Timekeeper Procedures
Roles and Responsibilities

This procedure defines the roles and responsibilities of individuals involved in the timekeeping process. It also provides guidance on the separation of duties assigned to the various individuals involved in the process.
1. Department Manager: The individual within the department who has fiscal and operational authority.
2. Designee: Any individual other than the timekeeper who has been given authority by the manager to approve changes in employee timecards.
3. Departmental Timekeeper: The individual assigned to maintain the Kronos records for the department.  
4. Employee: Individuals who work within the department or float personnel who charge time against the departmental account.  

	Responsibilities
	Dept Manager 
or Designee
	Timekeeper
	Employee

	Clock  in start/stop time into TTE
	 
	 
	X

	Clock changes to work schedule throughout the day into TTE
	 
	 
	X

	Enter non-clocked transactions into TTE or Kronos for current pay period
	 
	
	X

	Review and identify errors on the pay reports
	 
	X
	X

	Approve corrections in Kronos for the current time period
	X 
	
	 

	Enter corrections into Kronos  for employees
	
	X
	 

	Enter corrections into Kronos for timekeeper
	 X
	
	 

	Review the “Pay Period Close Report”, and if necessary,  “Final Time Detail Reports”
	X
	 
	 

	Approve Historical Adjustment 
	 X
	
	 

	Process Historical Adjustment for employees
	
	X
	 








Collection of Transactions
This procedure shall be used for the collection of actual hours worked by hourly employees and leave time taken for all employees. It is essential that all hours be accurately classified and correctly accounted for in the Kronos timekeeping system.  This includes periods worked and leave time taken, paid or unpaid.

TRAINING:  Employees should be trained in the correct procedures for using Telephone Time Entry (TTE) and Kronos. This includes system functionality, recording clock codes, correction procedures, and transaction review capabilities.  All Employees are expected to demonstrate competency with one hour of departmental training. Successful completion of training shall be documented in the employee file maintained by the department.
ACCESS:  Employees must only access TTE from phone extensions designated by the department manager.  Employees must not log time for other employees.  This type of conduct is grounds for disciplinary action up to and including dismissal from employment.  
TIME ENTRY:  All hourly-based employees (including hourly-based timekeepers) will dial into TTE to clock in when they begin work and clock out when they complete work.  They will also clock any changes (float, charge, meetings) to their work status throughout the day.  All employees may enter non-clocked transactions (VAC, SIK, COM, etc…) into TTE or directly into Kronos and view/print their own timecards and OHSU Time Detail Report.  
All employees (including salaried) will record leave time taken. This may be recorded by either the employee or the timekeeper, according to departmental policy.
The timekeeper should not make corrections or historical adjustments to their own time timecard. Corrections should be made by the department director, manager, or a back-up timekeeper.
ACOUNTABILITY: Each department should establish a tracking system to monitor all corrections made to employee's Kronos records and to assess compliance and accuracy. Employees who fail to achieve competency, fail to properly clock in/clock out, or fail to accurately report time will be subject to progressive discipline, up to and including termination of employment if warranted by the circumstances and frequency. Managers should consult with their HR Business Partner to determine the appropriate level of discipline.
TIMELINE: Pay Period Close is the Monday after the pay period ends.  Employees’ Kronos access is disabled from 12 midnight on the last day of the pay period until 8am on the following Tuesday. Timekeepers have until 12 noon on Monday to make any corrections.  Kronos will be unavailable from noon Monday until 8am on Tuesday morning.   



Review/Correction of Transactions
This procedure provides guidance on identifying and correcting errors in employees' Kronos timekeeping system.  These procedures may be conducted as often as deemed necessary by the department director, however, they must be conducted at least once prior to the close of the timekeeping cycle. It is in the best interest of the department and the employee to identify all errors prior to the close of the period.
Employees must review their own timecard by logging into Kronos, prior to payroll close and report any corrections to department manager or designee.
The department manager or designee should conduct a review of the Time Detail Reports, and if necessary, Final Time Detail Report, to identify errors and to test the report for reasonableness.  Examples of transactions to review closely during your review include:
· 
1

· Hours worked in a day
· Hours worked for the period 
· Overtime worked 
· Employees associated with the department 
· Early or late clock-ins/outs
· Leave time taken 
· On-call work 
· One legged transactions
· Unusual or incorrect clock codes


Carefully monitor your employee’s non-clocked transactions.  Kronos will not delete duplicate transactions, which could result in the employee being overpaid.  (Example: an employee records vacation time and forgets that they have done it and they record it again.  This will result in two entries of VAC on the same day.)  For AFSCME/ONA employees VAC contributes towards OVR.  Please look at the OT Summary Genie as well as the Pay Period Close Genie.  
Each department should have its own review process to identify errors unique to their department. This might include using leave schedules, assignment sheets, or other documents to identify errors in clocking transactions.
Any errors discovered by the department manager or timekeeper should be documented using a standardized process designated by the department (log, form, or e-mail). The employee must review and approve the correction documented.
If the employee discovers an error, they should complete the standardized documentation designated by the department (log, form, e-mail). This notification should be returned to the timekeeper in adequate time to allow for review and correction in Kronos prior to close of the timekeeping cycle. 
The department manager should authorize the correction request unless they have delegated this responsibility to another individual. The timekeeper may be delegated this responsibility, but may not approve corrections to their own time records.
Timekeepers may enter corrections for the current pay period until 12:00pm on Monday after pay period ends (10:00 a.m. on Tuesday if Monday is a holiday).  Any errors identified after closing will be corrected by entering a historical adjustment into Kronos or filling out an Overpayment Adjustment Form.

