Kronos Log In

User Name

Password

Yeshiva University vesiongoi1

Production Environment

Enter the same Username
and Password you currently
use for Kronos.




KRONOS 5o ™" . You will see a total of your employee exceptions
and can click on the symbol for details.

# Manage My Department Exceptions are any activity outside the regular
Genies schedule, ie. missing time entry. -
Pay Period Close v8 = oaded 17:00AM | Current Pay Period ~ itz All Home and Transferred _ | = i
lii+ Y K} o8, To see an employee's 'S, )
oumn e reople  Treesnd timecard, highlight the .
- - | ™ d A 1
TYPE - . EMPLOYEENAME  BANNE.  TRANY emplovee in the list and AG.. SIGNED . TOTALA. REG L, Timecare Approva
Bi-weekly ~ TEST, TIMESTAMP KRONTE dOUble click on the row. [ | schedules
Bi-weekly = TEST, HOURLY KRONTE TIOM EX TESIFEX. ~ Go to widget . - .
L= res
Bi-weekly ~ TEST, NON EXEMPT 123456 TEST, XL 24025 7 Audits _ - J Hene
Bi-weekly = TEST 5,5 555555 TEST.EX... Z:::i?:;; :_ Change My Password
Bi-weekly ~ TEST 1199, TEST 987654 TEST, EX.. — f e
Bi-weekl TEST, STUDENT T999999 o
Semi-m TEST, APPROVER 1234 ' | Exceptions
. . . . Reports
You can also see an employee's timecard by highlighting the b 6610 Workspace —
Spac L |
employee, then clicking on the GoTo button on the top right of the
workspace and clicking on Timecards.




Time Review

EXEMFT TEST
Sign Qut

A Manage My Department

o - * *
Timecards This is an hourly nonexempt timecard. The (E)
TEST 1199, TEST - 1of1 987654123 schedule is on the right side. If an employee has ent Pay Period + |5 |1 Employee(s) Selected -
. “In" and "Out" times but no schedule for that date, -
. . . —~ &3 =
the red exclamation point appears in the row. : o .
Date Pay Code Amount In Out Shift Daily Period Schedule =
+ Sat 2704
+ Sun 2/05
+ (% Mon2/06 g o00am ) 5:30PM ) 8.0 80 80
+ Tue 2/07 i 9:00AM S31PM N 8.0 8.0 16.0
+ *x Wed 2/08 i 9:00AM &:00PM N 8.5 B.5 24.5
+ x Thu 2/09 10-Other Misc 75 320
+ x| Fiz10 2:30PM ) 5.0 50 37.0
+ Sat 2411 370
+ Sun 212 37.0
+ % Mon2n3 i 3-D0AM ’ 5:30PM ) 8.0 8.0 45.0
+ x Tue 2/14 S:00AM : 5:30PM " 8.0 B.O 53.0 9:00AM-5:30PM
+ x Wed 2/15 S:00AM ’ 5:30PM ) B8O B.O 61.0 9:00AM-530PM
+ Thu 2/16 9-00AM h 5:30PM ) 8.0 8.0 69.0 9:00AM-5-30PM
+ x Fri2n7 VACATION 50 ) 5.0 740
- N-NANALE 2-2OMLL e
Totals Accruals
Al » ! Al -
Location Job unt Pay Code Amount Wages
. . . [-A TEST/-I-I" 10-Other Misc 7.5 $0.00
To view pay code totals, click on this icon
TEST/TEST-00/-/TEST/-/-/- REGULAR 61.5 $0.00
which will bring up the totals tab. TEST/TEST00/-/TEST /- ot o 740 20,00
TEST/TEST-00/-/TEST/-/-/- Total Non OT Hours T4.0 $0.00
TEST/TEST-00/-/TEST/-/-/- VACATION 5.0 £0.00




Timecard Changes

KRONOS

Please remember that a timecard is a legal document and if
a manager makes any kind of change to what an employee
has entered, a comment must explain the change.

Right click in the field that

has the punch or hours that

you want to comment on.

Pay Code Actions

Date: 2/09/2007

Pay Code: 10-Other Misc

Amount: 7.5
216/20017

TEST. EXEMPT

Click on the text balloon
above the word Comments.




KRONOS

Comment

Click on drop down Comments (1) Add Comment Click Okay.

menu and select
appropriate comment
then click down in Note
box and add detail to




KRONOS E:] n"'('[:‘l'llr TEST

A Manage My Department

Timecards =

TEST 1199, TEST - 1af1 SET6E54123 Loaded: 11:07 AM  Cument Pay Period - |33 1 Employee(s) Selected -

Approve
Timecard

Date Pay Code Amount in Transfer out Shift Daily

+ Sat 2704

+ Sun 2/05

+ (x| Monz/08 7 3:00AM ’ 5:30PM h

+* (% Tuez2/07 i 9:00AM ’ 5:31PM ) Click Save.

+ |x Wed 2/08 = S:00AM 6:00PM ) 35 L -1 245

+ |x Thu 2/09 10-Other Misc 7.5 320

+ x| Frizn0 2:30PM ) 50 50 37.0

- Sat 2/11 . .. 37.0

R cunana A text balloon will appear to indicate a -

# 3 Mon2n13 i o00am comment has been entered. You may 450

+ (% Tue2na 3:00AM X hover over to see the details. 530 9:00AM-5:30PM

+ (x| wedzns 9:00AM ) 530PM B0 8.0 61.0 9:00AM-5:30PM

+ (x| Thuzns 9:00AM ’ 5:30PM h 8.0 8.0 §9.0 9:00AM-5:30PM

+ x| Fiz2n7 VACATION 50 5.0 74.0

ke AAAALE A 2RO =

Totals Accruals
All > Al -
Location Job Account Pay Code Amount Wages

TEST/TEST-00/-/ TEST/+/-/- 10-Other Misc 7.5 $0.00
TEST/TESTO0/+TEST/-/-/- REGULAR 61.5 $0.00
TEST/TEST-00/~/TEST/-//- Total Hours 74.0 $0.00
TEST/TEST-00/-/TEST/-/-/- Total Non OT Hours 74.0 $0.00

TEST/TEST-00/-/TEST/-/-/- VACATION 5.0 $0.00




Timecard Approvals

1(_)N(j(; EXEMPT TEST

Sign OQut

# Manage My Department

Timecards {1 |t
. 1
TEST 1199, TEST - 10f1 987654123 After vou have rEVIEWEd an emplovee S | oaded: 11:11 AM  Current Pay Period - H 1 Employee(s) Selected -
timecard you can APPROVE TIMECARD
‘ using the icon on the upper left. = o S
Date Pay Code Amount In Transfer Out Shift Daily Period Schedule =

- Sat 2/04

+ Sun 2/05

*+| (%] Mon2/06 i 9:00AM ’ 5:30PM ) Once the timecard is

- - -
+ % Tuez/07 i 9:00AM 5:31PM
- APPROVED the background

+ (% wed2/08 i 9:00AM 0OPM . 8

+ Thu 2/09 rr— - color will change to yellow.

+ Fri2/10 i 9-00AM 50 50 370

+ Sat 2/11 370

+ Sun 2/12 370

+ (%] Mon2n3 § o00am X 5:30PM : 8.0 80 450

+ (% Tue2na S-D0AM ) 5-30PM ) 8.0 8.0 53.0 9:004M-5:30PM

+ (%] weda2ns 9-D0AM ’ 5-30PM ) 8.0 8.0 61.0 9:004M-5-30PM

+ %] Thuzne 9:00AM ’ 5:30PM ) 8.0 8.0 9.0 9:00AM-5:30PM

Totals Accruals
Al = =
Location Job Account Pay Code Amount Wages

TEST/TEST00/~TEST/-/-/- 10-Other Misc 7.5 $0.00
TEST/TEST-00/-/TEST/-/-/- REGULAR 815 $0.00
TEST/TEST-00/-/TEST/-/-/- Total Hours 740 $0.00
TEST/TEST-00/-TEST/-/-/- Total Non OT Hours 740 $0.00

TEST/TEST-00/-/TEST/-/-/- VACATION 5.0 $0.00



- 7 KRONOS Zih:;‘l; TEST ¢ Workspaces

® Manage My Department

Genies (=l e
o -
Pay Period Close v8 « led T1.22AM | Current Pay Period vl All Home and Transferred .. | » Edit <«

=% i Y ) o[> o

] Timecard Approval

TYPE ~ EMPLO. BANNE TRANSF.. Pay Rule  MANAG.. EMPLO... SIGNED . TOTALA. SICK VACATI... OVERTI.. HOLIDAY
Bi-weekly TEST. T KRONTE FS-1-45 TEST EX ] Schedules
Bi-weekly TEST. H KRONTE NON EX TEST EX

. ] Reports

Bi-weekly TEST. N 123456 NON EX TEST, EX S 28
Bi-weekly TESTS, S 555555 NON EX TEST. EX ] Change My Password
Bi-weekly TEST 11 987654 220 £ e -
Biweekl  TEST,ST.  T999999 You can check to see what timecards are approved by
Sembon. | TESHA- | 1234 looking in the Manager Approval column. There should be [*™
Semi-m TEST, EX KRONTE . .
e e a 1in the column denoting an approved status. Employees [ards

who have more than one manager will have 2 or more
approvals noted in this column.

You as the Manager can review and approve your own timecard by clicking on the [+] button and then going to My Information:

A Manage My Department 0

My Information

Data Integration L
Genies Devices




Reporting

#® Manage My Department ©

Current Pay Period » |5 AllHome and Transferred . | = Edit €O

Y & o8 v o [:~
| Timecard Approval

BANNE TRANSF _ Pay Rule MANAG.. EMPLO.. MANAG... SIGNED _ TOTALA.  REGULAR

Bi-weekly KRONTE FS-1-45 TEST. EX 1 | schedules
Biweekly TESTH NON EX TEST. EX 1 75
Reports

Biweekly TESTN 123456 NON EX TEST. EX 1 24025 =

People Editor 1
Biweekly TESTS. S 555555 TEST. EX Change My Password

Rule Analysis
Biweekly TEST 11 987654 TEST EX Exceptions | Help
Bi-weekl TEST, ST 1999999 NON EX Timecards
Semi-m TEST A 1234 EXEMPT TEST.EX Schedules Exceptions
Semi-m TEST.EX. KRONTE - -

. 0 10 workspace | Timecards

Semim. TEST22. 222222 To run a report, select all rows, then click the

GoTo icon on the upper right and select
Reports in the dropdown menu.

KRONOS S 7eT

M Manage My Department
Reports ~ =l
]

—

You can run reports the following reports:
Absent Employees - employees who have not entered time for a scheduled day,
particularly useful on staff who use time clocks.
CHECK REPORT STATUS Timecard Audit Trail - shows when each entry was made to a timecard and by
i b sl ] i o, I an entry was made from a pg, it will also show the IP address of that
el computer.

- _ _ Time Detail - used to show hours recorded for a particular period of time for
either a single employee or a group of employees.

REPORTS

+ mecard




