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Tab 1

ON-BOARDING



When a new employee is hired, he/she will receive the following letter
from the Employee Services manager, introducing him/her to you, the
HR Facilitator, for the work unit.

Current Month, Day, Year

Mr./Ms. New Hire,

| am very pleased to extend a warm welcome to you as you begin your employment with the University
of North Carolina General Administration!

The key to success for any individual commencing new employment is appropriate support during the
first months, so | wanted to take this opportunity to introduce the different resources available to you.

Each department has a Human Resources (HR) Facilitator available to helping make your transition into
the UNC General Administration community as pleasant as possible. Your HR Facilitator is:

HR Facilitator Name
HR Facilitator Phone Number
HR Facilitator Email Address

Your HR Facilitator is available to assist you with the New Employee Online Orientation program, the
Time Information Management system, and other general employment questions you may have over the
next few months.

In addition, the Human Resources staff is always available to provide support. Feel free to contact us at
any time for questions, comments, concerns, etc. A directory of all HR staff members can be found on
the main Human Resources Webpage (www.northcarolina.edu/content.php/hr/index.htm) by clicking the
Contact Us link on the left side of the page.

Lastly, | ask that you stop by my office at your earliest convenience to pick up your Welcome Gift! My
office is located on the second floor of the General Administration Annex at 910 Raleigh Road in Chapel
Hill. For more specific directions, please call me at 919-843-5479.

| would like to wish you every success and | hope that you will enjoy a happy and fulfilling career with us.

Sincerely,

Bethany Alsobrook
Employee Services Manager



http://www.northcarolina.edu/content.php/hr/index.htm

Each new hire also receives a similar letter as below from the benefits office
instructing him/her to log onto the online orientation program, which includes
important policy information and benefit information for benefit eligible new hires.

March 1, 2010
MEMORANDUM
TO:
FROM:
SUBJECT: New Employee Online Orientation

Welcome to the University of North Carolina General Administration! The purpose
of this memorandum is to assist you in enrolling in the various employee benefits
plans and programs available to you as a permanent full-time employee. Please
visit our online orientation program website to learn more about the University and
to complete the necessary payroll and benefit forms.

Enclosed you will find certain orientation materials that you may wish to review in
advance of completing the online orientation program. You will find that these
materials are also available online.

*  “Your Retirement Benefits”
* “Health Plan Benefit Summaries”
*  “Your NCFlex Benefits Overview”

The online orientation is optional--a way for you to access new employment and
benefit information at your leisure. However, if you wish to speak to someone in
person, rather than utilizing the online orientation, please contact Human Resources
at 843-5673 to schedule an appointment. If you decide to utilize online orientation,
please continue . . .

Once you access the site, it will take approximately 90 minutes to complete the
orientation. Please follow these three easy steps:

Step 1:
Access the New Employee Online Orientation Program via the web at:

orientation.northcarolina.edu
Once you access the web site, the first part of the program lasts approximately

two minutes and automatically provides you with a brief overview of the
University of North Carolina. At the end of this section . ..

Page 2

Step 2:
Select General Administration either by clicking on the map or selecting it on
the menu. This will take you to information about General Administration’s
history, Jocation and key facts. Use the arrow at the bottom right to scroll
through this information which should take only a few seconds. When you
finish reading about General Administration . . .

Step 3:

Select Continue at the bottom left of the screen. You will now need to enter the
password SPA to access the orientation program.

Please make sure that you select each section option at the top of each page and
read each page carefully. At the bottom of the page you can see how many pages
are in each section. Selecting Next at the bottom of each page takes you to the next
page in the section or you can select Previous to go back to the previous page. You
may also use the arrows located at the top right corner of the page to navigate your
way through each section. Also, selecting the Table of Contents allows you to see
the topics covered within each section and go to any page within the section.

You will be able to access enrollment forms as you go along. You should print each
of these forms and complete them per the instructions. There is an Orientation
Checklist that you may print to ensure that you sign and submit all required forms.

If you are unable to complete the entire crientation program at one time, you may
return to it at a later date, but be sure and note the section and page number where
you stopped so that you can find where to begin again. You must go through every
page in each section., NOTE: Unlike the other sections in the online orientation
program, at the end of the NCFlex section, you will be directed to a website to
enroll in these benefit plans online.

It is important to complete and submit the payroll and benefit forms timely as
instructed in the orientation program. In order to meet our payroll deadlines,
enrollment forms must be completed according to the following deadlines:

* Employment Eligibility Verification (I-9), Tax Forms (W-4 and NC-4), and
Direct Deposit Payroll Authorization Form must be received within 3
days of your hire date.

» Medical and other insurance election forms must be received within 30
days of your hire date.

date.

Page 3

Please return these forms to this office as follows:

Diane Watts
Human Resources Division
UNC General Administration
910 Raleigh Road
Chapel Hill, NC 27514

If you need help navigating the site, please call us at (919) 962-4530 and we will be
happy to assist you.



Should your new hire need assistance with the online orientation, here is a brief
run through of what the program looks like and the contents contained therein.

Online Orientation
1. Log on to http://orientation.northcarolina.edu

2. Employees will be guided through the introduction, then to a map of the 16-campus
University. Click “General Administration”.

3. Enter password provided in Welcome Letter
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http://orientation.northcarolina.edu/

Il.  History (History statement of the University of North Carolina)
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V. About Us

* Provides a list and web page links to all General Administration divisions

* Provides a brief description of all GA's affiliated organizations as well as links
to their respective web pages.
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V. Contact Us (Numbers of HR Staff)
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VI. Getting Started

A. Outlines this portion of the orientation (programs/services, policies, and
benefits)
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D. General HR forms to be printed and completed:

Creditable State Service
Education Credentials
EEO Profile

CETTING STARTED

Gursrdl Einployminl Fomms

» Photocopy of Driver’s
oerts e s B o License
i e » Campus Directory Form

VII. Programs and Services (Information on UNC and State
Employee Programs and Services; Provides new employee
with links to web pages.)
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VIII. Policies
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A. SPA Policies

® Employee Mediation and Grievance
* Employment of Relatives (Anti-Nepotism)
« EEO

* lllegal Drugs and Abuse of Alcohol

* NC Workplace Laws

» Occupational Safety and Health

» Performance Management

* Probationary Periods

» Secondary Employment

» Unlawful Workplace Harassment

» Workplace Violence

B. EPA/SAAOQO Policies

* SAAO policy or EPA policy

* Employment or Related Persons (Anti-Nepotism)
« EEO

* lllegal Drugs and Abuse of Alcohol

* NC Workplace Laws

» Occupational Safety and Health

» Political Activities of Employees

» Conflict of Interest and Commitment



IX. Payroll and Leave
. Direct Deposit
. [-9 Form
. W-4 Form

. NC-4 Form

. Holiday Schedule

. Leave Entitlement
- Leave Summary for SPA
- Leave Entitlement Policy for SAAO
- Leave Entitlement Policy for EPA

. Time Information Management

. Pay Schedule (Biweekly and Monthly)

Tax Rate Schedule (NC Federal)
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X.

XI.

XIl.

Core Benefits

Retirement (pre-tax)

Medical Insurance (pre-tax)
Disability Insurance
State-Provided Disability Insurance
Supplemental Disability Insurance
Long Term Care Insurance

Supplemental Benefits

Dental

Group Term Life Insurance
Accidental Death & Dismemberment
Auto, Homeowners, Other

United States Savings Bonds
Supplemental Retirement

NC Flex Benefits

Dental

Vision Care
Supplemental Medical
Cancer

Accidental Death & Dismemberment

Group Term Life

Health Care Flexible Spending Account
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Online Orientation Passwords

Staff Type Password
EPA Senior Officer SAAO
SPA Staff SPA

*passwords are not case sensitive



Websites and Numbers to Remember

< UNC GA websites and numbers of interest

Administrative and Campus Directories
http://www.northcarolina.edu/directories/index.htm

Review of Divisional Staff pages
http://www.northcarolina.edu/leadership/ga.htm

Website for videoconferencing information
http://www.northcarolina.edu/helpdesk/index.php

Website for email use and questions
http://www.northcarolina.edu/helpdesk/index.php

To request Information Resources assistance (962-HELP or
https://www.unc.edu/ar-bin/websub/index.pl)

Website for telephone conferences
http://www.telecom.unc.edu/services/teleconference.php

For help with telephone dial 962-6245 or voicemail dial 962-6200

(http://www.telecom.unc.edu). This website provides instructions on how to

record your name into your voicemail, how to access the voicemail system
from home, and how to set up an extended-absence greeting.

To set up an “Out of Office” email message, follow these steps
(http://www.northcarolina.edu/helpdesk/index.php):

1) Log in to webmail at https://webmail.northcarolina.edu

2) Enter your username and password

3) Click On the options menu on the left sidebar.

4) Click "Filters"

5) On the top of the screen click "Vacation"

6) Set the day you are leaving and the day before you return. The dates set are
inclusive, meaning the message will send starting at 12:01am on the start date
and ending at 11:59pm on the end date. This means that if you set it for the
day you return, people will continue getting messages that day.

7) Enter your Vacation subject and Vacation Message. These are what people
emailing you will receive in response to their emails to you.

8) Click "Save and Activate"
Thats it. The message will auto-disable upon your return, so you don't have to
worry about turning it off.

For Facilities problems or special cleaning needs: John Neville, 962-4561.

% UNC CH websites of interest
To Obtain a One Card: Call the UNC One Card office at 962-1385 after receiving

your first paycheck to confirms that your PID (Personal Identification
Number) has been activated, then go to the One Card office (located in the
basement of the Daniels Building, UNC Student Stores, on UNC Chapel Hill's
campus) to obtain a card. You should take with you some form of
employment verification (e.g., employment acceptance letter)
http://www.onecard.unc.edu

Create an UNC Chapel Hill ONYEN (Only Name You'll Ever Need) Account

* These email accounts allow UNC GA employees to register for training
classes at UNC-CH. (https://onyen.unc.edu/)
* Once you have been assigned a PID, you can log onto the above
website to obtain your email account.
Website for training opportunities with UNC Chapel Hill's Information
Technology Services. (http://learnit.unc.edu/)



http://www.northcarolina.edu/directories/index.htm
http://www.northcarolina.edu/leadership/ga.htm
http://www.northcarolina.edu/helpdesk/index.php
http://www.northcarolina.edu/helpdesk/index.php
http://www.onecard.unc.edu/
https://onyen.unc.edu/
http://learnit.unc.edu/

Copier Password

Email

Voicemail Password

Computer

Username

Username

Password

Password

Meeting Maker
Username

Password




Please make sure that hiring managers in your
work unit are completing the below linked form
on all new hires. Depending on the dynamics of
the work unit, you may be asked to assist in
some of these activities.

Manager/Supervisor:
New Employee Checklist



http://www.northcarolina.edu/hr/ga/managers/Manager_New_Employee_Checklist_2010.pdf
http://www.northcarolina.edu/hr/ga/managers/Manager_New_Employee_Checklist_2010.pdf

Tab 2

TIME INFORMATION
MANAGEMENT



TIM

Time Information Management
System




Important Names &
Numbers

Merry Silver
Payroll and Leave Administrator,

Ph#: 843-5674, Emalil:
mksilver@northcarolina.edu

Vacant

Benefits Manager

Ph#: 962-4530, Email:

Beth Alsobrook

Employee Services Managetr,

Ph#: 843-5479, Emaiil:
alsobrok@northcarolina.edu



mailto:alsobrok@northcarolina.edu
mailto:alsobrok@northcarolina.edu

Training Overview

TIM Functionality

Old vs. New
Accessing TIM
Logging On & Off
Routing Flow
Navigating TIM

Time Card Examples
Timecard Tabs (Menu)
Test Your Knowledge



TIM Functionality

Record Hours Worked

Manual Time Entry (Web Time
Card)

Automated Time Capture (Time
Stamp — temporary
employees/students)

Leave Usage
Track Accrual & Leave Balances
Reporting Tool*

* Leave Statements will no longer be distributed



Old vs. New

Paper Time
Sheet/Leave
Reports

Record Total Hours
Worked

Paper Copy
Approval

Inconsistent
Reporting of Civil
Leave, Community
Service Leave, etc.

Paper Leave
Statements

Limited Access to
Time Records

Electronic Entry

Accrual IN/OUT
Time

Electronically
Routed for
Signature/Approval

More Detailed
Reporting of Types
of Leave (Pay
Codes)

Leave Information
Always Avalilable
Online

Online Access to
Previous Time
Records



Old vs. New (cont.)

Monthly submittal of
Leave Report for
SPA Exempt

Loosely Defined Bi-
weekly Time Sheet
Deadlines

Loosely Defined
Monthly Leave
Report Deadlines

Bi-weekly submittal of
electronic Leave Report
for SPA Exempt ONLY

System Requires
Finalized
Manager/Supervisor’s and
Employee Approvals by
Noon on Monday
Following the End of a
Pay Period

System Requires Finalized
Manager/Supervisor’s and
Employee Approvals by:

m the 5" of each month
for EPA Employees

= by noon on the
Monday following the
end of a Pay Period
for SPA Employees



Have you gotten your
Onyen yet?

The Uriversity afNorth Carclira - iIuHHlll
'.1HI

The Only Name You'll Ever Need.

It's very important for new hires as well as
any employee to get their Onyen ID and
Password established as soon as possible.
Otherwise, you will not be able to enter your
time in the new TIM System.

Onyen website address:
https://onyen.unc.edu



https://onyen.unc.edu/

Accessing TIM

The following link should be
bookmarked to access the TIM system:

https://unctim.unc.edu



Logging On

yNC

[nformation
Management

Version 9%

User Name: |

Password: |

Enter your Onyen ID and Password (case
sensitive)



Logging Off

73 ronos Workforce Central{R) - Windows Internet Explorer

\ : LA |g https:fkdtesdam. isis.unc edufwfcjpartal j@ LA IYahoo! Search

e Edt View Favortes Took Help

ﬁ a5 @Kmnos Wiorkfarce Central(R) J @Ham& 4 @Print v I-_;}Page 4 @Tua\s - @ Help » ﬁ Research [

KRONOS AT Name or D: [ (" Find ) Tim 3
()
Log OFf (GG Current Pay Period = @ @ G) @)

Actions  Amount  Accruals  Schedule  Approvals

Primary Labor
. @ H 1]
= My Genies® ame Account

QuickFind

+ Timekeeping

+ Scheduling
Group Edit Results
Reports

+ My Information

+ Setup
Help

!

Do not use @ - the browser back arrow

Do not use - the close window button to
close TIM’s window



Routing Flow

1. Employee records

4. Forwards batch to time and leave entries on-line
UNC-CH Payroll for daily. Atthe end of the
appropriate paycheck pay period approves on-line
processing. and submits to supervisor

for approval.

Y

b

2. Supervisor reviews, edits

3. GA Payroll Administrator (if applicable) and approves
reviews data and signs off electronic timecard and
on batch of time cards. ’r submits on-line to GA

Payroll Administrator.



Exploring the Initial

Window

Navigation
Bar

Header

KRONOS

Log Off

- My Genies®
QuickFind

+ Timekeeping

+ Scheduling
Group Edit Results
Reports

+ My Information

+ Sefup
Help

Pay Period
Selection
Menu

L[N0 Current Pay Period

Actions  Amount  Accruals  Scheq Current Pay Period

Previous Pay Period

Mext Pay Period

rimary Labor

Previous Schedule Period
Current Schedule Perind
Mext Schedule Periad

Account

Workspace

Schedule People E!Epl:nt:aE]

(O

Today
Yesterday
Weekta Date
Last¥ieak

TH02007, Specific Date
02007 - 70007 Range of Dates




Using the Tools In the
Header

1 || Name or Launch
PID 3 lcons
L )
QuickFin pareor: RN i | Timegard Sehedule Peagle E!Epnrts:[]
(]
AT Curtent Py Peiod u @ @ @ @
Hides Time Help
Navigation 2 | Period
bar

1. Employee’s name or PID number

Time Period text field with a drop down list
that will allow you to view pre-set time
periods or a selected range of dates

3. Launch icons for access to other TIM
Timekeeper functions



Accessing HELP  |ise=

| ,f QuickFind Genie - Windows Internet Explorer:

KRONOS 3 People Repots
5 : i 0 |+ | 0
. @: g https.,l',l'kdtcsdcml.|sws‘unc.edu,l'wfcstat\c,lhelp,len,l'wwhe\pfwwrj@ | X |‘Fahoo‘ Search @ @D
* ﬁﬁ @Quickﬁnd Genie J @Hame v @Print v \-_.-}Page v @-Tuuls L) @Help ) ﬂResearch
"y Genies® = Related Topics ?
(VI | -2 Workforce Timekeepe =
+ Timekeeping B T@me Stamp Workforoe Timekeeper help » Genies end Group Editing » Types of Wodforee Genies » Quidind Genie B
+ Scheduling e T|mgcard
=2 Genies and Group £
'BTBY Bi;{gﬁ?{:ﬁc QuickFind Genie
EROU -Ep. g deme QuickFind, also known as Workforce Genie QuickFind, allows you to quickly search
QuickFING Ger | £y 3 specifc person or set of peaple to display in the QuickFind workspace,
ElOvertime Equ. showing the names of pzople and the configured columns of information.
+2Using Genies in 1
B Assigning a WTT | A QuickFind view is composed of the following (click an underlined item for more
#2Group Edits information):
+ Menus
#8Using Genies: Mi | * Name or [D-Determines which people records will appear.
+2)HyperFind Queries
+2New Person: Peopl | * Time period—Selected time period of the information to appear.
*EGrouping by Jobs T - _
+2 Grouping by Indivic ¢ Column set—Specific information that appears in the workspace. An
0 Fvent Manager administrator can configure the number of columns and their contert,
#)Calendars ) _— ) -
A Workfow Notificati Using the QuickFind Genie
+EIReparts y o . ‘
AR P St In addition to viewing the information presented, you can select 3 set of people
e and perform a group edit or use the launch buttons to navigate to a different
#2IRules Analysis Tool  fynction while carrying over the people set and ime period of the Genie, The
+=Record Retention F group edit menus and launch buttons that appear depend on which Genie you
#2Data Import are currently using and your configuration.
+2)Labor Level Setup
‘| = 7 N To display a person’s timecard, find the person using the QuickFind Genie, and j
— r|m |h|a.r‘|\r‘\r nn Hﬂﬂ nﬂrcﬂiﬂﬂﬂﬂr‘id\ﬂ\l:u a narcnn"c hmar‘:\rH nn|u If Mol ;

>
Click the D in the upper right hand corner to
display help topics relevant to the TIM window visible
on your PC screen.




Accessing HELP (cont.

Useto EXIT
Help

KRONOS

Log Off

= My Genies®
QuickFind
+ Timekeeping

+ Scheduling
Group Edit Results
Reports

+ My Information

+ Setup
Help

fo—
KA\ T
AL

WA e

G i s

,f_:‘ WTKHelp - Windows Internet Explorer

Renorts E]

+2 Workforce Timekeeper

g,https:ﬁkdtcsdcml.isis.unc.edufwfcstaticihe\pienfwwhelpfwwl'j@ X% |Yah00! Sgarch

‘ @Hume v @Priﬂt v E}’Page v @} Todls = @Help v ﬁResearch

+2 Transaction Assistant h
+2Scheduling help

+2 Workforce Record Mana
+2Process Manager and M
+2Delegate Autharity help

{

EMKRONOS

Workfores Central®
aute
Kronoz Incorporated or a
related company
Wy kronos.com

—r—rr—rr—r—r—r=

— Click the word Help in the Navigation Bar to access help
for the entire site.




Using the QuickFind

Genle

RO £ ; D d a
0 Of : G 10F I{OT Current Pay Period v 1
Actions  Amount  Accruals | Schedule  Approvals
Hame 1) D PriT::ztll-:th i
0 d Employes Name PID# 0000000020002111/705081 26 3/000/000000/0-00000/GAD2354 j
g Ernployes Mare PID# 000000001/002101/7133804 7 31000/000000/0000000F1 0000
pav Period Cla Employee Name FID# 0000000010021 2770369254 2/000/000000/0000000/4F1 0000
Deco - Ernployee Mare FID # 0000000020002111/708443480/000/000000/0-00000/GA1 8507
aduling Emplayes Name PID# 0000000010021 01/7021433401000/000000/3-00000/GAD3029
- Employee Name FID# 0000000010021 01,7044 74327/000/000000/0000000/4F1 0000
o Employes Name FID# 0000000020002111/705081 2631000/000000/0-00000/GAD2337
) I“I I Employee Name PID# 000000002/002112/704253407/000/000000/0-00000/GA1 8801
Emolaves Name Pl # 000000001/002101/700861521/000/000000/0-00000/GAD1 142
n Employze Name FID# 0000000020021 01i700861521/000/00000010-000001GA01142
: - Employes Name FID# 0000000020002115/704256222000/000000/0-00000/GAD2257
- Emplayes Name FID# 0000000020002101/702198357/000/00005543-90808/5403530
' Emplayes Name PID# 0000000010021 01/702635540/000/000000/0000000INF SOTA2
T ' Employes Name FID# 0000000020021 01/704248441/000/000000/3-00000/3AD0000
pertind Que Employes Hame FID # 0000000020002111/704237047/000/000000/0-00000/GA1 8702
' pe Employes Name FID # 0000000020002115/713385380/000/000000/0-00000/GAD2336
Organizatic ) Emplayes Name FID # 000000001/002101/711833223/000/000000/0000000/HF SOTO2
Organizationa Ernployss Mare FID# 0000000010021 014703526731 /000/000000/0000000/F1 0000
Al B Emplayes Name FID # 0000000020021 01/704278235000/000000/0-00000/GAZ0031
ol Emplayes Name PID# 000000001/002110/704210068/000/000000/0000000F1 0000
Employes Name FID# 000000002/002112/7042275941000/000000/0-00000/GA02273
Employee Mame PID# 0000000020002101/704226284/000/000000/0-00000/GAD1 059 r

Select QuickFind from

Click . All of your
QuickFind window

v

the Navigation bar

employees will appear in the

The asterisk (*) in the Name or ID text field indicates

all employees




Searching Employee
Records

J

(RONOS QR vneors: S 1) T e
LastRefreshed: £56PM o . U m
o et ST O O

Schedule

Actions  Amount  Accruals Approvals

Primary Labor
Account

0021111705081 2631000100000
0021 01171338047 310001000000
0211217 035925421000100000
002111/7084494301000100000
0021 01/70214334010001000000
0021 01170447 43271000100000
0021111705081 2631000100000
N02112170425340710001000000
D021 01/700861421/0001000000
D021 01/700861421/0001000000
D02114/7042562221000/000000,
002101/7021983571000/00000
{ 0
{ 00
{ 1001
f 00
{ 001
{ 00
[ 00
I 00f
f 00
[ f000f

Hame

= My Genies®
QuickFind Employee Name PID # 000000002
- Timekeeping Ernployea Name PID # 000000001
Pay Period Close Ermployea Name PID # 000000001

I-00000/3A02354 j
0000000MF10000

0000000MF10000

-00000/GAT 8507

I-00000/GAD3029

0000000MF10000

0-00000/GAD2337

I-00000/GATS801
(-00000/GA01142
(-00000/GA01142
-00000/GAD2257

-00000/GAD3030

0000000MFSOTOZ
{-00000/GA00000

0-00000/GA1 8702

0-00000/GA02336

0000000MFSOTO
0000000MF10000
-00000/GA2003

0000000MF10000

Reconcile Timecard Employes Name FID# lonoonon:
Employes Name FID# (ooaonon
Employee Name FID # 000000001
Employes Name FID# (00000002
Employee Name FID # 000000002

Emelovee Name FID # aoooooont
Employee Nzme PID# 000000002

Ernployea Name PID # a0oo0o0n2
Ernployea Name PID # a0oo0o0n2
Employee Name FID # 0ooogogot
- Common Setup Employee Name FID # 00000000z
HyperFind Queries Employee Name FID # 00000000z
Worker Types Ernployea Name FID # 000000002
- Organization Setup Employee Name PID# 00000000
Organizational Sets  [I=utdIEEAREN FID# aooonaat
Labor Level Sets Eraplayee Name FID# 000000002
Employe Nama PID# n0n00ng0d
Employee Name FID # 0000000020211 2170422749410 0010000010-00000/GAD2273
Employee Name FID # 0000000020021 0470422629410 0010000010-00000/GAN 059 j

- Scheduling
Schedule Editor
Group Edit Results
Reports
= My Information
Wy Timecard
My Reports

- Sefup 7028355401000/ 00000

0021 011704 248441000000000
00211117042370471000000000
00211871338538010001000000
0021 017118332230001000000
7035287 1100000000,
0021 01170427 62351000100000

Help 002110/70421 0083100000000

f
f
f
f
f
f
f
f
f
f
f
f
f
f
f
f
f
f
f
f
f
f

To search for an employee whose last name starts with
a particular letter

» Enter the letter plus an asterisk(*) in the Name or
ID bar



Selecting More than One
Employee

uickFind —
Last Refeshe: 1367 Q[T Curtent Pay Parind ﬂ

Actions  Amount  Actruals  Schedule  Approvals

— Hame Wl P"";:gt:th"'
QuickFind Eryloyes Nare FD# 000000002A 114705081 Z53000I000000N-00000IGAD 2354 -
- Timekeeping Ermyloyee Nare AD# 0L 0000CHREA D1 338047 3000R0000CH0D0000NF 0000 j
Pay Period Close Ermyloyee Nare AD# 00O00CHIOE2A 12170369254 2000IR000LCHOD00R0NF 0000
Reconcie Timecard. MGG PD# 000000002A 11170644 B4500000000N-00000IGA1E607
- Scheduing Ermyloyee Nare PD# 000000CHOCA D144 354000E000N-00000IGA302)
. Ertyloyee Nare A4 00000H A D1704474327 00 O000CHDD00R0NE 0000
. Ermyloyee Nare AD# 0000000 114705081 Z630000000N-A000IGAD 2537
Group Edit Results
Reprs Erploe Hame # O00DN0 00N 12970425340 00C000N-A00A0GA! B
— el M L # T T AR
My Tineer Ennployee Nare FiD# 0000000020021 01470085152 14000H000000-0000013A0 42
Employez Name PD# 0000000021 141704256 2220000000000R-00000IGAD 2357
HyReports Employez Name PD# 0000002004 D124 36 000ICO0R0R-00000IGAD:30
- Setip Enmplayee Name PD# 00000CH A D170 283554 000ICa0R0A0R000ENF 30T
" It Employes Name PD# 00000000 2100210170424844100D00T00D-00000/GA0000
HyperFind Queries PR FD# OODO0OLBRLZY 14237 4T ODD0GAI 702
Worker Types Ermyloyee Nare AD# 000000002A 161715385 3500000000-00000IGAD 2335
- Organization Setup  |[SUIN e AD# 00000CHOCAD147183322300000000 00000000 3002
Organizational Sets  [=ghlb AN PID# 0000000011021 011703528731/000/000000/0000000NF 10000
Labor Level Sets || ttn L PD# 00000 00A D17 0427 35A0000n0N-00000IGAC31
Help Ermyloyee Nare A4 O000DA00H0EA 10170421 DOGAOREO0RCI00NENF K000
Ermyloyee Nare A4 0000000 120704227504 OO0 O00IGAD 2373
i r

Employee Mame FID# 00000000 2/002101/70422629410001000000

T-00000/GA01069 J

To select more than one employee at a time:

* Hold the Shift key down + Arrow down key OR Hold the Shift key
down + Drag mouse

To select random names:

e Hold the Control key down + click Right button of mouse



Time Card Window for Wage
& Hour Employees

1
Header 0 . :
oaded: 03P . i
L0 Current Pay Period
Menu Sae | Actions  Punch  Amount  Accruals  Comment  Approvals  Reporls
Bar Date | PayCode | Amount In Transfer Qut In Tranker Out | Shift Daily Cum..
8 [, lon 7 |
B0 [ Tus 74
Delete ’ |
d 810 | Wad 7125
an & L | Thy 7126
Insert 8L Fim
Row a1 s
lcons ANETY
- & L | Mon 7130
Tw_necard &L Tue 7r3
Grid oL Wamt |
o etz |
810 [Frigng
& L | satand
TI mecard Tatals & Schedule rnccruals r.ﬂ.udils |
Tabs
Al v Accrual Code / ‘Bal.miSeIec..l Units ‘
’ Account M Pay Code ‘Amnunt‘ i3 L il
facation 173 Hour

[ate StartTiq(e EndTime | PayCode | Amount
M 72 |
Ten [
led 7125

/
s/
]/

=

Only when selecting more than one /
employee



Timecard Window for
Exempt Employees

KRONOS Timecard Name & D: imecard Schecule Paogle  Reports E]
Loaded: 207PH ( :
Log Off i Time Period: QIGIGETEDD v ) @ @ @J

Save | Actions

Punch Amount Accruals Comment Approvals  Reports

Pay Code Transfer Mon709 | Tue?M0 | Wedift | Thu?A? Fri 743 Sat7M4 | SuniAs Total ﬂ
= My Genies® &Ly | Howrs Wor.. a0 a0 el i a0 4y
QuickFind 81 81 B4 80 81 i
+ Timekeeping { | A
+ Scheduling Week starting: Mon 7116
Group Edit Results Pay Code Transfer Mon7f6 | Tuefd? | Wed?d8 | Thu?A9 | Frif0 | Sat?@1 | Sun?22 | Total
Reports & (L | Hours Wor.. B0 B0 B0 B0 B0 i
80 80 B0 80 80 il

| 2

+ Iy Information
+ Setup
Help

{
Week starting: Mon 72
Pay Code Transfer Mon723 | Tue?2d | Wed?25 | Thuti2b Fri 7127 sat?2d | Sunii29 Totdl
& |y | Hours Wor . B0 B0 B0 B0 B0 4
80 80 80 80 80 i

3

L

Totals & Schedule rnccruals rAudits ‘

IE: Acerual Code / ‘Bal. on Selec..l Units ‘
Sick 00 Haur
Yacafion B00 Haur

’ Account M Pay Code ‘Amuum‘
. B81521/000/000000/0-00000/GA01142  Holiday 8.0
. B61521/000000000/0-00000/GA01 142 Regular 1760

Date StartTime | EndTime | PayCode

SN 7101 J

Mon7i02 | G:00AM | S00PM
Tue 73 BO0AM | S:00PM
e 7104 | BOOAM | S:00PM
Thiu7ing | R7INAM ATNPN j




About Timecard Tabs

Totals and Schedule - This tab
displays a summary of the
employee’s hours worked,
categorized by accounts, pay
codes and amounts.

VRN

[
@&thedme fAccruals | Audits

Al /" %

} Account ‘ Pay Code | Amount
B09B22000000000/0-000000000060  Holiday 8.0

nooanooon |
H096221000/00000/0-00000/0000060  Bonus Leay.. 8.0
H09622000/000000/0-00000/0000060  Reular SO 40.0
H09622000/00000/0-00000/0000060  Adverse We... 8.0
nooanonon |
nooanonon |

LE09622000/00000/0-00000/0000060 ~ Vacation &0
096220000/000000/0-00000/0000060  Sick 16.0




About Timecard Tabs

(cont.)

Accruals - This tab displays the employee’s
current or projected accrued time, such as
vacation or sick time. The Balance Projected
Through column indicates the last day of the

Pay Period.
s ,/\\
(Tntals & Schedul& Accruals 49Aud’rls
Accrual / Balance on Urits Balance Projected ﬂg@tﬂjmmﬁed——llmﬂﬁ Balance without
Code Selected Date Through Debits ~ Credits = Balance  Projected Credits
Holiday ETO Expired - 0.0 00 0 0 0.
On-Call Time Of 00 00 00 00 0
On-Call Time Of Expired 0.0 00 0 0 0.
Bick 16.0 00 00 160 160
Travel Time O 0 00 0 0 0.
Vacation 1567 00 00 1567 1867
Yaluntary Shared 00 010 00 00 00

—r—r—r—rr—rr—re

The balance shown in the Balance on Selected Date
tab reflects the date selected in the timecard grid.



About Timecards (cont.)

Audits - This tab lists all punch and

pay code edits performed on the
timecard. Information on this tab

Includes the user name of the person
who made the edits, and the date and

time of the edit.

O\
Totals & Schedule | Accruald, = Audits ‘ )
N

Type of Edit: ‘AII ¥ Dita Sources; J Al

Date  Time  Type | Account PayCode Amount WorkRule Override| Comment | EditDate | Edit Time| User
BIATL.. GO0AN Add Punch OutFun. 430i20.. B41AM . Superl)..
4302, G00AN Add Punch OutPun.. 4300 G280 toraind..
4302.. TO0PM Add Punch I Punch 43000, G120 toraindke.,
G012, AN Add Punch I Punch 43020, G128 torainck..
4302, L00AN Delete Pu.. OutPun.. 43020, G128 toraind..
4302.. TOOPM Delete Pu.. I Punch 43000, G120 torainck..
43002, TOPM Add Punch I Punch 4300 G280 toraind..
G012, G00AN Add Punch OutPun.. 43000, G128 torainde.,

Data Source
Timecard...
Timecard...
Timecard..,
Timecard...
Timecard...
Timecard...
Timecard...
Timecard..,




Tab 3

SEPARATION



When an employee is separating employment,
please make sure that he/she is given a copy of
the below linked separation checklist.

Employee Separation Checklist



http://www.northcarolina.edu/hr/ga/hr_facilitators/Separating_Employee_Checklist_2010.pdf

Please make sure that the manager of the
separating employee in your work unit complete
the below linked form on all exiting employees.
Depending on the dynamics of the work unit, you

may be asked to assist in some of these

activities.

Manager Checklist for

Employee Separation



http://www.northcarolina.edu/hr/ga/managers/Manager_Chcklst_for_Separating_Employee_2010.pdf
http://www.northcarolina.edu/hr/ga/managers/Manager_Chcklst_for_Separating_Employee_2010.pdf
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