Kronos 7.0 Upgrade — Timecard Edits

1. From Employee Main Navigator page
a. Select the correct Time Period
b. Click Maximize

KRONOS  Sgnout J Izl]m O B

A Employee

Time Period Current Pay Period

Current Pay Period 7|  Refresh Asof | 12/06/2014 4

Accrual Code 1 4 Available Balance
ESL 255.54

Date Schedule Pay Code Transfer Daily
Sun 1123
147.7
Mon 11...
Tue 1125
Wed 11..,
Thu 11/27
Fri 1128 . : . 5
. My Schedule
Sat 11/29 .
Sun 11/30 , My Requests

Mon 12... . z 5 . — .

My Timecard
i My Information  ~ - ‘_/ y T
Tue 12/02 o . . becd

<] | Employee Home Page

My Reporis -~

Link Name My Reports

Application  Workforce Timekeeper =] A

Location Account Pay Code

Org/HMNMH/ADMIN 10,36 100,/0348/10.86 100.0073,/0/0,0 10-Regular

Totals Accrual




2. Select the box for the corresponding date and time you would like to add.

a. Leftclick
b. Addtime
ESS Timecard %
Current Pay Period E] IEI Refresh Save Cancel More =
Date Schedule Pay Code Amount In Qut Transfer Daily Period
5un 11/23 14
iMon 11/24 7:00-19:30 | ogf

Tue 1125 7:00-19:30

Wed 11/26 7:00-19:30

Thu 11/27 7:00-19:30

Fri 11/28 7:00-19:30

sat 11/29

Sun 11/30

Mon 12/01 7:00-19:30

Tue 12/02 7:00-19:30

Wed 12/03 7:00-19:30

Thu 12/04 7:00-19:30 7

Al (=] =
Location Job Account Pay Code Amount
| Totals Accrual




3. Click away from the box

4. Click on Comments link

5. Select the type of comment

File Edit View Favorites Tools Help x %meerl - &j Select
ESS Timecard h’ﬂ"‘ "-i‘l
Current Fay Period Save Cancel More -

Date Schedule Pay Code Amount In Out Transfer Daily Period
5un 1123 Z

iMon 11/24 7:00-19:30 800
Tue 11/25 7:00-19:30 Comments
Wed 1125 7:00-12:30
Thu 11/27 7:00-12:30
Fri 1128 7:00-19:30
Sat 11/29
Sun 11/30 Add Comment a
Mon 12/01 7:00-19:30
Tue 12/02 7:00-12:30 I:l Double Punch - ||
Wed 12/03 7:00-19:30 |:| EBF'? In
Thu 12/04 7:00-12:30 T
[] Extra Work-Reason

[] Missed Punch

Al [=] an [=]

Location Job

| Totals Accrual

o] ol e




6. If Missed Punch, Click to check the box

|| Double Punch

] Eary In

[ Extra Work-Reason

| [ Missed punch & @

7. Click the green plus
8. Click in the notes section and begin typing note



|| Double Punch

] Eary In

[ Extra Work-Reason
|*[¥] Missed Punch & @

| 1 forgot my badge




9. You can tell there is a comment and or note by the icon next to the time entered

10. Save!
ESS Timecard
Current Pay Period ﬂ b Refresh Save
Date Schedule Pay Code Amount In Qut
Sun 1123
iMon 11/24 7:00-12:30 800 .
Tue 11/25 7:00-19:30
Wed 11/26 7:00-19:30
Thu 1127 7:00-19:30
Fri 11/2& 7:00-19:30
Sat 11/29
11. Hover over the comment icon to view the notes text
ESS Timecard
Current Pay Period T] e Refresh Save Cancel More w
Date Schedule Pay Code Amount In Qut
Sun 11423
iMon 11/24 7:00-19:30 300 »
Tue 11425 7:00-19:30
ve 11/ Missed Punch [I forgot my badge]
Wed 1126 7:00-19:30 T T
Thu 11427 7:00-19:30
Fri 11/28 7:00-19:30
Sat 1129
Sun 11430
Mon 1201 7:00-19:30
Tue 12/02 7:00-19:30
Wed 12/03 7:00-19:30
Thu 12/04 7:00-19:30



To add a timekeeping line

1. Select the day you need to add a line for — below in blue

2. Click more

ESS Timecard

Totals Accrual

R =~ —

Current Pay Period ﬂ = | Refresh Save Cancel More »
Date Schedule Pay Code Amount In Transfer Daily Period
Sun 11/23 |4
iMon 11/24 7:00-19:30 800 »
Tue 11/25 F:00-19:30 Add Row
Wed 11,26 7:00-19:30
Thu 11/27 7:00-19:30
Fri 11/28 7:00-19:30
Sat 11/29
Sun 1130
Mon 12/01 7:00-19:30
Tue 12/02 7:00-12:30
Wed 12/03 Fi00-19:30
Thu 12/04 Fi00-19:30 v |
All = Al -
Location Job Account Pay Code Amount




3. Once line is added, proceed to adding time in/out

ESS Timecard M
Current Pay Period E] I@I Refresh Save Cancel More
Date Schedule Pay Code Amount In Out Transfer Daily Period
Sun 1123 |4
iMon 1124 7:00-19:30 300 - 12:00
1300 - 1700 -

Tue 11/25 7:00-19:30

Wed 1126 7:00-19:30

Thu 11/27 7:00-19:30

Fri 11/28 7:00-19:30

Sat 11/29

Sun 1130

Mon 12/01 7:00-19:30 [
Tue 12/02 7:00-12:30

Wed 12/03 7:00-19:30 7

Al (=] (a =)
Location Job Account Pay Code Amount
Org/HMMNMH,/DCU CLN MGR RN 10/51500,/0091/10.60100.0080,0/0/0 10-Reqular 3.0
Org/MMNMH,/DCU CLN MGR RN 10/51500,/0091/10.60100.0080,0/0/0 91-5hift 2 2.0
| Totals Accrual




