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Time Rounding Cheat Sheet




Time Rounding Cheat Sheet

Examples:

* Clocking in at 7:53am will round up to 8:00am
Clocking in at 8:06am will round down to 8:00am
Clocking in at 8:07am will round up to 8:15am
Clocking out at 4:52pm will round down to 4:45pm
Clocking out at 4:53pm will round up to 5:00pm

The “7-minute rule” is only for clocking in and out, NOT for lunch

* Lunch counts as a total time taken.

* Ifyou take a lunch that is between 53 min. and lhr. and 6 min. it will round to a 1 hr.
lunch.

* Ifyou take a lunch that is between 1 hr. and 7 min. and 1 hr. and 22 min. it will round to
a 1.25 hr. lunch.

* 30 minute scheduled lunches should be between 23 min. and 36 min. long.



Using a Time Clock

For Non-Exempt and Student Employees



Time Clock Screen Overview

Indicator
Lights:

Red: Punch is
rejected. Look
for error message
on the screen.
Green: Punch is

successful. KRONOS wedJan30-19 1(0:39 am

/ Badge Slot

Approve )
View Timecard Ti d Request Leave Transfer Dep

.~ W N @

View Estimated
Accruals

] (@ @

Keyboard Icon

Home Button

To use a soft key:
* On the screen, tap the soft key that you want to use. What happens next depends on the soft key. You may
be prompted to enter or accept information.



Punch In & Out

* Hold the badge so that the
magnetic strip 1s facing the
badge reader.

* Swipe the badge through
the reader from top to
bottom.




* If the punch was
successful, the terminal
emits a tone and the
indicator light flashes

green.

* The “accepted punch”
message appears.

**Repeat this process to Punch Out™*



Common Error Messages

* Error 01-1: Error reading badge
* What to do

* You may not have swiped properly. Try again. Following the steps above. If you get the same
message see your supervisor.

* Error 06-2: Unknown home employee
* What to do

* Your badge does not match any of the employees located in the device. See your supervisor.



Transfer Departments (1f employee has 2 ]ObS)

, Job or Assngnment Transfer

K‘()M Wwed Jan-30-19 1 0 39 AM < Enter Job or Assignment
. ( Enter Job or Assignment DivComMrkt»O«MichelIe-
View Timecard m: Request Leave Transfer Dept ‘ DiVCom,\Am_1_Hanna-
Call Back Timecard Totals
Click on “Transfer Dept” soft key on the timeclock. Select the supervisor you will be working for.
Swipe your badge. A green “Accepted Punch” message will appear.

If you will be staying on the clock and switching directly to your other job simply click on “Transfer Dept” again, click on
the supervisor you will begin working for, and the time will automatically be transferred to the next job.




View Estimated Accruals

wedsan3o19 1(0:39 am

Request Leave Transfer Dept

This allows you to see how much leave you have
accrued and what type

* Click on the soft key “View Estimated Accruals”

Swipe your badge like you are clocking in



& View Estimated Accruals - Sanders, Allison M
»
o

g View Estimated Accruals - Sanders,

Click on the current day to see total accrued leave Use the arrows to scroll through all the types of
leave and see total hours for each type.

Press the home button when finished



Requesting Leave

Request Leave - Sanders, Allison M

KRONOS wed Jan-30-19 | 039 AM

Approve Transfer
View Timecard Tinaosrd Request Leave ran Dept

- & & (&)

Timecard Totals

Ve . J

Hit the Request Leave soft key. Select “Request Time Off”

Swipe badge.



Select Action Start Date

& ‘ Jan 2019
0
: Sun Mon Tue Wed Thu
Submit request - =
1

Cancel request

A3 I 1, I ‘,Hh‘j:%k M i LS

2021 22

It
27

. h )
Select “Submit request” Choose start date

Once the start date 1s selected, then select the end
date.



Sanders, Allison M

Pay Code

r'—__'_ ] Start Date 1/30/2019 K
Start Date 0 .
] | Comp Time Taken End Date 1/30/2019
En:i Date " 2 Pay Code 10 Vacation-NonExempt ‘
R L | Discretionary Day i
| 1son0 : |
|r = i 2

Pay Code

\

|

| Funeral Leave
|

: Review Holiday Comp Time Taken
4
e

Choose the correct type of leave.

Back Continue J

Review the next screen, if correct, select continue at
the bottom of the screen.

If needed, use the soft keys on the side to scroll to
the different type of leave.



Request Leave - Sanders, Allison M

Start Date
1/30/2019

1 Date

Select Full day or Hours

Tips:

* Make sure that AM/PM is correct.

* Round your start time to the nearest .25 hour.

* If taking leave around lunch, do not include it in your
request. If you start lunch at 12 but are planning to start

leave at 12:30, put your leave start time for 12:30. You are
still able to leave at 12.

. L .
L' - * o ,J ek ® E ——-—4

lequest Leave - Sanders, Allison M
Start Time

S0 | mme—

1/30/2019

1 " 3 <«

End Date Backspace
1/30/2019

A |y o =

Pay Code Clear
Vacation-NonExempt 7 8 9

: . «!
Start Time AM/PM O o

1:36PM

If Full day was selected this screen will be skipped.
If Hours was selected, enter start time of leave.
Select am/pm for correct time of day.

Select Enter to continue.



Request Leave - Sanders, Allison M
Lengtl

1 2 3 «
Backspace

vacation-NonExempt 4 5 6 i

Clear

2:00PM 7 8 g
\ Lenatl 0
1:00
* -

Select the amount of hours that your leave is covering.

Select enter.

Start Date
End Date
Pay Code
Start Time
Length

Duration

Back Submit
a ! ‘ i

Review the screen to make sure everything is correct.

Select Submit.



Request Leave

Your request has been successfully submitted.

If done correctly, you will get the message that shows your request has been successfully submitted.



Approve Timecard

E/ Approve Timecard - Sanders, Allison M
SELECT TIME PERIOD

KRONOS wed Jan30-19 ] (: 39 am

wous Pay Period

Approve
View Timecard Tiemnend Request Leave Transfer Dept

SECECRS

Current Pay Period

Next Pay Pernod

Today
Call Back Timecard Totals

Select Approve Timecard. Select the pay period you need to approve.

Yesterday

Swipe your badge.



Approve Timecard

Approve Timecard - Sanders, Allison M
1/27/2019 - 2/09/2019 | Total: 80:00

Mon Thu | Fri Sat

30 31 1

0 Approve Timecard

Previous Pay Period

1\ /1\ /1\ 9:00
930 | 645 | 7:00

Timecard successfully approved.

Name: Sanders, Allison M
2/15/2019, 9:31AM

Double check that your hours worked are correct. You should then see this message.

If they are not correct see your supervisor to resolve any
1ssues.

If the hours are correct, select “Approve.”



Using a Computer

For all employees



Timecard Overview

Allison M Sanders

KRONOS Sigm Out
A My Information ©
My Timecard My Timestamp
Loaded: 8:47 AM ICurrEn( Pay Period vl I Last Timestamp: @
Wednesday, August 26, 2020 8:40 AM My Timestamp
® v 8 o (GMT -06:00) Central Time
View Approve orint efre: My Timecard
mecard mecard
Date Schedule In Out Transfer Pay Code Amount Shift Daily Period My Audits
Transfer.
Sun 8/23 v
= - My Inbox
Mon8/24  BODAM-5:00PM =  6:02AM 7:59AM
- Record Timestamp
£ ozoam  E sasem 85 85 85 My Reports
Tue 8/25 BOOAM-S00PM ]  7:00AM 7:57AM
My TimeOff Requests
sa2am | 315PM 75 75 16.0
Wed 8/26 8:00AM-5:00PM i 7:00AM 7:55AM My Mediont-FMLA Raquast
8:40AM 1.0 1.0 17.0
Thu8/27 8:00AM-5:00PM 17.0
Fri 8/28 8:00AM-5:00PM 17.0
Sat 8/29 17.0
Sun 8/30 17.0
Mon 8/31 8:00AM-5:00PM 17.0
Tue 9/01 8:00AM-5:00PM 17.0
Wed9/02  8:00AM-5:00PM 17.0
Thu 9/03 8:00AM-5:00PM 17.0
Fri 9/04 8:00AM-5:00PM 17.0
sat9/05 17.0
- My Timecard
A) Approve Timecard at end of pay period if hrs. worked are correct E) Time Stamp-shows when you punched in or out
B) View-allows you to change the dates you view your timecard F) Quick Links for other timecard functions
C) Transfer-if you work more than one job (For Students) G) Daily hours worked

D) Punch In & Out-click once H) Running total of hours worked for the pay period



Punch In & Out (for Non-Exempt and Student Employees)

Date

Sun 8/23

Mon 8/24

Tue 8/25

Wed 8/26

Thu8/27

Frig/28

Sat8/29

Sun 8/30

Mon 8/31

Tue 9/01

Wed 9/02

Thu9/03

Fri 0/04

Sat 9/05

Sehedule

B.00AM-5:00PM

B.00AM-5.00PM

BO0AM-5.00PM

B.00AM:5:00PM

B.00AM:5.00PM

B.00AM-5.00PM

B.00AM-5:00PM

B.00AM-5.00PM

B.00AM-5.00PM

B.00AM-5.00PM

602AM

9.20AM

7.00AM

B42AM

7.00AM

8:40AM

345PM
7.57AM

i osem

S5AM

Transfer Pay Code Amount shift

d: 847 AM

Current Pay Per

o

Daily

My Timestamp

Last Timestamp:

(GMT -06.00) Central Time

Transfer

To punch in, click record”
timestamp once.

The time you punch in will

then be posted.

Sun 8/23

Mon 8/24

Tue 8/25

Wed 8/26

27

Frig/28

Sat8/29

Sun 8/30

Mon 8/31

Wed 9/02

Fri 9/04

Sat 9/05

. August 26, 2020 8:40 AM

Schedule

B.00AM-5:00PM

B.O0AM-5.00PM

BO0AM-5.00PM

B.00AM:5.00PM

B00AM-5.00PM

B00AM-5:00PM

B.00AM:5.00PM

B.O0AM-5.00PM

B00AM-5.00PM

BO0AM-5.00PM

602AM

920AM

7.00AM

B42aM

7.59AM

TE sasem

7.57AM

7.55AM

Transfer

Pay Code

Loaded: 8:47 AM

&

Current Pay Period

My Timestamp

Last Timestamp:
Wednesday, August 26, 2020 8:40 AM
(GMT -06:00) Central Tin

Transfer:

Record Timestamp.




A My Infarmation O

My Timecard My Timestamp
Loaded: 8:47 AM | Current Pay Period =) (552 Last Timestamg:
Wednesday, August 26, 2020 8:40 AM
@ v R 0 (GMT -06:00) Central Time
rd
Date Schedule in Out Transfer Pay Code Amount Daily Period
Transfer

Sun 8/23 =
Mon 8/24 BOOAMS00PM | §  602AM | T:50AM S

£ 920am I 3asem 85 85 85
Tue 8/25 BOOAM-S00PM  [f  T:00AM 7.5TAM

B:42AM § 35PM 75 75 16.0
Wed 8/26 8:00AM-5:00PM i T.00AM T:55AM
Thu 8/27 8:00AM-5:00PM 17.0
Fri 8/28 8:00AM-5:00PM 17.0
Sat 8/29 17.0
Sun 8/30 17.0
Mon 8/31 8:00AM-5:00PM 17.0
Tue 9/01 8:00AM-5:00PM 17.0
Wed 9/02 8:00AM-5:00PM 17.0
Thu 9/03 8:00AM-5:00PM 17.0
Fri 9/04 8:00AM-5:00PM 17.0
Sat 9/05 17.0
My Timecard

Click the refresh button (maybe more than one time) to see the punch dro\p on to your timecard. This
1s not required, but ensures that the cloud system synced correctly.

Repeat the process for punching out.



Transfer Department (1f an employee has 2 jobs)

# Wifomaton ~ ©

1y Timecard
Loaded: 952AM | Current Pay Period
v & O
T Last Timestamp: Thursday, March 21, 2019
nate Sehedule [ o Tanster Pay Cote Amount shit Daly Peiod T Gl Time

Sun3/10
Mon3/11 8:00AM-5:00PM g M 11:50AM

1221PM 459PM 80 80 80
Tue3N2 8:00AM-5:00PM T.55AM T1:524M

1252°M 458PM 80 80 160
Wed313 8:00AM-5:00PM T.58AM 1210PM

1:10PM S8PM 80 80 20
Thu3/ 8:00AM-5:00PM T.59AM 1250PM

1:50PM 458PM 80 80 20
Fi3ns NonE) 80 400
Sat3/16 40
Sun3/ 400 \,H Record Timestamp
Mon318 soasoRM 5 Tem 343PM 80 80 %0 —
Tue 319 8:00AM-5:00PM § TADAM T113AM

HIRTY 45600 675 675 475

Wed 3/20 8:00AM-5:00PM T:59AM 4:56PM 90 90 T
Thu 3/2 8:00AM-5:00PM i THAM
Fi3/2 8:00AM-5:00PM
Sat3/

Step 2: Click “Record
Timestamp” button

My Timestamp I

-
...10/SOK/1/W0000...

stTi Search... , 2419
7TArTTCeEnrarmme

Step 1: In the transfer drop down
menu, select from your list of
assigned jobs the job you are clocking
in for (this should be the second job
you were hired for).

If you are working the first job you
were hired for, just clock in like usual
using the “Record Timestamp”
button.



My TimeOff Requests

Requesting Leave Screen Overview

A My Information My TimeOff Requests 3| X

| August 23 - 29, 2020

B = BH ||®©

A

Current Pay Period

D
Day Week Month Visibility
Filtes
Sun 8/23 Mon 8/24 Tue 8/25 Wed 8/61) Thu 8/27 Fri 8/28 Sat8/29
8:00AM -
9:00am™
10:00AM E
11:00AM
12:00PM
1:00PM
2:00PM =
Accruals Widget Part
Accrual Code ~ Reporting Period Accrual Unit Available Balance  Vested Balance Probationary Bal..  Eamed to Date Taken to Date Pending Grants  Planned Takings Prior Ending Bala.. Prior End Vested Prior End Probati.. Opening Balance  Opening Ves *
Comp Time 1/01/2020-12/31/2020 Hour 013 013 F 0.0 0.0 0.0 0.0 013 013 013
Discretionary Day (1/01/2020-12/31/2020 Hour 120 120 0.0 00 0.0 0.0 120 120 120
Holiday Comp Ti.. |1/01/2020 - 12/31/2020 Hour 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0
Inclement Weather [ 1/01/2020 - 12/31/2020 Hour 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 0.0 h-d
“‘ »

A) Drop down menu to change view
B) Hot buttons to change view-Day/Week/Month
C) Sliding scale to change view (each week of current pay period)

D) Request Time Off hot button-click to enter actual request)
E) Once leave is requested and/or approved it will show here
F) Shows amount of accrued leave available to use




Requesting Leave (for Exempt and Non-Exempt Employees)

Allison M Sanders
sign out

KRONOS

A Myinformation €

My Timecard My Timestamp
e p———— 1) Click on “My TimeOff
Wednesday, August 26, 2020 8:40 AM B et y
® v a o (GMT -06:00) Central Time
2
" . [ e My Timecard R equests
Date Schedule n out Transfer Pay Code Amount shift Daily Period Transt My Audits
ransfer
Sun 8/23 -
5 My Inbox
Mon 8/24 8:00AM-5:00PM 6:02AM 7:59AM
Record Timestamp.
9:20AM 3.45PM 85 85 85 My Reports
Tue 8/25 8:00AM-5:00PM 7:00AM 7.57AM
My Timeoff Requests
8.42AM l 315PM 75 75 16.0
Wed 8/26 B00AM-S00PM  Jj  7:00AM 7:55AM B
8:40AM 10 10 170
Thu 8/27 8:00AM-5:00PM 17.0
Fri 8/28 8:00AM-5:00PM 17.0
b A My nformation I My TimeOff Requests Q| X
Sun 8/30 My TimeOff Requests
Mon 8/31 8:00AM-5:00PM
August 23 - 29, 2020 » Current Pay Period .
Tue 9/01 B:00AM-5:00PM
Wed9/02 | B00AM-5:00PM
Thu 9/03 8:00AM-5:00PM equest
Fii 5/04 &D0AM5.00PM Mon 8/24 Tue 8/25 Wed 8/ Thu 8/27 Fri 8/28 Sat 8/29
Sat9/05
12:00PM
1:00PM
200PM =
2) Click on “Request Time Off” '
Accruals Widget Part
Accrual Code ~ Reporting Period Acerual Unit Planned Takings _Prior Ending Bala... Prior End Vested Prior End Probati... Opening Balance  Opening Ves *
Comp Time 1/01/2020 - 12/31/2020 Hour 013 013 00 00 00 0.0 013 013 013
Discretionary Day |1/01/2020-12/31/2020  Hour 120 120 00 00 00 00 120 120 120
Holiday Comp Ti.. |1/01/2020-12/31/2020  Hour 00 00 00 00 00 00 00 00 00
Inclement Weather | 1/01/2020 - 12/31/2020 Hour 00 00 0.0 0.0 0.0 0.0 0.0 00 0.0 A




Request Time Off I Request Time Off

Type: Reguest Time Off = Type: Request Time Off v
Start date End date Pay code Time Unit Start time Daily Amount Start date End date Pay code Time Unit Start time Daily Amount
8/26/2020 8/26/2020  Comp Time Taken Full day 08/26/2020 3:: 8/26/2020  Comp Time Taken Full day
1 August 2020 4
Accruals on: | 8/26/2020 = Accruals

Su Mo Tu We Th Fr Sa
26 27 28 29 30 31 1

Accrual Balance - Balance -
2 3 4 5 6 7 8
Comp Ti 0.13 Hour
Comp Time 0.13 Hour 9 10 11 12 13 14 18
Discretic 12.0 Hour
Discretionary Day 12.0 Hour 1 17 18 19 20 21 22
. . Holida: 0.0 Hour -
Holiday Comp Time 0.0 Hour - y 23 24 25 26 27 28 29
30 AN 1 2 3 4 5
Note (optional) Note (opt
Cancel Submit Cancel Submit
. e . ’
\ Type: Will always be “Request Time Off’

Start Date: Click on the grey box, a calendar appears,

Accruals on” allows you to change the date and select the start date of your leave request.

will give you an “estimate” of the amount of _
leave time you will have at a certain point in End Date: Kronos automatically pop}llates the same
end date as the start date. To change it to something
else click on the grey box and select the end date you
need.

time. You can change the date as needed.



Request Time Off
Type: Request Time Off v
Start date End date Pay code Time Unit Start time Daily Amount
8/31/2020 8/31/2020  CompTime.. « Full day
Vacation-Noi| &
Accruals on: | 8/26/2020 o Sick Leave
Comp Time 1
Accrual Discretionary Balance -
Funeral Leav
Comp Time Hour
Holiday Com
Discretionary Day Inclement Wi Hour
Holiday Comp Time Jury Duty four -
Leave Withol
« »

Note (optional)

ype a note (optional)

Cancel Submit

Request Time Off
Type: Request Time Off =
Start date End date Pay code Time Unit Start time Daily Amount
8/31/2020 8/31/2020  Vacation-NonEx.. Full day
Accruals on:  8/26/2020 =
Accrual Balance -
Comp Time 0.13 Hour
Discretionary Day 12.0 Hour
Holiday Comp Time 0.0 Hour -
Note (optional)

Cancel Submit

Pay code: Click on the grey box. From the drop down menu select the type
of leave you want to use.

**This is a list of all the possible leave codes you could use. You may not
have leave available in every type of pay code.

**[f the same type of leave is being used for multiple days (vacation for
example) it can all be put on the same request.

**Example: I want to take a week of vacation. The start date would be

Monday, the end date would be Friday. And I select vacation as the pay
code.

Time unit: Can be “Full Day” or “Hours”

Full day: If you select full day, review the information in
the request, then click submit. The last two boxes will
remain grey and empty.

**Kronos will replace your daily schedule with the
leave code you selected.



Request Time Off

Type: R Time Off |

Is on:  8/26/2020 ﬂ

Comp Time 0.13 Hour D
Discretionary Day 12.0 Hour
Holiday Comp Time 0.0 Hour i
Note (optional)
Type a note (optional)

If you select hours.........

Request Time Off

Type: R Time Off

Accruals on:  8/26/2020 ﬁl

(=]

Comp Time 0.13 Hour

Discretionary Day 12.0 Hour

Holiday Comp Time 0.0 Hour E
Note (optional)
Type a note (optional)

Start Time: Click on the start time box, you will then

be able to type the start time of your leave.

**Make sure to use am or pm!



Request Time Off

Type: Reguest Time Off -
Start date End date Pay code Time Unit Start time Daily Amount
8/31/2020 8/31/2020  Vacation-NonEx... Hours 3:00PM |
Accruals on: | 8/26/2020 P
Accrual Balance -
Comp Time 0.13 Hour
Discretionary Day 12.0 Hour
Holiday Comp Time 0.0 Hour
Note (optional)

Cancel Submit

Request Time Off
Type: Reguest Time Off -
Start date End date Pay code Time Unit Start time Daily Amount
8/31/2020 8/31/2020  Vacation-NonEx... Hours 3:00PM 3
Accruals on: | 8/26/2020 225
Accrual Balance -
Comp Time 0.13 Hour
Discretionary Day 12.0 Hour
Holiday Comp Time 0.0 Hour

Note (optional)

Cancel Submit

Daily Amount: Click on the grey box and enter the total
amount of hours needed to make your daily shift “whole”

**PDo not include your lunch time if you will be gone
during it

**Example: I work 8-5. I will work 8-10, then take sick
leave for the rest of my shift. I need 6 hours to make my
shift whole.

Review the information, then click submit.

**Your supervisor gets an email when a request is submitted,
and you get an email showing the request was submitted.



[ i T wrmemaion ] s < |+ 1

My TimeOff Requests
o} E ©
Sun 8/30 Mon 8/31 Tue 9/01 Wed 9/02 Thu 9/03 Fri 9/04 Sat 9/05
B requestTimeott g
A Once a request is submitted it

will show on your calendar like

2004
200AM thl S
400Am

5.00aM

6:00AM .

Accruals Widget Part

Accrual Code ~ Reporting Period Accrual Unit TakentoDate  Pending Grants  Planned Takings. ng Bala... » Opening Ves *
Comp Time 1/01/2020-12/91/2020  Hour 263 263 225 10 00 00 138 138 138
Discretionary Day |1/01/2020-12/31/2020  Hour 120 120 00 00 00 00 120 120 120
Holiday Comp Ti...|1/01/2020-12/31/2020  Hour 2875 2875 00 00 00 00 2875 2875 2875 2
Inclement Weather|1/01/2020-12/31/2020  Hour 00 00 00 00 00 00 00 00 00 =

| # styintormation ] wy Timeott Requests 01 x

My TimeOff Requests.
August 9-15, 2020 » Previous Pay Period -
o] 1 @
oy Wk Momh  Visbilty
Sun 8/09 Mon 8/10 Tue /11 Wed /12 Thu8/13 Frig/14 sats/1s

\equest Time Off

\equest Time Off

Request Time Off

When the request is approved by .

9:00AM

your supervisor it will show up
like this. s

1:00PM

200PM =

Accruals Widget Part

Accrual Code Reporting Period Accrual Unit il y Bal... TakentoDate  Pending Grants Planned Takings Prior End Vested i Opening Ves
Comp Time 1/01/2020-12/31/2020  Hour 013 013 00 00 00 00 013 013 013
Discretionary Day |1/01/2020-12/31/2020  Hour 120 120 00 00 00 00 120 120 120
Holiday Comp Ti.. |1/01/2020-12/31/2020  Hour 00 00 00 00 00 00 00 00 00

Inclement Weather |1/01/2020-12/31/2020  Hour 00 00 00 00




Cancelling a Leave Request (Exempt and Non-Exempt Employees)

Thu 8/27 Fri 8/28 Sat 8/2¢
E] Ranuast Tima Off
Details —]
Cancel request

Sick Leave

If you need to cancel your leave, right click on the
green box with a check mark or an arrow, then select
“cancel request”

Cancel Time-Off Request

Approved:  8/14/2020 - 4:27:35PM
Modified by: mcnulty

Employee: Sanders, Allison M Type: Request Time Off

» Requested

v Approved
Start date End date Pay code Time Unit Start time Daily Amount
8/14/2020 8/14/2020 Vacation-NonExe.. Hours 12:00PM 1.0

Accruals on: | 8/14/2020

Accrual Balance =
Comp Time 0.13 Hour
Discretionary Day 12.0 Hour
Holiday Comp Time 0.0 Hour =

Status History

Approved: 8/14/2020 - 4:27:35PM
menulty

Submitted: 8/14/2020 - 3:43:03PM
ASANDERSBS

Cancel Cancel Request

The information about the request will appear, then click
on cancel request.

**Your supervisor or the ASC-HR staff can also
manually delete leave and/or modify the request if there
was an error.



pprove Timecard (for all employees)

~. |0 -
Date Schedule In Out Transfer Pay Code Amount Shift Daily Period =

Fri 2/01 8:00AM-5:00PM H 7:44AM ) 10:47AM
H 1215PM ) 4:56PM 775 775 400
Sun 2/03 40.0
Mon 2/04 8:00AM-5:00PM H 7:38AM ) 4:56PM 925 925 4925

Tue 2/05 8:00AM-5:00PM H 7:37AM ) 11:16AM
H 1:57PM ) 4:55PM 675 675 6.0

Wed 2/06 8:00AM-5:00PM H 7:43AM : 11:46AM
s 4:09PM ) 80 8.0 64.0

£ Thu2/07 Vacation-NonExempt
2:00PM-3:00PM

3:00PM a 2 8.0 720

Fri 2/08 8:00AM-5:00PM 8:01AM 11:59AM
12:56PM 457PM 80 8.0 0.0

Sat 2/09 2

Totals Accruals Audits Historical Corrections Audits

All = All =

Account Pax.Code. Amount
3670005010/3670005030/SOK/1/W0000106026/KS4081/- Regular 720
3670005010/3670005030/SOK/1/W0000106026/KS4081/- Sick Leave 20
3670005010/3670005030/SOK/1/W0000106026/KS4081/- Vacation-NonExempt 6.0

#1 Check week 1 to make sure total hours are correct (at least 40 hours if you are a full time employee). This number is found in the
“period” column on the Saturday line of week 1.

#2 Check week 2 to make sure total hours are correct (at least 40 hours if you are a full time employee-should reflect 80 for the pay period).
This number is found in the “period” column on the Saturday line of week 2.

#3 Make sure there are 80 hours shown and leave times are correct (Was there a holiday during the pay period? Did you get paid correctly?)
#4 Click Approve Timecard



Date Schedule n out Transfer Pay Code Amount shitt Daily period
Sun1/27
Mon /28 B00AM-500PM 737AM ) 457PM 95 95 95
Tue 1/29 B00AM-S00PM 737AM ) 11:13aM

1:55PM ) 453PM 675 675 1625
Wed 1/30 B00AM-500PM 030 83540

Do e 7 70 52

Thu1/31 B00AM-500PM 7:54aM 45500 90 90 5225
Fri2/0 800AM-500PM T:44AM ) 10:478M

215eM 456PM 775 775 00
Sat2/02 20
Sun 2103 200
Mon 2/04 800AM-500PM 7:38AM ) 456PM 925 925 4925
Tue 2105 B00AM-500PM 737AM ) 11:16AM

1:57PM N 455PM 57 675 %0
Wed 206 B00AM-500PM 743aM ) 11:46aM

1219PM 409PM ) 80 80 640

When your supervisor approves your timecard it
. = will turn green.

12:56PM 457PM 80 80 80.0
Sat2/09 80.0

Date Schedule In Out Transfer Pay Code Amount Shift Daily Period
Sun1/27
. . . Mon 1/28 8:00AM-5:00PM 7.37AM ) 45TPM 95 95 95
Once you approve your timecard it will turn s Fow T
1:56PM 4:59PM 6.75 6.75 16.25

ye].].OW Wed 1/30 8:00AM-5:00PM 803AM 8:36AM

10:30AM 45TPM 70 70 2325
Thu1/31 B00AM-500PM 7:54AM 455PM 90 90 3225
Fri2/01 8:00AM-5:00PM T448M N 104740

1215PM N 4:56PM 77 775 400
Sat 2/02. 400
Sun 2/03 400
Mon 2/04 B00AM-500PM 73AM 456PM 925 925 4925
Tue 2/05 B00AM-500PM 73 11:16AM

157PM ) 455PM 675 675 6.0
Wed 2/06 B00AM-500PM TaAM 11:46AM

1219PM S soem ) 80 80 640

8:00AM Vacation-NonExempt 6.0

2:00PM-3:00PM

3:00PM Sick Leave 80 720
Fri 2/08 8:00AM-5:00PM 8:01AM 11:59AM

1256PM 457PM 80 80 80.0

Sat2/09 800



Kronos Mobile App

For all employees



Downloading the Mobile App:

kronos mobile app Cancel

Kronos Mobile™
OPEN

I

Single Sign-On Link:
https://signin.k-state.edu/idp/profile/SAML2/Unsolicited/SSO?providerld=https://k-

state.kronos.net/wfc/mobile/logon



Clocking In and Out (Non-exempt and Student employees)

KRONOS

My Tasks

t] Punch

Timecard

Smith, Cody
Q) 39.193861, -96.582939

Schedule

Select a Transfer:

O,

Accruals
Recent v
Requests Build >
Scan (11111}

&R — ‘| Punch



Time card: Viewing and Approving

KRONOS

Smith, Cody K

Current Pay Period

Date Pay Code

06/16
06/17
06/18
06/19
06/20
06/21

06/22

06/23

06/25

06/26

Cumulative Hours

Amount In

Out

Week of 06/16 - 06/22

7:54
12:36

7:55

11:40
16:59

16:58

Week of 06/23 - 06/29

17.00

&

Approve




Accruals (Exempt and Non-Exempt Employees)

KRONOS

1:267 all & @m)
® Accruals
Balance as of Wed, 06/19/2019

Comp Time 19.13h
Discretionary Day 0.00h
Holiday Comp Time 12.00h
Inclement Weather 0.00h
Shared Leave 0.00h
Sick 84.25h
Vacation 116.20h

Remember:

Accruals in Kronos are only an
estimate. See HRIS for

correct balances.



Requesting time off (Exempt and Non-Exempt Employees)

1:271 al < @m) 11:289 all = @m)
KRONOS
) &« New Request O & New Request O
Time Off: Request Time Off Time Off Request Time Off
Punch
Start Date Review
) Timecard
All Requests 7112119 v July 12, 2019 o © Green Check: Approved
Paycode: Vacation-
NonExempt .
End Date Duration: Full day Yellow Arrow: Waiting
g0 - Request Time Off 7/12/19 v for Approval
#Cation-NonExempt (Full day) 6/6/19 to 6/7/19 > Notes:

Approved Submitted On 4/17/19 )

Pay Code Test
11:284 al <+ @)
Vacation-NonExempt v
“ Requests + ooo
Duration &
A’ Requests All Statuses
Full day v

Time Off - Request Time Off

Vacation-NonExempt (Full day) 7/12/19
ubmitted | Submitt n 6/19/1

x Request Type v

Time Off - Request Time Off

Vacation-NonExempt (5.00 Hours) 5/21/19
pproved | Submitted On 5/24/19

Time Off - Request Time Off

Vacation-NonExempt (Full day) 6/6/19 to 6/7/19

L \pproved | Submitted On 4/17/19

pp| SUbMIt

Review




