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All KRONOS edits and approvals must be completed by 4:00PM
on Wednesday following the last day of pay period.

Blue Payroll Notifications & New Hire Packets are due to Human Resources
by the first day that the employee works in your area.

Until an employee is processed by HR, they will not be accessible in the
KRONOS system. If we do not have paperwork by the first day of work,
you will need to physically track the employee’s time until they
are available on the KRONOS system for input. Supervisors will then have
to input the employee’s time manually onto their timecard for the time
prior to receipt of paperwork.

vincennes University

TIMECLOCK EMPLOYEES

Full-Time and Part-Time Employees
will need to obtain an ID on their WS
first day of work so that they may §

. o |
swipe the timeclock on that day. T
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1. Click on the KRONOS icon on the computer desktop that you are using to timestamp
at or use this web address in internet browser: https://kronos.vinu.edu/wfc/logon.

2. Type your User Name in this field. This should be the last digits of your A#; no leading zeros.
(EX: A000Oxxxx; user name will be xxxx)

3. Type your Password in this field. Initial log-in will be kronos and then you will be directed to a screen in
which you will be able to create a new password.
For future log-in, you will use your selected password.

WORKFORCE CENTRAL" versions.2

LOG ON

User Hame

Password

4. Click the Log-ln button.

Click on the Log Off area shown below in the upper right hand section of the screen.

KRONOS 55— ‘assword [ Help

| GENERAL ¥ || MY INFORMATION ¥

vl . .
***Do not use the d in the upper right corner. ***
This will close the application and possibly not save your work.


https://kronos.vinu.edu/wfc/logon

Accessing My Timecard

After log-on the following screen always appears.
This is the screen that you will input YOUR Vacation Time (VAC taken),
Sick Time (SIC taken)/(SIC Prof Taken), Overtime (OT), Funeral leave (BER), Jury Duty (JD), or Unpaid
(UNP). You can also view total hours for the time period selected and accrual balances as of the date
highlighted on your timecard (EX: On the time card shown below, accrual balances are as of 06/27).

KRONOS Log Off | Change Passwaord| Help

| GENERAL || MY INFORMATION ~ |

MY TIMECARD

Last Calculated: 216PM

Time Period |Currerd Pay Period v|
E Actions ¥ .ﬂmount| Accruals ¥ Reports ¥
[ate Pay Cade Amourt I Tranzter Ot In Tranzfer Out Shift | Daily Cunilative

X|| |5 Wed 6122 x v - .
S , - I
X|||[&|| Friid ar v A

X) &) sattis ?ER v v

X| & Sunfif e v v

X/ & Mon Bi27 v v v

X|| &) Tue6i2a v v - -
X/ [&|] e 629 % v v

X/ & Thuga0 v v v

X]|[&] Frizim - - v M

TOTALS % SCHEDULE | AUDITS

m Aeorual Code /| Balance on Selected Date Units
r
EIC 13097 Haur
Account l Pay Code Bmount - YAC 10333 Hour
Mata tart Time Friel Titme Pave Tk D irt



Time Input

To input YOUR Vacation and Sick Time taken, Overtime, Funeral leave/Bereavement,
Jury Duty, or unpaid hours; you will take the following steps:

1. Locate the Date on timecard that you wish to add hours to.

2. Click the Drop-down Box in the Pay Code column next to the date.

3. which applies to that day.

4. Click in the Amount_column and type amount of hours to apply.
***Amount entered must not be less than one (1) hour for exception time***

5. Click

Once you click Save, My Timecard in the upper left hand corner turns from orange to black. This is
a double check to ensure that your changes have been saved.

MY TIMECARD
La=st Calculated: 2:16PM @ @W@ Loaded: 2:23PM @W@

J E Actions = Amuunt | Accruals * Repor JE Actions * Amount |-' ):cruals Reports *

Drate Pe y acle Aot Date VAC?FQ\H rle Arnourt

X|| & | wed 622 - x| &) | wed 6122 BER G1E=
AL Taken -
X5 TRUBRZI ey Taken X)| &) Thus JD
x| (& Fricr4 aT || [Z]| Frigied ;?g% T:r;n Eick Les
FatT Taken
X|| (% Sotimes BER ‘ X & Satlﬁ LI ..
4 A X | |&| | Sun SEE F | b

x x| Sun G LIMP 3 Ut &
X] (%) (on 27 { ] (%] on 6270
x| | [% T_e 5;‘23 X | & Tue 6123 -
X | [&) wied 629 z - %|| (&) | wed 629 2 -
%) (& ThuBsn - %] |[&)| Thu 630 -
X | [E]] Fri 7 - X || &]| Fri7m -

*Support Staff View *Professional Staff View

***If you are entering more than one type of leave for the same date, you will need to
click or'= beside the date to insert a row for the other type of leave***
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Deleting Time Input

To delete time for a date on YOUR timecard, take the following steps:

1. Click the ) next to the date of the time that you wish to remove.
2. The box shown below appears. Click Yes to Delete.

Workforce Central

Eraze data far the entire row?

Nz

MY TIMECARD

. . . Last Saved: 10:3TAM
3. Click Save in the upper left corner of the timecard.

':\E:" Actons * |

Reports

To run reports of YOUR information after you have logged in:

Click My Information MY INFORMATION
Time Stamp
My Reports Wy Timecard
My Reportz

Select an Available Report
Select As Of period
Click View Report

MY REPORTS

The report will then be displayed on the screen and

you may view or print *To Print: Go FILE CZy PRINT

Available Reports
Accrual Balances and Projections

Schedule
Time Detail

As of

Yiew Reort



Daily/Bi-Weekly Tasks

Dally Tasks

++» Use Reconcile Timecard Genie To Check & Correct Missed Punches
+ Add Missing Data to Timecards
+* New Hire Information Delivered To HR
¢ Train Employees on Correct Procedures for TimeStamp/Time Input

+ Timeclock Departments - Enroll Biometric Scan for New Employees
+» Timeclock Departments - New Full Time/Part Time Employees Obtain ID

Bi-Weekly Tasks /2

+» Use Reconcile Timecard Genie To Check & Correct Missed Punches
+ Add Missing Data to Timecards
++ Run and Save Reports to Excel
+» Check Employee Hours

+» Use Pay Period Close Genie To Approve Previous Pay Period




Reviewing ee Timecards

QuickFind Genie — General Employee Information (Click My Genies — QuickFind)

This Genie is an employee search tool that lets you quickly locate employee information.
To use this Genie, type all or a portion of an employee’s name or ID and then click Find to display
relevant entries. If you wish to view all of your employees, put an * and click Find.

This will display the Employee Name, ID, and Primary Labor Account. This information is fed directly
from Banner once an employee is created by Human Resources and a job is created by Payroll. A
description of the primary labor account is as follows:

Org Employee Class
Division | COMADOODMEZ1 01521 015 S TSl RN
Fund Timekeep Org

Reconcile Timecard Genie — Time and Labor Data by Employee
(Click My Genies — Reconcile Timecard)

This Genie provides important information for each employee appearing on a separate line. It allows
you to quickly identify individual timecard issues. You can sort employees within any Genie by clicking
on the column heading.

To use this Genie, always select Show I:> All Home and Transferred-in (which should default) and
select the Time Period (Current Pay Period is default) that you wish to view information for. To edit an
employee’s timecard, double click on the name of the employee and it will be displayed. You can then
make the edits that need to be completed and click SAVE.

Pay Period Close Genie — Final Payroll Processing Step
(Click Timekeeping — Pay Period Close)

This Genie is a final double check for missing punches and unexcused absences. This is the last step to
the payroll process for the pay period and should be completed after all hours have been verified.

To use this Genie, always select Show T——>All Home and

Transferred-in (which should default) and select the Time Period “Always click Refresh

(Previous Pay Period is default) that you wish to view time to display

information for. Once information has been verified, please approve most current
information!!!

all timecards for your area.




Missed Punches

1. Click My Genies>
Reconcile Timecard.

2. Sort employees by exception by
clicking on the column heading
that applies. For example, to view

employees that have missed punches:

Double Click on the column for
Missed Punch and those employees
should now appear at the top of your
listing with check marks.

3. Double click on the Employee’s Name
that you are going to edit. This will
take you to the employee’s timecard.

KRONOS

K=Vl MY GENIES®

Unexcused Absences

Timecard | Schedule | People | Reports || QuickFind

Recencile Timecard

RECONCILE TIMECARD e o
Last Refreshed: 12:54PM SR e
Leave Hourz
KRONOS
| GENERAL ~ || MY GENIES® ~ ||

Timecard | Schedule | People | Reports | More *

RECONCILE TIMECARD

Last Refreshed: 1:12PM

Shc

Timr

Actions * Punch * Amount * Accruals * Schedule ~ App

Unexcused
HETE EL Abzence
Test Emploves
Urexcuzed
flarmie 24
Bheence
Test Employee
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Correcting Punches

Missed punches are indicated by a RED BOX as shown below. Click in the RED BOX to add the punch
that is missing. Make sure when adding the time to specify am or pm.

For example, if the out punch should be 4:00pm — You should input 4p and hit ENTER.
Once finished, click SAVE.

| GENERAL ~ || MY GENIES® ~ || TIMEKEEPING v || SCHEDULING ~ || MY INFORMATION ~ || mrd

Schedule | People | Reports | More ¥
TIMECARD
Last Calculated: 1:48PM

Time Period |Curren‘t Pay Period - |
@Dns * Punch * Amount = Accruals * Comment ¥ Approvals = Owertime = Reports = Leawe ™
Drate FPary Code Aot In Transter ot In Transfer ot

Tue SHM0
Wied 511
Thu 512
FrisMs

Sat SM4

SunaMs
hdon SHE

® Missed Punch — Supervisors MUST research and correct

Hame & ID

7002

X (%] %] X)X [% X
R ] L L
44444
44444
44444

® Hours for the day will be miscalculated

® (Can result in Without Pay or Overpayment; if not corrected

Punch Overrides may also need to be done on the timecard. This happens when the punch shown is
an out punch appearing in the in-punch and vice versa. To correct, use the following instructions:

4:56PM !

dl Cammert...
e Right-click on the punch that needs edited and select Edit Punch. Edit Punch...

Edit Punch @

e C(Click the Drop-down box next to Override.

Date Gi2352011

Time (hh:mm) 4:26PM
e Select Type of Override needs to occur. Rounded Time  [EF3R011 5 00PM GWT0400

Time Zone (GWT -05:00) Eastern Time (US4, Canada) -
e Click OK. Override In Punch (:_-"’j

=Mone=
Cancel Deduction |In Punch

out Punch

Mesy hift
Exception Punched Lun Quarter Hour Round
Comments Punch has no comment

11



Time Worked /Exception Time

If you have an employee that forgets or is unable to report Exception Time or Overtime, you will need

to manually add this time to their Timecard. Follow the steps below to correct this situation:

1. Go to MY GENIES ———,> QUICKFIND.

2. Type all or a portion of an employee’s name or ID and then click Find to display relevant
entries. Make sure that the asterisk remains at the end of your entry.

3. Double-Click on Employee’s name and Timecard will be displayed.

4. Locate the Date on timecard that you wish to add hours to.
*** |f the date does not appear, you may need to change the Time Period.

5. Click the Drop-down Box in the Pay Code column next to the date.

6. Select which Pay Code applies to that day.

7. Click in the Amount column and type amount of hours to apply.

*** Amount entered must not be less than one (1) hour for exception time***
8. Click Save.

Once you click Save, My Timecard in the upper left hand corner turns from orange to black.
This is a double check to ensure that your changes have been saved.

***1f you are entering more than one type of leave for the same date, you will need to
click o/=/ beside the date to insert a row for the other type of leave***

***TIMECLOCK/TIMESTAMP***

If you have an employee that is unable to or forgets to clock/punch, you will need to
add the correct in/out punches instead of using a pay code insert!!!

12



1. To add a comment to a punch, right click on ~ Transfer

actual punch time and select Add Comment.

2. To add a comment to a pay code edit, right
click on the amount of hours taken and
select Add Comment.

3. Alisting of available comments will then
appear. Select one from list and click OK.
If you feel a note is necessary in addition
to the comment, please insert under note.
Please keep notes to a minimum with only
vital information. NOTE IS NOT REQUIRED!!!

4. To view the comment that has been
added. Click Comment in the bottom
right hand section. To delete, right click
and select Delete Comment and Yes.

Wied 511

Dste

ot In

Add Commert...
EdtPunch.. g

4: 30PN

Tue 510

Jt

Jt

Thu 812
Frians

EIRESREIRES
3+

bt

BEA Add Comment

Comments

ADmMirM PROJECT

A DAy

ATC - MDY

BEAD WEATHER
BLIMND SCHOOL
EBOILER CHECK
EUILDIMNG CHECKS
BUILDIMNG COVERAGE

BUILDIMNG IMSPECTIOMNS =

HNote

| ox N cancet J oo |

E Actions ¥ Punch ¥ Amount ¥ Accrual

[rate: Pay Code Amaourt

Wigd &1 3IC - 13

Comment

(]

*

Add Comment...
Eclit &maunt...

*

*

ADhIR PRCUJECT

Comiment

Delete Comment. -
Add Mate. .

Workforce Central

AP you Sure you want to delste g

Eelected comment and all of its notes?

Ce=al oo
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Job Transfer-TimeStamp

If you work for more than one department/area, you will need to perform the following

steps before you click Record Time Stamp each time that you clock in/out.

Click the drop down box to the right of transfer.

C|ICk Sea rCh. Transfers ||

-

i Search...

AltS

i

Log off after stamping

e
Record Time Stamp

Click in the box next to Position and type the position number provided to you by your supervisor

or Payroll.
= Edl

Labor Account

Hame or Description:

il

Available Entries: ) Division

160413, Foundation Relations Assistant - 3 Fund

205205 Fart Time £ Timekeep Org

216901  Clerk |

216903,Part Time = org

220203, Clerk Typist Il ) Future Use §

2203280 Maint. Repair 23-12 Mo ) Eclass

301671.A55t Coordinator N

204055, Clerk Typist 11 - Hourky @ Position

304372 Part Time

304373 FPart Time

311655 Fart Time

311816, 5tudent

313102 Tutor

313601, Tutar

3158126 Fart Time

370303, Lahb Asst- Hourly j 4 |
Selected Transfer

Tox_Ttancai l_Refre=h f_H=ip|

Click OK.

You will then be directed back to the TIMESTAMP screen and you can now click Record Time

Stamp.

When you clock out you should then be able to select that position number from the drop down

box on the TIMESTAMP screen each session. Once this step of typing in the position number has

been done initially, you should not have to return to this screen unless you obtain a different job.

Transfers [;313601

Search...

Al

Log off after stamping

|
Record Time Stamp

14



Job Transfer - TIMECLOCK

If you work more than one job and one includes a Timeclock, you will need to perform the following
steps when you clock in or out at your Timeclock position.

1J KRONOS’

Labor Transfer

Clocking In: Clocking Out:
1. Press Labor Transfer Soft Key 1. Enter ID and Press Enter OR Swipe Badge
Enter Position Control 2. Place Finger on Scanner

(Provided by Supervisor/Payroll)
3. Press Enter 4 times

4. CRIBISHONRRESSIERTE OR swipe Badge

5. Place Finger on Scanner

KRONOS®

Position
EClass

Org
Timekeep Org

15



Job Transfer — Additional Job

If you also work a Part-Time job for the University in addition to your salary position, you will need to
perform the following steps each time that you work the part-time job in that area.

1. Once logged-in, you will be in My Timecard view. Do not use this screen for adding your part-time
hours. Select MY INFORMATION I:> TIMESTAMP

2. The following screen appears:

KRONOS e
| GENERAL + || MY INFORMATION ~ |

TIME STAMP Mame & 1D

Thursday, June 23, 2011
4:23PM (GMT -05:00) Eastern Time

Transfers .':\; )I
Log off after stamping
3. Click the Drop-down box to the right of transfer.
4. Click Search.  rransters || -
iSearch... AlES %
Loguffafter stamping
5. in the and the provided to you by your supervisor
or Payroll. the under Work Rule heading and . Click
Labor Account
Hame or Description:

Awvailable Entries: ) Division
16041 3, Foundation Relations Assistant - 7 Fund

205205, Part Time ) Timekeep Org
216901 ,Clerk |

216803,FPart Time 2 org

220203, Clerk Typist 1l i} Future Use 5
2203820 Maint. Repair 23-12 Mo - ) Eclass
2011124301113} —
301671,As5t Coordinator O Foiie
204055 Clerk Typist 11 - Hourly

=Mons= -
oDC

FReg Hrly OT

Zalary - 10 Month - SO

Salary - 12 Month - FY —

Salar: 12 Month - PS Jid| b | 1
Salary - 12 Month - S5
Salary - 9 Morth - P9 =1

=klone=
Ly

selacted Transfar

_cor N concel W refre=h W neip |
16




6. You will then be directed back to the TIMESTAMP screen. You will then click the
button to log your time to the correct department/org.

7. When you clock in/out you should then be able to select that position number from the drop down
box on the TIMESTAMP screen each session. Once this step has been done initially, you should not
have to return to the select transfer screen unless you obtain a different job. You will have the
position number stored and will see it each time that you clock in/out using Record Time Stamp.

Transfers [ 13601
Al-s

Search...

Log off after stamping

Record Time Stamp

17



Steps To Finalize and Approve Payroll

All areas are required to have timecards for all employees corrected and approved by

4PM on the Wednesday following the last day of the pay period.

m 1 Go to Reconcile Timecard Genie under MY GENIES heading.
To review timecards for all employees without printing reports do the following:
Click Actions I::) Select All
Double-click Timecard in the upper left corner
Use the buttons to the right of name/id to go to next employees timecard

Hame & ID - | € 1 of 1087
Time Period | Current Pay Period -
s..“ 2 Run reports to verify hours for each employee in your area.

Go to Reports under the GENERAL heading. You have access to ALL reports but the 2 below give you
what is needed to finalize payroll: Employee Transactions and Totals & Time Detail.

Select Previous Pay Period for Time Period
Click ® beside Timecard
Choose which report that you wish to run (you will do this step again for the 2" report)
Click Run Report

REPORTS

Last Refreshed: 9:56AM Show

Time Period

SET OPTIONS CHECK RUN STATUS

|“Run Report_ | "Refresh_ Wl schedule = N E-mail =_N_Send To Pranter =W Prnt screen = |

El Timecard j
Accrual Debit Activity Summary
Accrual Detail
Accrual Summary
Employee Schedule - Monthhy
Employee Schedule - Weekly
Employee Transactions and Totals
Employee Transactions and Totals (Excel)
Exception Summary
Exceptions
Holiday Credits
Hours by Labor Account
Hours by Labor Account (Excel)
Location Schedule - Monthly
Location Schedule - Weekly
Overtime Equalization Detail
Payroll Preparation Totals
Person Attributes
Person Job Assignment
Punch Origin
Schedule by Labor Account - Monthhy
Schedule by Labor Account - Monthly (Excel)
Schedule by Labor Account - Weekly
Schedule by Labor Account - Weekly (Excel)

Time Detail | [y

18



Click Check Run Status Tab
Click Refresh Status until the report status shows Complete
Click View Report
When report opens in Adobe(pdf), you can click File |:> Save As
(Save as REPORTTITLE-PAYDATE.pdf/EX: TimeDetail-07012011.pdf)

*Recommendation: Create a new folder in MY DOCUMENTS on your PC to save each pays files to.
No printed copy is required for Payroll any longer. The approval process you are about to perform
provides the information necessary for Payroll to process. If you choose to keep a printed copy, you
will choose FiIC> Print in addition to saving the open document.

SELECT REPORT | SET OPTIONS

View Report.| Refresh Status

Feport Mame Farmat Date In v Date Dane Statuz Output Izer
Payrall Preparation Totals pidf Mo 62772011 09 26:10AM hom 672011 09:26:15AM Complete SCreen Superlser
Time Detai pidf Mon 672011 09:11:128M hom BET2011 09:11:194M Complete SCreen Superlzer
Time Detai pidf Mo 8272011 09:40:054M Mom BET2011 09:10:24AM Complete Screen Superlzer
Emplovee Transactions and Totals (Excel) | pdf Mo Gi27/2011 09:05:01 AW Mon 62772011 0308074 Complete Screen Superllser
Employee Transactions and Totals (Excel) | pof Mo 652772011 09.04:01 AW haom 62772011 09:04:12AM Complete Screen Superlser

Once all time has been verified, please complete this final step below:

Click TIMEKEEPING heading =—=> Pay Period Close
Click Actions ———> Select All
Click Approvals ——> Approve
Click GENERAL heading ————"> Group Edit Results
Click gt until the Signed Off Group Edit shows COMPLETED

Signed Off 82342011 10:17AM SuperlUser COMPLETED Success: 1088
Failure: g
Total 1088

Once COMPLETED and NO FAILURES, you have successfully submitted payroll for the pay period.
***No other steps are required***
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