Features of the Terminal

Terminal Display
Displays the current date,
time and soft key labels.

Soft Keys

Press soft keys to
perform transactions
such as view time-
card and cost center
transfer.

Navigation Keys
Use these like cursor
keys to move within
fields and menus on
the display.

Keypad

Use to enter data
when performing
transactions.

ENTER Key

Press the ENTER key to save data

that you enter on the keypad.

Status Lights
The top light is green and flashes when the
terminal successfully reads a badge.

The middle light is orange and flashes when the
terminal does not successfully read a badge.

The bottom light is orange and indicates wheth-
er the terminal is receiving power. 2.
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View Timecard

Cost Center XFer

Cancel Meal Break

Badge Reader (Target Area)
Hold the badge within 2 inches of the

Target Area to read your badge. 4

I View your Timecard

2.

. Press Enter to get to the
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Press the View Timecard soft key

Note: View Timecard is
available daily:
12:00AM - 6:30AM
10:00AM - 2:00PM
6:00PM - 10:00PM

Swipe your CHOP picture ID badge

3. To select a time period, press the soft key that corresponds to the
period of time f or which you want to view timecard information.

If information is available, the timecard appears.

o ()
* To scroll, use the up and down arrow keys.
* To Exit this screen, press the ESC key.

Note: A message tells you if there is no information to show.

[l Cost Center Transfer
To Change the cost center (department) you are reporting to:

Press the Cost Center Transfer soft key
Enter Company Accounting ‘\‘
Unit (no spaces) ¢

Note: All Hospital Account-
ing Units are Company 100
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next line.

. Swipe your CHORP picture ID badge. The screen will display

“Accepted Labor Transfer”.

I Swiping your CHOP Picture ID Badge

All tasks using the Kronos Terminal require a badge swipe.To

swipe your badge:

* Hold your CHOP
picture ID badge
within 2 inches of
the target area to
read your badge

* If the swipe is
successful, the
terminal beeps once

[ Cancel Meal Break

If you were unable to take all

CHOP EMPLOYEE

or a portion of your meal break,

perform the following steps at the completion of your shift:

I. Select Soft Key
Button for Cancel |
Meal Break S

2. When prompted
for Badge ID, swipe
badge @ @ "7---

3. A confirmation mes-
sage will indicate the
Cancel Meal Break
was accepted
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Employee Intranet

I Accessing the System
Access STAR through CHOP’s intranet site.

Payroll

..--..______
== STAR Time and Reporting
-
STIR MnemndRenprjyo >

@ STAR Upgrade

@ STAR (StaffTime and Reporting) System ta track hours worked. The

©@ CHOPone for Employees r exempt hose paid an annual salary) and non-sxempt (those paid by

W Logging In

* Enter your user name and password in the appropriate fields.

WORKFORCE CENTRAL"

You should use the same user ID and password that you use

when you first sign on to your CHOP computer. If you forget LoG oN

your user name and/or password, please contact the Service SN = o mmo wwsnees
Desk at 4-HELP (4-4357). s

Note: When logging into the STAR Upgrade (Kronos)
system your username must be in lowercase.

W Accessing Your Timecard

When you enter the STAR System, you will automatically go to your timecard.

Timecard Overview

Log Off Change Password

Banner - st ¢ . Help

The banner at the top P The Help link gives you
. MY TIMECARD

of the page contains Lot o 338 e access to a context-

Time Period [Currert Fay Period

tabbed menus with links |l e e 2 S sensitive online Help

Fay Code

to all STAR Timekeeper none e §| system to help you
and Scheduler features. ] - perform timekeeping

PPL SCHED

These tabs, and the and scheduling tasks.

options available within, |HE e

REGLLAR

vary based on your role. wem |reLan

REGULAR

Workspace
The workspace, located

TOTALS & SCHEDULE | ACCRUALS | AUDITS

Al -

e T under the banner,

REGLLAR

..3535 WIKTAT/IBS41/AD007 70N DOIN016541/21215| | PPL SCHED
REGLLAR

| mammesn pomanmesn rze| | s | o 8] contains the Action

menu bar; Name, ID and
Note: Data entered into your Timecard directly from your Time Period fields, and
schedule will display in purple text. Edited data will display in the Show/Hide button.
black text.




The Contents tab
displays a collection of
topics.

The Index tab shows
an alphabetical directory
of all Help topics.

The Topics list shows
available topics to select.
If you are on the Search
tab, the Rank number
identifies the relevancy of
the topic to the entered
search data.

Using Online

The Search tab lets you enter The View/Hide helper tab
a specific word or phrase. Topics displays or hides related topics
appear with percent rankings that and terms.

identify their relevance.

3 Hourly timecards - Microsoft Internet Explorer
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Hourly timecards are for ermployees whose time and attendance inforrmation is appropriate to be shown in a starfstop (also referred to
as "punch"y view. This type of timecard allows a user to see a data grid that contains start, stop, and transfer infarmation

Links to instructions for common tasks using the hourly tirecard follow.

Adding a cormment  Printing from the timecard

Note: four timecard has been custorized for you based on your company's timekeeping reguirements and your specific job
responsibilities. Because of this customization, your tirmecard and how it is used might appear or act differently than described in this
online Help. Gontact your immediate supervisor for information about your company's policies and pay codes

W Saving Your Timecard

You must save your Timecard whenever you make edits. Any time ﬁm
you edit your timecard, the title “MY TIMECARD” will change

from grey text to orange text. You will also notice an asterisk(*)
has been added in front of the title.

To apply and save your edits, you must click on the Save button. == - - p [EETS] | actions  Amount~ Appr
The title will change back to grey and the asterisk(*) will

My Timecard
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|. To clear the contents of a row, click on the X (Delete Row) | Actions v Amo
at the beginning of the row. . e oste__ | rpr) [EERESE
\‘ n g §up 1S Java Applet Window
. . _ =|= BT B2 | Monsits REGULAR | &0
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Recording Pay Code Edits -
A g e

|. Follow the Logglng In procedure. Time Period
Actions ¥ Amount ¥ Approvals ¥ Reports v
2. Follow the Accessing Your Timecard procedure. e Fay Coe Anat B =G B =
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3. Follow the Deleting a Row procedure.
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5. Select the appropriate Pay Code.
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4. Click on the arrow for the Pay Code drop-down menu. —
a
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6. Enter your total hours in the Amount column.

7.Click Save to save your Timecard.

GENERAL ~ | MY INFORMATION ¥

Recording Cost Center Transfers

|. Follow the Logging In procedure. MY?'MECARD w0 [T [

2. Follow the Accessing Your Timecard procedure. e

3. Click on the arrow for the Transfer drop-down menu. y

4.n the drop-down menu, click on Search. o o
The “Select Transfer” menu will appear. reanse < oo o

5.Select Company - Accounting Unit. : :

6. Perform the seach:

* If you know the exact name or description, enter it  |EE=EES =

Labor Account.

in the Name or Description field and click Search. | jmeotee 0 a

Available Entries: O viee President

O Location o

* If you do not know the exact name or description, B S— yS

© Astuity or HR Dept

seach using a wildcard: enter 1001% for any ¢ O Smorsc coe
® Company-Accounting Unit

Hospital accounting unit and click Search. Select O doncods
the your accounting unit from Available Entries List.

* Click OK to accept your selection. o

<Nore> -

selected Transfer

7.Click Save to save your Timecard. 3 = e

Recording On-Call Hours

|. Follow the Logging In procedure. Mva'MSCARD —te
Time Period [CurrertPay Pefiod ¥
2. Follow the Accessing Your Timecard procedure. ﬁh"‘ﬁ"’ e e P e ST e
3. Go to date where on call occurred and insert a row e V I
by clicking on the + sign to the left of the date. ai:i ot
4.In the Pay Code Column, click on the arrow for the Pay o
Code drop-down menu. B : : o [
5. Select On Call. —— e
6. Enter the total hours in the Amount column.

7.Click Save to save your Timecard.



" Reviewing Accrued Time

H MY TIMECARD
|. Follow the Logging In procedure. ey ——
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¥ Reviewing Audits

Use the Audits tab to review edits made to your timecard.
|. Follow the Logging In procedure.
2. Follow the Accessing Your Timecard procedure.

3.At the bottom of the screen, click on the Audits tab. '\,.
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l Approving Your Timecard

|. Follow the Logging In procedure.

2. Follow the Accessing Your Timecard procedure. MY TMEGARD e v [ —
o Time Period [Current Pay Period -
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