A Beginner’s Guide to Kronos

Supervisor Version

Approving Time Off Requests

A Manager will receive an email from Kronos_Admin_Web when a request is submitted.

Go to Manage Time Off Requests widget where requests can be processed.

1 To access the Manage Time Off
Requests Widget, choose one of
the following:

+ Select a request type in the £ Requests
Requests alert list. o=

g Time-Off 1

+ Select Manage Time Off
Requests from the Related
Items pane.

| Worked Accounts

: Manager Delegation
: Group Edit Results

: Inbox

: Schedule and Leave
: Reports

( | Manage Time Off Requeg

Timecard Approval

2 Confirm the default values or select
new values in the Time Period and CS.—'US.-_?ULB - 10/31/2013, Sele| | | BB
Show fields.

All Home

\!/

Tirne-Off w | Multiple Q




3 Confirm the default values, or

select new values in the Request —
5/05/2013 - 10/31/2013, Sele| ™| |20 AllH -
type and Request status fields. - e
(Turne-Of'f w.| Multiple )Q
4 Select a request to process. smans- s sz 5] | -
To approve, refuse, or perform e T - )
another action on the selected — A
reque-St(S), CIiCk the appllcable Cross, Jena e EILE0LE e 2y Bt e Ziemitied "
button.

5] In the dialog box that appears,
verify the displayed information Approve Time-Off Request X
and, if applicable, select a

comment from the Comments

drop-down list. =» Submitted 6/03/2013-5:39:25PM
7 | Click the button to confirm the BT RS L
action that you wish to perform. Employee Cross, Jenna
Requested

Type Request for Tire OFf
Pay code Annual
Start date 8/01/2013 End date 8/02/2013
Duration Hours
Start time T:00AM Length 10:00 h
Comments -

i Approve Cancel




How to “Read” an

Employee’s Timecard:

There are three m

ain areas on a timecard: the timecard header, timecard workspace, and timecard tabs.
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Drfie Py Code Amcurt Ini Transter Crurt n Transfer (a1 Sttt | Daily O
x|| & Fasn - T30 v 1200PM | 1Z30PW - S00FN 00 500 E00 -
) | (%) | 5a1 5011 - - - 800
1 AT p
Timecard )| &) sunsn2 - - - ey
b ] e - . . w0
WOrkspace B0 (&) | Tue SHa - - 00 - BO0 @00 4G
&) Wied SH5 Arrus 00 T-0AM a0 | 200
X | &) | ™usme - TI0AM w 1200PM [ 1230PM - T0 (T0O 300
%) | Bl FrisnT - TI08M w 12000 | 1Z30PM - | 400PN 00 800 3300
A - - - =00 .|
1l | '__/l
Timecard Cmm-. BOATHEIT  ACCRUALS DETATL | AUDITS CI'IMHFN'I’E)
[Ceerte Starf Tane End Time Fay Code Amourt
tabs i - - :
FHEAD T30 400 J
Accaurd L] Py Code Amourt |, SRS
401 B0 S50 200 DA 0 53T Grand Tobal 00 s Sun Bz
401 B0 SE00T 3 00 AUa01 G5 Arnua i Man 543 -0Am +00Fm
401 Bz 550524 2000DE0H 3580 Reguier G300 Tue 514 T-30AN %00P! hd|
. '
|

Timecard header

Displays the following information:

« Employee’s name whose information appears in the timecard workspace and timecard
tabs

+ Employee’s identification number
+ Time Period

Timecard workspace

Displays the following information:

+ Menu bar that contains selections for performing timekeeping tasks
+ Gnd containing dates for the selected time penod

+ Time entry totals, including shift, daily, and cumulative amounts

Shift Total — Calculated total hours of all shifts worked on the selected day (excluding
totals for non-shift items such as pay codes)

Daily Total — Calculated total hours of the selected day, including pay codes
Cumulative — Cumulative total up to and including the selected day

Timecard tabs

Display additional information about how Kronos tracks employee hours. Three default tabs

appear:

+ Totals & Schedules — The first tab at the bottom of the timecard workspace. The area
on the left displays the timecard totals. The area on the rnight displays the Schedule for
the selected time period.

+ Accruals — Displays accrual codes and available balances based on the date selected
in the timecard workspace.

+ Audits — Lists all time punch or amount corrections made to an employee's timecard
and approvals made by managers, supervisors or timekeepers.

Note: Additional tabs will appear based on actions you perform. For example, the
Comments tab appears when you add a comment to an employee’s punch.




Visual indicators appear on a timecard when an exception occurs. For example, an employee might forget to clock
in or out, which causes a missed punch exception. An employee might clock in early or late, which causes a punch
exception.

TIMECARD
Loaded: 2:24PM

Hame & 1D |Chang, Judy 904298

Time Period |3.IIL.I'LU'c - 52372013 Range of Dales w

@ Actions * Punch * Amount * Accroals * Comment ™ Approvals * Reports *

Date Pary Code Amount In Out In Transter Ot Shitt | Daily Cul
(X) (&) Frisn0 - 7:304M v 1200PM 1230PM - 400K &00 (800  &00
(%) [&)| =at 5011 - - - 8:00
)| &) sun sz - - - 8:00
X &lponzns | - - - 800
3| (&) | Tue si4 - g0 B ~  &00PM - 00 | &00 | 1600
(&) wiedsns | Anrual #:00 7.304M BOD | 2400
(3| [&)| Thusie - 7304M - 1200PM 1230PM ~EoorM__ J7o0 700 | 300
(%) [&)| Frisn7 - 7304M - 1ZO00PM 1230PM - | 4008H g00 | &00 3500
(3| [&)| sat 5018 - - - 300
Visual Indicator Description

In or Out punch cell if filled with solid red

Missed in or out punch

In or Out time displays in red text

Early in or out/Late in or out

Date displays in red text

Unexcused absence

In or Out punches in green text

Punch has been marked as reviewed

In or Out punches in purple text

Punch has been added by Timekeeper

Tip

- Most exceptions are based on the employee’s schedule. In order to view and track exceptions
such as late ins, early outs, or absences, you must enter a schedule for the employee. Entering
and maintaining schedules is covered in the topic “Scheduling Employees” located later in this

guide.




Refreshing and Saving Data in Timecards:

When you add and modify timecard data, Kronos displays your edits but does not save them automatically. You
must tell the application to save the data. Prior to saving your data, you can decide whether the edits are correct.
(example: Edits have been made on the timecard when you realize that you entered the wrong information. You
can cancel the edits, enter the correct information and save the timecard.)

Canceling Edits

1 Perform one or more edits on a

timecard. Notice the visual _TIMECARD Hame £ 10
indicators that indicate unsaved Loaded: 8:39PM
data. Time Period | 5/10/201

Actions ¥ Punch ¥ Amount > Accruals * Comment ¥ Approvals

Date Pay Code Amount In Transfer
XJ (&) FrisA0 - T-30AM -
X/ &) Satsm hd -
X (&l Suns5n2 - -
5| & - S:00AM o
2l 2| TP = Ennaw B 1 =

@nm 5 & SCHEDULE ACCRUALS DETAIL AUDITS COMMENTS

2 Select Actions > Refresh.

*TIMECARD
Loaded: §:39PM

SN [[Actions | Punch ~ Amo
{ Refresh bele

|| (&) | Fri| Refresh Data -

X|| (%] sS4 Calculste Totals -

X |5l 54 E-mail -2 b

X/| (% E Print —=p -

MU= LT Print Screen - =

3 Do you want to cancel your
changes?

+ To cancel your changes, click Yes
+ To keep your changes, click No

Wou will loge any changes you have made if you continue. Do you want to continus?

s @
Visual Indicator Description
TIMECARD title in orange with asterisk Unsaved edits
Red flag in the Totals & Schedule tab Totals are not up-to-date




Saving Edits

1 Perform one or more edits on a
timecard. Notice the visual TIMECARD

indicators that indicate unsaved Loaded: 8:39PM
data. Time Period | 5110201

Hame & 1D Chang, J

E Actions * Punch * Amount * Accruals * Comment ¥ Approvals v

Date Pay Code Amourt In Tranzfer
X | @& | Frisno - 723040 -
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TALS & SCHEDULE | ACCRUALS DETAIL AUDITS | COMMENTS

®

2 Click Save.

“TIMECARD
Loaded: §:39PM

Date
) [&]| Frisno

=

& Review the employee’s timecard to
ensure that the visual indicators no
longer appear, validating that your
information was saved.

Calculating Totals

1 Perform one or more edits on a -

timecard. Notice the visual TIMECARD Neme & 1D  [Chang. &

indicators that indicate unsaved Loaded: 8:39PM

data Time Period | 510201
@ Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals ¥

Date Pay Code Amourt In Transter
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v + - A - E-ﬂl‘\ LY m -

®J1m 5% SCHEDULE | ACCRUALS DETAIL | AUDITS | COMMENTS
2 Select Actions > Calculate

Totals. “TIMECARD

Loaded: 8:39PM

[Actions | Punch + Amo
Refrash hele
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x| :D.E Prirt -

w1 F1 T Screen = -

3 Notice that the red flag no longer -
appears, but the Timecard title still TIMECARD
indicates unsaved data. Last Caleulated: 8:59PM

Actions * Punch ¥ Amount|
Date Pay Code A

vl #l evizun —




Viewing Accrual Balances in Timecards:

Before non-worked time (leave, etc.) is entered, confirm that the employee has accrued enough hours. The Leave
Balances tab displays the employee’s current balances and planned takings.

TOTALS & SCHEDULE | LEAVE BALANCES | AUDITS

Accrual Profile Salary Mon-Exempt 37.5

Balance as of | 41472014 - EE:
Leave Type / Taken to Date Current Balance Projected Accruals Pla nAnpepdrEr‘;?ngs

Annual 285 51.02 84.37 15.0|
Comp Overflow 0.0 0.0 0.0 0.0
Comp Time: 0.0 0.0 oo oo
FMLA 0.0 0.0 0.0 0.0
Holiday Comp 0.0 0.0 0.0 0.0
Optional Holiday 0.0 75 oo oo
Sick Leave 6275 2452 84.37) 0.0
Column Description
Leave Type The code that identifies and holds the type of accrual balances, such as Annual or Sick Leave
Taken to Date The amount of leave taken within current calendar year to date
Current Balance The accrual balance as of the date selected in the timecard

Projected Accruals | The amount of leave that will accrue for the remainder of the calendar year

Approved Planned | A pay code such as Annual that is entered on a date after the Balance as of date either in
Takings the timecard or in the employee’s schedule

Creating Schedule Patterns without Pattern Templates:

If a pattern template does not exist, you can create a schedule pattern manually and apply it to one or more
employees as you create it. The application does not save the schedule pattern as a pattern template, so you
cannot assign it to employees later. You would need to create it manually again.

1 Access Schedule Editor.

2 From the Show drop-down list
select the specific set of
employees. From the Time Period
drop-down list select the specific

time period.
3 Select the employee who you will
schedule using a pattern template. B¥ eMPLOVEE
To select multiple employees, hold
the Ctrl key and click each @ Actions ¥ [ Shift | Pay Code = 4
employee's name. T
1 Maine 15 ot —» Lin 1
4 Select Shift > Add Pattern. \scksan, Lakeesha N i
e
Jones, il =
Ldd Pattern —
K, Hardld S
A=y
Scheduled Hours Delede Pattern —=»

Mumber of Empk et Template: -2

Append Shifl —=»
Replace Shiftz —=
COMMENTS | REQUE oot Transtar -

L] Set the Recurring field to the
correct interval, for example, days
or weeks, and the number of days
or weeks the patiern repeats.

Recurring 12 wesks ) Days Hems nrokston - @




6 Click the cell of the each day that
applies to the schedule pattern. To Meewing  + % (F Wesks () Daps  fons 0 sndion -| R
select multiple days hold the Ctrl L o = — = = = =
key and click the appropriate cells. HE 1 1] |
7 Click Shift Editor.
et |
[ insert Pattern 5|
)
[Py Code Editor > |
—TT—
8 | Enter ihe shift start and end times N | o oy —————————————————
the designated fields and click OK. E—
i Pv-.ill.. . [ um:lﬂ v ' ey (3 i W & g
| =
W EETEN N
9 From the Work Start Date drop-
down list, specify the date on which | | *=™"
the employee(s) starts working the T — 5 erpe
pattern. This date is usually a . N =l ekt e pattners
MO“dH]I'_ pn Brard e [T 30w -
Bocuning | (% W wwks Dilapw |rmetce ~| TR
10 | From the Pattern Start Date drop- w5 Hen T i o i w | T
down list, specify the first date of [ G-ty Bpoile Spiin
the work week. This date is usually
a Sunday.
11 | To have the pattem in effect with no —T—
end date, select Forever. Or from T
the End Date drop-down list,
specify the last date the pattern will
be effective.
Note: For students, use the date of
graduation as the end date.
12 | Click OK




13 | Click Save.

"SCHEDULE EDITOR

Loaded: 10:27PM

Shiow

Time Period ||

BY EMPLDOYEE | BY GROUP

@ Actions * Shift * Pay Code ¥ Accrual Amount ¥ Loave ¥

Mame Tolals Sun 602 kian 603
Wackson, Lekeszha 0.0
Jones, Jil 0,00 aSp-11p

14 | Click Ok.

Workforce Central E3

Schedule changes are currenlly being sppled tolhe selecled peopie
Click Refresh in a few minuges.

15 | Click Refresh.

SCHEDULE EDITOR thraw [Fa s - _ﬂ_‘_‘:‘
Lunsiod: 10:201%4 Tirnet Brrtadd |70 o= Sefaiia Form E Sahaen. |
BY vre | Y GHOR

TR Actionn ® Shift T Pay Codu = Accrssl Ameant ® Lusvs ¥ Ve ¥

Mwma Tokuie San P o RN Tiss "o Vanad WS Tha =W

harcz, 5 s THRTTY

Editing Scheduled Shifts:

When events in employees’ lives occur that require them to take time off and workload requirements vary, will
employees’ schedules should be changed. Schedules should be kept accurate to reduce the number of exceptions
that might appear in employee timecards.

1 Access the Schedule Editor.

2 From the Show drop-down list,
select the specific set of
employees. From the Time Period
drop-down list, select the specific
time period.

3 Locate the employvee’s row and

Clran, bk FET T dn T A

click the cell in the row and under il = e e e
the date that contains the shift that | | e, e 0 e 2o T

you want to edit.
4 Click Shift = Edit

br [Shitt | Pay ode = Acoriad Amount * Yiew T
£ad b
n e o B 7 Tus BA3 ¥oad BN The: RE0
Le=letn
Srdd Frtherm —b
A T30 - 4p a0 - 4p TE0a - 4p 73l - 4 3
Dishet Frmern = R W0-£3 el
e——— Ba- 4 Ba - & 3a - d4p 3a-4p g
— B3 - 23w Eann - Z3x 5300 - 200 Bn- 2300 £




5 Edit the Start Time and/or the End

Time. Edit the End Date if the end

o e da‘y Ervghegme (e, Jows T T R T e LT —
g H&';'.ll-h. "n}r;..- -_- _ I'-.':ﬂ:h lr'.'.I : o
i1 Click OK.
|
I - Pyl Fam 110
(8 W T
T Click Save.

“SCHEDULE EDITOR
Loaded: 1242081

BY EMPLOYEE | BY GROUP

@ﬂﬂmn: = Shift * Pay

Hama # Tikak:
Chang, Judy 250
Cross, Jerna ooa

Tip
@ You can also use in cell editing to adjust the shift times.



Deleting Shifts from Employees’ Schedules:

Employees sometimes are unable to work a scheduled shift. When this happens, you need to delete the shift from
the employee’s schedule to prevent the application from flagging the employee as absent without an excuse.

1 Access Schedule Editor.
2 From the Show drop-down list,
select the specific set of
employees. From the Time Period
drop-down list, select the specific
time period.
i Locate the employee’s row and
click the cell in the row and under phbadill
the date that contains the shift you m Actone | Shift ¥ Pay Cods = Acorual Amount = Leavs = Ve T
want delete. wm;:z.; | Mon S0 Tum B9 el B
4 | Select Actions = Cut. T .
S | Fudn
P arm, S ——— | B Pz o
acoubin Manege Ergloves Regquest Ferieds = |
=archea, M Lock v
5 Click Save.
SCHEDULE EDITOR . oy -
et 1T Time Pariod [ v Sobes e P -
BY EYMPLOYEE | BY CRON
@ A = Uil T l\l..,- sk ™ Acdrminl Mnint = Leges ™ Wow ™
[ i Touak S B2 Won B Tu €0 e S0
Knzas, Hearcid 0.
Lowas, Qarman 0.1
Hg.sien, Sam o #a - 5 [
Ozbom, Bremen 0o
Tip

You can restore a deleted shift if it is part of a schedule pattern. Use Actions = Restore to
insert the original shift into the employee’s schedule.




Managing Exceptions:

When hourly employees forget to punch, or punch in early or late, their pay can be impacted. Therefore, it is the
manager/supervisor’s responsibility to resolve any discrepancies to make sure thatemployees get paid correctly.
The Exceptions Widget allows you to recognize and resolve the most common types of exceptions.

Alerts- If one of your employees has triggered a time data exception that requires your attention, you will
see an Alerts icon with a number at the top of your Navigator when you log in. Hover your cursor over

the Alert icon to see a list of the exceptions. Select an employee from the list to view the details of the
exception. You will be brought to the Exceptions detail page.

J

Last updated 3t 71480
i) Exceptions 1%

1] @) Mauyen, Sam has 2 esception(s) (5024 6/06]

L=

n Gates, Paul has o exception|s] [2024-6/06]

&

@) Jackson, Lakeesha has & eception|s) [5/24-6/06)

Q)] ¥ .- L4

The Summary View:

In the summary view, the Exceptions Widget displays a list of your employees for the time period and HyperFind
selected at the top of the Widget.

Exceptions U ,‘:_,I

51072013 - 5/23/2013, Select = || EE| 21l Home - (]

MName Missed Punches Unex Absences Punch Exceptions Unscheduled Total v

Cisborn, Brenda i

Fargo, Julia 2
Chang, Judy 1 1
Jackson, Lakeesha 1

Enox, Harold 1
Andersan, Mick

Sanchez, Rau

Briggs, Tom

Cross, Jennz

Dawvidsan, Robert

Jaomes, Jill

Gates, Paul

Love, Carmen

- - - - = I T R =y

Mguyen, Szrm

Totak ] ] 3 1 10



The Details View:

Details for exceptions can be viewed by double-clicking on an employee or by hovering over an exception type
and clicking the Details button. In either case, the Exceptions details view is where some exceptions are resolved

for hourly employees.

| Exceptions.

Time Period  5/10/2013 - 5/23/2013, 5.
Shiow All Hame

& Sumirnarty

w Chang, Judy
Date  Pay Code Amount
FMon 512
Tue 5/14
Thu 5/14

8:00am
T:30am
13:30pm

Q

MenTimscntyy  Show Schede

Out Transfer Daily Sum
8:00
400prn &:00 16:00
1x:00pm
30prn wan EEI]
HAdd Punch

Recognizing common exceptions and visual cues in Exceptions Detail view:

The Exceptions detail view provides visual cues to help managers, supervisors, or timekeepers quickly understand
time data issues that require their immediate attention. The following table summarizes the most common visual

cues.

Description

Visual Indicator

In or Out punch cell is filled with solid red

Missed in or out punch

In or Out time displays in red text

Early in or out/Late in or out

Date displays in red text

Unexcused absence

In or Out punch cell is filled with solid red

Double-punch

In or Out punch is in green text

Punch has been marked as reviewed

In or Out punch is in purple text

Punch has been added by Workforce Timekeeper




Action Buttons in the Details View:

The following table lists and describes the action buttons you will see in the Exceptions Widget. These buttons

allow you to resolve exceptions in hourly timecards.

Action Button

Description

Save

Saves changes to the database. Button becomes orange when changes have been made
but not saved.

Cancel

Cancels changes made prior to saving. Button becomes orange when changes have been
made but not saved.

View Timecard

Allows the view of the hourly timecard.

Show Schedule

Allows the view of the employee’s schedule.

Mark as Reviewed

Allows identification of exceptions that have already been addressed and on which further
action is not planned. The color of the exception changes to green and the Mark as
Reviewed button changes to Unmark as Reviewed.

Comment Opens the Add Punch Comment dialog box. Select a comment.
Add Punch Opens the Add Punch dialog box and allows punches to be inserted.
Remove Allows removal of punches.

Adding Missing Punches:

An employee may forget to punch in or out. When this happens, a solid-red box appears in the missed In or Out
cell. To add that punch, use the Add Punch feature to enter the missed time. The application accepts multiple

formats for entering punches in a timecard.

1 In the Exceptions detail view, ~—
select the cell containing the AR i | e e
exception. o Tale Fapade Al C—h._) PR — Liady m

2 Click Add Punch.

3 In the Add Punch dialog box,

Note: You can also double-click an
In or Qut cell and enter the time
directly in the cell.

. 8718 1] 200pm

B Tedlam 12:00pm

Ackd Purch

confirm the date. Add Punch x|
4 From the Insert drop-down list,
select the applicable punch option: Date 5/13/2013 =
* In Punch Insert In and Out Punches -
+ QOut Punch
In In Punch
s |n and Out Punches Out Punch

For this example, select In and
Out Punches.

Ot
In and Out Punches

Break

Transfer




5 Enter the punch time in the In field

and/or enter the punch time in the Add Punch k3
Qut field.
6 Click Add.
Date 08/22/2011 4
Insert In and Out Punches @ =
In Ta
Out 330p
[ Add I [ Cancel ]

¥ Click Save.
Time Perivd  5/10/2003 - SI32013, 5, @ Cancel |
Furw Al Hurme
& | Sammary
- Lhang Judy M dimggad S el
Date | Pag Code Amou_ n Out | Transter Cally | Sum
Man 511 ]

8 Click the In punch and click

Date |, Py Code Amount Dt Tranzber. Dy Sum
Comment. s v o
= = 4lpm a0l 240

Thu 516 T2l JEET
EET ERT 700 30

Mk ax Rwivmnal duld Puseh Remuwe

9 From the list of comments, click to
select the comment(s) you want to Add Punch Comment X
add.
|| Late - Transportation Problem =
|| Late - Verbal Warning

|| Late - Written Warning

|| Late Call

|| Leawve Adjustment

|| LostBadge

|| Meeting

|| Missed Punch - Supenisor Approved
[] Night Court J
] Off Site

[¥] Off-Site Work or Training
|| ProjectWark

|| Shift Coverage L7

—.
Cancel

10 | Click OK.

11 | Click Save.

Tip
You can also add punches, by clicking in the In or Out cell and entering the time.

Note

Once you add missing punches, it is possible that the punches will no longer appear on the
Exceptions Detail screen. You can access the employee’s timecard to add a comment to the
punches.



Attaching Comments to Punches:

Comments are predefined descriptive phrases that you attach to a punch or amount to provide additional, useful
information about that transaction. You can attach as many comments as needed to explain the punch or

amount.
1 In the Exceptions detail view, _
select the cell containing the * Davidsan. fobert T
exceptiﬂn_ Date  Pay Code Amount b Ot Transfer Diaily Sum
Moan 5713 - 515 1315
2 Click Comment.
Mark a5 Review... Add Purch Rezm
2 From the list of comments, click to
select the comment(s) you want to Add Punch Comment x|
add.
|| Excused - Supervisor Approved L
|| Exernpt Status Chg
|| Flexed Time
|| GPSdata collected from the phone
|| Historical Edit Retro Pay
|| Historical Travel - Perrm Hourly Copy -
| Inclement Weather J
4 Click OK. | Int'I Hours - Ower Maximum
L1 Jury Trials
| Kronos Down
| Late - Inclement \Weather
[¥] Late - Transportation Problem
| Late - Verbal Warning =]

5 Click Save.

Time Period 57100005 - 5230015, 5, @ Canecel ]
Show Al Hame

o Summary

= Davidsan, fohert m Shew Schedule
Date  Pap Code Amount In Dt Transfer Dally Sum
kon 5413 10:508m 400prn 15 inis
B Confirm that the note icon appears -
in the Exceptions detail view. To = Davidson, Robert - View Timecard
view the comment, hover on the Dasea kBanCoric Ea—

icon. Mon 5/13 10508 @ L00p

Late - Traniportation Problem




Marking/Unmarking Exceptions as Reviewed:

Once you have reviewed an exception and resolved it to your satisfaction, you can mark the exception as having
already been reviewed. Once you have marked an exception as reviewed, the exception no longer appears on the
Summary view of Exceptions Widget. The exception remains visible in the timecard and in certain other Widgets.
Additionally, at any time you can choose to unmark an exception as reviewed.

1 In the Exceptions detail view,
select the cell containing the
exception.

2 Do you want to mark an exception
as reviewed, or unmark an
exception as reviewed?

. Date Pay Code Amount |
+ To mark an exception as Man 5/12 10:50am O 40
reviewed, click Mark as

Reviewed.

s Tounmark an exception as
reviewed, click Unmark as
Reviewed.

«» Davidson, Robert

Note: Mark as Reviewed is only
available for exceptions that have
not already been marked as
reviewed. Additionally, Unmark as
Reviewed is only be available for
exceptions that have already been
marked as reviewed.

3 Click Save.
TimePeriod  5/L0/2013-5720/200, 5. Save Cancel
Show Al Home —
-»
= Davidzon Rohert Wf Sheaw S<hedule
Date | Pay Code Amaunt In Dt Transfer Doally Sum
Men 5D 18 ol HN0pie 55 s
Approving Timecards:
Approving Individual Timecards- You can click on an individual employee’s name to View Timecard. Ensure

that either Previous Pay Period or the actual dates of the pay period are
showing in the Time Period. Click on Approvals, then Approve. The
timecard for this employee is now approved.



Approving Timecards Using a Wizard-

1 From the Related ltems pane, select
Timecard Approval.

3 ¥
«

T

AR ML

:’ Manager Delegation
|_ _| Group Edit Results
‘:’ Inbox

\_’ Schedule and Leave
I_'I Reports

:’ Manage Time OFf Requests

‘ 7| Timecard Approval

2 Review the Punch Issues page for .
any cxceptions trat have ot been
addressed. Correct the exceptions as
necessary.
Presinus Py Pesind = a1 Hare (=]
Mame Missed Punch Uniax Abs
Janes, Jill
Apderson, Hick
Erioe, Harald
3 Click Next. | = ”ﬁqat =
4 Review the Manage Request page for
AT T o B - B b et
any unapproved requests. - -
ucrr x| ishranes o
P
[ e nte [T et pRa—
Click Next.
0On the Approve Timecards page,
select one or more employees whose
timecards you want to approve or click | | APPROVE TIMECARDS
Actions > Select All Last Refieshed: Z46PM
Punch * Amount * Accruals
Employee
Frocess Employes Totals Approees
E-mail =
Frirt —=»
Export 1o Excel
Expocit 10 05y
Dayidzon, RBobert
7 | Select Approvals > Approve. APPROVE TIMECARDS
Show &1 H:
Last Refreshed: 2:45PM :
Time Period |Provi
Actions * Punch * Amount * Accruals * Schedule * | Approvals
Employze G
tame Approyal A Remoawez Approval
Anderson, Mok
Erigg=s, Tom
Chang, Judy




8 Click Yes.

Are you Sure you want to Approve?

9 Click Next.

10 | Review the status of your imecard

apprwals :RE\\:III !n‘rnn.n_._rs

If the Group Edit Results indicate that | ==
some timecards are approved, click e Pt o o P o L - Sanim
the Details link and review the

reasons why.

11 | Click Clear.

o o

Select Related Information -
12 | Click OK.
o Do youwant to clear the context and start 8 new Timecard 2pproval?
QK Cancel
Questions?

If you have questions regarding use of the Kronos application, please submit a question to AskHR-
http://www.clemson.edu/employment/contact_hr/

—Choose KRONOS when prompted
—Type your question in the My Question / Comment section

—Click on Submit. Your question will be answered as quickly as possible.

My Question / Comment is About:

Kronos -

My Question / Comment:

I need help with.... -

Submit |

*Clemson Human Resources Service Center (HRSC) has Kronos FAQs located under Current Faculty/Staff then
Payroll: http://www.clemson.edu/employment/hrsc/faq/.
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file:///C:/Users/klsnide/Documents/Kronos/*Clemson%20Human%20Resources%20Service%20Center%20(HRSC)%20has%20Kronos%20FAQs%20located%20under%20Current%20Faculty/Staff%20then%20Payroll:%20http:/www.clemson.edu/employment/hrsc/faq/

