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 in 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
be uploaded 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 into
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

On the home screen,
select Punch.

you to do otherwise.

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.

To enter the punch, tap Punch.
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—ﬂ If you are starting a shift requiring a transfer,
o= 302 PM 73 | select Transfer. Otherwise, skip to Step 4.
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View or Edit Your Timecard

—

[Ped = 302 PM 7 3 ]
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On the home screen, select

Timecard. o0 Timecard Totals
If you are an Hourly employee, ot i Tap to view a summary of the types of
; ; ; : 15UM 3.00PM hours you have worked.

you will see a timecard with In e T

and Out punches (pictured to 100PM  300PM

the I'Ight) o3 T:00AM 12:30PM Add or Edit Time

i ectisalaried ol If you have the necessary
BTN =S o Rt permissions, tap a punch or pay code

employee, you will see a to edit it, or tap a date to add a punch

n q oms <
t'm‘icarg \t’)mlh data rows Chdedie ot o or pay code to that date.
(pictured below). P R—
Timecard Approval
f 1 Tap to approve your timecard hours.
Your manager will let you know how
j / frequently you should approve.
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Timecard Approval iboereie ®

Tap to approve your timecard of Iy

hours. Your manager will let oy Yoot - . .
you know how frequently you oot T et M7 T W Tw R - To add time to a particular d?te’ tap
should approve. e i s BV e L the cell on the row representing the
o | o type of hours you want to enter.
e
Codes.
Daily Total  8:00 800
If the type of hours you want
does not have a row, tap
<Enter Pay Code> to selecta = = T \
Pay Code and create a new T 2PN i
\ #® Timecard Ee3
row, then tap a cell in the new
Pay Code Actions . .
oV - After confirming that the Date and
222006 Pay Code are correct, tap Edit.
I I Pay Code: ]
Hours Worked
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@ Timecard % Tap the Amount field and enter
ﬂ Pay Cade: * the amount as hours:minutes.
Hours Woarked -
| I Transfer : Then tap OK
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\ Cancel oK v of o =] .
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- ’ , new amount is
Mon Tue Wed Thu Fri .
l I o ™ TR m um oz e nes N Correct, then tap
x ::'::d 16:00 800 800« Save_
. <Enter
pay
Codes

k‘ Daily Total  16:00 800 800
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View Your Schedule

On the home screen, select f _—
e Schedule. ==
KRONOS ° i

L Schedule Calendar Toggle Fod = 302PM 2 xg

Tap to switch between a list view * My Schedule

(pictured here) and a calendar view. > 4 wmomn P

In the calendar, dates with dots have

a scheduled shift or time off. L
7:00AM - 3:00PM day shift: 7:00
Jun 28, 2011

Date Range Vacation - Day - 1.00d

Tap an arrow to change the dates you Jun 29, 2014

are VieWing' 7:00AM - 11:00AM T:00AM - 11:0..
Jun 30, 2011

Schedule Details THOOAM - 3i00PM Gy S 7:00...

Tap a date in the list or calendar to okl 01, 2013

view the details of a shift or time off. 7:00AM - 3:00PM day sttt 7:00...
Lui 04,2011

J

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.

KRONOS

/ - l—ﬂ Tap the + to add
; a new request.

EEL
+ oo

Requests

All Requests ~ All Statuses ~

Shift Swap - Scheduling Shift Swap / —_—

With ESS, mempd: 2/8/16 8:00 am
h ESS, memg ] > @ e

Availability - Change Availability Reque... =
211016 (Available) > [red 302 EM EZT |

~ Requests

H:\ml?lt'fu Cover ‘Sn_:hedulirT Reques... " All Reguests ~
2/10/16 8:00 am Sent To 1 employee(s)
Shift Swap - Scheduling Shift Swap
) 3 e
S Aabiy s Chate Smiiabiiny Repe
x Request Type v
Prior Requests J Time Off 4———a Select the type of
To view the details of a previously- f request you want to
submitted request, simply select it make. (Instructions for
from the list of requests. ;
each Request type are
The details screen also gives you I covered in subsequent
the option to completely retract the sections.)
request you are viewing. J :
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Check Your Accruals Balances

Before submitting a new Time Off Request, it's a
good idea to tap Accruals on the home screen to
review your balances.

Complete a Time Off Request

—n Select the type of time off to
take. (Check with your

manager if you are not sure
which to select.)

Tap Balance as of to see the hours you will have
on any given date.

\

Pay Code

Vacation

Duration

Hours

Start Time

800am <«

Length

3:00

A

Cancel Review ﬂ._

/

[Foa= 3:02 PM |
<« New Request o
Time Off; Global Time Off >':
i T
pretet -~ / T —ﬂ Enter a Start Date and End Date for the time off.
gebaTine < ® = (If you are only taking one day off, the Start Date
and End Date will be the same.)
[Poa= 3:02 PM =3 @)
i |« New Request o If prompted, select a Pay Code. (Check with
R G e o your manager if you are not sure which to select.)
i
Start Date /
Cancel Apply < L
B —a Select a Duration for the
P [Foa= F02Pm EET time off. This is the number
/ — & New Raquest o of scheduled shift hours you
' Pay Code — will not be working.
foeen < < If you will be taking off an
Duration entire shift each day, select
Cancel Cancel Fu" day, tap Review, and
< Done skip to Step 5.
j o If you will 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.

® e
[Fa= 02 PM = n If you selected Hours for the Duration, enter a Start Time and Length. Then tap Review.
i |€ New Request o

For example, if you are scheduled to work 8:00am to 5:00pm and you want to take
8:00am to 11:00 off, enter 8:00am for Start Time and 3:00 for Length.

New Request o

Time Off Global Time Off

Review

February 26,2016 &
Paycode: Vacation
Duration: 3.00Hours

Notes:

> |
<«

Doctor's

Cancel Add Another

Submit

/

—a Review the summary of the request for accuracy.

(If you need to start over tap Cancel.)

You can enter a textual Note if you would like; your

manager will see this note.

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