Kronos Scheduler Reports

The Reports component is where you run, schedule, and view Workforce Central reports. Reports organize the information in the database tables into a format that can be more easily understood and distributed. 

 There are several standard reports available, each grouped into one or more logical categories. All reports can be printed or delivered via e-mail

Reports Workspace

The Reports workspace is divided into two sections: the header section and the main section. The header section contains two drop-down boxes. 

Use the Show drop-down box to select the employees to include in the report. 
Use the Time Period drop-down box to select a time period from which to collect the information for the report. 

The main section of the Reports workspace is divided into three tabs: 

Select Report 

This tab contains a list of all the available reports and provides a description of each one as you highlight a report in the list. The list is divided into logical categories for easier navigation. Every report appears in the “All” category; many reports appear in more than one category. 

From the menu bar, you can choose to Run, Schedule, E-mail, or Print (Send to Printer) the selected report. Other options in the menu bar are Refresh and Print Screen. 

Set Options 

This tab lets you customize the output of the selected report. All reports allow you to choose the e-mail format of the report. Some reports also allow you to set report-specific options to further filter the results of the report. 

The menu bar in this tab provides the same actions that are available in the Select Report tab. 

Check Run Status 

This tab lets you check on the progress of reports that you have run and to view the results of reports that have completed. 

The controls in the menu bar allow you to refresh the status for each report, delete reports from the status list, and print the screen. 
Scheduling reports

	
	Click this icon to search for reports that have to do with employee schedules and the scheduling component. 


Location Schedule report

The Location Schedule report shows the weekly or monthly schedule for a location. This report shows all the people who are scheduled to work at the location regardless of their primary job. It answers the question "Who is working here?" 
Use the Show drop-down box to select the employees to include in the report. Select “ALL HOME AND TRANSFERRED IN” this is found approximately halfway down in the show drop down box (it is in gray font)
Use the Time Period drop-down box to select a time period from which to collect the information for the report.  You must specify the time period otherwise the monthly or weekly report will only have the current day’s information on it (1 day).
The Location Schedule report shows scheduled shifts of the employees for the location and it also shows open shifts, sorted by job. 
Jobs appear by their configured sort order number.  Shifts appear by start time and stop time in the weekly report and by shift label in the monthly report. Pay codes (Vacation, Sick, Hol, Etc.)appear on this report only for employees that have the selected location as their “home “location in their primary job. 

Report content 

Location—Location name appears at the top row of the report. The second row contains the full location string. Each location on the report begins on a new page. This applies to Managers with more than one location of responsibility.
Employee—Employee name or Open Shift. The report lists employees alphabetically within jobs. Open shifts for each job appear first. 

Job—The report lists jobs by their configured sort order number. 
Shifts—Shifts are displayed by shift start and stop times in the weekly report and by shift label in the monthly report for each day in the selected time period. Transfers appear in italics followed by the letter x. 
Pay codes (Vacation, Sick, Hol Etc.) appear only for employees whose primary job is in the “Home” location. The pay code short name appears in the monthly report. 
The weekly report prints 7 days per page on 8 1/2 x 11 paper in landscape mode. The monthly report prints 28 days per page on 8 1/2 x 14 paper in landscape mode. 

Open Shifts report

Description 

The Open Shifts report shows the weekly or monthly open shifts that need to be filled for each job in the selected locations. 

The Open Shifts report shows an entire week or month (28 day) schedule with columns for the time span, the job, and for each day in the period. 

Report content 

Location—Location name appears at the top row of the report. The second row contains the full location string, right justified. Each location on the report begins on a new page. This applies to Managers with more than one location of responsibility.
Span—The Span column shows the shifts. 

Job—The Job column lists only the jobs for which there are open shifts. Jobs appear by their configured sort order number. 

Shifts—All open shifts are displayed in the appropriate day cell in the report. Shifts display by shift start and stop times in the weekly report and by shift label in the monthly report. 
PLEASE NOTE
If you do not see your report you probably received a notice that pop-ups were blocked – you need to choose “always allow pop-up’s from this site”. Then your reports will be visible.
	
	


Printing the Schedule and Open Shifts Report

To print your schedule for posting or other uses, run the Monthly or Weekly Location Schedule Report: 

The Location Schedule report presents the weekly or monthly schedule for all the people scheduled to work at the selected location regardless of their primary job. 

	1.    
	From the navigation bar, select Reports. 


	2.    
	Make sure that you have the location(s) for which you want schedules selected this will be “Selected Locations “in Show.


	3.    
	Select the Time Period for the report. 

	
	Use the “range of dates” feature for best results


	4.    
	Click the plus sign (+) next to Scheduler to display the list of scheduling reports.


	5.    
	Select the weekly or monthly Open Shifts Report or the Location Schedule. 


	6.    
	From the menu bar, click Run Report.

	
	Remember to click on “check run status"


	7.    
	When the report generation is complete, select the report and click View Report. 

	8.
	Select Print

	
	

	
	


The weekly report prints 7 days per page on 8 1/2 x 11 paper in landscape mode. The monthly report prints 28 days per page on 8 1/2 x 14 paper in landscape mode. 

Exceptions Report
(This is found in Timekeeping Reports)

The Exceptions report shows the exceptions and absences that are attributed to specific employees during a selected time period. Any comments attached to the start or end of a shift that includes an exception are also included in the report. 

A summary of exceptions for each employee is also included. 

Options 

Absences — You can choose the type of absences to include in the report: unexcused only, excused only, both unexcused and excused, or none. 

Exceptions — You can set the types of exceptions to include in the report. 

Report Content 
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Exception Day/Date — The day of the week and date on which the exception occurred. 
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Exception — The type of exception (In Late, Out Early, and so on) or absence (Excused or Unexcused) that occurred. 
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Scheduled — The time that the employee was scheduled to start or end the shift (for exceptions associated with a punch). 
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Actual or Pay Code — The actual time that the employee started or ended the shift (for exceptions associated with a punch) or the pay code edit that resulted in the exception. 
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Amount — The amount associated with the pay code edit that resulted in the exception, if applicable. 
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Amount Over Exception — The amount of time between when the exception was generated and when the employee actually punched in or out. For example, if a late exception is generated 15 minutes after the expected start time, and the employee punches in 20 minutes late, the Amount Over Exception is 5 minutes. 
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Comment — The comment attached to the pay code edit or punch that resulted in the exception. 

Summary Area: 
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Exception — The name of each exception type that occurred for the given employee during this period of time. 
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Total — The number of times that the exception occurred for the employee. 
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Total Amount Over Exception — The added Amount Over Exception values for this exception type. 

· Total Number of Exceptions — The total number of exceptions during the selected time period for the group of employees included in the report. 
Printing Exceptions Report
	1.    
	From the navigation bar, select Reports. 


	2.    
	Make sure that you have the location(s) which you want this will be “Selected Locations “in Show.


	3.    
	Select the Time Period for the report. 

	
	Use the “range of dates” feature for best results


	4.    
	Click the plus sign (+) next to Timekeeping to display the list of Timekeeping reports.


	5.    
	Select the Exceptions Report  


	6.    
	From the menu bar, click Run Report.

	
	Remember to click on “check run status"


	7.    
	When the report generation is complete, select the report and click View Report. 

	8.
	Select Print
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