Reporting Time in Kronos — Desktop User
Timestamp and Hourly Employees

Students & STEs who do not have access to a timeclock.

ArtPower Students

Box Office Students

SPACES Students

Food Pantry Students

CSI Community Service

Some Short-Term-Exception Employees
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Accessing Kronos (WFM)

Access Kronos, also known as Workforce Management (WFM), through this link: Kronos
Click Single Sign On (SSO) Login. Login with your work AD account.

UKG

Welcome,
come on in!

©®

Forgot your password?

SSO Login

(WFM) Kronos—New starting page

All employee related tasks can be performed by selecting the applicable tiles. Navigate by clicking
on the arrows within the tiles.

* Punch - Allows you to clock in and out. This includes adding transfer codes for folks with multiple
appointments.

* My Notifications — Displays system notifications, including your requests and missed punches.

* My Timecard — Allows you to view your timesheet.

* Manage Schedule - Tile will only show for supervisors who manage employee’s timesheets.

* My Time Off — Allows you to submit time off requests.

* My Schedule- Will display your schedule if there is one set.

@ UCSanDiego

@ Weicome back Victor

You may edit your homepage tiles by clicking on the pencil icon found at the bottom of the homepage.
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Viewing Your Timecard

Upon login, click on the arrow in the My Timecard tile to view your timesheet.

Timecard approval
Pay period

= @ UCSanDiego My Timecard

5 ~ CurrentPay Period ¢ Loaded: 3:33 PM

3= v 4 T~ <L
ist view Approve Analyze Share
Date Schedule In Out Transfer Pay Code Amount Shift Daily Period Absence
Mon 1/26 8.00
Tue 1727 8.00
Wed 1/28 8.00
Thu 1/29 8.00
Fri 1730 8.00
sat1/31 8.00
( Accruals Totals Audits Historical corrections 1

e This icon will allow you to change your how your timesheet is displayed. The display above is considered “List View”.

Viewing Accruals

Your accrual balances can be viewed within the Timecard or by accessing the My Accruals Salary tile on the
homepage. Navigate to the bottom of your timesheet, clicking on Accruals will bring up your accrual menu.
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Clocking In/Out

The Punch tile is used to record in/out punches.
1. Log in to Kronos.

2. From the Punch tile, click the Punch button
3. Click Sign Out to end your session. i

@ Welcome back, Victor

Last Punch: 1/08/2026 1:33 PM ()

Recent Transfers ‘

Note:
. Add Transfer @ Scan
* Kronos displays the recorded punch
tlme' . Cancel Deduction Q
* Kronos uses the server time to record

the punch time.

B e

Transferring Time using My Timestamp

Employees with multiple jobs must use the transfer code to allocate hours to correct position.
1. Log in to Kronos.

2. From the Punch tile, click Add Transfer.

@ Welcome back, Victor

Punch

Last pumen: 10812026 1399w (D)

Recent Transfers

3.  Inthe Transfer menu. You will see an option to add labor category. This is where you will be able to enter

your supervisor’s code and the position number associated with the position you are clocking in for. Click
Apply once you have selected the correct supervisor code.

*  Transfer

brmary ocason
UCSDYSLC/STUBENT @

wor
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4, Click Punch to clock in. You will see this confirmation message if punch was successful.

@ Welcome back, Victor Punch

Punch
Last Punch: 1/09/2026 1:39 PM (D) "
Recent Transfers °
Add Transfer (F) Scan s Your punch was successful.
9:20 AM

© Punch Time

=

Cancel Deduction Qo

5. To sign out, click on the three lines in the top left corner.

= @ UCSanDiego

@ Welcome back, Victor

Punch

Last Punch: 1/29/2026 9:13 AM (1)

Recent Transfers

®

Victor Gonzalez-

VG Estrada
Edit Profile ¢
Home
Time
Schedule
Dataviews & Reports v
You will see this menu  wmomsten -, Click Sign Out.
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Approving Time

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

1. First, ensure you are viewing the correct pay period (top right hand side of your screen).
2. To approve, Click the Approve Timecard icon located in the top left hand corner.
= @ UCSanDiego My Timeca
= J el
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

velow 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.

UC San Diego



Hourly Career Staff (Non-Student positions)

In addition to clocking in/out as shown above. Career staff are able to enter hours via the Pay Code and Amount
column.

+ + [+ + |+

Ensure you are editing the correct date line. Click on Pay Code, select the correct pay code.
Then enter the amount in the amount column.

Make sure to click on Save in the top right hand corner.

e

Once ready, make sure to Approve your timesheet following the steps listed in the previous page.

How to submit - Time Off Requests

Time off requests may be submitted through the My Time Off tile, found on your homepage.
. *Reason — Clicking here will open a dropdown of your available accrual buckets (Vacation, Sick, etc.).
. *Date — This is where you select the date range for your request.

. Advanced Options— This is where you will specify how many hours you are requesting. This also allows you
to submit requests with non-consecutive days.

. Submit- Submits your time off request.

My Time Off
v
Vacation - Hourly: 41.7... (D
2/02/2026 - 2/06/2026 a
4 )
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1.

5.

First, Click on the box labeled Reason (Highlighted above). Select the correct accrual bucket you will

use.

Next, Click on Date. This will open the calendar as shown below. Select your dates and click Apply.

Click on Advanced Options.

shown below).

* Request time off

Time Off Request Hourly

2/02/2026 2/06/2026

2/10/2026 2/12/2026
Add another date

Enter the dates and details for your time-off request.

B 6

=NC]

Date Range
Start Date
2/02/2026
< February

sun Mon Tue Wed

22 23 24 25
1 2 3 4
8 9 10 "

Cancel

End Date

2/06/2026

2026 >

Thu  Fri  Sat

Note: You may select non-consecutive days in the menu that opens (as

Next, select Hours. Enter a start time and then add the number of hours to duration. Please see
example below. Note: If you select Full but do not have a schedule, your request will not show

correctly.

Request time off

o Time O Request Hourly

Vour Request

Time Off Request Hourty

Vacation - Hourty (41.75 Hours)

Comment [0]

@ ds comme

Lastly, click Submit to submit your request
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Getting Help in Kronos

On the top right-hand corner of your homepage, you will notice a few icons.
o Magnifying glass - Employee search, available to supervisors.

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

e Bell Icon - Takes you to your control center where you will see any pending request, tasks and system messages.

all
= a

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.

x

Victor
Gonzalez-Estrad
a

= @ UCSanDiego ReportLibrary

Edit Profile & signout & - =
& )
Search Q Regaring unRgan
s
Schedule . .
0 No completed reports are available, Click Run Report” to select and run a report. 7
Dataviews & Reports
Dataview Library i tumphtm’ [nl

Group Edit Results » TnProgress [0]

Report Library » Upcoming Reports [0}

My Information

Maintenance

1. Click on Report Library.

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, hyperfind, and
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Time Detail

per employee, t
by labor category and pay code
(excluding combined pay codes) and then
e only (separately listing

Summary data
ling time a

combined pay codes).

Timeframe *

& -

typerfind*

2

Output Format

)

ata about each
duration, and pay
played

aney

format.

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

5.

6.
7.

e s

[r—

sana

vy

*

Click on Add

or

Edit conditions. This

will

allow vyou to

search

for specific employees.

Select conditions

Filter

v General Information

l Name or ID

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

Reports To

Employee License

Click Apply.

Name or ID

@ Include O Exclude people who meet this condition
Searchby | By lLast Name - |
v Choose Specific People

Search for

[+

Selected items*

X

Selected conditions

User accounts are active as of today

Employee employed and working as of today

Lastly click Run Report.
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