To Log On to Workforce Central

1. Windows users: Internet Explorer-http://kronos.pomona.edu.  Firefox-http://kronos.pomona.edu
2. Macintosh users, Snow Leopard (OSX version 10.6 and above): Safari-http://kronos.pomona.edu.  Firefox-http://kronos.pomona.edu

3. Note:  if you have difficulty accessing Kronos please contact the Pomona ITS Service/Help desk.

4. Enter your network Username (case-sensitive).

5. Enter your network Password (case-sensitive).

6. Click on the go arrow and your time sheet for the current pay period will come up.

[image: image1.png]/= Kronos WORKFORCE CENTRAL(R) - Windows Internet Explorer =10J X}

&~ [E mmilwonosioiclosonfoservrc =) [x] e a8

Fle Edt Vew Favortes Took Hep Ssnagtt 1 & -

W @ 5 - | @ kronos workFORCE CenTR... | @ Kranos WORKFORCE CE... X

WORKFORCE CENT!

LOG ON

User ame

—
W

‘\

C T e & -





To Add Punches and Job Transfers

1. Click the first In cell across from the appropriate date and enter the time you started work.

2. Click in the Transfer cell and select search and your department(s) will appear in the Select Transfer box.  If you have more than one job, you will need to expand the departments to see each of your jobs.  If you only have one job you will see only that job in the Select Transfer box.  Select the job by marking the box with a check mark that you are entering hours for and select ok.  You will need to do this for every job you work even if you only have one job.  Once you have selected your job they will show up when you click on the down arrow in the transfer cell and you can select your job number from there.

3. Click the first Out cell and enter the time you ended work.  This could be at the end of the day or for a break for lunch.

4. If you punched out for a break or meal, click the second In cell and enter the time that you returned to work.  Follow the same instructions as above to enter your job number.

5. Click the second Out cell and enter the time that you ended work.

6. Select Save to save your punches.  (The red lettering in the words My Timecard and the flag next to Totals and Schedules indicates unsaved changes).
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Please note that this screen shows more departments than you will see when you are in your own time card.
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Please note that this screen shows more departments and jobs than you will see when you are in your own time card.
Editing and Deleting Punches
1. To delete a punch if an error is made, click the cell that contains the punch you want to delete.

2. Press the Delete key on your keyboard.

3. If you want to erase the entire line, click on the x icon next to the bent arrow and answer yes.  Save your edit and enter the correct punches.
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To Approve Your Timecard

1. Make sure you are approving the correct pay period.  It should be the current pay period if you are approving your timecard every other Friday to meet the deadline.  If you do not approve until Monday, it should be the previous pay period, but please remember this may delay payment. (You may not select a range of dates.)
2. Click on the Approvals tab and a drop down will appear.
3. Select Approve.

4. Once you have approved your timecard, no other changes can be made by the employee.  Managers can still make edits/corrections to an employee-approved timecard.  If discover that a mistake has been made and you need to make a change, you will need to remove your approval by selecting Approvals, then Remove Approval.
5. You can approve a timecard for the entire pay period only.  Do not approve your timecard until all hours have been entered for the entire pay period.
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Printing a Timecard

1. Select Actions.

2. Select Print.

3. Select Print again.

4. Answer yes if you get a message that says “this applet would like to print…”

[image: image7.png]et fkronosffefapplicationsfsutenavinavigation.do

KRONOS'

GENERAL +. TIMEKEEPING ~. HEDULING ~ | RECORD RETENTION *.

Timecard | Schedule | People | Reports | More a

TIMECAz: tamezn | Kronos, Ms 1234578

Actions | Punch ¥ Amount ¥ Accruals ¥ Comment ~ Approvals v Overtime ¥ Reports v Leave ¥
Fefresh

Loade

Amourt n Transter out n Transter out shift | Daiy | Cumuative
Fefresh Data

Sy Caleuite Totals

M Emal = s008M lor - 6190 - 54752 12:15PM 425

M rint = 124500 lor - 5190 - 54752 4308 375 a0 a0

Ty it Screen = s008M lor - 6190 - 54752 12:15PM 425

Tue 803 12245000 lor - 6180 - 54752 4307 a5 a0 60

Wed 8104 00am lor - 6180 - 54782 12:15PM 425

Wed 804 12245000 lor - 6180 - 54752 4307 375 a0 20 |

Th 805 00am lor - 6180 - 54782 12:15PM 425

Th 805 12245000 lor - 6180 - 54752 4307 a5 a0 w20

Friane 00am lor - 6180 - 54782 12:15PM 425

Friane 12245000 lor - 6180 - 54752 4307 375 a0 400 B

TOTALS & SCHEDULE | ACCRUALS | AUDITS | SIGN-OFFS, REQUESTS & APPROVALS

Dete Start Time End Tine Pay Code Amourt
Sunamt

Hon 802
Tue 803 I
Wed 804
Th 805

Frians L=f

Al

Accourt PayCode | Amount | Wages |.





Logging Off

1. Click Log Off at the top right corner of your screen.

2. Click the X in the upper-right corner on the Workforce Central log in page to close the application.

3. This will end your session with Workforce Central.  You will lose any changes if you do not save the changes before logging off.
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