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HCMToGo Mobile App Overview

Mobile users can access the system from the new HCMToGo mobile app, which can be downloaded from
the app store on their mobile device. This user interface is responsive to the mobile device in use. In other
words, if you download the mobile app on a phone, the user interface will shrink-to-fit into that screen. If
you download to a tablet, the user interface will expand to fit that screen. The responsive design prevents
excessive scrolling allowing you to easily access the options and portions of the screen you need.

Supported Mobile Operating Systems

NOTE: The list shown in the table below are operating systems we support, though they may not be
actively tested.

Platform OS Version
i0OS 11.4.1 -> latest

Android 6.0.1-> latest

Downloading the HCMToGo Mobile App

The mobile app can be downloaded from the App Store or Google Marketplace on your mobile device.
Two versions of the mobile app are available. The Kronos Workforce Ready Mobile app is available for
direct customers of Kronos. The HCMToGo app is a white-labeled app, for use by partners.

From your desired store or Google play, search for HCMToGo. Download and Install the application to your
device. Click below for direct link to download.

Of= =0

. HCMToGo for iPhone HCMToGo for Android
—

[=] e
2 HCMTOGO

) HCMToGo
s Workforce Ready
HCMTOGO" @ Everyone

INSTALL
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User Basics

The following explanations and examples show what users can experience using the Mobile App or
Desktop experience. These features shown in this guide are accessible by all types of users, employees
and managers.

Important Note: The following screen examples were taken from an iPhone. The images are examples

only and may not match your screens due to configuration differences between our Demo Company and
your company. Some users will have more options and some users will have fewer options than what is

shown.

Log In

From the Log In screen, enter your company provided credentials and tap the Login button. Or, if Touch
ID/Face ID has been enabled for you, use your registered finger or face to log in. For information on
enabling biometric log in, please see the New Ul Preferences information in the Security section.

Log In 2:59 PM[EDT]

Username

Password Forgot Your Password?

LOG IN

/*ﬂ\ Touch to Log In

Copyright © 2018 Al Rights Reserved. v7.59 Last Update
Aug 21 2018 6:09AM Revision: 4a458080b5f

Additional Help

Once logged in you will find additional user guides and training webinars by going to My Info > Product
Training. From these screens, you can download short topic specific Job Aides @ and Interactive
Video’s* = for additional tutorials on items in this guide and more.

Installing and Accessing HCMtoGo

Navigating HCMtoGo

i Accessing Employee Information

Collecting time in HCMtoGo 5  Common Tasks for Managers
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Mobile Messages

Various messages can display to users if they don’t have access, a connection is lost, or the application is
offline.

Connection Lost Message

When a user’s connection is lost, the mobile application will display the message Your internet connection
is lost. Please check your network settings. This notification will pop up when there is no network, the server
is not available, or a VPN connection is lost.

Non-Access Message

When a user who is assigned a Security Profile that does not have the Enable Mobile option selected
attempts to login to the Mobile App, the user is re-directed to a new page with an error message that
reads: Whoops! Looks like you are not authorized to use mobile application. Please contact your sy stem
administrator to get mobile access.

Offline Localization Messages

When utilizing the mobile application, offline localization uses the appropriate language in the labels for
the messages on mobile devices. Initially, upon the first successful login, the device's locale is used. After
the first successful login, the company's locale is saved and used. The priority of the locale to be used is
as follows:

e The user configured language, where available.
e The device language, if it is supported by the mobile app.
e English is used as the default/fallback language.

This priority applies to the translations of all hybrid (mobile pages not written to be exclusively for mobile)
screens, Touch ID/Face ID errors on the login screen, and the Touch ID authentications dialog on Android.

For the permission messages, only the device locale can be used as it is driven by the system itself.

NOTE: Permissions on Androids and 10S use device language only. Additionally, for the languages that
are not supported, detailed messages are in English, whereas the title and buttons use the device
language.
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Simple Navigation

Navigation through the menus is easy. A menu is accessible from the “hamburger icon” in the upper-left
corner of the application. After navigating to an option, the hamburger menu will slide out of view while you
work. To return to your menu, simply tap the hamburger icon again and the most recent navigation menu
path selected will display again.

1
)

Josh Bronson

Position Title: Associate

Homew '

My Team

% Start

a e o @

¢ Accruals

Leave

Schedule

@ Clock

11:51 AM

& Talent
Learning
N A ~
) @ Compensation
CLOCK IN CLOCK OUT

® Recruitment

Payroll

After tapping the “hamburger” menu icon, and navigating to the desired page, the menu is pinned; the next
time you open the hamburger menu it automatically opens to the last selected path. In addition, if a page
containing large amounts of detail is displayed, the menu path replaces the tabs at the top of the page
after scrolling down.

= &« MY INFORMATION !ﬂ ' | = & My Infermation | My Profile B |
My Profile Contacts Notification Preferences & Employee Information
& Employee Information L
Employee ID 0016
' Social Security XHXHX-2222
Employee ID 0016 Primary Email thomas menamara@kronos.com
Social Security XXX-XX-2222 19763373572 (Primary) v
Primary Email thomas.mcnamara@kronos.com Home Phone 15085551212
< Main menu Cell Ph 19783373572 (P )V
ell Phone (Primary; Address
. Home Phone 15085551212 Country United States
My Information
Address Street 123 Main St
My Profile Country United States City Saint Charles
Street 123 Main St Zip 63304
Contacts City Saint Charles State Missouri
Z 63304 e
) ) P Mailing Address
Notification Prefere )
State Missouri Country United States
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Home View & Widgets

After logging in, the Dashboard or landing page will display. Your company may have information on this
page, such as a welcome message or announcements. Today’s date/time will display and depending how
your system has your time entry function configured, you may be able to view your timesheet, register a
simple punch, punch in, punch out, or register a transfer punch.

Your company may have other options, or widgets on your dashboard such as Announcements, My
Benefits, My Pay, Timesheet Chart, and Time Statistics. Many of these options contain hyperlinks that will
allow you to view and perhaps take certain actions.

— @ﬁ‘_z(— L

@ My Benefits View Benefits
@ Clock View Timesheet
Thursday, Nov 30 Continue Life Change Enrollment >
09. 52 AM Change In Spouse Employment Status
®: Incomplete
[Eastern] 50%
¥ 2 4 Current benefits
CHANGE )
CLOCK IN CLOCK OUT COST v Basic Life
CENTER 2 selected
v Medical
Medical New
© Announcements (2)
es My Pay View Pay History

@ WELCOME TO YOUR NEW MOBILE EXPERIENCE >
11-13-2017 06:04 pm

1 2 days till next payment
@ SIGN UP FOR OUR DAY OF SERVICE! >

09-11-2017 06:32 am

- < L. @ Time statistics

E3 Timesheet Chart 2568 Ep:;uo o

A
T VACATION

— 25.68 =
- . PERIOD EXTRA PAY

25.68 ovesmve
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Clock

If your company requires you to clock in/out, you can do so from this widget. This widget will display the
current date/time/time zone. A hyperlink for your timesheet is available here, as well as options to allow
you to quickly clock in or clock out, as well as perform job transfers through the Change Cost Center
option. The options shown here may differ from how your company has your Clock widget configured.

= ¢ & £

(‘D Clock View Timesheet

Thursday, No

09:52 AM

[N
NJ Jz
O C/ CHANGE
CLOCKIN CLOCK OUT COST
CENTER
Announcements

Your company may place special announcements on your dashboard. You can view these by tapping on
either the Info icon or the arrow. To close the announcement, tap the X or tap Close.

© Announcements (2) ® WELCOME TO YOUR NEW X
MOBILE EXPERIENCE

@ WELCOME TO YOUR NEW MOBILE EXPERIENCE -
> System Administrator

11-13-2017 06:04 pm 11-13-2017 06:04 pm

@ SIGN UP FOR OUR DAY OF SERVICE! Here's your new mobile experience, Use the hamburger
09-11-2017 06:32 am > menu to left to start navigating. If you have any questions,
) o please call Peggy at x4517

CLOSE
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My Benefits

In the My Benefits widget, you can view your current benefit plans, and when available, you can enroll in
benefits during an open enrollment period, or to process a life change event.

= & @L

@ My Benefits View Benefits

Continue Life Change Enroliment >
Change In Spouse Employment Status

Incomplete
50%

Current benefits

v Basic Life
2 selected
v Medical
Medical New

Tap the View Benefits hyperlink to be taken to the page containing your existing benefits and enroliments.
Tap the Back arrow at the top of your session to return to the home page, one page at a time; or, you can
tap the hamburger icon and tap the Home icon.

= « MY BENEFITS @2‘_ = ¢« MY BENEFITS @L

Enroliment Benefit Plans Enroliment Benefit Plans

Benefit Plans Fo Life Change Event =)

Welcome to our annual Open Enrollment or Life Change
Event screen Change In Spouse Employment Status

To get started, click on Start Open Enrollment or Life Incomplete i
Change Event button on menu below 50% ||

Contact the HR Department if you have any questions
regarding this process or your benefits Continue

Current - All Benefits Groups +
Total plans: 3

BASIC LIFE

Basic Life

Basic Life fixed coverage

This is a coverage / Age based life insurance policy

Coverage Effective From Jan 1, 2011
Coverage Effective To Dec 31,9999
Employee Contribution S0

EE HCMToGo Mobile — User Guide | Last Revised: 6/22/20 NM 9



My Pay

In the My Pay widget, you can see a countdown until your next pay. By tapping the View Pay History

Urbi t solutions

hyperlink, you can view your pay history, and if authorized, you can view and possibly add direct deposits.
An e-signature agreement is located here to allow you to agree to receive your pay statement

electronically.

e My Pay

View Pay History

1 2 days till next payment
=]

Pay History
E e ’l,‘ Y PAY

Pay History

RECENT HISTORICAL

Oct 31,2017

Direct Deposit

Net Payme

. 625.38

Type

Pay Period Start
Pay Period End
Gross

Check
&, PAY STATEMENT
Aug 22,2017

Net Payment

Regular

Oct 22,2017
Oct 28,2017
$4,000.00

$625.38

= € MY PAY
Pay History Direct Deposit
RECENT HISTORICAL
From * To*
| = =
Oct 31,2017
Net Payment
Type Regular
Pay Period Start Oct 22,2017
Pay Period End Oct 28,2017
Gross $4,000.00
Check $625.38

&, PAY STATEMENT

Aua 222017

= e« MY PAY

Pay History Direct Deposit

Direct Deposits

@ Direct deposit transactions will process in the order listed

below
=N

1 Direct Deposit A (active) <

Active Accounts «

Account Type Checking

Calculation Method % of Net Pay

Active To 10/20/2017
Routing Number 1500088
Amount 20%
Acount Status Active
Account Number 2345710
Active Form 12/31/2009

a . .

_  2Direct Deposit B (active) &
Account Type Checking

Calaulatian Mathad O _nf Nat Dau

EE HCMToGo Mobile — User Guide | Last Revised: 6/22/20 NM
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If authorized, you can tap the download Pay Statement link and the pay statement will display in PDF on a
separate page. From there, you can download and save the PDF to your device. To return to your session
without having to logout, tap the name of your app at the very top-left of your device.

Forms (W2 & 1099)

=  Urbit

& Home
Pay History Forms Direct Deposits
2016 s

Direct Deposits

= Urbit
€ Home

Pay History Forms Direct Deposit:
Direct Deposits

Active Accounts -

1 Direct Deposit (Active)

Checking ABA# / Bank Routing# Z Account Number 123456
Calculation Method Entire/Remainder Active From Mar 10, 2019 Active To Dec 31, 2099
Active Pre-Note Status Ready To Send

EE HCMToGo Mobile — User Guide | Last Revised: 6/22/20 NM
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Timesheet Chart

The Timesheet Chart widget will display, in real time, your total hours for each day of the current week. The
current day will display as highlighted. The data will update automatically as time is added to your
timesheet.

= ¢ L

E3 Timesheet Chart

Time Statistics

The Time Statistics widget will display your current balances for the type of time shown. The data will
update automatically as time is added to your timesheet, or accrual balances are used.

® Time Statistics

25.68 wx
. PERIOD TOTAL

HRS
VACATION

25 68 HRS
5 PERIOD EXTRA PAY

OVERTIME

EE HCMToGo Mobile — User Guide | Last Revised: 6/22/20 NM 12
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My Mailbox

The envelope icon is the user’s Mailbox and will display any system generated emails, checklist items, or
To Do Items. Tap to open the mailbox icon and view any actions requiring your attention. This icon can be
used at any time, within any menu. To return to the page you left, tap the Back arrow to return. Each tab
contains a Refresh option, Sort option, and Filters to help shorten the list and return certain types of
requests or notifications.

My To Do Items

Under the My To Do Items tab are items requiring your attention. Pages containing links to additional
information, forms or buttons can be used to complete tasks. A warning message will display to users who
either don’t have the proper permissions to work with the To Do Item, or to inform the user if the workflow
configuration is incorrect.

= N R A A - e A kol AT Y JL
=« My MalLeox | P = wmasox o [l
MyToDoltems @) MyNotfications @) My Checklisis @) My Tootems @) wy Nosfications @ My Checkiists )
2 REFRESH 41 SORTBY: 4 T FILTERS (0} ~— '.L‘::IJ ove, F“:['j"::-. Discipline Incident
Request
Approve/Reject HR Action Request
7 e 5 Discipline |
= c 18r (Kronos - Lowe R .
|V Jan 4, 2019, 514 pn
cr Jan 15, 2019, 12:55 pm :
ﬁ Ashley Nelson (Kronos - Lowell)
Approve/Reject Discipline Incident Req
A : )
v View Discipline Incident
Created Jon 4, 2019, 5:14 pm
J‘?\pprove.fRejEl:t Discipline Incident Req... Discipline | Ashley Nelson
B >
Created Jan 4, 2018, 507 pm
. Submit Withholding Form
Created Jan 3, 2019, 1227 am
Submit Withholding Form
Created Jan 2, 2019, 11:55 am

REJECT APPROVE
mmmm  SUbmit Withholding Form

My Notifications

Under the My Notifications tab, any emails generated by a system notification will display here. This tab
contains multiple icons to process the notifications.

e The Envelope/Arrow icon will allow you to forward the notification to your company registered email
address.

e The Eye icon will allow you to mark a notification as read.
e The Eye/Slash icon will allow you to mark a notification as unread.
e The Trashcan icon will allow you to delete a notification.

When opening a notification for viewing, you will also have the option to forward or delete the notification.
Tapping Ok will remove the notification from the Unread list. Tapping Close Unread will close the
notification and retain it in the list. Filters can be applied to order the list by Read or Unread.

EE HCMToGo Mobile — User Guide | Last Revised: 6/22/20 NM 13
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= ¢ MY MAILBOX P ¥ = < MY MAILBOX =P )

MyToDoltems @) My Notifications @) | My Checklists @) My ToDoltems @) | My Notifications @ | My Checklists @)
O REFRESH 41 SORTBY: 4 Y FILTERS (2) <« Time Off Requested
>3 ® @ m Jul 6, 2018, 11:03 ar
IME@secure.saashr.com
O 1 D3|

Hi John,

John Lewis has requested Holiday on 07-06-2018 for 8.00
hour(s) with the following comment:

Please Login to process this request

Thanks!

My Checklists

The My Checklists tab will automatically add any checklist items requiring the employee’s attention. A
number will display indicating how many items are under the tab. Users can view the item in their list and
then select the Go To Checklist button to open the checklist and view and/or edit the checklist details.

= ¢« MY MAILBOX w 3 = €« MY MAILBOX * g

My To Doltems @) My Notifications @ | My Checklists @ My ToDoltems @ My Notifications @ | My Checklists @
O REFRESH « Government Form Checklist Items - To Do
check

£ Ashley Nelson

> Type: Employee Setup

Incomplete (0 Out Of 1)

o
Employee Setup 0%
J ewis

Started On Dec 10,2018
1 o is >
. Created Mar 22,2018, 7:55 am

20% complete

New Hire
RS Raven Salinger )
Created Jan 2, 2013, 8:53 am

0% complete

GO TO CHECKLIST

EE HCMToGo Mobile — User Guide | Last Revised: 6/22/20 NM 14
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Global Navigation Menu

The “hamburger” icon at the top-left of your session can be clicked to open the menu containing all pages
that have been configured for your experience. There will be settings such as your Home icon, your
Settings Gear icon, your Sign Out link, and other menu options. This menu can be accessed at any time,
within any menu. You can also swipe to the right to activate the main menu, though this may vary by
device. Once active, it can be closed by tapping the X in the rolled-out menu.

& My Information
® My Time
® My Schedule

® My Benefits

4% MyHR

& My Career
= My Learning
o My Pay

# My Company

E (_ ® My Reports

Tapping Home will return you to home page, or first page you see after logging in.

Tapping the Gear icon will open your Change Company & Region page. You may also see this page when
accessing the app for the first time. For most users, this is a “set once and forget” option. Your company
will need to provide you with the Company Shortname information for initial login with the app. If you travel
to another region, you can change your market region information here, and if required, change the
Company Shortname to the region’s company name.

egion X
MATION

Tapping the Sign Out link will log you out of your current session and return you to the Log In page.

X [Epa=ro

Mict =

Sign Out
O

New Window

& Files

Rows On Page 200 ~ 1

Switch Company

EE HCMToGo Mobile — User Guide | Last Revised: 6/22/20 NM 15
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Your company may have some of your personal account information available to you in your profile. To
access this information, tap your picture or your name and your profile will open. You may have access to
edit some of the information through the Edit Information link in each section. Other options may also be
available, such as your contacts, and notification preferences.

= « MY IN

My Profile Contacts

4

0016

-2255-315911

Address
United States
123 Main
Saint Charles
63304

Missouri

Mailing address

= & MY IN
My Profile Contacts

All Contacts

Filter contacts

All Contacts

Susie Southerland (Primary)
Spouse

v DETAILS

2

Scheduler Notification Prefere

& Employee Information

= 2

Scheduler Notification Prefere

- “

= ¢« MY INFORMATION @ g

My Profile Contacts Scheduler Notification Prefere

B Account Information
John Lewis

English (US)

Eastern

jlewis

Edit Information

$¥ Change Security Question

Change Security Question

B Change Password

P

rofile Contacts Scheduler Notification Preferences

Scheduler Notification Preferences
Select Delivery Method

Primary Email

Select Scheduler Notifications for Your Status
Changes

[] select All Scheduler Notifications

@ Shift Swap Request
Notify me when there is a change in status

[ Request for Coverage
Notify me when there is a change in status

Open Shift Request

EE HCMToGo Mobile — User Guide | Last Revised: 6/22/20 NM
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Uploading Your Profile Picture

To upload your own profile picture, you must be granted editing rights to your profile. If you have these
rights, there will be an Edit Information link at the bottom of the Employee Information section, as shown
below.

Wil ATET 5 4:06 PM < % 64 #
= & MY INFORMATION ﬁ E!
My Profile Contacts Scheduler Notification Preferer
Street
123 Main
city

Saint Charles

Zip
63304

State
Missouri

Mailing address

Country
United States

Street
6020 Young Dr

City
Weldon Spring

Zip
63304

State
Missouri

Edit Information

Tap Upload New Photo and several options will display, allowing you to select existing photos or take a
new photo to upload.

Take Photo

Photo Library

B

Browse

Cancel

EE HCMToGo Mobile — User Guide | Last Revised: 6/22/20 NM
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Tap Remove Photo to delete the photo completely. Caution: There is no confirmation when performing
this action; the picture will immediately be removed with no ability to undo the action.

Employee Information X

~ Employee Photo

Common Icons

Icons, controls and links are frequently used to display pages containing additional information or requiring
additional action on the part of the user. These commonly used elements are described below.

o The “hamburger” icon is a horizontal triple stacked line. When tapped, it will access your main menu.
e The back arrow will take you back one page at a time.
“—

e The envelope icon is your Mailbox and will contain My To Do Items, My Notifications and My
Checklists. The number indicates how many items are in your Inbox.

P

e The picture (your picture), when tapped, will open your profile. If a picture hasn’t been uploaded, your
initials will appear here instead.

£

EE HCMToGo Mobile — User Guide | Last Revised: 6/22/20 NM 18
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e Under the main menu, accessed after tapping the hamburger icon, the house icon will return you to
your home page anytime no matter where you are in the application.

e The gear icon, when tapped, will open your region and company short name settings, should they
need to be changed. Typically, this is only set once upon initial log in and your company instructs you
which settings to select.

e The Sign Out link should be used when exiting the application. If it is not used, your session will time
out according the number of minutes set by your company.

[ ]
—

he single employee icon contains My Info menu options enabled by your company.

[ ]
—

he multi-employee icon contains Team menu options for managers and supervisors.

e The Main Menu link will return you to your main menu anytime, no matter where you are in the
application.

< Main menu

¢ Under the main menu, accessed after tapping the hamburger icon, your profile picture (if uploaded) will
display along with your name. Tapping this will open your profile. If your picture has not been
uploaded, this field will display your initials and will work the same way.

E John Lewis
£

e Tapping the X in the upper right corner of the main menu will close the main menu and leave you on
the currently selected page.

X

e When navigating through pages in the application, the chevron icon, when tapped, will display other
menu options that are available. You can tap any of the items under the icon and navigate to that area.

My Goals /A

! Performance Reviews

I My Goals

My Incidents
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e Any page with a calendar indicates that the dates can be changed. Tap to open the calendar and
select a different date.

= This Month

¢ Any page with the funnel icon indicates that filtering criteria is available. Tap to open the filter settings
and make a selection to change the data shown. A number next to the icon indicates the number of
active filter settings.

Y (1)

e The triple dot icon known as the Actions menu, indicates more options are available. Tap the icon to
view and select an option.

e Active links will display in blue, and links with drop-down arrows indicate there are additional options.
Tap to view and select.

Timesheets -
e The Edit Information link will display when your company has authorized you to edit information for the
selected page.

Edit Information

¢ Drop-downs will display a list of options in a browse list on your mobile device where you will make
selections. This will also display for date selections.

Benefit Plans

Benefit Plans

Current - All Benefits Groups

Total plans: 0

()  No plans to display

Search

There is a Search Bar within the system that allows you to search for items throughout the system. This
field will allow you to search for configuration pieces that are clickable, as
well as specific employees (by name, Id, or badge). You will only be able
to search for items based on your Security.

EE HCMToGo Mobile — User Guide | Last Revised: 6/22/20 NM 20
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My Info - User Experience

The mobile user experience contains options that can be enabled for all users, whether an employee or a
manager. These are items that fall under the My Info menu (the single employee icon). These are options
that affect the individual user, or are options granted to the individual, such as a user’s timesheet,
schedule, benefits, direct deposits, pay, and more.

This section discusses the user’s experience when those options have been enabled and may include
sub-systems your company may not have enabled. Not all options shown will be available to you
depending on your permissions. In some cases, additional information is provided for certain functions.

From the hamburger menu = , the default view for the user will be the My Info options.
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My Information
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@ Clock View Timesheet
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My Information

Under the My Information menu are options to access your profile, your contacts and set your naotification
preferences (if authorized.)

NCE t
Jaob Title: Supervisor g,
< Main menu s
Main =
My Information
My Profile ~ Account Information
TR View Timesheet Username
PReterson
Notification Preferences
Galutation
Mickname
Fist Hame*
View Benefits Faul

P L

Time Ac

1l

+

5
E>

Ky Frafile Corfacts  Molification Preferances
Employee Profile

{?.1 Paul Peterson
e Empleves 1Dt 600

Hired Date: 03 Jun, 2005 (15 Years)

DOWMLDAD PDF m
50%

My Profile — Under your profile, you can view your account information, and if authorized, edit
certain types of information. Options under here can include your basic information within the
Employee Information widget, Touch ID authentication, Account Demographics, Account
Information (name, locale, time zone, username, nickname, security question), Cost Centers (your
default cost centers), Base Compensation, Managers (your manager(s)), Dates (hired, re-hired,
seniority, start date, Skills, Scheduled Cost Centers (for use with the Scheduler module) and
options to Change Password and Change Security Question.

Contacts — Under this menu you can access and/or add contacts that are stored within your
employee account. These contacts are listed as your Emergency, Dependent, and Beneficiary
contacts.

Notification Preferences — Under this menu, if authorized, you can set how you wish to receive
To Do Items and other system-generated emails. You can select to receive notifications in your
Mailbox (accessed by tapping the envelope icon), or to receive these notifications under your
primary email account. Options are also available to set if you wish to be notified of certain types of
schedule changes within the Scheduler module.
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1S
My Time
Under the menu, you can access your timesheet, request and manage time off requests, view schedules,
request and manage overtime requests, and more. Remember that your options may vary from the
examples depending how your company is configured.
John Lewis ﬁ L
L I -
&
< Main menu NCE
My Time
Timesheet
Time Off
Overtime View Timesheet
Leave
Timesheet Menu
The Timesheet menu contains options for an employee to view/edit their own current timesheet, historical
timesheets, and if authorized, create and submit a timesheet change request.
| Cindy Scott g .
" ﬁ Overtime
< Main menu
o @
< My Time
"
Timesheet
Timesheet
0.00 hrs
Historical Timesheets
Change Requests
T:ta\
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Timesheet

The Timesheet view has multiple options to view and edit your timesheet. When first opening the
timesheet, the current day will be highlighted as the active day, which allows you to enter From/To times
for that highlighted day.

To view the tabs associated with the timesheet, click the timesheet down-arrow to view and access the
configured tabs. After selecting one of the options, you can click the down-arrow again to select another
tab.

S — ]

Timesheet Time Off Clock Overtime

Timesheet \/
Time Entry 0 @

Adjustments 4 o
Time Entry ass
Calc Detai
Calc Summary
Counters
Summary By Day
Shift Premium
Summary
rucTwerz viou

WED Oct3 0.00

THU Oct4 0.00 10

To edit any other day, tap to open that day and it will be added to the current day for editing. Tap the Add
Time Entry link and another time entry field will be added to that date.

Timesheets

When adding a time entry, the current date and time will automatically . ...«
populate, but it can be edited. Additional details such as cost centers,
shift premium, and other data can be added to the entry. After creating
the entry, swipe down and the other dates will display, where they can © sccer 2
also be tapped and edited. The cost centers can be selected by

tapping the down-arrow for that field and then using the selector.

Timesheet Edit

ot

4 June 01,2020 - June 14,2020 » & Approved of

Time Entry +

The conversation bubble icon will allow for Daily Notes to be added to

the time enty. > ose o]
4

> MONJun1 08:08/07:30

The trash can icon will allow you to delete the entry and a confirmation

. . E > O TUEJun2
will display before deleting. e U,
After editing is completed, you can save your timesheet by scrolling Son 0500 =
the bottom and tapping Save. A success message will display.
09:00 AM . 12:31 PM 03:31

03:00

WED Jun 3 v
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Timesheet Exceptions in Time Entry and Calc Detail Pages

If using exceptions, the total count of exceptions per time entry in a pay period, will display in the list of
time entries for both the Calc Detail and Time Entry screens. Tapping on the exception icon will expand
the entry and display the details of the exception(s) for the Calc Detail screen; and for the Time Entry
screen, editing options are possible.

Calc Detail Time Entry
= « PL =« — 2 L
Timesheet Time Off Clock Absence Timesheet Time oft Clock
MON Dec 11 8.00/8.00 hrs TUE Dec12 8.00"-:»
TUE Dec12  8.00/800hs 1@ i) LI

N/A SHIF THU Dec 14 0.00hs 1@

8.00 hrs

8.00 hrs .
From To otal

Sick 2:46 PM tota
In Date
N/A SHIF
Thu14 -
v Tue0519am-Tue05:19 am fene Off
eTue05:19am- 2 ? ‘ -
rl
WED Dec 13 /0.00 hrs Suppen/Train -
Piecework
THU Dec 14 0.00/0.00 hrs
| fri Dec1s  0.00/000m m -

Locked and Unlocked Timesheet Status

To assist managers in quickly identifying the status of their or their employees’ timesheet status, a lock
icon and text will display to indicate the status of the timesheet. The status will display on each screen
within a timesheet, i.e., Time Entry, Calc Detalil, etc.

The possible statuses are shown in the key below. These statuses will display for both employees and
managers.

,, © Approved o’
s ® Rejected o’

~ EXPAND A

MON Nov 27 10.68 hrs
TUE Nov 28 7.00 hrs
®© Approved @

THU Nov 30 8.15hrs -
FRI  Decl 0.07hrs 2@ ® ReJECtEd a
SAT Dec2

SUN Dec3
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Uploading Documents to Timesheets
Within a timesheet, there are two icons available; the Paperclip icon to upload documents and files.

All Timesheets WV

Timesheet Edit

0 Peyton Manning ..

.

(] 4 June 01,2020 - June 14,2020 »

Extra Pay «
v THUJun 11 +

$35.00

Jun 11,2020
Indiana/Dept 1/Jot ~
OVERTIME v

35.00

+ Add Extra Pay 1

) SAVE REJECT LD

After tapping the Paperclip icon, the page will scroll down to the bottom, where an Upload link can be
tapped to open the uploading page. Tapping Choose will allow you to choose or take a photo/video,
choose an existing photo, or browse to other areas on your device where documents can be selected.

After selecting an attachment, you will receive a success message and the attachment file will display at
the bottom of the Timesheet page. After saving the timesheet, the attachment will display with a number in
parentheses, indicating how many attachments have been added to the Timesheet.
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Time Punch GeoFencing

Geofencing is supported and provides a way to control punches from outside of a configured radius. If
configured, when you register a punch outside the restricted zone, you will receive an error message.

eeee0 Verizon F 4:10 PM £ 87%

= 1 TIME g

Time Off Clock Schedule

Tuesday, Jun 20

Whoops!

€ Invalid employee location is

provided i#
Rec
TUESDAY, JUN 20
@ OutPunch 03:43pm >
¥ InPunch 03:39pm >
3 InPunch 07:26am >
@ OutPunch  07:21am >

Historical Timesheets

Under the Timesheet menu is the Historical Timesheets menu which displays a list, in read-only format, of
an employee’s timesheets and their statuses (Open, Approved, etc.)

= & MY TIME g __!_ = & MY TIME g .

neshodt Ptk e e Timesheet Time Off Clock Overtime

My Historical Timesheets ~/ Historical Timesheets

Timesheets v My Timesheets ~
This Month YO This Month Y
Page 1 of 1 1-30f 3 Rows . Page 1 of 1 1-3of 3 Rows
Approval State > Approval State >

B Open > B Open v

P Open > Timesheet Start 08-20-2018

B Submitted > Timesheet End 09-02-2018

View Column Totals Raw Hours

# Records
Approved (PayPrep Ready) v
Timesheet Start 08-06-2018
Timesheet End 08-19-2018
Raw Hours 90.25
# Records 1
B Open >

View Column Totals
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Change Requests

Users can request timesheet changes through the Change Request button, if authorized within their
security profiles. The button can be accessed from the Actions icon in the timesheet.

= ¢« MY TIME ﬁ . Change Request X

‘ e e e

Timesheet Time Off Clock Overtime

Timesheet Choose Date *

Time Entry v 00 | mgmos &= |
4 Aug20-Sep2 b o
A
Raw Total Change Request 0.00 hrs l 7N
(V)
v | NS E
% EXPAND ALL | Hooray!
l Change Request submitted :I
MON Aug 20 0.00 hrs “
TUE Aug 21 0.00 hrs -
Comment

WED Aug 22 0.00 hrs

THU Aug 23 0.00 hrs

Clear

| FRI  Aug24 0.00 hrs

From To Total CANCEL SUBMIT CHANGES

After an employee submits a Timesheet Change Request, managers will receive To Do Items where they
can view the details of the request and approve or reject it.
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Time Off

The Time Off menu contains options to create a request, view time off history, view time off balances and
view open absences created by managers or administrators.

y Cindy Scott

LI
< Main menu
< My Time
Time Off
Request
History
Balances

Open Absences

Request

To create a request, select from one of the menu paths listed above. Enter the Time off type, Request type,
and if required, a Comment. The Request type will determine the additional fields that display. For example,
if selecting Multiple Days, the From/To date fields and Hours per Day field will display. Each type will display
the required fields for the type chosen.

Click submit Request when done. After the submission, a success message will display. After clicking OK,
the Request page will display where another request can be made. If no further requests are needed, you
can return to the main menu by clicking the hamburger icon, or if you would like to view the history of your
requests, click the Request chevron icon and select History or select Balances to view your accrual
balances (these options are shown next).

resheet Time Off Clock Schedul

Request

Time off type *

Vacation v

Request type *

Multiple Days -

Nov 21,2017 ]
To*
Nov 22,2017 (m]

Hours per Day *

8.00
mment *

vacation time

SUBMIT REQUEST
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History
From the Time Off History page, you can view request history for the Past Year, Next Year, Next 3 months,
or Past 3 months.

From this page, you can view comments, delete or cancel the request by tapping the trash can icon. When
attempting to delete a request, you will receive a confirmation to cancel or continue.

Once done viewing history, you can return to the main menu by clicking the hamburger icon, or if you
would like to view your accrual balances, click the History chevron icon and select Balances.

e e PR

Timesheet Time Off Clock Overtime

History ~

Period

‘ Next year - |

PERSONAL

Date Oct 24,2018

Amount 8.00 hours
Submitted Or Aug 24,2018

Status New
1]
VACATION
Date Sep 4,2018
¥ 8.00 hours
Submitted On Aug 24,2018
New

i

Balances

From the Balances page, you have the option of viewing your balances in days or hours. Having this option
will depend how your company has configured your accruals. Each set of balances contains a Request link
and when tapped, will open a new time off request. Once done viewing balances, you can return to the
main menu by clicking the hamburger icon and re-selecting an option.

e ]
Timesheet Time Off Clock Overtime
Balances
DAY
PERSONAL
AVAILABLE
ar
Accrued To Jul 10,2017
Current Accrued 3.22days
Current Balan 713 days
Taker 9.97 days
0.38 days
-10.35days
REQUEST
SICK
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Open_Absences

If a manager or administrator has created an open absence for an employee, the employee can view the
entry in read-only format from the Open Absences menu.

= € MY TIME P
Timesheet Time Off Clock Overtime
Open Absences v/
Open Absences v
YO
Page 1of 1 1
Date Opened Date Closed B é
08-20-2018 v
Time Off Category Sick
Opening Comment
Employee taking time off to care for sick parent.
Close Reason
Closing Comment
Creator

Absence requests will only display if your company is using the Leave module and has it activated to
display on your device. If you are already familiar with creating leave requests from the web application,
the process in the Mobile App is much the same. This can be accessed from Main menu > My Time >

Absence, or from within the tabs at the top of the My Time menu. When accessing this option, the request

page will open where new requests can be made.

Under the Forms menu, commonly used WH-38X forms are available and employees can view their forms

from this menu.

< Main menu

< My Time |
Leave

Request

S View Timesheet

History

Forms
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Request
Fill in all the required fields and submit the request. Once submitted, you can click the Request chevron
icon to view absence request History.

=c o P8
heet Time Off Clock Overtime Leave
Request /A
R

Request

R¢

I’ History —\

Request type *

| Continuous - ‘

Start Date *

| Dec 13,2018

End Date *

| Dec 13,2018 &= ‘

Schedule Type *

| Monday-Friday - ‘

Hours*

| Employee Standard Work Day - ‘

Total *

Comment

[
History

From the History page, you can view requests for Next year, Past year, Next 3 months, or Past 3 months.
With each request, you can view comments, or delete the request, if authorized. When finished, you can
select another menu item, or navigate back to the Main menu by clicking the hamburger icon.

SO — ] |
heet Time Off Clock Overtime Leave
History HE
Period
| Past year - ‘
CONTINUOUS
Medical
Date Sep 19,2018
ta New
Submitted O Sep 19,2018
[=] w
CONTINUOUS
Reasc Medical
Date Aug 27 - Aug 30,2018
Statu Approved
Submitted On Aug 17,2018
Approved By John Lewis
[=
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My Schedule

The My Schedule menu contains options for basic scheduling and advanced scheduler.

< Main menu

My Schedule |
Schedule

Availability/Preferences _ )
View Timesheet

Schedule

Schedule information can be accessed from the following areas: Main menu > My Schedule > Schedule, or
from Main menu > My Time > Schedule, or from the Schedule tab within a Timesheet. The month/year can
be adjusted forward/backward with the date arrows. The current day will be highlighted. Details of each
scheduled day can be viewed below the calendar.

Schedule Availability/Preferences
<« Aug2018 » AUG22 TODAY
SUN MON UE WED THU F SAT

My Shift Open Shift
1 2 3 4 PR
‘""EEEE " Holiday PTO
12 13 14 15 16 17 18 o @

SUN MON TUE WED THU FRI  SAT

26 27 28 29 30 31
A2 30 A0 8

Aug 1
n 7 8 9 10 11 12
shift 9:00AM - 5:00PM G [~) @ 0

Booms 13 1415 16 17 18 19
Start Date Wed T 0 I TS T I
v DETALS 20 21 22 23 24 25 26
Aug 2

27 28 29 30 3

shift 9:00AM - 5:00PM
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Visual indicators/icons display on the calendar available to employees so that the employees know when
there is:

¢ Time Off e Posted shift(s)
e Holidays e Open shift(s)
e Scheduled shift(s)

Availability/Preferences

If the Scheduler module sub-system is enabled in your company, and individual employees are authorized
to set their own availability and preferences, the Availability/Preferences menu will display under the My
Schedule menu.

To set your own availability, tap the days to be edited. The days will highlight and be added to a list at the
bottom of the page.

Enter the times and click Apply. The times will display on the selected days. Tapping those days after
adding the times will display the entered times below the calendar. The same procedure can be used for
preferences.

= ¢ MY SCHEDULE ﬁ_’_ = ¢ MY SCHEDULE #L

Schedule Availability/Preferences Schedule Availability/Preferences

Aug Prc.fv.runcgs
07
07

CCCCIi Cmme

« Aug » Topay V9 PM‘“"“"‘ 2] <« Aug » TODAY

5 6 7 8 9 10 11 5 6 7 8 9 10 11
12 13 14 15 16 17 18 12 13 14 15 16 17 18

19 20 21 22 23 24 25 19 20 21 22 23 24 25

EE HCMToGo Mobile — User Guide | Last Revised: 6/22/20 NM 34



Urbi t solutions

= ¢ MY SCHEDULE wi Edit Availability X

Schedule Availability/Preferences
Date(s) Selected: Aug 06, Aug 07

Available For Time Frame w

19 20 21 22 23 24 25

090 090 From *
o s ‘ 7:00 AM ® ‘
To*
‘ 4:00 PM ® ‘
26 27 28 29 30 31 1 + Add
2 Day(s) Selected
Edit Selected Days (2)
£ Availability & Preferences
AUG 06
& Availability & Preferences
AUG 07
]
£ Availability & Preferences CLOSE I
E <« MY SCHEDULE w !
Schedule Availability/Preferences
Aug  Preferences
< Aug > TODAY 2 Day(s) Selected
SUN | MON ‘ E | WED | THU | FRI ‘ SAT Edit Selected Days (2)
29 3 A 1 2 3 4 & Availability & Preferences

AUG 06

p Preferences

Available
5 6 7 8 9 10 1 07:00 am - 04:00 pm
07:0 070 09
AUG 07
& Preferences
Available

12 13 14 15 16 17 18 07:00 am - 04:00 pm
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My Benefits

My Benefits will display your current benefit plans. If your company’s Open Enrollment for benefits is
active, you can enroll in benefits from within this menu, or see the status of previous or ongoing
enrollments.

Tap Main menu to return to the other options. Tapping the Home icon will return you to your home page,
where you will need to access the hamburger icon again to get to the main menu options.

If your company has the My Benefits widgets on your Home page, you can perform many of the same
functions there, such as viewing your benefit profiles and processing enrollments.

Sign out

£ Main menu

My Benefits

Enrollment

Benefit Plans

Timesheet
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This tab will display Open Enrollment options, including new and pending enrollments, and the status of

submitted enrollments.

4:22 PM

Enrollment Benefit Plans

As a new employee, you have 29902 days left to initiate your
enroliment.

Start

Open Enrollment

Open enrollment is from Nov 13, 2017 to Dec 31, 2017. You
have 48 days left to initiate your enroliment

Start

Life Change Event

Press start to begin a life change event

Start

4:29 PM
Enroliment Benefit Plans
New Emplo n
As a new employee, you have 29902 days left to initiate your
enroliment

Start

Open enrollment is from Nov
have 48 days left to initiate your e!

,2017. You

Start

Newly Eligible
Submitted, Pending Approval
100%

Submitted on Nov

View

4:24 PM

E &« MY BENEFITS

Enroliment Benefit Plans

Life Change - Newly Eligible

SAVE & CONTINUE

Incomplete
99%

Started Nov 13, 20

\/ Enrollment Groups

Supporting Information

Date Of Event™

Nov 13,2017

Extra Information

SAVE & CONTINUE

4:28 PM

= ¢« MY BENEFITS

Enroliment Benefit Plans

Life Change - Newly Eligible

SUBMIT

>
Enrollment was successfully submitted
Total Prans: 3
Estimated Monthly Premium $320.02
Estimated Monthly Taxable Income S0

Medical Benefit Plan 4

Cigna Medical
Medical
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Benefit Plans

Any benefit plans you are currently enrolled in will display here.

11:41 AM

Enrollment Benefit Plans

Benefit Plans

Weleome to our annual Open Enfollment o Life
Change Event screen.

Ta get started, clic 1 Start Open Enrollment or Life

Change Event button an mend below

Contact the HR Department if you have any questions
regarding this pracess or your benefits

Current - All Benefits Groups -
Total plans: 3

BASIC LIFE

Basic Life

Basic Life fixed coverage

This is a coverage / Age based life insurance policy
Jan 1, 2011

Coverage Effective From

Coverage Effective To Dec 31, 9999

Enroliment

Benefit Plans

Welcome to our annual Open Enroliment or Life

Change Event sc

1M:41 AM

Benefit Plans

en.

To get started, click on Start Open Enrollment or Life
Change Event button on menu below.

Contact the HR De;
regarding this proc

Current v

ment if you have any questions

or your benefits

All Benefits Groups

All Benefits Groups

ic Life

-

Done

U rbi l solutions

= ¢

Enroliment Benefit Plans

Benefit Plans

Welcome to our annual Open Enroliment or Life
Change Event screen.

To get started, click on Start Open Enrollment or Life
Change Event bufton on menu below.

he HR Department if you have any questions

Current - All Benefits Groups

Done

Past

Current

Future

Eenefit Plans

Enrollment

MEDICAL

Medical New

Self & Family

This is the description which can be populated to
assist the employees in infermaticon about this benefit

plan

Coverage Effe Jan 1, 2017
Coverage Dec 31,9999
Employes Contribution 512462

Taxable In

Employee Frequency Every Scheduled Pay
Coverage Amount
Company Contribution $13.85

Every Scheduled Pay

Company Frequency
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My HR

Under the My HR menu, users can view and respond to HR actions, checklists, forms, delegations and
inventory.

MY INFO
< Main menu
My HR
HR Actions

Checklists
View Timesheet

HR Actions

In the New Ul, HR Actions are accessed under My Info > My HR > HR Actions (for employees) and under
Team > HR > HR Actions (for managers). Under Team, managers view a list of HR Actions assigned to
their employees. If authorized, they can edit or start another HR Action of the same type and assign to
another employee.

Overview

Because not all HR Action items are available in the New Ul, a message will display to mobile users
explaining to users that the action is not available.

HR Actions are accessed under My Info > My HR > HR Actions. Users will find HR Actions under the
Available tab that have been pre-configured by a system administrator. All tabs contain a Search window
where users can enter criteria to find only those HR Actions containing the characters listed. The system
will search titles and descriptions.

=« LY e = - P 8
HR Actions dist . - HR Actions Checklists Forms Contracts HR Actions
AVAILABLE OPEN (7) SUBMITTED OPEN() | susMTTED
Q | Q
® Some HR Actions are not currently supported in in
Address Change Addres: |
o start 2 Open J stant
Information
Phone Update Phone This HR Action is not currently
o Start 20pen  SuppOTtedinthis resglnnswe version of Hstart
our
Update Contact Information (coming soon) Update “
The tic will allow y t te a f tion about The act ut Thank
yourself. You will be able 1 te t ) R — ':]

Contacts Update Direct Deposit Information
Maritial Status formation. After
Cell Phone

Cititzenship Informat Cititzenship Information

Ethnicity
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Available Tab

The Available tab allows users to initiate an HR Action request. After tapping or clicking Start to initiate
Hire actions, users must distinguish between new applicants and existing employees. For other types of
actions, the employees can be retrieved from a search page.

Open Tab
The Open tab will list all open HR Action requests that have not had an action taken on them.

e A dynamic counter will display the total number of open requests on the tab. This number will be
updated as requests are added, submitted, or deleted.

¢ When tapping the Actions icon, options will display such as Add Notes, Edit, Start Another, View
History, and Delete. User security permissions will determine the options displayed.

e The View History option will redirect users to the Submitted tab where previously submitted
requests can be viewed.

Submitted Tab

The Submitted tab will list all submitted HR Action requests that are completed or may require action.
When tapping the Actions icon for an action, options will display such as Add Notes, View Details, Start
Another, and Delete. User security permissions will determine the options displayed. Users will be able to
search for specific HR Actions using the Search window. The system will search all tabs.

e Users will be able to add notes to their HR Action requests within the Notes field, after selecting the
Add Notes option under the Actions icon.

o For managers, the ability to maintain default cost center fields for their employees are available if cost
center items are included in the HR Action. The ability to edit cost centers can be controlled by the
user’s security profile, or by checking the security override for the cost center item in the HR Action.

¢ In the desktop, managers can view their employees’ open HR Actions under the Pending HR Action
Requests widget under Employee Information. Requests will be visible when the HR Action’s effective
date is set in the future. The pending HR Action can be viewed by clicking the icon in the widget.

¢ HR Actions will display the details of the request in the Open and Submitted tabs. Details will include
the date the action was created, Status, Workflow State (i.e., New), Approver, and the Effective Date.

o After an HR Action is submitted, a To Do Item will be generated for the designated user. Viewing
details, reviewing and editing of the To Do Item is supported prior to approving. After edits are made, a
message will display indicating manual changes were made. Edits will display as the New value and
will be bolded.
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To Do Items - Mobile App Example
The examples shown below are from a user’s My Do Items, accessed under their My Mailbox icon.

« MY MAILBOX rxPﬁ

=« MYMAILBOX rxPﬁ =

Review Changes X

MyTo Do ltems (8) | My Notifications

My To Do Items (8) My Notifications

Manual changes were made after this HR
Action was initiated.

HR ACTION REQUEST
Approve Change Address
Requested Oct 12,2017, 11:23 am

« 0] Currently the audit feature is not implemented
for: Hired, Manager, Personal Settings.

Quick Links:  Basic w

| s Basic
Timesheet Change Request - Andy Cortez
Add Adjustment Request >
Belle Keller . ' Fields
Requested Apr 10,2017, 11:23 am Submitted On Sep 17,2017 _
W Address
fo Timesheet Change Request Created On Jan 17,2018
5 ‘Add Adjustment Request > Country
g Aodecki Status A d
Requested Apr10,2017,10:23 am latus pprove Current United States
Time Off Request L'_;Td New United States
H Persanal Day 3
N Jacqueline Christensen i Ok N
Requested Apr 9, 2017, 6:20 pm Review Changes >
Street

13 Cutter Lane

4 Omini Way

Timesheet Current
CS Apr1-Apr7 >

Cynthia Scott APPROVE New

Submitied Apr8,2017, 11:23 am MODIFY REJECT o

Checklists

Employees with appropriate permissions can view and complete employee checklist items using the New

Ul on their mobile devices or desktop. Support for completion of checklist items is currently limited to

employees and employee checklists.
L

My Delegatior

E « MY HR

HR Actions

Checklists Forms

SUBMITTED

2

Checklist Name Actions

Employee Setup i

Description Viev

Upload Document

Number Of tems

Download PDF
Status upen
Checklist Assigned To John Lewis
Type Employee Setup
Percent Complete 20%
Created On 03-22-2018

Supporting Documents

New Hire
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View Details

Users can tap the Actions icon and select View Details to proceed through the steps to complete the
checklist. From the pages, another Actions icon is available, allowing users to download a PDF of the
checklist, or to upload a needed document to complete the requirements of the step.

HR Actions Checklists Forms My Delegatic

Employee Setup <«
Incomplete (1 outof 5)

20%

Started On 03-22-2018

Some of the Checklist Download PDF
(®  supported in this mobl
use the desktop versic Upload Document

Read Compliance Docs « »

Read Compliance Docs (coming soon)

Waiting On John Lewis
Documents
reg.txt

CONTINUE

Upload Document

The option to upload a document is available under the Actions icon. A document type and display name
can be selected/entered, and a link is available to upload a file.

Upload File X

File*

T CHOOSE No file chosen

Document Type

‘ Direct Deposit Forms -
Display Name

‘ Direct Deposit Forms
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Download PDF

Under the Actions icon, users can download the checklist in PDF. The PDF will display all the steps in the
checklist, and show which steps are completed (green check) or incomplete (blank checkbox).

Exployes Sevap
-l ki Chory bt S gy
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Forms

Under the Forms menu, employees can access many different types of forms as uploaded by their
company. Options include governmental forms, other forms, and an area for all forms. Employees can be
given authority to edit forms under the Other Forms or All My Forms menu. In the available options under
the Actions icon, users can edit or delete a form, create another form, download a PDF of the form, view
the history of the custom form (what has been submitted) and view the detail report (where custom form
items can be edited or deleted.)

The View Detail Report option will be available on both the Open and Submitted tabs.

g ¥ | E ¢« MY HR P ;

iR Actions Checklists Forms Contracts My Delegat

HR Mainten:

Other Forms W

AVAILABLE .IIE“E:E. SUBMITTED

< Main menu [ Q

< My HR
o e

Forms 5
This Year = Payroll Form

| S |

Government Farms Status

Actions Edit

Other Forms Created On Download PDF
All My Forms LLh Notes Create Another

Delete

Easy Backgrounds Kronos - Lowell Pavioll Form
y View Detail Report

Active

Status View History
01-04-2019 Created On 10-31-2018
02-19-2019 Notes
Completed

Payroll Form
New Category

Government Forms

Government Forms include forms such as 1095-C, 1099s, 19s, W2s, Withholding, and any other state or
federal forms required by your employer.

Other Forms
Forms under this area will consist of any custom forms created by your company.

All My Forms
This area will house all your forms.

Easy Backgrounds

If your company uses the New Easy Backgrounds Marketplace product, employees can be set up so they
can view any background checks ordered on them. This area will display those reports.
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If a delegate has been set as your back up for handling the resulting My To Items from a workflow, those
back up users, or delegates, will display here.

= ¢« MY HR

acklists Forms My Delegations

Workflow Delegation ~

L

My Inventory

[ Columns (1) @ Y
Page1of1 1-10f 1 Rows

Employee Id Username b
07 cscott v
First Name Cindy
Last Name Scott
Employee Status Active
Workflow Type HR Action Request
Date From 08-27-2018
Date To 01-31-2019
Actions

My Inventory

If an inventory items has been assigned to you, you can view and possibly add and delete those items

here.
= ¢« MY HR Q a
ists Forms  Contracts My Delegations | My Inventory
My Inventory ltem
[System] =
Y (0
Page 1 of 1 1-10f 1 Rows
Bl Computer Actions v
[]  Laptop s v
Peripheral Equipment Monitor
Phone
— L Created 02212019
= ¢« MY HR 29
ists Forms Contracts My Delegations My Inventory
Inventory Profiles
Company Perks >
Equipment >
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My Career

Under the My Career menu, employees can access information about their performance reviews and
learning options, as configured by your company. If your company posts job openings, those can be
accessed under the Jobs menu.

> gt 3

My Inventory
: Y ©
< Main menu
My Career
Actions v
Jobs
. v
Performance
Monitor

Jobs

If your company has authorized or enabled this option, you can search for open jobs in your company and
Jobs will appear under the My Career menu. From the Jobs menu, select the Search For Jobs option and
any available jobs will display

', John Lewis ﬁ ! &« MY CAREER ﬁ i
Iu

Jobs Performance Learning

LI <
Search For Jobs ~v
a
Search For Jobs «

< Main menu

NCE Y (0
< My Career Page 1 of 1 1-7 of 7 Rows
Jobs » 1 Job Title Employee Type >
Search For Jobs =
Niew Timesheet Accounting Manager Full-Time >
Accounting Manager Full-Time >
™ finance
Accounting Manager FullTime >
™ Information Tech
Infarmation technology Officer >
v Job Category 1
View Benefits
Development Officer >
Graduate Engineer Trainee >
Tools Manager >

50%
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Training/Certifications
In this area you can review, edit and add trainings and certification your company is tracking.

= Orbiteoons MY LEARNING P O
€ My Training/Certifications

Training/Certifications

NAME LAST COMPLETION RENEWAL LAST TOTAL TOTAL EXPIRATION TOTAL TOTAL

DATE TERM GRADE CEUS DURATION EMPLOYEE § COMPANY 5
£ X Customer Service 0.00
x | Workplsce 1 Years 000
- Haraszment
Performance

Under the Performance menu are two options to review and/or act on your performance reviews, and an
option to view and/or set your goals.

> gt 3

pns My Inventory

, Y (0)
< Main menu
< My Career
Actions v
Performance
ana v
Performance Reviews
Monitor
My Goals
My Incidents 02-21-2019

Performance Reviews

Employee can view their performance reviews under this menu. The ability to take any action on a
performance review is dependent the permissions granted by your company.
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E &« MY CAREER Q t,

Jobs Performance Learning
Performance Reviews ~/

My Performance Reviews ~

Y (O
Page10of1 1-10f 1 Rows e
Name Status b
Jack erlan: First Programmer Level
1(2/8/2005) InErogresa e
Approval Status
Scheduled Date 02-08-2005
Period Start Date 03-15-2005
Period End Date 02-07-2005
Finalized Date
Assigned To John Lewis
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My Goals

Employee can view performance goals created for them under this menu. The ability to take any action,
such as creating, editing, or deleting goals will be determined by your company.

= ¢« MY CAREER ﬁ i

Jobs Performance Learning
My Goals ~7
My Goals ~
Y ©
Page 10of 1 1-20of Z Rows wus
v  Goal Name Goal Description >
Soal Ty
~  Personal
ddd dfdf >
Testing v
Goal Category
Goal Active Y
# Attached Documents
Notes
Self Notes
Goal Assigned 06-08-2018 11:44a
Added By John Lewis
Goal Status Name New
Goal Percentage Complete 0.00%

Goal Start Date

My Incidents

If your company has filed any incident reports (such as safety violations, accidents, etc.) they will display
here.

= ¢ MY CAREER Q i

Jobs Performance Learning
My Incidents

My Incidents +

Incident Name + Incident Date >

(i) No Data to Display
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My Pay

From the main menu, you can access pay history information from the My Pay menu. Tap the Pay History
menu option. The page will default to Recent pay histories and will display your last three (3) most recent
pay histories.

John Lewis ﬁ L
i’

" T

< Main menu
My Pay
Pay History

Tax Forms
&

Direct Deposits

Pay History

From the main menu, you can access pay history information from the My Pay menu. Tap the Pay History
menu option. The page will default to Recent pay histories and will display your last three (3) most recent
pay histories.

If your company has the My Pay widget on your Home page, you can perform many of the same options
there.

Pay History

RECENT HISTORICAL

Jul 23,2017

690.66

Type Regular
Pay Period Start Jul 17,2017
Pay Period End Jul 23,2017
Gross $1,000.00
“heck $690.66
&, PAY STATEMENT
Jul 16,2017
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You can tap the Pay Statement link and download the full pay statement for that entry. On the Historical
tab, you can enter a date range to view the pay statements for that range. Historical pay statements can
also be downloaded via the Pay Statement link.

Pay History

‘ RECENT HISTORICAL

From* To*

Nov 6,2016 (= ' Nov 6, 2017 )

Jul 23,2017

1690.66

Type Regular
Pay Period Start Jul17,2017
Pay Period End Jul 23,2017
Gross $1,000.00
Check $690.66

&, PAY STATEMENT

M m o

Tax Forms

Employee tax forms for viewing or action will be under this menu. Forms such as W2s, W4s, etc. may be
under this menu.
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E-CONSENT

2017

[«

W2

Employees can download W2 forms from their mobile devices and view W2 forms from the last seven
years, provided that the tax year has been locked and signed off at the company or admin level and the
employee’s payroll history from prior years has been loaded into the system.

The form can be accessed from My Pay > Tax Forms. Users can consent to receive the form electronically,

instead of requiring a paper copy by clicking the E-Consent button. Users who choose this option will not
receive paper copies of the forms unless they turn electronic consent off.

— oA @
= « e 8
Pay History Direct Deposit Tax Forms Electronic Consent X
W2 ) i )
@ By selecting this box you are agreeing to no longer
E-CONSENT receive paper statements
2017 o [] Receive Form W2 Electronically.

A list of available forms is shown under the W2 label with a download icon in each row. After providing
consent to receive the W2 form electronically, a PDF file can be downloaded by clicking the download
icon. The PDF will appear in a pop-up and can then be printed or saved.
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1099

Employees can access tax form 1099-MISC from their mobile devices and download PDFs of any 1099-
MISC forms from prior years, provided that the tax year has been locked and signed off at the company or
admin level and the employee’s payroll history from prior years has been loaded into the system.

The form can be accessed from My Pay > Tax Forms. All available years appear in a list, with the year
shown on the left and a download icon in the row on the right. A PDF file can be downloaded and viewed
by tapping the download icon. Copy B, 2 and C will be downloaded in a single two-page file.

) conmecte i

2007 Lyt

— =
—_ o 0
= ¢« Y PAY < gl |
Pay History Direct Deposit Tax Forms ‘ o |_-'.
‘IDgg v - — : _ | ‘201'7 ——
e : m_
2017 &,

Direct Deposits

Employees can manage direct deposits, set up new direct deposits, edit existing direct deposit accounts or
designate specific amounts to be paid in a live paycheck. In addition, employees can also provide
authorization to receive pay statements electronically instead of receiving paper copies.

From My Pay > Direct Deposits, employees can view information about existing direct deposit accounts. On
the Direct Deposits tab, new direct deposit accounts can be added, edited or deleted. Details of active and
inactive accounts can be viewed by scrolling down. Using the drop-down, users can select whether to view
All Accounts, Active Accounts or Inactive Accounts. New accounts can be added by tapping the Add button
and filling in the required fields.

O X1

Pay History Tax Forms Direct Deposits

Direct Deposits

Active Accounts v
1 Direct Deposit (active) &

Bank Account Type Checking
ABA# / Bank Routing# 081000032
Account Number 12356
Calculation Method Entire/Remainder
Active From Dec 31,1901
Active To Dec 31,9999

Account Status Active
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The E-Consent button will allow employees to receive their pay statement electronically. Users who
choose this option will not receive paper copies of the forms unless they turn electronic consent off.

T K1

Pay History Direct Deposit Tax Forms

Direct Deposits

Active Accounts ¥

1 Direct Deposit (Active) &
Account Type Checking
Routing Number 081000032
Account Number 12356
Calculation Method Entire/Remainder
Active From Dec 31,1900
Active To Dec 31,9999
Account Status Active

Electronic Consent

By selecting this box you are agreeing to no longer
receive a paper pay statement

[] Access Pay Statement Electronically.

NOTE to Administrators: Electronic Consent can be enabled at the company level. Contact your CSR if

you wish to have this enabled.

Mobile users can upload supporting documents after tapping the Actions icon for the direct deposit.

= ¢ PAYROLL &

55 Payrol Employee Payrall Maintenance Reports

% Aaron P. Asa, Jr L =
¥

Direct Deposits

All Accounts w + Add

@ Direct deposit transactions will process in the order
listed below.

1 Direct Deposit (acive) [=]

Bank Account Type

ABA# [ Bank Routing#

ACCount Number DRORLT
Calculation Method Flat § Amount
Active From Dec 31,1900
Active To Dec 31,9999
Amount £100.00
Account Status Activi
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My Company

Under the My Company menu are options to view documents uploaded by your company.

', John Lewis ﬁ t
2

"

< Main menu
My Company
Position Hierarchy

Documents

Phanlkina

Documents

Under the Documents menu, your company may upload company-specific documents for you to access.
Tap the download link next to a document to download a PDF of the document.

s e A

Position Hierarchy Documents

a

Page 1 0of 1 1-9 of 9 Rows

All Documents

v Name Download

v (8)

Create_Chart_in_Dimensions.docx

[«

Document Type

File Date 05-04-2018
Description

File Size (Bytes) 5,163,262
Last Modified 05-04-2018 09:27
Directory 7

Al_Is_Ready_For_Employees.pdf

[«

Document Type

File Date 05-04-2018
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My Reports

For users authorized to view reports, those reports will be available under My Info (single employee icon)
in the My Reports menu. Under this menu are saved and scheduled reports, team reports, and functional
areas and modules reports.

MY INFO

My Saved Reports

My Scheduled Reports

Team Reports

&

Time Reports

rect Deposit Forms
Schedule Reports

12072018

Benefits Reports.

HR Reports
10,424,956

Talent Reports
072018 07:30 am

Compensation Reports ,
Payroll Reports

Recruitment Reports

System Reports

05-04-2018

In most cases the users who will have access to reports will be managers and administrators. Employees
seldom have access to reports but can be allowed to view them if security permissions allow.

Common Options in Reports

The options shown below are available across all reports and are presented here to help you familiarize
yourself with the navigation of these options.

Sorting Report Data

When viewing the report, the data can be sorted by tapping on the Actions icon above the blue key bar
displayed in the report and tapping Sort in the action popover list. Select the column and sort order to
define how the data will be sorted and tap on the Apply button. To clear sorting, tap the Clear Sorting link.

NOTE: The sorted view cannot be saved for later use from the mobile app.

= ¢ MY REPOR P 8 d o
—= = Sort X
Team Reports Time Reports Schedule Reports
Time Allocation \/
Clear Sorting
Detailed Hours + e Tir
Column
== Timesheet Dates.
B Y
Today De Date -
Page 1 of 1 f 2 Row L
Employee Id Direction
0016 O sort Ascending 1
AA144

(® sort Descending 4
View Col
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Under the Actions icon, is the View Mode option. Under this option you have the options of viewing reports

as Data Only, Charts Only, or Charts & Data.
For more information on charts, please see the Report Charts section of this document.

A

— e
Team Reports Time Reports Schedule Reports

Calculated Time ~/

Detailed Calculated Time « &«
Counter Date:

=) Today Y

Page 1 of 1 1-20f 2 Rows LT

1 Employee Id F & View Mode

016 4 DataOnly..
AA144 E A3 P
Charts Only

Charts & Data

The Data Only is default option and will display reports in a traditional report view.

E &« MY REPORTS & !

P——
Team Reports Time Reports Schedule Reports
Calculated Time ~~

Detailed Calculated Time « &~
S YO

Page1of 7 » 1-100f 62 Rows a
1+ Employee Id First Name >
0016 John >
0016 John >
0016 John >
0016 John >
0016 John >
0016 John >
0016 John >
0016 John >
0016 John >
0016 John >
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The Charts Only is an option to view the report in a graphical view.
= ¢« MY REPORTS & _L

Team Reports Time Reports Schedule Reports

Calculated Time 7

Detailed Calculated Time « —
= %g;:;r Date: Y 1)
Page 1 of 1 1-20f 2 Rows aam
s
Hours by Pay Type
Edit
Remove
o
£
2 {
< . Regular
'ﬂé Regula Counter Hours: 16 |' N
3
o

0 5 10 15 20

The Charts & Data option will display both the traditional reports at the top of the screen with the charts
underneath.

= € MY REPORTS a L

Team Reports Time Reports Schedule Reports
Calculated Time

Detailed Calculated Time ~ &«

= %ga.:;r Date Y

Page 10f 1 1-2 0f 2 Rows
1 Employee Id First Name >
0016 John >
AA144 Edward >

Hours by Pay Type

@
E

2 {

Regular

g Regular 16
g Reg Counter Hours: 16 [

3

o
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Filters Icon

Under the funnel icon are multiple filtering options. Three columns are available: Global, Column, and
Custom.

These options can also be accessed from the filter selections next to the icon that displays the time period.
The time period and date range can be selected from the drop-downs for Type and Date Range.

L

= € = Filters X
Team Reports Time Reports Schedule Reports
Global Column Custom
Time Allocation W/
: : Ca
Detailed Hours
< Counter Date
e TiM t Type
ETOdeas;eeiDaes Y () De Yp
Page10f1 » 1-20f2Rows Calendar Range -
Employee Id View Mode > I Date Range
oot So Today -
AA144

Export

nn

View Col Selected range Sep 28, 2018

Filters — Global Tab - Employee Selections

You can select employees to be included in certain reports. This is done under the Global column of the
filter. Tap the drop-down for the Employee Filter and selections to Browse will be available. After selecting
Browse, the Employees Filter and all employees to which the user has access will display.

Select the employees to be included, then tap the Actions icon and select Add To Selection. The filter will
display the number of employees selected. Tap Apply. On the subsequent page, tap Apply again and
those employees will be selected for the report and a “pill” will display showing how many employees have
been selected for inclusion in the report.

= Filters X — g £
= i = Fi = ¢« MY REPORTS
Employees Filter X = Filters X = —_—
Global | Column  Custom —
Global | Column  Custom Team Reports Time Reports Schedule Reports
Employees = CompanyGroups  Selected (0]
& Counter Date Ca Calculated Time 7
o T Counter Date
e Type Q D4 Type Detailed Calculated Time ~ &
Calendar Range -
Page1of2 » 1 of 20 Rows Calendar Range -
Date Range 2 ;gg,";;‘ Dste | s Employees(@) | Y (2
Date Range
Today -
Aaron P. Asa, Jr Kronos - Lowell
Selected range Sep 28, 2018 + Employee Id First Name
00 O Amber Fedder Kronos - Lowell Selected range Sep 28,2018
| (@ No Data to Display
a| Employee Filter Andy Elfman Kronos - Lowell
Employee Filter
All Employees - Ashley Nelson Kronos - Lowell
Employees (4) -
Cam Carter Kronos - Lowell
[  cindyA. Scott Kronos - Lowell
El Derrick Tyler Kronos - Lowell
N Done
[0  Edward Jones Kronos - Lowell
O Eric Alvarez Kronos - Lowell
[J  Hannah Lafayette Kronos - Lowell
Browse...

All Employees

‘ CANCEL

T
APPLY

CANCEL APPLY
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Filters — Global Tab — Company Groups

After selecting Browse from the Employee Filter, you can select employees by the group to which they are
assigned. These are selected under the Company Groups tab. If your group list is large, you can use the
Group Type and Search window to narrow the list.

When the groups display, tap to select each group, tap the Actions icon and select the Add To Selection
option. The groups selections will be added to the filter and placed under the Selected tab.

Employees Filter X | Employees Filter X
Employees Company Groups Selected (4) Employees W Selected (11)

Group Type h Group Type -

‘ Q | Q
Page 10f6 » 1-100f52Rows Page1of5 » 1-100f 50Rows

Default (Level 1) Departments [0  Default (Level 1) Departments

Name Louisville Name Company/Support Services

# Of Members 44 # Of Members 30

Description Auto Group Based On Default (Level 1) Description Auto Group Based On Default (Level 1)

Default (Level 1) Departments [0  Default (Level 1) Departments

Name Company/Marketing Co-Op Name Company/Software Development

# Of Members 7 # Of Members 14

Description i {Level 1) Description Auto Group Based On Default (Level 1)

Add To Selection

T
CANCEL L aad CANCEL APPLY

If a group has been selected within the filter, after tapping Apply, you will be prompted to convert the group
to an individual employee list. If you select No, the group filter cannot be applied and should be removed
from the filter.

Employees Filter X
Employees Company Groups Selected (8)

[ Q| Clearall

Company Groups (2)

Expand All To Employee List

Defaul Expand All Groups? oW

All groups will be converted to an

Name employee list. This is a nonreversible ~ Jisville
action and future additions to groups
#0fM will not be included. Do you want to 44
proceed?
Descri| avel 1)
Defaul _ N @
Name Company/Marketing Co-Op
# Of Members 7
Description Auto Group Based On Default (Level 1)
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Filters — Column Tab

Filters restrict the type of data that is returned based on column values. Different types of filters are
available for different types of reports. Column filter selections will not be saved after exiting the report or
logging off.

The column filtering can be changed by tapping on the Columns filter or tapping the filters icon again.
Filters can be cleared by tapping the Clear Filters link.

= € MY REPORTS g g = Filters X
Team Reports Time Reports Schedule Reports Global Column Custom
Calculated Time ~r Ca
Clear Filters
Detailed Calculated Time v « De
Employee Id
Counter Date
mipnelde  mcoumns() ® Y (2) starts with -
Page 10f20 » 1-100f198 Rows e First Name
+ Employee Id First Name > starts with -
071 Cindy > 00 | astName
071 Cindy > AR starts with - s
071 Cindy >
Employee EIN
071 cin >
starts with -
071 Cin >
Counter Date
071 Cin >
071 n >
071 n > Counter Hours
071 Cindy > M
071 Cindy > Counter Quantity

CANCEL | APPLY

Exporting Report Data

To export a report, tap the ellipses above the blue bar on the report tab, then tap Export in the action
popover. Choose an export format and check the options, if needed, for output of headers and footers and
Unicode. Tap Done, then tap Export. A new window will open with the export. You can return to the
application by tapping the product name at the top of the phone screen.

= s IR g £ Export X
Team Reports Time Reports Schedule Reports
Calculated Time ~/ csv -
Detailed Calculated Time « £ L1 D H |
= Counter Date
= This Year ym
Page10f171 » 1-100f 1710 Row
+ Employee Id g View M > l
0016 J o
0016 J
0016 J
Done
0016 John >
0016 John >
0016 > Excel 97-
0016 > Excel 2007
0016 John >
0016 John >
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My Saved Reports

Reports that have been saved for you or by you will display under the My Saved Reports menu. These
saved reports can be run by tapping the Actions icon and selecting Run. Some reports will have additional
options such as Edit and Delete.

e The Edit option will allow you to adjust how the report is saved. The Delete option will remove the
report from the saved list.

o Report titles are displayed as hyperlinks and when tapped, will open the report. The back arrow in
the open report can be tapped to return to the saved list.

= « lvg £

My Saved Report ' 4 epart Team F
Page10f3 »

v t Savedas -

~  Adjustment Pay

JL Adjustment Pay Summary Rpt

“  Attendance (1

Chart Demo_CB

Edit — Saving/Sharing a Saved Report

The Edit option will open a Save View page where you can edit the saved report. The name and
description can be edited, and a tag name can be added. The report can be set to disallow deletion, make
the report your default report, and share the report with others in your company.

o If selecting the Share option, you can select specific employees or choose to share will all
employees.

e Once the settings are done, the report can be saved, or an option is available to save and run the
report simultaneously.

Save View X

Name *

‘ JL Adjustment Pay Summary Rpt

All Employees

[ CANCEL SAVE =
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Help

In this menu, your company may upload documents to help you learn certain tasks, or possibly create new
content and links for training. These will be accessible under the Download Documentation option. Under
this option, you can view and download documentation in PDF by tapping the download link next to each
document. A separate browser will open to display the resulting PDF.

@ Help

My Learning (Classic)
Access And Navigation
Employee
En Espanal
My Account

Download Documentation

My Learning

In this area you will find topic specific tutorials, webinars and job aids related to Orbit Solutions. Based on
your access, you will find items ranging from Navigation, Employee, Managers and Admin access tools.
Clicking on the icon to the left of the topic will open new window or download item for you to review.

= Orbit oo MY LEARNING P

€ Employee

1. NAVIGATION OVERVIEW

S5 | Password Security Employee 'y Ky
% Logging In and Qut ._-'] '-.l:}
%, Using the Quick Search Feature ._-] '-._,'
= Navigating Workforce Ready y L8
[  Common System lcons 'y o
[ Modifying the Dashboard 'y L3
%, Changing My Password ._-] '-._,'
%, Changing Your Virtual Code Method Settings ._-] '-._,'
%, Accessing the Mobile Application ._-] L

Download Documentation

In this area you will find general User guides, Release Notes etc. related to Orbit Solutions. Based on your
access, you will find items ranging from Navigation, Employee, Managers and Admin tools. Clicking on the
icon to the right of the Item will download the item for you to review. You may also use the Search field in
to search for desired items.

= (it MY LEARNING P 4
Page II| of2 b 1-500f%4 Rows All Documents v | Q|
o s remy | e
™ *User Guides (25)
Department Manager Tasks (TLM) User Guides 10/30/2018 1,539,350 p?\;30:‘23 g1233
Company Administrator (TLM & PR) Tasks User Guides 10/30/2018 2,669,739 Dgﬁ”"” 81231 ! "
Employee Guide (TLM, PR & HR) User Guides 10/30/2018 1479242 *

10/30/2018 1230
pm
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My Information
My Time Y
5 My Schedule
=My Bensins View Timesheet
i MyHR
My Career
= My Learning
My Pay
My Company View Pay History
3 My Reports

External items

Extra Menu ltems

The External items menu item in the New UlI, located under the My Info menu supports the use of externally
linked URLs. Once defined, the external links will become active for the users assigned to the security
profile. When activated, a separate browser will open, independent of the session.

< Main menu

External items |

Kronos

Community )
View Timesheet

View Pay History

System administrators will define these links within the Extra Menu Items widget of security profiles.

¢
-,

Menu Mame  External items Width 150
ITEMS
Hame URL
1| Kronos https:/www.kronos.com
2 | Community hittps://community. kronos.com
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Report Charts

Within the New Ul, charts can be added to any report to provide a graphical representation of report data.

% Roll Call

‘Sehaduied Hours by Cost Center s+ Tolal Clocked Hours by Employee “+ Scheduled vs. Actusl Hours by Cost Center

L 4 : - a m
— : I e .
b ’ f g I - I I I
.

Things You Need to Know

o All charts created will reflect the complete report provided above it. For example, if there are six
pages for a report and you are looking at only the first page, the charts will show data from all six
pages.

o All charts will be filter based on the report as well. If the default date range for the report is Today,
and then this is changed to This Week, all charts will instantly update along with the report.

e Charts are associated with report views. Once saved, and if you decide to share the report view,
the charts will be shared with it.

e There is a maximum limit of 3 charts that can be created for a single report view.

View Mode

In the New UI, navigate to a report and tap the Actions icon and select View Mode. Options are available to
view the report as follows:

e Data Only — This is the normal default view of report data.
e Charts Only — This option will show your report only as a graphical chart.

o Charts & Data — This option will show both your default view at the top, with the chart view at the

= e MY REPORTS P8
= ¢ £ —_
— Team Reports Time Reports Schedule Reports
am Reports Time Reports Schedule Reports
Calculated Time
Calculated Time
Detailed Calculated Time ~ «
Detailed Calculated Time ~ &
& = This Ye Yy
n Counter Date ;
T YO
s Page10f179 » 1-100f1786R

Page10f179 » 1-100f 1786 Row El
View Modi

0016
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After making a view selection, the Mode option will display next to the Actions icon. The default will show
Data Only.

Y1) | Mode:[@ v | wee Y1) | Mode: @y | e Y (1) | Mode: R~
Show Data Only Show Charts Only Show Charts
and Data

Adding and Selecting Charts

Once the chart panel is open, you can add or select an existing chart by accessing the options under the
Actions icon. If you already have 3 charts in your view, the Add Chart option will not display.

Holiday Table Start/End (All Days)

Holiday Table Start/End (All Days)

Holiday Table Time Stamp

Holidav Tahle Time Stamn

Select Charts
Add Chart

Print

Upon selecting Add Chart, a side panel will open with options for creating a new chart. Select a Chart
Type, Data metrics, Chart Display options and edit the title if you prefer a different one from the
automatically generated one.

Depending which type of chart is selected will determine the type of data and metrics that can be selected,
i.e., a Pie Chart will not contain an X or Y axis.

= Add Chart X
Chart Type *
Er mm A amm Chart Display
= il ¥ ¢ =
Al [¥] category Title (x-axis
Z] Metric Title (Y-axis)
Data .
G Category Labels (X-axis
Category (X-axis) *
D Data Labels (Y-axis)
Employee Last Name - +

Title*
q :‘ Show as a stacked chart
Row Count by Employee Last Name

Metric (Y-axis) *

Row Count v

Value Calculation * CANCEL » SAVE
Count v

Once charts have been created and saved, they will be available for selection by choosing the Select
Charts option.
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Dashboards

The ability to create charts for reports allows for compelling at-a-glance visuals of your data. By providing
the ability to add report charts from a variety of reports across the application within the home screen,
dashboards bring important information to users upon logging in.

Users can customize their own dashboard experience directly from their home screen by adding report

charts.

Ho!

&

me

«

My Dashboard Time Ac

= + Add Chart ===

Hours by Departments Full Path
Y

Hours by Last Name

Y1)

Things You Need to Know

My Dashboard can be accessed via the My Dashboard tab upon logging in.

There is a maximum limit of 6 charts per single dashboard. This is the limit for My Dashboard as
well as for module dashboards.

Module dashboards are also available under each menu option within the Team menu. If a
manager has the TLM Time menu, a Dashboard option will be available, and charts related to only
time functions can be added. The same would be true for HR, Benefits, etc.

When you have charts within dashboards, the title to each chart serves as a hyperlink which, when
clicked, will send you to the report view it is sourced from. Each data point (for example: single bar
in a bar chart, single point in a line chart) can be tapped which will send you to the filtered report
based on the selection.
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