Historical Edits - Instructions
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Overview

This document describes only how you can make a Historical Edit. The Fermilab policies governing the
Historical Edits are described in a separate document.

A Historical Edit is any change done on an employee’s timecard after payroll has signed-off. Only
authorized employees can perform Historical Edits. Historical Edits show on the employee’s “Current
Pay Period” timecard. An employee or an approver can see Historical Edits but can not delete them, only
authorized employees can. Historical Edits are processed the same way and at the same time that the
“Current Pay Period” timecard entries are.

It is important to know ahead of time what type of changes are to be made as different Kronos

application selections are invoked. Use the following diagram to determine the appropriate selection:

Are you going to
move hours from
home code to Activity
or Proj/Task to correct
effort? YES, Financial A
Group does

1

If the Historical Edit is to simply move Time Worked from Home Task or a Project-Task or an

Activity to another Project-Task or Activity, then see the instruction under “Move

Historical”. For example, you need to transfer hours (Regular or Overtime) from Home Task
7to a Project-Task or Activity.

Are you going to
either modify:

If the Historical Edit is to change a Pay Code or add/subtract Time Worked or move Time
Worked from Home Task or a Project-Task or an Activity to another Project-Task or Activity
using the daily line entry “Transfer” AND the Historic timecard does NOT contain any
“Moved Amounts”, then see the instruction under “Add Historical with Retroactive Pay

Pay Codes N N . .
or Calculations”. For example, you need to add sick time/vacation time or on Monday you
add/subtract hours?,// need to transfer the hours worked from Home Task to a Project-Task or Activity (Payroll

YES-Only Payroll does

does not complete the effort moves they only complete pay moves. Any modifications to
effort based on Payroll moves are to be completed by the Div/Sec)
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Move Historical

From the “QuickFind” Genie or Timekeeping = Pay Period Close select the employee and the Time
Period that changes are to be applied and either double click on the selection or press the “Timecard”
link:

Press to access
timecard

Double click to

access timecard

Green-Yellow 8 /7= 0 MY GENIES® ~ TIMEKEEPING ~ SCHEDULING v MY INFORMATION ~

)schedule | Pegple | Reports

QUICKFIND

Last Refreshed: 10:39,

Hame or ID

. [l Find

Time Period |Current Pary Period hd |

Actions ¥ Pu% ¥ Amount ¥
/ Iame 14 o]
i) (=] 1534270
Q'BOYLE, LLAMNN 042530
OLEYMIK, GERE & O7E040
OROPRIEMKD, DMITRS % 153170
ORMES, JASONE 128110
PARA, ADARM 071 250
P&RK, CHONG = 134230
FASETES, RAMORN C 116730
PATERMO, MARC F 123830
PANLICER, FRANH % 112600
PANBICA, Ay L 10BE3R

When the timecard is displayed, make sure that the time period is correct. If not change it to the
appropriate one.

To only move time from Home Task or Project-Task or Activity to another one on the timecard, follow
the link “Amount = Move Historical”

2,
g
e
Green-Yellow |8 o HC 02 MY GENIES® ~ TIMEKEEPING ¥ SCHEDULING ~ MY INFORMATION ~

Timecard | 5che:lu|e| Peopla | Reports

TIMECARD

Loaded: 10:52

Hame &ID  [OBOYLE, LUANN | [04558N |

Time Period |5/17/2010 - 523/2010, Range of Dates v |

| Actions * Punch m‘ Accruals ¥ Comment ¥ Approwvals ¥ Reports
Diate Mowe —= In Transfer

Sun SME Delete Moved —»

tdon 517 A Historical —=» a0

Tue SM G Ao Hiztorical with Retroactive Pay Calculation —S 8:30

Wed 5413 Maowve Historical - &30

Thu 5520 Delete Hiztorical —=» &30

Fri 521 a0

Sat 5122

3un 223
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Select Pay Code.
Default entry is WRONG- always make sure
Pay codes MATCH!!

Mowve Historical Amount

From
FEDTIEOEE Regular - Waekly M Select the Project-Task or Activity or leave it
I
Transfer = blank for Home Task to transfer hours from
To

| 1 Enter hours to be transferred

Pay Code * Regular V
PRI () 18 VERY IMPORTANT: No changes will be sent to

Impact Accruals Project Accounting unless you check the
“Include in totals for effective date” checkbox

In & in totals for effective date

Effective Date * Gf30/2010

—— IMPORTANT: The effective date should be
today’s date (default value)

Historical Date * 32112010

Transfer Ndas-458 1200 34100

The Historical Date should be the Friday of the
Historical Edit pay period

Enter Project-Task or Activity that the indicated
hours are to be transferred to

\

Add comments via

‘Historical Move’ Only Payroll should use the Impact

Save the changes

Accruals checkbox.

Add Comment

Comments

Foreman Machinist
Faoreman Machinist OT
General

Histarical Move

Jury Duty - County
Lead Machinist

Lead Machinist OT
Rejected

Hote
Project 464 YWork
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After saving the historical edits, the timecard displayed reflects the changes:

3& Fermilab

Timecard | Schedule | People | Reports | More +

TIMECARD

Last Saved: 9:38

{Blod

Hame & 10 PISCHALMKOYA, I... | 11967

Time Period |S17/2010 - 5/23/2010, Range of Dates -+

Actions * Punch * Amount ¥ Accruals * € ~ Appi A ~ Reports ¥
Date Pay Code Amourt In Transfer it In Transter ot Shift Daily Cumulative
Sun SHE
Man 517 T.00 1530 a0 g0 50
Tue 5018 7.00 1530 &0 &0 16.0
e 519 .00 1530 g0 8.0 240
Thu 5720 Sick - Vieekly 80 &0 320
Fri 5/ fi-Weekly 20
Fri 521 Regular - Wieekly | 160 B A-458 1201 311000
Fri5iz1 T.00 6.0 &0 40.0
Sat S22 40.0
Bun 2423 40.0
Mon 5724
AUDITS | SIGN-OFFS, REQUESTS & APPROVALS | COMMENTS | HISTORICAL AMOUNTS
Accrual Code / Balance on Selected Date Units
Al hd Floating Holickay 00 Hour
Accourt Pay Coe Amourt Wiages Sick 7480 Haur
.. TECHMICAL CENTERS/9999-9999.9999LTCHAL | | Wacation - Weskly | 2.0 acatian 14.0 Haur
_ TECHMICAL CENTERS/H099-9999 92090 /TCHE || Sick - Weekly ]
_PD - TECHMICAL CENTERSMA0-40.0810/TCHE/- | Regular - Weekly | 30.0

Historical Moves are reflected and approved along with the employee’s “Current Pay Period” timecard
The hours per “Account” in the totals tab include the historical amounts:

If the “Include in totals for effective date” checkbox has not been checked then the Historical Move
will not show in the “Current Pay Period” under the Totals & Schedule” tab and therefore they will not
be sent to project accounting. These Historical moves will only be in the Kronos system. In this case
the historical move needs to be re-entered (please refer to “Modify a Historical Edit” section for
details)

AUDITS | HISTORICAL AMOUNTS

Accrual Code 4 Balance on Selected Date Units
Floating Halicy 0o Howr
Account ‘ Pary Catle .| Sick 7520 Hour
o | wacation 260 Hour

ALL historical moves (including the ones that the “Include in Totals” was not set) are listed in the

“Historical A period:

NOTE: To delete a historical move (as if it never happ&ped) can be done only in the “Historical Amounts”

tab for the “Current Pay Period” (please refer to the “Pelete a Historical Edit” section for details)
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TIMECARD

Hame & 10 PISCHALMIKOV A 1. | [11967M
Loaded: 9:10

Time Period |Current Pay Period -

Actions ¥ Punch ¥ Amount ¥ Accruals = G ~ Apps ~ Overtime * Reports ™

Drate Pay Code Amourit In Transter Ot In Transfer ot Shift Draily
Sun BT -

Mo Bi28 -
Tue Gi29
i 630
Thu 701
Fri 7/02

Set T3
Sun T4
hlon 7i05

Cumulative

4
44
4 4

4 4 4 4«
4444
4 4 4 4«

4

TOTALS & SCHEDULE | AUDITS

Effective Historical Type of Fram To From To
Date Date: Edit Accourt Accourt Pay Code Pay Code Fmeed e e

673002010 Sizmo Historical Pay Code ... LA-4SA 1200 30 Regular - Wieekly Regular - Weekly 16.0 General Project 454 Work [penslop ..

To transfer part of the hours worked that were the result of a Historical Move to a different Project-
Task/Activity go to the “Current Pay Period” of the employee’s timecard in the “Totals & Schedule” tab
right click on the line that hours need to be transferred and click on the “Move...”

Move Amount

X

AUDITS | HISTORICAL AMOUNTS

From
All 2 =

Account { Pay Code Amount Wages |7 E | Pay Code Regular - Weekly
<. - TECHMICAL CENTERSM0-40.08.100-TCHL - Regular -Weekly (-16.0) "

Amount (HHhh) 160
MICAL CEMTERS 4544541201 3.11-2 Feoular -Weekly | 16.0

Transfer ;08864MPPD - TECHMICAL CENTERSMSA-454 12,01 341 - TCHL-L-
| To
Pay Code * Regular - Weekly hd

Amount (HH.hh)* &0

Effective Date * Br272mn -

Transfer ASA-45R 1200 211100 -
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After saving the historical edits, the timecard displayed reflects the changes:

&2
J reen-Y¢

Non-Exempt timecard with historical edits (gray background entries)

Timecard | $che

TIMECARD

Loaded: 15:28

Hame 810 [GALVAN JOHML | [1ag18N ]

Time Period [517/2010 - 52372010, Range of Dates v |

Exempt timecard with historical edits (gray background entries)

TIMECARD

| Actions ¥ Punch > Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Overime = Reports =
Date Pay Coe Apnourt In Transfer Out In Tranzfer ot Shift Daily Cumulative

Sun 5ME
Mon SHT Regular -Wieekly | 80 .. feguards ancTCHI-
Mon SH7 Regular - Weekly &0 030514501 MCH-i-
Mon 517 &00 16:30 g0 g0 80
Tue 5H& 00 1630 &0 &0 16.0
Wved 519 800 16:30 &80 &80 240
Thu 5720 00 TE:30 &0 &0 320
Fri 5r21 Regular - Weekly 80 03.0515 01 MCH-i-
Fri&r21 00 1630 &0 &0 400
Sat 522 400
Sun 5123 400
Mon 5724

Hame &10  |[EVANS, DAVID f12825n |
Loaded: 15:48
Time Period 571772010 - 52372010, Range of Dates = |
WS | Actions » Punch ¥ Amount~ Accruals ¥ Comment ¥ Approvals ¥ Overtime ¥ Reports ¥
weel starting: Mon 5/17
[ Pay Code | Transter | MonsH? |  TuesHe | wedsHg | Thusmeo | Frsm | satsm2 | sunspa | Total
| | Hours rked | HIED-3338-CMS . Workilow Management Developmertili | an ag| 100 100 i I I 240
|| Redular - Salaried | .1.05.01 D4HC0-3338-CMS .. Workllow Management DevelopmertMISL/- | 40| | | | | | | 40
‘Vagation - Salaried \ {1 B0BTRUCE - CMS/D999.9909 9999/ ISk a0 | | | \ \ 40
| ag ag 100 100 50| | | 44.0
ACCRUALS ‘ AUDITS ‘ SIGN-OFFS, REQUESTS & APPROWALS ‘ HISTORICAL AMOUNTS
—— Dete | SartTme | EndTime PayCode | Amount
I o Mon 517 | | | -
Accourt 4 PayCods | Amount | Wages |1 Tue 318 | | ‘
| - CMISS5-65.01 05 0 44CD-3I99-CMS . Workfiow Management DevelopmentMISE- || Reoulr - Salaried | 440 | Wed 519
Thu 5120 -

Historical edits are reflected and approved along with the employee’s “Current Pay Period” timecard:

TIMECARD

Loaded: 15:33

Hame & ID ‘GALVAN, JOHRM L

| [rastan

Time Period |Current Pay Period

EET | Actions ~ Punch ¥ Amount ™ Accruals ¥ - Appr - * Reports =
Date Pay Codle Amourt In Transfer out In Transfer out shitt Dally Cumulative
[ x] Tue Bi15 - - -
a Wed BHE - - -
] Thu 67 - - -
a FrigNa - - -
x| Sat B9 - - -
a Sun G20 - - -
| Mon Bi21 - - -
‘ ACCRUALS | AUDITS | HISTORICAL AMOUNTS
Dele Start Time End Time: Pay Code Amourt
Al hd Mon 614
Aecount /| Pay Cote | mmourt | Wages ) || Tuesns
| .07 07 03CD-2862-COMPUITER SECURL... Comp. Safeguards and/TCH/-- \ | Regular - Weekly \ a0 \ \ + Wied B/16
- ThuBH?
Frigie
Sat 68
Sun 620
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NOTE: To delete a historical edit (as if it never happened) can be done only in the “Historical Amounts”

tab for the “Current Pay Period” (please refer to the “Delete a Historical Edit” section for details)

TOTALS & SCHEDULE | ACCRUALS | AUDITS

Effective Historical Type of
Date Date Ecitt
BAE2010 S212mo Histarical Pay Code Edit
BHE2010 SHTR00 Histarical Pay Code Edit
BHB2010 SHTZ0M0 Historical Pay Code Edit

A?:Dn':m Aclgum Ps';r(u::de PayTgnde fizzmd Qs iz
030515 01 -TCH-- Regular - Wieekly -8.0 (paid)
03054500 -TCH- Regular - Weekly -3.0 (paid)
feguarcs andTCH-L Regular - Weekly 8.0

To transfer hours worked or overtime that was the result of a Historical edit to a different Project-
Task/Activity, go to the “Current Pay Period” of the employee’s timecard. In the “Totals & Schedule” tab

right click on the line that hours need to be transferred and click on the “Move...”

ACCRUALS | AUDITS | HISTORICAL AMOUNTS

All d

’ Account

‘ Pay Code Armournt

GOMPUTER SECURLL.. Comp. Safeguards ancTCHI-- Regples—izm 5.0

Move Amount

From
Pay Code Regular - YWeekly

Amount (HH.hh) 5.0

Amount (HH.hh) * 4.0

Transfer L IHCD-4695-DIVIZION ADMIMI

Miove...

Transfer 134 26MACD - OFFICE OF CIC0511-511 .07 .07 03420-2562-COMPUTER SECURL.. Comp. Safeguards anciTCH- /-
To
Pay Code * Regular - YWeekly -

Effective Date * B 372010 -

.. Deputy CION

Drate
hlon 614

Tue B3
Wied BME
Thu BM T
Fri B8

WWages
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Delete a Historical Edit

To delete a historical edit go to the “Historical Amounts” tab (the time period needs to be the “Current
Pay Period”):

EX

)

Q

= Green-Yellow

Timecard | Schedule | People | Reports | pore +

GENERAL + MY GENIESE TIMEKEEPING +

‘SCHEDULING MY INFORMATION = DATAINTEGRATION ~

Blogk
TIMECARD Hame 810 Evafs pavio | fizazsn |
Loaded: 15:51 /
Time Period ‘Cuﬂem Pay Petiod b8 |
W | Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Comment ™ .ﬁp%\lals ~ Overtime T Reports ¥
Week starting: Mon 6/14
| payCode | Transfer | wongn4 | Tuesis | wedems | Thuenr | Fisns | seengs | suwneoo | Total
[ <] Hours Worked = = ‘ ‘
/ N\
| ACCRUALS AUDITS MISTURICAL AMOUNTS )
— N~——__ Date End Time Pay Cade Ampurt
Al ] Mo B4
Account Pay Code Amount Wages Tue 645
D - CHSI55-55 01 05 01 04/C0-3339-CMS _ Workflow Mansgement DevelopmentMISi-- | | Regular - Sslaried | (-4.0) . Wied BHE
(13061MICD - CHIS/3293-5050 99099/ MIS/-- ‘iacation - Salatisd | 40 « ThuBA7
Frigila
SatBi19
SUn 620

Right click on the line that contains the historical edit to be deleted and press on the “Delete”

EX
Green-Yellow

GENERAL + MY GENIES®

TIMEKEEPING ~ SCHEDULING MY INFORMATION DATA INTEGRATION -
Timecard | Schedule | People | Reports | More + -]
TIMECARD
Hame &1D  [Evans, DaviD | [1zazan ]
Loaded: 15:51
Time Period [Currert Pay Period -
IEZ | Actions = Punch > Amount ¥ Accruals ¥ Comment ¥ Approvals ™ Overtime ¥ Reports ¥

Week starting: Mon 6,14
| Pay Code \

Transter | Mongt4 7 Tusens | wedede | Thued? | FrisMe | Ssteds | Sune20 | Total
a Hours orked = - ‘ ‘ ‘ ‘ ‘ ‘ ‘
TOTALS & SCHEDULE = ACCRUALS AUDITS ‘
Effective Histarical From To From To
Dats Dite: ceourt Account Pay Cotle Pay Cods (REET CommIERD W=D
BHE2010 SHT2010 i . .1 Development IS Regular - Salaried -4 0 (impacts socruals)
BAB2010 51702010 9-9999 89990 MIS - ‘acation - Salarisd | 4.0 (impacts accruals)

In the conformation dialog box select “Yes” to delete the entry:
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TIMECARD Hame & 1D [EVANS, DAYID 128250
Loaded: 15:51
Time Period | Current Pay Period

Actions * Punch * Amount * Accruals * Comment ¥ Approwvals * Overtime ¥ Reports *

Week starting: Mon 6/14
Mon 6114 Tue BAS e BI1E Thu BA7 FriBi1a

Pay Code Transtfer

n Hours Worked -
T
Workforce Central rz| &

Are you sure you want to delete?

TOTALS & SCHEDULE | ACCRUALS | AUDITS
Effective Histarical Type of From To
Date Date Ediit Aceourt - v Code AT
EME2010 SMT2010 Histarical Pay Code E... ..t DevelopmentMlSi-ie Regular - Salaried -4.0 (impacts accruals)

IMPORTANT: If a historical edit resulted in more than one entries, all the entries associated with the

historical edit need to be deleted.

NOTE: to complete the deletion you MUST save the timecard in the current pay period.

If the time period that you are trying to delete the historical edits is not the current one, the historical
edits cannot be deleted and the following message is displayed:
Workforce Central [Z|

u You cannot delete a histarical edit in a signed-off pay period.
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Modify a Historical

Edit

Historical edits cannot be modified. You need to delete them and re-enter them. The best way is to
delete the historical edit as described in the “Delete a Historical Edit” section.

Timecard with saved historical edits:

TIMECARD

Loaded: 15:56

Hame &I0  |GALVAN, JOHM L 418N

Time Period |517/2010 - 52352010, Range of Dates v

Actions ¥ Punch ¥ Amount¥ Accruals v > Apps - ime ¥ Reports ¥
Date Pay Code smourt | In Transter out In Transter
SunsiE
MonSM7 | Regular -Weekly | -8.0 +13426N/CD - OFFICE OF CIOKS0-50.03.05.15.01/-TCHL-
Mon sH7 Regular - Vieekly &0 #CD - OFFICE OF CIOiSs11-511 .07 07 03/CD-2662-COMPUTER SECURI. .. Comp. Safeguards andiTCHI-/-
Mon S17 800 16:30
Tue 5HB o0 16:30
Wied 5719 00 16:30
Thu 5120 800 16:30
Frisizt Overtime 55 BN/CD - OFFICE OF CIO/S0-50.02:32 02,06 01/CD-4237-ENTERPRISE INFO... FTL Stw ReliabiltyTCH-t
Frisiz1 Reguler -Weekly | 8.0 {13426N/CD - OFFICE OF CIOS0-50.03.05.15.01/-TCHL-
Frisizt Shitt OT 55 BN/CD - OFFICE OF CIO/S0-50.02:32 02,06 01/CD-4237-ENTERPRISE INFO... FTL Stw ReliabiltyTCH-t
Fri5i21 00 16:30
el 5122
Sun5723
Mon 5124
ACCRUALS AUDITS | HISTORICAL AMOUNTS | SIGN-OFFS, REQUESTS & APPROVALS
Date Start Time End Time
All hd Mon 517
Aceount 4 Paycode | Amourt | wages | TU8 578
.0 - OFFICE OF CIO/S0-50.03.05.15.01-TCHA- | Regular - Weekly 40.0 . Wied 519
1 ThusrE0
" Frisz

Qut Shift Daily

g0 80
80 80
g0 80
80 80
80 80
Pay Code

80

160
240
320

400
40.0
400

Cumuilative:

Amournt

Notice that all edits are present on the timecard in the historic pay period as well as in the current pay

period.

TIMECARD

Loaded: 15:59

Hame &ID  |GALYAN, JOHN L 14818M

Time Period |Current Pay Period -

Actions ¥ Punch ¥ Amount ¥ Accruals ¥ 4 t - - i ¥ Reports

Dete: Pay Code Amourt In Transfer
[ <] Sun 63 -
a Mo E/14 -
a Tuz 615 -
[ <] Wigd BHE -
a Thu BAT -
B B ricns -
[ <] Sal 619 -
a Sun 6120 -
<] hon B/21 -

TOTALS & SCHEDULE | ACCRUALS | AUDITS
Effective Historical Type of From To
Date Dete: Edft ccourt ccourt

6A7/2010 52142010 Historical Pay Codle Exit St RellablityTCHL:
872010 512112010 Historical Pay Code Edit St ReliabilityTCHLL-
162010 52112010 Historical Pay Code Ecit . 03051501 -TCHLE
BHE2010 51742010 Historical Pay Core Edit 03051501 -TCHi-I-
62010 sN7i2010 Historical Pay Code Edit . afeguerds and/TCHi-/-

ACCRUALS | AUDITS | HISTORICAL AMOUNTS

All v

’ A ccourt
... CI0050-50.02 32.02.06 .01/C0-4237-ENTERPRISE INF O FTL Stvw Refiability TCHI--
L CI0ME0-50.02.532.02.06 01 /C0-4 237 -ENTERPRISE INFO ... FTL Sfw Reliability TCH--
L2514 -511 .07 .07 03/C0-2862-COMPUTER SECURL.. Comp. Safeguards and/TCHI-~

Dec

From

Ot In Transfer

Ta

Pay Code Pay Code ——
Cvertime 5.5 fimpacts acoruals)
Shift OT £ 5 (impacts accruals)
Regular - Weekly -8.0 (paid)
Regular - Wisskly 6.0 (paid)
Regular - Weekly a0

‘ Pay Code Amount Wages

Shift 0T 5.8

Crogrtirme 25

Regular - Weekly 50

, 2010

out Shift Dty

Comments

Diate
hdon &1 4
Tuz BAS
Wiied 616
Thu 617
FriGMS
Sat 619

Cumulative

Start
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Add Historical with Retroactive Pay Calculations only will be done by Payroll

Examples would be that recorded worked hours for a non exempt employee were incorrect, an
incorrect amount of time-off was recorded, or time-off was recorded using an incorrect Pay
Code (used vacation instead of holiday, or sick instead of vacation, etc.).

1. Determine the revision requirements to your previous timecard and verify that the change
that needs to be made either affects the amount you were/should have been paid or one of
your leave balances. Examples would be that recorded worked hours for a non exempt
employee were incorrect, an incorrect amount of time-off was recorded, or time-off was
recorded using an incorrect Pay Code (used vacation instead of holiday, or sick instead of
vacation, etc.).

2. Discuss the revision with your supervisor and make sure that she/he understands and
agrees that a revision needs to be made.

3. E-mail the revision to your supervisor per the following format,
The subject line of the e-mail should contain your name and ID
The body of the e-mail must contain

1) your name

2) your Fermi ID number

3) the pay period date that requires revision

4) aphone number where you can be reached

5) adetailed description of the revision required

4. Your supervisor is required to review the email and add any required notes or additions to
the revision request. Your supervisor will then forward the request to the Payroll
Department at this address Timecard Revision@fnal.gov and copy you on the e-mail.

5. Payroll will use the information contained in the e-mail to make the revision in the FTL
system.

6. Payroll will then send you and your supervisor a confirmation that the revision has been
processed. This will be done via e-mail using the same Timecard Revision(a),fnal.gov
address.
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Correcting a Historical Edit on a Signed Off Timecard

This type of edit could occur if you are notified that someone gave you the incorrect code to
charge on a previous historical edit.

1. Open the current time period (must not be signed off) and follow the same instructions
for a historical edit. Make sure that the ‘Historical Date’ is the week that the original
correction was made to (the week that the work was initially done in).
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