
 

Kronos 7.0 Upgrade – Timecard Edits 
 
 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

2. Select the box for the corresponding date and time you would like to add.   
a. Left click 
b. Add time 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Click away from the box  
 

4. Click on Comments link 
 

5. Select the type of comment 

 

 
 
 



6. If Missed Punch, Click to check the box 

 

 

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



 

 

 

 

 

 

 



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

 

 

 

 

 

 

 

 

11. Hover over the comment icon to view the notes text 

 

 

 

 

 

 

 

 

 

12. To add a line  

 



 

To add a timekeeping line 
1. Select the day you need to add a line for – below in blue 
2. Click more 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

  


