Southern Southern States, LLC CMilby
States October 15, 2021

CoNOR~WN =

Workforce Dimensions 1/116

Logging INto the LIVE SYSTEIM .....eiiii ettt e e ettt e e e e ettt e e e s sbte e e e e ssntaeeeesanseneaeeannes 1
NaVIgating to TIMECAIAS .......cooii ettt e e e e e e e e e b b e ettt e e e e e e e e e s nnnbereeeeeaaaeeeaaan 3
Advanced Schedule Planner Searches - Hyperfinds ...........occuiiiiiiiiiie i 6
Correcting TiME PUNCRES .......oooi et e e e e e e e e e e e e e e e s e s s b e s reeeeeaaaeas 14
ASSIGNING ADSENCE COUES ... ..ttt e e e e e e e e e e e e s e st a e e et eaaeeeeesssasssrasaneeeaaaeeeeaaannns 15
Manually AddiNg TimMeE Off.....coe e e e e e e e e e e e s s e s nt e raeeeeeeaeeeessannsnnssnseeeeaaaanns 19
I Lo o TR I = 1 1] (Y SRRSO 26
(IR o Yo gl € =T [T = 13 (Y SRR 37
ASSIGNING ADSENCE COUES ... .ot e e et e e e e bt e e e e e bt e e e e e ab b e e e e e e aabe e e e e e annbeeeeeanree 49
Retroactively Transfer DepartMeENnts ..........ooo i e 53
P o] o] oY/ aTo TN I 4 1= USRS 58
Changing Schedule - Day by Day Basis .........cccooiiiiiiiiiiii e 63
Shift Transfer - 1st to 2nd t0 3rd Shift ChangEs.........ccuviiiiiiiiiiie e e e 67
Changing Schedule - Week by WEEK BaSIS ..........cooiiiiiiiiiiiiiiiie ettt ea e 80
APPIYING DiISCIPINAIY ACHON ...ttt e e e e e e e e ettt e e et e e e e e e s e nnb b e reeeeaeaeeas 84
F Y 011 g Lot =T oo o ST SOPPPPR 87
Weekly Time ReVIEW aNd APPIOVA ......cciiiieiiiiiciieiieitt e e e e st e e e e e e e s e e s e st eeeeaeeeeesasasnnsenrnneeeaaeens 93
Approving Time Off Requests - Notification Center...........oooi i 99
Approving Time Off REQUESES = SUPEIUSET ......cooiiiiiiiii it e e e 101
Approving Time Off REQUESES - SUPEIUSET .......cooiiiiiiiie e 107
Paycode DEfiNItIONS .........cooiiiiiiiiiiee et e e e e e e s e e eee e e 114
ST =Yoo (o [ g Vo T I 1= SRR 115
Timeclock - Operating and Registering PUNCRES............cooiiiiiii e 116

1.Logging Into the Live System

Go to the following web address:
https://ew43.ultipro.com/login.aspx

< 2> C https://ew43.ultipro.com/login.aspx

£ Apps € UKG Pro - https://ewd43.ultipro.com/login.aspx

Q httpsy//ewd3.ultipro.com/login.aspx - Google Search

Enter in your username in the 'User name' box. | I |—1_|| e QUULICITI

— 1=/ States

Signin
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Enter in your password in the 'Password' box. Signin

User name

Forgot your password?

Click on the button Sign in password

. Forgot your password?

. N

Click on the 'Side Navigation Menu' in the top left TAYLOR RICHARD KELLY - 00137 X +

corner. This is the icon that looks like a hamburger.
&« 4 8 ew43.ultipro.com/default.aspx

B ManE B ERP BB IT Bg GMail [ COVID-19 o Barracuda @) NawyF

ﬂ TAYLOR KI
Mgr Manu E
Select the '|\/|yse|f| tab. &« C @& ewd3.ultipro.com/default.aspx

p ManE B ERP [P IT Mg GMail G COVID-19 o Barracuda @ MavyF
Southern x
States

Myself
Myself

Perannal ~ -

Select the 'Workforce Management' option. You will Direct Deposit
need to scroll down to find this option. O
W-2

Madel My Pay

Workforce Management I

Benefits ~
Benefits Summary

Beneficiaries/Dependents

Workforce Dimensions 10/15/2021 2/116
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You are now logged into the system.

My Profile

CAITLIN MILBY

Edit Profile @)

2. Navigating to Timecards

Click on the button Main Menu in the top left of the ' B tome
screen.

€« — C 8 southernstatesllc-uatnpr.mykronos.com/#/
£ Apps (© OctoPrint Planner &5 SSlintranet % Cameras &) Spotify
— == Southemn
— ﬁ I:‘J__J States
=~ "

BRI o i T

Schedule

Schedule Planner with Ab..

Workforce Planning

1. Click on the Schedule tab.
2. Click on the link Schedule Planner with Absence Calendar

e You should now see all your assigned employees and their schedule for the week.

Workforce Dimensions 10/15/2021 3/116
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urre*t'v‘.'ee:{ ﬁv Parallel Testing
Timeframe

Last Week o

Yesterday, Today, Tomorrow

Yesterday Plus 6 Days

Yesterday Minus 13 Days
Last 7 Days

Last 30 Days

A ]_Select Range
ER

1. If you want to look at specific time periods, such as this week, next week, etc., click on the Current
Week button.
2. Select the time frame you would like to see displayed.

; [————————— :
You can even select a range of dates by slection Last 3 Montns =
Select Range. Last 90 Days
|7:00 AM - 3:30 PM |
I Last 4 Quarters
w 8/30/2021 -9/05/2021
7:00 AM - 3:30 PM Select Range
| |
Select Range
7:00 AM - 3:30 PM
| |
(7-00 A_.| [11:30 _:
| 3.

(=
I
]

[#2]

=

-4

oo

w
]

e Select the dates you want to see.
o Click on the button Apply. You will now see this timeframe.

Workforce Dimensions 10/15/2021 4/116
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— E -

ADAMS, MELISSA

[ ] Allelujah, Martin

Anglea, Ben

O]
[ ] Ausborn, Elizabeth

Babb, Larry

[1 | Raine Marinder ¥

o Check the box next to the employees that you want to see.
¢ Right click one of the selected employees.

People

Attendance Details

1. Click on GoTo
2. Click on the button Timecard

e You will now see the timecard for one employee at a time.

Workforce Dimensions 10/15/2021
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Babb, Larry v @ T1262 ¢ 202

= [ search ]

ADAMS, MELISSA

Babb, Larry

e | T e s

e To navigate through the selected employees, you can click on the drop down menu in the top left.
e From here, select the employee that you want to see next.

You can also use the arrow keys next to the drop down « > C 8 southernstateslic-uat.npr.mykronos.com/timekeeping#/timec:
box to move through the selected employees in order.
i Apps (0 OctoPrint Planner =5 SSlintranet S Cameras M MMC M
I — il
= o 95 ] Boathem
Babb, Larry E] [ B! 26| ¢ Rof2
i= PA o Previous Employee & @_}
List View Zoom Approve S g'}-:f: Reset Move
Accruals Accruals

3. Advanced Schedule Planner Searches - Hyperfinds

This tutorial is about advanced searches called 'Hyperfinds.' Specifically, this is regarding Hyperfinds under the
Schedule Planner with Absence Calendar.

Navigate to the Schedule Planner with Absences [.'ufz_.; pital Budget - 2022 - Draftlal- xT {8 Workfore Bireh-io- x B
page. Click on Main Menu in the top left of the screen. '
cF 8 southernstatesllc-sso.prd.mykronos.com/#/
2% Apps OctoPrint.  [Bf Planner =5 S5l Intranet §," Cameras M MMC

Workforce Dimensions 10/15/2021 6/116
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() Home

@ v~ Time

Schedule

SS-Schedule Planner with .
= v Workforce Planning

fa. v Nataviewe R Rennrte

1. Click on the Schedule tab.

2. Click on the link SS-Schedule Planner with Absence Calendar

To open a hyperfind, click on the Hyperfind button in D o © » @ :

the top rlght |t has a pyramld icon neXt tO It wm ULINE i°'§ Pipe Sizes » Other bookmarks Reading list
QP @ a

~ Current Schedule Period I = - Al Homel 3 Loaded 12:31 PM
Select Hyperfind
2

Refresh
Under the bold Hyperfinds header, you can see i i R
premade hyperfinds to narrow down employees. Bearch
* Area 55
4P aP n2a
Hyperfinds
Ad Hoc &
11:00...
| | WTest Break &
For example, shifts exist already exist as Hyperfinds. If i 2
you select 1 Shift, it will only show employees on this ETANNS o
shift. i & 2 0-ST Employees with Unapproved Tim... ¢£° 126 4
0-ST Terminated and Inactive Emplay.. ¢£°
11:00... 1 Shift a
=
2 shift &
3 Shift &

Workforce Dimensions 10/15/2021 7/116
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If you want to look for employees in a specific Ghost Test 4
department, or even a specific job in that department,
. KGS TEST &
you can scroll to the bottom of the Hyperfinds tab and
click on Select Locations. s T
MNew Hyperfind
Select Locations
Select the arrow on Southern States option.
Select Favorite -
Select All
Locations =
A Southern States LLC 5
Southern States LLC ’
00 AM-330 ,-,,;;-|
Select the arrow again on the next Southern States
option. o
Locations =
Southern States LLC
» © 3}
Southern States » o
LLC/Southern States LLC
Jobs
S e ©
Click the arrow on the department you want to see = 1~
jObS for. ithern States LLC
“ L General & Administrative -
__/Southern States » 0}
LLC/General & Administrative
y @ |
& Hook Sticks
Southern States y B
LLC/Southern States -
LLC/Hook Sticks
® _l Human Resources
Southern States y @
LLC/Southern States —

If you want to select all of that specific department,
click on the checkbox next to the department in

question.

€& Home > Southem States LLC » South

L General & Administrative

.../Southern States
LLC/General & Administrative

[7:00 AM - 3:30 PM| E Hook Sticks
[ |
|—| Southemn States

5 LLC/Southern States
LLC/Hook Sticks

Ll Human Resources

I?_-m'J AM - 3:30 PM
[—
- Southem States

. —
|7:00 AM -3:30 PM|

Workforce Dimensions
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If you only want specific jobs, check and uncheck the
boxes within that department to get the desired results.

Click on the button Apply

wouthern States LLC = Southern States LLC = Hook Sticks

inistrative

ites
Administrative

s
states
is

rces

¥ Locations Selected

Select Favorite v

9/116
Search
“ Jobs
»
Warehouse Operator 3
_../Southern States LLC/Hook
Sticks/Warehouse Operator 3
y @

4 Assem. Operator 4

.../Southern States LLC/Hook
Sticks/Assem. Operator 4

AsOf | 8/23/2021 5]

Southem States LLC > Southern States LLC > Hook Sticks > Assem. Operator 4

(0]

EOUVHEN\ States LLC > Southern States LLC > Hook Sticks > Assem De?ralo.’ 5 I @
°

Select All

.../Southern States LLC/Hook
Sticks/Assem. Operator 4

Assem. Operator 5

...fSouthern States LLC/Hook
Sticks/Assem. Operator 5

7:00 AM -3:30 PM |
B

7:00 AM - 330 PM|

The top of the hyperfinds page should now show you what information you are requesting.

0}

-

‘ |?':Eﬂ AM-3:30 PM |
| |

| [7:00 M- 230 PM|

ho e L

The only employees that should be appearing now are the ones that fit your criteria.

Workforce Dimensions
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{5} ~ Cument Schedule Period [35 ~ oelected LocatofRl)<s

Locations & Hyperfinds
Eearc-n
Al MU QU SUISULISU JUD Dansiss g
All Home and Scheduled Job Transfer...
All Home and Transferred-in &
All Home and Transferred-in*
All People

Employees with leave cases

Ghost Test

DY D

KGS TEST

b

Mew Hyperfind

Select Locations

1. If you want to look up specific employees based on last name, employee ID, or similar informat
on the Hyperfinds button again.
2. At the bottom, select the New Hyperfind key.

Click on the button Add Conditions

Build your Hyperfind by adding conditions here

Add Conditions

ion, click

You can select options from the lefthand side. .
Filter ||  Primary Job
3 @ Include (O Exclude people wk
v General Information
Mame or ID
Select All

Primary Job

Locations
Expired Prmayiob Ll Southern States LLC

Workforce Dimensions 10/15/2021 10/116
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There are different tabs for different categories of
. . i Person's Dates
information. > Use Single Wildcard

Reports To

Employee License

> Timekeeper

—
> Time MM@T‘I@M‘

> Biometrics

After finding the field you want on the left, select it. Salact Conditione

Filter || NameorID

) @ Include (O Exclude people wk
> General Information

Searchby | BylastName
v Timekeeper
~ Choose Specific People

Hire Date

Search for
Employment Status N
YOU can ChOOSG tO see emp|0yeeS W|"IO dO and dO nOt Pf Planner =5 SSlintranet %W Cameras WM MMC M MSC (9 Gringer &
meet this critera.
|| Name or ID
] «| @ include OIEXI’.‘IL!GG peaple who |“eetmiacom:li'.c-n|
mation
Search by | By Last Name -

~ Choose Specific People

Search for
|| NameorID
. @ Include (O Exclude people who meet this con
Searchby § By Last Name -

By Last Name

« Choose Specific Peo

Search for

e If you select the Search By drop down, you narrow down what you want your search to include.

S —
w Choose Specific Peaple

Search for

q o Search

%

1. Click on the Search field and enter the text you want to search for. The ™' at the beginning allows it to

Workforce Dimensions 10/15/2021 11/116
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look for anything that may come before the text you enter. If you only want to put part of the name, and
leave the end open, you can also end with a ™*'. For example, entering *Brown will show all employees
that have Brown as the last part of the name. If you type *Bro*, it will show any name that has Bro in it,

such as Brown, Brock, or Brook.
2. Click on the button Search

Click on the arrow button to add it to the 'Selected
ltems.'

] =

Selected ltems *

Confirm what you want is in this table.

Selected ltems *

I BROWN
e
I\\<_ )’I
Click on the button Add
t
Selected Conditions Add
ller
Mo Conditions
This will show you what your hyperfind will be looking  °
for.
Selected Conditions Add

ler

ILas1 name is BROWN

Last name is BROWN

Workforce Dimensions 10/15/2021
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Click on the button Apply

= - 1

10:58 AM
8/23/2021

g

Click on the button Save

@ Add or Edit Conditions

B -

e You should now see the employees that fall into this category.

-Curn:-"z'v‘.'ee{ ﬁ% > Parallel Testing
Timeframe

Last Week o

Yesterday, Today, Tomorrow

Yesterday Plus 6 Days 124 4A BA
Yesterday Minus 13 Days
Last 7 Days

Last 30 Days

A Select Range
i

1. If you want to look at specific time periods, such as this week, next week, etc., click on the Current
Week button.
2. Select the time frame you would like to see displayed.

Workforce Dimensions 10/15/2021 13/116
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You can even select a range of dates by slection RS f
Select Range. Last 90 Days
|7:00 AM - 3:30 PM |
I Last 4 Quarters
w 8/30/2021 -9/05/2021
7:00 AM - 3:30 PM Select Range
—
Select Range
7:00 AM - 3:30 PM
I
(7-00 A_.| [11:30 _:
— .
| 2V 28 29 30 1 2 3
K
= 4 5 6 7 8 9 10
Apply
e Select the dates you want to see.
e Click on the button Apply. You will now see this timeframe.
4. Correcting Time Punches
Southern States LLC/Southern States LLC/Fab Shop - —m
[ |
B & & o fo & & & v i =
ek g il Add shift aigﬂ artime - Lock weck  ware @ 2 | _I!

0| Love chaniie s | [ / |
1. Navigate to the employee timecard. If you're looking at a dataview or the schedule calendar, right click
the employee you want to edit.
2. Click on the button GoTo
3. Click on the button Timecard

12:00 PM 3:30P

L]
T:00 AM 11:30 Al

Workforce Dimensions 10/15/2021 14/116



Southern Southern States, LLC CMilby
— October 15, 2021

- Stﬂ tes Workforce Dimensions 15/116

1. Select the punch you want to edit. We selected 7:00 AM on Tuesday. - Key in the corrected time and
hit enter.You can do this to multiple punches, and at the begnning and end of lunch as well.

If you want to check the totals for the week, and what
was calculated as Regular time, OT, DT, Vacation,
etc., you can click the Totals button on the bottom of
the screen.

Totals

~ Pay Code 5™ Amount v

IS5-REG 40-00

e This will show you how many hours they were paid at the specific paycode, such as regular.

You can also see their Accurals balance by clicking on
the Accruals tab on the bottom of the screen.

Accruals
E O Type here to search i
Click Save in the top right. s ULINE (T Pipe Sizes » Other bookmarks Reading list
QP @ a
Current Schedule Period ;ﬁ ~ 1Employee(s) Selected 44 Loaded: 6:44 PM

5. Assigning Absence Codes

Workforce Dimensions 10/15/2021 15/116
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SCHWARTZ, STEPHE.. | 8/13/2021

SCHWARTYZ, STEPHE . /13/2021

WARTZ, STEPHEN M =

&

Add
Paycode

Timecard

Tmeca
Schedule Timecard

1. Navigate to the employee's time card. If you notice an issue when reviewing the weekly dataview or
browsing the weekly schedule, you can simply right click the user.

2. Click on Go To

3. Click on the button Timecard

If you want to apply a code to an absence specifically, = 7 |@ez o dord

right click the corresponding day's red mark in the % il % &, »
'Absence' CO| umn. Remove Sign-Off Reset Move Rule
Appraval Accruals Accruals Analysis
Schedule Absence In
8/09 7:00 AM -3:30 PM i

7-00 AM -11:00 AM Unexcused Absence

11:30 AM -3:30PM &

Click on the button Comments and Notes Date:
AA ‘/G 8/09/2021
Zoom ?el:*c'.'e_ SH Exceptions:
oppTE § Unexcused Absence
I

Mon 8/09

- EomM  amments and Notes
11:30 AM -3:30 PM &

Unexcused Absence

Click on the input field Select a Comment T—
ﬁ ¥ Current Pay Period g5

Comment On

| Unexcused Absence - |

m Typean Select a Comment

Add Another Note

Workforce Dimensions 10/15/2021 16/116
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Select the 'Code 5', or other applicable code for this
day's absence.

Eb

Select a Comment

M |

]ﬂ[ [ Search

Attendance Maintenance Adjustment

Code 5

Excused

Failure to Call

PTO

Be sure to include a note describing the event.

Comment Un

| Unexcused Absence

b |

@ | codes E]

Add Comment

@l‘ Type a note (optional).

Add Another Note

Click on the button Apply

If you need to apply a tardy or lunch infraction, right
click on the punch that you want to apply this to.

Schedule

00 AM - 3:30 PM

Aeset
Accrugls

00 AM - 3:30 PM

12:00 PM

i % 330 PM
00 AM - 3:30 PM li ro0am | 12:00 PM
Click on Comments DN unch E_
I-3:30 PM I Time Zone:
(GMT -05:00) Eastern Time (USA; Canada)
1-3:30 PM
Edit Comments

I-3:30 PM omments and Notes | #

i 1230PM | % 330 PM
1-3:30 PM i ro0am M 12:00 PM

10/15/2021 17/116
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'@ Selecta -:m'r-:*.'.enov

Failure to Call
Lunch Infraction

PTO

Tardy ¢

1. Click on the input field Select a Comment
2. Click on the correct infraction.
Add a note. ST

El > Current Pay Period o%:

Add Comment
8w [

Add Another Note

Click on the button Apply

11:55 AM

D EE g 5

If you want to check the totals for the week to ensure
time was calculated properly with the new codes
applied, you can check the totals for the week by click
the Totals tab at the bottom of the screen.

Workforce Dimensions 10/15/2021 18/116
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. Pay Code 15 ™ Amount ~

IS5-REG

40:00

e This will show you how many hours they were paid at the specific paycode, such as regular.

You can also see their Accurals/Balance of Vacation
by clicking on the Accruals tab on the bottom of the
screen.

Accruals

H O Type here to search i

wwa LILINE {; Pipe Sizes » Other bookmarks Reading list

QP e a

Click on the button Save

Current Schedule Period ;ﬁ ~ 1Employee(s) Selected 43 Loaded: 8:00 PM

G

Calculate Save
Totals

Amount Shift BETY Period

6. Manually Adding Time Off

Click on the button Main Menu ' M tome
& — (C & southernstatesllc-uatnpr.mykronos.com/#/

£ Apps (© OctoPrint Planner &5 SSlintranct S Cameras (M MMC

El o ESpe

=

=

Workforce Dimensions 10/15/2021 19/116
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HOme

Time

Schedule

Schedule Planner with Ab._.

1. Click on the item Schedule Schedule Planner with Absence Calendar
2. Click on the link Schedule Planner with Absence Calendar

There are two methods for inputting time off. This BB B /oo Foom/senior Tool and Die Mater

method works best because it allows you to see time

off from the schedule view. - - 5 "
Navigate to the employee and timeframe that you want = 'd:Tﬂ '-fdd cﬁ ) |0 S s t“:‘ _
to enter time off for. Right click the day they want time el T e BT

off.

Click on the button Enter Time Off

Die Maker
pr Tool and Die Maker

Eo@O.E - :

Add AddiLeave  Schedule Insertshift EnterTime F = Restore
Paycode Time Tag template off
Y m_l i

Notice that this will autoapprove the request that you [ EEEETNE
are entering since you are a manager. | overeex erich ~

Job
Fri 10/08 ... Tool and Die Maker @

8P 124 4a 24 12P ...ool and Die Maker

Type of Time Off

SS - Hourly
T:00 AM - 3:30)
|-- ‘ 25 - SNE ‘

Workforce Dimensions 10/15/2021 20/116
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Select the correct employee type fot this employee. If Job _
tShl?lé are hourly, selet hourly. If they are SNE, select R P i |l ®
Type of Time Off Auto Approve

S5 - Hourly
T:00 AM - 3:30¢

| 1 | | SS - SNE |

‘ Z55-TOR ‘

Click on the button Apply

852 AM
laf} 1

Absence Caleni

10/7/2021

Select the Date button if this needs to be added on e
another date, or span multiple dates. (3 - Cument Schedule Perioc

Dates
B 10/08/2021
Fri 10/08
B e s B P) Buration

Hours

Fa

F C - |
H B B B B B
3 4 5 6 7/ 8 9
HE B B BN
o n] 2] 13| 14 15 16
| H B B
17/ 18| 19 20| 21| 22/ 23

¢ Manually select each and every day the employee wants to take off with this specific accrual code.

Workforce Dimensions 10/15/2021 21/116
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Click on the button Apply i l .ID .I l ..g B
A mmmmE
28 29 30

Absence Caleni

852 AM

10/7/2021

YOU can Conﬁrm the number Of dateS Selected here G5 tngineenng3ol ¢ Loogie Maps » Uther bookmarks | [i5] Reading list
I oo
SS - Hourly

@ ~ Current Schedule Period

Dates
Fri 10/08
8P 124 45 B8A 12P Nuiratinn
Start hours * Duration hh:mm *

i

Deduct from

e Insert the scheduled start time for the time off. - Enter the text 7. Press the TAB key.
¢ Enter the amount of time to be taken each day. - Enter the text 8.

As long as everything looks correct, press submit.

8:53 AM

Absence Caleni

I} |:|

10/7/2021

Workforce Dimensions 10/15/2021 22/116
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YOU will get a Conﬂrmation message thtat the time'off GS Engineering360 ¢ Google Maps » Other bookmarks | [5] Reading list
request has been approved as long as they have the _ Ertor Tine Off
sufficient balance. nter Time X
SS - Hourly

f5] ~ Current Schedule Period

(D Information Your time-off X
request has been approved.

Summary
Fri10/08
8P T2a 44 84 12P

ot N NV W Py

Click on the button Done

Cancel Request
Absence Calen

You will now see the time off in the schedule.

7:00 AM - 3:30. S5-HVAC [8:0..
| § | [ ]

co o pnyr

-/ Approved

If you want to retroactively add time off for earlier in the |RIRE LR N D u
week, it may be easier to follow this method instead.
Naviaget to the employee you want to edit and right R

click on them. Parallel 1st Shift [12]

Mo Inheritance

T00A_ ¥2=
[T]} BYRD, DEBBIEA Wl |

Ungrouped Employees [..

)
=1

I?:COA... |12... I?:c
[] CARTER, CONNIE B
I
BYRD, DEBBIE A
[C]  CHATMAN, DWAYN
I

Employee [D: 000110

Attendance Netaile

1. Click on the button GoTo

Workforce Dimensions 10/15/2021 23/116
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2. Click on the button Timecard

Click on a + sign for the day you want to input the time

off.

Lvil Duty Tracking

356G Kid

55 IV-FMLA Intermittent
55 LV-FMLA Tracking

S5 WW-FMLAMIL Tracking
S5 Lv-Non FMLA Tracking
S5 Union Business-U

S5 UPT Code 1 Personal Time

S5-ED
S5-BEREV
S5-BHOL
S5-COVU
S5-COVW
S5-C0VX
S5COVY
S5-CoVZ
ISSDT
35-GLASSES

55-GLASSES VOUCHER

Tofl

i= 2A v / 0]

Sign-off

| BYHD, DEBBIE A - |UUUIIU

o

Reset

Accruals

+ || @

Move
Accruals

Approve

Mon 6/07 7:00 AM -11:40 AM

+ | AddRow | 1210PM-3:30PM &

Tue 6/08 T:00 AM -11:40 AM

+ | @

1. Click in the Pay Code tab of the new row to use the drop down for time off options.
2. Select the time off you would like to use. PLEASE NOTE: SS-SVAC is ONLY for SNE. SS-HVAC is
ONLY for hourly employees. If you use the wrong code, the employee will not get paid their vacation.

Workforce Dimensions

10/15/2021

24/116
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Click on the Amount tab on the next column and enter
the appropriate amount for the time off.

Transfer Pay Code Amount Shift
S5-HVAC b
If you want to check the totals for the week to ensure
time was calculated properly with the accurals applied,
you can check the totals for the week by click the
Totals tab at the bottom of the screen.
Totals

Pl Pay Code 1™ Amount ~
ISSREG 32:00

%_:CJ
SS-HVAC 800

e This will show you how many hours they were paid at the specific paycode, such as regular and holiday.

You can also see their Accurals balance by clicking on
the Accruals tab on the bottom of the screen.

Accruals

E O Type here to search 0

Click on the button Save @ ULINE (@ Pipe Sizes » Other bookmarks Reading list

QP e a

= Mext Schedule Period ;ﬁ ~ 1Employee(s) Selected 43 Loaded: 252 PM

sav| Save

Amount Shift Daily Period

Workforce Dimensions 10/15/2021 25/116
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7.Job Transfer

If an employee is being transferred to another department, please follow these instructions on how to transfer

o

them.

Click on the button Main Menu

€& — C 8 southernstatesllc-uatnpr.mykronos.com/#/

£ Apps (© OctoPrint Planner &5 SSlintranct S Cameras (M MMC
(=1 Southern
Q I:‘Jl._J States
Main Menu ) |
r
- M
e

Schedule

Schedule Planner with Ab__

1. Click on the Schedule tab.
2. Click on the link Schedule Planner with Absence Calendar

Click on the button Quick Actions i Apps (£ OctoPrint Planner =5 SSlintranct S Cameras M MMC

= Q glj States

View by Schedule Group ¥

fod
© =\ A &
Quic Quick Actions pble View Zoom Load
Actionk Groups

Click on the Insert Shift Transfer button. S Southem
= Q I:‘Jl._J States

View by Schedule Group ¥
L7 - -
o 2 2 B o o)
Assign unassign [ insert Shift | Insert Shift  Comment Paycode Copy / lete
Transfer Template FPaste

= Y |Ib

[0 MName [0/497] <

Workforce Dimensions 10/15/2021 26/116
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Select the job that you want to transfer this operator to. " " oy - .
You can use the search bar to find the specific job ‘.Qr Ln':ecn ‘e':}m rgfrm c:;m ﬁ?d :__ E
you're |ooking for. o o Transfer  Template ) o Paste )
[ Search.. Q]

.../Drill Line/03H4

.../Bender Threa

= LLC/Southern States LLC/Drill Lin

1 .../Drill Operator 4

.../Drill Operator 5

IW‘“& [ 1 |

NE
7004 | 12 7oA. | iz
M |- IE. [ Wl |

[ )
blue instead of purple.

T:00

m:

Select the shifts you want to transfer this employee for. If the transfer is a success, their schedule will turn

Select the Insert Shift Transfer button to toggle off

=
this feature. Q S5

® Insert Shift Transfer Southern States LLC/Southemn States LLC/Drill Line/03H4

¥, ¥
o0 I =
Assign Unassign nsert Shift

¢

Name [0/497]

O

Ccomment

Ccopy
Paste

W

Delete

i+

Paycode

7:00 A_ | [11:30

If you only want to transfer an employee for half or part
of their shift, double click the day you want to edit.

7:00 AM - 3:30 PM

£:00 AM - 3:30 PM
|_-
700A_ | 1z
|- |E
700A_ | 1z

6:00 AM - 3:30 PM

7:00A_.| [11:30..

7:00 AM - 3:30 PM

On the half of the schedule that you want to transfer
the employee, click the Transfer Employee button.

Regular ~ [5:30]
Start Time End Time
[ 6ooam | [ 11:30am 812

Transfer Employee

@

Break - [0:30]

Workforce Dimensions 10/15/2021
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Click on the button Business Structure )

@ Add S5LJob Levels ~

Go To

Business Structure

Work Rule

Cost Center

I gl AoSEInnny

Location
Final Azsembly O

Job
lal Jobs O

Jobs with location: "Final Assem_. [10] |

e Use the 'Location' and 'Job' boxes to search for the desired job.

Select the desired job. Job o
All Jobs
Jobs with location: "Final Assem._. [11]
06HE
@) Southern ...  Southern ... @
Final Asse...
Assem. Operator 3
O Southern ... Southern .. ®
Click on the button Ok | Final Asse...
Assem. Operator 6
O Southern ... Southemn ... @
Final Asse...

L cinctrical Aceam £

Audit

Workforce Dimensions 10/15/2021 28/116
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Click on the button Apply

1:43 PM

Audit

& 8102021

fAssem. 'Dperamr B
6:00 AM T2:00PM
l & %
% %

11:30 AM 3:30 PM

“ A el T v v - '_l A rmmirmem Mheemalem

The blue portion of the shift shows that the first portion of the shift has a transfer.

2. The purple portion of their schedule represents a regular schedule with no transfer.

Transfer Employee

Click the Apply button. If you need to copy this
schedule to other days or employees, you can use the -
copy/paste functions mentioned earlier. @

Comments [0] Add Comment

1:43 PM
] L1

Audit

8/10/2021

Other bookmarks Reading list
OB O 9

I |

Save Schedule Ent

Click on the button Save Schedule Content GS Engineering360 % Google Maps  »

If this transfer needs to occur more than a week, it may be better to use the Schedule Pattern feature to
transfer one or more employees for the desired time period.

Workforce Dimensions 10/15/2021 29/116



E Southern Southern States, LLC CMilby
October 15, 2021
StEtEE Workforce Dimensions 30/116

7:00 AM - 3:30 P

2 2

700 AM -3:30 P

Allen, Kenneth
I
ALLEN, ANTAVIOUS

1. Check the box to the left of the employees that you want to transfer.
2. Right click on one of the selected employees.

Click on Schedule Pattern

ot POl = I+
Remaove Add shift Add
roup

[ ——
5 Selected Employees

700 AM - 3:30 PM
Allen, Kenneth
AL

Start Date*

La;zmnm B ® m |

Aug 2021 — ¥
Mo Tu We Th Fr Sa Su

mlﬁ 26 27 28 29

w3 1 2 3 4 b

I aumTires I

1. Click on the calender and select the date that you want this schedule transfer to begin.

m: m

Workforce Dimensions 10/15/2021 30/116
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STIar vate*

Click on the radio button Specify Date. This will end
the pattern on this date and return the employee to i} @ m
their standard schedule.

Imo AM - 3:30 PM
1
o

End Date+
@ Forever

@ Specify Date

Define Pattern For

D Override Other

23 geLE 25 26 27
I :| o1 2 3

|_Bf' 29/2021 @

Define Pattern For+

| 1 || Weekis) vl

e Click on Open Calendar and select the date you want the pattern to end.

Click on the checkbox Override Other Patterns ‘ m

Define Pattern For

) e

Override Other
erns

Start Pattern On#

Week E

Click on Shift Template Schedule Pattern

5 Selected Employees

® New Pattern
8/23/2021-Forever

Workforce Dimensions 10/15/2021 31/116
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Select the schedule you want the employee to work. e el (Commhent CupyFeste Dclele
This may end up being the same schedule they
already have assigned, but without a transfer applied. [ sewch. 5)
We'll apply the transfer next. © New Pattern @ scond Name  Description
IZHAp L orewer 0600-.. 0600-1630 1230L gl
0700-.. 0700-1530 1700L.. hday
Start Datex
700-... 0700-15301130L.. TR
5 e
0700-.. 0700-1530 1200L... AN
End Datex 0700-.. 0700-1530 1230 Z
Paste the schedule on one of the days. e
|;|=[ 7 0 Add New Pattern
No. Monday
& ® oW 1
Clcik on Shift Template to toggle the paste feature off.  gchedule Pattern
(D Shift Template 0700-1530 1100L
B B #H [}
R Comment  Copy/Pasie Delete
e
. . = U/0U-1530 1 100L (8:30)
Double click on the schedule we just pasted. ) e —
o 1.700AM  [4:00]: Regular
2. 11:00 AM  [0:30]: Break
No. 3. 11:30AM  [4:00]: Regular
& ® B . I_f_-uw-q-%npw
Click on the button Transfer Employee ' ,
Regular ~ [4:00]
Start Time End Time
@
Break ~ [0:30]
Workforce Dimensions 10/15/2021 32/116
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Click on the button Add Business Structure LISHSIC] |

b Selected Employees

e Add Business Structure

Add Business Structy

0 Add Work Rule -

ﬂ Add Cost Center =

Use the search bars to navigate to either the Apprentice Machinist 7
department or job title that you want to use. Click the O | [Setithern ") [Southern - (D)
radio button for the job you want to select. Machine S

Beam Line Operator

Southern ... Southern ... @

Fab Shop
Brazer
O Southern ...  Southern _.. ®
Click on the button Ok | Machine S...

@ Show Next 6 Results

m Browse Entire List

10:05 AM
8/24/2021

You will see the job location that you are transferring to 5 Selected Employees
now listed at the top under 'Business Structure.’

Business Structure

Southern States LLC/Southern

Southern StatedLLC/Southern States LLC/Fab Shog'Beam Line Of
UPETaroT

Add Work Rule ~
—— € Add Work Rule

Click on the button Apply

10:05 AM
8/24/2021

Workforce Dimensions 10/15/2021 33/116
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Click the button Transfer Employee for the second
portion of the day. It is very important that the full
schedule is transferred. StartTime  End Time

Regular - [4:00]

Comments [0]  Add Comment

Click on the button Add Business Structure Iransier

b Selected Employees

e Add Business Structure

[ | Business Structy

0 Add Work Rule -

ﬂ Add Cost Center =

Use the search bars to navigate to either the Apprentice Machinist 7
department or job title that you want to use. Click the O | [Setithern ") [Southern - (D)
radio button for the job you want to select. Machine S

Beam Line Operator

Southern ... Southern ... @

Fab Shop

Brazer
e Southern ... Southern ... ®

Click on the button Ok | Fabshop

CNC MACHINIST 12
Southern ... Southern _. ®

Machine S...

(L) Show Next 6 Results

10:05 AM
8/24/2021

S5

Confirm your selection at the top of the page. 5 Selected Employees

Business Structure

Southern States LLC/Southern
States LLC/Fab Shop/Beam Line y 'ﬁ

Southern State i = = bt B2 Line O

Add Work Rule -
Saturday 0 2 il

Workforce Dimensions 10/15/2021 34/116
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Click on the button Apply

10:06 AM

I}l 8/24/2021 ~

11:00 AM 3:30 PM

A Aol T ommm e

e The full day should now appear as blue on the schedule, indicating that the shift has a transfer applied.

Click on the button Apply

@
Transfer » [4:00]
I Start Time Fnd Time b

: 10:06 AM
@ =]

8/24/2021

Workforce Dimensions 10/15/2021 35/116
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B @ @

Comment Deleta

(&)

All

=
(4]

Shift

(4]

Paycode
No.

(4]

Tag

(4]

Availability

Cancel

1. Click on Copy/Paste
2. Click on the button Apply

Click on the schedule you just created. This will copy it = _
so we can paste it on the other days. o

€ 4dd New Pattern

No.

Monday

- ~330ENM
N P

Tuesday Wednesday Thursday

7:00 AM -3:30 PM 7:00 AM - 3:30 PM 7:00 AM -3:30 PM
© © ®

e Select the days you want to place this schedule.

Click on the button Apply

Workforce Dimensions 10/15/2021
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Click on the button Save Schedule Content GS Engineering360 % Google Maps  » Other bookmarks Reading list
o @& &
I
Save Schedul:Rwent

8.Labor Grade Transfer

Click on the button Main Menu

. uHome X&

& — (C & southernstatesllc-uatnpr.mykronos.com/#/

£ Apps (© OctoPrint Planner &5 SSlintranct S Cameras (M MMC

== Southemn
Q I:‘_]:.'_J States
Main Menu i

Schedule

Schedule Planner with Ab._.

1. Click on the Schedule tab.
2. Click on the link Schedule Planner with Absence Calendar

Click on the button Main Menu

Home *
L | €

& — (C & southernstatesllc-uatnpr.mykronos.com/#/

=5 Apps € OctoPrint Planner = SSlintranet % Cameras M MMC

1) Southemn
Q I:‘_]:.'_J States
Main Menu y

Workforce Dimensions 10/15/2021 37/116
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HOme

Time

Schedule

Schedule Planner with Ab._.

1. Click on the Schedule tab.
2. Click on the link Schedule Planner with Absence Calendar
Suumém States LLC/Southern States LLC/Final Assembly o Ii I&
B & & = T & o6 & | B8 —
D ﬂANIAV\OUS =w
7] Allen, Kenneth w
1. Right click on the employee you want to transfer.
2. Click on the button GoTo
3. Click on the button Timecard

Notice the Transfer columns at the top of the schedule.
This will row will show what transfers are applied to

that specific time period. ’ _
» A~
Rule GoTo
Analysis
In Out Transfer In

1200em |

0 EM 1S5L- Union-8h Shift 1 Disqua OT;;
.10 Labor Grade Base,,;
0P ;11 Labor Grade Base,; M r]
e lw. SEisEly r
1. Click on the first segment of the day's transfer box.
2. Click on the button Search...

Workforce Dimensions 10/15/2021 38/116
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Click on the blank box under 'Transfer' on the time e In it Transfer
period you want to give the labor rate change.
b
700 AM 11:00 AM
b
11:30 AM 3:30PM | _n-8h Shift 1 Part 2;;
l] T ARA 'J 170 ARA
One the new drop down, select Search....
b bl
7:00 AM 11:00AM | Choose: -
A A
11:30 AM 330 PM .13 Labor Grade Base,;
Southern States LLC/Southern States LLC/M
/ To0am (] FEO0AM 1SSL- Union-8h Shift 2 part 2;:
r‘ 11:30 AM r‘ 330 PM JSSL- Union-Bh Shift 2;;;
'SSL-Union-8h Shift 1;;;
i ro0am M 11:008M N earch,.
Click on the button Add Labor Category Labor Categories ,
':l &40 0 Add Business Structure

© 2dd work Rule ~

e Add Cost Center -

0 Add Labor Category

EE Add 55L Job Levels #

| search

ﬁ 1 Labor Grade Base =

1 Labor Grade Base

10 Labor Grade Base
10 Labor Grade Base

11 Labor Grade Base
11 Labor Grade Base

[
12 Labor Grade Base l

1. Click on the button Add SSL Job Levels
2. Select the labor grade you want to assign.
Workforce Dimensions 10/15/2021 39/116
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Click on the button Ok

1:57 PM

)

6/1/2021

Click on the button Apply

1:57 PM

Y G M

M _..Labor Grade Base,;
|
M 8h Shift 1 Part 2;; ¢
M .13 Labor Grade Base,;
— Southem States LLC/Southern States LLC/Maintena.. ——
M| .s5L-Union-8h Shift 2 part 2::
¥ 155L- Union-8h Shift 2;;;
— 'SSL-Union-8h Shift 1;; -
M Search... l
I._I,1 |
1. Select the labor grade for the second half of the shift as well.
2. On the new drop down, select Search....
Click on the button Add Labor Category I 5:00

0 Add Business Structure

Work Rule

!S5L- Union-Bh Shift 1 Part 2 I m’

o Add Cost Center -

e Add Labor Category

Workforce Dimensions
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% Southern Southern States, LLC CMilby

F} Add SSL Job Levels ¢

| Search

ﬁ 1 Labor Grade Base

1 Labor Grade Base

10 Labor Grade Base
8 10 Labor Grade Base

11 Labor Grade Base
11 Labor Grade Base

12 Labor Grade Base =
1. Click on the button Add SSL Job Levels
2. Assign that labor grade that you want assigned.
Click on the button Ok
Click on the button Apply
1:58 PM
6/1/2021
Click Save in the tOp r|ght on the screen. i ULINE {'@ Pipe Sizes » Other bookmarks Reading list
Q 7 @ A
Current Schedule Period ;ﬁ = 1 Employee(s) Selected O Loaded: 5:58 PM

T
Save

Amount Shift Daily Period

Workforce Dimensions 10/15/2021 41/116
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If you want to apply this over the course of an & > C @ southernstateslic-uatnpr.mykronos.com/#/
extended periOd of time’ or to mUItIpIe employees’ you i3 Apps [ OctoPrint Planner =5 SSlintranet % Cameras M MMC .
navigate back to the full schedule. Select the Main — N

Menu button. | ; ! o B
ain Menu

Schedule
Workforce Planning

Dataviews & Reporis

1. Select the Schedule tab.
2. Click on the item Schedule Schedule Planner with Absence Calendar

Click on the link Schedule Planner with Absence

Calendar @ Home

v Time
B8 ~ Schedule

Schedule Planner with Ab..
= e [ Wi

¥

7:00 AM - 3:30 P
[ ] Allen, Kenneth

T:00 AM - 3:30 P
ANDERSON, DARIUS

T:00 AM - 3:30 P
——

[ ] ANDERSON, JACQUEL
AMNDERSON, DARIUS

BAMDEH SON, RASHED..
[ — Empioyee ID: TO638

D ANDERSON, WAYNE  Primary Job: Warehouse Of

1. Click the checkbox next to the employees that you want to work with.
2. Right click one of the selected employees.

Workforce Dimensions 10/15/2021 42/116
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Click on Schedule Pattern L I [

* -

2 Selected Employees

g 4 & = e & o)
Schedule Addto Remove Add shift Add Lock Uniock
Pattern Group from Group Paycode
Schedule Pattern TO0E "
: — T -
— 4 —_—
7:00 AM - 3:30 PM 700
[]  ANDERSON, JACQUEL.. | [ |
I
| 1700 AM - 330 PRA| 7000

Start Date*

Ls;zafznm E ® m .

Aug 2021 —
Mo Tu We Th Fr Sa Su

el 25 26 27 28 29

e TH i e im0

o Click on Open Calendar to select the day that you want this pattern to start.

Click on the Specify Date. This will give a date for the T
pattern to end. After this date, their schedule will return & ® m

to their standard schedule.

] I?:oo AM - 3:30 PM

End Date+
@ Forever

@ Specify Date

Define Pattern For

D Override Other

23 gLy 25 26 27 28 29

RN 2 3 -1
ﬁfE].-’ZDZ] E

Define Pattern For+

| 1 || Weekis) vl

Workforce Dimensions 10/15/2021 43/116
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o Click on Open Calendar and select the date you want the pattern to end.

Click on the button Shift Template
Schedule Pattern

! Selected Employees

= B @ @

Pattemn Shi Comment  Copy/Paste Delete
Template  Template

| M 1- | @ sonewpaten

Select the shift you want the employee to work. We will eNewPatiern _ | @w ...\ | Name Description
transfer the employee next. BRIy 0600-.. 0600-16301230L m
0700-.. 0700-1530 1100L .. Lt
Start Dates
0700-.. 0700-1530 1130L... —
s [o
0700-.. 0700-1530 1200L ..

End Date+ 700, 0700-1530 12301
@ Forever

":__:' Specify Date

Click on a day to paste the schedule here. —
- e Add New Pattern

No. Monday

Click on Shift Template sthadule Pattem

(D Shift Template 0700-1530 1200L

—y —_—

= o

= -
Pattern Shift Comment  Copy/Paste Delete
Template] Tel -

B Shift femplate

€ 2dd New Pattern

® New Pattern
8/23/2021-Forever

Double click on the schedule you just pasted. N— 0700-1530 1200L (8:30)
2 0 Add New Pattern

1.7:00AM  [5:00]: Regular
2. 1200PM  [0:30]: Break
No. 3. 12:30PM  [3:00]: Regular

. I?:DO AM -3:30 PM

Workforce Dimensions 10/15/2021 44/116
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Under the first segment of the day, select Transfer
Employee.

Regular - [5:00]

| Start Time End Time

Transfer Employee

@

Break - [0:30]

Click on Add Labor Category

€ Add Work Rule ~

0 Add Cost Center =

Saturday

Click on the button Add SSL Job Levels Transfer

Labor Categories

b Add Paygroup

€ AddSSLJob Lpw
Add 59 Job Levels

GoTo

Business Structure

Select the labor grade you want to transfer the
employee to. | Bearch

1 Labor Grade Base
1 Labor Grade Base

I 10 Labor Grade Base I

10 Labg i
10 Labor Grade Base
Saturday

11 Labor Grade Base
11 Labor Grade Base

Confirm your selection is correct. Labor Categories

e Add Paygroup -
I10Labor Grade Base Iy | 1
U Labor Grade Base

GoTo

e e

Workforce Dimensions 10/15/2021 45/116
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Click on the button Ok

Click on the button Apply

10:51 An Rkl

8/24/2021 1

g

Select the Transfer Employee button for the second — .
half of the day. egular~  [3:00]

Start Time End Time

Comments [0]  Add Comment

T o eme s o

Click on the button Add Labor Category

e Add Work Rule -

e Add Cost Center -

€ Add Labor Category

oY Labor Category

Click on the button Add SSL Job Levels Transfer

Labor Categories

@ Add SSL Job Levels «
pldosl b Levels

GoTo

Business Structure

Workforce Dimensions 10/15/2021 46/116
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Select the labor grade you want to transfer the
employee to. | lsearch

1 Labor Grade Base
1 Labor Grade Base

I 10 Labor Grade Base I
10 Labor Grade Base

Saturday
11 Labor Grade Base
11 Labor Grade Base

Labor Categories

Confirm your selection.

e Add Paygroup -

SSL Job Levels

10 Labor Grade Base

10 Labor Graq 10 Labor Grade Base

GoTo

Rucinace Striwtiira

Click on the button Ok

10:51 AM
8/24/2021

g

Click on the button Apply

10:51 AM

af] 8/24/2021 EI

~Electrical Assem. b W

T:00 AM TZ:30 PM

4 4

® o

12:00 PM 3:30 PM

ﬂ Aol T ommm e

e The entire schedule should now appear as blue, showing that the shift has transfers for both segments.

Workforce Dimensions 10/15/2021 47/116
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Click on the button Apply

Comment

Monday

M-3:30PM

1. Click on Copy/Paste
2. Click on the button Apply

Select the shift you want to copy.

Southern States, LLC CMilby
October 15, 2021
Workforce Dimensions 48/116
DIiEdR « U5y
Start Time End Time

|
1 EEEES

All

Shift

Paycode

Tuesday

Tag

Availability

Cancel

i e Add New Pattern

No. Monday

Tuesday

Wednesday Thursday Friday

7:00 AM - 3:30 PM
o

7:00 AM - 3:30 PM. 700 AM -3:30 PM
e @

e Select all the date you want to paste the schedule.

Workforce Dimensions
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Click on Copy/Paste to toggle off the function.

Bems.

B £ & @
@ Pattem shift Comment Delete

Template Template

2w Pattern

Click on the button Apply

o

Click Save in the top right on the screen. i ULINE (@ Pipe Sizes » Other bookmarks Reading list

QP @

Current Schedule Period ;ﬁ ~ 1 Employee(s) Selected ¢ Loaded: 5:58 PM

T
Save

Amount Shift Daily Period

9. Assigning Absence Codes

SCHWARTZ, STEPHE.. | 8/13/2021

SCHWARTZ, STEPHE.. L/ 13/2021

WARTZ, STEPHEN M =

ol )
o B4 2 & B
1 add 2 Sign-Off Approve
Paycode Timecard

Tmeesd @
Schedule ’m

1. Navigate to the employee's time card. If you notice an issue when reviewing the weekly dataview or
browsing the weekly schedule, you can simply right click the user.

(S ma W AT Y

Workforce Dimensions 10/15/2021 49/116
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2. Click on Go To
3. Click on the button Timecard

If you want to apply a code to an absence specifically,

right click the corresponding day's red mark in the
'Absence' column.

k. ¥ | @@ UUIUBZ 1of1

& & & »
Sign-off Reset Move Rule
Accruals  Accruals Analysis

Schedule

8/09 T7:00 AM - 3:30 PM ]

Unexcused Absence

7-00 AM - 11:00 AM

11:30 AM -3:30PM &

Click on the button Comments and Notes

Date:
8/09/2021

Exceptions:
§ Unexcused Absence

Mon 8/09 7:00

Com! = 7 I
T:OUAl Comments and MNotes

11:30 AM -3:30 PM &>

Click on the input field Select a Comment

Unexcused Absence
5 ~ current Pay Period Eel

Comment On

| Unexcused Absence - |

Select a Comment ¥ |

m Type a ”3 Select a Comment

Add Another Note

[ I~

Add
Select the 'Code 5', or other applicable code for this
day's absence. @l | selectacomment v |
]ﬂ[ [ Search ]
Attendance Maintenance Adjustment
Code 5
Excused
Failure to Call
PTO
Be sure to include a note describing the event. e
| Unexcused Absence - |

Add Comment

@ | codes E]

@l‘ Type a note (optional).

Add Another Note
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Click on the button Apply

If you need to apply a tardy or lunch infraction, right
click on the punch that you want to apply this to.

00 AM - 3:30 PM

00 AM - 3:30 PM

330PM
00 AM - 3:30 PM /! ro0am | 12:00 PM
Click on Comments I  Funch E
1-3:30 PM I Time Zone:
(GMT -05:00) Eastern Time (USA; Canada)
1-3:30 PM |
& |
Edit Comments
I-3:30 PM omments and Notes | M
i 1230PM | % 330 PM
1-3:30 PM i ro0am M 12:00 PM

—_

Select a Commen

Failure to Call

Lunch Infraction

PTO

Tardy

Click on the input field Select a Comment

Click on the correct infraction.
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Add a note.
ﬁl ¥ Current Pay Period o%n

Add Comment
B[]

Add Another Note

Click on the button Apply

If you want to check the totals for the week to ensure
time was calculated properly with the new codes
applied, you can check the totals for the week by click
the Totals tab at the bottom of the screen.

e Pay Code 14 Amount

ISS-REG

e This will show you how many hours they were paid at the specific paycode, such as regular.

You can also see their Accurals/Balance of Vacation
by clicking on the Accruals tab on the bottom of the

screen.

Accruals

H O Type here to search i
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CI|Ck on the button Save dwa ULINE i:; Pipe Sizes » Other bookmarks Reading fist
Q P @ A

Current Schedule Period

Amount

,51 v 1 Employee(s) Selected

Shift

£ Loaded: 8:00 PM

@
Calculate Save
Totals
Daily Period

10. Retroactively Transfer Departments

|8-00 I7 00 A E
Employee ID L_JL
001063 Timecard e
Primary Job m— =
Warehouse Operator 3 12
Schedule Group Attendance Details =

Scheduled Hours
Primary Location (Path)
Southern States LLC/Southern States LLC/Quality Control

On Premises

Reports

Business Processes

Leave of Absence Case Editor

& o & & /i
(=" - B ¢ =
acgeceie Add shift Da;:;ﬂg E"(E:J;’ﬂi Lock 0T Ii IE
== = |5
4 e i TN | =2 Iz |
1. Right click on the employee that you want to edit.
2. Click on the button GoTo
3. Click on the button Timecard
I
] Choose: ¢
M b 4S5L-Union-8h Shift 1 Part 2;;11 Labor Grade Base,,;
— .11 Labor Grade Base,,; —
- ::13 Labor Grade Base,;
M Southemn States LLC/Southern States LLC/Maintena..
1 ISSL-Union-8h Shift 2 part 2;; —
M Search... 1
M | .n-8hShift 1 Part2;; |
1. Click on the Transfer box at the day or time you want the department transfer.
2. Click on the button Search...
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Click on the button Add Business Structure m ;‘;':3‘2’5_?‘3‘95 HLC/Aug
Work Rule Mone (
Cost Center Mone

Labor Categories ..

e Add Business Structure

€ Add Work Rule ~

@ Add Cost Center
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Transfer
Business Structure

Current Job
Warehouse Operator 3

Southern States LLC  Southern States LLC @

Quality Control

Location Job

I Production Conti !'| Warehouse Opel X |

Jobs with location: "Production Cont._.

3]

09N3
O Southern State..  Southem State..

Quality Control

Warehouse Operator 3
O Southern State.. Southem State..

Quality Contral

Assem. Specialist 3
Southern State...  Southern State..

Production Con...

Can't find your job?

Change Location

@

®

@

El Browse Entire List

Back

T

Ok

1. Click on the input field All Locations - Enter the department you want to transfer the employee to.
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2. Select the job you want from the list.
3. Click on the button Ok

Click on the button Apply

210 PM
6/1/2021

M ...sem. Specialist 3;;; ‘
b |
M 8h Shift 1 Part 2;;
M Southern States LLC/Southern States LI C/Productio...

— IS5L-Union-8h Shift 1 Part 2;;11 Labor Grade Base,;
11 Labor Grade Base,;

13 Labor Grade Base,;
—1  Scuthern States LLC/Southern States LLC/Maintena...

M Search... 1

' |

1. For the second half of the shift, do the same as before. Select the transfer box.
2. Click on the button Search...

uthern States LLC/Quali

Click on the button Add Business Structure m sy

Work Rule None (

Cost Center None

Labor Categories

e Add Business Structure

Add Business Structure

Work Rule

!S5L- Union-Bh Shift 1 Part 2 I 'ﬁ
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e
s 63’mduction C@ Warehouse Opel X

Select the job from the list.
Click on the button Ok

il i

Location Job

Jobs with location: "Production Cont_.

(3]

09N3

O Southern State..  Southern State..

Quality Control

Warehouse Operator 3
O Southern State.. Southern State..

Quality Control

Assem. Specialist 3
Southern State... Southern State..

Production Con...

Can't find your job?

Change Location

@

®

®

El Browse Entire List

T DA

Click on the input field All Locations
Search for the deparment you want to transfer the employee to.
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Click on the button Apply

; 211 PM
IZ_] L)

6/1/2021

L]
Click on Save Q B @ A

Current Schedule Period ;ﬁ ~ 1Employee(s) Selected  4_# Loaded: 6:10 PM

11. Approving Time

Click on the button Main Menu ﬁéﬂpi
€« — C 8 southernstatesllc-uatnpr.mykronos.com/#/
i Apps [ OctoPrint Planner &5 SSlintranet % Cameras M MMC
]
&) IEJJ__J glales
ain Menu
L]
< N
q'."*
= & 2 1 E 1

Schedule

Schedule Planner with Ab._.

1. Select the Schedule tab.
2. Click on the link Schedule Planner with Absence Calendar
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6:00 AM - 4:30 Ph
BENNETT, REGINALD I
|
£:00 AM - 4:30 P
[ ] BLACKBURN, FREDRIL.. I
T
T:00 AM - 3:30 P
CLAY, JEFFERY [
P
7:00 AM - 3:30 P
COFFY, MARIUS [ ]
|
7:00 AM - 330 P
M1 el ENTT ERNY & i e ]
e Select the checkbox on all the employees that you want to review and approve.
If you want to select all emplo_yees, check the box at B o o WA . = Lot
the tOp Ieft on the employee ||St- Quick Show/Hide TableView Zoom Tools Generate Load
Actions Schedute Groups

|_|  BARLOW, GLENN F
'

s5-PTO
11 Submitted
Iﬁ.GOAM-d.BO FM Iﬁ.co;
B | DCMMCTT DCEIMALR T |
Click on the button Select All
al f,
© B A ¢ B &
quick Show /Hide Table View Zoom Tools Generate Load
Actions schedule ups
on 8 1
Select All A BA P AP A 84
| " E—
Unselect all 1=
] sS-PTO
Sort Selected First 11 Submitted
B Jsovamzasonir | [ 25
. . IMest 1st 1 [ == L | =Y
Right click on one of the selected employees. - s — -
Partial Group
7:00 AM - 3:30 PM 700
ABNER, STACEY | |
A
15hift B 700-1530 [49] |7:00 AM - 3:30 PM| |70
v I ||
Partial Group
6:00 AM - 4:30 PM 6:00 4
BAKER, DARREN B | § | =
I
6:00
BARLOW, GLEN BAKER, DARREN B [ | =
I
Employee ID- 000137 52:F10
11 Submitted

Primary .loh- Punch Press Oner
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Click on the button GoTo [ s e e e e |

[7:00 AM - 3:30 PM,
|  § ]

|7:00 AM - 3:30 PM

Lock

|7:00 AM - 3:30 PM

£:00 AM - 430 PM
|_'-

Is:co AN - £:30 PM
||

— §
Click on the button Timecard _ i

7:00 AM - 3:30 PI

=) o) N @I 700 AM - 3:30 PI

Lock Unlock Mare GoTo I

Actions A

M DU A 30 PM
. ! ] Timecard ]
Pl 5004M-230F People Timecard k30 FM
|| | | g |

Attendance Details
55-PTO

AL Leave of Absence Case Editor F

The top left will show you the number of employees s o
5

that you have selected. You can use the arrows to the = _

Ieft and r|ght Of these numbesr to navigate through the * L OctoPrint Plannier &5 SSlintranet %2 Cameras M MMC M MSC

list. o gjgm

8 southernstateslic-uat.npr.mykronos.com/timekeeping#/timecard

BAKER, DARRENE + |000013? < faofr2] >

A v 2 g &
Zoom Approve Sign-off Reset Move Aul
Accruals  Accrusls.. Analy

= @ EI5)Sutes

BAKER, DARREN B

— [ Search

EAKER, DARREM B

BARLOW, GLENN F

e You can also use the drop down to navigate to specific employees.

Workforce Dimensions 10/15/2021 60/116



= StﬂtES October 15, 2021

% Southern Southern States, LLC CMilby

Workforce Dimensions 61/116

f@ PipeSizes GS Engineenng360 ) Google Maps

(5 ~| Previous Schedule Period 7 e O i)

e Ensure you are on the correct time period to review. The calendar button in the top right selects time
period.

¥4+ + %+ F
IBo0D0D

o Review the schedule and confirm all punches are correct. Make sure lunch was taken at the correct time.
Apply any codes if necessary. Ensure lunch was taken at the correct time.

To confirm the total calculations add up, you can select
the Totals tab at the bottom of the screen.

Totals

¥ Pay Code L Amount ~
ISS-REG 40:00
—
o0

e Ensure the correct times are in the totals.
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All All "

DY
. Sho
Period to Date 3
1. The dropdown on the top left of this tab allows you to break the totals down to a daily view. Select
'Daily’ for a daily view, and 'All' for the weekly view.
2. Click on the link Daily
Once you select the 'Daily’ option, just select the day
o . + @ Mon 8/16 7:00 AM - 3:30 PM
you want to specifically review.
+ | @ Tue 817 7:00 AM - 3:30 PM
+ | @ Wed 8/18 7:00 AM - 3:30 PM
+ | @ Thu 8/19 7:00 AM - 3:30 PM
[ Lo |
+ | @ Fri 8/20 T 700 AM-3:30PM
4 Sat 8/21
¥ Pay Code L g Amount v
ISS-REG 800
U
If corrections have been made and everything looks GS Engineering260 % Google Maps » Other bookmarks Reading list

good to go, press the Save button in the top right. If no
changes have been made, this step will not be
available to you. That is okay.

OB o 9

Previous Schedule Period g% ~ 1 Employee(s) Selected 3 Loaded: 2257 PM
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% Southern Southern States, LLC CMilby

TO approve the timecard1 press the Approve button at =5 Apps @ OctoPrint Planner =5 S5l intranet % Cameras M MMC

the top of the screen. = o E5gme

| CLAY, JEFFERY - | o 001403 1ofl
= A g &8
Zoom Appm\r Sign-0ff Reset

List View
Accruals 4
Schedule Absence
+ | Mon 8/16 7:00 AM - 3:30 PM

If you need to remove approval and make changes, # Apps € Octobrint [l Planner =5 SSlintranet W Cameras M) MMC
select the Remove Approval button. = =
PP = ‘:ZJJ'_-Jg'E'gfm
| CLAY, JEFFERY - | o 001403 1o0f1
= A 2 8
List View Zoom Remove Sign-0ff Re

Approval

o Information Timecard Approved by C.Milby@SouthernStatesLLC.Com 8/24/2021 2:56

ictoPrint P} Planner =5 55l Intranet ¥ Cameras

I Southemn

=) States

“FERY - |0 001403 10f1

\ Ve & i

n Approve Skgn-Off Aes
Accr

o Move to the next employee. Either use the arrow keys to navigate, or the drop down to move to a specific
employee.

12. Changing Schedule - Day by Day Basis

These instructions are ideal for changing a schedule for an employee(s) that only needs to have a couple days
or less changed within their scheduled week. If you need to see how to transfer an employee to a specific
department or another shift such as first, second, or third, please see that tutorial separately.

Click on the button Main Menu

Workforce Dimensions 10/15/2021 63/116
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HOMme

~ Time

B ~ Schedule

Schedule Planner with Ab._.

1. Click on the item Schedule Schedule Planner with Absence Calendar
2. Click on the link Schedule Planner with Absence Calendar

Click on the button Quick Actions. This will reveal i Apps (£ OctoPrint Planner =% SSlintranet % Cameras M MMC
more button options. s
E Q I:‘..J:J States

View by Schedule Group

|B © @\ A g
Quic Quick Actions rb\e-,-'.e-.a.- Zoom Load

Action: Groups
v Y I
Mon 8/09 I
[ ] watal (AQ 7]
CI|Ck on the button Delete tO tOggle on the delete ner =5 55l Intranet “; Cameras M MMC M MSC @ Grainger :!‘ Global In

function.

.Enzo%':-::«

ert Shift  Comment Paycode copy/ Delete Lock/ Swap Approve
mplate Paste Unlock

iranster lempiate Fase

Select the shift that you would like to delete. Make
sure you are selecting the right employee's schedule. - Y |

[0 MName [0/497]

[] WALKER, FLORINDA C
—

T:00 AM - 3:30 PM

W

Parallel 1st Shift [13]

No Inheritance

7:00 AM -3:30 ... £
[] BYRD, DEBBIEA
A

2
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Click the Delete again to toggle off the delete function. o =5 ssiinvanet S comers M MMC m MSC @ Grainger 8% GlobalIn

,Elllio%'z’

art Shift Comment Paycode copy / Delete Lock/ Swap
mplate Paste uniock

Click on Insert Shift Template to toggle on the

function. = 0 S5

View by Schedule Group ¥

m @ @ B8

comment Paycode Copy / Delete

Paste

o Jdo 2%

Assign Unassign  Ins

Meert Shift Template

[0 MName [0/497] <

Select the shift you want the employee to work.

P Name Description
[0 Name [0/497] ¥ o,

(7] WALKER, FLORINDA C 0600-.. 0600-1430 1130L...
I i
0600-.. 0500-1430 1200L...
Parallel 15t Shift [13] 0600-.. 0600-1530 1130L..
e
Mo Inheritance

0600-.. 0600-1530 11Lunch

D BYRD, DEBBIE A
e e

D CHATMAN, DWAYNE % & 2
Select the day that you want to paste the shift. This will S S e em—
copy the shift template to this day. You can select (3| pALKER RobmbAC . . -
multiple days and different employees, just make sure : ' =1

that the undesired schedules are also deleted. T

Mo Inheritance

70

[ ] BYRD,DEBBIEA ]
'

T 7:0

[] CHATMAN, DWAYNE I- |EI B
—

T00A_. 1Z.. 70

[] DRIVER, THERESA M | A | i
I

Click on Insert Shift Template to toggle off the

function. = o S5

@ Insert Shift Template 0600-1530 1130L

o o 2% B A o o
Assign Unassign  Insert Shift | insert Shift
Transfer

comment Paycode Copy / Delete
Paste

Teert Shift Template

Y I

[0 Name [07497] 4 0 4
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If you've already finished inserting a shift, and you
want to add this shift to other days and/or other
employees, you can copy and paste the listed
schedule. Select the Copy / Paste button to toggle this
function on.

PA Planner =5 55l Intranet % Cameras M MMC M MSC @ Grainger #
hern
18

-

- o

v B A T B &
ert Shift  Insert Shift  Comment Paycode Copy / Delete Lock/ Swap A
ansfer Template Paste Unlock

|

] Tue 8/10

Click the shift that you want to copy to other days

7:00A_.| 1130 | 700
WALKER, FLORINDA C = | | |
and/or employees. 0| e -
7:00 AM - 3:30 PM 70
=1
Parallel 1st Shift [13]
g
Mo Inheritance
[| BYRD,DEBBIEA i
I
7004 |1z B7n
CHATMAN, DWAYNE I- |
U — =8 BYRD, DEBBIE A
[] DRIVER, THERESAM [ 060015301130 (9:30)
= —'
o e [ e | ‘:-tjj | T ‘
e o =l =37
=t = s e

e Select the days you want to that specific employee to work the scheduled shift. This will paste the copied

schedule on these days.

Click on Copy / Paste to toggle this function off.

iouthern
itates

ected Shift: BYRD, DEBBIE A - Mon 8/09/2021 6:00 AM - 3:30 PM. Select where you want to pas

- . ,
P B2 B i} 7 I O
nsert Shift  insert Shift  Comment Paycode Lock / Swap
Transfer Template Unlock

by / Paste

] Tue 8/10
8A zr 4P

Click on the Delete to toggle on the delete function.

[ 8 |

——

==

1. Delete the undesired schedules.

ner =5 5S|Intranet M Cameras M MMC M MSC @ Grainger :!‘ Global In
- [ o
2 B o &
ert Shift  Comment Paycode copy/ Delet Swap
mplate Paste emoch
— 3 EEEEEE 4
| |25 i |5 veo

=) = I
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Click the Delete button to tOgg|e off the delete ner =5 5S|Intranet M Cameras M MMC M MSC @ Grainger :!‘ Global In
function.

-, e
2 B o &
et Shift  Comment Paycode copy / Del Delate |ock/ Swap
mplate Paste niock

Press the Save Schedule Content key in the top right. s cngineeringze0 9 Google Maps  » Ofna: bockniark= Heseling list
If you need to transfer the employee to another shift or
another department as well, please see that tutorial for oOP e g
instructions.

(5] ~ Current Schedule Period & v AllHome & Loaded 1214 PM

°

Save Schedule Content

13. Shift Transfer - 1st to 2nd to 3rd Shift Changes

This tutorial is about transferring an employee from on shift to another, such as first shift to second shift.

u Home * @

Click on the button Main Menu

T e e

8 southernstatesllc-uatnpr.mykronos.com/#/
HH Apps "‘ OctoPrint Planner =5 55| intranet % Cameras M MMC

—_ [ t"l Ol ’vn
= Q IE‘JJ;J glales

Main Menu )

Schedule

Schedule Planner with Ab_.

—_

Click on the Schedule tab.
2. Click on the link Schedule Planner with Absence Calendar
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Click on the button Quick Actions i3 Apps € OctoPrint 8 Planner =5 S5l intranet Cameras M MMC

B

View by Schedule Group

fod
PA PO
Zoom Load
Groups

—-—
b

Click on Insert Shift Template —
P = & BEpe

View by Schedule Group ¥

o o 2 B2 R o B @

Assign Unassign  Insert Shift || insert Shift | Comment Paycode Copy / Delete
Transfer Template Paste

Y Insert Shift Template

[0 MName [0/497] <

Transfer Template

Select the schedule you want the employee to work.

Y I be arch..

Name Description

Name [07497] 4 o, o
|

0700-.. 0700-16301230L...
700
D MILLER, MELISSA 1530-.. 1530-0000 1930L.. =
2300-.. 2300-0730 04 1530-0000 1930Lunch E
7-330.. 7-330wBreak 700
|:| WALKER, FLORINDA C - | |
— 700 A - 330 P 700
Find the employee's schedule that you want to ety 2 =
change. Click on the employee's day that you want to
. Parallel 1st Shift [13
paste the schedule. You will now see two schedules ) “’t S
On thIS day R— 6:00 AM - 3:30 PM 6:00 4
[] BYRD,DEBBIEA |_- |
6:00 AM - 3:30 PM 6:00 4
[] CHATMAN, DWAYNE |_- ]
A e 6:00,
[ DRIVER, THERESA M I_- =
TO0A_ 12, 70
[] LAWRENCE, SAMUEL | Q> | I!

Select the Insert Shift Template button to stop = o
pasting the schedule. = Q S swees
® Insert Shift Template 1530-0000 1930L

B To @ @m

hift || Insert Shift | Comment Paycode Copy Delete
Template Paste

o Mo

Assign Unassign

O
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Select the Delete button. ner = SSlintranet M Cameras M MMC M MSC @ Grainger :!‘ Global In

B mR o @ [@ & =

art Shift Comment Paycode copy / Delete Lock/ Swap
nplate Paste uniock

] Tue 810
Delete the overlapping, undesired shift. i -
Parallel 1st Shift [13]
Mo Inheritance
6:00 AM - 3:30 PM 6:00 4
[] BYRD,DEBBIEA |E_- |
6:00 AM - 3:30 PM_3:30 PM - 12:0._"* 6:00
[] CHATMAN, DWAYNE z i
6:00 AM - 3:30 PM 6:00
[] DRIVER, THERESA M |_ | =]
| 700a_| [12- 70
[] LAWRENCE, SAMUEL | Wl I!
Click the Delete to toggle off the delete function. ner &5 5Slintranet M Cameras M MMC M MSC (@ Grainger #% Globalln

- o
2 B o 8 @
ert Shift  Comment Paycode copy/ Delete Lock/ Swap
nplate Paste uniock

H A . . 700 AM - 3:30 PM {7:00 AM -3:30 PM|
Double click on the shift you just inserted. | T
|5t Shift [13]
nce
6:00 AM - 3:30 PM 6:00 AM - 3:30 PM
JEBBIE A I_ [ | > B |
AN, DWAYNE ] 5 4
6:00 AM - 3:30 PM 6:00 AM - 3:30 PM
, THERESA M | f | | § |
TODA_ 12 TODA_. -0_.
NCE, SAMUEL | Wl | | O |

Click on the button Transfer Employee
© Add Segment

(] Assign Breaks
Regular - [4:00]

Start Time End Time
|3:30PM | |T:30FM | 8/09

Transfer Employee
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Click on the button Add Work Rule

IZA 44 8a 12P 4P

Cost Center None

Labor Categories  MANUF,,

0 Add Business Structure

oy Add Work Rule

Add Work Rul
0 Add Cost Id Work Rule

ﬂ Add Labor Cateqgory

Select the corresponding shift schedule. In this case,
we select ISSL- Union-8h Shift 2 since we are
transferring this employee to the second shift.

earch
1SSL- Union-8h Shift 1

I1SSL- Union-8h Shift 1 Disqua OT

| ssL- union-gh shift 2

1551 - Union-8h 51 '35L- Union-8h Shift 2
'SSL- Union-8h Shift 3

ISSL- Union-8h Shift 3 Disqua OT

Click on the button Apply

Audit

Click on the button Transfer Employee

Start Time Start Date
[ soorm || sroozozn | £

End Time End Date
| 1200am || 8rio20m | £

Comments [0] Add Comment

Click on the button Add Work Rule

IZA 44 8a 12P 4P

Cost Center None

Labor Categories MANUF,,

0 Add Business Structure

@ Add Work Rule ~

0 Add Cost Center

ﬂ Add Labor Cateqgory

Workforce Dimensions
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Select the appropriate shift for the transfer. We do this
twice since the shift is broken into two segments.

Ensure BOTH segments of the shift are set to have 1SSL- Union-8h Shift 1
this transfer.

ISSL- Temp Shift 3

ISSL- Union-8h Shift 1 Disqua OT

| ssL- union-gh shift 2 |

I1SSL- Union-8h Shift 2 Disqua OT

Click on the button Apply

= fAssem. Operator 6 W

3:30 PM B:00 PM

4 \ 4

& &

7:30 PM 1200 AM

M b D [y e Ay R

e The entire shift line will be blue if transfers have been applied to both halves of the shift. It will also appear
blue on the full schedule.

Click on the button Apply

Transfer - [4:00]

| Start Time Start Date

| 8:00 PM || 8/09/2021 | E|
End Time End Date
[ 1200am [ aramnn | = S
.
Audit

1:56 PM

I} |:|

8/10/2021
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If you want to paste this shift transfer across multiple BA Planner = SSlIntranet % Camersz M MMC M MSC (@ Grainger &
days, select the Copy / Paste button. =

- o
L HE T |@ | &
insert Shift Comment Paycode Copy / Delete Lock/ Swap
Template Paste Unlock

B H 7:00 AM - 3:30 PM| 7:00 AM - 3:30 PM
Select the shift you would like to copy. S I R
1st Shift [13]
tance
6:00 AM - 3:30 PM 6:00 AM -3:30 PM |
DEBBIEA > € | > 0|
L]
6:00 AM -3:30 PM
AAN, DWAYNE I
L ]
6:00 AM - 3:30 PM 6:00 AM -3:30 PM
R, THERESA M [ 4 | I
L]
TODA_. [ T:00 A 120
ENCE, SAMUEL | Wl | | W |
L

500 401330 500 an1-330 P
| — | I —

|_-M
[ e e om e

e Select the days you want the employee to work on the copied schedule. This will paste the schedule on

these days.

Click the Copy / Paste key to toggle off this function. A Planner 2 SSlintranet ¥ Cameras M MMC M MSC (D Grainger @
hem
8
ed Shift: CHATMAN, DWAYNE - Mon 8/09/2021 3:30 PM - 12:00 AM. Select where you want to f
v B B e & &
ert Shift  Insert Shift  Comment Paycode Lock/ Swap
ansfer Template Unlock

] Tue 8/10
Se|eCt the Delete tO toggle on the delete fUnCtion. ner =5 55l Intranet %; Cameras M MMC M MSC @ Grainger :j Global In

- ™ o
2 = io & D
ert Shift  Comment Paycode copy/ Delete Lock/ Swap
nplate Paste uniock

] Tue 810

5:00 AM-330 PM. 500 AM-330PM 500 AM - 330 M 500 4M-3:30 P

| - R R — I——
I S30PN 1207 EETRET 533P0-120 7| B
8§ | | — |CO — o]

5:00 AM-330P) 500 AM-330PM 500 AM - 330 PM 500 AM - 3:30 M

[ ¢ | [ & | L& | |

o0 122 e iz | [EEy | Ji2a] iz
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e Click on any of the undesired and overlapping schedules. This will remove them from the calendar for that
day.

CIICk on the delete key to toggle Oﬁ the delete fUnCt|On. lanner  Z: SSlIntranst B Cameras M MMC M MSC @ Grainger :;‘ Globz

L2 m o f‘ci o

nsert Shift  Comment Paycode Copy / l-@ Lock / Swap
Template Paste Uniock

Mion 8/00 [] Tue 8710

Click on the button Save Schedule Content GS Engineering360 % Google Maps  » Other bookmarks Reading list

o P e &

{5} = Current Schedule Period é% ~ AllHome & Loaded 12:31 PM

o

Refresh Save

If you want an employee to work on a different shift for a few weeks, you can change their schedule pattern for
that time.

8 Allen, Kenneth

[ ] ANDERSON, DARIUS

ANDERSON, JACQUEL .

[ ] ANDERSON, RASHED..

ey iy hy o o
= = = = =
1= 1= 1= 1= 1
= = = = =
(1] [£k) ol (1] (45 ]
[=] [=] (=] [=] (=]
m m m m m

[ ] ANDERSON, WAYNE

|
ANGELES, GEOVANI

1| ASKFW rHARIIFF

700 AM - 330 P

=
=
b
=
o
(48]
[=]
)

o Click the checkbox next to all of the employees that need to have their scheduled changed. Right click on
any of the employee's that you've checked.
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Click on Schedule Pattern e e S R i
3 Selected Employees

o - -
S 4 & o+ o & &
Schedule Addto Remaove Add shift Add ock Unlock
Pattern Group from Group Paycode
v Y I

. Mon 8/23
[m Name [3/531] ¥ L. 4. . e

Start Date*

Ls,fzafzum B ® m .

Aug 2021 —3
Mo Tu We Th Fr Sa Su

el 75 26 27 28 29

e TH i e im0

1. Select the start date for this schedule.

Click on the radio button Specify Date. After this date, a——

the employee will go back to their standard schedule. i} @ M 1
End Date+
@ Forever

@ Specify Date

Define Pattern For

D Override Other

23 gLy 25 26 27 28 29

|7§3f31 /2021 E

Define Pattern Fors

| 1 || Weekis) vl
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e Select the end date for this schedule.

Click on the checkbox Override Other Patterns

Define Pattemn Fors
Week(s) W

@ Override Other
erns

Start Pattern On#

&
Week E

Click on Shift Template

Schedule Pattern

3 Selected Employees

2 B @ @

it Shift Comment  Copy/Pasie Delete
ted Template

J *1530-0000 1930L o ’
- Add New Pattern

8/30/2021-9/05/2021

Select the shift you want to transfer the employee to.

8- & = (E] [

Pattemn Shift Comment  Copy/Paste Delete
Template Template
[ |gearch... _D]
*153000001930L _ | @ .| Name Description
8/30/2021-9/05/2021

1530-.. 1530-0000 1930L

hdas
S 2300-.. 2300-0730 0430L.. y

8/30/2021 &

@ 7-330... 7-330wBreak

z25hif... 2 Shift E 800-1100...

Select one of the days of the week to paste this shift.

93,?;'] > o Add New Pattern
No. Monday
& ® M 1

Click on the Shift Template button to toggle this
function off.

Schedule Pattern

@ Shift Template 1530-0000 1930L

—

B5- .2 B @ @

ath Shift Comment  Copy/Pasie Delete
Templatg] Template

o Add New Pattemn

© 1530-0000 1930L -
8/30/2021-9/05/2021

Workforce Dimensions 10/15/2021
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Double click on the schedule you just pasted. This will
bring us to a detailed view of the schedule. @ Add New Pattern

No. Monday Tuesda

® m ; l3:30PM-1IIJoAM

Click on the button Transfer Employee )
Regular ~ [4:00]

Start Time End Time

Break - [0:30]

W AUU DUSINESS Suuciune

P Add Work Rule ¢

| Search

ISSL- Temp Shift 3
ISSL- Union-8h Shift 1

IS5L- Union-8h Shift 1 Disqua OT

¢SL- Union-8h Shift 2 ]

—_

Click on the button Add Work Rule
2. Select the corresponding work rule. Since we are transferring this employee to second shift, we select
ISSL- Union-8h Shift 2.

Click on the button Apply

e F18AM
= 8/24/2021

&
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Scroll down, and on the second half of the schedule, StartTime  Start Day
select Transfer Employee again. | eooem || 1 |

End Time End Day

[ 1200am ]| 2 |

Transfer Employee

@

Comments [0]  Add Comment

“ AUU DUSIFESS Suucuuane

p Add Work Rule ¢

1 [kearch

IS5L- Temp Shift 3

ISSL- Union-8h Shift 1

ISSL- Union-8h Shift 1 Disqua OT

2
1. Click on the button Add Work Rule
2. Select the correct work rule for this shift.

Click on the button Apply

Workforce Dimensions 10/15/2021 77/116
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3:30-PM B:00 P

4 \ 4

T:30 PM 1200 AM

M A D

e The schedule bar at the top of this tab should now appear blue, showing a transfer has been applied to the
full shift.

Click on the button Apply

@
Transfer - [4:00]
I Start Time Start Dav b

919 AM

= g/24/2021 5

Comment

All

ttern Shift

Paycode
No.

Tag

Availability

Cancel | Apply |

e Click on Copy/Paste
o Click on the button Apply

Workforce Dimensions 10/15/2021 78/116
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Select the schedule that we've modified.
30L

2021

0 Add New Pattern

No. Monday

ﬁ @ @, . Ff{l PM -12:00 AM

Monday Tuesday Wednesday Thursday Friday

3 Imm 1200AM rmmaow Imm 1200 AM l’zznwmzanAM lzzaPM 1200 AM
o X > >

o Click on the days for the remainder of the week to paste the schedule.

Click on the button Apply

You should get a confirmation message that the
changes were applied successfully. Check the ViEw By Shedule Group
schedule to ensure everything is correct. lo o 28 B = o =

Assign Unassign nsert Shift  Insert Shift  Comment Paycode copy Delete
Transfer Template Paste

@ Success Pattern changes were successfully applied.

Y b

Mon 8/23
124 44 BA 2P 4P
1

Click on the button Save Schedule Content GS Engineering360 % Google Maps  » Other bookmarks Reading list

Name [3/531] <

o B O® &

{5) ~ Curent Schedule Period & ~ AllHome 473 Loaded 9:07 AM

o

fr

Save Schedule Content
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14. Changing Schedule - Week by Week Basis

This tutorial is mainly for changing schedules that need
a full week or more changed. For changes to a single
or few days, please see that specific tutorial.

A

ADAMS, CHRISTOPHER

Alexander, Quartney

ALFRED, NATHAN

ALLEN, ANTAVIOUS

D |
D Allen, Kenneth
[ bm—— ]

—

3:30 ...

7:00 AM -3:30 P

7:00 AM - 3:30 P

700 AM -3:30 P
7:00 AM-3:30 P
700 AM-330 P

7:00 AM - 3230 P

e On the Schedule Planner page, check the checkboxes next to the employee(s) you want to work with.

TIU A - 53U EM |

g

Right click on one of the employees you have checked &
Off 7:00 AM - 3:30 PM 7:0C
ALFRED, NATHAN | |
7:00 AM - 3:30 PM 7:0(
|:| ALLEN, ANTAVIOUS | |
7:00 AM - 3:30 PM 7:0C
| Allen, Kenneth =
7:00 AM - 3:30 PM 700
|:| ANDERSON, DARIUS [ |
7:00 AM - 3:30 PM 700
|:| ANDERSON, JACQUEL.. | |
— —I_
Select the Schedule Pattern button. ADAMS, CHRISTOPHER — L
o E= | LIESHW CE -

3 Selected Employees

O OO = (- & 5
| ched Pty V. UTLA tock:  tnkek
— | [ |
700 A1 330 P14 T
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Click on the button Add New Pattern

1 B
J 10700-1530 1740L 0 A

5/24/2021 Forever

Start Dates No. Monday

5/24/2021 . I?:D{J AM -11:40 AM
1210 PM -3:30 PM

End Date#

@ Forever

O Specify Date

STIar vate*

Click on the radio button Specify Date

°m

End Date+

@ Forever
@ Specify Date

Define Pattern For

Week(s) W

D Override Other

Mo Tu We Th Fr Sa Su I
3 n 2 3 4 5 E
Fi 2 9 ]

14 15 16 17 18 19 20
21 22 23 24 25 26 2T
2B 029 30 1 2 3 4

5 6 T 8 9 10 N
|_E>;'IZIE:.-’EDZ1 =1
1. Click on Open Calendar
2. Select the date that you want this schedule pattern to end. If you want an employee to have this

schedule for two weeks, set the end of the pattern to be two weeks out

=

Click on the checkbox Override Other Patterns

Define Pattern For
Week(s) W

@ Override Other
erns

Start Pattern On#

wesk[7]
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Click on Pattern Template

ule Pattern

AN, DWAYNE
perator 6
. Operator 6

B & R @

@ Pattem shift Comment  Copy/Paste
Template [fremplate

0-1530 1140L

& New Pattern
e Add New Pattern

#2021 -Forever 5/31/2021-6/06/2021
Click on the schedule you want the employee(s) to
. . Name Description
work for the set time. If you hover over the selections, e Tyt Mon
it will display a longer name. Start Date i R
This will apply the template for the entire time you = o )
have this schedule set to. Confirm the changes are 7001630 | 0700-163011.. —
what you want. Endidtey 0700-1630..  0700-163012.
®F
C_? il 0700-1630... 0700-163012..
() Specify Date
1530-0000... 1530-000019.. -
Define Pattern For#
|
Copy/Paste
All
1 New Pattern Shift
Paycode
Tag Tue
7:00 AM - 4 Availability D0 AM -4:30 PA
Cancel Apply |
——————————————

¢ If you want to mix and match specific schedules into this pattern, select the Delete and press Apply.

Monday

Tuesday

l?;uo AM -4:30 PM

]?:U{

e Select the days on the schedule you want to remove.

Workforce Dimensions 10/15/2021
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Click on the Delete button to toggle the delete -
function.
8- .B = |}
':’t-cite ‘Ers‘;:lgte FORTEN Eopyeans o Delete
FIG300200L. o | @Y i vew Palia
B 2 ®§ @
Pattem i Comment Copy/Paste Delete
Template
[ Search... -D]
10-1630 1) Name Description
3/2021-F0l  0g00-.. 0600-1630 1230L .
0700-... 0T00-1530 1100L.. hday
|
1. Click on Shift Template
2. Select the schedule you want to input.
Monday Tuesday
. IT:O{J AM-3:30 PM T:00
e Select the days you want this shift to be placed on. Confirm the schedule looks like you want.
Click on the button Apply

Southern States, LLC

CMilby

October 15, 2021

Workforce Dimensions

10:57 AM

)

6/1/2021

Workforce Dimensions

10/15/2021
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Click on the button Save Schedule Content i ULINE @ Pipe Sizes » Other bookmarks Reading list
QP e &

[F] - Current Schedule Period &5 v Parallel Testing 4 Loaded 2:52 PM

5

Refresh Save

ZX0 IR

15. Applying Disciplinary Action

If you have the 'Manage Attendance' tile on your home
page, you should be able to see any actions that need
to be taken for your employees. -

Manage Attendance

4 policy actions are required.

| BARLOW, GLENN F (3 Day Dis_..

Go to Attendance Details for

| Select an Employee

Select the action you want to work with and press Go.

I Manage Attendance

4 policy actions are required.

| BARLOW,GLENNF (3 DayDis..

Go to Attendance Details for

Select an Employee w |

Warning Action reguired

Action

The information about the incident will be displayed. if

3 Day Disciplinary Suspension

Policy
Absences Actions Code 5

Completed Date *

8/24/2021 | B8
Details
| s s e 1
Click on See Full Attendance Details at the bottom. AL bz Absences L escused
8/09 Code 5 - Absences Unexcused
5/24 Code 5 - Absences Unexcused
517 Code 5- Absences Unexcused

ISee Full Attendance Details ZI

Workforce Dimensions 10/15/2021 84/116
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On this form, you will see balances calculated per
every day. Navigate to the date that has the action. It
have what action that needs to be taken listed on the
left. Occurances appear with a grey and white border
on the left.

» Code 5 - Absences
Unexcused

Event Amount
09:00

3 Day Disciplinary
Suspension

Balance Name
Code 5 - Absences

Day End Balance: Code 5 -

Balance Amount

Southern States, LLC CMilby
October 15, 2021
Workforce Dimensions 85/116
- Absences 124 LY
R:z;ﬁ;galance: Code5 - ?'_solance Amount

Balance Chang

1.0

Balance Trigge

8.0

Absences %Y
Review the information. ‘ i il
Llance: Chde 5 Balance Amount
7.0
= Event Amount Balance Change
IS:;’SE"“S 09:00 10
R Balance Name Balance Trigger Amount
Ilg:g:lmary I Code 5 - Absences 8.0
/4
A Policy Name
I Absences Actions Code 5
e Code 5= Eanlar.ce Amount
Select the pencil icon on the far right of the screen.
&
&
Click on the item View Document 2
Update Action

Forward Document

Display Policy

View Document

This will download the disciplinary form as a Word
document. Click on the link once it downloads. If you're
in Chrome, it should appear at the bottom of the
screen.

Day Start Balance: Code 5 -

Absences

Code 5 - Absences
Unexcused

¥ Written Warning

Balance Amount
6.0

Event Amount

08:00

Balance Name
Code 5 - Absences

RV

@:ISSL Disc Notice.

.docx I e

H O Type here to search

Balance Changj

1:0

Balance Triggei

7.0

[n

Workforce Dimensions 10/15/2021
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‘SOUTHERN STATES LLC
DISCPLIARY WARNSNG NOTICE

Employes Mo o122 Dae r2v3ses

e Review the disciplinary form. Type any necessary comments. Print the document and follow standard

procedures for issuing the disciplinary action.

Return to Workforce Dimensions and click on the
pencil again. Click on the pencil an go to Update
Action.

Completed Date

(3=

Ij—:ie-:t adat

— Aug 2021
Mo Tu We Th Fr
26 27 28 29 30
2 3 4 5 &
g 10 11 12 13
16 17 18 19 20
23 24 26 27

L
=]
(98]
v}
I

e Select the date you have issues the disciplinary action.

yv

Workforce Dimensions 10/15/2021
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Click on the details box and enter text to describe what
action was taken.

Workforce Dimensions 87/116
UPUGIC RAouvii Fa
t
Completed Date
[ zr25202 | B8 cear

Details

Click on the button Save

Cancel Save

Click the drop down arrow on the occurance on the far
left.

Day Start Balance: Code 5 - Balance Amount

Absences 7.0
Code 5 - Absences Event Amount Balance Chang
» :
Unexcused 05:00 1.0
e Balance Name Balance Triggei
3 Day Disciplinary ! g9
L4 Suspension i Code 5 - Absences 5.0

Balance Amount

Day End Balance: Code 5 - 80

Absences

S R/1R/20N21

You can now see when the 'Action Completion Date'
was, which should be the date you filled in.

16. Absence Report

Click on the button Main Menu

B [BY)
P

Llance: Chde 5 ?ﬁance Amount
Ev n r lar Chan
- Absences Event Amount Balance Change
= 09:00 1.0
epinls Balance Name Balance Trigger Amount
lisciplina
|si0|f ry Code 5 - Absences 8.0

Policy Name
Absences Actions Code 5

Action Completion Date
8/25/2021

I

Balance Amount

nn

lance: Code 5 -

' H Home
¢« > c
I OctoPrint
(=1 Southern

ﬁ |:J_ States

:
8 southernstatesllc-uatnpr.mykronos.com/#/

B4 Planner 25 S5l intranet p Cameras ) Spotify

.
-~

A N

-

1, A - _
ﬁ&fh‘-ud- S TETaAn
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& >, Workforce Planning

~ Dataviews & Reports
Dataview Library
Group Edit Resulis

Report Library

& > My Information

1. Click on the item Dataviews & Reports Dataview Library Group Edit Results Report Library

2. Click on the link Report Library

Click on the button Run Report & — (C & southernstateslic-uatnpr.mykronos.com/repexefram#/repor
2 Apps (@ OctoPrint B Planner =5 S5l intranet §>" Cameras (-:} Spotify

V=)
— =1/ Southern
= ﬁ |:J_ Stales

E B

RAUR Report

Jobs

@ Mo completed reports are available. Click "Run Report” to select and run a report.

N Pammmlatbadd [0

Employee Sign-Off

é Exceptions ‘

FTPT Report

Hours by Location

Time Detail ¢

» Work

—_

Click on the button Timekeeping
2. Click on the button Exceptions

Click on the button Select

Displays exception and comments attached
to the start or end of a shift, break or meal, as
well as absences for each employee within
the specified time period.

FTPT Report

Houre bar L neatinn

Workforce Dimensions 10/15/2021 88/116
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1. Click on the timeframe.

Yesterday, Today, Tomormow

Yesterday Plus 6 Days o

Yesterday Minus 13 Days
Last 7 Days

Last 30 Days

Current Week

Last 4 Weeks

Last 3 Months

Last 90 Days

Last 4 Quariers

| ——,
Last A‘!Uuall"ters
P Week

2. Select the timeframe you want to see.

Select the Hyperfind dropdown to select the

employees you want to see.

Timeframe *

[ - Llast4Quarters 4 )

Hyperfind *

I E > Al Homel

my Employee Group and/or Crganizational Group that are active or employed and working as of|

ExXcepuon Types-

If the people you don't see aren't already listed, click

on New Hyperfind.

Test Break

0-ST All Managers

0-ST Employees with Unapproved Tim..

New Hyperfind

Select Locations

Click on the button Add Conditions

Build your Hyperfind by adding conditions here.

Add Conditions

Workforce Dimensions

10/15/2021
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Select the information you want to filter the data by. SalectCofiditisne
You can use name, employe number, department, or
more. Filter ||  Primary Job
i @® Include O Exclude people wh
v General Information
Mame or ID
Select All
Primary Job MName or ID €
Locations
Expired Prmery ok Ll Southern States LLC
wclude (O Exclude people who meet this condition
Nby § BylLastName v
10058 B}r Last Mame
:hfor} By First Name
By Full Name
1. Select the Search By dropdown.
2. In this case, we are searching By First Name.
v Choose Specific People
Search for
] [
1. Enter the information you want to search.

SEdILIT Oy | By Hirst Name

-

We searched for Quartney, so we click her name to
select her.

w Choose Specific People

Search for

| Quartney
I Quartney, Alexander, 001741

| Quartney, Alexander, 001741

Workforce Dimensions 10/15/2021
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Click on the button Add

iler

Selected Conditions Add

Add

Click on the button Apply

8:40 AM

6/2/2021

Click on the button Save

@ Add or Edit Conditions

Click on the ellipse next to the exception box to see a

list of exceptions that can be displayed.

Exception Types *

Output Format *

PDF -

In this case, we select all exceptions.

E Select All

[] Bonus Applied
[ Break Qut Of Sequence

[] Cancelled Deduction

Workforce Dimensions

10/15/2021
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Click on the button Apply

< B < I < B < |

Late Out

Long Break
Long Shift

Long Total Break

Click on the button Run Report

When the report is complete, you will recieve a prompt.

Press Ok.

() Report is completed

Exceptions Report is completed

As long as the report's file type was a .pdf, it will
download automatically. Open the report and review

the information.

@I _Report Output_Ex...pdf I A

H O Type here to search

Review the report.

Employee Name

(1)
Alexander,

Exception Day Exception Date

Quartney (001741)

Tha Jan 14, 2021 Jan
Fri Feb 19, 2021

Sun Mar 7.2021 M
Man Mar 22, 2021 Mar 2
Wed Jan 27, 2021 Jan
Thu Jan 28, 2021 Jan |
Fri Jan 29, 2021 Jan |

Workforce Dimensions
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17. Weekly Time Review and Approval

Click on the button Main Menu

J 5 camunwnsy-corsro-sout x " B rome
& (& B southernstatesllc-sso.prd.mykronos.com/#/
HH Apps "‘ OctoPrint Planner =5 55| intranet %; Cameras M MMC

Under the Schedule tab, open the Schedule Planner
with Absence Calendar.

@ Home
@ - Time
& ~ Schedule

SS-Schedule Planner with .

R v Workforce Planning

6 v Dataviews & Reports

Review the schedule for any time-off requests. They
will show up as grey boxes saying "Submitted."

5:00 AM - 3:30 PM
I_ |

Right click on the grey box.

| § |
5:00 AM - 3:30 PM [
I_ = |

5:00 AM - 3:30 PM
|_ ==

55 - Hourl
11 Submitted
S5 - Hourly

@EEE PAGE, BRETT

i ﬂ“&: SS-HVAC (8:00 AM - 4:00 PM)
1 10/07/2021
Select the correct response for the request. If you = : l)
accept it, it will excuse their shift and apply the time off ™ e
to the shift. You can also edit from here if you want to o Created On
change the amount of time or paycode type the = 9/08/2021 11:48 AM
employee has requested. = e i
5:00 AM i % Vd @ -~
Approve Refuse Edit cancel add

55 - Hourly

Workforce Dimensions 10/15/2021
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If you approve the time-off request, it will reflect in the
system with a green bar and checkmark saying

'Approved ! —— 7:00 AM - 3:30.
700 AM - 3:30.
|— ==
S5 UFT Code.. |
|—
S5 - Hourly
- Approved
If you decide to refuse the request, the schedule will 3
stay the same. You will get a red X and a 'Refused’ i
comment on the request. &
5:00 AM - 3:30 PM
|—-
23 - Hourly
PAGE, BRETT
&
SS-HVAC (8:00 AM - 4:00 PN
& 10/04/2021
. & ———
If you approve time, Iand then rl1eed to cancel, you can e
right click the green 'Approved' status and select |—-
cancel. It will then turn red with a crossed circle saying A
'Canceled.'
&
3 PAGE, BRETT

S5 UPT Code 1 Personal Tim
PM)

Partial Group / No inheritance

EDWARDS, VICKIE

"8 GARNER, KIMBERLY B

15t Shift Last Mame H-M [1]

Partial Group / Mo Inhentance

-

n JACKSON, STEWART

o Next, select the employees you want to approve timecards for. You can do this by selection each employee
checkbox.
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If you _rather select all employees at once instead of ® = A pe e Lo
specific employees, select the black box in the top left W e DAL T oy R 7
of the employee list. ki s
v ; Al
Hame [2/6] Yo s BASUM:J;E‘J ap
Ungrouped Employees [0]
Mo Inheritance
- 1st Shift Last Name A-G [2]
Partial Group / No Inheritance
Click on the button Select All s
© B A F B g
quick Show /Hide Table view Zoom Tools Benerste Load
Actions schedule Groups
v Y I
Sun 10/03
\L 124 44 8a i 12P 4P
Unselect all
Sort Selected First
Partial Group / No inheritance
Right click on one of the selected employees. Name l6/6] T .. I

Ungrouped Employees [0]
Mo inheritance
1st Shift Last Name A-G [2]

Partial Group / No inheritance

| EDWARDS, VICKIE
I

GARNER, KIMBERL
—

EDWARDS, VICKIE

1st Shift Last Name

Partial Group / Mo inherit Employee ID: 000222

Feople

Timecard

Attandanca Nataile

e Click on the button GoTo
e Click on the button Timecard

2P ip BP 124 45

In Out Transfer in Out
6:57 AM 1220 PM P, 1248PM pi P 330PM b
6:56 AM 1220 PM r‘ 3:30PM
Workforce Dimensions 10/15/2021 95/116
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o Review all time on the timecard and make sure that it is correct in the system.
If an employee was absent and needs a code 5, or L. - £ X T
was tardy and needs to have a code 0, right click the ) analysis Ations
ﬂag Date Schedule Absence In
10/04 7:00 AM - 3:30 PM 6:54 AM
10/05 7:00 AM - 3:30 PM i
10/06 7:00 AM - 3:30 PM = R
10/07 7:00 AM - 3:30 PM
Click on Comments A e
el Zoom Approve Exceptions:
i Unexcused Absence
Date
& Mon 10/04 700 =
Tue 10/05 7:00
Wed 10/06 7:00 AM - 3:30 PM
Thu 10/07 7:00 AM - 3:30 PM
]ﬁ[ Select a Comment .

Attendance Maintenance Adjustment

Code &

Excused

e Apply the correct code. Please note that when an employee has a flag on their timecard, it does not mean
that a code was automatically applied. You must add a commnet and apply one of these codes to have

their absence or tardy count towards them.

Enter a comment.

1y Code

Amount

Lonmmen un

- |

| Unexcused Absence

Add Comment

i | codes E]

@l‘ Type a note (optional).

Add Another Note

Workforce Dimensions 10/15/2021
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Click on the button Add . R Add Comment
i | Code 5 - |
fi | rype a note (optional)

Add Another Note

Click on the button Apply

You will now see the comment has been added to the
punch or absence.

Date Schedule Absence in

10/04 7:00 AM - 3:30 PM 6:54 AM

10/05 7:00 AM - 3:30 PM i =

10/06 7:00 AM - 3:30 PM

10/07 7:00 AM - 3:30 PM
If you see any employees with a red bar that should
not have a red bar, such as returning from lunch early,
please correct this. In this scenario, the employee has S i i 1
clocked back in early from lunch. Right click on the red - <
flag. P, 1248FM P, 330PM

g 2w |fi o s30em

Click on Mark as Reviewed. This shows that this R
punch is acceptable and has been reviewed. Only do : ;ﬂ;ﬁ;ﬂ;@;

this if the punch should be excused.

Workforce Dimensions 10/15/2021 97/116
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If an entire box is red, as seen here, it means the

employee did not clock out. Payroll's Sign-Off will not

process properly if these punches exist. Please enter

the correct time that the employee left for the day to

rectify this. fer in out

Transfer Pi

Lastly, check that the totals for the week are
calculating properly. This is an important step.

Totals

Make sure All is selected on the dropdown menu in

Sat 10/09
the top left. +
= Sun 10/10
Daily hd | | All - Totals Details For Tue 10/05,
All
Job
Daily
Period to Date Machine Operator 6
Time ltem
L = =]

o Review the totals for the weekly summmary and confirm everything looks correct. If anything looks off, you
can pinpoint the day that is causing issues using the 'Daily' totals view.

If you want to look at the daily view, select the .
dropdown menu from earlier and select 'Daily. Clickon ~ + S
the specific days in the schedule, and the totals tab will

. " == Sun 10/10
adjust to show you that specific day's totals.
Daily hd | | All - Totals Details For Tue 10/05,
All
Job
Daily

Period to Date Machine Operator 6

Time ltem
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Once everything looks correct, select the 'Approve’ in = o VKG
the top left of the screen.

| GARNER, KIMBER.. |00016'|3 < 2of6 2

o o
= A v/ & . »
List View Zoom Sign-off Rule
Analysis
|
Date Schedule Absence
e @' Mon 10/04 7:00 AM - 3:30 PM

= S PR LT

Click on the Next Employee button and continue
these steps through all employees.

H 8 southernstateslic-sso.prd.mykronos.com/timekeeping#/timecard
-,

| OctoPrint Planner =5 SSlintranet Y Cameras M MMC M MSC @

4ADs, VICKIE  + | @ ooo222 Tofe »

PA 2 » &~
Zoom Approve Sign-Off Rule Accrual
Analysis Actions

Click on the Noatifications icon in the top right.

* Do nG :

GS Engineering360 P Google Maps  » Other bookmarks Reading list

Click on the View All button at the bottom. Employee Name

HOLESH, HUBERT

Empioyee Number

001320

Exception Type

Unexcused Absence

Exception Date

9/10/2021 -

View All
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Categories 2 Filter - a -

Tasks | Active

0 My Requests

Leave of Absence
U R
equests

0 Auendance

B Employee Requests

1... Timekeeping

e Your notifications are separated into categories on the left hand column.

U Wiy nEyuesis

Select Employee Requests to see pending time off
requests from employees.

0 Leave of Absence
Requests

0 Attendance

6 Employee Requests

1... Timekeeping

o Review the time off request data. You should see employee name, the date they made the request, the
type of time off they have selected, and the timeframe that they have requested off.

Select the checkbox next to the employee request. Y %
You can only approve one request at a time. Selectall  Refine My Actions
Tasks Flequest
0 E E Fmployee
Created On
0 MyRequests Employee Name and 1D:

Flequest Period:
I\ pproval Status:
JApproved By:
Fequest Status

0 Leave of Absence
Requests
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Select the 'Approve' button in the top right if you want

to approve the request. Otherwise, select 'Refuse’. — _
] The Fabricator @ ULINE f{i Pipe Sizes @GS Engineenng360 Google Maps

You should get a confirmation message at the top of _
the screen. If the employee does not have a balance to

pull from, you will get an error message.

¢ Navigate to the Schedule Planner with Absence Calendar.

At the bottom of the screen, click on the tab 'Absence
Calendar.'

Absence Calendar

¢ You will now see a calendar view including this month and two months out.
e If you want to see the next three months, click the Next button in the top left of the tab.

Workforce Dimensions 10/15/2021 101/116
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12 13 14
19 20 21
& @ |
26 27 28
L ] L ] q

¢ On the calendar, any time off requests will show up as a black dot on the date. You can click on these dots
to navigate to that specific day.

You can see the selected timeframe at the top of the schedule.
e You will see the schedule and time off request for this day listed below.

If you have an employee(s) that have multiple days off *
in a week, you can select that date range to see more — - .
dates listed at a time. Select the Calendar button in the © ®* UUNE @ Pipesies GS Fngineenng?6d 9 Google Maps  » ik

&)~ 12202021 & ~ 1 Employee(s)

Select the Select Range button. SRR
Last 90 Days

Last 4 Quarters

12/20/2021

Select Range

Workforce Dimensions 10/15/2021 102/116
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o

26

20 21 22 23 24
27 28 29 30 31
3 4 5 i1 T

25

e Using the absence calendar at the bottom of the screen, we see this employee has three days they're
taking off for the week of December 20th. We select this time frame to be able to see all days at once.

Click on the button Apply

19

26 27

21

28

24 25

29 30 Ell 1

5 6 7 8
Loaded: 8:2

T Apety [ATY
Sun Mon Tue Wed Thu Fri
1 2 3

To approve the time off requests, right click on the
grey bar that says 'Submitted.’

7:00 AM - 3:30 ..

[ T |
Click on Approve Created On

n

ritance

9/09/2021 9:28 AM

Renuiesat Netails

|11 Submiited

Workforce Dimensions
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Renuest Netails

X ¢ 0 B’

Refuse Edit Cancel add
Comment

11 Submitted

Do this to as many requests that you want to approve. If an employee does not have enough balance to
cover their request, you will get an error on approval.

To check the accrual balance for multiple employees, I [ s5-schedute Planner with Absen X '

we can run a quick report. Select Main Menu in the S
& => C B8 southernstatesllc-sso.prd.mykronos.com/schedule
top left.
H Apps c OctoPrint Planner =5 S5l intranet %,'.' Cameras M MMC

quick Show/Hide Table view Zoom Generate Load
Actions

Partia

=+ Workforce Planning

t» ~ Dataviews & Reports

Dataview Library

Group Edit Results

Report Library

# v Maintel feper oy

e Click on the Dataviews & Reports tab.
e Click on the link Report Library

Click on the button Run Report « =5 C & southernstateslic-sso.prd.mykronos.com/repexefram#/repor
i1 Apps [ OctoPrint Planner =5 55| Intranet % Cameras M MMC

-] o UKG
ﬂejoc;&!rg Select All Aur H

~ Completed [9]

| M (o Report Name Accrual Reporting Period Summary
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Click on the button All

G5 Engineenng3bl Y Google Maps » Uther bookmarks [S] Heading hst

_ Select Report X

— Report Name
ol § ..

Date In

Date Out

> Activities

~ Attendance

Attendance Action Detail

Click on the button Accrual Reporting Period

Summary

— Report Name
U @ Type
Date In
Date Out
Running As
Output Type

— Report Name
o @ Type
Date In
Date Out
Running As
Output Type

Absent Employees

Accrual Debit Summary

Accrual Detail Report

Accrual Detail Report With Running Balance

Accrual Reporting Period Summary

Actual vs Schedd Accrual Reporting Period Summary

Attendance Action Detail

Attendance Analvsis

Click on the button Select

Coverage Variance by Zone

Daily Productivity Trend - 14 Days (Analytics)

Department Actual (Analytics)

Efficiency Rollup by Employee Report

Emnlovee Actual Hours (Analvtics)

Click on Today

Description

Displays current accrual balances, pending

grants as well as future takings, credits, and
projected balance of the selected employee

] Report Name e .
L Timefram
0@ Type imeframe
5 Date In ﬁv —— N
| —
|CC‘€}-'
3 Hyperfind *
| & ~ Altiome
0O ® Report Name v} All Home

Type

Click on the item Today

* T o xG

GS Engineering360 ) Google Maps  » Other bookmarks Reading list

Timeframe

Today

Yesterday

Week 10 Date

Last Week
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Select the Hyperfind button. i e T
> Date Ot By 1o 4, ?
Running As
Output Type Hyperfind*
0@ Pevorhame
> EJI:IE an, Output Format *
Running As -
Output Type | FOF |
Click on the link Select Locations Sk
Running As 'Pay Export All &
Output Type
ITest Pay export & o
New Hyperfind
Select Locations
Navigate to the department you want to look at. Select
Southern States LLC. Select Favorite
Select All
Locations =
00 1=
Date Southern States LLC
» P
Date Southern States LLC
Runmn
Ouu_:i
0o A
Select Southern States LLC again.
o
gB..
" Locations -
® _{ Southern States LLC
< Southern States » P
LLC/Southern States LLC
Southemn States LLC/Southern States LLC
Jobs
LI Work ®

Select the checkbox next to the department(s) that you iates Lic

want to see.

25 LLC/Work

y =
Southem States
LLC/Southern States
LLC/Human Resources

Ll Information Technology

@ .../Southern States
LLC/Information Technology

Machine Shop

Southem States
LLC/Southern States
LLC/Machine Shop

Ll Maintenance

Southemn States
= LLC/Southern States

Workforce Dimensions 10/15/2021
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Click on the button Apply

[REe I IO TR ey ey )

Machine Shop

Southern States y @
LLC/Southern States
LLC/Machine Shop

-

Click on the button Run Report

Cancel

Run Report

-

Once the report is completed, you will get a
confirmation message.

Srainger @ Global Industrial ¥ Carrlane (@ Morthem Tool [J] Modem Materials..

Report is completed| |

Accrual Reporting Period Summary

Report is completed

Select Ok. The report will automatically download.

() Report is completed

Accrual Reporting Period Summary
Report is completed

Open the report and make sure all the balances check

out properly.

@ _Report Output_Ac...pdf ~

O Type here to search O [ |

20. Approving Time Off Requests - Superuser

Workforce Dimensions 10/15/2021
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e Navigate to the Schedule Planner with Absence Calendar.

At the bottom of the screen, click on the tab 'Absence
Calendar.'

Absence Calendar

¢ You will now see a calendar view including this month and two months out.
¢ If you want to see the next three months, click the Next button in the top left of the tab.

12 13 14

e On the calendar, any time off requests will show up as a black dot on the date. You can click on these dots
to navigate to that specific day.

Workforce Dimensions 10/15/2021 108/116



= October 15, 2021
SlﬂtES Workforce Dimensions 109/116
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e You can see the selected timeframe at the top of the schedule.
e You will see the schedule and time off request for this day listed below.

If you have an employee(s) that have multiple days off =
in a week, you can select that date range to see more — - . _
dates listed at a time. Select the Calendar button in the © ¢ UUNE (& PipeSiaes GS Engineerng260 G Google Maps  » Oth

&)~ 12202021 & ~ 1 Employee(s)

Select the Select Range button. SRR
Last 90 Days

Last 4 Quarters

12/20/2021

Select Range

| 19 20 21 22 23 24 25

26 27 28 29 30 31 1

e Using the absence calendar at the bottom of the screen, we see this employee has three days they're
taking off for the week of December 20th. We select this time frame to be able to see all days at once.

Click on the button Apply

2 3 4 5 ] 7 8
Loaded: 8:2
T Apety [ATY
Sun Mon Tue Wed Thu Fri
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To approve the time off requests, right click on the
grey bar that says 'Submitted.’

Click on Approve

Created On

ses [

9/09/2021 3:28 AM
1 Renuest Netails
ritance
b

Remast Natails =
Refuse Edit Cancel add

Comment

i

11 Submitted

e Do this to as many requests that you want to approve. If an employee does not have enough balance to
cover their request, you will get an error on approval.

To check the accrual balance for multiple employees,

u 55-Schedule Planner with Absen: X E
we can run a quick report. Select Main Menu in the
tOp left < 2 G B southernstatesllc-sso.prd.mykronos.com/schedule

£ Apps @ OctoPrint Planner =5 SSlintranct S Cameras M MMC

© B8 A B &

Quick  Show /Hide Table view Zoom Generate Load
Actions schedute Groups
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= v Workforce Planning

t» ~ Dataviews & Reports

Dataview Library

Group Edit Results

| Report Library

t ~ Maintem

e Click on the Dataviews & Reports tab.
e Click on the link Report Library

Click on the button Run Report « =5 C & southernstateslic-sso.prd.mykronos.com/repexefram#/repor
£ Apps (€ OctoPrint P Planner 25 SS|intranet %,‘ Cameras M MMC

BEC

Reporting  Select All AUR Repas
Jobs Run Report

~ Completed [9]

M (o Report Name Accrual Reporting Period Summary
CI|Ck on the button A" GS Engineenng3bl Y Google Maps » Uther bookmarks [E] Reading hst
_ Select Report X
> Activities

v Attendance

Report Name
U @ Type

Date In

Date Out

Attendance Action Detail

Absent Employees

Click on the button Accrual Reporting Period

Report Name
Summary 0o

Type Accrual Debit Summary
Date In
Date Out
Running As
Output Type

Accrual Detail Report

Accrual Detail Report With Running Balance

Report Name Accrual Reporting Period Summary
D@ Rew
Date In Actual vs Schedt| Accrual Reporting Period Summary
Date Out
Running As . :
Output Type Attendance Action Detail

Attendance Analvsis
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Click on the button Select

Coverage Variance by Zone

Daily Productivity Trend - 14 Days (Analytics)

Department Actual (Analytics)

Efficiency Rollup by Employee Report

Emnlovee Actual Hours (Analvtics)

Click on Today

Description

Displays current accrual balances, pending

grants as well as future takings, credits, and
projected balance of the selected employee

0@ Report Name Timeframe *
Type
Date In
> E!SIelltm ﬁ ~ Todyy 4 P
T | —
Running As Tooay
Output Type |—|
) Hyperfind *
Report Name gb ~ AllHome
o@ =*

Type

Click on the item Today

* Do n G

GS Engineering360 9 Google Maps  » Other bookmarks Reading list
Today B
Yesterday
Week to Date
Last Week
Select the Hyperfind button. i e T
Date In
> Date Ll“-ui Bl Todwi 4, P
Running As
Output Type
! Hyperfind *
5 = AllHome]
0 @ _IFE?E)DH Name o0
ype
Date In
> Date Out Output Format *
Running As | |
Output Type o8 M
. . R Uate in
Click on the link Select Locations Date Out
Running As IPay Export All &
Output Type
ITest Pay export &

New Hyperfind

Select Locations

Workforce Dimensions
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Navigate to the department you want to look at. Select
Southern States LLC. Select Favorite
Select All
i 3 Locations
Repa|
0@ Type
Date| -} Southern States LLC b
»
Date Southern States LLC
Runn|
Outpy
Fepol
D @ Tunad
Select Southern States LLC again.
(0]
gB..
Locations
& Southern States LLC
» © : 3}
outhern States »
LLC/Southern States LLC
Southern States LLC/Southern States LLC
Jobs
Ll Work ®
Select the checkbox next to the department(s) that you Haestic = Southern States
LLC/Southern States
want to see. LLC/Human Resources
L1 Information Technology
@ _/Southern Stat
25 LLC/Work LLExglﬂf{;frz‘lnatioan%ichnotogy
Machine Shop
Southem States
LLC/Southern States
LLC/Machine Shop
Ll Maintenance
Southemn States
i LLC/Southern States
Click on the button Apply oL munatiun Tee gy
Machine Shop
Southern States y @

LLC/Southern States
LLC/Machine Shop

Click on the button Run Report
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Once the report is completed, you will get a

confirmation message.

Srainger ”‘ Global Industrial ¥ CarrLane @ Northem Tool III Mademn Materials..

Report is completedl

Accrual Reporting Period Summary

Report is completed

Select Ok. The report will automatically download.

() Report is completed

Accrual Reporting Period Summary
Report is completed

Open the report and make sure all the balances check

out properly.

21. Paycode Definitions

@ _Report Output_Ac..pdf A

O Type here to search O [ |

Paycode Name

Definition

S$S-BD | Birthday

SS-BEREV

88-BHOL | Bonus Holiday

SS-BUYOUT

NLY BD | Buyout Only - Birthday

SS-BUYOUT O

LY BHOL | Buyout Only — Bonus Holiday

SS-BUYOUT O

LY HVAC | Buyout Only — Hourly Vacation

8-COVH | Covid Vaccination Holiday

S

Excused | Excused

SS-HVAC | Hourly Vacation

SS-OST | Off-Site Training

S5S-Pending | Pending

SS-SBDY | Salary Birthday

S$S8-8TD | Short Term Disability

$8-Suspension | Suspension

88-SVAC | Salary Vacation

SS Union Business-U | Union Business

SS UPT Code 1 Personal Time | Unpaid Personal Time Off

o Please see the table for paycode names and their definitions.
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22. SNE Recording Time

ol Budget - 2022 - Draftt X | [ ome

Click on the button Main Menu

« =5 8 southernstateslic-uat.npr.mykronos.com/#/
£ Apps @ OctoPrint Planner =5 SSlintranct S Cameras (Ml MMC
(1= Southemn
Q :‘J_J States
Tviain Menu
v
= M
A
e
i £ . E

€ v Dataviews & Reports

® ~ My Information

My Calendar

My Timecard

% ~ Maintenance

1. Click on the 'My Information' tab.
2. Click on the link My Timecard

e Input the time that you worked for the day, including a 30 minute segment for lunch. There will be a first set

of punches for the day prior to lunch, and a second set for after.

Press save. and then |Og out GS Engineering360 @ Google Maps  » Other bookmarks Reading list
) .

omB e @

* Current Schedule Period g% ~ 1Employee(s) Selected ¢} Loaded: 3:24 PM
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23. Timeclock - Operating and Registering Punches

Hold your badge to the top right of the time clock. The
top left of the time clock will turn green on an accepted
punch. You should recieve a confirmation message

saying "Punch Accepted." You are now clocked in/out.

If you scan your badge within a minute of previously
scanning it, the top left will turn red. You wil recieve an
error message saying 'Rejected Punch' with an error
message listing why it was reject.

Hapaind! Punch

e rpetred BT 044 (10K

e If you want to select any option on the screen, simply press them lightly with your finger. When it requests
your employee ID, scan your badge. Once you're done reviewing your information, be sure to press the
Home button. The Home button is a physical button below the touch screen on the right. Its icon is a house.
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