MOBILE - OVERVIEW

cloud

Objective

To familiarize employees with the mobile features. A mobile app is available for staff to access their timecard from their
phone and perform various timekeeping functions.

Signing in and Out

Logging On

When you start the Kronos Mobile app,
your device connects to your
organization’s Workforce Central server.

You can then log on using your existing
Workforce Central credentials.

Alerts

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

Employee Name

GET THE APP

Download & try out the Kronos Mobile
scheduling app — check your device’s app store
to get it.

Server URL:
https:/loxfordcounty.kronos.net/wfc

View Your Schedule

On the home screen, select
Schedule.

Date Range
Tap an arrow to change the
dates you are viewing.

!l TELUS LTE 12:38 PM LEC

. Schedule

4 Mon, 2020-10-19 >
Mon, Oct 18, 2020
:00AM - 2:00PM (X) WW PSW d L: 5:00AM - 2:00PM
Tue, Oct 20, 2020
5:00AM - 2:00PM (X) WW PSW d L: 6:00AM - 2:00PM

Thu, Oct 22, 2020

6:00AM - 2:00PM (%) WW PSW d L: 6:00AM - 2:00PM

Fri, Oct 23, 2020

6:00AM - 2:00PM (X) WW PSW d L: 6:00AM - 2:00PM

Shift Details

View shift label
including start and end
times

Schedule Calendar Toggle

Tap to switch between a list view (pictured
here) and a calendar view. In the calendar,
dates with dots have a scheduled shift or
time off.
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View Your Timecard

On the home screen, select
Timecard.

Adding Comment (overtime)

Tap day

n Tap on the punch

P Employee Name
1101 @ Not Approved

Punch

o | p .

EpEess arrow to add
comment to the

punch

11:30 AM

View Punch

/. Comments

Employee Name

Vissk o 04/02- 04/08

- Q0081 1200 F1

230P RODFM

S:00AM 12:00PM o
1z30Pm  soorv [
P ——

Timecard Approval

Tap to approve your
timecard hours

B Tap the + and scroll
for applicable
’ comment type

10:00PM v

WELW/N/PP/PSW

n Tap the +

: Tap the v/

Out

2:00AM v

Type explainable

Comments

in note field.
When done tap v’

>

1:31 AM

Gomme

Overtime

Notes (1) +

Employee 1D

Late out punch
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EMPLOYEE REQUEST (M

OBILE)

cloud

Objective

There are a few types of requests you can submit — time off (vacation, banked time, etc...), request to cover and shift
swap. In this job aid, you will learn how to submit a time-off request.

seses Yerizon T

L.

9:41 AM

Requests

6/29/16 8:00 am / RN

6/29/16 8:00 am / RN

Submitted | Submitted On 6/2

6/29/16 8:00 am / RN

Submitted | Subrr

ted On 6/2

Request Shift - Global Open Shift

6/29/16 8:00 am / RN

Submined | Subritted On 6/29/16

Request Shift - Global Gpen Shift

6/29/16 7:00 am / RN

Submitted | Submitted On f2

All Requests  ~ All Statuses ~

Request To Cover - Request to Cover t...
@& 9/22/17 5:00 am Sent To 15 employee(s)

Request Shift - Global Open Shift

Submitted | Submitted On 6/29/16

Request Shift - Global Open Shift

—n On the home screen,

select Mobile
Employee Requests.

@ ¥ 96y -
+

3 Tap the e to add

a new request.

Approved | Submitted On 9/20/17

Request Shift - Global Open Shift

wssas Verizon T

£ Requests

All Requests  ~ All Statuses  ~

Request To Cover - Request to Cover t...

9:4TAM @ 7 | 96% mm

@ 9/22/17 500 am Sent To 15 employee(s) 3
Approved | Submilted On 8/20/17
Request Shift - Global Open Shift

© 6/29/16 8:00 am / RN >

Submitted | Submitted On 6/29/16

Request Shift - Global Open Shift
_ & 8/29A6800am/BN %

’ b 4 Request Type v
n Select the type of request you g—p
> want to make and tap the check e
mark. Open Shift
‘ > Instructions for each Request type Request To Cover
" are covered in subsequent Availability
R sections. e
> Prior Requests: To view the details of a previously-submitted request, select it from
the list of requests. The details screen also gives you the option to completely retract
> the request you are viewing.

Request for Time Off

Scheduler receives
notification reviews
& approves

Employee sends
Request for time off

Shift change is
automatically
updated in the

Employee can
review the approved
request and see

If request is within 2 weeks — see
request to cover

For Part-time Unifor — if the vacation

request is for a schedule not released
— select Y2 time for duration (For

schedule changes in schedule example for a 8 hour shift — request 4
hours)
essss Verizon T 9:42AM @ 7} 95% mE _ﬂ Enter a Start Date
“:w R‘:l::s - &« New Request {‘.) and End Date fOI' 'l TELUS LTE 12:52 PM 8 36%0
: Time Off: Global Time Off the time off_ <« New Request (o]
Time Off WFL Request for Time Off
Select a Pay
Start Date Review
Code. B Review the
3/21/18 v October 20, 2020 e O
Paycode: Vacation Summary Of the
Duration: Full day
End Date request for
3/2118 v—] Notes accuracy.
* Fequest Typs v Thank you!
bay Code < tYO? mla'}l/ etnter a
extual Note
T_‘Te OF_' Vacation v—
Tap Submit
Duration
v 4—5 Select a Duration for
the time off.
Select Time Off. cancel If you will be taking off
/ an entire shift each
day, select Full day
n Tap Review Cancel Add Anather Submit

If you will be taking off
only half a shift each
day, select Hours

T

If you selected Hours for the
K Tap submit

Duration, enter a Start Time
and Length.

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. Tap Balance as of “December 31, 20xx” to see the hours you will have available
for any given year
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EMPLOYEE REQUEST (MOBILE)

cloud

calendar.
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Shift swap shifts
~
Employee A sends shiﬂw Employee B receives Shif icall Both employees can view
swap request to request, then accepts ift automatically shift changes in their
Employee B J request J updated in the schedule calendar
S—
E Select vour wesee Yerizon F 9:48 AM & ¥} 93%
. y (_ seees Verizon T 9:49AM @ 7 | 93% m:
n shift that you New Request =] « New R . -
H ew Requesi -
Select Shift Swap. want to swap. Shift SwapScheduling Shift Swap n !
(Tap th Select the co- Shift Swap: S fng Shift Swap
ap the o , .
calendar icon if \ ¥ Options worker's shift ¥ Options
you need to : that you want
change the X*;I your shift: to work \ ?E’erlsglpya‘gl'{\jft to swap:
Janzgy 2076 .
T . , rgnge of dates ! - instead of Leinberger, Jim o
el il 2 2 first.) Ll Tech o6 o your shift. S
Shift Swap - WFL Shift Swi ISl 005m- 100 pm {EH)
v\'.tln \a‘:: Melissa JU—IUr:fb of am > (Tap the calendar G Viard, Joan o
Ottered | Subrities On 20102 : . ISR o002 00 am aH)
wow Tech & o icon if you need
" 2:%:‘13:::?«wama to Cover . BN 00100 om (6H) to change the B \iller Debra 3 )
Approved | Submit range of dates ISR 00 m-11:00 am (@)
H?q_lu? To Caver - WFL Requept ta Cover Tech 06 o ﬁrst.)
& .:r_‘n 02 E.'::UU. nr"\‘som ‘IG l.ﬁmm yee(s) > 7:00 am - 1:00 pm {5H:| Y\./"Einsfﬂ ?"_IB;CF!\"?Y (8H) o
i e \/ 00 am - 7:00 pm {8H)
e _ G \Watson, Harold
Time OFff )‘:E[' Tech. 06 o 1E 3:00 pm - 11:00 prm (8H) o
Request To Cover 20 f00am - 1:00 pm (6H) v
Shift Swap
Il Tech, o6 Cancel Review
7:00 am - 1:00 prm (6H) o
Cancel Apply
H Tap Review.
weses \orizon F 9:49 AM @ 7 93% n Tap App|y
<« New Request e
Shift Swap: Scheduling Shift Swap
Review .
Review the
My Shift: summary of the . .
January 2016 request for Retracting a shift swap request
g Tech o \ ® accuracy. (If you You can retract your request while it is in Offered status (if swapping
o 7:00 am - 1:00 pm (&H) p need to Start over Wlth an emp|0yee).
tap Cancel.) 1. Hover on the request in your calendar & click arrow
Requested Shift: You may enter a 2. Select Retract
January 2016 textual Note: the 3. Enter an explanation in the Notes field & click Submit.
.]F% \qqua;::m ?ﬁ:ﬁfm - ;) fr?-wct:rfkter'\lllvorking Tracking the request status
e shift will see . . .
4 this note After you submit the shift swap request, view the status of your
Notes ’ request by reviewing the status icon or hover on the request
Tap Submit to . .
ser? d the request When the request is approved, the schedule change appears in your
/ to your co-worker calendar and the request status is updated to Approved.
Cancel Submit

Note: After you submit the request, the employee to whom you offered the shift swap receives a notification message is sent about the request. The
message contains specific information about the shift swap and prompts the employee to accept or refuse the request from his or her employee
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EMPLOYEE REQUEST (MOBILE)

cloud

Request to Cover Request

When you cannot work your scheduled shift within 2 weeks or giveaways (Unifor Contract). Submit a

Request for Cover

Employee B receives
request, then reviews
and acts on request

Sends request to cover
to employee (offers the

Scheduler receives
notification of the
request; review and

Both employees can
review the approved
request and shift

Shift changes are
automatically updated in
the schedule

shift) (accepts or refuses shift) approve* changes in their calendar
II Select Request to Cover.
q il TELUS LTE 117 PM "] 59%[5"_' o TELUS LTE 118 PM @ 39% 0
<« New Request IEH €« New Request =
No Service F 8:17 PM 50% W R
A Requests 4+ oo Request To Cover: WFL Request to Cover Request To Cover : WFL Requesl to Cover
- ~ Options
Request T All Statuses 3 e B
H My Shift:
Select the shift you e

Request To Cover - WFL Request to Cover Partial Search by date:

© 201031 200 pm Sent To 1 employee(s) > want to have covered.
Ofered | Submitied On 201027 " E o
Request To Cover - WFL Request 1o Cover (Tap the calendar icon
e isplrg:; T‘:Sbm‘:r;n-r:c}‘;uzo £ Select your shift: If you need tO Change Select Employee Status:
the range of dates first.)
Request To Cover - WFL Request to Cover | All v |
@ 2011-02 6:00 am Sent To 1 employee(s) > [ ]
B Send request to: (1 of 1 selected)
Request To Cover - WFL Request to Cover o
& 20-11-05 10:00 pm Sent To 1 employee(s) > I:l
onrmed | Submittsd On 20-10-15 mployee Name
x Request Type v o n Select the co-
worker's who —»
wants to work
- oy
Request To Cover N
= S .
Cancel Review
Cancel Apply
. TELUS LTE 1:18 PM o 30% = )
&~ New Request £
Request To Cover : WFL Reguest to Cover
Review
q My Shift:
Note: After you submit your request to Ocraber 2020
cover, the employee to whom you have 2| @
offered your shift receives a notification,
prompting the employee to accept or Request sent to:
&

refuse the request from the employee
calendar.

Employee Name

Important - In the

notes field - Motes
leeayvay, > Vacation
Vacation, Stat or

oT

51 Tap Submit
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Request pending
until review and Cancel | Submit
approved
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