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Kronos and Workday

« Exempt staff
> Will no longer use Kronos
o Time off requests will be in Workday

o Exempt staff rows will still be visible to Timekeepers, but
only for analytics

« Non-Exempt Staff
o Time Off - Workday will be Source of Truth
o VandyWorks - approved time off will feed Workday
o Edits made in Kronos will feed Workday on Kronos Monday
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Absence Management - Time Off Requests

Workday

Absence
Management

Workday
Leave

VandyWorks Approvals
Leave Approvals

Workday

Payroll

End of pay period

Non-exempt only*

Edits within Kronos
Kronos will be sent to

Leave Hours Workday at the end

of pay period to

adjust leave balances

*Must be in VandyWorks or
approved in Workday by the end of
the pay period to flow into Kronos.

=/ ® 7\ VUMC
=4 KRONOS wérkday. | 25



Calendar Dates to Note

March 26: Kronos updates to reflect upcoming
changes from Workday implementation.

April 1: Workday goes live.
Vandyworks and Non-Vandyworks Employees will
continue to enter Time Off in Kronos through pay

period ending April 8th.

April 9: Workday Time Off will begin feeding Kronos.

myworkday
Copyright © 2021 Deloitte DevelopmentLLC. All rights reserved.
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Cost Center Changes



Foundational Data Model

ccio612 oo 199 Honky Tonk il
Sponsored Equipment Logan McNei
Operations Program MRI Supply {Lmcneil) East
Fund
m Grant Spend Category I Cost Center ‘ | Fund GFI’ETwrt?;ng ;::Lﬁ:t | Supplier | | Assignee | | Region I
. ; J
Driver Type of Spend ‘
Organization (or Revenue)
Worktag Accounting Related and Transaction Worktags
Worktag
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Cost Center Translator Tool

W Workday Cost Center Translator

@ Cost Center Translator (= Sign out

I
Q Legacy Center: 1082901240 Starts With v

Show records

Workday Center o o Operating # - Company # - Function # /CARTS @
Description Entity ID ID Code ID ID

Legacy o Workday o
Center Legacy Center Description & |~ Center
# ID

108290124

; FINANCIAL TRAINING CCo0692 MCA Financial Training FDOO1 OEMCA YUMC FC23023 CT1ZZ7
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Cost Center Translator Tool

@ Cost Center Translator (= Sign out
g

% Workday Cost Center Translator

List of Centers Q Legacy Center: 404375 Starts With  ~

Legacy = ) Workday o
oo i Program & 7 Assignee & Workday Center
Center Legacy Center Description o | GiftID o GrantlD @ Center .
ID ID Description
# ID
404375002 RHL136679-02:BLO0OD PRESSURE AND Medicine - Nephrology Div - CD “
GRO0O7095 CC02883 FDOO04 OFEAca
6 KIDNEY FUNCTION - SPRINT VS Acad Grants Gifts
UDK100867-06:GDCN CLINICAL o _
404375003 Medicine - Nephrology Div - CD
CENTER-ADVANCING CLINICAL GR0O03306 CC02883 FDOO04 OFAca
2 Acad Grants Gifts
RESEAR

https.//finweb.app.vumc.org/apps/dofappworkdayconversiontools/
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Clock Changes - Float & Call Back

51'?0 KRONOS sunFeb/05/23 | 4:4 ]

' CALLBACK INSERVICE ORIENTATION

CBP Regional

@@@

soft key
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Clock Changes - Float

@L Start Work Rule Transfer -

Cost Center

Price, Howard T
Cost Center

v
<Leave Blank>

CCooo0

4 KRONOS

Unassigned

CC00002
MCA 100 Oaks

CCo0003

AOD Primary Care Internal Medicine 100
Oaks South

Must use Keyboard - do NOT scroll
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Clock Changes - Float
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Pay Code Edits

# My Information Q

E’ ~ GoTo

12/11/2019 1:51:43 AM (GMT -06:00) Central Time

@Last Timestamp: 12/11/2019 12:00

T T —
I ———
I —
I e——
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Pay Code Edits

® Manage My Department Timecards 0 %
Timecards
Johnson, Kierste.. | = 1ofl 00000759301
O v
Date Pay Code Amount In Transfer Ount In Transfer Ourt Shift Daily Period
+ Sun 212
+ (%] mon213 702 1135 ® 1202 W 536 8.05 8.05 8.05
+|| X Tue 2/14 835 13:55 2.5 3.5 13.55
*| | X PNS 25
T Wed 215 13.55
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Pay Code Edits

4 KRONOS

#® Manage My Department Timecards 0 x
Timecards
Johnson, Kierste.. | = 1af1 00000759301

O v

Date Pay Code Amount Im Transfer Ot In Transfer Ot Shift Daily Period
+ Sun 212
+ (x| mon213 702 1135 ® 12020 @ 1536 8.05 8.05 8.05
+ %] Tue214 PNS 25
+ (% 835 355 55 8.0 16.05
+ Wed 2/15 16.05
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Historical Corrections in Kronos



Historical Corrections in Kronos

 Edits for Time only
o Pay code
o Punches

o Transfers

* No edits for pay rate:
o Job codes

- Workday pay periods only
o Beginning March 26th

VUMC
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Timekeeper - Historical Edit Steps

Genies

QuickFind = | |®12345 Q,

Loaded 8:09 |3/26/2023 - 4/08/2023,5.. | = | | 222

=X 0+ YV | 9%

[~
Select All Colu Filter Timekeeping Approve Share
Riowa Selection
Approve Timecard
Hame Remave Timecard Approval Emp ID Primary Account On
Premises
Enable Edits

1. Find and select timecard

2. Select Workday pay period (post March 26th)
3. Approval > Enable Edits

S4KRONOS

workday. |



Timekeeper - Historical Edit Steps

* PNS

EEEEEE
x| x| 8| x| ]| (x]

Totals  Accruals  Audits H'tﬂm'it:nlﬂurrecthns|

I
 Add or Edit

« pay codes
e punches
 transfers

8.0

8.0

8.0

8.0

£4KRONOS

VUMC

WOl‘kd oy. ’ BUSINESS

EDUCATION



Timekeeper - Timecard Summary

® Manage My Department O

Genies

Timecard Summary «

£4 KRONOS

Emp ID

Dept

Pay Rule 5td PP Hrs

Totals Without Corrections

Loaded 9:22 | Current Pay Period

Totals With Corrections

Missed
Punch

z2: | |1 Training - Edit

J [=

Short Employee Mar Apprl
Meal Approval
workday. |
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Key Take Aways

« Note dates from first slide

- March 26" - changes take effect in Kronos

o April 15t - Workday go-live

o April 9 - Workday Time Off begins feeding Kronos
« Training enrollments week of 2/20

o “Workday Changes to Kronos”

o Timekeepers and Non-Exempt (hourly) staff

 Historical Edits Kronos Klue

o Available here
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https://www.vumc.org/myworkday/sites/default/files/public_files/Training/Kronos_Historical_Edits.pdf
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Appendix - Scenarios



Scenario #1
An employee called out today and | need to mark them absent.

VandyWorks

Book off the employee from the Assignment Sheet or Advanced Schedule
View to the appropriate book off code (ABS, BRV, FMLA-ABS, etc) so that
VandyWorks is an accurate reflection of the employee’s schedule.

Workday

Workday will receive this Time Off from VandyWorks, updatethe
employee’s Time Off Balance in the Workday Absence Module and send
to Kronos

Kronos

Kronos receives the Time Off from Workday and will load the time onto
the employee’s timecard. Employee and timekeeper will review and
approve timecard prior to pay period close as they do today.
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Scenario #2
An employee called out yesterday, but | forgot to book off in VandyWorks.

VandyWorks

Book off the employee from the Assignment Sheet or Advanced Schedule View to the
appropriate book off code (ABS, BRV, FMLA-ABS, etc) so that VandyWorks is an
accurate reflection of the employee’s schedule.

Workday

As long as it is still within the current pay period, Workday will receive this Time
Off from VandyWorks, update the employee’s Time Off Balance in the Workday
Absence Module, and send to Kronos. Ifitis notin the current pay period, the
timekeeper will make a historical correction in Kronos.

Kronos

As long as it is still within the current pay period, Kronos receives the Time Off
from Workday and will load that time onto the employee’s timecard. Employee

and timekeeper will review and approve timecard prior to pay period close as they
do today.
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Scenario #3

An employee had approved time off for today but decided to work. |
need to cancel the time off.

VandyWorks

Cancel the book off from the Advanced Schedule View. If the employee had a
scheduled shift prior to Leave Request approval, canceling the book off will add the
scheduled shift back to the employee’s schedule. If the employee did not have a
scheduled shift, an ad-hoc shift can be added so that VandyWorks is an accurate
reflection of the employee’s schedule.

Workday

Workday will receive this updated cancellation from VandyWorks and will adjust
the employee’s balance to reflect the cancellation of the Time Off. If the
adjustment is made after the end of the pay period, historical corrections will

need to be made directly into Kronos. Once entered into Kronos, the time will
correct the Workday balance.

Kronos

Kronos will receive this update from Workday and will not add Time Off to the
employee’s timecard. Employee and timekeeper will review and approve timecard
prior to pay period close as they do today.
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Scenario #4

An employee was a No Call, No Show two weeks ago and we were
reviewing with HR so they were not yet booked off in VandyWorks.

VandyWorks

Book off the employee from the Assignment Sheet or Advanced Schedule
View to the appropriate book off code (NO-SHW in this case) so that
VandyWorks is an accurate reflection of the employee’s schedule.

Workday

If the date in questionis from a pay period that has already ended,
Workday will not receive this update from VandyWorks and the
timekeeper must enter a historical correction in Kronos.

Kronos

Edits after the last day of the pay period will need to be updated directly
in Kronos by the timekeeper
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VandyWorks vs Workday Leave Request Decision Aide

""e/s/

Do you currently use VandyWorks for Leave Requests?

Does your team use VandyWorks for scheduling?

Yes

Continue to use VandyWorks for Leave
Requests. This will ensure that your
employees’ time off reflects on your
teams’ schedules. VandyWorks will send
Leave Request approval information to
Workday and then to Kronos so that HR
time off balances and timecards are
updated accordingly.

*leave requests that are entered and
approved in VandyWorks will flow to
Workday, but requests initiated in
Workday will not flow back to
VandyWorks to update schedules.

~*

Utilize Workday for time off requests

per the HR hierarchy?

Should ALL Leave Requests for your team be
routed to the employee’s direct supervisor as

Yes

If your team’s Leave Requests do not
need to be routed by job and should
be reviewed by the employee’s direct
supervisor according to the HR
hierarchy, the Workday Absence
Module may meet your needs for time
off requests. If you choose to no
longer use VandyWorks for Leave
Requests, please notify us at
vandyworks@vumc.org so that we can
update the system accordingly.

No

If, for example, the leader who manages your
scheduling reviews all Leave Requests for your
whole team (not just their cohort), continue using
VandyWorks for Leave Requests. VandyWorks
allows you to customize routing of Leave Requests
to a specific leader or leaders, even if they are not
the employee’s direct supervisor in the HR
hierarchy. VandyWorks Leave Requests also allow
for a backup approver(s), that will receive requests
if they are not acted on by Approver 1 after 5 days.
Requests approved in VandyWorks will flow to
Workday and then to Kronos so that time off
balances and timecards are updated accordingly.

If you have further questions about your team’s Leave Requests regarding VandyWorks, please reach out to us at vandyworks@vumc.org and we

can set up a call to discuss!
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