KRONOS REPORT OVERTIME - EMPLOYEE

Report Overtime worked at beginning or end of shift:

Change In or Out time to reflect actual hours worked Click Save
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Report Overtime worked not at beginning or end of shift:

Click on plus sig/n on date OT worked

On added row, /énter Ir{ or O{Jt time of OT hours worked Click Save
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Click on Total$ & Schedule to verify OTlhours




Report Overtime worked on off day:

Enter In and Out times\ for OT\hours worked on off day Click Save
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Request Comp Time for Overtime worked:

Click on Transfer field on day when OT was worked
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Click on appropriate Comp plan if displayed

If Comp plan is not a'splayed, click search
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Click on dropdown arrow under Work Rule

Click on appropriate Comp plan
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Click OK
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