KRONOS Instructions for Hourly Employees

Usernames and passwords in Kronos are NOT currently synchronized with Novell.  Your default username AND password are both initially set as the first letter of your first name, followed by your last name.  For example, James Smith’s user name AND password would be “jsmith” (all lowercase).

You will be immediately asked to change your password.  Follow the instructions on the screen to complete the password change.  Once you have changed your password, you will see your default Kronos window, the “Timestamp” screen.

How to Log In:
1. Double click on the KRONOS icon.
2. Type in your user name and password and press the Log On button.

How to Use Time Stamp (Punch In/Out):

1. Click on the Refresh button to update the clock.

2. Click once on the Record Time Stamp button.  The time for the punch will appear below.

How to View My Information Tab:
1. To see the options for My Information tab click on the down arrow on the tab.  The following options appear:
* Time Stamp – allows you to punch in or out from the computer.
* My Timecard – allows you to view your timecard.
* My Reports - allows you to view your timecard information plus more in a report format.

How to View My Timecard:
1. Click the My Information tab and select My Timecard.  You have a view only of your timecard.  
2. At the top of the screen shows your name, Z number, and allows you to choose a specific pay period, ex: current pay period, next pay period, previous pay period, etc.
3. The top half of the screen is your timecard.  
If you notice:
* boxes filled in red – identifies a missed punch in or out. – Please contact your supervisor to input the correct time for the punch.
* boxes outlined in red – the time displayed deviates from the schedule setup for you.  Your schedule is located in the bottom right corner of the window.  
The bottom half includes:
* Totals & Schedule tab – identifies the all totals for your timecard.  Your work schedule appears to the right of this tab.
* Accruals tab – shows your accrual totals for Sick and Vacation time since your last check
* Audits tab – shows all transactions made to your timecard.
4. If your punch in/out time is not showing select Actions, Refresh.
Refresh will update the screen with the most current information.

How to View My Reports:
1. Click the My Information tab and select My Reports.

2. Choose which report you want to view in the Available Reports box.
* Accrual Balance and Projections – identifies available sick and vacation time since your last pay check.
* Schedule – identifies your schedule for a particular pay period.
* Time Detail – displays detail about your timecard in a report format; i.e.,  totals and punches
3. If you selected the Accrual Balances and Projection report then select a specific date from the window, press OK, and then go to step #4.
If you selected Schedule or Time Detail reports then select the pay period in the As of box and go to step #4.
4. Click the View Report button.

How to Log Off:
1. Select Log Off in the upper right corner of the page.
PLEASE NOTE:  Vacation and Sick Leave Accruals will be imported from Banner upon eligibility.
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