
1 
 

 

 

 

 

 

 

 

 

KRONOS MANUAL 
Guide for Managing Attendance Policies  

 

  



2 
 

Table of Contents  

 

Overview……………………………………………………………………………………………….3 

Employee Attendance Requirements…………………………………………………………………4 

Employee Timecard Exceptions/Pay Codes/Punch/Comments………….……………..........…......9 

Reviewing Attendance Events……………………………………………………………………….12 

Notification of Attendance Events…………………………………………………………………..16 

Maintaining Attendance Events…………………………………………………………………….17 

Perfect Attendance(Maintenance-Custodial and Transportation)…………………………...…………...…20 

Attendance Reports…………………………………………………………………………………..21 

Pay Code / Exceptions / Comments Reference……………………………………………………....26 

 

 

 

 

 



3 
 

Overview 

Kronos Attendance Manager is an add-on module to Workforce Timekeeper.  The Module automates the 

administration of disciplinary/reward attendance policies: 

– Extracts data from timecards; processes it, consistently, against a set of rules that have been configured 

to reflect company policies 

– Identifies employees who have reached thresholds 

– Provides visibility to potential problems; gives managers the opportunity for early intervention 

– Identifies actions to be taken 

– Generates emails/notifications to Attendance Administrator 

 

Components of the Kronos Attendance Manager 

Attendance Policies are documented rules that are enforced to track employee attendance and determine disciplinary 

or reward consequences. 

Attendance Event is an employee attendance behavior or pattern of behaviors that has a tracked consequence as 

defined in the attendance policy. 

Attendance Rules utilize exceptions, punches, pay codes and comments to apply to the attendance policy. 

Attendance Profile is a group of policies assigned to groups of employees. 

Attendance Processor reads information form the Kronos timecard and identifies attendance events.  In order for the 

Attendance processor to identify employees the employees must have Workforce Attendance License, Attendance 

Administrator and Attendance Profile assigned on their Kronos people record.   

Each time the attendance process runs, it gathers all the relevant attendance events that have occurred since the last 

time the processor ran and performs a series of calculations to count and categorize the occurrences.  Based on 

accumulated Workforce Absence Manage summary data, the attendance processor evaluates and enforces the 

attendance rules which constitute the attendance policies.  When an employee fulfills the criteria of an attendance rule, 

the attendance processor triggers the appropriate action. 

The attendance process will run nightly using data up to and including two days prior allowing attendance 

administrator time to correct exceptions, punches and pay codes.  
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Employee Attendance Requirements 

Employees must have the following components for the Attendance Processor to identify the employee and update 

Attendance Events. 

Attendance License on the Person tab, under Licenses > Workforce Attendance. Note: If employee does not have a 

Workforce Attendance License checked the Attendance section on the Job Assignment tab will not display.  

  

Attendance Administrator on the Job Assignment tab, under Attendance, appropriate Attendance Administrator 

 

Attendance Profile on the Job Assignment tab, under Attendance, appropriate Attendance Profile with effective date 

of hire date, transfer date or 8/1/2014(date utilized for go live). 

 

Attendance Balance Bank on the Attendance Editor tab, under Summary. 

 

 

Department(s) Attendance Profiles 

729 Warehouse 

910, 911 and 912 Transportation 

920 Child Nutrition 

930, 934, 935 and 950 Maintenance-Custodial 
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Schedule must be accurate  

 

New Hires and Rehires 

Attendance License, Attendance Administrator, Attendance Profile and Balance Reset will all be performed through the 

Kronos Person Import based on the employee’s Department. Ensure employee’s schedule is accurate. 

Transfers 

The following steps must be performed for employees who Transfer into an Attendance tracking department. 

1. Confirm/Update the Attendance License on the person tab, under Licenses select Workforce Attendance 

  

2. Update Attendance Administrator on the Job Assignment tab, under Attendance select appropriate 

Attendance Administrator from the drop down. 

 

3. Update Attendance Profile on the Job Assignment tab, under Attendance, assign the appropriate Attendance 

Profile with effective date of transfer date. 

 

Department(s) Attendance Profiles 

729 Warehouse 

910, 911 and 912 Transportation 

920 Child Nutrition 

930, 934, 935 and 950 Maintenance-Custodial 
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4. Reset the Employees Attendance Balance Bank 

a. Navigate to Timekeeping > Attendance Genie 

 
b. Select the Transfer Employee 

 
c. Select Attendance > Reset Balance 

 
d. Update Reset Balance  

Note: It is important to update balances to zero on a Transfer to assure employees starts with a clean 

slate.  

i. Balance Type: Absences 

ii. Reset Amount: 0 

iii. Effective Date: 1 Day prior to Transfer date 

iv. Click OK 

 
v. Select Attendance > Reset Balance 

vi. Balance Type: No Call No Shows 

Note: Place holder in Balance Type drop down in Alphabetical order scroll to the bottom 

vii. Reset Amount: 0 

viii. Effective Date: 1 Day prior to Transfer date 

ix. Click OK 
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x.  
xi. Select Attendance > Reset Balance 

xii. Balance Type: No Call No Shows 

xiii. Reset Amount: 0 

xiv. Effective Date: 1 Day prior to Transfer date 

xv. Click OK 

 
 

e. Click Refresh and confirm balance have been reset to 0 

 
f. Select Attendance > Add Ignore Timecard Data Marker 

 
g. Update Add Ignore Timecard Data Marker 

i. *Ignore Timecard Data Marker Date: 1 Day prior to Transfer date 

ii. Click OK 
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h. Select Attendance > Attendance Editor 

 
 

i. Review Balance Reset and Ignore Timecard Data Marker on the Attendance Editor Incidents Tab 

 
 

j. Update employee’s schedule 
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Employee Timecard Exceptions, Pay Codes, Punch and Comments 
 

Attendance Events are based on Exception, Pay Codes, Punch and Comment Combinations.  It is important to 

review the employee’s timecard frequently as the Attendance Processor applies Attendance Events nightly for 

two days prior. 

 

Exceptions 

 

Early In, Late In, Early Out and Late Out(all but Transportation) will accrue towards the employee’s 

attendance Tardy balance, unless update with comment “Supervisor Approved”.  

Note: Marking the exception as reviewed only to clear the red box will not exclude from the Attendance Event.  

 
 

Missed Punch will not accrue towards an employee’s attendance balance, added for reporting purposes.  Once 

the Missed Punch exception has been updated with a Punch, add comment “Missed Punch” 
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Pay Codes 

No Leave AV will accrue towards employee’s attendance Absences balance.  The attendance event has been 

configured to combine consecutive days into one attendance event and exclude weekends. 

  

 

No Leave AV with comment “Employee Counseled” (Transportation only) will accrue towards the 

employee’s attendance Absences balance.  The attendance event has been configured to break the consecutive 

dates of a pay code “No Leave AV”.  The pay code comment combination must be used in the following days if 

required for a combined attendance event. 

 

Pers-Local, Pers-State, Sick Local, Sick State, Vacation or No Leave Av with Comment “No Call No 

Show” will accrue towards employee’s attendance No Call No Show balance. 
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Admin Leave, Current Off Duty, Dock, Donated Days, FMLA Cur Off Duty, FMLA Dock, FMLA Local 

Absence, FMLA Pri Off Duty, FMLA Sick Local, FMLA Sick State, FMLA State Absence, FMLA 

Vacation, Jury Duty, Other Absence, Pers-Local, Pers-State, Prior Off Duty, School Business, Sick Local, 

Sick State, Subpoena, Susp w-out Pay, Vacation, and  Workers Comp will not accrue towards employee’s 

attendance Absences balance, added for reporting and Perfect Attendance(Maintenance-Custodial and 

Transportation). 

Punches 

Punch with Comment “Absent Part of Run” (Transportation only) will not accrue towards an employee’s 

attendance balance, added for reporting purposes.   
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Reviewing Attendance Events 

Attendance Genie 

 Attendance Genie summarizes attendance information for each employee, and enables you to do the following: 

– Review details about whether an employee has been disqualified from perfect attendance 

(Maintenance-Custodial and Transportation), attendance events, actions, and balances.   

– Use this information to quickly determine whether you need to complete any actions. 

– Access the Attendance Editor  

Navigate to Timekeeping > Attendance Genie 

 

Absences/No Call No Show/Tardys Point Balance – Displays the current total of occurrences. 

Attendance Action – Defines what will/has occurred when the conditions of an attendance policy rule are met 

when the attendance process has run. 

Action Status – Displays current state of action.   

Initiated – needs review for disciplinary action   

Complete – reviewed 

Action Trigger Date – Displays the date when the employee incurred the behavior which launched the action. 

Action Initiated Date – Displays the date that the action was first recognized by the Attendance Processor.  

 

Note: All columns allow for sorting. Double Clicking on an employee from the Attendance Genie will take you 

to the employee’s timecard, see the next section for reviewing the Attendance Editor. 
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Attendance Editor 

 

Attendance Editor is the primary workspace used to view and manage employee’s attendance information. 

– View data for an employee who has attendance events 

– Update employee attendance data 

– Complete attendance Actions 

 

To access the Attendance Editor from any Genie select employee or from timecard, schedule or people editor 

and Click Attendance  

 

 
 

Or  

 

Select employee from any Genie and Click Attendance > Attendance Editor 

 

 
 

 

The Attendance Editor includes several tabs: Summary, Calendar, Incidents (Default Open), Action Details, 

Documents and Audits 

 

 
 

Summary tab displays tables of data related to Balance, Perfect Attendance(Maintenance-Custodial and 

Transportation), and Actions for the employee. 
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Calendar tab displays an employee’s attendance data in a calendar format. 

 

 
 

Incident tab displays chronological list of Attendance Tracking events, patterns and action that have been 

detected by the attendance Processor for the specified Time Period selected. Bold items are items to be 

reviewed on the Action Detail Tab. 

 

  
 

 

 

 

 

Action Detail Tab displays actions incurred by the employee for the specific time period.   
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Documents Tab to review Documents associated with an Attendance event, which will be on the Action Detail 

Tab. 
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Notification of Attendance Events 
 

Notification e-mails have been created to notify the Attendance Administrator of an Attendance Event that 

requires review. 

 

If your department has provided letters a notification will appear as below.  The link in the e-mail will open the 

letter to be reviewed with the employee. 

 

 
 

  

If letters have not been provided you will receive a consolidated e-mail of all Attendance Events from the 

previous run of the Attendance Processor, which need to be reviewed. 
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Maintaining Attendance Events 
 

 

Completing Attendance Events 

 

Once you’ve received a Notification or identified an “Initiated” Attendance Event through reports or 

Attendance Genie, navigate to the Attendance Editor and select the Action Detail Tab. 

 

 
 

1. Select the Attendance Event by checking the box 

 
 

2.  If the Attendance Event has a paperclip, this means there is an attendance document(Warehouse and Child 

Nutrition) 

 
 

a. Click on View to open the Attendance Document 

 
 

b. If Attendance Document is correct, click Forward to send to the Employee’s Manager e-mail address  

 
i. *To: Enter Manager’s e-mail address 

ii. Subject = Free Text 

iii. Message = Free Text 

 
Note: Clicking Send to Employee’s manager will send to the who the employees “Reports To” 



18 
 

On the Job Assignment > Primary Account.   Employees in Kronos have “None”, and will not be 

delivered, an Error Message: The employee doesn’t have a Manager, will return. The manager must 

also have a Kronos Workforce Manager account to open the Attendance document. 

 

3. After employee has been counselled click Edit 

 
 

4. Update the Completed Date with counselled date, Details with any remarks and click Save & Return 

 
 

5. The Current Status will be updated to Completed 
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Editing an Attendance Event 

 

1. If an Attendance Event has been triggered and Timecards have not been locked, update the Exception, Pay 

Code or punch on the employee’s timecard to remove the Attendance Event .(See: Employee Timecard 

Exceptions, Pay Codes, Punch and Comments)  The next time the Attendance processor runs the Attendance 

Event will be corrected. 

2. If an Attendance Event has been triggered and Timecards have been locked, Edits to Exceptions - Early In, 

Late In, Early Out or Late Out, No Call No Show or No Leave AV may be processed. 

a. Navigate to the Attendance Editor > Incidents Tab 

 
 

b. Select the Exception to corrected and click Edit 

 
 

 

c. Update the Event to Early In - Approved, Late In Approved, Early Out – Approved, Late Out – 

Approved, FMLA State Absence, Pers-State and click Save & Return. 

 
 

d. Balance will be reduced and next time the Attendance processor runs the Attendance Event will be 

removed. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



20 
 

 

 

Perfect Attendance 
 

Perfect Attendance evaluate employees based on defined list of pay codes (Maintenance – Custodial and 

Transportation only) 

 

Employees with a Checkmark    in the Attendance Genie have been disqualified from Perfect Attendance 

 
 

 

Review the Attendance Editor, Summary Tab Perfect Attendance for dates of violation. 

 
 

Review the Attendance Editor, Incidents tab for Perfect Attendance Disqualifier Checkmarks  
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Attendance Reports 

 
To view Attendance Report, expand the Attendance category under the select report quick link 

 
 

 

Attendance Action Detail list the attendance actions for each employee for the specified time period.  This 

report displays actions that had at least one date(triggered, initiated, and completed) falling into the range of 

dates in the selected time period. 
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Attendance Analysis report provides charts and shows number of attendance events and patterns. This is a 

good report to run trends based on Events for specified time periods. You have the option to select all events or 

specific events, default is all Events. 
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Attendance Balances report list the point balances for each employee within the specified time frame. Also 

available in Excel. 
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Attendance Incident Detail Report displays each employee’s attendance events patterns, perfect attendance, 

and actions in a list format for a specified time period.  A report view of the Attendance Editors Incident Tab. 

 
 

 

Employee Attendance Profiles report lists the attendance profile information in Attendance on the Job 

Assignment tab of the people editor for each employee who is included in your department.  This report will be 

used for identifying Transfer in the incorrect Attendance Profile. 
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Perfect Attendance(Maintenance-Custodial and Transportation) report lists all employees who are assigned to 

perfect attendance policies that have perfect attendance for selected time period. 
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Pay Code / Exceptions / Comments Reference 

Event Name Timecard data which drives the Event Range Occ. 

Early In 6 Min or More (all but Transportation) Exception (Early In) 00:06 – 24:00 1 

Late In 6 Min More (all but Transportation) Exception (Late In) 00:06 – 24:00 1 

Early Out 6 Min or More (all but Transportation) Exception (Early Out) 00:06 - 24:00 1 

Late Out 6 Min or More (all but Transportation) Exception (Late Out) 00:06 - 24:00 1 

Absent No Leave Available (Transportation) Pay Code (‘No Leave Av’)  00:15 – 24:00 1 

Absent No Leave Available Pay Code (‘No Leave Av’) 00:01 – 24:00 1 

Absent Employee Counseled (Transportation) Pay Code (‘No Leave Av’) and Comment (‘Employee Counseled’) 00:01 – 24:00 1 

Absent No Call No Show 
Pay Code (‘Pers-State’, ‘Pers-Local’, ‘Sick Local’, ‘Sick State’, 

‘Vacation’ or ‘No Leave Av’) and Comment (‘No Call No Show’) 
00:01 – 24:00 1 

Missed Punch Punch and Comment (Missed Punch)   0 

Early In Approved Exception (Late In) and Comment (‘Supervisor Approved’) 00:06 – 24:00 0 

Late In Approved Exception (Late In) and Comment (‘Supervisor Approved’) 00:06 – 24:00 0 

Early Out Approved Exception (Early Out) and Comment (‘Supervisor Approved’) 00:06 - 24:00 0 

Late Out Approved Exception (Late Out) and Comment (‘Supervisor Approved’) 00:06 - 24:00 0 

Absent Part of Run (Transportation) Punch and Comment (‘Absent Part of Run’)   0 

Admin Leave Pay Code (‘Admin Leave’) 00:01 – 24:00 0 

Current Off Duty Pay Code (‘Current Off Duty’) 00:01 – 24:00 0 

Dock Pay Code (‘Dock’) 00:01 – 24:00 0 

Donated Days Pay Code (‘Donated Days’) 00:01 – 24:00 0 

FMLA Cur Off Duty Pay Code (‘FMLA Cur Off Duty’) 00:01 – 24:00 0 

FMLA Dock Pay Code (‘FMLA Dock’) 00:01 – 24:00 0 

FMLA Local Absence Pay Code (‘FMLA Local Absence’) 00:01 – 24:00 0 

FMLA Pri Off Duty Pay Code (‘FMLA Pri Off Duty’) 00:01 – 24:00 0 

FMLA Sick Local Pay Code (‘FMLA Sick Local’) 00:01 – 24:00 0 

FMLA Sick State Pay Code (‘FMLA Sick State’) 00:01 – 24:00 0 

FMLA State Absence Pay Code (‘FMLA State Absence’) 00:01 – 24:00 0 

FMLA Vacation Pay Code (‘FMLA Vacation’) 00:01 – 24:00 0 

Jury Duty Pay Code (‘Jury Duty’) 00:01 – 24:00 0 

Other Absence Pay Code (‘Other Absence’) 00:01 – 24:00 0 

Pers-Local Pay Code (‘Pers-Local’) 00:01 – 24:00 0 

Pers-State Pay Code (‘Pers-State’) 00:01 – 24:00 0 

Prior Off Duty Pay Code (‘Prior Off Duty’) 00:01 – 24:00 0 

School Business Pay Code (‘School Business’) 00:01 – 24:00 0 

Sick Local Pay Code (‘Sick Local’) 00:01 – 24:00 0 

Sick State Pay Code (‘Sick State’) 00:01 – 24:00 0 

Subpoena Pay Code (‘Subpoena’) 00:01 – 24:00 0 

Susp w-out Pay Pay Code (‘Susp w-out Pay’) 00:01 – 24:00 0 

Vacation Pay Code (‘Vacation’) 00:01 – 24:00 0 

Workers Comp Pay Code (‘Workers Comp’) 00:01 – 24:00 0 

 


