Kronos
PC Instructions

You may access Kronos by going to the CobbWeb and clicking on the Kronos link.
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LOG ON
User Home Your User Name is your employee ID/KRONOS badge number.
I
e

The default password is setpass. (The default password is all one word in
lowercase letters.)

Passwords are case sensitive. If you are having trouble logging in, check to
see if your CAPS LOCK is on.

@ Done
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If this is your first time logging in or you have had your password reset, you will see
this screen.
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CHANGE PASSWORD

User Hame 123456

0ld Password | |
~———

Hew Password |
Verify Password |
The password is limited by the fol i

- binimum length: 4

CHANGE PASSWORD

Change Password Now

Uzer Hame 123456

0ld Password | |

Hew Password | |

Verify Password | |

The password is limited by the following:

@_1 Done

- Minirmum lencgth: 4

New employees will not be able to use the time clocks or log into KRONOS until Human
Resources has completed all new-hire paperwork AND proper access has been assigned
in AHRS.

You will see a confirmation message “Your password has been successfully changed”.
Please make note of your password and keep it in a safe place. If you have multiple
failed attempts to log in, you will be locked out of KRONOS and you will need to call the
IS Help Desk (x8740) to reset your password.



Clocking In and Out
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GEMERAL MY INFORMATION

TIME STAMP Hame & ID |TEST, TEST 123456

Print Screen =

Thursday, March 18, 2010
8:39AM (GMT -05:00) Eastern Time

Log off after stamping

Record Time Stamp

@ Applet com/kronosjwctimekeeping/timestamp/ applet) Timestampyiewapplet skarted \ﬂ Local intranet

TIME STAMP

Hame & ID [TEST, TEST 12353456
Thursday, March 18, 2010
§:39AM (GMT -05:00} Eastern Time
Log off after stamping

Record Time Stamp

To clock in or out, click Record Time Stamp.

Note: If you would like to remain in Kronos and perform other actions, you must
uncheck the “log off after stamping” box.
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GENERAL MY INFORMATION

TIME STAMP

Hame & ID |TEST, TEST 123456

Recorded Time  8:39AM (GMT -05:00) Eastern Time

Back to Time Stamp page

@ Applet com/kronosjwictimekeeping timestamp/applet) Timestampyiewapplet started ‘ﬁ Local intranet

TIME STAMP

Hame & ID |TEST, TEST 123456

Refresh Print Screen =

Recorded Time  $:39AM (GMT -05:00) Eastern Time

If you unchecked the “log off after stamping” box, you will receive a time stamp
confirmation. If you left the box checked, you will not receive a confirmation and will
be logged off automatically.

NOTE: The time recorded is from the KRONOS server. It does NOT come from the
individual computers.
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GENERAL MY INFORMATION

Time Stamg

by Timecard
TIME STAMP My Reports &0 [TEsT, TEST | [zz455

Recorded Time  8:39AM (GMT -05:00) Eastern Time

Back to Time Stamp page

a hittp: ffkronosdtt0 fwfc/timecard fmy Timecard

© -

GEMERAL MY INFORMATION
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Time Stamp

My Timecard
My Reparts

TIME STAMP

To view your timecard, click the My Information tab and click on My Timecard.



Change The Time Period View

The Time Period indicator allows you to access your current or historical timecard
information. The default time period is set to Current Pay Period, however you can
change it by clicking the drop-down menu.

2 Kronos WORKFORCE CENTRAL Microsoft Internet Explorer

File Edit Vew Favorites Tools Help :’

eBack h d |ﬂ @ _;j /:\J Search ‘f:(Favorites €‘3 ( _J ﬁ ﬁ

Address |@ hiktp: i fkronosdetD 1 fwhcf applicationssuitenay fnavigation. do b

Go
-.l Search =4+ @ - I:?’ @ - Sidewiki = A:? Check - ﬁu AutoFill - 6 % - . JoyPiCa.., ~

Google | v

GENERAL MY INFORMATION

MY TIMECARD

Hame &ID  [TEST, TEST 123456
Loaded: 8:45AM
Time Period |Current Pay Period -
Previous Pay Period
Actions ¥ Amount ¥ Accruals ¥ Comment ¥ Approwvals ~ |Current Pay Period
Dste Pay Cacle Smount iRy R out Shitt Diaily Cumulative
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TOTALS & SCHEDULE | ACCRUALS AUDITS
Date Start Time: End Time Pay Code Aot
All i Sun 307 j

> Accourt ‘ Pay Code Amourt g Mon 308 G S
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M0S5MIM0E 0ADOM sl Leave 16:00 Wied 310 E00AM S00FM

(NS S AUNIE AT Trdal Haurs A0 i Thu 3t 3:00AM S:00PK |

@ Applet com/fkronosfwicitimekeeping/timesheet/appleti Timesheet Viewapplet started ﬂ Local inkranet




Timecard Features
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MY TIMECARD

Hame &ID  |TEST, TEST 123456
Loaded: §:45AM
Time Period | Curtent Pay Period Ad
Actions ¥ Amount~¥ Accruals ¥ Comment ¥ Approvals ¥ Raports v
Dt Pay Coce Aol In Ot In Chat Shift Coily Cumulative
a8 Sun 307 - o
[ ] Maon 305 - F:008M 5:00PM 300 300 300
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[ ] wied 310 - G:002M 5:00PM &00 &00 24:00
a Thu 311 - B:004M 5:00PM @00 00 3200
[ ] Friznz - &002M 5:00PM 200 200 40:00
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TOTALS & SCHEDULE | ACCRUALS AUDITS

Diate: Start Time End Titme Pay Code A mourit
all ~ Sun 307 j
) T — ‘ Pay Code " + Mon 308 B:008M 5:00PR
005500061 04000 Mon-worked Hours | 16:00 ij = Tue 309 S:004M 5:00PK
0/0550/0/051040/00 Annual Leave 1600 Wed 310 S:004H 5 00PK
NNSSMUE A0 Trtal Hours A0 j Thu 3111 S:004M S.00FM j
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Actons * Amount ¥ Accruals * Comment ¥ Approvals ¥ Reports *

e Save: Saves the timecard.

The most common editing error Is to NOT save transactions.

e Actions: Refresh: Refreshes the timecard to the last saved data.
e Approve: Applies the employee approval to the timecard

B Tue 309

Only one entry per line is allowed for each day; however there is no limit to the number
of lines that can be used per day. If an employee works a partial day and needs to

enter leave for the remainder of the day, click the symbol to the left of the date
that you need to add time to. This arrow will insert another line.

If you wish to delete an entry, you can click on it and press Delete or Backspace or you
can click the & symbol to the left of the date to delete an entire row.



Making Pay Code Entries
(ex. Leave and Specialty codes)
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Loaded: 9:00AM

Time Period | Currert Pay Petiod -

m Actions * Amount ¥ Accruals * Comment ¥ Approvals * Reports *

Drate Pay Code Amourit In Out In Ot Shift Dzl Cumullztive
[ ] Wizd 310 - 0040 5:00PM 200 00 2400 2
[ x| Thu 311 - 0040 5:00PM 200 00 32:00
a Fri3i2 - & 00AM 5 00PK 300 200 4000
B B | sat3ns v 40:00
[ ] Sun 314 - 40:00
[ ] Mon 315 - F004M S:00PM 00 00 4800
[ ] Tue 316 - 004N 5.00PM 5:00 :00 56:00
[ x| Wiz 37 - 0040 5:00PM 200 00 £4:00
B A fruens | Arnual Leave =) 200 £:00
BB |Frizng Annual Leave £4:00
Comp LY Usage =
+, A hd
[ <] Sat 3120 e £4:00 -]
Stancky DA, L
[ ToTALS & scHEDULY StEnchy SOL UDITS
Stanchry Pay
Swwap Workedd Date Start Time End Titme Pay Code Aot
All hd Swvap Pay Hours Sun 3 d =
Accourt ‘ Pay Code Amaurit . L S DA ST
DI0SS0/0M0E 0ADDA Total Hours 64:00 * Tue 316 8:004M 5:00PM J
/05500081 0400 Regular 64:00 Wied 317 8:00AM 5:00PM
Thu 318 50044 5:00PM A
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e Click the drop-down arrow in the Pay Code cell next to the date you wish to enter
leave. Choose the appropriate leave you wish to use.

e Click the Amount cell and enter the amount of hours you are using in 15 minute
increments.

NOTE: The system will not allow you enter hours more than your accrued balance.



Viewing Totals Summary

The Totals Summary is displayed at the bottom of the the timecard.
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MY TIMECARD

Last Saved: 9:02AM

Hame &ID  |TEST, TEST 123456

Time Period | Currert Pay Period -
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This section of the timecard shows the totals broken down by category for the time
period selected.

’ Account ‘ Pay Code Amourt
005500051 04 D00 Mon-orked Hours | 16:00
O0Se3005 A DT Annual Leawve 16:00
005500051 0ACu0i0 Total Hours 80:00
005500051 04 Cu0i0 Regular E4:00



Logging Off
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Log off by clicking the Log Off link in the upper right corner of the window.
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