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Access Kronos

Access the SVMC Intranet by using Google Chrome. Do not use Internet Explorer.
In the Intranet, click on “Quick links”, then click on “Kronos”.

Intra

¢=== S|IERRA VIEW
MEDICAL CENTER

Your Health Partner for Life.

Home  Clinical Physicians Employee Resources Search

Engineering
Service Request

- Absence Manager Module
Human

+ Basic Scheduling Resources

- Manager Self Service
+ Timekeeping Manager IT Help Desk
« Timekeeping Manager Delegation Request

If you have any questions concerning pay codes or timekeeping, please contact the Kronos

LW L a L a . /A _ L a ,Ara

KRONOS*®

®
Workforce Central  verions013

User Name

Password

Liser Mame

_ Type in your user name and password, your

username and password is the same as your
Password Network username and password

m‘

Then click on the arrow.




My Timestamp (Default screen)

The following default screen “My Timestamp” should appear
once you have logged on.

My Timestamp -

My Timecard
6/20/2017, 11:09:11 AM (GMT -08:00) Pacific Time - My Reports
0_/" Last Timestamp: 6/16/2017 16:26 My Attenda
L | nce
[[] Transfer “| My Inbox
| My Adtions
@ Shift In
My Audits
(© Meal Out T
@© MealIn
@® Shift Out
(@© Other Qut
(@© OtherIn

My timestamp screen allows you to do the following:

Shift In - Create an “In”punch to start your shift

Meal Out — Create an “Out” punch to start your meal

Meal In - Create an “In” punch to return from your meal break

Shift Out — Create an “Out” punch to end your shift

Other Out - Create an “Out” punch for other reasons (i.e, doctor’s appointment, etc.)

Other In - Create an “In” punch from other out (i.e., returing from doctor’s appointment, etc.)
Transfer-Create an “ In” punch when transferring a different Dept/Job Code




Shift In

To begin your shift, click on “Shift In”.

™ My Information

—

My Timestamp

-

6/20/2017, 10:51:54 AM (GMT -08:00) Pacific Time
O Last Timestamp: 5/047/2017 8:21
Transfer

(© Other

(® Meal Out

© Meal In

@® shift Out

(© Other Out

In



Once you have clicked on “shift in”, the system will generate a punch time for you.

To go back to the Time Stamp screen, click on “Back to Time Stamp”.

|

My Timestamp ~

6/20/2017, 11:18:48 AM (GMT -08:00) Pacific Time

@J SOLIS, ARTEMISA
Punch Time: 6/20/2017 11:18
Punch Created




Shift Out

To end your shift, go to the “My Time Stamp” page and click on “Shift Out”.

M My Information

—

My Tinestamp -

6,/20/2017, 10:51:54 AM (GMT -08:00) Pacific Time

Transfer

@ Shift In
{® Meal Out

O Meal In
o~
(O Other Out

() Other In




Once you have clicked on “shift out”, the system will generate an out punch time for you.

The following messages will be generated.
-

B/20/2017, 11:21:02 AM (GMT -08:00) Pacific Time

@ SOLIS, ARTEMISA
Punch Time: 6/20/2017 11:20
Punch Created

[C) Transfer




Meal Out/In

When you are ready to take your meal break, go to the “My Time Stamp” page and click on
“Meal Out”.

\ [] Transfer

¥
| Omees
| oo |
| oomn |
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Once you have clicked on “Meal Out”, you will be prompted with the following question. Click on
“Yes” then submit.

Meal Out

Is|this your meal period?

.V
Yes

Mo

Submit

Please note: According to policy, employees who work shifts of five (5) or more hours are
entitled to an uninterrupted 30-minute unpaid meal period unless six (6) hours completes the
shift. In order for the system to recognize the duration of your meal period, you must use the

“Meal Out” and the “Meal In” buttons for your meal period.



11
To return from your meal period, click on “Meal In”.

[) Transfer

@© shift In /

/

@ Meal Out /

/
T

4

@© Shift Out

(@© Other Out

(@© OtherIn

If you are returning from your meal break, and you have not completed a full 30 minute meal
break, the system will warn you that you have minutes remaining left in your meal period.

To cancel and return at a later time or until you have completed your full 30 minute meal break,

click on “Cancel”.

Early Return To Work

You have 21 minutes left in your meal period. Do you wish to return to work early?

/l OK | | canCEI |

pulled back earlier than your required meal break (30 minutes), click on

If you are inter
“OK"This will generate a “meal in” punch time for you.
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Other Out/In

The “Other out” and “Other In” buttons on the Time Stamp page are used when you are leaving
work for any other reasons other than your meal period, (e.g., doctor’s appt., etc.) AND you are
planning to return back to work within the same shift.

My Timestamp +

6/20/2017, 1:12:57 PM (GMT -08:00) Pacific Time

0_./" Last Timestamp: 6/20/2017 12:56

|_J Transfer

@© shiftIn

(® Meal Out

@ Meal In

@® Shift Out

( (® Other Dub
=~

AN

@© OtherIn \
AN

To create an “Other Out” punch click on “Other Out”. This will generate an out punch time for
you.




Once you have returned from “Other Out”, click on “Other In”. This will generate an in punch
time for you.

F

b/20/2017, 1:18:58 PM (GMT -08:00) Pacific Time

@ Last Timestamp: 6/20/2017 12:56

[C) Transfer

13
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Transferring to another department

Under the Time Stamp page, click on the “Transfer” box.

My Timestamp =

Click on the “Transfer” box when
you are transferring to another job.
This is also used when you are
6/20/2017, 1:24:19 PM (GMT -08400) Pacific Time beginning your shift in another
department or job.

@© ShiftIn

G} Meal Out

Job: Select the appropriate job you are transferring to (e.g., Dialysis/RN).

Department: Select the appropriate department you are transferring to (e.g., 7740 Dialysis).
Job Code: Select the appropriate Job Code you are transferring to (e.g., 2700 Register Nurse).
Work Rule: No selection is needed here.

Transferring back to your primary department/job from a secondary department/job.
Under the Time Stamp page, click on the “Transfer” box.

Once you have clicked on the “Transfer” box, then click on the appropriate “In” button. The
following screen will appear. This is where you will select your primary department and job
code. Then click on “Punch” and this will create an in punch to place your time back to your
primary department and job.
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-
6/20/2017, 1:31:06 PM (GMT -08:00) Pacific Time

[« Transfer

and job code here

Corporation !

Department

Job Code ! I




Oncall/Call Back

Under the Time Stamp page, click on the “Transfer” box
| ] ]
My Timestamp ~

b/20/2017, 1:38:19 PM (GMT -08:00) Pacific Time

« Transfer

© Shift In

Once you have clicked on the “Transfer” box, click on Shift In.

16
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The following screen will appear. Select the appropriate Work Rule with “OC CB ” attached
(e.g., “Hourly OC CB”, Hourly 12 OC CB”, “Per Diem OC CB” etc.) Then click on “Punch”.

lransfer Selection

Corporation -
Department -
Job Code -
Feserve 4 -
Reserve 5 -
Reserve b -
Reserve 7 -
Work Rule Hourly OC CB -
Punch Cancel

At the end of your call back shift, click on “Shift Out” from the Timestamp page. The system will
automatically place you back in your regular shift the following day.



Transferring to Education, Orientation or Inservice from your primary job

To transfer to education, orientation, or inservice, etc., under the Time Stamp page,
click “Transfer” then “Shift In”.

F— —_——

My Timestamp ~

b/20/2017, 1:46:12 PM (GMT -08:00) Pacific Time

[# Transfer

© Shift In

® Meal Out

@© Meal In

@© Shift Out

(® Other Out

® Other In
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The following screen will appear. Select the appropriate Work Rule.

Transfer Selection
Corporation For education, orientation or
inservice, the “Job”, “Department”,
and “Job Code” fields do not need to
Department o
be selected unless you are training
for a specific dept/job.
Job Code -
Reserve 4 -
Reserve 5 -
Reserve 6 -
Reserve 7 Select the appropriate Work
Rule (Hourly Education, Hourly
Orientation, Hourly In-service,
Work Rule etc.) %
Hourly Default
Hourly EDUCATION
Hourly INSERVICE
Hourly MUD

| Punch | | Cancel |

Next, click on “Punch”.



Once you have completed education, orientation, etc., and are ready to return back to
your primary job, go to the Time Stamp page, click on the “Transfer” box, then click on
“Shift In”.

[—
—

My Timestamp -

B/20/2017, 1:51:01 PM (GMT -08:00) Pacific Time

#| Transfer

@© Shift In

20



The following screen will appear:

Transfer Selection

Corporation

Department

Job Code

Feserve 4

Reserve 5

Reserve &

Reserve 7

Work Rule
Hourly Default
Hourly EDUCATIO
Hourly INSERVICE
Hourly MUD

N\

| Punch | | Cancel |\
Select the appropriate work rule that has “default” attached.

Click on “Punch”. This will assign your time back to your primary job.

21
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Employee Self Service My Timecard

My Timecard will allow a user to do the following:
e Select a day/period to view
e Add pay codes and hours

alC G Business Services O/ [I] MEDITECH | MEDITEC 4e. Home Bankofthe S &4 Home [ Kronos Workforce
619
(O |
A My Genies My Information My Timecard QX
My Timecand
Baded 1356 | Current Pay Period
v .
Date Schedule Pay Code Amount n Tranafer out in Trenafer out shift

L2 Sa16/10
+ Sun 6/11
+ J Mon6nz Please Choose. | =
+ Jrueons
+ j wedsna
+ jmusns
+ Fii6/6
+ 14 1626 20 20 20
ok Sat 6/17 20
+ Sun 6/18 20

Totals  Accrusle  Audits  Historical Corrections

Al = A

Location Job Account Pay Code Amount
o1/ P 540
o REGULAR 375 595.55
| = PR o ey P e T 2 g = 1:56 P

To view timecard specific different period or day, click on the drop down arrow and make
a selection. Once you have selected a choice, the screen will change to reflect the
selection you have made.
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Add Pay code

Select the day you want to add a pay code to.Click on the plus si

Jronsnz 8001700
Jreeons 30017.00
J wedsna 8001700
jmuens 8001700

Fi 616 8.00-17-00

O

Then Click “OK”. Click on “SAVE".

Adding Pay Code for partial day

To add a pay code for a partial of the day, select the day. Click on “ = . to open up a new row.

Click on the drop down arrow to select the appropriate “Pay Code” (e.g., VAC-HOL, etc.).
Click in the “Amout” field and type in the number of hours (e.g., “4.0” for 4 hours).
Then Click “OK”. Click on “SAVE”.



View Accruals

You can view your current accruals in My Timecard.

24

&
My Tinecard
My Reports
# My Attendance
@ st v
—
e —
My Timecand 1]
Loaded: 1132 | Curtent Pay Period -3
M & o
Date Schedule Pay Code Amount in Transfer ou in Transfar ou shift Daily Pericd
L Sun 6/25
+ J Mon6/26
+
+
Totals  Accruals__ Audits Historical Comrsctions
Accrual Reporting Period Accrual Opening Balance Accrual Ending Balance
Hour | Sun1/01-Sun12/31 99900 93990
Ho Sun 1/01 - Sun 12/31 4800 4800
Hour | Sun1/01-Sun 12/31 4800 4800
Hour | Sun1/01-Sun12/31 6320 6920
Hour | Sun1/01-Sun12/31 00 240
Hol un 1/01 - Sun 12/31 3178 00
Hol un 1/01 - Sun 12/31 353 3942
Hol un 1/01 - Sun 12/31 00 [ili}

While in My Timecard you will click on Accruals at the bottom of timecard.
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TIME REVIEW

From My Information you will need to go to “Time Review”. This will allow you to approve/reject
or addressed a missed punch on timecard.

| 1y Tinecard

| 1y Reports

©snithn My Attendance
| My Inbox

© Meal Out Y
| 1y At

@ Meslin | Tive Review

® Shift Out

(© Gther Out

© Other

Once in Time Review you will see your daily work activity. If you are missing a punch you will

see the following symbol next to the scheduled day (M) if there has been an Edit you will see

ee with your punches youAill just Approve.

Employee: MOLINA, OLGA (0006212)

Days to approve: 6

Daily Approvals Approve Reject 0
Amount In Transfer Out
8:00 2:0C
L —— L
A 20
1430 [ o3t
0 12:0(
] 630
0 12:00
H 6
Tue 6/20 (F) 8:00-17:00 00
B
Wed 6/21 (M) £00-17:00 00 —
3 6:3(
Thu &/22 (F) 8:00-17:00 00 12:00

If you are missing a punch you will click on the cell filled in red.
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Submitting Missed Punch

Once you click in th red box the Approve button will then turn to Fix Missing Punch. You will get
the following box which allows you to submit missing punch and add a cominent. From the
comment drop down select an option and then type in your note in the Note§ box.

Time Review ~

Employee: MOLINA, OLGA (0006212)
Days to approve: 6

Daily Approvals b Fix Missing Punch Reject

Date Schedule Pay Code Amount In Transfer

Wed 6/14 (M) 8:00-17:00 8:00

Submit Missed Punch

Date:* i Comment:* Motes:*
8/01/2017 = dministrative Approval >
%
- Cancel

Add your missing time in Military Time in the Comment select a comment that applies to your missing

punch then add a note in the Notes box. Click sumbit.

The missed punch(es) will need to be entered by you or otherwise resolved before you will be
able to approve your timecard for that day.

If neither “Missed” nor “Edited” appears next to a date, then there are no missed punches and
no manual edits on that date, but the employee is still expected to approve that day.

If there is both a missed punch and an edited punch on the same day, the display shows
“Missed”. This means you cannot approve the day until the missed edit has been entered.

Once the missed punch has been addressed by your supervisor it will populate on your
timecard and then you can approve your day.
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Approve a day

To approve your shift you will need to highlight the day and then click on Approve.

Time Review ~

Employee: MOLINA, OLGA (0006212)

Days to approve: 6

Daily Approvals hal Approve Rejec
Date Schedule Pay Code Amount In
Wed 6/14 (M) 8:00-17:00 8:00
I

& 8:00-17:00 8:00 >
12:30

To remove approval on timecard you will need to be in “My Timecard” click on drop down arrow
on Approve Timecard then Remove Timecard Approval.

ey =)
y o
< S
2 Apps fecical 3 Business Semices Or [T MEDITECH | MECITE . Home Bankofthe®  §4 Home [) Kronas Warkiarce
& Worlspaces =
A 1} Information My Timecard Bz
Lo e ] 5
Loaded 1347  Previous Pay Period o]
v e (s}
Approve Timecard =
Pay Code Amount in Transtar out in Transtar owt shift Daily Period
800 1Zo0 1230 L B £ 80
8O0 200 1230 i 0 80 80 160
800 1200 | L 85 85 245
This Day Appr 10
800 1200 i 1230 i 630 80 80 25
SR 800 o 12w ioew 50 50 ws
+ a16/17 "
+ Sun 618 405
+ don 6/19 8 200 12:3 i 0 20 80 485 [v
Totals Accruals Audits Historical Corrections
Al
Account Pay Code Amount. 2
01/8510/5045, CVERTIME 0s
01/8510/5045/+/-/+ REGULAR 760

While in My Timecard you will see that once you approve a day it is now an orange color.
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Inbox

Inbox allows users to do the following
o Open/Reply/Delete a message
o When a Supervisor approves a missed punch, the employee will be notified in
their inbox.
o Create/Send a new message

|

My Timestamp = =I5
W
i)
|y Tivecara
,,,,,,,, | My Reports
© shi | my attendance
< T vy oo
(© Meal Out
[ | My Audits
© Mealin | Tine Review
@® Shit O
(® Othes Out
(® Other
Click on “New”
# My Information | My mbox @ x
My Inbox ~
MESSAGING INBOX
Last Refreshed: 11:11 AM
As of Date: i)
From Subject Receive
CAMAT, MERLY C Request to Submit a Missed Punch - Approved 12/14/2016 §:49 (GMT -08:00) Pacific Time
CAMAT, MERLY C Request to Submit a Missed Punch - Approved 12/09/2016 19:03 (GMT -08:00) Pacific Time
CAMAT, MERLY C Request to Submit a Missed Punch - Approved 10/07/2016 16:44 (GMT -08:00) Pacific Time

CAMAT, MERLY C Request to Submit a Missed Punch - Approved 9/28/2016 8:15 (GMT -08:00) Pacific Time
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-

[ Mew Message - Google Chrome | = | = 2 |

@ Secure | https://svi-kronos.sierraview.com/wfc/applications/ems/htmI/EMSE: &
L —

re ,
(@ dares> ook
\

[ Address Book - Google Chrome

@ Secure | https://svi-kronos.sierraview.com/wfc/applications/abk/html/AddressBo

Available Selected
ABORDO, PILAR (0003294) -
ABREGO, VANESSA (0005774)
ACIERTO-CEBALLOS, DANICA (0004824
ACIERTO-FORONDA, MICHELLE (00043
ACIERTO-TOLENTIMNO, CHARINIEL C {0OC
ACOBA, CONSUELO D (0010000)

ACOBA, MELODY M (D0D1818)

ACOSTA, NORMA, (0002958)
ACUNA-BANDA, ROSA (0008201)

ADAME, SHERI (0004343)

ADAMS, KIMBERLY A (0004538)

ADAMS, KYLE (0005730)

AGCAQILI, AGNES A (0002232) &
AGCAOILL, LOIDA (DOD3173)

AGUILAR, EVANGELINA B (0003208)
AGUILAR, HECTOR (D0D0DBEET)

AGUILAR GONZALEZ, YESENIA (000655
AGUILERA, KATELYN (000&5444)
AGUILERA, MARISSA (000&310)

AHMAD, HAMID (000647 4) -

In the namee enter (*) then hit click on search following list of employees will appear, scroll down
to select the name of the person you are sending a message to. Select the name and click on
the right arrow.
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Self Service

Updating Direct Deposit and W-4 in Self-Service

Or  [] MEDITECH | MEDITE. & Home Bankofthe s §# Home

& Business Services Or  [[[] MEDITECH | MEDITE. & Home Bankofthe ¢  §3 Home

Employee menu~

Name o é
ARTEMISA SOLIS ALERTS PERSONAL INFORMATION BENEFITS

Employee ID
0006511

Primary Position

8510 GENERAL ACCOUNTING
SYSTEMS COORDINA

Organzation

SVMC | MAIN CAMPUS . D &
Hire Date ) D D
40472016

ervice EMPLOYMENT BENEFIT RESOURCES
1 Year(s) 3 Month(s)

Click on “Pay” choose Direct Deposit. You will see the following screen. Note if you have direct
deposit information and you want to make changes a list of your direct deposit distribution will
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show up on the screen you will need to hit Edit. You will then have the option to make changes
or delete account.

Sef Service  ~ ol 3]

1-{| Back to Self Service A |~

Return 1o Employee Menu . .
@ PAY Direct Deposit

-

Edit

Your direct deposit can be set up as percentage (must equal 100%) as well as fixed amount.
Your main deposit account must be the highest order number you can default to order number
99. If you want your net pay to go to one account you will complete as follow. To add a new
account you click on Add Account or if you want to delete you will on Delete Account.

Order:* a9

Account Type:* Checking v
Routing Number:*® w O
Account Number:* m O
Deposit Type:* Remaining Amount r

Deposit Amount:*

Delete Account

+ Add Account

To split amounts between accounts your deposit type will be set to fixed amount and you must
provide the deposit amount. If you are doing percentage amount the deposit type will be set to
percent of net pay and the deposit amount will be a percentage. Once you are done updating
information click on “Save” at the top of the page.

Deposit Type:* Fixed Amount v

Deposit Amount:*  100.00|
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Updating W-4 Information

’ D) Kronos Workdorce Cent
€ C | @ Secure | https//svi-kronos.sierraview.com/w

3 Apps [ Suggested Sites Imported From I [ Sierra View Medical & Business Services Oc ] MEDITECH | MEDITE. & Home Bankofthe < §# Home Kronos Workforce

KRONOS ~ AvTeM

(At | & srser

Sef Service  ~

Back to Sef Service

Employee menu~

an
Name o G
ARTEMISA SOLIS ALERTS PERSONAL INFORMATION BENEFITS

Employee ID
0006511

Primary Position

8510 GENERAL ACCOUNTING
SYSTEMS COORDINA

Organezation

SVMC | MAIN CAMPUS . D &
Hire Date ) D D
4/0472016

n Service EMPLOYMENT Cl BENEFIT RESOURCES
1 Year(s) 3 Month(s)

Click on Tax Withholding then Edit

Return to Employee Menu R ;
@ PAY Tax Withholdings

-

Current Withholdings

Edit

Federal

You will then get the following screen to make your updates.

Return to Employee Menu R )
@ PAY Tax Withholdings

-
Cancel

Tax changes must be reviewed and approved by the payroll department. Changes will take effect on the next pay cycle.
To claim exempt from tax withholding, enter 99 in the Allowances field.

Filing Status:* Married v
Allowances:* 0
Additional Withhelding: | 0

If you need help...
Worksheets are available to help you figure the number of withhelding allowances you are entitled to claim.

Filing Status:* Married v
Allowances:* 0
Number of Other Exemptions:* | o

Additional Withholding: 0
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Your filing status should always be either Married or Single. Do not select Head of Household or
None for both Federal and State. You will fill out the Allowances for the number of dependents
you would want to claim. If you have an additional amount to be deducted each pay check that
will go under Additional Withholding. Once you have completed your changes be sure and click
on “Save” at the top of the page.



