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Overview

Kronos will be replacing Online Timecard (OTC) for students and staff. The Online
Timecard application was developed internally several years ago. Unfortunately, the
application is no longer supported to meet our internal requirements for reporting,
approval tracking and interfacing.

Differences between Online Timecard and Kronos

Timecard approvals by the employee and supervisor will be tracked. Failure to complete
and approve timecards will now be reported to management.

Student with One Position

Students will enter the time in and time out for all shifts worked. In certain locations,
time clocks swipes will populate the time in and out for the shift.

Student with Multiple Positions

Students with multiple positions will only have one timecard where all of their hours will
be entered. Students will enter the time in and time out for all shifts worked. By default,
all hours will be assigned to the home position. To assign hours to other positions,
students must select to transfer the hours into a different position and location code. For
students using time clocks for a secondary position, they will need to type in the position
and location before swiping. Instructions will be posted near each time clock. Students
will be provided with their home and secondary position numbers.
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Logging into Kronos

To access Kronos, go to your Start menu and select All Programs; Loyola Software;
Administrative Applications; Kronos Web Timecard. This is in the same place as the
Online Timecard Application. If you do not have access to Loyola Software from your
Start menu, you can access Kronos via the URL at https://kwebluc.luhs.org/wfc/logon.

Upon first logging in, you may be required to install a more current version of Java. A
pop-up box will appear asking if you would like to install and run
https://kweblucl.medctr.luhs.org/WFC/plugins/j2re-1_4 2 06-windows-i586-p-iftw.exe.
Click yes to begin the install. You will want to accept the license agreement and run the
typical installation. You may be required to reboot your machine.

The username/password is the same as your network logon/password.

& Kronos Workforce Timekeeper(TM) 4.3 - Microsoft Internet Explorer =l x|
File Edit Wiew Favorites Tools Help ‘ :;'
QBak ~ - (¥ 2] 5 | address [ @] repoiniar. 126,200 151wrclogonflogenwr C heml =

Google - I j| & Search Web - H@ Site popups allawed | [ options

%’ KRONOS Workforce Central® Suite

You are now logged off.

Workforce Timekeeper“‘

Version 4.3

User Name:
Passiorc: CTTTTT TR

|g‘] Applet vminitializer YMinitislizer started ’_’_’_ & Internet
I 7] Startl J ANl ] & J @ Novell Groupwise - Mailbox | [ 3 Microsort word vI & Kronos Workforce Ti. ‘&@@ Sl @@ N 341
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Accessing your Timecard

Your current pay period timecard is your default view.

Hame & ID: |SABITSANA, AHDREA | (1030
rer 1o

Time Period: | Curre riod

Save | Actions Punch Amount Comment Approvals Repor

|

Date Pay Code Amount In Transfe
Sun 417
Mon 418
Tue 4/19
Wed 4/20
Thu 4721
Fri 4522
Sat 4723
Sun 4124
hfon 4725
Tue 4726
Wied 427

ol B P ol B e Y el P B ol R o

S0 BB DD RBD

Repo rTD‘taIs& Schedule rnccruals |/Aud'rts |

All o

Account |‘ Pay Code | Amount
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Filling out a Timecard- All Employees

Commonly Used Menu Items

Save - saves changes made to the timecard.

Approvals
Approve — approve timecard (timecard turns gray).
Remove Approval — remove approval from timecard. This can only be done if your
Supervisor has not already approved your timecard.

NOTE: All employees must both save and approve their timecards.

Other Menu ltems

Actions
Refresh — refreshes timecard with latest edits stored in the database.
Calculate Totals — recalculates Timecard and Totals with any changes made to the
timecard (can view impact of changes before saving them to the database).
E-Mail — Composes an email to the selected individual.
Print — prints the Timecard and Totals & Schedules sections.
Print Screen — prints the entire screen.

Punch
Edit — edit timecard punches.

Amount
Move — move hours from one pay code to another pay code.
Delete moved — delete pay code moves.

Comments
Add - add comments to punches. Comments are predefined and are selected from a
drop down list (Lost Badge, Family Emergency, etc.). A small square in the top right
corner of the punch cell indicates a comment was added to the punch.
Delete — delete comments from punches.

Reports — run Time Detail report for employee.

Note: the Browser back button can be used to take you back to previous pages. If you
have performed any tasks within Workforce Timekeeper and click the back button, the
system will prompt you with the message “Are you sure you want to navigate away from
this page?” If you press OK, any unsaved edits will be lost. If you press Cancel you will

stay on the current page. Use the Back button with caution.
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Students
The first time you log in you will see a blank timecard for the current pay period.

/Z Kronos Workforce Timekeeper(TM) 4.3 - Microsoft Internet Explorer =151

File Edit Wiew Favorites Tools  Help ‘ :;'
Qeack - & - ¥ @ @ = |Address |1 retpiria7.125.200. 15pwhctportal =l
GOOSIC @ I ﬂ| & Search Web - ‘ |@ Site popups allowed | E Options 49

My Timecard (2)
nade 3P M Hame & ID: |EGAM, KATE E 110608

Time Period: |Previous Pay Period

Log Off

Save | Actions Punch Amount Comment Approvals

Date Pay Code Amount In Transfer Transfer Shift | Daily
Sun 306 o
han 307
Tue 3/08
ed 3/09
Thu 310
Fri 311
Satanz
Sun 33
han 3714
Tue 315

Wed 316 I

- My Information

My Timecard
My Reports

Help

T

IR IR TR T IR T TR T IR

1

rTutaIs & Schedule rm:cruals rnudi‘ts |

All - Accrual Code 7 Bal. on Selected Date | Units |

Account |‘ Pay Code | Amount

Date In out Pay Code | Amount |
Sun 308
Mon 307
Tue 3708
Wied 309
Thu 310
S =]
al} T
|@ Applet comfkronoswfc/applets timesheet| TimesheetYiewapplet started ’_ ’_ ’_ &0 Internet
Eﬁstartl J % @ & J @ Novell Groupwise - ... I @ The Used [ Al That T'... I @ Kronos Waorkforce Ti... | Kronos Training Man... I |§@ L) @%!@ N 3:14pm

For all shifts worked, you will want to enter a time in and out. Left click in the cell and
type in the time. You can enter punches in a variety of ways:
= 12-hour or 24 hour (3:30pm or 15:30).
= Leading and trailing zeros are optional (0700 or 700 or 7).
= Colons are optional (3:30 or 330)
= AM is assumed for all hours except for 12:00-12:59 when PM is assumed.
You can enter either a or am for AM, and either p or pm for PM.

An automatic lunch deduction of one hour will be applied for shifts worked in
excess of 6 hours and 15 minutes.

To delete a punch from the timecard, left click in the cell you wish to delete and press the
delete key on your keyboard. To delete an entire row, click on the eraser icon on the row
you wish to delete.

Note: a Red Flag appears in the Totals and Timecard Section if you have unsaved edits
on your Timecard. You must save your timecard before approving.
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Make sure to save your timecard after making your edits. The Totals & Schedule will be
updated once your timecard is saved. If you scroll to the right of your timecard, you will
see a daily and cumulative number of hours worked. Make sure that your cumulative

timecard totals the correct number of hours.
=15

File Edit ‘Wiew Favorites Tools  Help ‘

QBack ~ ) - (4] 2] D n | address [&] epof1e7.126.200.15fwicfporca
Google - | =] i Search web ~ || 5 it popups aliowed | [P options

Hame & I0: 110608

Time Period:

|4_‘=-"=‘

Log Off

Save | Actions Punch Amount Comment Approvals

Date Pay Code Amount In Transfer Out In Transfer Qut Shift | Daily | Cum... |
530 | 530 | 530

My Timecard 530

My Reports 12:00PM 500 | 500 | 10:30
Help 10:30
10:30
1030
yd ™
14:3
16:48
17:30
17:30
18:30

- My Information 10:00Am

10:00Am
11:00AM
1.00P M

2:30PM

\ 19:30 /-
N\ |
N\ 4
[ Totals & Schedule [ Accruals | Audits | S~—
All hd Accrual Code 7 Bal. on Selected Date | Units |
Account |‘ Pay Code | Amount
A100/LLICH 00825/5... REGULAR  19:30
Date In out PayCode | Amount |
Sun 403 -
Maon 4i04
Tue 405 =l
« I+
|a Applet com/fkronos wic/appletsitimeshest  TimesheetYiewApplet started ’_ ’_ ’_ lﬂlntamat—

ﬂ-jstartl J % e F-] J 9 Novell Groupwise -... | B8 Kronos Training Ma. . I &7 A Flock OF Seagulls. . I & Kronos Workfores . I |‘:§@@ﬁ HE2 @B N zzim
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Time Clocks

Certain locations will require swiping via a time clock. If the position that you are
swiping for is not your “home” position, you will be required to enter the position
number and location into the clock. Instructions will be posted at each time clock. You
will still have access to view your timecard through the web application to make sure that
you clocked in correctly for each shift.

Multiple Positions

To transfer hours to a position other than your home position, click on the Transfer cell to
the right of the transfer time. A drop down arrow will appear. Click on Search to bring
up the Select Transfer screen. Select the Position and Work Unit you wish to transfer
to by clicking the radio button to the left of the labor account. Make your selection from
the list by clicking on the appropriate position and work unit. The Name and Description
will appear in the labor level boxes. Click OK.

Note — Kronos will maintain several of your previous transfers in the transfer drop-down
list. If the correct entry appears, you can select your transfer from the list.

“J kronos Workforce Timekeeper(TM) 4.3 - Microsoft Internet Explorer - & x|

File Edit Wiew Favorites Tools  Help ‘ :!'
QBack ~ ) - (4] 2] D o | address [&] repof1e7.126.200.15fwicfporca =
Google - | =] i Search web ~ || 51 it popups aliowed | [P options

| My Timecard
17 Hame & 1D:  |EGAM, KATEE 110608

ay Period

Log Off
a
. Hame or Description: Labor Account: Shift} frasy,
- My Information ) L 18
) | Search Hame: Description:
My Timecard O | I
o ompail
My Reports Search Results: pany
Help 038008,CENTENNIAL FORUM @ B | I
038204, STUDENT LIFE
03824A,CAMPUS RECREATION {2 Accounting Unit | |
2} Account | I
) Job Code [ | -
Position =
o 1470041 STUDENT WORKER - WS
) work Unit [038208 |sTUDENT LIFE i Jj
— Clear |
Click or use Enter key to Select >
Unit:
Labor Account: [/1 4700411038204, ; Work Rule: | Hone- e
oK | Cancel | Refresh | Help |
de Amount
IJava Applet Window =
Man 3i07
Tue 2/08
‘ed 308
Thu 310 J
A (2]
|é:| Applet comfkronos/wic/appletsitimeshest TimesheetYiewapplet started ’_ ’_ ’_ & Internet

Estartl J % o0 G F-] J 9 Novell Groupw...l £ Kronos Workfa... I £ The Psychedsl., | ] Kronos Traini... | B Traing.3_edite. . I |é:@ D5 AEN sodam

When reporting time for multiple positions on the same day, you can assign a first in/out
time and a second in/out time on the same line. You can also report the times on separate
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lines. To add a new row, click on the Ly icon on the row you wish to add another line
to.

Approving Your Timecard

To approve your timecard, select Approvals, and then Approve from the drop down
menu. After approving a timecard a new Tab — Sign-offs and Approvals appears in the
Totals & Schedule window. If your manager has not approved your timecard, you can
remove the approval to make changes. Select Approvals, and then Remove Approval
from the drop down menu. If your manager has already approved your timecard, you
must have them make the changes or have them remove approval on your timecard for
you to make the changes.

“J Kronos Workforce Timekeeper(TM) 4.3 - Microsoft Internet Explorer - & x|

File Edit ‘Wiew Favorites Tools  Help ‘ :!'
QBack - £ - [ 2] w a |Address I@ hitps: ffkweblucl medetr Juhs, orgfwicjportal ﬂ
GDOSIE - I jl % Search Web - ‘ @ Blocking popups ‘ E Options ’

Log Off

Save | Actions Punch Amount Comment Approvals

Amount In Transfer Transfer

Date
- My Information Sun 320
My Timecard Mon 3521

My Reports Tue 3722
Help Wed 323
Thu 3724
Fri 3i25
Fri 3/25
Sat 336
Sun 327
Man 3728
Tue 3729

Pay Code

Good Friday H-3
HOLIDAY PAY 2005

rTntaIs & Schedule rm:l:ruals rnudits rCnmmEMS rsign-nﬁs & Approvals

AcionTaken | Date | Time |  Amount user StartDate | EndDate | C |
Approval by Emplo... 3/23/2005 10:004M KEGAN4 32002008 4i02i2008
|@ Applet comfkronos/wic/appletsitimeshestTimesheetYiewdpplet started ’_ ’_ E &) Trusted sites

& Startl J % en G & J 49 Novell Groupwise -... | 2 Microsoft Word 'I &7 Fine Young Cannib, ., I & Kronos Workfores . I |‘:§@@B Sle A3 N wozeam
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Totals & Schedule

The Totals & Schedule tab details the numbers of hours by pay code for each labor
account. If you have multiple positions, the total amount by pay code for each
position/location will be displayed. If you mouse over the account name, you will see the

description for each of the 7 position attributes.

rTutals & Schedule rAccruals |/Audits rSign-uffs & Approvals |

All -

Account | ‘ Pay Code |

Amount

Accruals
These will all reflect a zero balance.

1000LLCGA 003250511 06L201 48100027704 400F REGULAR G730
1000LLCA 003250511 06L201 483100027704 400F YACATION PAY 730

rTotaIs & Schedule rnccruals rnudi'ts rCommen‘ts |/Sign-offs & Approvals |

Accrual ‘ Balance as of ‘ Units Furthest Projected | Projected | Projected | Projected Balance without
Code Selected Date Taking Date Takings Credits Balance Projected Credits

Bonus 000 Hour 4/02i2005 0:00 0:00 0:00 0:00

Holiday P... 52:30 Hour 4022005 0:00 0:00 45:00 45:00

Personal  15:00 Hour 4/02i2005 0:00 0:00 14:00 15:00

Sick 6:21 Hour 4022005 0:00 0:00 6:21 6:21

T-Time 000 Hour 4/02i2005 0:00 0:00 0:00 0:00

Yacation 000 Hour 4022005 0:00 0:00 0:00 0:00
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Audits

The audits tab displays all edits to the timecard. The rows can be filtered based on the
selection in the drop-down list.

Kronos Training Manual

(Totals&Schedule rnccruals rnudits rCommen‘ts rSign—uﬁs&Approvals |
Filter rows by Type: |AII -

Date | Time | Type | Account |Pay Code| Amount |Work Rula| Ouerridel Comment | Edit Date | Edit Time User |Data Source
222, 4:00PM  Add Punch Qut Pun... H22020.. 141PM KEGAM.. Timecard. «
2T B30AM Add Punch S0R4700 In Funch 22200 141PM KEGAM.. Timecard .
2102, 4:00PM Add Punch Qut Pun... H2220.. 141PM KEGAM.. Timecard.
2020 B30AM Add Punch In Funch 22200 141PM KEGAM.. Timecard .
32512 Add Pay ... HOLIDA.. 7:20 H22020.. 1:48PM  KEGAM.. Timecard.
382142, 5:00P... EditPunch Out Fun... 22200 1:48PM  KEGAM.. Timecard .
222, 8:30AM  Edit Punch #1470, In Punch H22020.. 1:48PM  KEGAM.. Timecard.
'I T - ' B

Comments

Comments can be added to the timecard for information purposes. They are used purely
for communication of attendance to management and do not affect pay. Comments are
predefined and are selected from a drop down list (Floating Holiday, Lost Badge, Family
Emergency, etc.). Comments can be added to - in punches and out punches. To add a
comment, select Comment from the menu and then Add. The Add Comment drop down
list will appear. Choose the appropriate comment by clicking on it. Click OK.

a Kronos Workforce Timekeeper{TM) 4.3 - Microsoft Internet Explorer ;Iilﬂ
File Edit Wiew Favorites Tools  Help ‘ :;'
QBack - €3 - [¢] [2] N s | Address I@ https:flaweblucl medctr Jubs, orghwfcjportal j

Google - I - ‘ £ Blocking popups ‘ ] options 40

j| & Search Web
Hame & ID: EGAN, KATE E 110608
-

Time Period: | Curren d

Log Off
Save | Actions Punch Amount Comment Approvals
Date PayCode | Amount | In | Transfer | Out in Transfer out | shift | Daity
- My Information £ L, | Sun 3120 | ‘ ‘ 1B
vy Tmecord - (CAESEEER] x4 T [750
My Reports &\, | Tue 3/22 - 730 | 730
=4
Help B | i) 2 Administrative Action { Susj discipl... - 730 | 730
& 0| Thu 3/24 AL e T30 | 730
& | [, | Fri3i25 Gond Frida At Water Tower
& [ | 5at 326 Bonus Day #1
2 0 | Sun 27 Bonus Day #2 e
& L, | Mon 3628 Call Shift Approved T30 T30
@ L, | Tue 328 Emergency Vacation 730 | 730
@5, | wed 330 Employee Request 730 730 -
‘| Floating Holiday | d
FMLA =l
rTmaIs&Schedule rm:cruals r
0K | Cancel | Help |
All - alCods /| BalonSelectedDate |  units |
R |‘ PalJava Applet Windaw
9100ILLICH 0082505 .. REGULAR 67:30 ‘
Date In out Pay Code | Amount |
Sun 320
Mon 3i21
Tue 322
Wied 323
Thu 334 J
q (2]
|@ Applet comfkronoswfc/applets timesheet| TimesheetYiewapplet started ’_’_E &) Trusted sites

;ﬁstart| | ® 3@ @ | & niovel Groupwise -... | [ 2 Microsoft word v”éz Internet Expl... ~ /@82 Visualage Small... v| [ SBOTowRd@EN 9528
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A small square in the top right hand corner of the punch cell indicates a comment was
added to a punch. If comments exist on the timecard, the Comments tab displays all
comments added to the timecard. To delete a comment, click on the cell containing the
comment to be deleted, select Comment from the menu and then Delete.

JJ Date | Pay Code | Amount | In | Transfer | Ourt | In |
& L, | Sun 3120

& |0 | Mon 3521 B:00AM 4:30P M

& L | Tue 322 2:00AM 4:30PM

& |0, | Wed 3723 2:002M 4:30PM

& L | Thu 3424 B:00AM 4:30PM B

& |G | Fri 325 Good Friday H-3 0:00

& L, | Fri3rza HOLIDAY PAY 2005 | 7:30

& [, | Sat 326

For Support — Call ext. 57444 or email the Kronos Help Desk Page 13 of 15



Kronos Training Manual

My Reports

On the left portion of your browser window, you will see “My Reports”. If you click on
the link, you will see a list of available reports. Reports can be run for a specific date
and/or a specific period. Highlight the requested report from the list of available reports
and select the As of date(s) from the drop-down list. To view the report in your browser
window, click View Report. To print the report, click Print Screen.

4} kronos Workforce Timekeeper(TM) 4.3 - Microsoft Internet Explorer |

File Edit Wiew Favorites Tools Help ‘ a’
@ Back - @ - |:'| @ _;‘J = |Address I@ http:/f147.126.200. 15 wfcfportal j
Google - I jl % Search eh - ‘ |El Site popups allowed | Fd options

Hame & ID: |EGAH, KATE E 110608

Log Off

Available Reports:
Accrual Balances and Projections Time Detail
Time Detail

- My Information
My Timecard
My Reports
Help

Description:

Digplays detailed data about an employee's punches, duration and pay code edits.
Summary data displays for the employee totaling time and money by labor level and
pay code (excluding combined) and then just by pay code (separately listing
combined)

As of:
Current Pay Period -

View Report |

|€| Applet comfkronos/wkc/appletsimyreportsiMyReportsApplet started ’7 ’7 ’7 49 Internct
) 2] Startl J 4] =) @ @ J @ Novell Groupwise ... | @ Kronas Training Ma... I a Peter Schiling | Ma]..‘"@ Kronos Workforc... |§@ﬂt&}m%0 !@ N 1sopm
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Frequently Asked Questions

1. What if I work through my lunch?
After receiving approval to work through your lunch, you will need to
communicate this with your manager and they will cancel your automatic lunch
deduction.

2. What if I am a new employee?
If you are a new employee, you will be set up in Kronos the day after your
information is processed by Human Resources. Please ensure that your
paperwork is submitted in a timely manner in order to be paid properly.

3. What if | approved my timecard and | need to make changes?
If you have approved your timecard and your supervisor has not, you will be able
to remove your approval and edit the timecard. Go into your timecard and from
the menu items, select Approval; Remove Approval. If your manager has
approved your timecard, they will need to remove their approval before you can
remove yours. You will not be able to make edits after payroll has signoff on the
timecards.

4. What is the latest that | can make edits on my timecard?
Timecards cannot be changed after 12:00 on the Monday after the pay period.

5. Who do I contact if:
a. | need my position and location numbers? Mike Capulong in Human
Resources at ext. 57506.
b. My position was terminated but it is still showing up in my transfers?
Mike Capulong in Human Resources at ext. 57506 - to make sure the
paperwork for position termination was processed.
c. lcan’tlogin? You will call the University helpdesk at 44444,
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