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HCG Time Submitting a time off request, using a PC:

1. Login > My Information > My Calendar

My Timecard
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if the timecard has been edited in any
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the audit tab.
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2. Select > Request Time Off > Choose the start and end date of the request > Select the
appropriate pay code from the drop-down menu > Enter the applicable start time > Enter the
number of hours > Click Submit.

Request Time Off
Type: 1-Time Off Request-Scheduled |«
Start date End date Pay code Time Unit Start time Daily Amount
+ 8/04/2020 8/04/2020 Please Select Hours 8:00AM 80
C-CompPay [«
Accruals on: | 8/04/2020 B F-Funeral
FMLA Comp
Accrual FMLA LWOP Balance =
FMLA Persor
Comp Time EMLA Sick Hour
Personal FMLA Vacarti Hour
Sick J-JuryDuty Hour =
P-Personally ™
Note (optional) h L
Cancel Submit
Examples of What to Enter When Submitting Time Off Requests
(Schedule: 8:30- 5pm, Mon — Fri / Time Period: 4/13- 26, 2014))
. # of Time End Start
Scenario Requests | Period Start Date Date Time Length
2 Consecutive Days Off
1 Current 4/21/2014 | 4/22/2014 830a 8
Monday (4/21) & Tuesday (4/22)
Non-Consecutive Days Off 5 Current 4/18/2014 | 4/18/2014 830a
Friday (4/18) & Monday (4/21) Current 4/21/2014 | 4/21/2014 830a
2 Hour Doctor Appointment:
1 Current 4/24/2014 | 4/24/2014 930a 2
9:30-11:30am on Thursday (4/24)
. 12/21/2014-
Christmas Week 2014 , 01/03/2015 12/22/2014 | 12/24/2014 830a 8
Monday — Friday (12/22-12/26) 12/21/2014-
Note: 12/25 is an observed Holiday. 01/03/2015 IZZHA0 || LA el &




HCG Time How to retract or cancel a time off request, using a
PC:

1. Right click > applicable TOR > choose Cancel Request

My Calendar
August 2 - 8, 2020 »
1 ©® LY
Day Week Month Visibility Request
Filter Time Off
Sun 8/02 Mon 8/03 Tue 8/(0) Wed 8/05 Thu 8/06
1-Time Off Request-Scheduled
My Calendar
August 2 - 8,2020 »
o ar
3 L0/ LY
Day Week Month Visibility Request
Filter Time Off
Sun 8/02 Mon 8/03 Tue 8/(0) Wed 8/05 Thu 8/06
Details
Cancel request




2.

Cancel Time-Off Request

B Submitted:  £/04/2020 - 306:43PM
Modifiedby. 016438

Employes:
» Reqguested

DeManincor, Jennifer R

Type:  1-Time Off Request-Scheduled

Status History
] Submitted: 2/04/2020 - 2:06:43FM
Requeat
test

Mate (optional)

Typ= & note (optional)

The manager/supervisor then should approve cancelled request.




APPROVING/REEUSING TIME OFF REQUEST

1. Select the Requests workspace (far right blue section)
2. Select All Home from the Show drop-down menu and a specific time period from the
Time Period menu; or use the calendar icon to specify a date range

Requests
Time-Off ¥ | Multiple (4) " 8/31/2020-6/30/2021,S... | * | | 322 | | AJjflome
= 1Y)
StartDate:  8/31/2020
Refresh
End Date: 6/30/2021
Submitted By Employee Subject Start Date End Date Modified By (Username) Status Submit Date

Cancel Apply

3. Highlight the request you want to approve/refuse, and click the Approve or Refuse icon.

Requests
Time-Off v Multiple (4) v

® e X

Detailz Retract

Submitted By Subject

Punte Pinos, Brenna C Punte Pinos, Brenna C 1-Time Off Request-Scheduled 10113/,
Howard, Victoria L Howard, Victoria L 1-Time Off Request-Scheduled 9/04/2
Howard, Victoria L Howard, Victoria L 1-Time Off Request-Scheduled 112
Howard, Victoria L Howard, Victoria L 1-Time Off Request-Scheduled 1113

min 1 Flniimed Mimtmrin 1 T ML P riannt Calandsiind 110900

4. Review the details of the request, click Approve to save & close. (Click Refuse from the Refuse
Time-off Request page, in the alternative case)

Approve Time-Off Request

Submitted:  2/07/2020 - 312:33PM
Modified by: 011681

Employee: - — Type:  1-Time Off Request-Scheduled
Start date End date Pay code Time Unit
9/04/2020 9/04/2020 P-Personallve Hours

Accruals on: | 9/04/2020

Accrual

Comp Overage 1.5 0.0 Hour
Comp Time 0.0 Hour
Comp Time 1.5 0.0 Hour

Status History
Submitted: 2/07/2020 - 3:12:33PM
011681

Comments (0)

@ (T




ADDING PUNCHES TO A HOURLY EMPLOYEE TIMECARD

1. From Manage My Department > Select Reconcile Timecard from Genies dropdown.
NRUITNU

M Manage My Department  ©) | 4+

Genies

QuickFind +| |* Q
QuickFind
New Hires \ @g_ Ea
Pay Pepod Close e Timekeeping  Accruals

Reconcile Timecard
Hours Summary
Fire Hours Summary

Overtime Hours hd

2. Select All Home from the Show drop-down menu and a specific time period from the
Time Period menu.

Genies
Ex die- V& o & v o >
Sel Column Filter Pecple Timekeeping  Accrusls Approval Schedule Refresh Share
Selection
Name Unexcused Missed In-Punch Early In Late In Early Out Late Qut Unsched Totals Up
Absence Hours To Date

3. Double click on Employee to access Timecard
4. Enter all in and out times using the acceptable format (hr:mn am/pm)

Date Schedule In Transfer Out In Transfer Out

+ Tue 8/04

+ Wed 8/05
+ Thu 8/06

+ Fri 8/07

+ Sat 8/08

+ Sun 8/09
+ Mon 8/10
+ Tue 8/11

+ Wed 8/12

=

5. Click Save.



Entering a Telework Transfer in Kronos

Hourly Timecard View

Click in the Transfer field. From the drop-down menu, select “Search”

Timecards

_ Tofl 01229

104

View

+ | |+ [+ |*
x

v

Approve
Timecard

Date
Mon 3/16
Tue 3/17
Wed 3/18

Thu 3/19

4
o Fa
signoff  Accruals
Actions
Schedule

8:00AM-5:00PM

8:00AM-5:00PM

8:00AM-5:00PM

8:00AM-5:00PM

In

8:00AM

8:00AM

8:00AM

8:00AM

Transfer Out
111 [Telework/ 12:00PM
= 12:00PM

[SAT/SATO05/~/+/-/+/- o
SAT/SATO04/-/-/-/-/- 12:00PM
;DPW/DPWSWM/////

;;COMMISSION 12:00PM
Search.. ]

In

1:00PM

1:00PM

1:00PM

1:00PM

Loaded: 10:02 AM

Transfer Out

5:00PM

5:00PM

5:00PM

5:00PM

Current Pay Period

Pay Code

(=)

Timecard

s

Refresh

Amount

Click the drop-down for DS-Func and Course, in the search field, type and select Telework. Click Apply to close.

* X
| Transfer Il

Job Transfer

Department:

Source Value:

Manager:

TBD4

Job

Labor Account

Work Rule

Labor Account

Add Labor Account

1/1//Telework/

Work Rule

- DS-Rates:
- DS-Func and
- DS-Job:

Telework - Telework

teld

Telework

Cancel

le

Clear All k

-

- X
Telework

E

Apply

1 Employee(s) Selected

Shift

8.0

80

8.0

8.0

Sl

GoTo

Daily

8.0

80

8.0

8.0

-



Click Apply. Then on your timecard, click “Calculate Totals”, then “Save” You should now see the transfer to Telework on your
totals tab at the bottom of your timecard.

® Y- o fa 6 O H
View Approve SignOff  Accruals Print Refresh Save
Timecard Actions Timecard
Date Schedule In Transfer Out In Transfer Out Pay Code Amount Shift
+ X Mon 8/17 T:30AM-4:00PM 7:30AM 1 Telework/ 11:30AM 12:00PM 4.00PM 8.0
+ X Tue 8/18 T:30AM-4:00PM 7:30AM S Telework/ 11:30AM 12:00PM S Telework/ 4:00PM 8.0
+ X Wed 8/19 T:30AM-4:00PM 7:30AM 1 Telework/ 11:30AM 12:00PM 4.00PM 8.0
+ | X Thu 8/20 T:30AM-4:00PM 7:30AM 11:30AM 12:00PM 4:00PM 8.0
-+ b4 Cri 0/91 T7-2NARA A-NNDAA 7-I0AM 11.20AR 19.0NDAA A.NNDAA on
«
v
Totals  Accruals  Audits  Historical Corrections
All - All -
Location Job Account Pay Code Amount Wages
— (QFIN/FINDIR/012049/-/-/Telework/-  RG-RegularPay - 240
FIN/FINDIR/012049/-/-/-/- RG-RegularPay 56.0 S
 e—
Project View Timecards
H H . “" ”
Click in the Transfer field. From the drop-down menu, select “Search
My Timecard £
Loaded: 11:52 AM | Current Pay Period -
’
Voo B =] <
Approve Sign Off Accruals Print Refresh
Timecard Actions Timecard
x Hours Worked 1 Telework/ 80 80 8.0 8.0 8.0 40 ~
<Enter Pay Co..
Schedule 8:00AM-4:30PM 8:00AM-4:30PM 8:00AM-4:30PM 8:00AM-4:30PM 8:00AM-4:30PM
Daily Total 8.0 8.0 8.0 8.0 8.0 40
Pay Code Transfer Mon 3/23 Tue 3/24 Wed 3/25 Thu 3/26 Fri 3/27 Sat 3/28 Sun 3/29 Total
x Hours Worked 8.0 8.0 8.0 8.0 8.0 40.0
Search..
<Enter Pay Co...
Schedule 8:00AM-4:30P_.. 8:00AM-4:30P_.. 8:00AM-4:30P... 8:00AM-4:30P... 8:00AM-4:30P...
Daily Total 8.0 8.0 8.0 8.0 8.0 400 W




Click the drop-down for DS-Func and Course, in the search field, type and select Telework. Click Apply to close.
* X
| Transfer Il

Job te
Labor Account /111 Telework/
Work Rule

Job Transfer Labor Account Work Rule

| Add Labor Account Clear All i
Department: - DS-Rates: -
Source Value: - DS-Func and . Telework - Telework - X
I Manager: - DS-Job: teld
l TBD4 = Telework Telework
1 [
Cancel Apply

Click Apply. Then on your timecard, click “Calculate Totals”, then “Save” You should now see the transfer to Telework on your
totals tab at the bottom of your timecard.

My Timecard
Loaded: 12:07 PM | Current Pay Period - |
Il
Voo Fa = o
Approve Sign Off Accruals Print Refresh
Timecard Actions Timecard
x Hours Worked S Telewark/ 80 8.0 80 80 8.0 400
<Enter Pay Co.
Schedule 8:00AM-4:30P. 8:00AM-4:30P. 8:00AM-4:30P. 8:00AM-4:30P . 8:00AM-4-30P...
Daily Total 8.0 8.0 8.0 8.0 8.0 40.0
Pay Code Transfer Mon 3/23 Tue 3/24 Wed 3/25 Thu 3/26 Fri 3/27 Sat 3/28 Sun 3/29 Total
x Hours Worked ...846/-/-/Telework/- 8.0 8.0 8.0 8.0 8.0 40.0
<Enter Pay Co...
v
Totals Accruals Audits Historical Corrections
All = All =
Location Job Account Pay Code Amount Wages

_ | )/CADOHR/013846/-/-/Telework/-  RG-RegularPay _ 80.0



Project View Timecards — Partial Days/Partial Week
Telework for individual days or hours: Click on the “Enter Pay Code” field

Pay Code Transfer Men 3/23 Tue 3/24 Wed 3/25 Thu 3/26 Fri 3/27 Sat 3/28 Sun 3/29 Total
x Hours Worked 80 80 8.0 80 80 400
<Enter Pay Code>
Sched 7:30AM-4:00PM 7:30AM-4:00PM T:30AM-4:00PM T:30AM-4:00PM T:30AM-4:00PM

Daily T 80 80 80 80 80 400

-

In the search box from the drop-down menu, type “hours” and select the “Hours Worked option”

hour
Hours Worked T:30AM-4:00PM 7:30AM-4:00PM T:30AM-4:00PM 7:30AM-4:00PM 7:30AM-4:00PM
Hours Worked with Over
8.0 8.0 8.0 8.0 8.0 400
Transfer Men 3/23 Tue 3/24 Wed 3/25 Thu 3/26 Fri 3/27 Sat 3/28 Sun 3/29 Total
X/ (4 » 8.0 8.0 8.0 80 80 400
Please Choose: -
Schedule 7:30AM-4:00PM 7:30AM-4:00PM 7:30AM-4:00PM 7:30AM-4:00PM 7:30AM-4:00PM
Daily Total 8.0 8.0 8.0 8.0 8.0 400

v

Split your time between regular hours worked and telework as show below. Then proceed to complete the remainder of the
instructions below.

Pay Code Transfer Meon 3/23 Tue 3/24 Wed 3/25 Thu 3/26 Fri 3/27 Sat3/28 Sun 3/29 Total
x Hours Worked 80 40 80 80 80 320
x Hours Worked /016438/-/-/Telework/- 40 40

<Enter Pay Code>

Click the drop-down for DS-Func and Course, in the search field, type and select Telework. Click Apply to close.

* X
| Transfer I!

Job le
Labeor Account 1111/ Telework/
Work Rule
Job Transfer Labor Account Work Rule
Add Labor Account Clear All ‘
Department: - DS-Rates: -
Source Value: - DS-Func and Telework - Telework - X |
Manager: - DS-Job- IE|€|
TBED4 = Telework Telework

E

i

Cancel Apply

Click Apply. Then on your timecard, click “Calculate Totals”, then “Save” You should now see the transfer to Telework on your
totals tab at the bottom of your timecard.



Hourly View Timecards — Partial Days/Partial Week

Entering a telework transfer for the first half of the day will default to 8 hours (full day) of telework:

@ Y- o )
View Approve Sign Off Accruals Print
Timecard Actions Timecard
Date Schedule In Transfer Out In Transfer Out Pay Code
+ E Mon 10/12 Indigenous People's Day
+ 8:00AM-5:00PM
+ | [x Tue 10/13 8:00AM-5:00PM 8:00AM 12:00PM 1:00PM 5:00PM
+ X Wed 10/14 8:00AM-5:00PM 8:00AM 12:00PM 1:00PM 5:00PM
= =
£
Totals Accruals Audits Historical Corrections
Daily - All - Totals for 10/14/2020
Location Job Acc PRy COdE Amol
CAD/CADHRT/021092/-/-/Telework/- ~ RG-RegularPay 8.0
. (x)CAD/CADHRT/021092/-/-/Telework/- X-Total Worked Hours 8.0

To enter a half day of telework, you must enter the telework transfer on the second half of the day:

® Y- o G

- &
View Approve Sign Off Accruals Print
Timecard Actions Timecard
Date Schedule In Transfer Out In Transfer Out Pay Code
+ 8:00AM-5:00PM
+ X Tue 10/13 8:00AM-5:00PM 8:00AM 12:00PM 1:00PM A1 Telework/ 5:00PM
+ X Wed 10/14 8:00AM-5:00PM 8:00AM 12:00PM 1:00PM 5:00PM
+ X Thu 10/15 8:00AM-5:00PM 8:00AM 12.00PM 1:00PM 5:00PM
B
v
Totals Accruals Audits Historical Corrections
Daily - All - Totals for 10/13/2020
Location Job Pay Code Amount
CAD/CADHRT/021092/-/-/-/- RG-RegularPay 4.0

AD/CADHRT/021092/-/-/Telework/- RG-RegularPay 40




ADDING PAY CODE AMOUNTS TO TIMECARDS

Pay codes keep track of the type of worked and non-worked time that is entered in the
timecard such as Sick, Vacation, Jury Duty, etc.

1.

From Manage My Department > Select Reconcile Timecard from Genies drop-down.
NNUITNU

A Manage My Department @3 | 4+
H
Genies

QuickFind « | |* Q
QuickFind
New Hires | @3. (-
Pay Eedod Close jle mekeeping  Accruals
Hours Summary
Fire Hours Summary

Overtime Hours N

2. Select All Home from the Show drop-down and a specific time period from Time Period.
3. Select the employee, double click to access the Timecard.
4. Determine if the day for which you want to add a pay code already has punches.

@s >

If no, enter the pay code amount on the row for that day.

If yes, click the Insert Row icon to create a new row where you can enter the
pay code amount.

Select the pay code from the Pay Code drop-down

Date Schedule In Transfer Out In Transfer Out Pay Code

+ (X Mon 8/02 8:00AM 12:00FPM 12:30FPM 4:304M

Tue 8/04
Wed 8/05
Thu 8/06

Fri 8/07

Sat8/08

e EEEFE

Select the pay code from the Pay Code drop-down.

Enter the number of hours in the Amount field/column.

Delete the row with the punches if the number of hours is for the full day.
Otherwise, if the amount is for partial hours then modify it.

Click Save

Please Choose:

-



Howard County, MD - Move Amount and Work Rule Transfers

A “Work Rule” transfer is used when an employee’s work hours are defined differently than the default assignment.
Work Rule Transfers need to be done the following situations:
*Moving/Changing a Holiday to Vacation Earned
*Moving/Changing Overtime to Comp Time Earned
*Adding hours for Call-in
*Adding hours for Acting Pay
*Adding hours for Union Pay

*Adding Telework assignment

Scenario 1:
Overtime to Comp — using ‘Move Amount’ for employees who do not use Activities

1. Navigate to an employee who has OT calculated in their timecard. Select the ‘Totals’ tab in the timecard. Right click on the pay code ‘OT-Overtime’, this will open
up a pop up window. Select ‘Move Amount’

Timecards

Price, Joel E = Tofl 008040 Loaded: 8:28 AM | 1/26/2020- 2/01/2020,5. | = | (52| |1 Employee(s) Selected =

© @ ra =] s, (S

view ctivity Accrual Frint Refresh GoTo

Status Action Timecerd
Date Schedule In Out Transfer Pay Code Amount Shift Daily. Period
+ Sat1/25
+ Sun 1/26
+ % Mon 1/27 T:00AM-3:30PM 3:30PM 8.0 8.0 8.0
gl | 2 Tue1/28 7-00AM-3:30PM 80 80 160
LS Wed 1/29 7-00AM-3:30PM 80 80 240
+ X Thu 1/30 7:00AM-3:30PM 3:30PM 80 8.0 320
+ X Fri1/31 7:00AM-3:30PM 7:00AM i 6:00PM N 105 105 425
+ Sat 2/01 425
+ Sun 2/02
=
Accruals  Debit-Credit | Totals  Audits  Historical Corrections X
Totals Actions
All > oAl =
Location Job Account Pay Code ‘ Date 1/26/2020 E
DPW/DPWCIS/012549/+/-/~ OT-Overtime o Pay Code OTOvertime $123.30
DPW/DPWCIS/012549/+/-/~ RG-ReqularPay | Accoun DPW/DPWEIS/012549//-/-/ $1,315.20
Amount 25

-
2

Amount



2. This will open up another pop up window. Enter the required information and click on ‘OK’. Then click ‘Save’ on the timecard

The timecard now reflects the move you have made. A new icon is shown (# 2 below) that denotes a move has been made. You can click on this icon to delete the move

Move Amount

From

Paycode -
Amount (HH.hh):

Transfer -

To

Effective Date : *
Paycode : *
Amount (HH.hh):

Transfer :

OT-Overtime

2.5

[DPW/DPWCIS/01 2549/~ -/~

1/26/2020 HH
Comp Time Eamed 1.5 -
1.0

Comments (0) Add Comment

Cancel oK

that you have made, which will revert the totals back to the original totals.

Price, Joel E - Tofl 008040
®- Vv o- @
’ pheci ; ;
Date Schedule In Out Tiansfer
+ at1/25
+
& | 7:00AM-3:30PM
i | S 7.0044-3:30PM A
+ X Wed 7.00AM-3:30PM 7-00AM
& X ™ 7:00AM-3:30PM 7.00AM 3.30PM
+ X Emin 7:00AM-3:30PM 7.004M i 6:00PM
+ a1 /01
+ 02
Accruals  Debit-Credit  Totals = Audits  Historical Corrections
All - Al - e °
Location Job
DPW/DI
DPW/DI

DPW/DPWCIS/012549/+/-/+-

Pay Code Amount Shif Daily
80 80
80 80
B0 80
80 80
105 105
Pay Code
Comp Time Eamed 1.5 o
OT-Overtime

RG-RegularPay

Loaded: 8:33 AM

142612020 - 2/01/2020,S.

=

Frim
o

o

Aefresh

5 1 Employes(s) Selected

6} -




Scenario 2:

Overtime to Comp — using ‘Work Rule Transfers’ for employees that use Activities

1. Navigate to an employee who has OT calculated in their timecard. Right click on the ‘Employee ID’ in the timecard, this will give you the pay rule that the

employee is assigned to. Please make a note of this pay rule name

Timecards

Price, Joel E - 10f1 008040

@
©®- | Vv of @ ra-
View Approve Sign Off ACtivity Accrualg
Timecard Status Actions|
Date Schedule 1

+ Sat1/25

+ Sun 1/26 |
+ | |% Man 1/27 ?:DDAM-B:SOF;
+| | % Tue 1/28 '.":EIDAM-S:BDF;
+ % Wed 1/29 ?:DDAM-B:SOF;
+ % Thu 1/30 '.":EIDAM-S:BDF;
+ % Fri 1/31 '.":EIDAM-S:SDF;
+| % |

Price, Joel E

Pay Rule:
beginning of time - forever; 1810-30m Deduct-FS-PFS e

Accrual Profile:
beginning of time - forever; G2

Employment Terms:

Primary Account(s):
7/29/2019-forever DPW/DPWCIS/012549/-/-/-/- DPW/DPWCIS/Koelsch-
Donald/-/-/-/-

Daily: 0.0 Weekly- 40.0 Per Pay Period: 0.0




2. In the day on which the OT was calculated, if all available ‘In” and ‘Out’ columns have not been used — Then enter the in time for the amount of desired COMP
conversion. In this example — Employee worked beyond the scheduled end time of 3:30p till 6p. This calculated 2.5 hrs. of OT. If the employee requested 1 hour
of COMP, and the rest as OT — you would need to enter an out time of 5p, and then an in time of 5:01. Then for the middle column named ‘Transfer’, click on the
field which will open a drop down, then click ‘Search’

Timecards
Frice, Joel £ ~| < vof1 008040 Loaded: 129 PM | Current Pay Period ~ | [Z=] 1Employee(s) Selected |+
® | v & o B H oA
iew Approve Print Refresh  calculate save GoTo
Timecard Timecard Totals
Date Schedule in Transfer out n Transfer out Pay Code Amount shift Daily Period
+ £ Mon 1720 MLK Day £0 80 80
k3 7:00AM-3:30PM
F X | Teeva T:00AM-3:30PM 0PM 80 80 160
# X | wed12 7:00AM-3:30PM M 80 80 240
# | iz 7:00AM-3:30PM M 80 80 320
# X | Fiiea 7:00AM-330PM 0PM 80 80 400
3 Sat1/25 400
* sun1/26 400
# X | mon27 7.00AM-330PM P 80 80 480
* X | Tuerzs 7.00AM-330PM P 80 80 56.0
* X wed2g 7.00AM-330PM P 80 80 640
® X | Thui/3o 7.00AM-330PM P 80 80 720
* X Fivn 7.00AM-330PM 7:00AM 600PM | 500PM M 105 105 825
+ Sat 2/01 o ‘S‘eua"é"dem“ o 825
+ Sun 2/02 . . 825

Totals ~ Accruals  Audits  Activity Summary  Historical Corrections

Then click on the ‘Work Rule’ tab. In here, enter the name of the pay rule from step 1. You will need to select the corresponding ‘Comp Pay’ work rule from here. Click
‘Apply’. Then click on ‘Save’ on the timecard.

Transfer

Name Price, Joel E
Labor Account
Work Rule 1810-30m Deduct-FS-Comp Pay

Labor Account Work Rule

ls

Add Work Rule Clear All

1810-30m Deduct-FS

1810-30m Deduct-F5-Comp Pay

1810-30m Deduct-F5-Comp Pay-G4

1810-30m Deduct-FS WRP

1810-20m Deduct-RS

1810-30m Deduct-RS Comp Pay

1810-30m Mo Deduct-FS

1810-30m No Deduct-FS-Comp Pay

1810-30m Mo Deduct-RS

1810-30m No Deduct-RS Comp Pay -

Cancel Apply



This will create the out punch at 6p and also calculate the COMP in pay totals

o B

| Price, Joel E [~) < 10r1 © oosoa0 Loaded: 1:36 PM | Current Pay Period | =) [F) 1 Employee(s) Selectea | =)

@ | V- 8 o = L oo

View Approve Print Refresh Calculate Save GoTe
Timecard

Timecard Totals.

2]
n
g

[%] | Mon1/20 MLK Day

-] 7-D0AM-3:30PM

| X Tuerz 7:00AM-3:30PM 7:00AM 330PM 80 80 16.0
[# | X wed1/22 7:00AM-3:30PM 7:00AM 330FM 80 80 240
X Theies 7:00AM-3:30PM 7:00AM 330PM 80 80 320
[# | B Frivze 7:00AM-3:30PM 7:00AM 330PM 80 80 400
# [ satwzs 200
[# | % sunzs 200
[# X Mon27 7:00AM-3:30PM 7:00AM 330PM 80 80 480
[# B Tuerrzs 7:00AM-3:30PM 7:00AM 3:30PM 80 80 56.0
[# X wed1/29 7:00AM-3:30PM 7:00AM 330PM 80 80 640
[# | Thuiszo 7:00AM-3:30PM 7:00AM 3:30PM 80 80 720
# X Fiva 7:00AM-3:30PM 7:00AM 500PM | 500PM || 1810-30m DeductFS-CompPay J 600PM e 105 105 825
| ¥ satzol 825
# % sunwoz ‘ 825

Totals | Accruals  Audits  Activity Summary  Historical Corrections
A [~ =

DPW/DPWCIS/012549/-/-/-/- Comp Time Earned 1.5 e 1.0
DPW/DPWCIS/012549/-/-/-/- H-Holiday 8.0
DPW/DPWCIS/012549/-/-/-/- QOT-Overtime 1.5
DPW/DPWCIS/012549/-/-/-/- RG-RegularPay 720




Assigning Employee Schedules

Assignment using a schedule pattern

From the Management My Department work space, enter the employee last name in the quick find genie:

® Manage My Department Q| +

Genies
QuickFind | *doe Q, Loaded 11:59AM | Current Pay Period v |
EHe Y & 9% G v g
Select All Filtar People Timekeeping  Accruals Approval Schedule Share Go To
Row:
Name ID Pay Rule Accrual Profile Primary Labor
Account
Doe, John 999997 Non-Exempt-FT G2 CAD/CADOHR/016438/-/-/-/-




With the employee highlighted, select Go To and chose schedules from the drop-down menu. This will open the schedules widget:

s |
,

Genies

QuickFind «

Doe, John

*doe

L { ]
fan

People

999997

Q

s,

Timekeeping

v

Schedule

Pay Rule

Non-Exempt-FT

G2

Accrual Profile

Loaded 11:59AM | Current Pay Period

[~

Share

CAD/CADOHI ~ Go to widget

e
My Audits
People Editor
Reports

Rule Analysis
Schedules
My Timecard

Requests
» Go to workspace




Right click on the employee’s name and select Schedule Pattern from the drop down. The following window will open:

[ vansoewypepanment T scrcaues 01+ |

F x 1
Schedules ‘
Schedule Pattern E
Assigned to
Doe, John Primary job None
2= ® [ C
Quick View visibility celd Start Date End Date Duration Rotation ke
Actions Filter
By Employee | AddPattern I
— Mon 8/17 | Anchor Date* 8/17/2020 T StartDate* | 8/17/2020 T EndDate Tt Clear 8
@ Forever
Doe, John ) B
Define Pattern for* | ] @® Week(s) O Day(s) (] Override Other Patterns
Add Shift Add Pay Code Shift Template » | Pattern Template « Items in rotation - Find
No. Sunday Monday Tuesday Wednesday Thursday Friday Saturday

g @ [N ) I R —

Cancel Apply



Enter the Anchor date and the start date for the schedule. The dates must be the same and must be the first day of a pay period. Select the “Forever” button for the
end date. Define the pattern for 1 week. Select the Pattern template drop down and select the schedule that applies to the employee:

A Manage My Department Schedules QX[+
Schedules
' Schedule Pattern
Assigned to
Doe, John Primary job None
a= © E
Quick View Visibility celd Start Date End Date Duration Rotation
Actions Filter
By Employee | Add Pattern
n— Mon 8/17 Anchor Date:* | 8/17/2020 T:  StartDate*  8/17/2020 T EndDate* Ttz Clear
C.j Forever
Doe, John .| ) B ) -
Define Pattern for* 1 ® Week(s) () Day(s) [ | Override Other Patterns
Add Shift Add Pay Code Shift Template « | Pattern Template Items in rotation - Find
No. Sunday Monday Name Description iday Saturday
730a-430p M_. 730a-430p M-F 60m Lunch -
+ X ! - 730a-4p M-F . 730a-4p M-F 30m Lunch
Ta-330p M-F _. Ta-330p M-F 30m Lunch
7a-330p Sa-.. Ta-330p Sa-W 30m Lunch -

4

Cancel Apply




Click apply:

M Manage My Department

Schedules

Actions
By Employee
Name

Doe, John

Schedule Pattern

Doe, John Primary job None

®- [

Anchor Date:*

Define Pattern for-* @ week(s) O Day(s)

Add Pay Code Shift Template Pattern Template

Rotation
0 End Date:* ==z Clear
'@' Forever
I:I Override Other Patterns
730a-4p - Find
Wednesday Thursday Friday Saturday
730a-4p 730a-4p 730a-4p

Cancel Apply




A window will open showing the schedule pattern that will be assigned. Click OK:
T T ———

A Manage My Department
Loaded: 12:06PM | 8/17/2020 - 8/30/2020

Schedules
S

a= ® Ex = A
X

Quick View Visibility Select all Gantt View
Actions Filter
By Employee ' Schedule Pattern
— Mon 8/17 . 8/
Assigned to
Doe, John ] Doe, John Primary job None Il
Start Date End Date Duration Rotation -
2| |X| 8/17/2020 Forever 1 week 1 Week:730a - 4p(Mon,Tue Wed,Thu,Fri) -
OK

Add Pattern



Click the orange SAVE button in the upper right corner to apply the pattern. Notice under the employee name “applying pattern”. NOTE: You can click the refresh
button until “applying pattern” disappears.

I A Manage My Department

Schedules

By Employee
Name

Doe, John

Applying pattern

| Schedules Q| Xl +
Loaded: 12:39PM  8/17/2020 - 8/30/2020 v | o 1 Employee(s) Selected -
©® [Ex = *~ & e [~
Visibility Select all Gantt V Tools Refresh View Share GoTo
Filter Comments
8/16 - 8/22 8/23 - 8/29 8/30-9/05
Mon 8/17 Tue 8/ Wed 8/19 Thu 8/20 Fri 8/21 Sat 8/22 Sun 8/23

7:30AM - 4:00PM

7:30AM - 4:00PM

7:30AM - 4:00PM

7:30AM - 4:00PM 7:30AM - 4:00PM

13

Close the Schedules widget. From Management My Department, double click on the employee to open their timecard to ensure the schedule is now on their timecard:

[ A Manage My Department I Timecards Q| )(T +
Timecards
Doe, John - 10f1 999997 Loaded: 12:43 PM  Current Pay Peried « || 35 | 1 Employee(s) Selected -
® Vv of =) 5
View Approve Sign Off Print Refresh Save Go To
Timecard Timecard
Date Schedule In Transfer Out In Transfer Out Pay Code Amount Shift De *
+| | (X Mon 8/17 T:30AM-4:00PM 7:30AM 12:00PM 12:30PM 4:.00PM 8.0
+| X Tue 8/18 T-30AM-4-00PM 7-30AM 12:00PM 12:30PM 4.00PM 80
ik Wed 8/19 7:30AM-4:00PM
- Thu 8/20 T:30AM-4:00PM
ik Fri 8/21 7:30AM-4:00PM

- Qat Q7




APPROVING INDIVIDUAL TIMECARDS

1. From the Management My Department tab > Select the Pay Period Close Genie from

the dropdown

& Manage My Department  ©) | 4

Genies

QuickFind »| |* Q Previous Pay Period
QuickFind
New Hire | (0]} Fa v [»
Pay Period Close e  Timekeeping Accrusls Approval Schedule hare

Reconcile Timecard

Hours Summar, 3
* v D Pay Rule Accrual Profile Primary Labor

Fire Hours Summary Account

Overtime Hours ~

2. Select All Home from the Show drop-down menu and Previous Pay Period from the Time

Period drop-down.

Genies

i+ & 04 om v o B
Column People  Timekesping Accruals  Approval  Schedule Refresh Share

Name Employee Manager Signed Missed In-Punch Unexcused Expected
Approval Approval off Absence PP Hours

A Manage My Department ) | 4

Edit

a. Review the Employee Approval column first to ensure all employees have approved their

individual timecards.
b. Resolve any missed punches and/or review any exceptions and mark as reviewed.

3. Double click on an employee to access their timecard, review, select > Approve Timecard

4. Select Approve



HCG Time Accessing Employee Accrual Balances

Option 1: Access “Accrual Summary” by Department from Reports genie:

e Select “Accrual Summary” from the Reports genie

e Under People, enter all home or a specific group that is available to you in
the dropdown box. For the Time period, enter the specific date and at the
next tab enter the pay date (in this example 7/31/20 was added). Click Run
Report.

e Below is an example of the report.

Accrual 8ummary Data Up to Date 7/29/2020 1:51:00 PM
Executed on 7/29/2020 1:50PM GMT-04:00
Printed for 021229
Time Period 7/31/2020
Query Central Service - Fleet
Accrual Code
Starting Date Starting Eamings and Takings and Ending Balance
(*Reset) Balance Credits Debits

Option 2: Access accrual balances from individual employee timecards:

e From an employee timecard, click on the pay date to verify totals. Example, if the
paycheck is dated 07/31/20, make sure you have the 31t highlighted and then click on
the accrual tab. The accrual tab should show the same balances as the ADP Leave
Report.



How
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EMPLOYEE HOURS BY LABOR ACCOUNT

*Useful for payroll approval review. On the last page of this report, there is a pay code
allocation summary (see sample below)

1. Select the Reports workspace (far right blue section)

2. Expanding the All; select Employee Hours by Labor Account

3. Select All Home from the People drop-down menu and a specific time period from the
Time Period menu; Expand All. Scroll the report list and select Employee Hours by Labor
Account. Make sure to select “Show hours worked in this pay period plus historic edits and
corrections made for this period” under the Actual/Adjusted drop down menu. The report
default is to include all pay codes. Pay codes can be included/excluded using the left and right
arrows in the center selection windows.

Reports ~
REPORTS
REPORTS CHECK REPORT STATUS
Accruals (Spreadsheet Export) ~

Accrual Summary
’ HOURS BY LABOR ACCOUNT

Comprehensive Audit Report (Spreadsheet Export)

Employes Time Detail (Spreadshest Expori) Descripti B Jor each labor account in which employees accrued hours. The report totals money/hoursiwages for each labor account by pay code

Employee Transactions and Totals People (AT Home P J R edit [l “New |
Employee Transactions and Totals (Data) .
revious Pay Perio: v

Employee Transactions and Totals (Excel)

. ActualiAdjusted [ Show hours worked in this period only. ~
Exceptions
Exceptions (Data) Pay Codes Available Selected
3T-Acting Pay
= . = 38-CallInPay-dhr min
Hours by Labor Account a ig:;fmg”xsfkye axts
i hia) B [¢5Holiday Worked<dghrsNotice
47-AddIPDComp
Hours by Labor Account (Excsl) BB |5+ Trainingss
Hours by Labor Account with Chart a o2 SiandbyReg
-Contingen
Person Attributes 63-AdminLeave CAG Approve
) - 68-AdminLeave-Gift
Darenn Nataile (Gnrasdchast Evanil _

4. Click Run Report
5. CLICK on Check Report Status, once report has completed running, double click on
the report to view PDF. PDF can be saved and emailed for distribution.

| Employee Hours by Labor Account DetaUp o Date 1222020 12035
Time Period: Previous Pay Penod Executed on 120022020 12:03PM GMT-
Query. COR - Corrections Printed for i)
Pay Codes: (164): |2 S 2 St S| ory Pay|31-Acting Pay HOL|.
ActualiAdjusted:  Show hours worked in this period only.
Name D Status/Date Money  Hours  Days
Home Account
= ==
Active: 9/17/2000
COR/CORCOR/003198/+/-/+/- Pay Code Summary Money Hours
COR/CORCOR/003198/+/x//~ $0.00 88.40 0.00 R
T s T 65-Contingents $0.00 80.00
68-AdminLeave CAO Approve $000 7200 000 68-AdminLeave CAO Approve $0.00 10.00
S 000020 9% Gomp Time Eamed 1.0 $0.00 3.00
RG-RegularPay $0.00 8.00 0.00
Employee Totals $000 8840 000 F-Funeral $0.00 16.00
H-Holiday $0.00 896.00
P-PersonallLve $0.00 151.75
RG-RegularPay $0.00 3,088.00
S-SickLeave $0.00 4.00
V-VacationLv $0.00 194.00
Grand Totals: $0.00 4,442.75
Total Number of Employees: 61




REQUESTING BACKUP COVERAGE/ MANAGER DELEGATION

When a supervisor is unavailable to reconcile their employee timecards or
approve/deny leave requests, they have the ability to delegate temporarily their
authority to another supervisor within their department.

1. Select Actions from Workspaces (far right blue section)
2. From the list of Actions, select Manager Delegation

A Manage My Department Actions QX+
Actions ¥
ACTIONS
Last Refreshed:1:35 PM
Categories

Actions

=+ Administrater Delegation Manager Delegation

3. Your name should appear as the Delegator, click Next > from the Delegate drop-down,
select the supervisor to whom you want to delegate your tasks.
4. Selection the Start Date and End Date to indicate when you want to delegate your tasks.
5. From the Role drop-down list, select the profile that identifies the tasks that you want to
delegate.
Delegator

Name: Washington, Kimberly £

Existing Delegations
None

New Delegation

* Delegate: | Price, Angela M v |

* Start Date: |8/13/2020 | =
* End Date: | 8/13/2020 | =4
* Role: [HC Manager [

| Save & Close | | Cancel |

6. Click Save & Close.
Note: Contact the HCG Time team if the role profile you require does not appear in the list.



Building Hyperfind Queries

A HyperFind Query is a way within HCGTime that allows you to find or group people who match certain
criteria chosen by you. You may only find/group people you already have access to. A HyperFind Query
can be configured to bring back a list of employees based on criteria from one limiting factor or many.

CREATE A NEW QUERY

1. Click on any Show drop-down menu. Click on New

# Manage My Department {}T +

Genies
1S Summary Loaded 215PM | Current Pay Period - @
Hyp
[=]x Y N v Ad Hoe
Filer People  Approval  Schedule All Home

All Home and Transferred-in

All Home and Transferred-in*

Name Primary Labor Pay Rule User Name Email Active Assigned E
Account Address Badge No Manager All Inactive
Gouin, Clara REC/REC11F/001165/-/-/-/- | FLSA-Exempt-No Deduct-_ 000100 cgouin@howardcou_ | 100 Linz, Robert £ Empty Prg All Terminated

COR - Comections

Shea, Jean E REC/REC12F/002773/-/-/-/- | 1810-30m Deduct+S 000104 jshea@howardcoun. 104 Milani, Michael H -
Muller, Susan A REC/REC11F/021603/-/-/-/- | 1810-30m Deduct-FS-PFS 000170 smuller@nhowardco 170 Maynard, Timothy B

Delerme, Augusto R REC/REC11F/002117/-/-/-/- | FLSA-Exempt-60m-PFS 000446 rdelerme@nowardc 446 Robbins, Lonnie R

Hallameyer, Joseph F REC/REC11F/002713/-/-/-/ 3085-30m Deduct-FS 000598 Jhallameyer@howar.. 598 Telson IlI, Christopher | Empty Profile 8/19/2020 5:55AM

2. Select one of the Filters you would like to use. For example, click on Primary Account. Click the
Manager tab at the top to include a condition. Click the Search button to find the available
managers to select. In this example, the query will group by manager.

HYPERFIND QUERIES Last fefres
Visibility | Ad Hoc - Query Name Ad Hoc Description
Select Conditions Test
Filter PRIMARY ACCOUNT

General Information @ include O Exclude people who meet this cong
Summary ~ Department  Source Val @ 4 DS-Rates  DS-Funcand..  DS-Job
-~ = o wild card Selection

Person’s Dates

Available ltems Selected Items
=/ Timekeeper
+
Hire Date
rY

Employment Status 002663 Hodiak - Richard

Employment Terms 002675 Hansen - Glenn
Pay Rules =2
002697 Ball - David

Device Groups
002710,Hajek - Michael

Badge Numbers

" -
Time Management 002713, Tolson llI-Christopher

Scheduling

Accruals Effective Date | As of today -l

F

+

¥

*| user Information
*| Role - Timekeeper
F

Process Manager

Selected Conditions



4. Select the applicable manager, use the arrows in the center to add the manager to the Selected

Items field. Next to Selected Conditions, click Add.

HYPERFIND QUERIES Last Refreshed: 2:32pm
Visibility | AdHoc - Query Name Ad Hoc Description
Select Conditions Test
Filter PRIMARY ACCOUNT
=/ General Information ® include O Exclude people who meet this condition
Name or ID
Summary Department Source Value Manager TBD4 DS-Rates DS-Func and... DS-Job
Primary Account
Additional Information wild card Selection
P 's Dat
ersons bates Available ltems Selected ltems
*| Timekeeper
5 "
*| Time Management bryan Seach
# scheduling 007621 Kirk- Bryan
gk
Accruals 012562, Moody-Bryan
*| user information >
013733,Bryan- Philip
*| Role - Timekeeper
*| Process Manager
Effective Date  As of today -
Selected Conditions
Noc
-
Cancel Refresh Save As
HYPERFIND QUER'ES Last Refreshed: 2:29pm
Visibility | AdHoc - Query Name Ad Hoc Description
Select Conditions Test
Fllter PRIMARY ACCOUNT
=) General Information @ Include O Exclude people who meet this condition
Name or ID
Summary Department Source Value Manager TBD4 DS-Rates DS-Func and... DS-Job
Primary Account
Additional Information wild card Selection
Person's Dates Available Items Selected Items
*| Timekeeper
*| Time Management
*| scheduling 013733 Bryan- Philip
*| Accruals
*| user Information
*| Role - Timekeeper
*| Process Manager
<<
Effective Date | As of today -
Selected Conditia
Primary labor account maiche: 733/%/%/%/* as of today
-
Cancel Refresh Save As Save




5. Use the Test tab, to run your query to ensure it works properly. If so, return to the Selected
Conditions tab to assign visibility, name & save the query. Click Save As.

HYPERFIND QUERIES

Visibility | AdHoc - Query Name Ad Hoc Description
Select candition
Time Period | Current Pay Period -
Name - Id
Bassett, Danielle E 012847
Berry, Shawnte L 012972
Kemp, Kathleen P 013548
Madera, Matthew C 010769
Sajauskas, JulijaL 012667
Simon, Stephanie K 012876
Wienckowski, Adam P 007891

HMRER RQUERIES
Visibility | Personal w B. Philips Employees Description gfroup by Manager

Select Conditions Test

6. Return to any Show drop-drop to see the newly creat_e_d hyperfind query listed.

Loaded 215PM | Gurrent Pay Period = || 52| | AllHome =
Hyperfinds (18)
Ad Hoc
All Home
All Home and Transferred-in

All Home and Transferred-in*

Active Assigned - E =
Badge No Manager All Inactive |
|
i35 Berry, Shawnte L REC 11F N S
B. Philips Employees
10 Blevins, Michael 5 REC11P
. - -
‘B3 Blevins, Michael S REC11P- New
‘39 Blevins, Michael 5 REC11P- Edit Ad Hoc

9 Bowen, Scott E Empty Profile 8/19/2020 1:07AM



Storm Event
Providing guidance on properly coding Storm events

Employee has a regular shift of 6:30a-3:30p. On December 16th, a snow emergency is “called” and the
employee will need to begin snow removal immediately, at 2pm, and does not complete snow removal
until 8pm. The employee punches out at 8pm.

For the hours 2pm-3:30pm, no entry is needed. Regularly scheduled work hours are charged
accordingly to home source value/department.

For the hours 3:31pm-8pm:

e Hours worked outside of the employee’s regular schedule must be coded to appropriate
storm event source value.

e In this example, enter 3:31p, next to the 8pm out punch, select the transfer column search
option. On the Labor Account tab, add Department “DPW-DPW”; and add Source value for
the applicable storm. On the Work Rule tab, add STORM work rule, and click Apply. Click
Calculate totals and review before clicking Save. An example of the saved timecard is
below.

# ManageMyDepartment | Timecarss 0| | +

Timecards

Paris, lan A - Tof1 I 006086 Loaded: 3:3

O v !
© & Transfer

view Approve n Off

Timecart
Date Schedule In Transfer Name T T ‘Shiﬁ
+ x| moniza 6:00AM I 140
Labor Account DPW/STMOO1///1/
+ Tue 12/22 Work Rule STORM
+ Wed 12/23
ob Transfer | Labor Account | Work Rule

+ Thu 12/24
g Fi12/25 Add Labor Account Clear All
+ sat12/26 Department: DPW - DPW v/ X DS-Rates; -
+ Sun 12427 Source Value STMOOT - STMODT ~| X DSFuncand. -
+ Mon 12/28 Manager. - DS-Job: -
+ Tue12/28 TBD4 M
+ Wed 12/30

Totals = Accruals  Audits  Historical Corrections

All - All -

Location Job ‘ Amoy

Cancel Apply

CAD/CADOHRTOTEZIZ=/=/= XTotal Worked Hours



| Paris, lan R
®- V-
View Approve
Tecsa

[=) 4 1001 b 006085

ef -

B

- Transfer

SignOff Accrusls
acrans

%

x|

x| |

EEEEEEEEE®
=

£

X

Mon 12721

Tue 1222
Wed 12/23
| matarze
it
| saiwas
sz
| mon 122
Tue 12/29
Wed 12/30

Totals  Aceruals.

Al

View

Approve
Timecard

Sign Off

Work

Job Transfer | Labor Accont

Add Waork Rule

510

Work Rule

Clear All

Accrusle
Actions

Print
Timecare

Mon 12/21

6.00AM

3:31PM -DV/#/1/;STORM

8:00PM

Tue12/22

Wed 12/23

Thu12/24

Fri12/2s

Sat12/26

Sun 12/27

Mon 12/28

Tue12/29

Wed 12/30

Totals

Accruals

Audits

Historical Comrections

All

W

All H

(x)DPW/STMO01/018292//-/-/-

OT-Overtime

CAD/CADOHR/018292/-/-/-/-

X-Total Worked Hours

a5




Adding Telework to a Schedule

NOTE: BEFORE EDITING THE SCHEDULE, MAKE SURE THE ANCHOR DATE IS THE FIRST DAY OF THE
CURRENT PAY PERIOD!

Only timekeepers and managers can perform this function.

1. Access the Employee timecard — Go to Schedules
2. Right click on the employee name and select Schedule Pattern.

Schedule Pattern

Assigned to
Start Date End Date Duration Rotation =
2| |=| |11/24:2000 Forawver 1 week 1 Week:Ba - Sp{Mon.Tue Wed Thu,Fri) =
Add Pattern OK

3. Click on the Edit Pencil
4. Double click on the Schedule Pattern for the first scheduled day

Schedule Pattern

Aaszigned to
Start Date End Data Duration Rotation
Edit Pattem
Anchor Date:™ | 11/2472019 T Start Date” | 11/24/2019 5 End Date:* T=z Clear
(® Forever
Define Pattern for* | ® Weekis) O Day(g) [ Dwerrige Other Patterns
Add Shift Add Pay Code Shift Template ~ | Pattern Template ~ Ba5p - Find
Mo Sunday Monday Tuesday Wednezday Thursday Friday Saturday
# [ | Comm s sk sl sl

Cancel Apply



5. Inthe Labor Level field, select Telework from the drop-down. Click Apply

-

Schedule Pattern

Assigned to
-
Ingert Template ~ Snift Label | gs-5p-Tn Lunch Shift Detaila  8:00am-5:00pm(9.00nR)

Type Day StartTime Day EndTime Sch Hours  Job Tranafer Lsbor Level  Work Rule Transfer
et s s e —
||E| [x|  Tranafer 1 8:00am 1 12:00pm 4.00 il Telewort
[#] %] Breax 1 12-:00pm 1 1:00pm 1.00
[#|[=]| Reguler 1 1:00pm 1 5:00pm 4.00

| Cencel || Apply |

6. Repeat steps for applicable telework scheduled days and delete the original schedule for
that day (by right clicking and selecting Delete). Click Apply.

-

=

Schedule Pattern

Aszigned to

¢ _____________________________&f

Start Date End Date Duration Riotation =

s x| 11/24/2019 Foraver 1 week 1 Week:Ba - Sp{Mon.Tue Wed, Thu,Fri) ~
Edit Pattemn
AnchorDate (11242019 [{§§  StantDater* |11/24/2019 51z EnoDate” g2z Clear

(@ Forever

Define Pattern for* | ® Weekis) O Dayiz) [ Override Crther Patterne
Add Shift | Add PayCode | Shift Template = | Pattern Template - Be-p [=)

[P R R T T - ——— p———— .
IR e 2 = mm  sn mm

| Cancel | | Apply |

6
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