Mobile Application Manager Job Aid (iPhone)

eSTART

State of Alabama

Downloading the Application
From the App Store on your iPhone, search and download Kronos Mobile™. The application is free.

NOTE: You must be approved and assigned a mobile license in order to use this application. For more information, contact
your Agency Administrator.

Launching the Application and Logging On # || NOTE: The Home icon
Once the application has been downloaded, launch it on your phone. ‘r’1Vi” always return to the
ome page.
1. Enter the following URL in the Server Pag
field: 3. Enter your eSTART User
Name and Password. 5. Main menu screen
https://lestartmobile.alabama.gov/wfc i
P g 4. Click Log On. displays.
2. Click the Proceed button.

6. Next, select the gear icon to
set your HyperFind. The
User Name gear icon may also be used

Manager Admin to change the Time Period.
Password _

eorered | 7._Taprypertina

/
12 Context v

KRONQOS

Server

https://estartmobile.alabama.gov/...

Time Pericd Current Pay Penicd

Hypertind

Resat

e Hyperfind v | NOTE: From

e — 8. Tap the desired tsr::?erzzur;he

AL-All Home and Transferred-In l J Hyperfl n d . SC h ed L] |es |Con

Arrears Employees 9. Then tap the may be used to

o sl 120 blue check mark view schedules.

A to confirm.

Comp balance over 440 - Pollce The My -ll:aﬁks
section of the

Fommetars main screen is

Current Employees used for your
own employee
tasks (see

a2 Contaxt v MObI'e -
Application

Tirwe Period Gurrent Pay Pericd 10. If the selection is Employee for

Hyparfing AL-All Home and Tranelemad-In correct, tap the blue iPhone job aid).

check mark to save. Project
Foset Timecards is

not currently
available.

NOTE: To sign out of the application, use the
“door” icon in the lower left corner of the screen.
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Mobile Application Manager Job Aid (iPhone)

Performing Manager Tasks

Managing Timecard Exceptions

. 2. Tap an employee
1. From the main P ploy
, name.
screen, select # Timecard Exceptions
Timecard ADMIN, EMPLOYEESMAR B I
Exceptions.
« ADMIN, EMPLOYEESMAR .
a0, 2050 3. Tapany editable
Late Out exception to correct,
S for example, a
ong Break .
PA0AM - &30P Missed Out-Punch.
Aug 04, 2020
Unexcused Absance
TI0AM - 4:30PM
Al 0
Misaed Out-Punch
DOAM - 6:00P

Late In

Aug 10, 2020
Enrly Out
708N - 4:30FM
Lats In
7I0AM - 4:30P%
Aug 11, 2020
Excused Absence
Resclve Exception .
ADMIN, EMFLOYEEEMAR 4. Tap the punCh field
Mmsa-d Out-Punch Fri, B/7 to add the time. 5. Add a Comment,
: - Rssolve Exception D if desired.
- - < = ADMIN, EMPLOYEESMAR
b 6. Then select the
Scheduled  3:004M - B210PN Missed Out-Punch Fri, 87 blue Check mark
Qut a:00 = i
= h to confirm.
Comment v Scheduled  S:00AM - B:00PM
Comment <t
«— ADMIN, EMPLOYEESMAR v .
7. The exceptions
Aug 03, 2020 . .
Late Ot \ list displays.
= \ 8. Tap the blue
P check mark to
Aug 04, 2020 save.
Unexcused Absance
T-I0AN - 4: 0P
Ay 07, 020 ® v
| Missad Dut-Funch B:DOPA
O0AM - 6: 00k
Laké I :
o [ Missed Punch ]
A 10, 2020 -
Easrly Dt
T I0AM - 4:30FM
Labe In
TADAM - 4:30F8
A 11, 2020
Excused Absonoe
7:304M - 3:00PM
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Mobile Application Manager Job Aid (iPhone)

Managing Time-Off Requests

1. From the main screen,
select the Manage

Requests icon. 2. Sort/Filter Bar:
¢« Use the arrows to
£ Manage Requests sort by date.

* Use the Filter icon to
filter requests by date,
type or status.

Time Off - Time Off Request

ADMIN, MANAGER, requested for 8/12/20 3 * Use the magnifying
mit} t 20 at 44 glass to search by
Time Off - Time Off Request name.
e OFf - Time eques .
ADMIN, EMPLOYEESMAR, requested for 9710020 b Use the CheCk mark
i t . / to select multiple
requests to approve
A~ Mg Requasts without viewing
details.
3. To view the details of
the request before
| Request Date b approving, tap the
Start Date End Date requeSt'
‘ 8/1/20 v ‘ ‘ 8/15/20 v ‘
Type
‘ All Requests v ‘
« Manage Requests i
Type: Time Ol 4 Status
n ‘ All Statuses v ‘
ADMIM, EMPLOYEESMAR
Defaults Cancel Apply
August 10,2020 A
. 4. Review the request.
e If desired, the down
Subject: Time Gff Request arrow may be used to
«d By ADMIN, EMPLOYEESMAR mark the request as
fodified Gy [Lasiname, Frstname): ADMIN, EMPLOYE pending, retracted, or
ESMAR to add comments.
Subject: Time Off Request
Submit Date:  &/14/2020 5:51AM 6. Click Approve or
s Submitted RejeCt
Subrmitted By ADMIN, EMPLOYEESMAR .
Siart Date SA1002020 7. If prompted Wlth a
Ermgoyes AIMIN, EMPLOYEESMAR confirmation message,
Endl Date BF1042020 select Yes.
Pay Code: ANMUAL LEAVE TAKEN
Camments
MMultiple Period Indicatar

odified By [Username): EMPLOYEESMAR_ADMIN

Status History
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Mobile Application Manager Job Aid (iPhone)

State of Alabama

Approving Timecards

1. From the main
screen, select
Manage Timecards.

Manage Timecards

2. The listing of

Y employees displays.
3. Select Previous Pay
NotEificed ) Period if not already

selected. Tap the

ADMIN, EMPLOYEEESMAR .
pay period to change

it.

ADMIN, EMPLOYEESMAR A 4. To review an
individual timecard,
tap the employee

Current Pay Period / name.
Previous Pay Period /
Current Pay Period
Today
Pay Coce Armount n Ot
W Yesterday
Week of 07/16- 07/22
one T30AM 12 00PM
100PM 220PM Date Range
ORNT s LEAE T 800
- . Manage Timecards Filter icon: To view
o 5. Review the only timecards with a
o Bosen timecard. certain approval
e "Y:::: 12&:: CorreCt any revious Pay Period Not Filtered StatUS, use the fl|tel’
iz TOOAM  1200PM eXCEptIOﬂS. icon
R — .
Week of 07/23 - 07/29 6 Tap the I.-edger =~ Manage Timecards
icon to view
M SR LEAVE TAREN #00 Filter Timecards
— totals.
7. Select Approve. Filtered By
Mone #
SR—— w00 Employee Mot Approved
i m—— o la Employee Partially Approved
Cumuative Hou S0
Ei A wed
= l — « Q mpdoyee Appro

Manager Mot Approved
la Manager Partially Approved

@ Manager Approved IS Select the desired status
@ Signed-ofl and CIICk Apply

wage 4 Cancel Apply OB/ZOZOJ




