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1.0
Introduction

1.1 Document Purpose 

The purpose of this document is to provide design information for Fermilab’s solution build.  Profiles and feature configuration in Kronos control the overall ‘look and feel’ of the product and the end user experience.  Additionally, profiles control application security or ‘access points’ for end user timesheets.  
2.0 Profile and Feature Configuration
2.1 System Roles

System roles have been defined in the following chart which shows the role, common tasks assigned to the role and application licensing for each:

	System Role
	Tasks Typically Performed
	License Type

	
	
	WFC
	WFC Emp
	WFC Mgr

	Professional Employee
	· Personal timecard entry
· Performs paycode edits, work rule transfers, and labor level transfers of their own timecard

· Requests Time Off

· Views their own schedule 

· Runs reports
· Approves their own timecard
	x
	x
	

	Manager 


	· Personal timecard entry
· Performs paycode edits, work rule transfers, and labor level transfers of their own timecard

· Requests Time Off

· Views their own schedule 

· Performs edits to direct reports timecards as necessary

· Runs reports
· Approves/Rejected employee’s Time Off Requests
· Approves/Rejects an employee’s timecard
· Create shift templates, create and assign pattern templates and group schedules

· Add/Edit/View an employee’s schedule

· Views information in an employee’s People Record

· Creates private or ad-hoc hyperfind queries
· Delegates Authority when needed
	x
	x
	x

	Timekeeper 
	· Personal timecard entry
· Performs paycode edits, work rule transfers, and labor level transfers of their own timecard

· Requests Time Off

· Views their own schedule 

· Performs edits to employee’s timecards as necessary

· Runs reports
· Views an employee’s schedule

· Views information in an employee’s People Record

· Creates private or ad-hoc hyperfind queries
· Delegates Authority for managers when needed
	x
	x
	x

	FFM
	· Personal timecard entry
· Performs paycode edits, work rule transfers, and labor level transfers of their own timecard

· Requests Time Off

· Views their own schedule 

· Read Only Access to employee timecards and schedules

· Runs management reports on an as needed basis
	x
	x
	x

	Payroll Administrator

	· Personal timecard entry
· Performs pay code edits, work rule transfers, and labor level transfers of their own timecard

· Requests Time Off

· Views their own schedule 

· Performs edits to employee’s timecards as necessary

· Signs-off employee’s timecards

· Adds, edits, and views information in an employee’s People Record

· Views schedules
· Runs various time reports

· Creates public, private, and ad-hoc hyperfind queries

· Performs mass signoff on employees
	x
	x
	x

	Payroll Staff
	· Personal timecard entry
· Performs pay code edits, work rule transfers, and labor level transfers of their own timecard

· Requests Time Off

· Views their own schedule 

· Performs edits to employee’s timecards as necessary

· Adds, edits, and views information in an employee’s People Record

· Views schedules
· Runs various time reports

· Creates private and ad-hoc hyperfind queries
	x
	x
	x

	SYSTEM ADMINISTRATION
	

	System Administrator
	· Personal timecard entry
· Performs pay code edits, work rule transfers, and labor level transfers of their own timecard

· Requests Time Off

· Views their own schedule 

ADMINISTRATIVE TASKS

· Monitors licensing

· Adds, edits, and views information in an employee’s People Record

· Create shift templates, create and assign pattern templates and group schedules

· Runs various time and schedule reports

· Performs payroll lock
· Approves / creates / maintains private and public hyperfind queries

· Approves/ creates / maintains pay rules / work rules / accrual rules
· Approves / creates / maintains display profiles

· Approves / creates / maintains genies

· Approves / creates / maintains all access profiles

· Approves / creates / maintains all labor level sets
· Adds and edits system configuration

· System change control
	x
	x
	x


2.2 Function Access Permission Level Matrix

System roles have been broken down by function access permission level in the following chart which shows the roles and specific permissions for each:
	PERMISSION LEVEL
	Professional Employee
	Manager  with Hist. Edits
	Manager  w/o Hist. Edits
	Timekeeper  with Hist Edits
	Timekeeper  w/o Hist Edits
	FFM
	Project Administrator
	Payroll Administrator
	Payroll Staff
	Super Access

	TIME ENTRY - MY TIMECARD
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Use of Timecard for recording time
	 x
	 x
	 x
	x
	x
	x
	x
	x
	x
	 x

	Perform paycode edits 
	 x
	 x
	 x
	x
	x
	x
	x
	x
	x
	 x

	Perform workrule transfers
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Perform labor level/project/task transfers
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Enter/Remove Comments
	x
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Enter scheduled leave
	x 
	 x
	 x
	x
	x
	x
	x
	x
	x
	 x

	View Leave balances in timecard
	x 
	 x
	 x
	 x
	 x
	 x
	 x
	 x
	 x
	x 

	View Schedule in timecard
	 x
	 x
	 x
	x
	x
	x
	x
	x
	x
	 x

	Approve own timecard
	x 
	 x
	 x
	 x
	 x
	x 
	 x
	 x
	 x
	 x

	TIME ENTRY - EMPLOYEE's TIMECARDS
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Edit employee's timecards - correct punches
	 
	x
	x
	x
	x
	View only 
	 x
	 x
	x
	x

	Edit employee's timecards - workrule xfers
	 
	x
	x
	x
	x
	View only 
	 x
	 x
	x
	x

	Edit employee's timecards - comments
	 
	x
	x
	x
	x
	View only 
	 x
	 x
	x
	x

	Edit employee's timecards - paycode edits
	 
	x
	x
	x
	x
	View only 
	 x
	 x
	x
	x

	Edit employee's timecards - Historical edits
	 
	 x
	 
	x 
	 
	View only 
	 x
	 x
	 x
	x 

	Edit employee’s timecards – labor level transfers
	 
	 x
	 x
	 x
	 x
	View only 
	 x
	 x
	 x
	 x

	View employee's Leave balances
	 
	x
	x
	x
	x
	View only  
	 x
	 x
	x
	x

	PAY PERIOD CLOSE
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Approve employee's timecards 
	 
	x 
	x 
	
	
	 
	x 
	x 
	 x
	x 

	Remove approvals 
	 
	 x
	 x
	 
	 
	 
	x 
	x 
	x 
	x 

	Sign-off employee's timecards (from timecard/genie)
	 
	 
	 
	
	
	 
	 
	 x
	
	x

	Remove Sign-off (from timecard/genie)
	 
	 
	 
	
	
	 
	 
	 x
	
	x

	SCHEDULES
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Add employee schedules
	 
	 x
	 x
	x
	x
	 
	 
	 
	
	x

	Edit employee schedules
	 
	 x
	 x
	x
	x
	 
	 
	 
	
	x

	View employee schedules
	 
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Create Shift Templates
	 
	x 
	x 
	x
	x
	 
	 
	 
	
	x

	Create Pattern Templates
	 
	x 
	x 
	x
	x
	 
	 
	 
	
	x

	Create Group Schedules
	 
	 x
	 x
	x
	x
	 
	 
	 
	
	x

	Assign Patterns
	 
	 x
	 x
	x
	x
	 
	 
	 
	
	x

	Assign Group Schedules
	 
	 x
	 x
	x
	x
	 
	 
	 
	
	x

	PERSON RECORD
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Add employee record
	 
	 
	 
	 
	 
	 
	
	x
	x
	x

	Edit employee record
	 
	 
	 
	 
	 
	 
	
	x
	x
	x

	Delete employee record
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x

	PERSON TAB
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	License View
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Add License
	 
	 
	 
	 
	 
	 
	
	x
	x
	x

	Delete License
	 
	 
	 
	 
	 
	 
	
	x
	x
	x

	General Information View
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Add Person Name
	 
	 
	 
	 
	 
	 
	
	x
	x
	x

	Add Person ID
	 
	 
	 
	 
	 
	 
	
	x
	x
	x

	Add Hire Date
	 
	 
	 
	 
	 
	 
	
	x
	x
	x

	View Hire Date
	 
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Add Employment Status (Active, Inactive, Termination)
	 
	 
	 
	 
	 
	 
	
	x
	x
	x

	Accrual Profile
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Add Accrual Profile
	 
	 
	 
	 
	 
	 
	
	x
	x
	x

	View Accrual Profile
	 
	x
	x
	x
	x
	x
	x
	x
	x
	x

	User Information View
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Add User Account/Password
	 
	 
	 
	 
	 
	 
	
	
	
	x

	View User Account/Password
	 
	 
	 
	 
	 
	 
	
	
	
	x

	User Account Status
	 
	 
	 
	 
	 
	 
	
	
	
	x

	Reset Lockout
	 
	 
	 
	 
	 
	 
	
	
	
	x

	View Archives
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x

	Additional Information View
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Add additional information fields
	 
	 
	 
	 
	 
	 
	
	x
	x
	x

	View additional information fields
	 
	x
	x
	x
	x
	x
	
	x
	x
	x

	JOB ASSIGNMENT TAB
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Add Primary Labor Account
	 
	 
	 
	
	
	 
	
	x
	x
	x

	View Primary Labor Account
	 
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Add Employee Timezone
	 
	 
	 
	 
	 
	 
	
	x
	x
	x

	View Employee Timezone
	 
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Add Employee Reports to Field
	 
	 
	 
	 
	 
	 
	
	x
	x
	x

	View Employee Reports to Field
	 
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Add Timekeeper View
	 
	 
	 
	
	
	 
	
	x
	x
	x

	View Timekeeper View (Contains Pay Rule, Device Group)
	 
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Add Scheduler View
	 
	 
	 
	 
	 
	 
	
	x
	x
	x

	View Scheduler View (Contains Schedule Group)
	 
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Add Access Profile View (Contains FAP and Display Profile)
	 
	 
	 
	 
	 
	 
	
	x
	x
	x

	View Access Profile View
	 
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Add Manager Role-General View (Manager Profiles)
	 
	 
	 
	 
	 
	 
	
	x
	x
	x

	View Manager Role-General View (Manager Profiles)
	 
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Add Manager Role-Scheduler View (Manager Profiles)
	 
	 
	 
	 
	 
	 
	
	x
	x
	x

	View Manager Role-Scheduler View (Manager Profiles)
	 
	x
	x
	x
	x
	x
	x
	x
	x
	x

	SYSTEM ADMINISTRATION
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Payroll Lock
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x

	Setup - Accruals
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x

	Setup - Comments
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x

	Setup - Display Profiles
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x

	Setup - Employee Groups
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x

	Setup - Event Manager Events
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x

	Setup - Public Hyperfind Queries
	 
	 
	 
	 
	 
	 
	 
	 x
	 
	x

	Setup - Private Hyperfind Queries
	 
	 x
	 x
	x 
	x 
	 x
	 x
	 x
	 x
	x

	Setup - Adhoc Hyperfind Queries
	 
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Setup - Labor Level Entries
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x

	Setup - Labor Level Transfer Sets
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x

	Setup - Data Access Profiles
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x

	Setup - Function Access Profiles
	 
	 
	 
	 
	 
	 
	 
	 
	 
	x

	REPORTS
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Run reports
	 
	x
	x
	x
	x
	x
	x
	x
	x
	x

	Scheduling of reports
	 
	 x
	 x
	x
	x
	x
	 x
	 x
	x
	x

	Email reports
	 
	 x
	 x
	 x
	 x
	 x
	 x
	 x
	x 
	x 


2.3 Logon Profiles

The logon profile ‘Default’ will be attached to every system employee who uses the browser for time entry/approval.  Settings are as follows: 
	Profile Name
	Setting Category
	Parameter
	Setting

	Default
	
	
	

	
	Session Restrictions
	Account Lockout
	Enabled

	
	Session Restrictions
	Lockout After
	3 Failed Attempts

	
	Session Restrictions
	Lockout Duration
	30 minutes


***Fermi will be using LDAP authentication which will override the settings in this Profile.
2.4 Pay Code Data Access Profiles

Pay code data access profiles control which pay codes are visible to users in their drop down menus, reports menus, etc.

It was determined that pay code data access profiles will be configured for each employee type at Fermilab to help cut down on the number of codes an employee sees.  The usage for each is as follows:

All Pay Codes – will be used by Payroll administrators and other users who must have access to the complete list of pay codes.

Managers and Timekeepers – will be used by managers and Timekeepers for editing timecards.
All Others – employees will be assigned one of two Pay Code Profiles.  Exempt Monthly or Non-Exempt Weekly, the table below details the types of employee’s and what pay codes they will see.
	Pay Code Name
	All Pay Codes
	Managers and Timekeepers
	Exempt  Emply
	Weekly Empl
	Firefighters
	12 HR
	On Call and Summer

	12HR Float Makeup
	X
	X
	
	
	
	X
	

	Acting BattalionChief – DT  (K)
	X
	
	
	
	
	
	

	Acting Battalion Chief          (WR)
	X
	
	
	
	
	
	

	Acting Lieutenant                 (WR)
	X
	
	
	
	
	
	

	Acting Lieutenant – DT       (K)
	X
	
	
	
	
	
	

	Annty Minus                         (PR)
	X
	
	
	
	
	
	

	Annty Plus                           (PR)
	X
	
	
	
	
	
	

	Bereavement Child – Salaried
	X
	X
	X
	
	
	
	

	Bereavement Grandchild – Salaried
	X
	X
	X
	
	
	
	

	Bereavement Grandparent – Salaried
	X
	X
	X
	
	
	
	

	Bereavement Parent – Salaried
	X
	X
	X
	
	
	
	

	Bereavement Sibling – Salaried
	X
	X
	X
	
	
	
	

	Bereavement Spouse – Salaried
	X
	X
	X
	
	
	
	

	Bereavement Child - Weekly
	X
	X
	
	X
	X
	X
	X

	Bereavement Grandchild - Weekly
	X
	X
	
	X
	X
	X
	X

	Bereavement Grandparent - Weekly
	X
	X
	
	X
	X
	X
	X

	Bereavement Parent  - Weekly
	X
	X
	
	X
	X
	X
	X

	Bereavement Sibling- Weekly
	X
	X
	
	X
	X
	X
	X

	Bereavement Spouse - Weekly
	X
	X
	
	X
	X
	X
	X

	Double Time                           (K)
	X
	
	
	
	
	
	

	Emergency Call In                  (WR)
	X
	
	
	
	
	
	

	Emergency Call In Guar        (K)
	X
	
	
	
	
	
	

	Emergency Call In – OT        (K)
	X
	
	
	
	
	
	

	EMR Call-In OnCall and Summer
	X
	
	
	
	
	
	

	EMR Guar OnCall and Summer
	X
	
	
	
	
	
	

	Floating Holiday - Salaried
	X
	X
	X
	
	
	
	

	Floating Holiday - Weekly
	X
	X
	
	X
	X
	X
	X

	Fire Float Makeup
	X
	X
	
	
	X
	
	

	Fire Prm – Acting Battalion     (K)
	X
	
	
	
	
	
	

	Fire Prm – Acting Lieutenant  (K)
	X
	
	
	
	
	
	

	Fire Prm                                   (K)                          
	X
	X
	
	
	X
	
	

	Furlough – Salaried              (PR)
	X
	X
	
	
	
	
	

	Furlough – Weekly                (PR)
	X
	X
	
	
	X
	X
	

	FMLA Vacation - Weekly
	
	
	
	
	
	
	

	H1N1 – Sick Salaried           (PR)
	X
	
	
	
	
	
	

	H1N1 – Vacation Salaried        (PR)
	X
	
	
	
	
	
	

	H1N1 – Sick Weekly           (PR)
	X
	
	
	
	
	
	

	H1N1 Vacation – Weekly           (PR)
	X
	
	
	
	
	
	

	Holiday – Salary                    (K)    
	X
	X
	
	
	
	
	

	Holiday – Weekly                    (K) 
	X
	X
	
	
	X
	X
	X

	Holiday Worked                        (K)
	X
	
	
	
	
	
	

	Holiday Worked In Lieu
	X
	
	
	
	
	
	

	Holiday Worked Over 8 MEM (K)
	X
	
	
	
	
	
	

	Holiday Worked Rotating - MEM
	X
	
	
	
	
	
	

	Jury Duty – Salaried
	X
	X
	X
	
	
	
	

	Jury Duty – Weekly
	X
	X
	
	X
	X
	X
	X

	Lead – Machinist                     (WR)
	X
	
	
	
	
	
	

	Lead Machinist – OT               (K)
	X
	
	
	
	
	
	

	Lead MEM                               (WR)
	X
	
	
	
	
	
	

	Lead MEM – OT                      (K)
	X
	
	
	
	
	
	

	LWOP – Salaried Unexcused 
	X
	X
	X
	
	
	
	

	LWOP - Salaried Excused 
	X
	X
	X
	
	
	
	

	LWOP - Salaried Disciplinary
	X
	X
	X
	
	
	
	

	LWOP – Weekly Unexcused
	X
	X
	
	X
	X
	X
	X

	LWOP - Weekly Excused
	X
	X
	
	X
	X
	X
	X

	LWOP – Weekly Disciplinary
	X
	X
	
	X
	X
	X
	X

	Military – Salary
	X
	X
	X
	
	
	
	

	Military - Weekly
	X
	X
	
	X
	X
	X
	X

	Other Pay – Salaried
	X
	X
	X
	
	
	
	

	Other Pay Weekly
	X
	X
	
	X
	X
	
	X

	Overtime                                (K)
	X
	
	
	
	
	
	

	Overtime – 12 Hr                   (K)
	X
	
	
	
	
	
	

	Pager – Phone Calls             (WR)
	X
	
	
	
	
	
	

	Pager Phone Calls OT          (K)
	X
	
	
	
	
	
	

	Regular – OnCall and Summer
	X
	X
	
	
	
	
	X

	Regular – Salaried                 (K)
	X
	X
	X
	
	
	
	

	Regular – Weekly                   (K)
	X
	X
	
	X
	X
	
	

	Report In OnCall and Summer
	X
	
	
	
	
	
	

	Report In Pay                         (WR)
	X
	
	
	
	
	
	

	Shift Premium                        (K)
	X
	
	
	
	
	
	

	Shift OT                                 (K)
	X
	
	
	
	
	
	

	Shift DOT                              (K)
	X
	
	
	
	
	
	

	Midnt Shift                             (K)
	X
	
	
	
	
	
	

	Midnt OT                               (K)
	X
	
	
	
	
	
	

	Midnt DOT                                  (K)
	X
	
	
	
	
	
	

	Sick – Salaried
	X
	X
	X
	
	
	
	

	Sick – Weekly
	X
	X
	
	X
	X
	X
	X

	Special Coverage         (WR)
	X
	
	
	
	
	
	

	Weather  Diff – Salaried   
	X
	X
	X
	
	
	
	

	Weather Diff – Weekly      
	X
	X
	
	X
	X
	X
	X

	Vacation – Salaried
	X
	X
	X
	
	
	
	

	Vacation Weekly 
	X
	X
	
	X
	X
	X
	X

	WE S1 DOT                                (K)
	X
	
	
	
	
	
	

	WE S1 OT                                  (K)
	X
	
	
	
	
	
	

	WE S1 PRM                               (K)
	X
	
	
	
	
	
	

	WE S2 DOT                               (K)
	X
	
	
	
	
	
	

	WE S2 OT                                  (K)
	X
	
	
	
	
	
	

	WE S2 PRM                               (K)
	X
	
	
	
	
	
	

	WE S3 DOT                               (K)
	X
	
	
	
	
	
	

	WE S3 OT                                  (K)
	X
	
	
	
	
	
	

	WE S3 PRM                               (K)
	X
	
	
	
	
	
	

	Worked Day Off              (WR)
	X
	
	
	
	
	
	

	Wrkrs Comp – Salaried
	X
	X
	X
	
	
	
	

	Wrkrs Comp - Weekly
	X
	X
	
	X
	X
	X
	X

	Working Foreman – Machinist   (WR)
	X
	
	
	
	
	
	

	Working Foreman – MEM          (WR)
	X
	
	
	
	
	
	

	Working Foreman Machinist – OT                                  (K)    
	X
	
	
	
	
	
	

	Working Foreman MEM – OT    (K)
	X
	
	
	
	
	
	


2.5 Work Rule Data Access Profiles

Work rule profiles control the list of work rules available to an end user.  A work rule profile is attached on the employee record based on the set of business rules used for calculation of the employee’s time data.  Work rule data access profiles will be configured as follows for all rules:

	
	All Work Rules
	All Fermi Work Rules
	Managers /Timekeepers
	Empty
	10 HR
	12 HR
	Drivers
	Firefighter
	Machinist
	MEM
	Weekly
	On Call and Summer
	Exempt

	10 HR Weekly 
	 X
	X
	X
	 
	 X
	 
	 
	 
	 
	 
	 
	
	

	EMR Call In 10HR Weekly
	 X
	X
	X
	 
	 X
	 
	 
	 
	 
	 
	 
	
	

	Half Holiday Weekly
	X
	X
	X
	
	X
	
	
	
	
	
	
	
	

	Holiday In Lieu Weekly
	X
	X
	X
	
	X
	
	
	
	
	
	
	
	

	Report In 10HR Weekly
	X
	X
	X
	
	X
	
	
	
	
	
	
	
	

	Pager 10 HR Weekly
	X
	X
	X
	
	X
	
	
	
	
	
	
	
	

	12 HR
	X
	X
	X
	
	
	X
	
	
	
	
	
	
	

	EMR Call In 12 HR
	X
	X
	X
	
	
	X
	
	
	
	
	
	
	

	Half Holiday 12HR
	X
	X
	X
	
	
	X
	
	
	
	
	
	
	

	Holiday In Lieu 12HR
	X
	X
	X
	
	
	X
	
	
	
	
	
	
	

	Report In 12 HR
	X
	X
	X
	
	
	X
	
	
	
	
	
	
	

	Pager 12 HR
	X
	X
	X
	
	
	X
	
	
	
	
	
	
	

	Worked Day Off 12HR
	X
	X
	X
	
	
	X
	
	
	
	
	
	
	

	Firefighter
	X
	X
	X
	
	
	
	
	X
	
	
	
	
	

	EMR Call In Firefighter
	X
	X
	X
	
	
	
	
	X
	
	
	
	
	

	Report In Firefighter
	X
	X
	X
	
	
	
	
	X
	
	
	
	
	

	Pager Firefighter
	X
	X
	X
	
	
	
	
	X
	
	
	
	
	

	Acting Battalion
	X
	X
	X
	
	
	
	
	X
	
	
	
	
	

	Acting Lieutenant
	X
	X
	X
	
	
	
	
	X
	
	
	
	
	

	Worked Day Off Acting Battalion
	X
	X
	X
	
	
	
	
	X
	
	
	
	
	

	Worked Day Off Acting Lieutenant
	X
	X
	X
	
	
	
	
	X
	
	
	
	
	

	Worked Day Off Firefighter
	X
	X
	X
	
	
	
	
	X
	
	
	
	
	

	Drivers
	X
	X
	X
	
	
	
	X
	
	
	
	
	
	

	EMR Call In Drivers
	X
	X
	X
	
	
	
	X
	
	
	
	
	
	

	Half Holiday Weekly
	X
	X
	X
	
	
	
	X
	
	
	
	
	
	

	Holiday In Lieu Weekly
	X
	X
	X
	
	
	
	X
	
	
	
	
	
	

	Report In Drivers
	X
	X
	X
	
	
	
	X
	
	
	
	
	
	

	Pager Drivers
	X
	X
	X
	
	
	
	X
	
	
	
	
	
	

	Machinists
	X
	X
	X
	
	
	
	
	
	X
	
	
	
	

	EMR Call In Machinists
	X
	X
	X
	
	
	
	
	
	X
	
	
	
	

	Half Holiday Weekly
	X
	X
	X
	
	
	
	
	
	X
	
	
	
	

	Holiday In Lieu Weekly
	X
	X
	X
	
	
	
	
	
	X
	
	
	
	

	Report In Machinists
	X
	X
	X
	
	
	
	
	
	X
	
	
	
	

	 Pager Machinists
	X
	X
	X
	
	
	
	
	
	X
	
	
	
	

	Foreman Machinists
	X
	X
	X
	
	
	
	
	
	X
	
	
	
	

	Lead Machinists
	X
	X
	X
	
	
	
	
	
	X
	
	
	
	

	MEM
	X
	X
	X
	
	
	
	
	
	
	X
	
	
	

	EMR Call In MEM
	X
	X
	X
	
	
	
	
	
	
	X
	
	
	

	Holiday In Lieu Duty MEM
	X
	X
	X
	
	
	
	
	
	
	X
	
	
	

	Holiday In Lieu MEM
	X
	X
	X
	
	
	
	
	
	
	X
	
	
	

	Report In MEM
	X
	X
	X
	
	
	
	
	
	
	X
	
	
	

	Pager MEM
	X
	X
	X
	
	
	
	
	
	
	X
	
	
	

	Special Coverage MEM
	X
	X
	X
	
	
	
	
	
	
	X
	
	
	

	Rotating Holiday Duty MEM
	X
	X
	X
	
	
	
	
	
	
	X
	
	
	

	Rotating Holiday MEM
	X
	X
	X
	
	
	
	
	
	
	X
	
	
	

	Duty MEM
	X
	X
	X
	
	
	
	
	
	
	X
	
	
	

	Foreman MEM
	X
	X
	X
	
	
	
	
	
	
	X
	
	
	

	Lead MEM
	X
	X
	X
	
	
	
	
	
	
	X
	
	
	

	Weekly
	X
	X
	X
	
	
	
	
	
	
	
	X
	
	

	EMR Call In Weekly
	X
	X
	X
	
	
	
	
	
	
	
	X
	
	

	Half Holiday Weekly
	X
	X
	X
	
	
	
	
	
	
	
	X
	
	

	Holiday In Lieu Weekly
	X
	X
	X
	
	
	
	
	
	
	
	X
	
	

	Report In Weekly
	X
	X
	X
	
	
	
	
	
	
	
	X
	
	

	Pager Weekly
	X
	X
	X
	
	
	
	
	
	
	
	X
	
	

	On Call and Summer
	X
	X
	X
	
	
	
	
	
	
	
	
	X
	

	EMR Call In On Call and Summer
	X
	X
	X
	
	
	
	
	
	
	
	
	X
	

	Report In On Call and Summer
	X
	X
	X
	
	
	
	
	
	
	
	
	X
	

	Pager On Call and Summer
	X
	X
	X
	
	
	
	
	
	
	
	
	X
	

	Monthly Exempt
	X
	X
	X
	
	
	
	
	
	
	
	
	
	

	Make up Call In
	X
	
	
	
	
	
	
	
	
	
	
	
	

	Makeup Call In OnCall and Summer
	X
	
	
	
	
	
	
	
	
	
	
	
	


2.6 Report Data Access Profiles

Report data access profiles control which reports users will see in their list of management reports.  The profiles will be configured as follows:

	REPORT NAME
	Manager Reports
	All Reports

	Employee

	
	Used by Managers, Timekeepers, FFMs
	Used by HR, Payroll, Helpdesk and System Administrators
	Used by Employees

	 
	 
	 
	 

	ABSENT EMPLOYEES
	x
	x
	

	ACCRUAL BALANCES
	x
	x
	x

	ACCRUAL CODES
	
	x
	

	ACCRUAL DETAIL
	x
	x
	

	ACCRUAL POLICIES
	
	x
	

	ACCRUAL PROFILES
	
	x
	

	ACCRUAL SUMMARY
	x
	x
	

	ACTUAL VS. SCHEDULE BY LABOR ACCT
	x
	x
	

	BONUS/DEDUCTION RULES
	
	x
	

	BREAK RULES
	
	x
	

	COMBINED PAY CODES
	x
	x
	

	COMMENTS
	
	x
	

	EMPLOYEE HOURS BY LABOR ACCTS
	x
	x
	

	EMPLOYEE SCHEDULE
	x
	x
	

	EMPLOYEE SIGNOFF
	x
	x
	

	EMPLOYEE TRANSACTIONS AND TOTALS
	x
	x
	

	EMPLOYMENT TERMS
	
	x
	

	EXCEPTION RULES
	
	x
	

	EXCEPTIONS
	x
	x
	

	FIXED RULES
	
	x
	

	FUNCTION ACCESS PROFILES
	
	x
	

	HOLIDAY CREDIT RULES
	
	x
	

	HOLIDAY CREDIT
	
	x
	

	HOLIDAY PROFILES
	
	x
	

	HOLIDAYS
	x
	x
	

	HOURS BY LABOR ACCOUNT
	x
	x
	

	HOURS BY LABOR ACCOUNT BY GRAPH
	x
	x
	

	HYPERFIND PROFILES
	
	x
	

	LABOR LEVELS
	x
	x
	

	MAJORITY RULES
	
	x
	

	MISSING EMPLOYEE
	x
	x
	

	OVERTIME RULES
	x
	x
	

	PAY CODE DATA ACCESS PROFILES
	
	x
	

	PAY CODES
	x
	x
	

	PAY RULE AUDIT TRAIL
	
	x
	

	PAY RULES
	
	x
	

	PERSON ATTRIBUTES
	
	x
	

	PRIMARY ACCOUNT DETAIL
	x
	x
	

	PUNCH ORIGIN
	x
	x
	

	REPORT DATA ACCESS PROFILE
	
	x
	

	ROUNDING RULES
	
	x
	

	SCHEDULE
	x
	x
	x

	TIME DETAIL
	x
	x
	x

	TIME CARD AUDIT TRAIL
	x
	x
	

	TIMECARD SIGNOFF/APPROVAL AUDIT
	x
	x
	

	USERS CURRENTLY LOCKED OUT
	
	x
	

	WORK RULES DATA ACCESS PROFILE
	
	x
	

	WORK RULES  
	
	x
	

	ZONE RULES
	
	x
	


2.7 Hyperfind Queries

Hyperfind queries are filters that can be applied by users in the application.  They are used to further filter the user’s existing employee group.  Hyperfind queries are divided into two categories: Public and Private

Public HyperFind – these hyperfind selections are available to all users who log into the software from a dropdown menu.  They can be used to further narrow down the selection of employees who are displayed in the genie workspace/report 

Personal HyperFind – these hyperfind selections are not available to all users.  Instead, after being configured, these must be assigned to a user name by a system admin before the employee can see it in the genie workspace/report
	Hyperfind Name
	Public
	Personal

	Based on Employment Status 
	 
	

	All Inactive and Terminated Employees
	X
	

	All 12 Hour Employees
	X
	

	All Active Weekly
	X
	

	All Active Monthly 
	X
	

	All MEM Employees
	
	X

	All Supervisors 00012 – 09991N
	X
	

	All Supervisors 10086N-15088N
	X
	

	Battalion Chiefs
	X
	

	CERN Holiday
	X
	

	Developer Accounts
	
	X

	Employees with Rejected comnts
	
	X

	Exempt Accrual Profile
	
	X

	Exempt Employees
	X
	

	Exempt Employees Zero Hours
	X
	

	Fermi Exempt Employees
	X
	

	Fermi Exempt Employees Zero
	X
	

	Fermi Holidays
	X
	

	FRA Holidays
	X
	

	Holiday In Lieu
	
	X

	Manager
	X
	

	Non-exempt Employees
	X
	

	On call and summer
	X
	

	PS Non-Exempt HolidayCalendar
	X
	

	Weekly Employees Iss
	X
	

	
	
	


2.8 Workforce Genies Column Sets
DETAIL GENIES

GENIE NAME - QUICKFIND

GENIE TYPE – Detail Genie
DESCRIPTION – This genie is used to enter employee ID or employee name and quickly locate employee for editing timecard, schedule or employee record.
COLUMN DISPLAY - 

EMPLOYEE NAME

EMPLOYEE ID
EMPLOYEE LABOR ACCOUNT
GENIE NAME –Reconcile Timecard
GENIE TYPE – Detail Genie
DESCRIPTION – This genie is used to reconcile timecard exceptions on a daily basis.
COLUMN DISPLAY - 

EMPLOYEE NAME

UNEXCUSED ABSENCE

MISSED PUNCH
EARLY IN

LATE IN

EARLY OUT

LATE OUT

UNSCHED HOURS

TOTALS UP TO DATE
GENIE NAME - PAY PERIOD CLOSE

GENIE TYPE – Detail Genie
DESCRIPTION – This genie provides a dashboard view of timecard data in preparation for pay period closing.  It also displays the total hours expected for comparison purposes.  This genie will mostly be used by Managers, Timekeepers, and Payroll to review and approve employee’s timesheets.

COLUMN DISPLAY - 

PERSON NUMBER

PERSON NAME

EMPLOYEE APPROVAL
MANAGER APPROVAL
SIGNED OFF
MISSED PUNCH

UNEXCUSED ABSENCE
STANDARD HOURS

ALL HOURS

PAY RULE

CANCELLED MEAL

DIVISION
GENIE NAME – 401a Review
GENIE TYPE – Detail Genie

DESCRIPTION – This genie provides the hours summary necessary to determine if an employee needs an adjustment for their Annuity.
COLUMN DISPLAY - 
EMPLOYEE ID

NAME
PAY RULE

401a TOTAL

EMR CALL IN

EMR GUARANTEE

SICK

HOLIDAY WORKED
GENIE NAME – Bereavement Used
GENIE TYPE – Detail Genie

DESCRIPTION – This genie provides detail around Bereavement codes and amounts used by employees.
COLUMN DISPLAY - 
EMPLOYEE ID

NAME
CHILD SAL

CHILD WKY

GRANDCHILD SAL

GRANDCHILD WKY

GRANDPARENT SAL

GRANDPARENT WKY

PARENT SAL

PARENT WKY

SIBLING SAL

SIBLING WKY

SPOUSE SAL

SPOUSE WKY
GENIE NAME – Jury Duty
GENIE TYPE – Detail Genie

DESCRIPTION – This genie provides detail around Jury Duty codes and amounts used by employees.
COLUMN DISPLAY - 
EMPLOYEE ID

NAME
JURY DUTY SAL
JURY DUTY WKY
GENIE NAME – Holiday Profile
GENIE TYPE – Detail Genie

DESCRIPTION – This genie provides detail around what Holiday Profile is assigned to an employee
COLUMN DISPLAY - 
EMPLOYEE ID

NAME
EMPLOYMENT TERMS
GENIE NAME – OTP
GENIE TYPE – Detail Genie

DESCRIPTION – This genie provides detail around Overtime codes used
COLUMN DISPLAY - 
EMPLOYEE ID

NAME
OVERTIME

12HR

EMR OT

PAGER OT

LEAD MACHINIST OT

LEAD MEM OT

FOREMAN MACHINIST OT

FOREMAN MEM OT

MIDNT SHIFT OT

SHIFT OT

WE S1 OT

WE S2 OT

WE S3 OT

WORKED DAY OFF
GENIE NAME – OT2
GENIE TYPE – Detail Genie

DESCRIPTION – This genie provides detail around OT2 pay codes used.
COLUMN DISPLAY - 
EMPLOYEE ID

NAME
DOUBLE TIME

HOLIDAY WORKED

HOLIDAY IN LIEU

ROTATING HOLIDAY

SHIFT DOT

MIDNT SHIFT DOT

WE S1 DOT

WE S2 DOT

WE S3 DOT

ACTING BATTALION DT

ACTING LIEUTENANT DT

2.9 Workforce Genie Summary
	Genie Name
	Default HyperFind Query (Show)
	Default Time Period

	QuickFind


	N/A (*)
	Current Pay Period

	Reconcile Timecard
	All Home
	Yesterday

	Pay Period Close
	All Home
	Previous Pay Period

	401a Review
	NONE
	Previous Pay Period

	OTP
	All Home
	Previous Pay Period

	OT2
	All Home
	Previous Pay Period

	HOLIDAY PROFILE
	All Home
	Previous Pay Period

	JURY DUTY
	All Home
	Previous Pay Period

	BEREAVEMENT
	All Home
	Previous Pay Period


2.11 Workforce Genie Profiles
	Workforce Genie Name
	Dept. Manager
	Payroll Manager
	IS
	Super Access

	QuickFind


	X
	X
	X
	X

	Reconcile Timecard
	X
	X
	X
	X

	Pay Period Close
	X
	X
	X
	X

	401a Review
	
	X
	
	X

	Schedule Editor
	X
	
	
	X

	IS Summary
	X
	X
	X
	X

	OTP
	
	X
	
	X

	OT2
	
	X
	
	X

	Jury Duty
	
	X
	
	X

	Bereavement
	
	X
	
	X

	Holiday Profile
	
	X
	
	X

	Data Integration – Accrual Review
	
	X
	
	X

	Accrual Reporting Period
	
	X
	
	X


2.12 Display Profiles

Display Profiles -

The following settings will be consistent for all display profiles: 
Duration Display - Minutes Format (HH:hh)

Display format - 24 hour format

Shift Display - Display Shift Start & Stop Times
Labor Account - Show Labor Account in mouse over - Yes

Timecard Edit Future Days = 14

Display Timecard Editor Totals - By Labor Account
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