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From  your Related Items Pane – open the “Reports” widget. Default tab is SELECT REPORT – Open  ALL – Choose your report.  When you click on a report – a definition of what the reports gives you is displayed.
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Choose the group of employees in which you want the report to gather the information on, by clicking on the drop down box.   Choose the time period by clicking on the drop down box.   Follow other prompts using the drop down box to choose your parameters.
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Once you have set all your parameters on the report you have selected  - Click the RUN REPORT button on the top left hand corner of the screen.
The report will run – this process takes a few seconds.  
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The Report Status Report will show on your screen.  Hit the “Refresh” button until your Report has a status of COMPLETED.  Once the report is completed – highlight the report and Click on the ‘VIEW REPORT’ button in the top left hand corner of the screen.  This will open your report in PDF format for you to view or save file.
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Human Resources <ContactHRSC@clemson.edu>
Tue 10/29/2013 933 PM
Kathi Shiver

Status: Open

How can | run a query/report in Kronos to show me how many hours an employee has worked over a period of time?

T've never run a report, specifically a time detail report with a specific range of date(s). How do | do it? I've entered some information,
but then | don't know what to do to get it | think i figured out a way to just choose the employee not all hourly employees, but i don\t
know how to get the information

Are there witten instructions somewhere on running reports in Kronos? if there are not, there should be

Thanks,
Bonnie

Contact Information
UserlD: BONNIEL
Employee #: 001247

Full Name: Bonnie Lanier

Department: Student Health Center  Department # 4054

Email Address: bonniel@clemson.edu
Classification: Classified
Internal Notes Section:

Phone Number: (864)636-0723 Contact Type: Employee

Category:
Sub-category: g
Human Resources 2
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Human Resources <ContactHRSC@clemson.edu>
Tue 10/29/2013 9:34 PM
Katti Shivar

A REPLY ABOVE THIS LINE ———*

Subject: Issue related to: Kronos
Issued: 10/29/2013 16:44:14
Inquiry Reference #: 2836
Status: Open

Hi. 1 am in the University Libraries and | supervise one person, Beverly Rainey. When I1og in to Kronos, | do see her name

Beverly supervises one employee, Vickie Gibbs. IVm assuming that she will be able to see Vickie\'s name when she logs in. However,
will there be a way that | will be able to either look at or approve Vickie's timecard or leave requests as a backup for her supenvisor, in
case her supervisor is absent?

Many thanks for your help.
Lisa Bodenheimer

Contact Information
UserlD: BODENHL
Employee #: 006589

Full Name: Lisa Bodenheimer

Department: University Libraries Department # 3001

Email Address: bodenhi@clemson edu  Phone Number: (864)656-1769 Contact Type: Employee
Classification: Faculty ~
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