Manager Navigator Job Aid
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Parts of a Navigator %/\‘ KRONOS

Active Bar Name / Sign Out Alerts Carousel

Displays active workspaces; click Identifies user and a link to log Links, which appear as icons, Container for one or more workspaces
title to bring a workspace into out of navigator. enabling you to quickly view the (Note: Carousel appears only if there . .
focus. (Manage My Department type and number of tasks and is another workspace in addition to NaV'QatorS are customized by

is the only one in this example.) issues that you need to address. the home workspace.) Administrators and reflect those

(Note: Alerts are optional) items needed for a job role. Specific

widgets and alerts that are available

KRONOS  sgnout =] in your navigator are determineq by

your access and which applications
are in use.

Navigator layout varies

A Manage My Department ™

Time Period | yesk to Date [=)E  Show allrome =) a =
Shift Start - b imiaﬂ Exceptions 3
=
SHIFT START Time Period  Week to Date ] Search
o Show [Altome ~ |BEEM  Time Period |1Wesk o Date Show All Home Opens a widget in which you can search on
Last Refreshed: 112001 By Exception | By Name a wide variety of data types, including
Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Schedule ¥ Approvals * |Person v < - 1 employee names, pay ruIes, JObS, phone
lana q
o e = T ) numbers, exceptions, and more.
Mame 14 Abs . Hire Date Home Phone Punches 4
ence Absence Premises. Hours o
Adams, Julie J 20811998 £17-890-9765 Breaks 0 E ! -
Aguirre, Raymond aM13z0M 111-555-1212
Core Hours 0
Anderson, James 6111998 617-923-2384 Ex 4 Ab 0 E EII ST
; cuse Sen...
Babson, Mildred GHM3M959 517-8590-7654 E People Editor Hovering for Details
Bilings, Thomas B/09/1889 978-234-0987 q
Falon Jane P, 78004 1298 Hover the mouse to see details, where
a0 [ ouickFind applicable.
acobs, Joseph 071887 §17-982-3222 1,0512‘"2
Jones, Douglas 309/1991 517-985-1232 M ] /sy, N
o . g Manage My Requests ‘ E e e 2013 770k
zler, Rita 212119598 555-234-2345
Radue, Brian 212111998 978-947-9999 Last Refreshed  11:20AM
Smith, Jack C 10251998 5552349384 Time Period Week to Date Rleagular
00404 5, £

Smith, John D 6/13/1993 555-234-2345 Time-0ff 0 E Schedule Editor - 2:00p, 1
Stock, Donna 62111980 555-928-0987 I
Tesch, Kim 5/28/1994 555-947-2300 E inbox
Warden, Melvin 6131993 555-888-9382 y

Repositioning Widgets

Move a secondary widget into a primary

position by clicking the title bar, dragging it

over a primary widget, and releasing.

Workspace Workspace Context Widgets Related ltems Pane

Displays one or more Some workspaces allow you to choose a A widget is a task-oriented tool or view into Workforce Includes one or more additional

widgets and the context —a Time Period and set of Central. There will be one or two primary widgets, widgets for less common tasks;

Related Items pane. Employees or Locations to use in all depending on the workspace—these are widgets you can the Related Items pane is
widgets where they apply. If needed, use to perform tasks. There may also be one or more optional and contains different
change the selections and click —_ smaller-sized secondary widgets, but normally these are widgets for each workspace.

the Synchronize icon. &= / only for viewing until you swap them into a primary position.

—
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Manager Navigator Job Aid
Opening Widgets and Workspaces

Refresh
Click the Refresh icon to get
immediate updates to your Alerts.

Alert Icons

Each type of alert has its own icon. A number in the
icon’s corner indicates that there are items you should
review. (The significance of the number itself depends
on the specific alert.) Click an icon to view details.

Alert Details

Click an item in the details of an
alert to open the relevant widget.
You can then take whatever
actions are needed in the open
widget. Each category may have
several sub-categories; expand a
sub-category to view the alerts it
contains.

Employee Time-Off Request Alert Category
| + Employee Time Off Request Alert (1) |

> FTO [11/03/2013 - 1/04/2014] is available untl
<A 10/26/2013 12:004M

View All

Click View All to open the Alerts
and Notification widget, where you
can review multiple alerts and
their details in a larger work area.

Alerts

Christy Fryman
Sign Out

KRONOS

# Manage My Department *

Time Period | Wesk to Date

[x)& show| alrome

[

Shift Start ] exceptions
A
Time Period  Week to Date
SHIFT START Shows [0 | BEZTM  7ime perioa [Foskinme | Shew  Alvome

Last Refreshed: 11:20AM A
By Exception

Actions v Punch~ Amount~ Accruals v Schedule v Approvals v Person -~

Signoff

Punches

Unexcuse ed
Absence

Excused o Unsched

Absence Premises Hours Hire Date

Home Phone.

Name 1/

20811998
2132001
6111139
anansse
anansss
1110811993
3071097
angiest
2n1nsss
1988
102511998
6131993
6211990
snEte0
a1ar1ges

6176905765
11-655-1212
617-923-7364
617-690-7654
9782340987
978:244-1234
617.982.3220
617-969-1232
5552342345
9789479999
555-234.9384
555:234-245
555-926-0967
5559472300
555-688.938

Adams, luie J
Aguirre, Raymond
Anderson, James

Breaks

Core Hours
Excused Absen...

Jacos, Joseph
Jones, Douglas
Wetzer, Ria
Radue, Brian
Smith, Jack C
Smith, John D
Stock, Domna

Manage My Requests

Last Refreshed  11:20AM
TimePeriod  Week to Date

Time-Off 0

Closing the Carousel
Click the Workspaces tab to close
the carousel.

[1of 4Items]

£4 KRONOS

Additional Workspaces

Click an item in the carousel to open an
additional workspace. To close that workspace
later, hover over its tab and click the Close (X)

button. To refresh its data, click the Refresh

icon.

[/ @

Carousel

Cycling the Carousel

If there is more than one workspace in
the carousel, use the arrows to cycle
through the additional workspaces.

Closing the Related ltems Pane
Click the right arrow to close the
Related Items pane. When closed,
click the left arrow to open it.

Related
Items

|j Change Password
|j My Earnings History <

|j My Reports

Active Widgets
Widgets already in an open workspace
appear grayed out in widget list.

Activating a Widget
There are two ways to activate a
widget in the Related Items pane.

To add it to the current workspace,
drag it out of the pane and release it
over a widget in the workspace.

To work with the widget in a separate
workspace, click the widget while it is
still in the pane. To close that
workspace later, hover over its tab and
click the Close (X) button.

|
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Manager Navigator Job Aid

Managing the Active Workspace

Workspace Tabs

Each active workspace gets its own tab. You can switch back
and forth between workspaces by selecting the tab you want to
view. You must always have at least one workspace open, but
you can close any additional workspaces by hovering over its
tab and clicking the Close (X) button. You can also refresh the
data in the workspace by clicking the Refresh icon on the
workspace’s tab.

@ Get Support

W0 x

[~ | Refresh

Maximize / Restore Icon

Click to expand a primary widget to its maximum
size. (This will temporarily take over the entire
window.) Click again when maximized to restore
to the original size.

Py
Foaagy
i

Gear Icon

Click to view options for moving
the widget. Unavailable options
will be grayed out. (For example,

primary widgets cannot use Close
or Pop-out.)

4 KRONOS

Primary and Secondary Widgets

Workspace layouts vary. All
workspaces have at least one primary
widget, which is where you do your
work. Workspaces can also have one
or more secondary widgets that you
can choose to promote to the primary
position if you need to work in them.

Pop-out Option
Select Pop-out to promote a secondary

Pay Code Period Shift Transfer

5:00AM

| |

Mon 10/14

11:00

Primary
Widget

KRONOS ~ Srsseo am =

widget to a primary position.

Transfer

Close Option
Select Close to send a secondary

[ Cancel Deductions widget back to the Related Items pane.

Usable Secondary Widgets

In most cases, secondary widgets are
informational only until promoted to a
primary position. However, some
widgets, like My Timestamp, have
functioning parts when in the secondary
position.

Resize Bar
Click and drag the resize bar to reveal
more of a particular secondary widget.

[ Fnapeopte
[ Groun edit Results
[ people eaitor
[ quickrina

Secondary
Widgets

Title Bar

Click and drag a secondary widget's title
bar to swap its position with another
widget, or return it to the Related Items
pane.
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Using a Wizard %i\/‘ KRONOS@

Previous Button ep ormation (Question Mz Maximize / Restore What is a Wiazrd?
Move back to an earlier a ep e wizard is identified e question mark icon to It is recommended that you increase your '

step in the wizard. by its 0 evron or tab ome display help ons fo work area when using a wizard. Do this by Awizard|i iallv-desi d
aras you ca a chevron o ea ep o close the clicking the Maximize/Restore icon in the Wizara IS a specially-aesigne

ab to go directly to that step ormatio widget, or opening the wizard in its own widget that guides you through a
workspace . Closing the Related Items series of steps to perform a business
pane is also recommended.

task. Each step presents a

Workforce Central page or widget

relevant to that step, along with

i OBNO ® Workspaces - instructions for how to perform that

step. A wizard helps you complete a

task quickly, easily, and consistently.

A Manage My Department @

Time Period ‘Weeklo Date E] &  Show Al Home E] A =2 :'
*
Timdcard Approval iﬁi-i \ﬂ%
[ 4 Prey I Select Pay Perind for Approvals g 0 Approve Timecards Q | '~ ” Next p D
v o a
Ta view timecards with exceptions, hover your mouse over a column and click Details or select multiple employees and click View Details, Resolve the exceptions. m - 0ad 0 ao
e ep 0]
o disp either Done o Do 0
Select Related Information - ep 0 e e d
ag 0 ove 0 0 othe
wieek to Date E] Al Horne: E] @ lj
Name Sign OfF Punches Breaks Core Hours Excused Absence Total - E . Clear /
adarns, Julie 1 z 2 4] E
Eillings, Thomas 1 1
Aguirre, Raymond 1 1 lj
Babson, Mildred 1 1
W""dke”J Melvin v || Related Information
?mch’ [":””a E - This drop-down list contains links to
esch, Kim q q
T ” Workforce Central pages that might contain
: 4 . additional information related to the current
Jacobs, Jossph o - o y
Rade, Brian 0 step. After viewing the page, click X to
Smith, Jack C a B clgse it and return to the current step in the
Total: 1 4 0 0 0 5 wizard.
Sele.
<t Relate:l Infg rmat;
Pay Perj Close ion B
R .
S0nGe T””Etara
Workforce Central Page or Widget
Each step in a wizard contains a Workforce Central page
or widget that enables you to complete the step. Perform
any required tasks and then click Next to continue to the
next step. To see helpful information about the current
step, click the step’s question mark icon.
A vy
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