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OBJECTIVES

After completion of training employees will be able to:

Access the KRONOS® Time and Attendance System.

Create a desktop icon to provide a shortcut to the KRONOS® log on screen.
Log-in to the KRONOS® Time and Attendance System.

Identify options on the Navigation Bar.

Navigate your way around the My Timecard screen.

Report regular time worked, holiday, non-worked/non-productive, partial, and
compensatory time earned in My Timecard.

Add/Delete a row in My Timecard.
Approve My Timecard.

View time periods.

Print My Timecard.

Log-off the KRONOS® Time and Attendance System.



INTRODUCTION TO KRONOS® TIME AND ATTENDANCE SYSTEM

The KRONOS® Time and Attendance System is a computerized system for employees to
report work time electronically instead of using paper time reports. This training manual will
assist the Health Center’s web based users (salaried employees) with navigation of this

system.

The KRONOS® system offers the following benefits:

e Ensure accuracy by decreasing the chance for interpretation error.

e Provide employees with up-to-date feedback concerning accrued time.

e Enables system-wide modifications for uniform changes quickly and efficiently (i.e.,
bargaining unit contract changes).

For further information or questions concerning this training manual, contact:
Ken Lowell, Information Management (860) 679-2427
Brian Kleinhen, Payroll (860) 679-4061



ACCESSING KRONOS® TIME AND ATTENDANCE SYSTEM

Users of eHIMS, Banner, FAMIS, & other Java applications

You must access KRONOS from the new KRONOS via Citrix icon which has been
installed on your desktop. Do not attempt to upgrade your version of Java without contacting
the Help Desk (860-679-4400) as the newer version of Java may render those applications
unusable.

e Double Click on the KRONOS via Citrix icon on your desktop (see below).
Please note the first time you use the KRONOS via Citrix icon it may take some time to
create your profile.

Kronos via Citrix I%

Icon on desktop

Kronos Via
Citrix

e Follow page 6 instructions for “Logging On” and then proceed to page 15, “Getting
Started”.

All Other Users

e Using your Internet Explorer browser for a PC (Safari for a Mac), type in the following
URL:
https://timereport.uchc.edu/.

e Press the “Enter” key. This will bring you to the log-on screen (see below).

(=) Hol =)
e'\?'lé https;//timetestuchcedu O - @ & || & Kronos Workforce Central(R) ‘ | 6

File Edit Wiew Favorites Tools Help

@
Workforce Central  version 709



http://timereport.uchc.edu/

LOGGING ON

@ Kronos Workforce Central(R) | |

QQ :>\|| 'Ec;‘ https://timetest.uchc.edu, O ~ @ € |

=8 ol =
ok

File Edit View Favorites Tools Help

KRONOS®

@
Workforce Central version7.09

User Name

Password

e Type in Username and Password:

username and password.

e Click Log On button on the right of the Password text box

Your KRONOS username and password are the same as your UConn Health network




INSTALLING JAVA SCRIPT

After entering your username and password, you will be prompted with one
of the three screenshots below:

Screenshot 1: If following screenshot says “Download the Java plug in from this server
and install it manually.” then Click this message and proceed to the next step.

** |f the Java Installer does not appear as in the next step after a few minutes, please call
the Helpdesk at ext. 4400.

- i~ Log Off | Change Password | Hell
KRONOS e SO emerE e

MY INFORMATION ~

n The installed Java plug-in is not the comect vare ~
The -

2 I Br.r.0_oU or highel
wmva plug-in from this server and install it marD

Screenshot 2: If following screenshot says “Installing the Java plug in..”, then and
proceed to the next step.

** |f the screen says “Installing the Java plug in..” and the Java Installer does not

appear as in the next step after a few minutes, please call the Helpdesk at ext. 4400.

’

KRO NOS Log Off | Setup | Help

GENERAL - MY GENIES® ~ TIMEKEEPING - SCHEDULING - um

n The Java plug-in i not installed. ~
The _ . T

Installing the Java plug-in. ..

Screenshot 3: Java is already installed. However, you may receive a Java message
asking “Do you want to run the application” or a “Java Security”” message proceed to the
middle of page 11. Otherwise, proceed to page 14(Create Icon) or 15(Getting Started).

KRONOS' Log Off | Change Password | Help

MY INFORMATION ~

MY TIMECARD

Hame &ID |ZUMBRANOZ, CAR. | TMPZ
Loaded: 9:33AM

Time Period | Current Pay Period -

BS=3 | Actions ~ Amount v Accruals * Comment ¥ Approvals v

Week starting: Fri 3/04
Pay Code Transfer Fri 3/04 Sat 3/05 Sun 3/06 Mon 307 Tue 3/08 Wed 3/09 Thu 310 Total
Hours Worked 8.0 80 8.0) 80 404
8.0 8.0 8.0 8.0 8.0 40.0

Week starting: Fri 2/11
Pay Code Transfer Fri3it Sat3/12 Sun 3113 Won 314 Tue 3115 Wed 3116 Thu 317 Total
Hours Worked 2.0 2.0 20 2.0 2.0 40.0
8.0 2.0 2.0 8.0 2.0 40.0

TOTALS & SCHEDULE | ACCRUALS | AUDITS | SIGN-OFFS, REQUESTS & APPROVALS




e Click “Yes” to allow the following program to make changes to this computer.

%' User Account Control =
e Do you want to allow the following program to make
changes to this computer?

Program name:  Microsoft Management Censele
Verified publisher: Microsoft Windows

Vi Show detais _No

e Click on “Install” to begin the installation process.

Internet Explorer Add-on Installer - Security Warning @
Do you want to install this software?

. & MName: Java SE Runtime Environment 7 Update 80
Publisher: Oracle America, Inc.

More options

Insal | |} Don't Instal

ﬁl While files from the Internet can be useful, this file type can potentilly harm
%/ your computer. Only install software from publishers you trust. What's the risk?

e See screen below. Click on “Install >”.

Java Setup - Welcome @

ORACLE

Welcome to Java

Java provides safe and secure access to the world of amazing Java
content. From business solutions to helpful utilities and entertainment,
Java makes your internet experience come to life.

Note: No personal information is gathered as part of our install
Click herefor more information on what we do collect.

Click Install to accept license agreemer and install Java now.

[ Change destination folder

Cancel Install > |

N
e ——




e Seescreen below. Java is installing, wait to complete.

Java Setup - Progress =) = | 23

Status: Installing Java

3 Billion Devices Run Java

e See screen below. Click “Next >”.

Java Setup - Restore Security Prompts

ORACLE

Restore Java security prompts

Some Java security prompts have been hidden when you selected
the 'Don't show this again' option. You can improve the security
of your personal information by restoring these prompts every 30
days.

More

information

[¥ Restore Java securty prompts

e ——

e See screen below. Java completed installing. Click “Close”.

Java Setup - Complete @I

(

= Java ORACLE

v/ You have successfully installed Java

When Java updates are available, you will be prompted to download
and install. We recommend you always do so to ensure your
system has the latest performance and security improvements.

See the instructions if you want to change this behavior.

When you click close, your browser will be opened so you can verify
that Java is working.




e If after clicking Finish, you are re-directed to the Java website, just Close, X, out of

the Java website
=)

File Edit View Favorites Icols Help

s ) Kronos WORKFORCE CEN... &) Kronospapp &) Kronospappl B8 - ® v Pagev Safetyv Toosv @~ S W I

Check 10 ensure that you have the recommended
identty any versions tat are out of date and shoul

Agree and Continue

By clicking Agree and Continue, you acknowledge that you have
read and accepted the license terms for the verify and find old
versions feature.

ne Java delection agp wil ask for permission to run. Click Run 1o alow

/ava software installabon, restart your browser (close all
t0 enable the newly installed Java version in tne browser

u can 6 50

ccent the license ter

e See screen below. If the following message appears, put Check in box for “Do not
ask again until the next update is available” and then click “Later”.

Java Update Needed

) ] Your Java version is out of date.

2 Update (recommended)

Get the latest security update from java.com.

2 Block

Block Java content from running in this browser session.

2 Later
Continue and you will be reminded to update again later.
D' not ask again until the next update is available.;
( 4

e See screen below. Click “Log Off”. Java has already been installed.

Q'{\:?,\' @& http://nso-krones-.. 0~ C || & Kronos Workforce Central(R) | | I 57 ten

File Edit View Favorites Tools Help
% £ Kronos WORKFORCE CEN... e v & @ - Page~ Safety™ Tools~ @~ [0 DR &

Log Off | Setup | Help

KRONOS'
oo

GENERAL MY GENIES® TIMEKEEPING ~ SCHEDULING v

The Java plug-in failed to load.
The required version:1.7.0_80 or higher

Please contact your system administrator.

10



e Seescreen below. Log back into Kronos with network username & password.

. » .
5% &) Kronos WORKFORCE CEN... £]Kronospapp £] Kronospappl i v B ~ = & v Page~v Safety> Toos~ @~ [ W &

s
Workforce Central  vession70a

User Name

umbranc2

Password

e See screen below. If following warning appears, always put Check in box for “Do
not show this again for apps from this publisher and location above” and always click
“Run”. If the following warning does not appear, go to the next step.

' ™\
x

Do you want to run this application?

Name: platform_vminitializer_applet

(=N

==Y Publisher: Kronos Incorporated

Location: http://nso-kronos-apl

This application will run with unrestricted access which may put your computer and personal
information &t risk. Run this application only if you trust the location and publisher above.

[ bBonot show this anain for apps from the publisher and location above
.

More Information Run Cancel

e See screen below. If following warning appears, always put Check in box for “Do
not show this again for this app and website.” and always click “Allow”. If the
following warning does not appear, go to the next step.

Security Warning

ULy Allow access to the following application from this web site?

Web Site: http://nso-kronos-apl

Application: wip_timekeeping_timesheet_shared
Publisher:  Kronos Incorporated

This web site is requesting access and control of the Java application shown above. Allow
access only if you trust the web site and know that the application is intended to run on
this site.

< ‘Ob not show this again for this app and web site. Allow ] D Do Not Allow

Y More information

11



DISABLING JAVA AUTOMATIC UPDATES
Note: If you are unable to disable Java automatic updates below, then 64 bit Java versions
earlier than Java 7 update 80 must be uninstalled from your computer.

e See screen below. Left click the on the Windows Start button on the Windows task
bar. Normally located at the bottom left corner of your screen.

Windows Start Button

E B o-————+ %
s |
50 |

. » »
links  KenToohar = % %1 )

e Click “Control Panel” and then click “Java Control Panel”.

08 mun5-hr-6743 - Remote Desktop Connection
'F ’a w & P Action Center
b ﬂ: 2 Administrative Tools
LowellKen... 4 hrresourcexp  nsofs3 5] AutoPlay
¥ Backup and Restore

- S Color Management
[ S5 N B
k 2] o} & Credential Manager

Computer ibiweb.cfg  Outlock 2013 WebFOCUS  [EEPECELLRIT

Developer ® Default Programs
- & Desktop Gadgets
Excel 2013 4
- ] Notepad 4

& Device Manager
@ Word 2013 »

4 Devices and Printers ¢ Evaluations
Windows Explorer »

B Display
w=all

@ Ease of Access Center
Flash Player (32-bit)
)7 Folder Options

I Fonts

| Getting Started
[+ HomeGroup

42 Indexing Options
o

= WordPad »

1 Microsoft Office SharePoint
ESSI pesigrer 2007

@ wicrosoft visual studic 2005

; Location and Uther Sens
55 ) Paint -

Dew (D Mail (32-bit)
W7 sQL Server Management Studio R 7 Mouse

R Bpress & Network and Sharing Center
g Communication Layer Trace o Notification Area Icons

M Performance Information and Tools
& Personalization

2 Phone and Modem

' Power Options.

il Programs and Features

=] = Realtek HD Audio Manager

> AllPrograms

Search programs and files »

> = - =
Links  KenToolbar  ~ [™ 7 ) 715 AM
- 350016 |

e See screen below. Click “Update” Tab in the Java Control Panel.

=l & s

Views version information about Java Control Panel.

Network settings are used when making Internet connections, By default, Java will use the netwark
settings in your web browser. Only advanced users should modify these settings.

Network Settings...

Network Settings

Temporary Internet Files

Files you use in Java applications are stored in a special folder for quick execution later. Only

advanced users should delete files or madify these settings.

Javain the browser is enabled.
See the Security tab

oK ][ Cancel ][ Apply ]

12



e See screen below. Remove check next to “Check for Updates Automatically”.

ava Contral Panel Eﬁ@

General | Update | Java | Security | Advanced

The Java Update mechanism ensures you have the most updated version of the Java
platform, The options below let you control how updates are cbtained and appiied.

[Before downloading =

saturday at 10:00 PM, Java Update will check for updates. If an update is
recommended, an icon will appear in the system taskbar notification area. Move the cursor
over the icon to see the status of the update. You will be notified before the update is
downloaded.

Update Now

oK ] [ Cancel ] [ Apply ]
1 (13 2
e See screen below. Click “Do Not Check”.
Java Update - Warning @
You have chosen to stop automatically checking for / ' \
updates and will miss future security updates. e )
We strongly recommend letting Java periodically check for newer versions to ensure e
the most secure and fastest Java experience.
[ Checkieekiy [ [ ponotcheck | >

s

e See screen below. Click “OK?” to close out Java screen.

|£| Java Control Panel EI ﬁ@

General | Update | Java | Security | Advanced

The Java Update mechanism ensures you have the mast updated version of the Java
platform. The options below let you contral how updates are obtzined and applied.

Notify Me: Befare dawnloading =
mf
Click the "Update Now" buttan below to check for updates. An icon will appear in the

system tray if an update is avalable. Move the cursor over the icon to sce the status of
the update.

N

e Continue to “Creating An Icon” on next page.
13



CREATING AN ICON
e Go to your desktop.
e Using your mouse, right click anywhere in the desktop area. A drop-down menu will

appear. Select “New.” Left click on “Shortcut.” The following screen will appear.
Type in the following URL: https://timereport.uchc.edu/ . Click on “Next.”

\-u-fl 7 Create Shortcut
What item would you like to create a shortcut for?
This wizard helps you to create shortcuts to local or network programs, files, folders, computers, or
Internet addresses.
Type the location of the item:
https://timereport.uchc.edy Browse...
Click MNext to continue.

e The following screen will appear (see screen below.) Type in the word “Kronos” for the
short-cut name, then click on “Finish” and the shortcut installation will be complete.

@ 7 Create Shortcut
What would you like to name the shortcut?
Type a name for this shortcut:
Kronos
Click Finish to create the shortcut.

You are now ready to log on to KRONOS® by double-clicking the desktop icon.
14


https://timereport.uchc.edu/

GETTING STARTED

e The screen below is the starting point for all KRONOS® activities once you log on.

~ [E=5" =%
g-ﬁ‘f‘w\ @ https//imetestuchcedu/wic/appiicati £ = @ & |[ @ kronos Workforce Central(R) ‘ ‘ oA T
File Edit View Favorites Tools Help
% &) Kronos WORKFORCE CEN... £]Kronospapp £] Kronospappl €] Banner €] Core-CT i~ v [ @ v Page¥ Safety Toolsw @~ [ T &
Log Off| Change Password| Help
NaVigatiOl’l Bar — | MY INFORMATION ~
MY TIMECARD

Hame & 1D [ZUMBRANOZ, CAR... [THP2

Loaded: %:05AM

ount~ Accruals ¥ Commant~ Approvals ¥

Transfer Fri 34 Sat 3105 Sun 3108 Mon 3107 Tue 308 Wed 3008 Thu 3110 Total
Weel startings Fri /11
Pay Code Transfer Fri 31 Sat 312 Sun 3113 Mon 3114 Tue 315 Wed 3016 Thu 317 Total
Hours Worked ~ ~ -
o ACCRI D
A~
Account 4 Pay Code. Amount

Navigation Bar:

My Timecard — Default screen where you enter, edit, view, and approve your time worked.
Log Off — Click here to log off Kronos (upper-right of screen).

Help — Where to go to receive assistance for completing tasks (upper-right of screen).

15



NAVIGATING MY TIMECARD

Click down arrow to change
Time Period View

Log Off

/

QQE‘\‘ @ https;//timetest.uchcedu/wic/applicat O ~ @ C H & Kronos Workforce Central(R)

[F=8 "0 "3
{7 g €25

File Edit View Favorites Tools Help

Name & ID  (ZUMBRANOZ, CAR...| (TMPZ
Loaded: %:06AM

Time Period | Current Pay Period -
WSS | Actions * Amount~ Accruals ¥ Comment ¥ Approvals ¥

Week starting: Fri 3/04

Pay Code Transfer Fri 3/04 Sat 305 Sun 3/06 Won 307 Tue 3108 Wed 3/09 Thu 310
Hours Worked = -

Week starting: Fri 2/11

Pay Code Transfer Fri3M1 Sat 312 Sun 313 Mon 314 Tue 315 Wed 316 Thu 317
Hours Worked = -

TOTALS % SCHEDULE | ACCRUALS | AUDITS

Account 4 y Code Amount

5 £ Kronos WORKFORCE CEN... aKronuspapp aKrunuspappl 2] Banner 2] Core-CT ” B -8 -2 & - Page ¥ Safety X
RONO 9
ORMATIO
MY TIMECARD

s> @- B E

Total

Tatal

N\

Click & drag ... up or
These three tabs are used for viewing down to make tabs area

the currently selected time period. wider/narrower

16




REPORTING TIME IN MY TIMECARD

Below is a listing of the variations of recording time in My Timecard:

Reporting Regular Time
Reporting Time on a Holiday
Reporting Non-worked/Non-Productive Time or Partial Worked Day (i.e. sick,

vacation, personal, jury duty, etc.)

Reporting Reqular Time

Reporting Compensatory Time Earned
Adding/Deleting A Row
Approving My Timecard
Viewing Time Periods
Printing My Timecard

1. Inthe Hours Worked Row, record the number of hours worked in the appropriately dated
cell. (See example below.)
2. Click Save.
3. Click Actions and then click Refresh to view your current biweekly totals.
4. 1f no reporting changes are necessary you are ready to approve your timecard (page 25).
Actions Recorded Worked Time
: [E=0 o )
4- ] x |é https://timetestuchcedufwics O ~ @& & H & Kronos Workforce Central(R) | ok
e Edit View Favorites Tools Help
) akronusWORKFORCECEN‘.‘ @Krunospapp akmnospappl aBanner . o~ B ~ = ®mn -~ Page~ Safety> Tools~™ ‘-@-" _,“JB @b i
Log Off| Change Password | Help
SaVe | MY INFORMATION +
\ MY TINECARD Name 81D [ZUNBRANOZ, CAR. .| [TWF2
Lest Savep 90am Time Period | Current Pay Period -
\E Actions ¥ Amount ¥ Accruals ¥ Comment ™ App -
Hours Worked _
e 5 Sun 306 Mon 3107 Tue 308 Wied 309 Thu 3110
Huur:E:\f:k‘z] - > . 8.0 - 80 8.0 80 80
Waeek starting: Fri 3/11 ) .
Huurzas\f:;fk:] - : : . - 80 e 3.0 - 80 ’ 20 = ;
Biweekly
Totals TOTALS & SCHEDULE | ACCRUALS | AUDITS

17



Reporting Holiday Time

1. In order to record time on a holiday on a normally scheduled workday, do the following:
e Inserta row by clicking on the + icon.

e In the inserted row, click the “hours worked” cell in the Pay Code column.

e Click the down arrow in the Pay Code column. Be sure to expand this window (click and
drag) so that you can read the full pay code option!

e Click the pay code 150b - Holiday Credit Salaried from the pay code menu.

e Click in the cell under the observed holiday in the same row as the inserted pay code.
e Enter the number of hours for a regular day worked. (See example below.)

e Click Save on the Task Bar.

e Click Actions on the Task Bar and then click Refresh to view your current biweekly
totals.

Holiday Pay Code 8 hours entered

]

[E=H Foh o

NN

Q‘ : | & https://timetest.uchcedu/wicy O ~ @ & ” @ Kronos War%rce Central(R) |
File Edit View Favorites Tools Help

> - -
= aKronas WORKFORCE CEN... ?]Kmnospapp @Kronospappl IS | Banner o~ B -~ = dn - Page~ Safety> Tools~ @~ .,W % i

Log Off| Change Password | Help
| mv INFORMATION ~

Name & ID FUMBRANO2, CAR | [TMP2

Time Periodl§ Current Pay Pericd

Wekk starting: Fri 3/04

Pay Code Transfer Fri3/04 at 3105 Sun 308 Mon 3/07 Tue 3108 Wed 3/09 Thu 3110 Total
k.|| Hours Worked - 80 80 80 8.0 80 40.0
8.0 8.0 8.0 8.0) 40.0

Inse rted Row Pay Code Transfer Fri3i1 Sat 312 Sun 3113 Mon 3/14 Tue 3115 Wed 316 Thu 3117 Total
s Worked = - 2.0 80 2.0 8.0 320
P (%) | 1500 - HOLD... v - 8.0 8.0
8.0 8.0 8.0 8.0 8.0) 40.0

TOTALS & SCHEDULE | ACCRUALS | AUDITS

Refreshed Ml v

Totals / Account 4 Pay Code Amount
< 00613101 0IAICHNX 1505 - HOLIDAY CREDIT SALARED 80
— M 010 - BASE EARNINGS 720

2. Inorder to record time worked on a holiday follow Step 1 above. Next, follow the
instructions on page 22 for Reporting Compensatory Time Earned.

18



Reporting Non-Worked/Non-Productive Time or a Partial Worked Day
(i.e. sick, vacation, personal, jury duty, etc.)

1. In order to record non-worked/non-productive time you will need to:

e Insert a row by clicking on the +, icon. (See Example A).
e In the inserted row, click the “hours worked” cell in the Pay Code column (See

Example A).

e Click the down arrow in the Pay Code column and select the appropriate pay code

from the drop-down list. Be sure to expand this window (click and drag) so that you
can read the full pay code option (See Example B).

Select the appropriate choice from the pay code menu (See Example B).

Click in the cell under the appropriate day in the same row as the inserted pay code.

[ ]
e Enter the appropriate number of non-worked/non-productive hours (See Example C).
e Click Save on the Task Bar
e Click Actions on the Task Bar and then click Refresh to view your current biweekly
totals.
Example A
To expand the column width, point your cursor on the right
Save Button margin line then click and drag the double pointed arrow <.
/
: [E=H Eol =5
Q' |é} https://timetest.uchcedu/wic 2 /ﬂ < ” @ Kronos Workforce Central(R) | | {n} Seg i03
File JEdit View Favorites Tools Help,
& 4 % v B v = ® v Pagev Safetyv Toolsv @~ [0 @

X Off| Cha asswi
FRONOS ) Log Off| Change Password | Help

| MY INFORMATIC A4 ~

Name & ID  |ZUMBRANOZ, CAR .| TWMP2

Time Period | Current Pay Period -

ugfl v Accruals ¥ Comment > Approvals ¥

Transfer Fri 3/04 Sat 305 Sun 3/08 Mon 307 Tue 3/08 Wed 3/09 Thu 310 Total

Fri 3/ Sat 312 Sun 3113 Mon 314 Tue 3115 Wed 3116 Thu 317 Total

ck to
ert

TOTALS & SCHEDULE | ACCRUALS  AUDITS
Al -

Account { Pay Code Amount

Pay Code Drop-down Menu
19




Example B

Available pay codes may be accessed by clicking within the
Hours Worked cell. A drop-down menu will appear.

@ https://timetestuchcedu/ffc) O ~ & ¢

& Kronos Workforce Central(R) ‘

File Edit View Favorites Tools [Help

5 €] Kronos WORKFORCE CEN... &

Remember KRONOS'
tO Save MY INFORMATION

ronospapp &l Kronospappl & Banner

MY TIMECARD

\ Last Say| 012 - ORENTATION SALARED = Name &ID |ZUMBRANOZ, CAR...| [TMP2

034 - BASE - OFFSITE TRANING
035 - BASE - CONF-MTG-INSERV
037 - BASE - OTHER UNION LEAVE
150b - HOLIDAY CREDIT SALARED
170k - VACATION SALARIED

180b - SICK LEAVE SALARIED
184b - SICK LEAVE- FAM SALAREL
4

Time Period [Current Pay Period -

~ Comment ~ Approvals v

Transfer Fri 3104 Sat 305 Sun 3/06 Mon 3/07 Tue 3/08 ‘Wed 3/09 Thu 310
21

Pt

| i
Week starting: Fri 2/11
I nSe rted Pay Code Transfer Fri3/1 Sat 312 Sun 313 Mon 3114

Tue 315 Wed 316 Thu 317 Total
R Hours Worked v -

TOTALS & SCHEDULE | ACCRUALS | AUDITS

Al -

Account 4 Pay Code Amount

Example: Carl called out sick on Monday, 3/6. See example below, 8 hours sick time used.

Example C

8 hours
entered

‘ @ https://timetestuchcedu/v

Sick Leave Pay (€ )
File Edit View Favorites Tools Help
Code

5% &) Kronos WORKFORCE CEN... &] Kronospapp 8 Kronospappl &) Banner ) Core-CT v

KRONOS'

pplic O~ @ e

| & Kronos Worktorce Centrai®) ‘ |

MY INFORMATION ¥

MY TIMECARD
Hame &ID  |[ZUMBRANOZ
Last Saved: 9:48AM

.| [TuP2
Time Period [ Current Pay Period -

Actions ¥ Amount ¥ Accruals Y Comment ¥ Approvals ¥

WeXg starting: Fri3/04

I d Pay Code Transfer Fri 3/04 Sat 3/05 Sun 3/06 Mon 3/07 Tue 3/08 Wed 3/09 Thu 3/10 Total
nsel’te ours Worked - - 80 80 50 80 320|
R — Z)| 130b- SICK LEAVE SALARED - a0 8.0
OW 8.0 80 80 8.0 8.0 40.0
Week starting: Fri 2/11
Pay Code Transfer Fri3/1 Sat 312 Sun 3/13 Mon 314 Tue 315 Wed 3/16 Thu 317 Total
3] Hours Worked = ~ 8.0 8.0 8.0 8.0 8.0 40.0|
8.0 8. 8.0 8. 8.0 40.0
Refreshed Totals TOTALS & SCHEDULE | ACCRUALS | AUDITS
Al
\ Account Pay Code
*’ NAICLXIIX “180b - SICK LEAVE SALARED 20
O0RE3 101 0/AICHUNIX

010 - BASE EARNINGS 720
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2. Inorder to record a partial day worked with non-worked/non-productive time you
will need to:
e Insertarow by clicking on the +L, icon.

e In the inserted row, click the “hours worked” cell in the Pay Code column. (See
example below.)

e Click the down arrow in the Pay Code column and select the appropriate pay code
from the drop-down list. Be sure to expand this window (click and drag) so that you
can read the full pay code option! (See example below.)

e Select the appropriate choice from the pay code menu (See example below.)

e Click in the cell underneath the appropriate day in the same row as the inserted pay
code.

e Enter the appropriate number of non-worked/non-productive hours. (See example
below.)

e Click Save on the Task Bar

e Click Actions on the Task Bar and then click Refresh to view your current biweekly
totals.

Example: Carl took 4 hours of vacation on Friday, 3/11. See example below.

[E=E Eol 5

) 2 685

g‘ 7 ‘ @ https://timetest.uchcedu/wic/applicatio © ~ & & H & Kronos Workforce Central(R) ‘ ‘

File Edit View Favorites Tools Help

= aKFDﬂDS WORKFORCE CEN... aKrunuspapp aKanuspappl aEanner aCure—CT aAPEK CLONE Login v - ~ [ @ ~ Page~ Safety v Tools ™ Qf' _,'33 E!“‘, <Y

4 hours of
. KRONOS' : Log Off | Change Password | Help
Worked Time ——
entered
MY TIMECARD -
Name & 1D IZUMBRANOZ, CAR. MP2
Time Period [Current Pay Period -
| “Save | > Amount~ Accruals ¥ Comment ¥ Approvals ™
Waeek starting: Fri 3/04
4 hou rs Of Pay Code Transfer Fri3ind Sat 305 Sun 3/06 Mon 3/07 Tue 3/08 ‘Wed 3/09 Thu 3/10 Total
1 Hours Worked 8.0 2.0 8.0 8.0 8.0 40.0
Vacation entered ®@
— 8.0 8.0 8.0 8.0 8.0 40.0

Week starting: Fri 2/11

Pay Code Sat 3112 Sun 3113 Mon 314 Tue 3/15 Wed 3/16 Thu 317 Total
|nserted ROW Hours Worked 4.0 80 80 8.0 8.0 36.0
—7. | | 170b  VACATION SALARIED 40 4.0)
8.0 8.0 8.0 8.0 8.0 40.0
Vacatlon Pay / TOTALS & SCHEDULE | ACCRUALS | AUDITS
Code T
Account 4 Pay Code Amount
Refreshed 3101 0IAICIXDUX 170b - VACATION SALARIED 40
> {( 005731010081C00¢ 010 - BASE EARNINGS 76.0
Totals
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Reporting Compensatory Time Earned (i.e. Holiday Worked)

1. In order to record compensatory time earned you will need to:
e Insert a row by clicking the +L, icon.

Click in the Transfer column.

Click the down arrow in the Transfer column.

Click on Search, a Select Transfer dialog box will appear (see page 23).

Click on the down arrow in the Work Rule area of the dialog box.

Select and click on available comp. time work rule (i.e., Salaried Exempt Comp.
Time shown below). (Note: Selection will appear in the drop-down menu)

Click OK

Click in the cell underneath the appropriate day in the same row as inserted Transfer.
Enter the appropriate number of compensatory hours earned

Click Save

Click Actions and then click Refresh to view your current biweekly totals.

See example on page 23 of completed comp. time entry

Inserted Row Transfer Column Drop-down Arrow

I / y4
Y | / / E=pon
a _ ‘ e h"ps‘ ftimetest.uchcedu/wic/applicatio }I' ac H & Kronos Workforce Ceﬁ(R] ‘ ‘ ok

File Edit pw  Favorites  Tools  Help

=

2] Kronoff WORKFORCE CEN... £]Kranospapy

5
- -
KROMOS J Log Off| Change Password | Help

| My INFORMATION ~

2] Kronospappl £]Banner Jf Core-CT £] APEX CLONE Login | g v Page¥ Safetyv Toolsv @~ [ O

Name & ID IMBRANO2, CAR...| |TMP2

Loaded: 10f§2AM

Time Pegffd [Current Pay Period -

Sat 3/05 Sun 3/06 Mon 3/07 Tue 3/08 Wed 3/09 Thu 3M0 Total

Week starting: Fri 3/11
Pay Code
Hours Worked

Transfer Fri3i1 Sat 312 Sun 3113 Mon 314 Tue 315 Wed 3116 Thu 317 Total

TOTALS & SCHEDULE CRUALS | AUDITS
Al =

Account 4 Pay Code Amount

/

Search
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Select Transfer Dialog Box

| =2 Select Transfer @

Work Rule

<MNone:=
SALARIED EXEMPT COMP.TIME
=None:= -

Selected Transfer

OK Work Rule Search Menu

Example: Carl worked on Good Friday, 3/25. He earned 8 hours of compensatory time.
Click/Save Actions

/
/

@ https://timetestuchcedu/ plicati O ~ @ &

[E=1) BEm =

A L
A

18

File JEdit View Favorites Tools elp

& Kronos Workforce Central(R) | |

n A »
7= i Kronos WORKFORCE CEN.. /'€ | Kronospapp aKronospappl aBanner aCore—CT

MY INF ,RMATION ~

Name & ID
Last S@yed: 10:40AM

ZUMBRANOZ, CAR...| [TMP2

Time Period [Next Pay Period

Actions ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals ¥

Week starting: Fri 3/18

Fay Code Transfer Fri 318 Sat 319 Sun 3720 Won 3721 Tue 322 Wed 3123 Thu 3724 Total
Hours Worked = 80 80

80 80
8.0 8.0 8.9 8.0 8.0
<

IR
Week starting: Fri 3/25
Pay Code Transfer Fri3/25 Sat 326 Sun 3727 Mon 3/28 Tue 3729 Wed 3/30
(%] Hours Worked =

Thu 3/31 Total
20 2.0 8.0 3.0
Hours Worked ~ | SALARIED EXEMPT COMP.TIME

- 8.0
150b - HOLIDAY... + - 0

320
2.0

8.0 4EBJ
TOTALS &% SCHEDULE | ACCRUALS | AUDITS
Al

Account
QOE/31010PAICHUXIX 150b - HOLIDAY CREDIT SA]
QO08/31010MAICIUXIX

010 - BASE EARNINGS
006/31010/AICIUXIX 185 - COMP TIME EARNED

Fay Cods
ED

Amount
20

720
2.0

N\ N
Salaried Exempt 8 hrs Comp
Comp Time Time Earned
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Adding/Deleting a Row

In some cases it may be necessary to add or delete a row in My Timecard such as when
performing paycode edits or workrule transfers. There are icons to the left of each date that
enable you to add or delete a row.

To add a row, click on the + icon. (See example below.)

eﬁ‘;}\'\ @ ntipsy//timetest.uchcedujwic/ O ~ @ ¢ H @ Kronos Workforce Central(R) | ‘

File Edit View Favorites Tools Help

= aKrunusWORKFORCECEN‘.. al(runuspapp aKrunuspappl aﬁanner v Ho- B -= m ~ Page ™ Safety v Tools ¥ ‘@" _,WD m;"., i@

KRO : S Log Off| Change Password | Help

MY INFORMATION

Drop Down MY TIMECARD

Name & 1D |ZUMBRANO2, CAR...| TMP2
Loaded: 10:5¢AM
Arrow Icon Time period

T8 | Actions ¥ Amount~ Accruals ¥ Comment ™ Approvals ¥
\ Weelk starting: Fri 3/04
A Fay Code Transfer Friaing sSat 3105 Sun 3106 Hon 3007 Tue 308 Wed 3/09 Thu 3110 Total
f purs Worked -

Week starting: Fri3/11
Pay Code Transfer Fri3fi Sat 312 Sun 313 Mon 3114 Tue 3/15 Wed 3118 Thu 317 Total

Hours Worked ~ -

TOTALS & SCHEDULE | ACCRUALS || AUDITS
Al

Account 4 Pay Code Amount

e To delete a row, click on the X icon on the row you wish to delete. (See example
below.)

e Click Save. (This will finalize the row removal.)

Q'\‘}'L% https://timetestuchcedu/wic/ O ~ @ ¢ ” @ Kronos Workforce Central(R) | |
File Edit View Favorites Tools Help

<3 a Kronos WORKFORCE CEN... a Kronospapp a Kronospappl a Banner

KRONOS'

MY INFORMATION ~

MY TIMECARD —
X ICOn oot A081AM Hame &ID  [ZUMBRANOZ, CAR._| [THP2
oaded: 10:51AM

Time Period | Current Pay Period he

Actions ¥ Amount > Accruals * Comment ¥ Approvals >
rting: Fri 3/04
)

Pay Code Transfer Fri 3/04 Sat 3105 Sun 3/06 Mon 307 Tue 3/08 Wed 3/09 Thu 3/10 Total
Week starting: Fri 3/11

| Hours Worked » -

Pay Code Transfer Fri3/1 Sat 312 Sun 313 Mon 3/14 Tue 3115 Wed 3/18 Thu 317 Total

Hours Worked -

TOTALS & SCHEDULE | ACCRUALS | AUDITS
Al -

Account 4 Pay Code Amount
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Approving My Timecard

You must approve your timecard when it is complete, accurate, and ready for your
supervisor’s approval. Once you have approved your timecard, you will be unable to make
further edits. (Note: During the supervisor’s approval process, he or she has the ability to

edit your timecard.)

In order to approve your timecard:

e Select the pay period you wish to approve by clicking on the down arrow in the Time
Period field. (Note: The time period defaults to the Current Pay Period.) See example.

e Click Approvals on the task bar.

e Click Approve on the drop-down menu. (Note: You can remove your approval by
clicking on Remove Approval on the drop-down menu.)

Q\L:; https://timetestuchcedu/ 2 - @ © | @ kronos Workdarce Centrai®) | |

[E=S|Eos =)

AR

File Edit View Favorites Tools Help

9% &) Kronos WORKFORCE CEN.. 2] Kronospapp £ ]Kronospappl &) Banner

KRONOS'

| 1y inFoRMATION ~

Approve/

Remove MY TIMECARD

Last Saved: 11:02AM

Hame &1D  [ZUMBRANO2, CAR...| [TP2

- B -

I dh v Pagev Safety Toolsv @~- [0 DL &

Approval

TR | Actions
Week starting: Fri 3/04
Pay Code: Transfer Sun 3106 Hon 3107 Tue 3108 Wed 3109 Thu 3110 Total
Hours Work... = 80 8.0 80 a0 400
8. &0 8.0 80 &0 400
Week starting: Fri3/11
Pay Code. Transfer Frig1 Sat3/12 Sun 313 Hon 3/14 Tue 3115 Wed 316 Thu 317 Total
Hours Work... + - 8.0 80 80 80 8. 400
8. 80 80 8.0 80 oy |
TOTALS & SCHEDULE | ACCRUALS | AUDITS
Al -
Account Pay Code. Amount
006/31010/A/CEXUXIX 010 - BASE EARNINGS 80.0

Time Period
Drop-Down

After clicking Approve, a Sign-off and Approvals tab will appear at the bottom half of the

time sheet. See example below.

Q‘ )] nitpsimetest uehceduin © - 8 ¢ [ @ Kronos Workioree Central® | |

[F=8 Bl >

) 2 €29

File Edit View Favorites Tools Help

55 £ Kronos WORKFORCE CEN.. &) Kronospapp £ Kronospappl £) Banner T - -

MY TIMECARD

Approved: 11:05AM

Hame &ID  [ZUMBRANOZ, CAR..| [THP2

I & v Pagev Safetyv Toolsv @~ [0 DR [

ssword | Help

ST | Actions ~ Amount > Accruals ~ Comment > Approvals ¥
Week starting: Fri 3/04
Pay Code Transfer Fri 3/04 Sat 305 Sun 306 Mon 3/07 Tue 308 Wed 3/09 Thu 3/10 Total
Hours Worked 80 400
80 80 8.0 80 80 400
S|gn_0ff & Week starting: Fri2/11
Pay Code Transfer Fri3rM1 Sat 312 Sun 3113 Mon 3114 Tue 315 Wed 316 Thu 3117 Total
Approval Hours Worked 80 80 2.0 80 80 400
\ kA 20 2.0 g0 20 40. HJ
Action Taken | Select an action hd
Action Taken Effective Date Start Time Amount Reason Commen! it Note User Date Time
Timecars d Approval b. 3INTI2016 ZUMBRANO2 30712016 11:05AM
al 0|
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Viewing Time Periods

In order to look up time periods, do the following:

e Click the down arrow in the Time Period text box.
e Click on the appropriate time period on the drop-down menu and the selected time period

will appear.

Time Period

\

Down Arrow

/

F=REOE ~x=
s

Timecard Approval by ...| 317/2016

)& hﬂps:.-":".ir’.ekuchc‘edu."-:.‘ e O - @ C || @ Kronos Workforce Central(R) | ‘
File Edit View Favorites \ools Help
55 2] Kronos WORKFORCE CEN.N | Kronospapp 2] Kronospappl 2] Banner £ Core-CT i~ 8
RONO
OR 0
MY TIMECARD —
Name & ID  |ZUMBRANOZ, CAR...| TMP2
Approved: 11:05AM
Time Period | Current Pay Period -
Previous Pay Period
BESTH | Actions ¥ Amount ¥ Accruals * Comment ¥ Approvals ¥ | Current Pay Period
Next Pay Period
Week starting: Fri 3/04 Today
Pay Code Transfer Fri 3/04 S| Yesterday 30T
Hours Worked 8.0 Week to Date 8.0
Last Week
&0 ost Tee! &0
30712016, Specific Date
3/07/2016 - 3/07/2016, Range of Dates
Week starting: Fri 3/11
Pay Code Transfer Fri 3111 Sat 312 Sun 313 Mon 314
Hours Worked 80 80
8.0 8.0
TOTALS & SCHEDULE ACCRUALS | AUDITS SIGH-OFFS, REQUESTS & APPROVALS
Action Taken | Select an action b
Action Taken Effective Date Start Time: Amount Reason Comment

= | @ v Page > Safety > Tools~ '@" _{!lﬂ mﬂu =%

Tue 3/08

Tue 3115

Note

8.0

Wed 3/09

Wed 316

User
ZUMBRANDZ

8.0

Thu 3/10

Thu 317

Date
072016

8.0

g d
Total
40.0/
40.0
Total
40.0/
40.0
Time
11:05AM
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Printing My Timecard

KRONOS® gives you the option to print a hard copy of My Timecard. In order to print a
screen shot of your time entry do the following:

e Click on Actions on the task bar (a drop-down menu will appear).
e Click on Print Screen --> on the drop-down menu.

Print Screen

ya

=1 Eon =)

& Krghos Workforce Central(R) | ‘ ) w’ Ei}

Q‘i%ﬂ@ https://timetest.uchcedufwic/: @ ~ @& & ‘
File Edit View Favorites Tools Help
s éjKronosWORKFORCE CEN... djl(ronospapp 2 Lronospappl aﬁanner éjCore-CT ” @ B = @ v Page > Safety > Tools~ '@" _;!lﬂ mcl oY

KRONOSI Log Off| Change Password | Help

MY INFORMATION ~

MY TIMECARD
Name & ID  |ZUMBRANOZ, CAR...| TMP2
Approved: 11:05AM
Time Period |Eurrent Pay Period -
BT [[Actions | Amount ¥ Accr * Comment ¥ Approvals ¥
Refresh
Week starl pefrech Data
Calcalate Totak Gnsfer Fri 3/04 Sat 305 Sun 3/06 Mon 3/07 Tue 3/08 Wed 3/09 Thu 3110 Total
ol ol TR &0 &0 80 80 80 200
E-mail = &0 &0 &0 &0 80 40.0
Print -
Print Screen —=»
Week starting: Fri 3/11
Pay Code Transfer Fri 3111 Sat 312 Sun 313 Mon 314 Tue 315 Wed 316 Thu 317 Total
Hours Worked a0 a0 30 30 30 40.0/
8.0 8.0 8.0 8.0 8.0 40.0

TOTALS & SCHEDULE | ACCRUALS | AUDITS SIGN-OFFS, REQUESTS & APPROVALS

Action Taken | Select an action b
Action Taken Effective Date Start Time: Amount Reason Comment Note User Date Time
Timecard Approval by ...| 317/2016 ZUMBRANOZ 30712016 11:05AM

A Print dialogue box will appear. Click on the Print button to print My Timecard.

o -

| £ Print @

" Pprinter 5|
| Preview > |
eaimmd Print | cancel Nkelp
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Loqgaing Off

To log-out of the system when working in My Timecard, be sure to click the Log Off option
located on the Navigation Bar.

QQ?/\I| @ https;//timetestuchcedu/ 0 ~ @ & ” & Kronos Workforce Central(R) | | AR AN

File Edit View Favorites Tools Help /
. » _ _ )
= a Kronos WORKFORCE CEN... a Kronospapp a Kronospappl a Banner ﬁ * B - [ mm v Page ¥ Safety Taglls ¥ @~ _,R'.B mju B

Log Off| “hange Password | Help

KRONOS

MY INFORMATION ¥

MY TIMECARD

Approved: 11:05AM

Hame &1D  [ZUMBRANO2, CAR..| TMP2

Time Period |Current Pay Period -

WS | Actions ¥ Amount > Accruals * Comment » Approvals ¥

Week starting: Fri 2/04
Pay Code Transfer Fri 3/04 Sat 3/05 Sun 3/08 Mon 3/07 Tue 3/08 Wed 3/09 Thu 3/10 Total
Hours Worked 8.0 80 80 80 400
3.0 8.0 3.0 8.0 8.0 40.0

Week starting: Fri 3/11
Pay Code Transfer Fri 311 Sat 312 Sun 3113 Mon 3114 Tue 3/15 Wed 316 Thu 3117 Total

Hours Worked 8.0 8.0 8.0 8.0 8.0 40.0
2.0 8.0 2.0 8.0 8.0 40.0

TOTALS & SCHEDULE | ACCRUALS | AUDITS | SIGM-OFFS, REQUESTS & APPROVALS

Action Taken | Select an action <
Action Taken Effective Date Start Time Amount Reason Comment Note User Date Time|
Timecard Approvalb... | 3172016 ZUMBRANOZ 072016 11:05AM
: | ]

**|f you are logged on for a period of time without the KRONOS® Workforce Central
System detecting any activity, the system will automatically log you off.
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