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New UI Navigation Quick Guide for 
Managers 
This Quick Guide is to help you navigate through the New User Interface (New UI) by comparing the 
Classic UI and the New UI through side by side views of common manager tasks.  

 

Reporting  

 

 

 

 

 

 

 

 

  

 

Reporting settings are 
available in the New UI, but to 
make the data onscreen more 
prevalent some settings are in 
the Actions and Filter menus. 
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Reporting- Charts & Graphs 

 

 

 

 

 

 

Reporting can be transformed into Charts & Graphs making for a more visually appealing way to view 
the data points in the reports. These Charts & Graphs can be added to the Home or individual Module 
Dashboards on the system’s landing page. The Charts and Graphs on the landing page have the ability 
to navigate to the report from the Dashboards 
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Time and Labor Management 

Managers can review their employee’s timesheets in the same manner they did in the Classic. The 
New UI timesheet improved view has the ability for managers to manage timesheets for their 
employees including easy changes to time entries and exceptions. 
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Timesheet Approvals can be done in the same manner depending on your process- through 
workflows or non-work. The best practice if using the mobile app is to utilize the workflow. 



 

 New UI Navigation Quick Guide for Managers- Post June Release  

© 2020, Kronos Incorporated.  

 

5 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Scheduling  

Scheduling functionality and views allow for easy management of your employee’s schedules. The 
New UI provides improve functionality for edit schedules such as updated copy and paste features, 
improved tracking of schedule progress and budgeting, and an expandable menu of all open shifts 
that need to be filled. Enhancements such as adding the employee’s photo (if uploaded to the 
profile) and using the employee’s Nickname versus Legal name can help managers differentiate 
their employees during the scheduling process. 
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Recruitment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Managers can view the application process 
for their candidate in New UI responsive 
view where Hiring Stages, Resume, 
Application information and Questionnaires 
are all in one place for a simplified view. 
Managers can access the Job Requisition 
and Applicant Profile from the Job 
Application page the same as the process 
in the Classic UI. 
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Performance 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Performance Reviews have a clean, improved view for entering ratings, comments and goals 
throughout the review process. The new responsive UI will allow you to complete your reviews 
through the mobile app as well. 
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HR Actions 

All HR Actions are housed in a new table view which allows you to easily access Available, Open 
and Submitted actions in one location. Completing HR Actions for tasks such as Job or Pay 
Changes for your employees is a simple submission through the action tracking your progression 
with Green Check Marks next to the completed sections. 


