[bookmark: _GoBack]Student Employee Multiple Jobs – How to Clock In 
Step 1 – Logon…
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Step 2…BEFORE you hit the Record Timestamp button – click on the dropdown box under the word “transfer”
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Step 3…  click on the word “Search”
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Click on the “Add Job transfer” drop down box
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Click on the word “Search…”
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You will see a list of all the jobs you have on campus that are using the Kronos Timekeeping system.  
The next screenshot will instruct you how to open the job maps so that you can choose the job in which hours you are working should be paid from.
Click on the + boxes and open each of the mappings.  This will let you see each organization structure within the job mapping.
You will need to know the jobs that you have on campus.  You will need to know the Department Name and the name of your job so that you choose the correct job when selecting from the multiple job list
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Choose the job that falls under the department that you are working.  In this example the student is going to choose the job she/he has in Athletics. Highlight the job that is written in blue and click on the arrow that will place the job on the right hand side of your window inset.  
Once you have done this,  hit the “Select” button.
Then click on the “Ok” button
This takes you back to the “Record Timestamp” screen and NOW you will hit “Record Timestamp.”  This action will charge the hours worked to the selected job: Athletics department at the correct rate of pay for that job.
When you are done working this shift for this job – you can simply hit “Record TimeStamp and clock out.
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· DO NOT USE THE JOB TRANSFER SELECTION PROCESS WHEN YOU ARE CLOCKING OUT!
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Wed 10/23/2013 359 PM
‘Amelia Hood; KathiShivar

Ami and Kathi,

1F a manager wants to add a schedule for employees who should they contact?

Is it possible to get a screen shot of what a student with two jobs sees when they go to clock in and how to select the job to dlock in
to? That question has come up in every training session. If possible, can we have 75 to handout this week? If not, should T let them

know that will be 2 handout sent the day before go live?

Thanks,
Cheryl

Cheryl Dean
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