Move Hours on a Daily Basis

A. Transfer Column Function

e To transfer all the hours for one day to another cost center, use the Transfer

column in the employee’s timecard for that specific day.
e Click in Transfer column.
e Click down arrow.

Click Search.

Date  Pay Code | Amournt In Transfer oot In | Transfer Owt  Shift = Daily  Cumulative
F2 B satans - - -
B Sun 8M7 - - -
[0 [ Manana v £ ODAM - v 500 &00 &0
BB Tusana - F00AM [HS3QH ] v 500 | @00 | 1600
Bl B wed 20 - £ O0AM jﬂﬂiiﬁﬂﬁﬁ& ] v 500 800 24.00
B B3| thus v B004M |- rirs000302004 | v 500 |&00 | 3200
x| Fri 8/22 - E00aM [ 0E4S00030200/.H - 500 800  40.00
B Sat B/23 - 1 — 2 - 40.00
x| Sun 5124 - Seare.. AlLS - 40.00

| | ED e s = i = = A0 00

e This will open the Select Transfer box.
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A Select Transfer

Job
*As of date | 51572008 Go To v

Labor Account

Fame or ﬁescriptiun:
2 45000301 50*

Clear Account

{:} Future Use
Cl' Personnel Area

i) WBS Element

i) PerAdmin
| {® Cost Center 45000301 50 CORMTROLLER'S OFFICE
{_ Internal Order
i) Fund
1] I |
Work Rule
=Mane= -

Selected Transfer
JAS00030180:0

il « =0 =

|. Labor Account: Select WBS Element, Cost Center, or Internal Order.

2. Name or Description: Type description, for Cost Center type the entire |0 digit
Cost Center number.

o Note: If the entire |0 digit Cost Center is not known, type the last 4 digits or
name of the Cost Center with a * before and after (*0180%).

3. Awvailable Entries: Search results will appear here. Select Cost Center and it will auto-
fill on the Cost Center line to the right.

4. OK: When finished select OK
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B. “Move’”’ Function under Totals and Schedules

e To move time between Pay Codes or Labor accounts, you can utilize the “Move”
edit function within KRONOS.

e On the timecard, under the Totals and Schedules tab, change the All to Daily.

TOTALS & SCHEDULE ACCRUAL:S @ AUDITS

All ~

All

Shitt Accournt ‘ Pay Code Armourt

Daily 5000301 50/041 045000000 REG 40.00

CuUmuraive
e Highlight the specific day on the timecard.
Tue 8119 - £:004M - - 500 800 16.00
Wied Br20 - B:004M - - 800 8O0 2400
Thu &21 - £:00AM g - 800 | 8O0 | 3200
Fri gi22 - 8:00AM v v 500 800 4000
e Once highlighted, Totals and Schedules will display the hours for that specific day.

TOTALS & SCHEDULE | ACCRUALS | AUDITS
Draily -
} Account ‘ Pay Code Amovrt Wages
OHS01 /05345000301 50/0/4 045000000 REG 5.00
e Right click anywhere on the line.
e Click Move.
TOTALS & SCHEDULE ACCRUALS  AUDITS
Draily hd
’ Account ‘ Pay Code Aot Wages
OMHS01 053004 5000301 B040A 045000000 REC 500
r-.ﬂcl'-{\e...
My
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e In the Move Amount box you will see two sections
o FROM: Shows where the hours are currently residing by [Account, Pay

Code, # of hours]
o TO: Will allow the user to now move the current hours to a new

Account/Pay Code etc.

<R Move Amount E

From

Pay Code REG

Amount (HH.hhy [5.00

Transfer | ;S0 0053045000301 50001 043000000
To

Pay Code * ADD -

Amount (HHBRY* |

Effective Date * GMa52005 -

Transfer -

e Steps:

o Pay Code: Select a new pay code or the current pay code depending on
where the new hours should reside.

o Amount: Enter # of hours in the Amount box. [This # cannot exceed the
# of hours in the top half of box]

o Effective Date: should be the day highlighted on the timecard.

o Transfer: If the hours need to be transferred to another cost center or
labor account utilize this transfer field.
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