KRONOS INSTRUCTIONS FOR STUDENT WORKER SUPERVISORS 

Editing Timecards:

Edits to entries in timecards should ONLY be performed to correct errors.  Examples of errors include Missing Punches, Inadvertent Punches, Work Related Errands or Transposed Punches.  Do not make adjustments to existing punches otherwise.  Actual time worked (as recorded by the employee) should be reflected on the timecard, not the employees’ scheduled work time.         

When Do I Add Comments?:

Comments are necessary for documentation purposes.  All edits to timecards must have a comment.  Please attach a comment to EVERY edit you make.  
· Approved Early Out/Late In - Child

· Approved Early Out/Late In - Family Emergency

· Approved Early Out/Late in - Other

· Approved - In/Out Transposed by Kronos

· Approved Work Outside Dept.

· Employee Forgot to Punch In or Out

· FMLA

· GPS data collected from the phone >> N/A, not used<<
· Kronos System Unavailable
· Lost Badge or Badge Defective

· Required Class/Seminar for Job

· Reserved>>HR or Payroll use only<<
· Shift Schedule Conflict with Clocked Time Entry>>N/A, not used<<
· Special Circumstances Approved by HR

· Unapproved Absence - No Call No Show 

· Unapproved Early Out/Late In - Child

· Unapproved Early Out/Late In - Family Emergency

· Unapproved Early Out/Late In - Other

· Unintentional-Inadvertent Clock In or Out 

· Workers Comp Dr’s Appointment

· Work-Related Errands

How-To Instructions:

How to check for missed punches:

1. Log into the KRONOS Timekeeper system.

2. Reconcile Timecard window is set to Current Pay Period.  Make sure it is on the desired pay period.

3. Check for missed punches in the Missed Punch column.  

How to open a time card:

1. Double click on the employee’s name and their timecard will appear.

How to insert a punch:

All edits must include a comment.

1. To insert a punch click once in the cell.

2. Type in the time using the following format:
*Colons are optional.  Ex: 800 is converted to 8:00.
*AM is assumed for all times entered from 00:00 to 11:59.
*PM is assumed for all time entered from 12:00 to 12:59.
*Leading and trailing zeros are optional.  Ex: 0800 is converted to 8:00 and 8 is converted to 8:00.

3. Right click within the cell and choose add comment.

4. Select appropriate comment; add more information in Note section if needed.  DO NOT include medical related information.  

5. Select “OK”.

6. Click the Save button.
How to delete a punch:

1. Click once in the cell.

2. Press the Delete key on the keyboard.

3. Click the Save button.
How to add a comment:

1. Right click in the cell and choose Add Comment.

2. Select the correct comment and press the OK button. 
3. Ensure the comment appears on the Comment tab below the timecard area.

4. Click the Save button.

How to delete a comment:

1. Click once on the Comment tab below the timecard area.

2. Right click on the comment and choose Delete.

3. Click the Save button.
How to approve timecards:

1. If not already done so, log into the KRONOS Timekeeper System.

2. Reconcile Timecard window is set to Current Pay Period.  Change it to Previous Pay Period.

3. Ensure no checkmarks are in the Missed Punch column.  
If checkmarks are showing, click on the Refresh button in the header.  
If the checkmarks do not disappear then double click on the person’s name and correct the missed punch.

4. Select Actions from the menu bar and choose Select All.

5. Select Approve from the Approvals menu bar and choose Approve.

6. Timecard Managers: select Sign off from the Approvals menu bar.

FOR ADDITIONAL INFORMATION, please contact the Human Resources Department at extension 7163.    
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