m Workforce Management (WFM)

Time and Attendance Reports
Guide for Shift Leaders and Schedule Creators

Daily Time Management Reports are now in Tableau!
The Time Management Reports from Infor WFM are available in Tableau with more options for trending
and analyzing this important data!

e (Call Out Report*

e Clocked In Early Report

e Clocked In Late Report

e Clocked Out Early Report

e Clocked Out Late Report

e In Early/Out Very Late Rollup

e Scheduled Employees Missing Clock Punches

e Unscheduled Employees With Clock Punches

e Kronos-VandyWorks Reconciliation Report — under construction

e Daily Time Management Report
*FMLA book offs on the Call Out Report are visible only by the employees’ leaders as per the Workday
hierarchy and hidden from all others to protect employee privacy

To access the reports, scroll to the right on your Schedule Admin blue toolbar in Infor WFM
(wfm.app.vumc.org) to find the links for Time Mgmt Reports and Daily Time Mgmt. Permissions to view these
reports in Tableau are based on leadership job codes in Workday.

See steps below about how to subscribe to these reports in Tableau are attached. If you have questions
about access to the dashboard, please let us know by emailing us at wfm@vumc.org

1. Select dashboard of interest and select filters desired for subscribed view

2. Click "View" in the middle-left corner:

Explore / Mursing / VandyWorks Daily Time Management Report

[ edit  [31] View: Original

Department

Employee Information by Jo
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3. Name the view and click Save:

Custom Views *

Save Custom View

Save your own custom view with all filters applied, to eliminate
the need to filter every time you open the dashboard. Learn
more

Name this view

| *Example Saved View X |

[[] Make it my default ~ [] Make visible to others

My Views
Save a custom view for quick
access to your preferred filters.
Other Views
 [ilg Original (default) Hunter, Jacob

4. After view has been saved, select “Watch” -> “Subscriptions” in the top right corner:

> Data Guide <@ Watch »

Subscriptions
Get scheduled email snapshots of this view

Metrics

Track key numbers from this view

O\ Alerts
Notify me when data reaches a set threshold

5. Complete the Subscribe tab with desired preferences and click Save:

Subscribe X

Subscribe Users

Hunter, Jacob X

Subscribe me

Include

This View A

[] Don't send if view is empty

Format

Image v

Subject
Daily Time Management Report

Message (Optional)

Add a custom message

Frequency

On Selected Schedule v
Schedule

After Daily @ 0400 -
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