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ACCESSING KRONOS TIME AND ATTENDANCE SYSTEM 
 

In order to access the KRONOS system, open Google Chrome (preferred), Internet Explorer, or Firefox and 

type the following URL: 

 

https://timereport.uchc.edu/ 
 

A Kronos icon is also located within the UConn Health Applications folder located on your computer’s desktop.  

 

 
 

 

 

INSTALLING ADOBE FLASH PLAYER 

 

After entering or clicking the Kronos URL/icon, you may be prompted to install Adobe Flash Player (see 

screen below).  Click on “Get Flash” to begin the installation.  If there is no “Get Flash” prompt, proceed to the 

next page.  

 

**If you are unable to install Adobe Flash and the Kronos system prohibits you from logging in after a few 

minutes, please call the Helpdesk at ext. 4400. 

 

 
 

 

 

 

 

http://timereport.uchc.edu/


- 3 - 

 

LOGGING ON 
 

 

 
 

 Type in Username and Password:  

 

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

password.   
 

 Click Log On button on the right of the Password text box.   
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CMHC Approver, Editor, & Scheduler Navigation 
Note: If you are only a scheduler you may not have all the options available below 

 

 

 

 

 
 

 

 

 

 Manage My Department tab – home navigation tab to access various Genies and Related Items bar. 

Note:  when clicking Timecards, Scheduler-CMHC, Reports etc…, new tabs open to the right of the Manage My 

Department tab.  Hover over the tab and click X to close or refresh icon.  

 

 Genies drop down list – (old My Genies tab) select the appropriate genie to view:  My Employees, Employees Data, 

Reconcile Timecard, Pay Period Close, VOT-Use FTYD, ESOS-Use FYTD etc… 

 

 Go To drop down – select employee(s) and then click Go To to go to selected employee(s) Timecard, 

Schedule(Scheduler-CMHC), People record or to run a Report on the selected employee(s).  Selected employee(s) 

specific. 

 

 Related Items bar – click to go to All your active employees (All Home) Timecards, Scheduler-CMHC (previously 

named CMHC Schedule Planner), People record or to run Reports on All Home/Group of employees.   

 

 Scheduler-CMHC – (previously called CMHC Schedule Planner) click to view your employees schedules as a group 

and coverage counts. 

 

 Alerts – click to see employees with timecard exceptions for the current pay period such as Missed Punch, Unexcused 

Absence, Very Early In, Very Late Out, Unscheduled, and Invalid Duration. 

 

 Columns drop down – hover over any column heading, click the down arrow, and select sort or group by. 

 

 My Timecard – Salaried Employees Only – (located on the Related Items bar on right) click to enter, edit, view, and 

approve your own time report. (refer to salaried employee timecard navigation on last page) 

  

Genies drop down list: 

My Employees, VOT, ESOS etc. 
Manage My Department 

tab (Home Navigation) 

Related 

Items bar 
Go To drop down: 

Timecards, 

Schedules, Reports, 

etc. 

Calendar icon:  

Specify range of dates 
Time Period drop down: 

Select time period 

Select All 

Timecard 

Alerts 

My 

Timecard 

Find My 

Employees:    

* wildcard 

Sign 

Out 

Columns drop down: 

sort by, group by 

column heading 

Scheduler 

CMHC 
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Scheduler-CMHC Navigation 

 

 

 

 

  
 

 
 

 Group View–select employee group to view by clicking the drop down and clicking a saved query or Select Locations. 
 

 Hover over Employee’s Name – view the employee’s column data such as title, pay rule etc.  Click and drag edge of 

column headings to expand column data. 
 

 Add a Shift – right click on employee’s appropriate dated cell and then click Insert Shift Template or Add Shift.   

o Insert shift template – this option will only appear when right clicking on empty cells.  After selecting, scroll 

up and down to find shift or type in the search box to search the name and description.  Searches alpha 

characters and numbers. (Example-G pulls shifts containing G, 7a –pulls shifts containing 7a) 

o Add Shift – After selecting, you can insert a shift template by clicking Insert Template (located below 

employee’s name of Add Shift window) or enter manual times if needed.  If choosing Insert Template scroll up 

and down to find shift or type in the search box to search the name and description. 
 

 Add a Pay Code – right click on employee’s appropriate dated cell and then click Add Pay Code. 
 

 Right Click on a Shift or Pay Code – edit, delete, cut, copy, paste etc. 
  
 Date tabs – Weekly tabs (top) and Daily tabs (bottom).  Click and drag cursor across the tabs to change your 

timeframe view to just the tabs selected.  Click on a date or weekly tab and you will just view that 1 day or week. 
 

 Daily Coverage, Rule Violations etc. – to view click and drag the bar up as shown in graphic above. 
 

 Gantt View – click for a more visual view of schedules. Useful for viewing small timeframes like a day or week.  

Click button again to go back to previous view (tabular view). 
 

 Save – click Save to save schedule changes. 

Group View: 

drop down list: 

Select locations, 

Saved Queries  

Calendar icon:  

Specify range of 

dates 

Time Period: 

Select time 

period 

Navigation Tabs Opened: 

Manage My Department (home), 

Scheduler-CMHC  

Click & drag bar up or down to view 

Daily Coverage, Rule Violations, etc. 
Daily Coverage, Rule 

Violations, etc… 

Refresh, View Comments, 

Save & GoTo 

Date Tabs: Weekly(top) & 

Daily(bottom).  Click and drag 

across tabs to view specific dates  

Gantt

View 
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Scheduling Department/Job Transfers and/or Work Rule Transfers 

 
In order to add a Department/Job transfer and/or a work rule transfer to a scheduled shift do the following: 

 

 Pull up the appropriate employee’s schedule by either one of two ways listed below: 

 

o Individual Employee Schedule View –search for the employees name using My Employees genie on the 

Manage My Department tab, clicking on name, clicking GoTo button, and then clicking Scheduler-

CMHC.  (My Employees as shown on page 4) 

 

o Group View –select the Group View drop down and select the appropriate home location of the 

employee.  (Scheduler-CMHC as show on page 5) 

 

 Add a Shift or Edit the shift (if already exists) by right clicking on the appropriate dated cell or shift (if editing). 
 

 Department/Job Transfer  

o Click in the Job Transfer cell, click the down arrow, and then click Search. (see Graphic A) 

o Transfer Window appears: (see Graphic B)  

 Click the + next to the appropriate FU the employee is transferring to, click + next appropriate 

department, click the button next to the job the employee is working.  

 Click Apply 

o Click Apply, if a work rule transfer is not needed or if it is already added. 

 
 
 Work Rule Transfer  

o Click in the Work Rule Transfer cell, click the down arrow, and then choose the appropriate work rule. 

(see Graphic C) 

o Click Apply, if a dept/job transfer is not needed or if it is already added. 
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 Managing Timecards Navigation 
(Hourly Employee Displayed) 

 

 

 

 

 
 

 

 

 Right Click on Employee’s Name – view the employee’s pay rule and home account. 

 

 Right Click on Punch 
o Edit – cancel meal deduction, Override Punch (new shift, in-punch, out-punch) 

o Comments – add comment to punch 

o Mark as Reviewed – mark the exception (late/early punch etc…) as reviewed.  Changes color from red 

to green.  Also, removes the alert. 

 

 Add a Row - click on the + icon to create a blank row below. 

 

 Delete a Row - click on the X icon on the row you wish to delete. 

 

 Calculate Totals – click Calculate Totals to update the hours and totals without saving. 

 

 Save – click Save to update the hours and totals at the bottom of the timecard and save changes. 

 

 Approve Timecard / Remove Approval – click Approve Timecard button and Approve Timecard or Remove 

Timecard Approval.  Approve Timecard will change the timecard color and the options to add pay codes and 

delete rows is no longer available.    

 

 Query View – select employee list from available query list (All Home-active emps, All-inactive & active emps). 

Click & drag bar up or down to 

make Timecard area wider/narrower 
Schedule 

Navigation Tabs Opened: 

Manage My Department (home), 

Timecards  

Arrows to Toggle b/n 

Selected Employees  
Query View 

Selection 

  

Calendar icon:  

Specify range of dates 

Time Period drop down: 

Select time period 

Add 

Row(+)  

Delete 

Row(X) 

Timecard Actions:  Print, 

Refresh, Calc Tot, & Save 

Approve/ 

Remove 

Approval 



- 8 - 

Managing Timecard Alerts 
 

Alerts identify possible required actions for the time approver.  If any employees have a timecard exception (such as 

missed punch, unexcused absence, very early in, very late out, unscheduled, and invalid duration) in the current pay 

period a number displays in the top-right corner of the alerts ! icon (See graphic A).  The number corresponds to the 

number of employees with exceptions, not the number of exceptions per employee.  

 

 Click Alerts (!) – if you have an alert a number will appear next to the alert ! icon. 

 

 Click on Employee’s Name –brings you to the exceptions view (graphic B) for the selected employee to resolve 

the alert. 

 

 

 
 

 

 Add a Punch – on the appropriate dated row, double click in the in or out punch cell and enter time.  Then click 

Save. (See graphic B)   

 

 Add a Pay Code – on the appropriate dated row, click the green circled + icon.  Select the pay code, enter the 

hours, and click Ok.  Then click Save. (See graphic B)   

 

 View Timecard –brings you to the employee’s timecard to review the resolved exception.  (See graphic B)   

Note: instead of resolving the exception in exceptions view, you can resolve the exception directly in the timecard. 

 

 Action Buttons – click on the appropriate amount or in/out punch cell, click appropriate action button.  Then 

click Save for action to display. (See graphic B)   

 

 

 

 

Alerts Employee Alert List View All 

Add Pay Code 
In/Out Punch Cell: 

double click 
View Timecard Save 

Action 

Buttons 

Refresh Alerts 
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Salaried Employee Navigation 
 

 

 

 

 

 

 
 

 

 

 
 Add an Additional Pay Code - click on <Enter Pay Code> on the appropriate row.   

Note:  in order to add multiple pay codes, you must either click Calculate Totals or Save for a new row to be 

inserted.  

 

 Delete a Row - click on the X icon on the row you wish to delete. 

 

 Calculate Totals – click Calculate Totals to update the hours entered and totals without saving. 

 

 Save – click Save to update the hours entered and totals at the bottom of the timecard. 

 

 Approve Timecard / Remove Approval – click Approve Timecard button and Approve Timecard or Remove 

Timecard Approval.  Approve Timecard will change the timecard color and the options to add pay codes and 

delete rows is no longer available.    

 

 

Click & drag bar up or down to make 

Timecard area wider/narrower 

Click calendar icon to 

specify range of dates 

Click down arrow to 

change Time Period View 

Log Off/ 

Sign Out 

Timecard Actions:  Print, 

Refresh, Calc Tot, & Save 

Add Pay Code: 

<Enter Pay Code> 

Delete Row:  

X icon 

Approve/Remove 

Approval 
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Instructions on Entering Schedule Patterns for Employees 
 

 

1.  To find an Employee using My Employees, type part of lastname with an asterisk(*) 

 Ex – zumbrano* (as seen below) 

 

2.  Click on Employee Name (highlights in light blue, ex. - ZUMBRANO1,CARLOS) (as seen 

below) 

 

3.  **Important: Select the Time Period you want to enter the schedule pattern for.   

(Kronos will NOT let you save your schedule pattern if the Scheduled Start Date is 

outside of you Time period selection.)   

 

 
 

 

 

3.  Click GoTo button and then Scheduler-CMHC 

 

 

1 2 

3 
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4.  Click on Employee name, so highlighted in light blue. (as seen below)  

 

 
 

5.  Right Click on Employee name and then click Schedule Pattern. (as seen below) 

 

 
 

 

6.  Click Add Pattern. (as seen below) 

 

 
 

7.  Brings you to the Pattern Editor Screen. (as seen below) 
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8.  Enter the Start Date first (NOT the Anchor Date) (as seen below). Example Friday 1/19/2018 

***Always choose the Friday that the Bi-Weekly Pay Period begins on. 

Note: if the pay period begin Friday you choose is not with your specified Kronos Time Period, 

then you will not be able to save the pattern.  You will need to change your specified time period 

that includes your start date. 

 

 
 

9. Enter the Anchor Date (as seen below) 

***Choose the Sunday before the Start Date you selected in the prior step, for our example it 

would be Sunday 1/14/2010.  

 

 
 

10.  If the employee already has a schedule assigned to them, Check Override Other Patterns 

(this will replace the old schedule pattern and with the new schedule pattern). 

 

 



4 

11.  If the schedule is a 2-week rotating pattern then click the + icon to add a 2nd  row as seen 

below. (as seen below) 

 1-week pattern - same scheduled days every week–ONLY 1 row needed 

 2-week pattern – week1(Fri-Thru) and week2(Fri-Thru) have different scheduled days. – 2 

rows need. 

 
 

 

12.  SCHEDULE EXAMPLE – 2 Week Rotating Pattern Steps 

 

Zumbrano1 Schedule:  8am - 4pm 

Week1 Schedule:  Friday, Monday, Tuesday, Wednesday, Thursday 

Week2 Schedule:  Saturday, Sunday, Monday, Wednesday, Thursday 

 

Step 1:  Click on the day box the schedule starts (Example above is a Friday, so click in Friday 

Box on the First Row(day box labeled #1).   

 

***If the schedule starts on Sunday then you would choose the Sunday box on the second row 

(not labeled with a number in example below). 

***Choose the day box that the Scheduled Start Time falls on, NOT the end time (example start 

time above is 8am). 

 

Step 2:  Press and Hold down the Control(Ctrl) key and select the appropriate boxes.  For this 

Example, click the boxes in the Numbered order as seen below.  So, you have to go to the 

Right, Down, and Around. 

 

 

1 
2 3 4 5 6 

7 8 9 10 7 
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Step 3:  Click Shift Template and then scroll to click on the appropriate Shift Code or type in 

the search.. box then click on the shift code. (For Example, HP is 8a-4p.) 

 

 
 

Schedule Pattern populates with the selected HP (8a-4p) shifts, as seen below. 
*For an example, of a 1-week Monday - Friday, HP (8a-4p) pattern, see bottom of page 7. 

 

 
 

Step 4:  Click Apply 
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Step 5:  Click Yes 

 

 
 

Step 6:  Click OK 

 

 
 

Step 9:  Verify the schedule was entered correctly before pressing Save. 

Click Save if correct.  If incorrect, click Refresh to start over Or you can edit the 

pattern you just created by going to the next page.  

 

 
 

 

 

*You have completed the steps for adding a 2 week schedule pattern.  
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Editing a Schedule Pattern 

(NOTE: Never edit a schedule pattern created in the past!!!) 

Before or After Saving, if you need to Edit your pattern you just entered. 

 

1. Right click on employee’s name and click Schedule Pattern  

 

 
 

 

2. Click the Pencil icon and then edit schedule pattern as needed. 

 

 
 

 

Schedule Example - 1 Week Rotating Pattern 
 

Example A:  Standard Monday thru Friday HP (8a-4p) pattern. 

Start Date = 1/19/2018 (Friday, beginning of a pay period) 

Anchor Date = 1/14/2018 (Sunday, prior to Work Start Date) 

Day Boxes Grid = 1 Row Needed for Monday thru Friday Day boxes, because this schedule is 

only a 1-week repeating pattern. 
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SHIFT CODE LEGEND 

 

TIME NAME   TIME NAME   HOUR NAME 

1:00 AM A   1:00 PM M   :15 1 

2:00 AM B   2:00 PM N   :30 3 

3:00 AM C   3:00 PM O   :45 4 

4:00 AM D   4:00 PM P       

5:00 AM E   5:00 PM Q       

6:00 AM F   6:00 PM R       

7:00 AM G   7:00 PM S       

8:00 AM H   8:00 PM T       

9:00 AM I   9:00 PM U       

10:00 AM J   10:00 PM V       

11:00 AM K   11:00 PM W       

12:00 PM L   12:00 AM X       

                

                

Examples               

Shift 
Shift 
Name   Shift 

Shift 
Name       

7a-3p GO   715a-315p G1O1       

8a-4p HP   7a-330p GO3       

830a-430p H3P3             

                

***If you are unable to find a Shift Name in your Shift view, please contact  

Brian Kleinhen(x4061) or Ken Lowell(x2427) to add to your Shift profile. 

 


