Approving Time in Kronos
Manager/Supervisor Reference Guide

Career Staff responsible for approving timecards
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Accessing and Logging Off Kronos

Access Kronos through the Intranet. Enter your Username and Password.

Note: Always use the Sign Out link when logging off of Kronos.

L ] L [ Kronos Workforce Central(R) X +

@ https://kronos.ucsd.edu/wfc/logon P

KRONOS®

Workforce Central® versionso1s

Campus Active Directory Logon

(your email username and password)

Overview — Using the Navigator

Navigators have many different parts. Each part of a navigator either provides you with information or

helps you to perform a task.

£ 4 KRONC “::‘Ir::liid-:- Test Manager

A Manage My Department =

KRONOS
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HOLFS Summary et Py Period = (@i AmmHome and Eligibie o T £
Ex i+ vV 0 o >
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Total Peguler sick Vacation Holiday Lwop oTH .
[} Hon OT Timecard Approval
- >
Group Bt Results
| reporis
Timecands
1 7 Schedules
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& 14778 w8 0 .00 4000 10.00
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Overview — Using the Navigator

Screen Area Description

A horizontal area at the top of the navigator that displays the
currently opened workspaces as tabs. Click a tab to bring a

Active Bar . - . .
workspace into focus. Click the Refresh icon next to the title
to reload the workspace with its default information.

Name/Sign Out Identifies the user and provides a link to log out of navigator.

Links, which appear as icons, enabling you to quickly view the
Alerts type and number of tasks and issues that require your
immediate attention.

Container for one or more workspaces (Note: Carousel
Carousel appears only if you have been assigned another workspace in
addition to your home workspace.)

Click to open the Search widget, to locate employees and

Search . .
their information.
A work area made up of one or more views and the Related
Workspaces
Iltems Pane.
. A workspace can have one or more pre-sized views. Views
Views and . . . .
. are holding areas for widgets, which are the task-oriented
Widgets

tools you use to review data and perform actions.

Related Items

Pane Includes additional widgets that are part of the workspace.

Accessing Widgets

Widgets are accessed from the Related Items Pane by clicking on the name. When opened, the Widget
opens on a separate tab. Clicking the ‘X’ in the tab closes the Widget. Manage My Department will
always remain active.

§4 KRONOS
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Accessing Employee Timecards

Use these methods to access an Employee’s Timecard:

. From the Related Items pane, select Timecards.
. To move to other employees’ timecards, use the arrow buttons or the employee
field drop-down arrow.
. From any widget, select an employee or group of employees. Click the GoTo button and
select Timecards.

J From any widget, double-click the employee’s name to open a single timecard.
> \f'l] =1 %W
<t H All Home and Eligibleto T.. | =

o [
| Exceptions
[ | Timecard Approval
| - Edit Resul ~ Go to widget
: My Timecard
j | Reports Audits

Rule Analysis
.
| Schedues

Schedules
| n ' Reports
; » Go to workspace
- |
I*WWD"W“ I Timecands fix
—
Timecards
Test Timestamp, Studen v 4 50of5 TEST-EETS-SL

Test BYA, Student Life

Test Employee, Student Life

Test Exception, Student Life

Test Payroll, Student Life Schedule In
qest Timestamp, Student L@
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Viewing the Project View Timecard

The Project View timecard displays employee time by hours and pay codes.

Employee Name Edited Hours Pre-populated Hours Time Period
Timecards Tl =
st Exception. Student = 1061 TEST-EXEE-5L Loadid 109 PM  Current Pay Penod w | |5%2 | 1 Employes(s) Selected -
v - ') =
Pay Code Transfer Sun 1/13 Mon 1/14 Tue 1/15 Wed 1716 Thu 1417 Frilfe Sm 119 Total
- : -
®
x
x )
Schedule 7-30AM-40 7-304M-4 0 7 30AM-40 7-30AM-40 T:304M-4.0
Daaily Total 80 80 85
Totals Accruals Histotical Cormections Audits
Al v Al
Account Pay Code Amount =
TS
¥, Requl
Transferred Hours Pay Code Totals Schedule Daily Hours

Viewing Accruals

Your accruals balances can be viewed within the Timecard or by accessing My Reports. Click the
expand more information. You can view your Accrual balances by clicking the Accruals link.

Show or Hide More Content

Totals Audits Historical Corrections

Accrual Code Accrual Available Balance Accrual Taken to Date

Sick 0.0 0.0

Vacation Hours 333 0.0
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Adding a Pay Code — Project View Timecard

1.
2.

If the pay code does not appear in the timecard, click the Enter Pay Code cell.

Click the applicable Pay Code from the list.

Pay Code

Please Cho.. | =

Jury Duty
LWOP
Military

Enter the Hours in the cell for the applicable day and pay code.
Click on the pre-populated hours for the day and hit Delete on your keyboard.

Optionally, hours can be edited if working a partial shift.

Pay Code Transfer Sun 113 Mon 1/14
: (o0)
<Enter Pay
E
Schedule T:30AM-4:0
Click Save.
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Viewing the Hourly Timecard

The Hourly View timecard displays employee time by punches and pay codes. Exceptions are displayed

from comparing the schedule against the actual punch times.

Employee Name Late In Exception Comment Added Pay Code Time Period
Amount

Tes Timestamp, Studen. | = 1of1 TEST-EETS-5L Loaded 0:00 AM | Curtent Pay Period = (B ) Employesish Sehected -

v =) (s =

Daie Scheduls In O Transter Pey Code Arnaunt Shift Daily Period

+ Wed 1/02
+ Thu 1/03
* Fei 104
+ Sat 1405
+ Suf 1/06
+ ® gvo.-|.;s a0 40 40
+ G O0AM-1200PMW
+ Tue 1/08 H 5 - 45 45 40
+ Wed 1709 40
+ ® |thuino 10:30AM-3:00PM 10328 4 3 00PN I Y mBKksEn ey A B5
+ Fim [ £1
+ L Sat 12 & 00AM-4.00PM T S0AM) _ as -

Totals Accrusls Higtorical Corrections Audits =

Al v Accour

Account Pay Code Amount =
Requiar 45
A/ BROADMNS Y /-8 Rﬁjll:\' 7.5
. .. Pay Code Totals for .
Excused Absence Daily Punches Missing Punch v . . Shift Hours
Selected Time Period
Accruals balances can be viewed within the Timecard. Click the = to expand more information. You
can view your Accrual balances by clicking the Accruals link.
Show or Hide More Content
Totals Audits Historical Corrections
Accrual Code Accrual Available Balance Accrual Taken to Date
Sick 0.0 0.0
‘Vacation Hours 333 0.0
7
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Adding a Missing Punch — Hourly Timecard

1. Click the solid red missed punch exception.

Fri 1704
Sat /0%
Sun 1/06
b Mon 10T W0CAR- 12 00F8 P00AM m

T 1/08

+ # * + * *

Wed 1109

2. Enter the missed punch time

e Be suretoinclude a ‘p’ for pm.

e Ex.7aor 3p. A colonis optional (e.g. 330p or 3:30p).
3. Click Save.

Attaching a Comment — Hourly Timecard

Comments can be added to give a punch or pay code documentation on why something has
occurred. Comments are preconfigured, and more than one comment can be added to a
single punch or pay code. A blue indicator will appear when comment has been added.

1. Right-click the applicable punch or pay code amount. Punch Actions
2. Click Comments.
Date 1/07/20M9
3. Select the applicable comment. s il
Rounded Time 1/07/20019 5.1 5AM GMT-08:00
4. Click OK. Override: In Punch
Time Zore: (GMT “08:00) Pacific Time (USA; Canada)
5. Click Save. Tijsana
Exceptions. Late in
Last Edit Dale 1M2me
Comment Edit Made By Test Manager, Siudent Life
Commants (0) o 2 @
Late - Seheduled Y ]
Leave Wi .n.u Pay - Uns_ ¥
Camnicel N
* at /0%
+ Sun 1,06
+ (X o0 BOOAMIZIOPM (] 1 E - 2008
*+ Tue 1,08
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Deleting a Duplicate Punch — Hourly Timecard

Deleting a duplicate punch is the only reason for deleting a punch from an employee’s
timecard.

Sun 1706

Mon 107 9 00A 12008 00 |
I -0 AM i 1 B0 P )

Tue 108

1. Right-click the applicable punch and click Comments.

Comment

Commants (0}

Donible Punch - Duplica
Early Out - Scheduled Add

Earty Out - Unischeduled
Family Emergency - Sch. wu

cancet - (@)
2. Select the comment that represents the reason for the punch removal.
3. Click OK.
4. Click Save.
5. Click the applicable punch cell again and press Delete on your keyboard.
6. Click Save.
L+ 5un 1208

Man 1707 0 DO0AK-12 00RH QO0AM p—

=g
Note:

e Before you delete a punch, attach and save a comment to it.

e You cannot add a comment to a punch after the punch is deleted.

e Adding a comment provides documentation about why you deleted the punch.

* After deleting the punch, the comment can be found in the bottom section under the Audits tab.

Totals  Accruabs  Historical Corrections  Audits

Audits = Punch(Acd/EdniDedete)  |w
Date Time Trpe Account Pay Code Amourn Wark Rule Oveirrice Commnt Edit Daan Edth Thmea Us#r Data Source  *
" G01AM Add Punch in Punch 1117 e BA4AM (G sudentife Tamecard E
1o GO1AM add Comme i Painch Doublé Pus 1112010 BABAM (G studen e Tirnecard E
17072019 01AM Delete Punch n Punch 1MENe B:4BAM (G stusdentife Tumecard £
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Adding a Pay Code — Hourly Timecard

Locate the day row with an Unexcused Absence exception indicator and click the Pay

1.
Code cell.

Date
+ Sun 1/13

+ i Mon 1/14

Schedule

12.00PM-5

Out

Transfer

Pay Code

Amount

2. Inthe Pay Code drop-down list, select the appropriate pay code.

Please Cho. | =

Unic
Unic
Unic

Pay Code Amount

3. Inthe Amount field, enter the number of hours.

Pay Code

Amount

D

4. Click Save.

Note:

excused absence.

Kronos converts entries to your organization’s default time format.
Depending upon the pay code, the red unexcused absence indicator may change blue to indicate an

Date Schedule In Out Transfer Pay Code Amount
+ Sun1/13
10
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Transferring Time — Hourly Timecard

1. Click the Transfer cell in the row for the applicable date.

Date Schedule In Out Transfer

+ Sun 1/13

& X Mon 1/14 12:00PM-5: 1200PM 5:00PM :)

2. If the applicable Account Index does not appear in the Transfer list, click Search.

Transfer

3. Click the Labor Account tab of the Transfer dialog box.

4. Click the Account Index labor level drop-down field to select a value.
5. Click Apply.

Transfer
Name Test Timestamp, Student Life
Labor Account J/BKS0003////
Work Rule

Labor Account

Add Labor Account Clear All
Future Use 1: - Supervisor Co.. -
Future Use 2: - Timekeeper ID: -
Account Index: @Ksoom BKS - Operatio. D X Distribution: =

Sub Number: -

Cancel

6. Click Save.

Date Schadule in Out Transfer Pay Code Ament Shify Daily Pariod e
& n 'l
+ x n1d € 12000 =
+ 15 §
+ = 116 12 00PM- 100
Towls  Accrusls  Misworicsl Corrections  Audits
Account
Account Py Code Amount =
rual
19 -

Note: If you are warned that the list is too long, type in the Smart search field all or part of a
account index for the Account Index level.
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Overriding a Punch — Hourly Timecard

There may be a time when an employee punch is interpreted differently by the system. For
example, an employee’s In-Punch is interpreted as an Out-Punch. Performing an override
allows you to edit the punch to get the desired results.

Date

x Wed 116

X Thu 117

+HF

x

Schedule In

12:00PM-5

12:00PM-2

1. Locate the punch error.
2. Right-click on the Punch to open the Punch Actions window.

3. Click Edit.

Punch Actions

Date:
Time:
Rounded Time:

Time Zone:

Last Edit Date:

Edit Made By:

@)=

1/17/2019
2:00PM
1/17/2019 2:00PM GMT-08:00

(GMT -08:00) Pacific Time (USA; Canada),

Tijuana
1/16/2019

Test Manager, Student Life

4. Click the Override drop-down and select either In Punch, Out Punch, or New Shift

5. Click Ok.

Punch

Date:

Time (h:mma) *
Rounded Time:
Override:

Time Zone:
Cancel Deduction:
Exceptions:

Comments:

Q Punch

117/2019

2:00PM

1/17/2019 2:00PM GMT-08:00

P

{(GMT -08:00) Pacific Time (USA; Canada); Tijua... | =

-

Cancel 0K

6. Click Save.

Date Schedule In
+ Tue 1/15
| | 1% Wed 1/16 12:00PM-5 1200PM
+ X ThinT 1200PM2.. [J 200PM
+ Fri1/18

Note:

e Selecting In Punch or Out Punch links the punch to the assigned schedule and could flag a late exception.
e Selecting New Shift could flag an unscheduled shift exception.
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Assigning a Schedule — Schedule Pattern

For hourly employees, schedules are used to track exceptions when an employee is early, late or absent.
For exception employees, the schedule is used to populate the employee’s timecard with hours.

1. From the Related Items pane, select Schedules.
2. From Schedule widget, right-click the applicable employee’s name.
3. Click Schedule Pattern.

Schsdule PatterT

s Add shift

A Py Code

Edit Accrual Amounts
Accrusl Pattesm

Wiew Accruals

JEN N

Wiew Schedule Outfing

4. Verify the Anchor Date.

e The Anchor Date is the date on which the pattern was created. It can be a date in the past. If
you are unsure what date to use, simply make the anchor date the start date of the selected
pay period.

5. Inthe Start Date field, enter the start date of the pattern.

6. Inthe End Date field, enter the date the pattern should end, or select Forever if there is no end
date.

7. Inthe Define Pattern for field, enter the number of weeks or days for which you are defining the
pattern.

8. Select the corresponding option from either Week(s) or Days).

9. Click the first cell to which you want to apply a shift, hold down Ctrl, and click the additional days to
which you want to apply shifts..

10. Click Add Shift.

10. Enter a Start Time and End Time for the shift..

11. Click Apply.

Schedule Pattern

Assignad 1o
Test Excepiion, Student Life Primary job None

Edit Pattern
Anchor Date:* 1 2r30,2018 $5F SwrtDater 1022010 i:  EndDater i
-
Defiree Pattemn far* 1 » Weskis) Dais) Drverride Gilver Pabierns
Add Shift | Add Pay Code Shifi Ternplaie ~  Patiern Template = Ti0a-dp - Find
Mo, Sunday Monday Tussday Wednesday Thursday Friday Saturday
+ x 1 TI0a-4p THa-dp THa-dp TI0a4p TH08-4p

12. Click Apply again.
13. Click Save.

13 UC San Diego



Adding a Shift

1. From the Related Items pane, select Schedules.

2. Locate the employee’s row and right-click the cell in the row and under the date where you want to

add a shift.
3. Select Add shift.

o T

g :- ® Er = M A e o e & =
&=  Add shift
By Employes ® 113119
P Sun 1713 Mon 1714 Tue 1115 wed 14T Thu 1117 Frit/18 Sat 119 +ﬁ Add Pay Code
2 Insert shift template
- Restore
00 - 5 DOFM OBALE - & 0P,
®  Edit Accrual Amounts
3. Inthe pop-up window, confirm that the employee is correct.
4. Enter Start Time and End Time.
5. Click Apply.
Add Shift
Assigned to
Test Timestamp, Studen_. | = Shift Details 12:00am-1.00am{1.00h) Primary Job None
Insert Template = Shift Label Repean this shift for days
Start Date Type Start Time End Time End Date Duration Labor Level Transfer ~ Work Rule Transfer

+ x 1/17/2019

Reqular 12:00pm 3.00pm 1/17/2019 3.00

Comments (0) ~

6. Click Save.

Note: Optionally you can type directly into the cell to add a shift. Examples include: 7a-330p, 7:00am-

3:30PM, 0700-1530

14

UC San Diego



Editing a Shift

1. From the Related Items pane, select Schedules.

2. Locate the employee’s row and right-click the cell in the row and under the date where you want to

edit a shift.
3. Select Edit.

Thu 1/17

12:00PM - 3:00PM
2
"
X

afe

D

Fri1/18

Edit

Add Pay Code
Delete

Cut

Copy

3. Inthe pop-up window, make any edits to the fields and the shift.

4. Click Apply.

Edit Shift

Assigned to

Comments (0)

+| X 117/2019

Test Timestamp, Studen.. | =
Insert Template «

Start Date Type

Regular 12:00pm 2:00pm 1/17/2019

12:00pm-3.00pm(3.00h)

End Date

days

Labor Level Transfer

Work Rule Transfer

5. Click Save.

Note: Optionally, you can type directly into the cell to edit the shift.

Deleting a Shift

1. From the Related Items pane, select Schedules.

2. Locate the employee’s row and right-click the cell in the row and under the date where you want to

delete a shift.
3. Select Delete.

Thu1/17

12:00PM - 3:00PM
&

‘@
X
alle
©

Fri1/18

Edit
Add Pay Code

Delete

4. Click Save.

15
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Approving Time Off Requests

1. Click the Request Alert located at the top of the screen in the Header.
2. Click Time-Off.

Request Manager Alert (1) =

3. Select the Request.
4. Click Approve.

! # Manage My Department Requests

Requests feT
1132018 6102019, Selec (=) A1 e-off Mt
et Eat Refuse g Retrad. Request Time Off Lt
Modfed By Subject Subere Dot Satus Subatted By Start Dute Erpoyee End tute Firy Code Commets
studentifeexception  Request Tme Offby... 1/10/2019 1L:30AM  Submtted Tes Exception, Stu...  2/15/2019 Test Excepton, Stu.. 2/15/2019 Vacaton

Request Time Off by Hours.

Madified By studereifeexcepton
subjest Request Time OFf by Hous
Submit Date V1072019 11:30AM
Status Subminted
Submitted By Test Exception, Student Lie
StantDate 415209

RequestDetall  Accrisals

Submitted 1/10/2019 1130AM

5. (optional) Click the Comments drop-down arrow and select a comment.
6. Click the Approve button.

Approve Time-Off Request

Mad
Employee
Dataiks

Requestod
Type

Pay mde

Stant Date End Date 2/15/2019
Duration Haours
Start Time  B:00AM

Length B0

Comments -

Note: Once approved, the requested pay code amount is automatically recorded in the employee’s schedule.

16
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Refusing Time Off Requests

=

From the Related Items pane, click Requests.

Select the applicable Date of the request in the time period field.

2
3. Select the Request.
4. Click Refuse.

! W Manage My Department Requests

Requests T
1 Ture-Off
[ntais Edit Approve Pending Retract Fequest Time Off o e
Modded By Subject Subrk Dute Sans Subritted By Start, Dake Enpioyee End Dote Fay Code Coryrerts
studentifesxception  Request Time Off by, 1/10/2019 11.30AM  Submtred Tes Exception, Stu.., 2/15/2019 Test Excepton, Stu., 2/15/2019 Vacaton

Regquest Time Off by Hours

Madified By
Subject
Submit Date
Status
Submitted By
Seart Date

Request Detall Accrsals

Submitted 1/10/201911:30AM
studertif eexcepton 4
Request Time Off by Hours

Test Excegtion, Student Lfe

152019

5. (optional) Click the Comments drop-down arrow and select a comment.

6. Click the Refuse button.

Refuse Time-0ff Request

Submitt ed

Madified by ety

Employes  Test E

Comments -

Request ed
Type Request Time OF by Hours
Pay mde Vs
Start Date End Date
Duratbon Hiours
Stant Time  B:00AM Length

2152019

17
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Approving Time — Individually Timecard

Approving your timecard is required every pay period. Doing so, indicates you have reviewed
and approved your timecard for accuracy.

1. Confirm that all exceptions are corrected.
2. Click Approve Timecard
3. Select Approve Timecard.
W

Approve

Timecard

Approve Timecard

Remove Timecard Approval
Note:

Once approved, the timecard displays in different colors. Each color represents where the timecard is
within the approval process.

Once approved, no further edits can be made to the timecard.

To remove an approval, select Approve Timecard >Remove Timecard Approval.

Orange Timecard has been approved by the employee only

Yellow Timecard has been approved by the manager only

Green Timecard has been approved by both employee and
manager

Grey Timecard has been signed off by either the

employee, manager, or both

18
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Approving Time — Multiple Timecards

Approving your timecard is required every pay period. Doing so, indicates you have reviewed
and approved your timecard for accuracy.

1. Fromthe Related Items pane, select Timecard Approval.
2 Select the Time Period and the HyperFind

3. Click Save.
4

Click Next.
Timecard Approval [or S
ErErr R Gy s @ swocinas @0 w ()

Select Pay Period for Approvals

Time Period

Hype rFind

Resolve any Punch Issues.

After resolving any punch issues, click Refresh.
Click Next.

Click Select All Rows.

Click the Approve Timecard icon.

© 0o N o O

10. Click Approve Timecard.

Timecard Approval

Hours Summasy = I Previous s Pay Period = I3 Al Active Employees -
v
o [
Remave Timecard Approval Paguiar Sick Vacation Holigay LwoP oTH ats ote oro His Toward
Nen OT Holiday

160 V61

o 160

11. Click Next.

12. View the results in Group Edits Results.
13. Click Clear.

14. Click OK.

Note:

Once approved, the timecard displays in different colors. Each color represents where the timecard is
within the approval process.

Once a manager approves, no further edits can be made to the timecard.
To remove an approval, select Approve Timecard >Remove Timecard Approval.

When having multiple manager approvals, the Approving Manager can only remove the timecard
approval.
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Accessing and Running Reports

1. From the Related Items pane, select Reports.

2. On the Select Reports tab, expand the All category and select the report you need to run.

Reports =
REPORTS

| “Create Fe | v Favorite | Duplicate | v |  Fovorite |

3. Select your report criteria.
4. Click Run Report.

wiparta
REPORTS
O weron wann
| Crmate d e |8 " | Y 4L
UMM (A s S AT 1 A L L S 1 T mtaree A T Lot et
e i s =
e e =
proven ——13
Brimtar s Lss
a -
-]
- |
a
v
5 v S T
5. Onthe Check Report Status tab, click Refresh Status.
6. When the status is Complete, click View Report.
Reports - Bk
REPORTS
SELECT REPORTS MECK REPORT STATUS
e =3
Report Name Fomat Date in Date Done Output User
Excophions. pat 019 T 41AM V2019 4 1AM Scroen slugentidemg:
Exceptions O L 3 Do WIS 41 37 A8
sl 2o WS ] A M Dol 20
S oot Py Pl . P
e, Frowous, Dasosd Emplr sas
Evompuors 4} Carceled Deducnor €08, in Lase inLong Bresk Hokde; Shpped Mremum Je;1 Aosve 'V oo Sremum De,a Emplo e 'Volssor Mased n-Purch,
drareay Leaenaed Oed,
Exceptnon O =Duns Excepton Schaduled Aot o Py Cade At Oves
! [Exepte
Ciirwind
Tt Employes Slhocien Lile r TEST-EE-5L
Bty Ot UT0ES 120000 PM 45 a3
Tw 1VBH0TH Earty Dhst V0TS 12:00-00 PM 450 ar
Wad 1SS Laks ln VSO0 121000 PM AT 400
phe Chst USR0S 500 P (1] axr
b Chst 1020194 3300 PM ol
recacucad Aboance
st V0TS B0 00 AM
Top Toest femcunt Qv Escaptson
Eaety Ot 2 an
Lk b 1 am
Lates Dot 2 03r
Uneatuced Abcence 1 WA
Unzahadbet 1 Wi
Tital Hurnber of Excaplaons: 7

Note: The report opens in a separate window or tab, depending on your internet browser options.
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