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BC-Schedule Editor

BC-Schedule Editor allows managers to create and maintain schedules for their employees
within Kronos. It allows them to add shifts or remove shifts from their employees. This can be

done to an individual employee or to a group of employees at one time. Managers can also pay
their employees from their schedules. Once the schedule is populated for the employee, Kronos
can track any exceptions to their standard schedule.
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BC-Schedule Editor

Schedule By Employee

MY GENIES® ~ TIMEKEEPING ™ MY LINKS =
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Ehang, Richard 6.5
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BC-Schedule Editor (by Employee)

Field Description

Save Save all data changes made to screen.

Actions | Allows you to edit cells and print screens.

Shift Allows you to perform shift or pattern changes or deletions.
Pay .
Code Allows you to do pay code edits.

, Displays the schedule in various timeframes. Also displays the schedule outline
View . . .

of an employee and the complete audit trail of schedule maintenance.

Field Description
Name Based on the search criteria, a list of employee names will be displayed.
Totals Displays Total Hours of the scheduled work week.
Dates Displays the selected schedule by date within each column.
Eg:ﬁgumd Displays the total scheduled hours for all employees and for each date.
Number of Displays the total number of employees for the department and displays
Employees the total number of employees with hours for each date.
Comments Displays any comments added to a shift or pattern.

Select the employee you want to add a schedule to by highlighting the person's row.
Select a task from the Shift menu. Tasks include:

o Adding a single shift to an employee's schedule

o Creating a pattern containing a number of shifts for an employee

o Making an edit to an existing shift or pattern within a schedule




BC-SCHEDULE EDITOR
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Loaded: 1:04PM | |
[} Time Period |Eurrent Schedule Period - |

BY EMPLOYEE | BY GROUP

m Actions ~* | Shift Pay Code ¥ View ¥

Add =
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A pattern contains a number of shifts over a set period. To create a pattern, select Add Pattern
under Shift and populate the following fields.

e The work and Pattern Start Date should be a Sunday since that is the first day of the pay
period.

e There is the option of putting an end date on the schedule or indefinitely by selecting
Forever.

o Select the rotation. (days or week)

« Enter in the shift for each day. A shift template can be inserted if one already exists. Also,
shifts can be copied across the selected days. Hold the <Shift> key to select the days and
copy the shift.

e Click OK and the shift will appear in the schedule across the appropriate days up until the
selected end date.
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2] Pattern Editor

Zawalich, Allison C

Effective Dates:

D Override other patterns

Insert Shift =»

Sat Insert Pattern =

*Work Start Date: | - + @ Forever
*Pattern Start Date: | 11212010 o CPEEE M
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Shift Editor =
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Delete

Below is an example of a completed Pattern:

[£] Pattern Editor

Yuen, Sally

Effective Dates:

[ override other patterns

Insert Shift =

*Work Start Date: | 11/28/2010 - - ) Forever
*Pattern Start Date: | 11/28/2010 SR 1502010 d
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No. Sun Mon Tue Wed Thu Fri
[ x|
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Dealeta
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Schedule By Group
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Thanksgiving Day 11PM - E Thanksgiving Day - E
Mame Totals Sun 1121 Mon 11/22 Tue 11423 Wed 11724 Thu 11725
Ungrouped Employees 0.00
Aaron, Nejat 0.00
Abou-Arraj, Najee E 0.00]
Abreu De Aza, Darkely G 0.00]
Accardi, Daniel J 11.50 530a - 1p Gp - Sp
Adams, Kathleen A 0.00
Adams, Michael 0.00
Adams, Ronald L 0.00
Adar, Mauricio A 0.00]
Agaj, Mirela 40.00 630a - 3p 630a - 3p E30a - 3p (E30a-3p
Ahearn, Jillian 0.00]
Ahlers, Kaithyn P 0.00]
Aiello, Victor N 0.00
Alemu, Marta M 10.00 30p - 1230a 730p - 1230a
Alexandre, Jennymore 0.00
Alexandre, Lyz K 13.00
Alicedo, Brenda J 0.00]
Allen, Rashada L 0.00|
Allen, Rashada L 12.75 130 - 5p 230p - 5p 4p - 845p
Scheduled Hours B,277.50 6505 1,397.75 1,422 25 1,487.75 14827
Mumber of Employees 1007 Bl 23 234 245 24
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BC-Schedule Editor (by Group)

Field Description
Save Save all data changes made to screen.
Actions | Allows you to edit cells and print screens.

Shift

Allows you to perform shift or pattern changes or deletions.

Pay
Code

Allows you to do pay code edits.

Group

Displays tasks to add or edit an existing group. Also to assign employees to an




existing group.

Displays the schedule in various timeframes. Also displays the schedule outline

View of an employee and the complete audit trail of schedule maintenance.

Field Description

Name Based on the search criteria, a list of employee names will be displayed.
Totals Displays Total Hours of the scheduled work week.

Dates Displays the selected schedule by date within each column.

Eg:fgu'ed Displays the total scheduled hours for all employees and for each date.
Number of Displays the total number of employees for the department and displays
Employees the total number of employees with hours for each date.

Comments Displays any comments added to a shift or pattern.

The user has the option to add a Pattern to a group as well as to one employee. If a group is
already created, follow the steps above to add a Pattern.

« Higlight the group name that the schedule is being added to.
e Add the Pattern

o It will only need to be added once to the group name and it will populate the schedule for

all employees under that group.

Adding a New Group

A manager can create a new Group and add a schedule to that Group. If a schedule is added to

the Group, it will populate the schedule of anyone included in the group.

Select Setup in the upper right corner and select Schedule Groups > New.




KRONOS' Log Off | Setup | Help
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SCHEDULE GROUP EDITOR

O B 0 S I

*Group Name Susan Test

[ Allow Schedule Inheritance

Enter a name for the group if a new group is being added and select Save and Return.
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Timecard | Schadula | People | Raports
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BY EMPLOYEE BY CROUP |
m |Act§|msv Shift = Pay(:nde‘ml\ﬁz-?—
e T Thanksgiving Day 11PM - E Thanksgiving Day - E Thanksgiving Day After- E
iigine Tm/ W Mon s LR Wed 1124 Thu 11725 Fritiee
Ungrouped Employees 0.00
Abou-Arraj, Najee E 0.04
Abreu De Aza, Darkely G 0.01
Accardi, Daniel J 11.50 830a - 1p Bp-9p 11a-3p
Adams, Kathleen & 0.00|
Adams, Michael / 000
Adar, Mauricio A 28.00 Ba - 130p Ba - 130p Ba - 130p Ba - 130p
Agaj, Mirela 40.00 630a - 3p B30a - 3p B30a - 3p 630a - 3p B30a - 3p
Ahearn, Jillian 0.00
Ahlers, Kaitlyn P 0.00
Aiello, Victor N 0.00
Alemu, Marta M 10.00 730p - 1230a 730p - 1230a

o Select the employees to be in the group from the list provided.

o Highlight the employee name(s) and click on the Add button. This will include them as part
of the new group. SAVE

e Once the employees have been assigned, highlight the group title to add a pattern (if
applicable) for the entire group in one process.

e Click Save.



Once a Group exists, follow the instructions above to add a schedule to a Group.

Timecard | Schedule | People | Reports

BC-SCHEDULEEDITOR |\

Show AllHome -
Loaded: 2:15PM | |m
Time Period |Current Schedule Period - |

BY EMPLOYEE | BY GROUP

m Actions * | Shift Pay Code * Group ¥ View =

Add —=»

i Thanksgiving Day 11PM - E Thanksgiving Day - E
Name Edit —=» Sun 11/21 Mon 11/22 Tue 11/23

Wed 11/24 Thu 11/25
Delete

Rivas, Armando Ba - 230p B - 2300 Ga - 230p Ga - 230p
. . Add Pattern —=»
Sical, Luisa C e Va - 330p Ta - 3300 Ta - 3300 Y& - 330p

(e Delete Pattern =
Aaron, Nejat 95 - Sp S - Sp

Insert Template —=
SEP McElro
3 Replace Shifts —=»

Oakes, Thomas P 930a - 330p 930a - 330p 930 - 3300 950a - 330p
[ Susan Test D.DDI

Accardi, Daniel J 11.50 530a-1p Bp - 9p

Adams, Kathleen A 0.00

Adams, Michael 0.00

Adams, Ronald L 38.00 Sa - Gp Sa - Bp da - Gp Ga - Gp

Adar, Mauricio A 28.00 Ea - 130p Ba - 1300 Ba - 130p

Agaj, Mirela 40.00 5302 - 3p 530a - 3p £30a - 3p 530a - 3p

Ahearn, Jilian 0.00

Ahlers, Kaithyn P 0.00

Aijello, Victor N 0.00

Alemu, Marta M 10.00 730p - 12304 T30 - 12305
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