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Mission Statement

The Payroll Services Department is committed to the 
goals and mission of Loyola University. To this end, we 
strive to provide exceptional service to the faculty, staff 
and student workers in the payment of their wages. We 
are responsible for assuring that employees are paid 
timely and accurately and that the payments and 
withholdings are made in accordance with federal and 
state laws and regulations. Additionally Payroll Services 
administers government required tax related forms from 
the generation of payments to University employees. 



Accessing Kronos

Log on using your network ID & password:



Accessing Kronos – Cont’d

The Workforce Timekeeper Page consists of three areas:

• Header – This area identifies employees selected, the time 
period selected (Current Pay Period), lists launch icons 
(Timecard, Schedule, People, Reports) and menu items 
(Actions, Punch etc.)

• Navigation Bar – Located on the left side of the page, the 
Navigation Bar lists features you have access to (My Genies, 
Reports, etc.).

• Workspace – Contains information related to employees that 
are currently selected.



Header

Navigation Bar

Workspace



Maintaining Individual Timecard
For supervisors, you can open your timecard by clicking 

the plus sign next to My Information. Then click on 
My Timecard (see below).



Maintaining Individual Timecard – Cont’d

• Exempt Employees will see a pre-filled timecard with 75 hours 
of regular time for the selected pay period.

• If you have non-regular time to record such as sick or 
vacation, edits to the timecard are done by placing your cursor 
in the pay code field and selecting a new pay code. 

• Make sure to save your timecard after making your edits. 
The Totals & Schedule will be updated once your timecard is 
saved.

• Once you have completed and saved your time card for the pay 
period, you must approve your timecard by selecting the 
Approvals menu and clicking Approve.



Approving Timecards

Approvers are able to approve timecards for 
one or more assigned locations. Approvers can 
approve timecards through the workforce 
genies or through the individual timecard.



Approving Timecards - Genies

Timecards can be approved directly from the Supervisor Sign-Off genie. 

To do the Manager approval from the Genie, highlight the records you would like to 
approve and then click Approvals from the menu and select Approve.

After doing the approval, you will need to click the Refresh button to see the approval
applied. The number of manager approvals will be increased by 1 and your name will
appear in the Approved Manager field. (Students with multiple positions may require
more than one approval.)

NOTE: You will not be able to approve your own timecard from the genie. To approve 
your own timecard, you will need to go to My Timecard and select the approval 
option for just your timecard.





Approving Timecards - Individually

• Click on the Quickfind or the Supervisor Signoff Genie to access 
timecards and/or schedules. 

• From the menu, click on Actions; Select All to select all employees. All 
employees will be highlighted in the Timekeeper Workspace as shown 
below (yellow).

• Employees may also be selected one at a time by clicking on an individual 
employee, or several employees may be selected by holding down the Ctrl 
key and clicking on thoseyou wish to select. 

• After making your selection, click on the launch Timecard icon.



Launch Timecard



Approving Timecards - Individually

After making your selection, the timecard appears in the 
Workspace. 

• The Header contains the employee Name (Abalos, Angela), ID 
(1) and Time Period (Current Pay Period). 

• Employees may be selected using either the drop down arrows, 
or left right arrows located next to the employee ID box. 

• Time Periods can be reselected using the drop down arrow. 
• Menu items (Save, Actions etc.) relating to the Timecard are 

alsodisplayed on the Header.





Editing Timecards – Exempt Employees

Timecards for exempt employees will include 
pay codes and associated hours. Exempt 
employees have a pre-filled timecard with 75 
hours of regular time. To report exceptions, 
employees will change the pay code. 



Editing Timecards – Non Exempt Employees

Timecards for non-exempt employees will 
include punches in and out for all hours 
worked. These punches are manually entered 
by the employee or entered by the time clock 
for certain locations. For exception reporting 
(sick, vacation, etc), the employee will select a 
pay code and assign an amount.



Adding/Deleting Punches for Employees that Swipe

When employees forget to swipe in or enter a time in, approvers will need to 
add a punch. To add a punch to a timecard, 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.
• To add a new row, click on the arrow icon on the row you wish to add 

another line to.
• 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.



Editing Punches

To Edit/Change a punch, type over the existing 
punch by left clicking in the cell you wish to 
Edit/Change and enter a new time. Use Punch, 
Edit from the menu to Override a punch 
(change the punch from an in to an out or vice 
versa, or to Cancel the Lunch Deduction).





Editing Timecards - Students

The student timecard is very similar to the non-
exempt timecard except for the two following 
differences: 

• The do not have access to any pay codes so 
they only report time worked 

• Students with multiple positions TRANSFER 
hours to any secondary positions.



Transferring Hours

Students with multiple positions are assigned a home labor account for the 
primary position. Any other positions that they work are considered 
secondary positions. By default, any in and out punches are assigned to the 
home labor account. To assign the hours to another position, the student 
will need to do a transfer to a secondary position and location.

• To do a transfer for a student, 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. Transfers need to be done for the position and
location labor levels only. 

• Select the position or location labor level to transfer to by clicking the radio 
button to the left of the labor level. Make sure to select a valid position and 
location to transfer hours. The Name and Description will appear in the 
labor level boxes. 

• Click OK.





Resources & Tools

KRONOS Manuals – Available online at

http://www.luc.edu/finance/fsdoc.shtml

KRONOS Website: 
https://kwebluc1.medctr.luhs.org/wfc/logon/logonWFC.html

DDP Form: http://www.luc.edu/hr/pdfs/Direct_Deposit.pdf

Payroll Calendar: 
http://www.luc.edu/hr/holiday_calendar.shtml

http://www.luc.edu/finance/fsdoc.shtml
https://kwebluc1.medctr.luhs.org/wfc/logon/logonWFC.html
http://www.luc.edu/hr/pdfs/Direct_Deposit.pdf
http://www.luc.edu/hr/holiday_calendar.shtml


Department Contact Info
Brian Slavinskas – Manager Accounts Payable & Payroll
Phone: (312) 915-8748 * E-mail: bslavin@luc.edu

Dina Zilber -Assistant Payroll Manager
Phone: (312)915-8741 * E-mail: dzilber@luc.edu

Maureen Gruber - Coordinator
Phone: (312)915-8743 * E-mail: mgruber1@luc.edu

Rosann Lorenz - Coordinator
Phone: (312)915-8742 * E-mail: rloren1@luc.edu
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