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Access Kronos

Log onto the SVMC Intranet
In the Intranet, then click on “Kronos” under “Quick Links™
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Wour Meats Partrar for Life

intranat 5

Clinical Physicians Employes Resources

Fhone Dimectary Compliamcs Carlu Manu SVMC Mursing Corners

— INTRANET SITE — QUICK LINKS

I SVMC Team SVMC Website

Our Mission: Sierra View Meadical Center promotes haalth and ensures access to
Web Mail
high quality health care services. This will be achieved:

e=Leaming

= Through partnership and collaborations

= By being a good steward of resources to ensure it can continue to meet the health

Engineering Service Request
needs of the community g b ce Req

Our Vision: Strengthen the quality of life through the delivery of integrated health L L e i e

care programs and services that promote access, care coordination and patient > _
Kronos
care experience.

Pavisse Event Reporting
As a key player in the SWMC Team, what will you do today to carry out our mission?

‘What will you do today to strengthen the quality of life in your community? Policy Library

B B O @ % 8 [ &

KRONOS®

Workforce Central® versions017

User Name

jsmith % Type in your username, your username is

the saume as your Network username

Password

Type in your password, your password is
the same as your Network password
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Access Manager Self Service

From the “My Genies” page, click on “Manager Self Service”

o My Genjes =

QuickFind =+ (=} Current Pay Period - I
i+ g = =
Name Wor_ o Hire_ Primary Labor Pay Rule Cefl Number Home Phone D Dwept. Desc Joby on
Type Aceount Fram

Click an Manager Self Service ﬁ <

The Manager Self Service Page will appear:

. ¥

it
TV

i Timecard Bxceplions
| Timecards
i Group Fdlt Results
i Reports
| Actions
_| Inbox
| nep
| Schedule Planner

| Attendance Fditor

| Manager self servic

| workload Planner

] My Approvals

T

Manager Sell Sorvee. -
™

Manager menu-

®° 9 ¢

m
EEE
s Oe
= oo

Use these sections to view information for your employees. Click the
links to open the pages.
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Manager Self Service Page (Continued)

Employee Management (Leaders can access only the employees that reports direct/indirectly to them)

Compensation

View compensation information for your employees.

Employee Profile

View employment information for your employees.

Employee Notes

View/add notes on employees with an option for a follow-up date.

References

Emergency Contacts

View your employees’ emergency contacts.

Employee Notes

View notes on your employees.

Organization Outline

View an organizational chart for your employees.

Phone List

View your employees’ phone numbers.

Notifications

Birthday

View upcoming birthdays for your employees (set at 90 days in the future).

Note Follow-Up

View Follow-up notes.

Anniversaries

View upcoming anniversaries for your employees (set at 90 days in the future).

Reports
HR Reports Generate and view reports and export HR reports.
Reports Access Reporting Services for Position Control Reports
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View Employee Compensation

From the Manager Self Service page, click on “Compensation”:

A My Information Self Service

Self Service  ~

- Back to Self Service

MANAGER SELF SERVICE

Welcome, AMY XIONG Employee Management Reference
= Compensation = Emergency Contacts
= Employee Profie = Employee Notes
=+ 1 Birthday
= 1 Nate Follow-Up = Employee Notes -+ Organization Outline
=+ No Anniversaries =+ Phone List

Next, you will see a list of your employees and their current compensation data.

W My Information Self Service

Self Service -

L] Back to Self Service

COMPENSATION Compensation | Budget | Proposals | Approvals | Return
Name / Position Salary Compa Ratio % of Last Increase Pay Change Date
JOHNNY SMITH 7010 REGISTERED NURSE 74,880.00 56.12
MARY SKMITH 8650 CLERK I 41,600.00 133.96 25.00 12132015

Click on the “Back to Self Service” arrow to return back to the Manager Self Service home page.
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View Employee Profile

From the Manager Self Service page, click on “Employee Profile”:

A My Information Self Service

Self Service =

e Back to Self Service

MANAGER SELF SERVICE

Welcome, AMY XIONG Employee Management Reference
-+ Compensation -+ Emergency Contacts
-+ Employee Profile -+ Employee Notes
=+ 1 Birthday .
=+ 1 Note Follow-Up -+ Employee Notes -+ Organization Outline
= No Anniversaries -+ Phone List

Next, you will see a list of your employees. To view an employee’s profile, click on their name.

W My Information Self Service

Self Service -

L Back to Self Service

EMPLOYEE PROFILE

What You Can Do

Search for an indirect report Click here to see a list of your indirect reports

& Select an emplovee from the list below

Name

SMITH, JOHKKNY
SMITH, MARY

List of your employees, click on the employee
to see their profile

Click on the “Back to Self Service” arrow to return back to the Manager Self Service home page.
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The employee’s profile page will appear:

Sef Service -

4]  BacktoSefSenice

EMPLOYEE PROFILE

222 HENDERSON

Hama MARY SIWTH

Empioyes D 0004341

Empioyee SIE  ACINE | L3St Hire Date” 7/1972006

n Sanace 9 Years 11 Monis.
mvamnnn 8650 CLERK

n Poskion 2 Years S Monis

Supenisor AMY XIONG, 5550 HRIS SPECIALIST

Click on the date to see history
‘Crganization SVMC i
information
Emplopment Oate Employes Stz Emplojment Status Ire Dt Terminztion Cate
10152006 Acthe Full Time THS2005 THY2005
Position Cate Gsiion Fesson Stan Dae Promotion
5650 CLERK B-TITLECHG 1252015
E—— e [e—— — =
8650 CLERK M Hourly 54150000 2500 Elo k]
Posiion Anmeizl Compensation Commpa Rzt Pay Grage Milmum Py Grage Madmum
8650 CLERK $4160000 kel- o) Sz §1742
Review Date Poskion Soore Crcie Crycle T 350r Reviewes
Thits tatile currently containg no dats
Aooness

PORTERVILLE. Calfiomia $5257
usA

Click on the “Back to Self Service” arrow to return back to the Manager Self Service home page.

View Or Add an employee note

From the Manager Self Service page, click on “Employee Notes”:

My Information Self Service
T A —|

Self Service =

& | Backto Seff Service

MANAGER SELF SERVICE

Welcome, AMY XIONG Employee Management Reference

= Emergency Contacts

= Compensation

=+ Employee Profile =+ Employee Notes
= 1 Birthday
+ 1 ot Folow-Up = Employee Notes ™y = Organization Outline

= No Anniversaries = Phone List
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Next, you will see a list of your employees.....

® My Information Self Service

Self Service -

- EBack to Self Service

EMPLOYEE NOTES Return

SMITH, JOHNNY
SMITH, MARY

Hame

‘J:- | =

View

To add a note, click on “Add".

Next, click on “Note”:

M My Information Self Service

Self Service -

&« Back to Self Service

ADD EMPLOYEE NOTES FOR SMITH,
MARY

Select type of Note to be entered

Mote

Complete the following note fields....
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A My Information Self Service

Self Service -

- Back to Self Service
ADD NOTE FOR MARY SMITH

1. Please comment.

Mary did an excellent job assisting another unit today?!

Folow-upDate [ | ]

Click Submit once complete.

Click on the “Back to Self Service” arrow to return back to the Manager Self Service home page.
View Upcoming Birthdays

From the Manager Self Service page, click on “Birthday”:
(Birthdays are set to 90 days in the future)

M My Information Self Service

Self Service  ~

« Back to Self Service

MANAGER SELF SERVICE

Welcome, AMY XIONG Employee Management Reference
= Compensation -+ Emergency Contacts
=+ Employee Profile -+ Employee Notes
-+ 1 Birthday
-+ 1 Note Follow-Up + Employee Notes - Organization Outline
=+ No Anniversaries -+ Phone List

Employee Birthday(s) will show on the next page....

™ My Information Self Service
- - e ]

Self Service -

&« Back to Self Service

EMPLOYEE BIRTHDAYS

From 6/10/2016 To S/8/2016
Name Birthday
MARY SMITH ] 07/04

Click on the “Back to Self Service” arrow to return back to the Manager Self Service home page.
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View Follow-Up Notes

From the Manager Self Service page, click on “Note Follow-Up”:

A My Information Self Service

Self Service ~

« Back to Self Service

MANAGER SELF SERVICE

Welcome, AMY XIONG Employee Management Reference
=+ Compensation -+ Emergency Contacts
—+ Employee Profie -+ Employee Notes
=+ 1 Birthday
> 1 Note Follow-Up —+ Employee Notes =+ Organization Outline
=+ MNo Anniversaries -+ Phone List

Next, you will see the notes that has a follow-up date.

A My Information Self Service

Self Service ~

5 Back to Self Service

EMPLOYEES WITH NOTE FOLLOWUPS

DUE
Name / Foliow-up Date Follow-up Mote Original Mote Original Note Date
JOHNNY SMITH TM/2016 Note Note 6. 6

MARY SMITH 610/2016 Note Hote

Follow up notes disappears from the Manager Self Service Page after the follow-up date.

Click on the “Back to Self Service” arrow to return back to the Manager Self Service home page.

View Upcoming Anniversary

From the Manager Self Service page, click on “Anniversary”:
(Anniversaries are set to 90 days in the future)

M My Information Self Service

Self Service -

= Back to Self Service

MANAGER SELF SERVICE

Welcome, AMY XIONG Employee Management Reference
=+ Compensation -+ Emergency Contacts
-+ Employee Profile -+ Employee Motes

-+ 1 Birthday

- 3 Note Follow-Ups =+ Employee Notes =+ Organization Qutline

= 1 Anniversary + Phone List
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Next, you will see the list of employees that has upcoming anniversaries (anniversary dates are
derived from the employee’s hire date).

A My Information Self Service

—
Self Service ~

- Back to Self Service

EMPLOYEE ANNIVERSARIES

'From 61012016 To W/&2016 |
Name Anniversary

JOHNNY SMITH o7

Click on the “Back to Self Service” arrow to return back to the Manager Self Service home page.

View Employee Emergency Contacts

From the Manager Self Service page, click on “Emergency Contacts”:

A My Information Self Service

Self Service -

& Back to Self Service

MANAGER SELF SERVICE

Welcome, AMY XIONG Employee Management Reference
=+ Compengation = Emergency Contacts ¥
-+ Empioyee Profile + Employee Notes

=+ 1 Birthday

-+ 3 Note Follow-Ups =+ Employee Notes = Organization Outline

= 1 Anniversary + Phone List

Next, you will see a list of your employees’ emergency contacts:

A My Information Self Service

Self Service -

« Back to Self Service

EMERGENCY CONTACTLIST

Name ¢ Contact Relationship Phone Type Phone Humber
JOHNNY SMITH Harold Smith BROTHER Primary (559) 785-8888
Linda Smith SISTER Primary (559)788-1234
MARY SMITH GEORGE SMITH Spouse Primary 559 920-1234

You can click on the headers to sort by that column of information.

Click on the “Back to Self Service” arrow to return back to the Manager Self Service home page.
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View Note History

From the Manager Self Service page, click on “Employee Notes”:

W My Information Self Service

Self Service -

& Back to Self Service

MANAGER SELF SERVICE

Welcome, AMY XIONG Employee Management Reference
-+ Compenzation = Emergency Contacts
=+ Employee Profile " ( = Employee Notes ™
=+ 1 Birthday -
~+ 3 Notz Follow-Ups =+ Employee Notes =+ Organization Outline
=+ 1 Anniversary =+ Phone List

Next, you will see a list of all the notes you've added for your employees.

To view a note, click on the date:

# My Information Self Service

Self Service =

* Back to Self Service
EMPLOYEE NOTES LIST

Followup Required Only O

Name # Type of Discussion Followup Reguired? Foliowup Date
JOHNNY SMITH | Note | Ves | TH/2016
MARY SMITH Note Yes
Note Ves
Note Yes 682016
Note Yes
Note Yes S102016
Note Yes
Note Yes BI2I2018
Note Yes BM1TI2016
Note Yes SHMTI2016

Click on the “Back to Self Service” arrow to return back to the Manager Self Service home page.
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View Organization Outline

From the Manager Self Service page, click on “Organization outline”:

My Information Self Service
N

Self Service ~

4| BacktoSelf Service

MANAGER SELF SERVICE
Welcome, AMY XIONG Employee Management Reference
=+ Compenzation = Emergency Contacts
= Employee Profile = Employee Notes
=+ 1 Birthday
+ 3 Note Folow-Ups = Employee Notes {’| =+ Organization Outiine
=+ | Anniversary = Phone List

Next, you will see an organizational chart for your employees:

M My Information Self Service

Self Service «

g Back to Self Service

ORGANIZATION OUTLINE

|:| ‘Show FTE Information

— Organization Chart
— 8650 HRIS SPECIALIST - AWM XIONG
7010 REGISTERED NURSE - JOHNMY SKITH
8650 CLERK Il - MARY SMITH

Click on the “Back to Self Service” arrow to return back to the Manager Self Service home page.
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View Employee Phone List

From the Manager Self Service page, click on “Phone List”:

# My Information Self Service
T
Self Service =

4 | Backto Seff Service

MANAGER SELF SERVICE
Welcome, AMY XIONG Employee Management Reference
=+ Compensation + Emergency Contacts
= Employee Profie = Employee Notes
=+ 1 Birthday
= 3 Note Follow-Ups = Employee Notes = Organization Qutline
=+ 1 Anniversary 5 = Phone List

Next, you will see a list of your employee’s phone numbers:

A My Information Self Service

Self Service ~

- Back to 5elf Service
PHONE LIST ]
Name Type Phone Extension
JOHNNY SMITH Primary (559) 788-8888
MARY SMTH Primary (559)920-5555

Click on the “Back to Self Service” arrow to return back to the Manager Self Service home page.
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HR Reports

From the Manager Self Service page, click on Reports under HR Reports:

e o s e I
Hanager Self Sence -

™

= oaoh munemy
Manager menu-

OSHLUA MARTIN

Next, click on the right arrow next to Custom Reports to open the report list:

A My Genies Manager Self Service %

Manager Self Service ~

- Back to Manager Self Service

# Getting Started

Custom Reports

Employe

Select a report or dashboard



!-"_SIERR{E\_\/_’IE

LENIER

SVMC Kronos Manager Self Service User Guide 17

To run a report, click on the 3 horizontal lines next to the report name, then click on “Run Report”:

# My Genies Manager Self Service /%

Manager Self Service -

-« Back to Manager Self Service

Getting Started

Custom Reports

Select a report or dashboard

To Export your report to a printable version, click on the Export field and select an export option:
(Note: The “Export RTF” option will print to a Word Doc. that is a friendly printable version).

® My Genies Manager Self Service 1%
| P
Manager Self Service ~

L Back to Manag

Employee Address Getting Stapted

X

Export Excel
Custom Reports

Export PDF

i

555 N MAIN STREET SPRINGVILLE

California | 93265

|DOE JANE Active

DOE, JANE Active | 555 NMAIN STREET SPRINGVILLE Califoria 93265

| DOE, JANE Active | 555 N MAIN STREET SPRINGVILLE Califomia |93265

| DOE, JANE Active | 555 N MAIN STREET SPRINGVILLE Califomia [93265

[ HOGAN, HULK Active | 144 CRANBERRY ST TULARE Caiifomia 53274

HOGAN, HULK Active 144 CRANBERRY ST TULARE Califomia 393274

| HOGAN, HULK Active 144 CRANBERRY ST TULARE Califomia 53274

0006710 | HOGAN, HULK _ Active | 144 CRANBERRY ST TULARE California |93274
DDD66ED MARTIN, JOSHUA Active 124NAST FORTERVILLE Califomia 93257
DDDBBED | MARTIN, JOSHUA Active [ 124 NAST PORTERVILLE Califormia |93257
0006660 MARTIN, JOSHUA Active 124 NAST PORTERVILLE Califomia 93257
0006660 MARTIN, JOSHUA Active | 124 NAST PORTERVILLE Califomia | 53257
0006730 STU, MARTHA Active 123 NMAIN TULARE Califomia 93274
00DE730 STU, MARTHA Active 123 NMAIN TULARE Califomia 93274
0006730 STU, MARTHA Active 123 NMAIN TULARE Califomia 93274

0006730 | STU, MARTHA Active 1123 N MAIN TULARE Califomia 193274
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To filter a HR Report by department, click on the 4 vertical dots:

My Genies Manager Self Service /%

Manager Self Service «

® Back to Manager Self Service

ort > Employee Address

==y

Getting Started

| DOE, JANE

[ HOGAN, HULK
HULK

| HOGAN, HULK
HOGAN, HULK
MARTIN, JOSHUA
WARTIN, JOSHUA
MARTIN, JOSHUA

| MARTIN, JOSHUA
STU,MARTHA
| STU, MARTHA

|STU MARTHA
[5TU, MARTHA

Active
Active
Active
Active

[ Active

Active
Active

“hetive

Active
Active

| Active

Active
Active
tive

Active

N MAIN STREET

E
[ 134 CRANBERRY ST
144 CRANEERRY ST
| 144 CRANBERRY ST
144 CRANEERRY ST
124NAST
124NAST

124 NAST
[124NAST

123 NMAIN

123 N MAIN

5 N MAIN STREET _

SPRINGY
SPRING
| SPRINGVILLE
SPRINGYILLE
TuLRE
TULARE

TULARE

| TULARE

PORTERVILLE
PORTERVILLE
PORTERVILLE
PORTERVILLE
TULARE
TULARE
TULARE

| TULARE

| Califoria
Caiifomia

Ca
| Califoria
lifomia
California
| Califernia
California
[Califoria
Califormia
Califomia
| Caiifornia
| Califomnia

Next, you can select and click on the departments you wish to include in your report:

A My Genies Manager Self Service /%

TR i —
Manager Self Service ~

« Back to Manager Self Service

Employee Address

Custom Reports Filters £

Position Orgs. Account X

[J7010 - EMERGENCY ROOM
'083 - URGENT CARE

= Sorts

Skills Expiration

Employee Personal
Information.Full Name

= Columns

Employee Id
Full Name

Employee Status

Getting Started

| MARTIN, JOSHUA.

MARTIN, JOSHUA
A SHUA
0006660 | MARTIN, JOSHUA

144 CRANBERRY
144 CRANBERRY

124N AST

[ TULARE
PORTERVILLE

PORTERVILLE

| California
Calif

[Calffornia
[California
Iifor

[Calffornia
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Generating an Evaluation Due Report in HR Reports

Select the “Evaluation Due” report and click on the 3 horizontal lines to run report:

A My Genies Manager Self Service /%

Manager Self Service =

L] Back to Manager Self Service

Getting Started

Custom Reports

Click on the 3 horizontal

Ozlines

Employee Emergenct Contacts

License Expiration

Skills Expiration

A My Genies Manager Self Servica /%

Manager Self Service =

b Back to Manager Self Service

Getting Started

Custom Reports

é _Click on Run Report

-»| ExportAs »
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Next, select a start date and an end date (this field pulls from the evaluation due date field, for
example, if you wish to generate a report of any employees with an evaluation due date between
1/1/2018 and 12/31/2018, 1/1/2018 would be the first date, and 12/31/2018 would be the second date).
Click OK

# My Genies Manager Self Service 1%
.

Manager Self Service -

48 ) Back to Manager Self Service

Evaluation Due Getting Started

Report Filters X

Filter By

| Employes Events.Next Event Date AV X

Emplo

Select a start date

N

i
Pe: ress Effective Fro

+ Adgd KSelect an End Date
SUMMARY

Employes Events.Next Event Date s Between ‘01/01/2018 And 12/31/2018'

@D =
Employee Demo t
click OK
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Manager Reporting Services- Generate a Position Control Report

From the Manager Self Service page, click on “Manager Reporting Services”:

A My Information Self Service

Self Service -

-« Back to Self Service

MANAGER SELF SERVICE

Welcome, BLAKE SHELTON Employee Management Reference
= Compengation =+ Emergency Contacts
= Employee Profile = Employee Notes
=+ No Birthdays
-+ No Mote Follow-Ups =+ Employee Notes =+ Organization Outline
=+ No Anniversaries =+ Phone List
Reports

-+ Manager Reporting Services ™

Click on Managers Report
Next, you will find a list of reports that you can generate, view and export.
Click on Position Control Report:

Home

SQL Server Reporting Services

S Managers Reports

4 Mew Folder 4 Mew Data Source B Report Builder [ Folder Settings it Upload File

Ea-d Position Cantrol by Dept &J Position_Control

To export a report, click on the following:

™ My Information Self Service
== - —

Self Service ~

== Back to Self Service

Home = Managers Reports = Pesition Control by Dept

4 4 [1 Jef22 b Bl [100% v | |Find [Nt B -| ) & BB

XML file with report data
mgm C5V (comma delimited)
Position Control by Dept PoF
MHTML (web archive)

Excel

TIFF file




