Approving Time in Kronos
Manager/Supervisor Reference Guide

Career Staff responsible for approving timecards
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(WFM) Kronos Homepage navigation

On the top right-hand corner of your homepage, you will notice a few icons.

e Magnifying glass — This icon will allow you to search for specific employees.

e Question mark (?) — Takes you to helpful how to guides and video walkthroughs relevant to whichever

pager you are on.

e Bell Icon —Takes you to your control center where you will see any pending requests, tasks and system

messages.
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* Manage Timecards — Allows you to view and edit your employee’s timesheets.
* Manage Schedule - Allows you to view and edit your employee’s schedules.
* My Notifications — Displays system notifications, including time-off requests.

UC SanDiego




Accessing Employee Timecards

. From your homepage, Click on the Manage Timecards tile.
. To move to other employees’ timecards, use the arrow buttons or the employee field
drop-down arrow. Ensure you are viewing the correct pay period.

= @ UCSanDiego Employee timecards

Date schedule Absence In Out ransfer Fay code Amount shift Daily Period
+ San 215
+ Mon 2116 I am 800 8.00

- Punch Pair

+ | O § meww aso 850 16.50
+ O § v ‘ Hours Worked 2m0 o0 2450
+ O mms i Av512754,5.C15100; 100 1 2550
+ 220 2550
+ 2 2550
+ E) P
+ on 2123 5,
+ Tue 2724 2550
+ Wed 2725 2550
+ Thu 226 2550
+ iz 2550
"

e Exception symbol- Signifies that a punch falls outside of the schedule for an
employee.

Adding a Missing Punch — Non-Exempt Timecard
1. Click the solid red missed punch exception.

Date Schedule Absence In Out
Sun 2115
Mon 2/16

Tue 2/17

Wed 218

Thu 2119 — 2:00 PM S

Fri 2/20

(ONNORNO)

Sat 2/

Sun 2/22

e[+ +]+][+]+]+

Mon 2/23

2. Click the red square. Enter the missed punch time

* Besure toinclude a ‘p’ for pm.
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* Ex.7aor 3p. A colon is optional (e.g. 330p or 3:30p).

3. Inthe top right-hand corner, Click the Save icon.

LI

Save

Transferring Time — Non-Exempt Timecard

Folks with multiple appointments require their punches be transferred each pay period. This
will ensure the correct departments are billed.

1. Click the Transfer cell in the row for the applicable date.
Absence In Out Transfer
P/ 10:39 AM 12:36 PM -
§ 330PM 425 PM 40994076, 5LC-13420,:
40690600, SLC-12100,;
B 928PM 11:48 PM =:40742982,,5LC-12100,;
- -:40701970,,SLC-12100,:
B 11.72 ARA 2.NT DAA

:+40706931,,SLC-16550,;

Historical corrections

associated with the secondary position.

Search.

Search...

TIooTeS

A dropdown menu will appear where you may select the Position Number and Supervisor Code

You may also manually add the Position Number and Supervisor Code manually by clicking on
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4.

5.

6.

7.

Next enter the correct Position Number and the Supervisor Code

Transfer X
Labor categories

Position Numbel

40994076 ¢ 0O

STDT 3

Supervisor Code
SLC-12100
AS Graphic Studio

Quick links
Work rule

Cost center

Click OK, then Apply.

Last step, make sure to Save!

Transfer

1 UCSD/SLC/STUDENT

None
None @

40704491, 5L.C-16310,

© Addworkrule «

@ Add cost center -

» @ Add labor category

The transfer menu will appear. Click on Add Labor Category

( cancel Apply
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Attaching a Comment — Non-Exempt Timecard

Comments can be added to give a punch or pay code documentation on why something has
occurred. Right-click the applicable punch or pay code amount.

1. Click Comments.

2. Select the applicable comment. An additional note is optional.

Comments (1) X ' 3. CIICkAppIy

4. Click Save. You will see this icon if comment was successful.
Add comment

® | Missed Punchpe.. ~

o= )

Missed Punch per Supervisor, Verbal _ 2:00PM 9

Missed Punch-Exception Log Receiv...

Multiple Comments
New Hire - No Timecard

No Break Taken

Deleting a Duplicate Punch

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

Sun 1706
Mon 107 0.00AM-12.00PM Q00AM ]
300 AM I F00PM )

Tue 108
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1.

o v kA w N

Right-click the applicable punch and click Comments.

Comments (0) X
© | selectacomment ¥
o= )

Disability Leave - Sick

Disability Leave - Vacation
Double Punch - Duplicate Deleted
Early Out - Scheduled

Early Out - Unscheduled

Select the Double Punch — Duplicate Deleted

Click Apply.

Click Save.

Click the applicable punch cell again and press Delete on your keyboard.
Click Save.
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Viewing the Monthly (Exempt EE) Timecard

The Table View timecard, (formally Project view), displays employee time by hours and pay codes.

This icon will allow you to change your how your timesheet is displayed. Below you will see the “Table View”.

S
Jan st ) Jan st i Martin Luther King Jr D... - | 8.00 o Jan st 5 Jan st
Sn | and ~ | Mo | 2nd Tue | ona: ~ | Wed | 2nd
Daily tota Daily total: ~ 8.00 Daily total: Daily total:
Total to date: Total to date: 8.00 Total to date:  8.00 Total to date: 8.00
 Jan st ~ Jan st Jan st ~ Jam st
~ | ™ | 2nd ~ | Ei | ond St | ond ~ | Sun | 2nd
Ol 2 . ) | =3 24 Olas |
Daily total Daily tota Daily tota Daily total
Total to date: 8.00 Total to date: 8.00 Total to date:  8.00 Total to date: 8.00
o Jan st Jan st Jan st Jan st 9:13 AM - 11:34 AM
ten | 2nd s s | 2ndt Tu | 2nd
Daily tota Daily tota Daily tota Dailytotal: 2.5
Total to date: 8.00 Total to date: 8.00 Total to date: 8.00 & Totaltodate: 1025
y Jan st Jan st
s ‘ | 2na 5 | d
- Daily tota Daily tota
& Total to date:  10.23 Total to date: 10.23
Accruals Totals Audits Historical corrections

Adding Pay Code — Table View Timecard (Exempt EE)

C Add project D

1. Select the correct date. Click Add Project.
2. Select the appropriate pay code. Make sure to use Salaried code for Exempt employees. And
Hourly for non-exempt employees.
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Amount X

Paycode *
(
Sick - Salaried I A ]
N
Amount *
| Full sched day v ‘
L
Transfer
p

3. Select amount and click Apply.

1¥]

4, Click Save. save

Adding Pay Code — List View Timecard (Non-Exempt EE)

1. Locate the day row and click the Pay Code cell. Example below shows hours will be added to 2/19.

B ~ Current Pay Period
= v [-24 3
Date Schedule Absence In Out Transfer Pay code Amount shift Daily

+ Sun 215

+ Hon 2416 lj presicens Day I 500 200

+ O 0 mwerr 250 850

+ | © [ weszs Fours Worked 200 800
—) + "

+ .

+ 1

+ 2

+ Mon 2123

+ Tue 2124
5. In the Pay Code drop-down list, select the appropriate pay code. Make sure to use Salaried code

for Exempt employees. And Hourly for non-exempt employees.

o

In the Amount field, enter the number of hours.
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Pay code Amount

I| Presidents Day ] 8.00

Hours Worked 850

Hours Worked 8.00
[

2. Click Save.

1)

Save

Correcting a time Punch

In Out
P 10E5AM 2:00 PY
AT Fd B3 B
B imamrm 4013 PM
435 Prd B:31 PM
P Edam 1231 P

1. Locate the punch error. A missed punch will show as a red rectangle as shown above.
2. Right-click on the Punch to open the Punch Actions window.
Punch actions

Date:
3/19/2026
Time:

10:00 PM
Rounded time

10:00 PM

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

ast edit date:
312012026
Edit made by

Gonzalez-Estrada, Victar

& 9

3. Click Edit.

10
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4. A window appear on the right hand side. Here you will be able to edit the time and select what type
of punch it is.

srvorzuze

(GMT -08:00) Pacific Time (..

5. Click Apply. Then make sure to click Save on the timesheet.

Assigning a Schedule Pattern

For hourly employees, schedules are used to track exceptions when an employee is early, late or absent.

1. Navigate to Schedule Planner with Absence Calendar. You may do so by clicking on the Manage
Schedule tile on your homepage. Or using the three lines icon on the left-hand corner and selecting
Schedule Planner with Absence Calendar.

2. You may use the search bar circled below to search for specific employees.

= @ UCSanDiego Schedule Planner with Absence Calendar

View by Employee ¥ ﬁ ~  Next Schedule Period n& v AllHome {3 Loaded 3:15 PM

L/ [/ - e =
o Jo 2 B 8 Io e &5 v x O c
Assign Unassign  Insert Shift InsertShift Comment  Paycode Copy/ Delete Swap Approve Refuse Cancel Quick Refresh
Transfer Template Paste Actions
( gonzalez-estre . | Sun 4/05 - Sat 4/11
~—  — 4
Sun 4/05 Mon 4/06 Tue 4/07 wed 4/08 Thu 4/09 Friana satan1

[0 Name[0/760] & 154 4n ga 12p 4p 8P 124 4a BA 12p 4P 8P 120 4A A 12P 4P GP 124 4A BA 12P 4P GP 124 4A BA 120 4P 8P 12A 4A BA 120 4P GP 124 4A BA 12° 4P &P

(] Gonzalez-Estrada, Vi...
—

3. Right click on the employee name. Then click Schedule Pattern.

Gonzalez-Estrada, Victor
ADMIN
UCSD/SLCTADMIN

Employee id
10579191

Primary job

ADMIN

Schedule Group
Incoming Requests Count
Primary location (path)
UCSDYSLC

Scheduled Hours

85 =% o Ix O .
:

EnterTime  Lock vers  GaTo
Fattern ot

aycade off actions

11
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4. Next, click on Pattern Template. The system has a few patterns built in that you may choose from.

Schedule Pattern

Gonzalez-Estrada, Victor
ADMIN
SD/S ADMIN

Specify Date

8- .8 9 ©

Pattern Template ay

64-230p Tuesday to Saturday
730a-4p M-F

7a-3:300 M-F

8a-4 30p Mon-Fri 8a-4:30p

Wednesday

Thursday

Friday Saturday

5. In the 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

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

pattern.
9. Click Apply.
10. Click Save.

Adding a Shift

1. Navigate to Schedule Planner with Absence Calendar. You may do so by clicking on the Manage
Schedule tile on your homepage. Or using the three lines icon on the left-hand corner and selecting
Schedule Planner with Absence Calendar.

12
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2. You may use the search bar circled below to search for specific employees. Select the employee.
3. Next click on the Quick Actions (located on the left hand side above the employee name search bar.

= (@ UCSanDiego Schedule Planner with Absence Calendar

&

View by Employee ¥

o o ¥ B2 9 T @ 0 5 v X o 4

| S

Assign Unassign  InsertShift InsertShift Comment Paycode Copy / Delete Swap Approve Refuse Cancel Quick
Transfer Template Paste Actions
gonzalez-estre | search... Q | /05 - Sat 4/11
Name Description Wed 4/08
(1 Name[0/760] < ;| A 12P 4P 8P 12A 4
| ea230p 6a-230p ]
[7] Gonzalez-Estrada, Vi...
— 7-330 7a-330p
730a-4p 730a-4p
830a-5p 830 am - 500 pm

3. Click Insert Shift Template. Select from the menu provided.
4. The symbol “+” will appear. Click the date that you would like assign the shift to.

B Mon 4/06 Tue 4/07
12A 48 BA 12p 4P &P 12A 44 BA 12p 4P ap 1

_I_ Tue 4/07
124  4A BA 12P 4P EP

|'E- 00 AM - 2-3 'I

5. If successful, the shift will show as a purple bar (shown above). Click Save.

13
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Editing a Shift

From Schedule Planner with Absence Calendar page. Select the shift you would like to edit.

Tue 4/07
124 4A 8A 12P 4p 8P

6:00 AM - 2.3._*

Right click on the shift, in the pop-up window. Select Edit.

60-230p « 6:00 AM - 2:30 PM [8.50]

600 AM 2:30PM
1 6:00 AM -2:30 PM [8.50] UCSD/SLC/ARTIST

- 2

¢ W & o © ¢ O

Edit Add  EnterTime Unassign  Delete cut Copy
Paycode off

*In this pop-up you may also unassign the shift, delete the shift, add a pay code, and time off.*

You may enter the time manually (highlighted below) or use the sliders on the purple bar (circled
below).

I Edit Shift =
ui

6:00 AM-2:30 PM [8.50]
............

e
ARTIST
UcsDrsLeraRTIST @

E 4 v »
i ®

© Add segment

Regular -

Comments [0]  Add comment

4. Select Apply once the needed edits have been made. Click Save.

14
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Approving Time Off Requests

1. To view/approve time off requests: Use the My Notifications tile on your homepage. Click Employee

Requests.
My Notifications >
Timekeeping j2 >
3
My Requests 1] >
Tasks 0 >
Timekeeping Requests 0 >

Qo &

2. You may also use the Bell Icon (located in the top right-hand corner).
Bell icon will show this menu:

Control Center a

Timekeeping
Chu, Paul
6/22/2022 9:05 AM

Alert Type
Unexcused Absence

Exception Date
6/22/2022

¥ ©
Mark Read elete

Use the Go To icon to view the request.

15
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3. Select the Request. This will open a few actions you may use.

4. Here you may sel

Categories

12 Timekeeping

4 EmplQyee Requests
0 My ReqWests

0 Tasks

0 Timekeeping Requests

vy @3-

® Filter: £~ Nostatus CancelSu.. [3) ~ None & ~wnone | D

Time Off

Adams, Eliza
6/09/2022 11:56 AM
EA20

6/13/2022 - 6/13/2022
Submitted
Submitted

Time Off

Garcla, Marla

8/08/2021 3:12 AM
G20

8/19/2021 - 8/20/2021
Submitted
Submitted

Time off

Devos, jullo
8/08/2021 3:10 AM
D20

8/20/2021 - 8/20/2021
Submitted

Submitted

Time off

Adams, Olivia

8/08/2021 3:09 AM
420

8/20/2021 - 8/20/2021

Submitted
Submitted

Time Off

v

10f1

Time Off

Time Off

Adams, Eliza

job
Senior Associate

Assaciate

> Accruals

> More Details

> Modified Dates
~ Requested Dates

Paycodes

Vacation (Full day)
1Day
Monday 6/13/2022

r Ctat,

[ submicted

Hict

Edit a time off request:

LR NOUAEWNE

[
wnN e o

ect to Approve, Refuse, set to Pending or makes Edits

Select Edit from the actions circled above.
Change the vacation dates by selecting the Edit next to the entry you want to change.

Select the Dates.
Select the Duration.
Select Deduct from.
Select Review.

To delete a time-off period, select Delete .
To add additional time to the time-off request.
Select Add Another Period .

Select the Dates.

Select the Duration.

Select Review.

Select Refuse, Approve, Pending or close the slider to view additional notifications.

16

to the selected request.
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Approving Time
1. First, ensure you are viewing the correct pay period (top right-hand side of your screen).

To approve and individual timecard, Click the Approve Timecard icon located in the top left-
hand corner.

= @ UCSanDiego My Timeca

Date

3.

Click on the three lines near the home icon on the top left of the screen to Sign Out at the end of
your session.

Note:

Once approved by the employee, the timecard is shaded yellow. Each color represents
where the timecard is within the approval process.

Employees must approve their timecard each pay period.
If applicable, to remove an approval, select Remove Timecard Approval.

Timecard Approval Color Codes

vello Approved by Employee, not Manager

Light Purple

Approved by Manager, not Employee

- Approved by Employee and Manager

Grey  Timecard Signed Off.

m Totals, cannot be edited.

17
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Approving Time — Multiple Timecard Approval

Review all of your employee’s timesheets and resolve any punch issues, before batch

approving.
1. Click on the Icon of three lines in the top left hand corner.
Select Employee Summary.

®

Victor Gonzalez-

VG Estrada

Edit Profile & signout (3

Search Q

Time

Employee summary

Schedule
Workforce Planning
Dataviews & Reports

Dataview Library

2. This will show all employees that directly report to you.
Make sure to double check you are on the correct pay
period.

18
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@ UCSanDiego Employee summary

-
@ v A % & & & I ¢ H

@ 1nformation Data within Actual days cannot be retrieved. Contact your system administrator.

v Employee full name T Employee id
Abrenica, Victoria 10767538
Abundis, Armando R 10406157
Achar, Prahlad 10765959
Adame, Ethan 10725160
Adeojo, Diekololuwa 10774597
Agbayani, Albert R 10364491
Ailey, Amarissa 10804535
Akuluze, Simsolika 10816851
Alabdullah, Rahat 10670637
Alam, Ammar 10805025
Aleaga, Alina L 10371428
M A Amien anRaaRa?

3. Click Select All.
4. Lastly click on Approve.

o

Accessing My Reports

My Reports are accessed from the 3 lines on the top left-hand corner. This will open the side menu as
shown below.

victor = @ UCSanDiego Report Library

Gonzalez-Estrad

a
Edit profile & signout & - e
B )
[ search Q Reparing fun epar

it
schedule " G

0 No completed reparts are availatda, Cick ‘un Report” t select and run a report. X
Dataviews & Reports -

» Completed [0]

Dataview Library
Group Edit Results » InProgress [0]

Report Library

» Upcoming Reports (0]

My Infarmation -

Maintenance

1. Click on Report Library.

2. Select the Run Report. The question mark icon in the top right hand has walk throughs for
running reports.

3. Select the Report you’d like to run. Once selected, you will be able to enter the date range, hyper

19
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4. Click Hyperfind, Ad Hoc will allow you to search by specific employee.

5.

6.
7.

find, and format.

[ Hyperfind editer

adhe 2 Home ermpiayess

adhoc

Time Detail X

and pay
ayed

per emplayee, totaling time and money

by labor category and pay code

(excluding combined pay codes) and then
de only (separately

ombined pay codes).
Timeframe *
B < >
yperfind *

Output Format *

POF =

bty

%

Click on Add or Edit conditions. This will allow you to search for specific employees.

Select conditions

Filter

» General Information

|| NameorID

@ Include O Exclude people who meet this condition

[ Name or ID

] Searchby | By Last Name

Primary Job
Expired Primary Job
Primary Labor Category
Primary Cost Center
Additional Information
Person's Dates

Reports To

Employee License

Click Apply.

v Choose Specific People

Search for

(=

Selected conditions

Selected items*

User accounts are active as of today

Employee employed and working as of today

Lastly click Run Report.

20
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