Verify Employee’s Accrual Balances

e |tis important to verify how much PTO, Sick, Vacation, Holiday, etc an employee has before
entering the leave time in Kronos.
e NOTE: Kronos updates the accrual totals per each day so you need to first select the date with
the leave activity and then review the Accruals tab.
e EXAMPLE: We need to enter 4 hours of PTS on 8/19
o WRONG: Saturday, 8/16 is highlighted with the Accruals tab open
o Notice the PTO balance displays 0 hours.

Pay Code Amount In Transfer ot In Tranzsfer ot hitt Dl Ll
Sat 8HME - - = I o
Sunany - - - j
B2 B Monsas - ~- - 500 800 800
B A tuesis - - - 5.00
[ x | Wizd 8120 - - - 8.00
] Th 1 269 - - - = nn j

TOTALS & SCHEDULE | ACCRUALS | AUDITS

Accryal ¥ Ealance on Linits Ealance Projected Pru:ujeu_:ted Prujeqted Projected Eial_anu:e
Code Selected Date Thraugh Debits Credits Balance Projected
FLEXHOL Balance 0.00 Hour Gi3152008 .00 .00 .00 .00 o
FREEDAY Balance 0.00 Hour Gi3152008 0.00 0.0 0.00 0.00
HOLIDAY Balance 5.00 Hour Bi3152008 0.00 0.a0 5.00 5.00
LEGACY SCK Balsnce 0.00 Hour G31./2008 0.00 0.an 0.00 0.00
LEGACY “ac Balance 0.00 Hour Gf31/2008 0.00 0.an 0.00 0.00
PERZOMAL Balance 0.00 Hour Gi3102003 0.a0 0.a0 0.o0 0.a0
IPTO Balance 0.00 I Hour 853152008 0.00 0.00 0.00 0.00 j
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o CORRECT: Tuesday, 8/19 is highlighted with the Accruals tab open
o Notice the PTO balance displays 6.77 hours

Date Pay Code Amount In Tranzter Ot In Transter Ot Shift | Daily Cumulative
[ x| Sat BE - - - £
B Sun a7 - - -
[ ] Mon 818 - Eaeem | - - - g00  s00 800 ]
| Tue 8419 - - - .00 1
Wed 120 hd - - §.00
[ ] That 261 - - - 200 i

TOTALS & SCHEDULE | ACCRUALS  AUDITS

Accrual ‘ Balance on Unit= Balance Projected Pru:njeu?'ted Proje;ied Projected Eial.ance
Code Selected Date Through Debits Credis Ealance Projected
FLEXHOL Balance 0.00 Hour 813172005 0.00 0.00 000 0.00 =
FREEDAY Balance 0.0o Haur 3172008 0.0a 0.0o 0.o0 0.0a
HOLIDAY Balance g.00 Haur 831 2005 0.00 0.00 g.00 g.00
LEGACY SCH Balance 0.00 Haur 51312005 0.00 0.00 0.on 0.00
LEGACY Yac Balance 0.00 Haur G131 2005 0.00 0.00 000 0.00
PERZOMAL Balance 0.00 Haur G131 12005 0.00 0.00 0.on 0.00 Bl
|PTO Balance B.77 | Haur BA31 2005 000 0,00 77 77 -
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e NOTE: You can not enter more hours than are available within the leave balance.

o If enter more hours than available within the leave balance then you will receive a
notification about the particular leave balance being overdrawn and the employee will
receive 0 hours.

o Notice the employee has only 6.77 hours of PTO balance and the Manager attempted to
enter 8 hours but the transaction could not be made because the PTO balance would be
overdrawn by 1.23 hours.

Drate: Pay Code Aot In Tranzfer ot In Transfer ot Shitt
x| Sat 8416 - - = -
] Sun 87 - Workforce Central [
E2 B monsns & WTH-03285 This edit cannot be mads.
B2 B frue ang FTS - 500 PTO Balance balance on 8M 972008 is B 77 (overdrawn by 1.23). Maximum overdraw is 0.00.
ﬂ B wed 820 -

IF TOTALS & SCHEDULE | ACCRUALS A Java Applet Window

Accrual : EBalance on Units Balance Projected Projeu_:ted Pru:ujeu:_'ted Projected Elal_ance |
Code Selected Date Through Dehits Credits Ealance Projected Cr
FLEXHOL Balance 0.00 Hour 83172003 0.00 0.00 0.00 0.00 =
FREEDAY Balance 0.00 Hour 83172003 0.0a 0.00 0.0a 0.00
HOLIDAY Balance g.00 Hour 8/31/2003 0.00 0.00 g.00 g.00
LEGACY SCK Balance | 0.00 Hour 83172008 0.0o 0.00 0.0o 0.00
LEGACY Vac Balance 0.00 Haur 5/3172008 0.00 0.0a 0.00 0.0a ]
PER=OMAL Balance 0.00 Hour 83102008 0.0a 0.00 0.0a 0.00
|FTC Balance 677 | Hour 83172003 0.00 0.00 BIT E.77 =
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