 PM 8,00 £.00 16.00
+ O Wed 9/11 7:30 AM 11:324M 12:02 PM 4:01 PM 7:30 AM - 4:00 PM 8,00 £.00 24.00
+ O Thu 912 -1 T 11:45 AM 12:06 PM 4:05PM 7:30 AM - 4:00 PM 825 825 32.25
+ O Fri9/n3 7:29 AM 11:42 AM § zotem 359 PM 7:30 AM - 4:00 PM 850 850 4075
e Sat9/14 4075
+ sun 9/15 40.75
+ Mon 9/16 = 7:30 AM - 4:00 PM
+ © [} 1234561 Vac 8.00 8.00 4875
+ Tue 917 56-1 7:30 AM - 4:00 PM
+ © 1 Per 5.50
+ | © [} 1234361 i roem T avzem 250 8.00 56.75
+ © Wed 9/18 T30AM % 11:30AM 7:30 AM - 4:00 PM 4,00
+ © 1234564 § zooem  J  40sem 425 825 65.00
+ Thu 8718 | 7:30 AM - 4:00 PM 65.00
+ Fri 9/20 7:30 AM - 4:00 PM 65.00
7
‘ Accruals Audits




Timecard

Go
AZRINEEIGS

Employee Search

To People &
Reports

Timecard Details: where
employee records all hours
worked and Paid Time Off (PTO)

. Change Pay Period

Click the + (Plus)

DARTMOUTH

Notifications

Change Hyperfind

| Test, Employee v_| @ TESTEMPLOYEE 17 . B8 » Previous Pay Period & v TestTeam &3 LObwess
button when more than
= A - two In/Out punches are Share to Print 1)
List View Zoom Go To Save
needed for one date timecard
Approve tlmecar,d.,/ ««" PayCode Amount In out Transfer In out Transfer Absence Schedule shift
-+ Sun 8/25 f
+ | O o826 f| 1234561 7:29 AM 12:02 PM 12:34 PM 357 PM 7:30 AM - 4:00 PM £.00
+10 Tue 8/27 f| 1234561 7:27 AM 11:58 AM 12:32 PM 355 PM 7:30 AM - 4:00 PM 8.00
+ | O Wed 8/28 f| 1234561 i 739am 12:00 PM i 1215Pm 3:50 PM 730 AM - 4:00 PM 825
4+ O Thu 8/29 f| 1234561 7:29 AM 12:01 PM 12:27 PM 402 PM 7:30 AM - 4:00 PM 8.00
4+ O Fri 8/30 f| 1234561 i 75am 11:45 AM i 1230Pm 3:58 PM 730 AM - 4:00 PM £.00
== Sat 8/31
-+ Sun 9/01
= Mon 9/02 f| 1234561 E 7:30 AM - 4:00 PM
+ e Fi anquce o r - | A 2.50 | JEE
View Totals, including View PTO Accrual balances
+ Tue 9/03 regular, shift, daily and for Vacation, Personal Time, = 7:30 AM - 4:00 PM
+ o pay period to date ) . and Winter Break
+ | O Wed 9/04 #1551 71 11:56 AM § 1236Pm J 402pM 730 AM - 4:00 PM 7.75
Totals Accruals Historical Corrections Audits
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Punch Actions

Timecard Exceptions

8/28/2024

Assignment:
123456-1

 Hover over Exceptions to view details Time:

1215 PM

. . . Rounded Time:
* Right-click to review punch and add comments 1200pM
Override:
In Punch

(A B My Timecard Time Zone: ® {9

{GMT -05:00) Eastern Time (USA; Canada)

Exceat\ms: B8] ~ current PayPeriod &3 Loaded: 9:34 AM
B Short Break
i= Ve Last Edit Date: L3
s Approve 8/30/2024 Share
Edit Made By:
Date Assignment Pay Code Amount In Qut Transfer In Test, Employee Schedule shift Daily Period
=+ Sun 8/25
+ © Mon 8/26 [j 1234561 7:29 AM 12:02 PM 1234 PM & 5] 7:30 AM - 400 PM 8.00 8.00 8.00
Edit Comments
+ | © Tue 8/27 Tj 1234561 7:27 AM 11:58 AM 1232 PM 7:30 AM - 400 PM 2.00 8.00 16.00
+ © Wed 8/28 fj 1234561 J  739am 12:00 PM §  1zisem 3:50 PM 7:30 AM - 400 PM 8.25 825 2425
+ © Thu 8/29 Tj 1234561 7:29 AM 12:01 PM 12:27 PM T B S 32.25
+ 0O Fri 8/30 I} 1234561 i 7:15 AM 11:45 AM J 1230eMm - 4025
| ! ' 12:00 PM B 1215em 3:59 PM
+ sat 8131 4025
~ 1215 PpSA
+ sun 9101 12:01 PM ; 1215 PM 4:02 PM 2025
+ Mon 9/02 fj 1234561 I ] 730 A - #uu P
+ | © Tj 1234561 fj Ho ] gso [} 730am 850 4875
+ Tue 9/03 fj 1234561 7:30 AM - 400 PM
+ O [ 1234561 fj vac li gso ([} 730am 850 57.25
- Wed 9/04 fj 1234561 7:30 AM - 400 PM 5725
+ Thu 9/05 fj 1234561 7:30 AM - 400 PM 57.25
+ Fri 9/06 Tj 1234561 7:30 AM - 400 PM 57.25
+ Sat 9/07 57.25



D

Timecard - Adding Comments

My Timecard

10 AM

10 AM

= — w
=] L =1
> > >

... ) ) )

Out

12:00 PM

12:00 PM

12:02 PM

11:59 AM

12:45PM

Transfer

..230500~0000;;

12:30 PM

i 1zeem

12:32

12:45 PM

B

R

Punch Actions

Date:
3M12/2024

Time:
12:18 PM

Rounded Time:
12:00 PM

Override:
In Punch

Time Zone:
(GMT -05:00) Eastern Time {(USA; Canada),

Exceptions:
j§ Short Break

Last Edit Date:
3/19/2024

Edit Made By:
TestWallace, Lisa A

o

Comments

Comments and MNotes

1

Accruals

Historical Corrections

X

Comments (1)
Short Break

Comment On

[ Short Break b J

Add Comment

Cr—
(S}

Received call back to address concern

L

Add Another Note

DARTMOUTH

Right-click on time
Click Comments
Select Comment Type
Enter comment

Click Apply
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Timecard - View Comments

Amount

7:26 AM

7:28 AM

7:30 AM

731AM S

7:29 AM

Out

11:38 AM

11:31 AM

11:32 AM

11:45 AM

1152 AM

w2

Punch Actions

Date:
0/12/2024

Assignment:
1234561

Time:
731 AM

Rounded Time:
7:30 AM

Override:
In Punch

Time Zone:
{GMT -05:00) Eastern Time (USA: Canada)

Exceptions:
j Lateln

Comments and Notes:
Late

Caught Traffic

Last Edit Date:
9/18/2024

Edit Made By:

Tact Fmnloves

-

v & S
Mark as Edit Comments
Reviewed

DARTMOUTH

Right-click on time to view new
comment

Click Comment to edit
comment
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Timecard - Saving

¥) --> indicates the card has changes that have not been saved

--> indicates timecard has been saved or no changes Don’t forget to click

Save to save changes

@ D Employee Timecards g

| Test Employee fest Employee v | @ TESTEMPLOYEE ¢ 1of1 » CurrentPay Period & ~ *TestTeam ¢ Loadk, 2:33PM
A - =~ ¥
Zoom An GoTo L Save
Date Assignment Pay Code Amount In Out Transfer In Out Transfer Absence Schedule Shift Daily Period
- Sun 9/08
+ © Mon 9/09 1234564 §  725am ! 11:58AM  ..~286073~626402~0000,,; 12:25PM 24:02PM 8.00
+ i 7:30 AM - 4:00 PM 2.00 200
+ © Tue 9710 T} 1234561 7:28 AM 11:31 AM 12:02 PM 3:58 PM 7:30 AM - 4:00 PM £.00 2.00 16.00
+ O Wed 9/11 T 1234561 7:30 AM 11:32AM 12:02 PM 4:01PM 7:30 AM - 4:00 PM £.00 2.00 24.00
+ O Thu 9/12 T 1234561 i 7aavs 11:45 AM 12:06 PM 4:05PM 7:30 AM - 4:00 PM 8.25 825 3225
+ O Frion3 T 1234561 7:20 AM 11:42 AM § 1zoiem 3:59 PM 7:30 AM - 4:00 PM 8.50 850 4075
+ Sat9/14 40.75
+ Sunors 4075
+ Mon 9/16 /] 5-1 = 730 AM - 4:00 PM
+ O T 1234561 Vac 8.00 2.00 4875
+ Tue 917 T 1234561 7:30 AM - 4:00 PM
+ O T 1234561 Per 550
+ O T 1234561 i moew § smem 250 200 5675
+ O Wed 9/18 T 1234561 730AM % 11:30AM 7:30 AM - 4:00 PM 4.00
+ © 1234564 § zooev J§ 4osPm 425 825 65.00
+ Thu 9119 T 1234561 | 7:30 AM - 4:00 PM 65.00
+ Fri 9/20 T 1234561 7:30 AM - 4:00 PM 65.00
7
‘ Totals Accruals Historical Co Audits
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Transfers

Transfer X
[ Test, Emplayee v | @ TESTEMPLOYEE ¢ 1of1 & ~ current Pay Period &% ~
Test, Employee
A v o B s-
Zoo ABDrove < - Analvz o To Assignment 123456-1
Zoom Apprave Sign-Of Analyze GoTo
Primary Location Dartmouth College/Ca
mpus Services/FOM/FO
Date Assignment  Pay Code Amount In Out Transfer In out Transfer M/Fac Groun...
Work Rule None (D
+ O Mon 9/09 123456-4 i 726am 11:58 AM 12:25 PM 402 PM Cost Center None
I 133456 Labor Categories GL~20~519~368000~43
+ 1 1234561 3953~0000,6214 |G3A
+ @ Tue 9/10 " 123456-1 7:28 AM 11:31 AM 12:02 PM 358 PM
@ Add Business Structure
e L3430~ B H noose; - " !
Wed %/11 F‘ 123456-1 7:30 AM 11:32 AM C 12:02 PM 401 PM
- ™ o o T ~ ~ . 1 © AddWorkRule «
+ @ Thu 9/12 F‘ 123456-1 I 731 AM S 11:45 AM GL~20~723~286073~626402~0000,,;
GL~21~347~-360500~165211~0000,5255,;
: 1456 . 5 ) ) Add Labor Category
+ O Frion3 l| 1234561 7:29 AM 11:42 AM 55 Call In_Shift 3_Min 3he L gory
== Sat9/14 . searcn...
== Sun 9/15
== Mon 9/16 l| 123456-1
— vy
Totals Accruals Historical Corrections
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Ledger Account Transfers

Click the Transfer cell

and select Search...

M Choose: - 12:02 PM
M GL~20~723~286073~626402~0000,,;
mGl~21~347~360500~165211~0000,6233,;
M :5 5 Call In_Shift 3_Min 3hrs;;
M Search...
Transfer X

Labor Categories

& Add Ledger Account

@ Add Natural Account ~

Quick links
Business Structure

work Rule

Select Add Labor
Categories

= @

Search either by na

or chart segment and

Select Ledger Account
GL~20~505~368000~343626~0000
Finance and Admin~Financial
Transfer X

Labor Categories

@ Add Ledger Account -

Transfer
Labor Categories

me

Systems and Services

@ Add Natural Account

[ systems B ]

Systems Support~Administrative Systems
Support

GL~20~505~368000~343626~0000

Finance and Admin~Financial Systems and
Services

GL~20~326~368000~767000~0000 ]

Quick links

Business Structure

Work Rule

Transfer X
Labor Categories

@ Add Ledger Account -

[ 343624 =)

GL~20~505~368000~343626~0000

Finance and Admin~Financial Systems and
Services

o

DARTMOUTH

Click OK'and Apply

% Transfer

Assignment

Primary Location

Work Rule
Cost Center

Labor Categories

Test, Employee

123456-1

Dartmouth College/Ca
mpus Services/FOM/FO
M/Fac Groun...

None
None

GL~20~515~368000~43
3953~0000,6214 |G3A

@ Add Business Structure

@ AddWorkRule -

@ Add Labor Category

Verify information
populates in
Transfer column

out Transfer In

11:58 AM 12:25FM
11:31AM 12:02PM
11:32 AM :GL~20~505~368000~343626~0000,,; 12:02 PM




Work Rule Transfers
(less common)

{8 ~ Current Pay Period g}

Transfer X

Test, Employee

Assignment 123456-1

Primary Location Dartmouth College/Ca
mpus Services/FOM/FO

wt Transfer Absence Schedule M/Fac Groun...
Waork Rule None ®
Cost Center Mone
02 P Labor Categories GL~20~519~368000~43
3953~0000,6214,)G3A
i 7:30 AM - 4:00 PM
@ Add Business Structure
158 PM 7:30 AM - 4:00 PM
01 PM | | Choose: - 7:30 AM - 4:00 PM O AddworkRule -
o5pM | :76L-20-505-368000~343626~0000.; L"-" o | Hp 3
1GL~20~723~286073~626402~0000,; HPOps Jury
9 Pl +GL~21-347-360500~16521159000,6233,; M- 400FM .
HPOps Mil
5 S Call In_shift 3_Mis#Snrs;:; ps Ml
Search... HPOps Mon5 Tueé Wed7
HPOps Mon5 Tue6é Wed7 DOTRS
E 7:30 AM - 4:00 PM
HPOps Mon6 Tue?
HPOps Parental Leave
7:30 AM - 4:00 PM
7:30 AM - 4:00 PM
7:30 AM - 4:00 PM
7:30 AM - 4:00 PM
Cancel Apply
wrigal Carrectinns

Transfer

Test, Employee

Assignment 123456-1

Primary Location Dartmouth College/Ca
mpus Services/FOM/FO

M/Fac Groun...
work Rule None
Cost Center None

Labor Categories GL~-20~519-368000~43
3953~0000,6214,)G3A

@ Add Business Structure

Work Rule

HPOps MonS Tues Wed7?

@ Add Labor Category

@) |

®

DARTMOUTH

e Click the Transfer
cell and select
Search...

e Select Add Work
Rule and select the
appropriate work

 Click Apply and
Click Apply again.
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Timecard - Totals

@ B My Timecard

DARTMOUTH

) ~ Current Pay Period

3 Loaded: 5:59 AM

v o2
Approve Shars
Date Assignment Pay Code Amount In Out Transfer In Out Transfer Absence Schedule Shift Daily P
+ Sun 9/08
+ el Mon /09 I" 1234561 726 AM 11:58 AM 12:25PM 4:02 PM 7:30 AM - 4:00 PM 8.00 B.00
+ el Tue 910 I" 1234561 728 AM 11:31 AM 12:02 PM 358 PM 7:30 AM - 4:00 PM 8.00 B.00
+ el Wed 9/11 I" 1234561 T30 AM 11:32 AM 12:02 PM 401 PM 7:30 AM - 4:00 PM 8.00 B.00
+ e Thu /12 I" 1234561 731 AM 11:45 AM 12:06 PM 4:05 PM 7230 AM - 4:00 PM 825 8.25
+ e Frign3 I" 123456-1 729 AM 11:42 AM i 12:01 PM 359 PM 7230 AM - 4:00 PM &850 8.50
) ! = [ X
| an v || An v | Assignment Grouping -
Assignment ™V Location Ty v Job Ty Labor Category T v Pay Code T Amount v
Dartmouth College/Campus Services/F... Custodial Squad Leader A GL~20~519~368000~4335953~0000,6214..  Total Hours 56.75
1234561 Dartmouth College/Campus Services/F... Custodial Squad Leader A GL~20~519~368000~433953~0000,6214..  2Znd Shift 250
1234561 Dartmouth College/Campus Services/F... Custodial Squad Leader A GL~20~519~368000~4335953~0000,6214.. DT 350
1234561 Dartmouth College/Campus Services/F... Custodial Squad Leader A GL~20~519~368000~433553~0000,6214..  OT 0.25
1234561 Dartmouth College/Campus Services/F... Custodial Squad Leader A GL~20~519~368000~4335953~0000,6214..  Per 550
123456-1 Dartmouth College/Campus Services/F... Custodial Squad Leader A GL~20~519~368000~433553~0000,6214..  Reg 3450
Totals Accruals Historical Corrections Audits
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Timecard - Accruals

= @ B MyTimecard

) ~ Current Pay Period £ Loaded: 5:59 AM

v o
Approve Share
Date Assignment Pay Code Amount In Out Transfer In Out Transfer Absence Schedule Shift Daily P
+ Sun 9/08
+ e Mon 9709 rj 1234556-1 726 AM 11:58 AM 12:25 PM 4:02 PM 730 AM - 4:00 PM 8.00 B.00
+ e Tue 810 rj 1234561 7:28 AM 11:31 AM 12:02 PM 3:58 PM 7:30 AM - 4:00 PM 8.00 B.00
+ e Wed 9/11 l" 1234556-1 730 AM 11:32 AM 12:02 PM 401 PM 730 AM - 4:00 PM 8.00 B.00
+ e Thu9/12 rj 123456-1 i 731 AM 11:45 AM 12:06 PM 4:05 PM 7:30 AM - 4:00 PM 825 B.25
+ e Fri9/13 l" 1234556-1 729 AM 11:42 AM i 12:01 PM 3:59 PM 730 AM - 4:00 PM 8.50 8.50
s y
= X
Accrual Code Name Ty~ Accrual Code Type  “P; ™ Accrual Reporting Per... T3 ™ Opening Vested Balan... Ty~ Available Balance T Taken to Date Te™ Planned T~ Ending Vested ... Ty ™ v
Personal Hour Mon 7/01 - Mon 6/30 0.00 50.50 0.00 550 50.50
Vacation Hour Mon 7/01 - Mon 6/30 0.00 33.50 24.00 8.00 33.50
Winter Break Hour Mon 1/01 - Tue 12/31 0.00 0.00 0.00 0.00 0.00

Totals Accruals Historical Corrections Audits
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Approval

* Employees are now required to
approve and attest by
Saturday, 11:59PM at the end of
the pay period to that their
hour are accurate and have not
been falsified.

* By noon Monday, following the
close of the pay period, all
timecards must be approved.

» To approve, click v
the approve action  approve
button on the ribbon.

* Once approved, the timesheet
will provide a confirmation
and change color.

» To remove your approval, click
Remove Approval.

* To remove your and your
employee’s approval, click
Remove All Approval.

DARTMOUTH
| Test, Employee ~ | @ TESTEMPLOYEE

= A Q %4 s e B~ s-

List View Z00m Remaove Remove All Analyze Accrual GoTo
Approva Appriova Actions
@ Information Timecard Approved by Wallace, Lisa A 9/18/2024 2:45 PM
Date Assignment Amount In Out

== Sun 9/08
+ @ Mon 9/09 1234564 i 7:26 AM 11:58 AM
- Fi 172454



DARTMOUTH

T' D t 'l R t Time Detail
I m e e a I e p O r Time Period:  Cument Fay Period Enecutedon: 1162024 300 FM

Query: “Test Team Printedfor: Wallace, Lisa

» Updated Report e

Account
Test, TESTEMPLOYE 123456-1 |GL~20~519~368000~433953~0000,6214,JG3A 2nd Shift 230 | 250
* Employee Summary by . [
Test, TESTEMPLOYE 1234561 |GL~20~519~368000~433953-0000,6214,JG3A oT 230 | 850
Employee E
P a C O d e Test, TESTEMPLOYE 1234561 |GL~20~519~368000~433853~0000 6214 JG3A ot 015 | 025
Employee E
Test, TESTEMPLOYE 123456-1 |GL~20~519~368000~433953~0000,6214,JG3A Per 530 | 550
Employee E
° E m p loye e N ame -;ns;llayee TESTEEF’LOYE 1234561 |GL-20~519~368000~433953-0000,6214,JG3A Reg 30:30 | 30.50
Test, TESTEMPLOYE GL~20~519~368000~433053~0000,6214 JG3A Total Hours 5245 | 5275
° N etl D Employee E
Test, TESTEMPLOYE 123456-1 |GL~20~519~368000~433953~0000,6214,JG3A Vac 800 | 800
Employee E
. n n Test, TESTEMPLOYE GL~20~519~368000~433953-0000,6214,JG3A Vacation Total 200 | 8.00
[} A g I ' I t Employee E
SSI e Test, TESTEMPLOYE 1234564 |GL~20~250~368000~691511~0000,6163, 2nd OT Shit 015 | 025
. Employee E
Test, TESTEMPLOYE 123456-4 | GL~20~250~368000~691511~0000,6163, 2nd Shit 400 [ 400
° Chart St”ng Employee E
Test, TESTEMPLOYE 1234564 |GL~20~250~368000~691511-0000,6163, ot 045 | 0.25
Employee E
° Pay Code Test, TESTEMPLOYE 1234564 |GL~20~250~368000~691511-0000,6163, Reg 400 | 400
Employee E
Test, TESTEMPLOYE GL~20~250~368000~691511~0000,6163, Total Hours 415 | 425
Employee E
® H O u FS Re pO rte d Test, TESTEMPLOYE 1234564 |GL~20~723-28607 3-626402-0000,6163, Reg E00 | 8.00
Employee E
Test, TESTEMPLOYE GL~20~723~28607 3-626402-0000,6163, Total Hours 200 | 8.00
Employee E
Test, . 5
Employee  TESTEMPLOYEE Total: 79:45 7975

 Employee Time Detail
« Employee Name e

ID Date T Account Xfer LI In Punch | Out Punch Pay Code Comments/Notes s Money | Hours ((Decimal
t Transfer Amount )
L4 N et I D Test, TESTEMPLOYE | 09/09/2024 |123456-4  |GL~20~250~368000~691511~0000,6163, 1225PM | 04:02PM 330 350
Employee E
Test, TESTEMPLOYE | 09/09/2024 |123456-4  |GL~20~723~286073~626402~0000,, 07.26 AWM 11.58 AM 430 4.50
[ ] D ate Employee E
Test, TESTEMPLOYE | 09/10/2024 |122456-1 |GL~20~519-368000~433953~0000,6214 JG3A 07.28 AWM 11.31 AW 4.00 4.00
. Employee E
Test TESTEMPLOYE | 09/10/2024 |122456-1 |GL~20~519-368000~433953~0000,6214 JG3A 12.02PM | 02:58PM 4:00 4.00
SS I n e n Employee E
Test, TESTEMPLOYE | 09/11/2024 | 123456-1 |GL~20~519~368000~433953~0000,6214 JG3A 07:30 AWM 11:32 AW 4:00 4.00
Employee E
L] AC C O u n t 'éest‘ TESTEI;F'LOYE 09/11/2024 |123456-1 |GL~20~519~368000~433953~0000,6214 JG3A 12:02PM | 04:01PM 4:00 4.00
mployes
Test, TESTEMPLOYE | 09/12/2024 |123456-1 |GL~20~519~368000~433953~0000,6214 JG3A 07:31 AWM 11:45 AW In: Late ~ Caught Traffic 4:15 425
[ Xt (t f ) Employee E
e r ra’ n S e r Test, TESTEMPLOYE | 09/12/2024 |123456-1  |GL~20~519~368000~433953~0000,6214 JG3A 1206 PM | 04:05PM 4.00 4.00
Employee E
Test, TESTEMPLOYE | 09/12/2024 |122456-1  |GL~20~519-368000-433953~0000,6214 JG3A 07:29 AWM 11:42 AW 4.15 4.25
* Work Rule Transfer . [©
Test, TESTEMPLOYE | 09/12/2024 |122456-1  |GL~20~519-368000~433953~0000,6214 JG3A 1201PM | 0259PM 4:15 425
Employee E
[ ] I n & O u t P u n C h 'éen.ls;myee TESTEI;F'LOYE 09/16/2024 |123456-1 |GL~20~519~368000~433953~0000,6214 JG3A 12200 AWM |Vac 8:00 8.00
Test, TESTEMPLOYE | 09/17/2024 |123456-1 |GL~20~519~368000~433953~0000,6214 JG3A 1200 AM  |Per 5:30 5.50
e Pay Code T e
y Test, TESTEMPLOYE | 09/17/2024 |123456-1 |GL~20~519~368000~433953~0000,6214 JG3A 01:30PM | 04:02PM 2:30 250
Employee E
Test, TESTEMPLOYE | 09/18/2024 |123456-4  |GL~20~250~368000~691511~0000,6163, 12.00PM | 04:08PM 4:15 425
e Comments g | ¢
Test, TESTEMPLOYE | 09/18/2024 |123456-1  |GL~20~519~368000~433953~0000,6214 JG3A 07:30 AWM 11.30 AW 4.00 4.00
Employee E
* Hours Reported
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