Cornell University
ILR School

Kronos for Students/Staff (hourly employees)

1. Logon to Kronos

On a DAILY basis, go to the Kronos link on the Cornell website: https://www.kronos.cornell.edu/
(OR my.cornell.edu, Choose Employee Resources, My Payroll, select Kronos)
- Click on the gray LOG ON button and use your Net ID and Password.

the X in the top right corner, the connection will remain open.

pg OFf | Setup | Help

Your default view will be your timecard, unless you are also a Kronos supervisor.

2. Entering Time

NOTE — you must Log Off when finished in Kronos (upper right corner). If you don’t Log Off, and instead click

|Cornell University Log Off| Change Password | Setup | Help
1 ‘GENERAL ~ MY GENIES® ¥ SCHEDULING ~ MY INFORMATION ~ MY CALENDARS ¥ MY LINKS ¥
“MY TIMECARD
Hame 81D [W'appie, Betty & [oono000-000
Loaded: 3:21PM
Time Period [Currert Pay Period -
Actions ¥ Punch > Amount > Accruals * Comment > Approvals ¥ Reports ¥
Dete Earrings Codes Amount In Transfer Out In Transfer out Shift Deily Cumuletive
a Sat 12031 - - - 180
a Sun 101 - - - 160
[ ] Wlon 102 Wwirter Break Day 5 | 3.0 an 20
Tug 103 - - - 78 76 a6
a Vel 1104 - - - HE
] hu 105 - - . 56
a En 106 - - - HE
a at 1107 - - - HE
[ <] Sun 1108 - - - s -

[BR TOTALS % SCHEDULE | ACCRUALS | AUDITS | SIGN-OFFS, REQUESTS & APPROVALS | HISTORICAL AMOUNTS

Date Start Time End Time
All -

Pay Code Amourt
Thu 12628 B00AM 430PM B
Accaurt A Eemings Codes Amount i Fri12/30 Bnam A:30PM J
STATESTIAG-HRIDNO/A Apple, Piefl 0001000 REG 88 o[ Sat12Et E00AM JERR]
STATESTiG-HRIDOOD #pple, Pie 0001000 PPa 10 sun ot
STATESTIAG-HRIIDNO/A Apple, Pief 0001000 HTH 0 Men 1102
PN — . R YT R
Done @ mntermet 100% -

- To access your timecard, click the My Information tab, My Timecard.

- Enter your In/Out times (including Meal Breaks).

Note: The default time is a.m. To record p.m., add a “p” after the time. (i.e. 8:00a is 8 am and 1:15p
represents pm)

If you punch in or out more than twice in the same day, you can add a row to the timecard and continue to

enter punches for the same day. To add an extra row, click on the icon next to the appropriate date.

To delete a row, click on the B2 icon next to the appropriate date.
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| Cornell University Log Off| Setup | Help.

z GENERAL ~ MY GENIES® v SCHEDULING ~ MY INFORMATION ~ MY CALENDARS ™

MY LINKS ¥

T30PM

MY TIMECARD Name &ID  Carperter, Kathlee . | [1265764-000
Loaded: 9:52AM
Time Period |Currert Pay Period -

Actions ¥ Bunch ¥ Amount~ Accruals ¥ Comment™ Approvals * Reports ™

Date. Eaimings Codes Amaurt In Transter out In Transfer ot Shift Daily Cumulative:
B Tue 13 - [r:584m 1200PM 1Z:30PM - | 4:asPut 83 83 7 |
BB | ved 1104 - .05 114580 1:00PM - | S05PM 77 77 394
[ %] Thu 1105 - . 208M 1.45PM 200PM ~ | 4:50PM

Thu 1105 - 97 a7 491
B | Frid e 491
491
491
491
491
491 -

O -

iecl 1411

4 e

444

TOTALS & SCHEDULE | ACCRUALS | AUDITS

To record Leave Time (this section does not apply to students, or staff who are not benefits eligible)
Leave time must be on its own line (not on the same line as in/out punches)

o Click the down arrow ~!in the Earnings Code Column.

o Select the appropriate Earnings Code from the List.

Most common codes are: FHC — Family Health Care, PDL — Paid Leave, PER — Personal, SIC - Sick,

VAC - Vacation.
In the Amount column, TYPE the amount of leave time in hours (i.e 1.3 or 1.8, etc.)

NOTE - If you attempt to use more Leave than you have available, Kronos will warn you:

Workforce Central f?l

Wiarning(s) for this edit:
PER halance on 60852012 iz 7.6 (overdrawn by 0.4),
Do you wwant to continue?

(ed ] o

If you receive this message, you should change the way you record this leave time so that you will not be

overdrawn or speak to your supervisor.

Click after entering new data or changing existing data. (top left corner) Navigating away without

saving will also trigger a reminder to Save.

. . . (Cornell University
When making changes to the timecard, if totals are 2 ceneraL - | My ceNIEs® + | SCHEDULING + | MY INFORMATION ~
Timecard | Schedule | People | Reports
not updated, click on the ACTIONS drop down menu, TIMECARD g ———
then Se|eCt Refresh Data. Time Period |Previous Pay Period -
[Actions | Punch ~ Amount v Accruals ~ Comment > Approvals = Reports ~
Refrash ings Cades Amourt In Transfer
Th| Refresh Data __EIEIAM E
**Hours MUST be recorded daily to ensure accurate e i
. . . . e
timekeeping. DO NOT wait until the end of the pay b ot creen o
Tug 12520
period to record time. Supervisors are also being
asked to review timecards throughout the pay period.
2
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3. Approve the timecard

Timecard approval takes place every other week. The current schedule is:

o Wednesday 12 noon - deadline for students and staff to approve their timecard. This requires a
prediction for hours worked Wednesday afternoon (the end of the pay period)

o Thursday 9am — deadline for supervisors to approve time cards.

Once all time is complete and SAVED, Approve your timecard by clicking on Approvals, select Approve

| Cornell University

1 | GENERAL > | MY GENIES® v | SCHEDULING ¥ | MY INFORMATION ¥

Schedule | People | Reports

TIMECARD

Name &10  [&'apple, Securty | [2222225-000
Last Calculated: 6:17PM
Time Period |Current Pay Period -
4
B | Actions ¥ Punch * Amount ™ Accruals ¥ Comment ¥ [Approvals ports ¥
Date Earnings Codes Amourt Apprave Transter out In
2 1208 Remave Approval

Ii

9 Fritzz0
Sat 12531
B4 Sun 10
4 pMon 102
B Tue 13
o [¥ed 104
1105
i 106

S:00AM MifAbkott, Mancy JH001

2:00PM

44 e

II

=

=

L J < <] << 0 <0
IEOEEEE00
4 4 4 4 4 4 4 4 4

Note — If you need to make a change after you have approved the timecard, remove your
approval, then re-approve after the change is made. There is no longer a way for the
Payroll Rep to “remove” anyone’s approval except theirs.

-

You may remove your own approval, if no higher level approvals have been made.
Click on Approvals, select Remove Approval. The timecard will again be available for editing.

If your supervisor has approved, you will need to request that your supervisor remove his/her approval. Next,
you will remove your approval to be able to edit the timecard. Make your change, Save, then Approve. Finally,
ask your supervisor to once again approve your timecard.

After the “sign-off” by the Payroll Rep takes place on Thursday mornings, no further changes can be entered into
the “current pay period”. Refer to Historical Edits to make changes.

And remember ... Be sure to LOG OFF (upper right hand side) when complete.
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4. About Your Timecard (the default view for employees and students)

Cornell University

Log Off| Change Password | Setup | Help

1 GENERAL ¥ MY GENIES® ~ SCHEDULING ~ MY INFORMATION ~ MY CALENDARS ~ MY LINKS ~
Timecar d | Schedule | People | Reports.
TIMECARD A Hame & 1D [/appte, Crisp | [1234565-000 ]
Loaded: 3:34PM B
Time Period [Nest Fay Period - _—
| Actions ¥ Punch ¥ Amount > Accruals ¥ Comment ¥ Approvals ™ Reports =
Date Earnings Cotles Amourt In Transter out In Transter out Shitt Dally Cumulative
a Thu 12129 Winter Bresk Da...| 7.8 78 78
[ <] Fri12/30 Wiirter Bresk Da..| 7.8 78 156
a Sat 12731 - - - 156
a Sun T - - - 156
B B3 Monimz Winter Break Da... 7.8 78 234
a ue 103 - - - 234
[ <] Wil 1 100 - - - 234
a - - - 234
a - - - 234
a - - - 234
a Sun 108 - - - 234
a Mon 109 - - - 234
[ <] Tus 140 - - - 234
a Vel 1411 - - - 234
TOTALS & SCHEDULE | ACCRUALS AUDITS
Date: Stert Time End Time: Pay Code Amaurt
Al hd Thu 12028 B:00AM 348PM -]
Account 4 Eaningscoses | amount Fri121E0 B00AM 3 4ERH
O0ODTEST/0000/511/0000/0000,000 =S | 234 - Sal 120
L sun 101 I
Mon 102 S004M 3.48PM
Tue 1003 E004M 3.48PM
Wl 104 E004M 348PM =
Navigation
- Navigation Tabs GENERAL ~ MY GENIES® ~ SCHEDULING - MY INFORMATION ~ MY CALENDARS - MY LINKS -
A t T b Lave | Actions * Punch * Amount * Accruals * Comment ¥ Approvals ¥ Reports =
c I O n a S 1 1 1 1 1 [

- A Name & ID

fields — The name field contains your name, the ID field contains your student/employee ID
number followed by —xxx . The —xxx is the job number for this timecard (i.e. -000)

- B Time Period — Used to change the time period you are viewing (Current Pay Period, Next Pay

Period, Previous Pay Period, or a specific date).

- Information Tabs — Totals and Schedules, Accruals (Not applicable for students), Audits, Historical
Amounts, Comments

Cornell University

Log Off| Change Password | Setup | Help

2 GENERAL ~ | MYGENIES® v | SCHEDULING ~ | MY INFORMATION v | MY CALENDARS ¥ | MY LINKS ~
Timecar d | Schedule | People | Reports
TIMECARD Hame 81D [aapple, Betty & [ooooooo-000
Loaded: 8:16AM
Time Period [Previous Pay Period -
ST | Actions ¥ Punch ¥ Amount~ Accruals * Comment~ Approvals v Reports v
Dste Earnings Codes Amourt In Transter out In Transfer out Shift Daily Cumulative
Thu 125 00N ] 100 100 100 -
Fri128 frzooe & [r:0oet 10 10 1m0
Al 1217 1o
Sun 1218 1na
hion 12418 1o
Tue 12020 1m0 =]

—— R
TOTALS & SCHEDULE | ACCRUALS | AUDITS 3 ® +3 | AMOUNTS
— R | Start Time: | End Time | Pay Cosle | Amourt
Al hd Thu12i5 &004M ‘QEDPM ‘ |
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[———— S g 7| o —
a Fat 1231 - - - 160
] Sun 101 - - - 160
[ ] hlon 102 winter Bresk Day 5 | 8.0 a0 240 .
=== - =
CLINI arprual
Accrusl , Balance on — Baiance Projscled Frojectedt Projected Projected Bilance wilhout
Code Selected Date Through Detits Cresits Balance Frojected Crecits
Comp Time 135 Haur 7172012 00 o0 00 158
FHC 234 Haur 772012 00 34 234 z34
FER 3o Haur 172012 34 380 380 76
Sick 38.33 Hour BIR/2012 234 253 17.48 1483
wacation 81.72 Hour EN272012 158 302 8913 6812
Done & miernet F 0% -

Note the difference between the available tabs depending on whether or not you are viewing the
Current Pay Period, or a Previous Pay Period.

Functionality

MY CALENDARS v MY LINKS +
Wiew Your Paycheck
Comell Pay Calendars
Kronos Functional FAQ

Earnings Code Description

- Useful Links — click My Links

- Email from a timecard or Print a timecard
o Select Actions, then select Email or Print Screen

‘ GENERAL ~ MY CENIES® ¥ SCHEDULING ~ MY INFORMATION ~ MY CALENDARS ~ MY LINKS ~
Timecard | Schedule | People | Reports.
TIMECARD
Hame 81D [Aappls, Betty A& [ooooooo-000
Loaded: 8:28AM
Time Period [Current Pay Period -
B [Actions |Punch ¥ Amount ¥ Accruals ¥ Comment~ Approvals ™ Reports ™
Fefresh ings Codes Amourt In Transfer ot In
Refresh Data Bresk Day3 | 4.0
Calculate Totels - Z00PM + [ooem
E-mall 3 Bresk Day 4 | 8.0
Frin 2 - -
Frint Screen - - -
on 1102 \irter Eresk Day 5 | 8.0
TOTALS & SCHEDULE | ACCRUALS  AUDITS | COMMENTS
Date Start Time
Al hd Thu 1228 00AM 4300
Account o Eernings Codes Amaunt Fri12/30 S00AM 4:300
STAMEST/AG-HRODOA, Apple, Pie/ 0001000 HTH an Sat 12731 S:00AM 4300
STAMEST/AG-HRODONMA, Apple, Pie/ 0001000 HsP 200 + Sun 1
STAEST/AG-HRODO0A' &pple, Pie/ 0001000 CTE an hton 1702
Toe 113

- What do the Red Boxes Mean?
Outline box: [ indicates an exception or unscheduled time entry punch.
Solid box: B indicates a missing time entry. (i.e. an In punch without an Out punch)

- Check Accrual Balances (for benefits eligible staff only — students disregard)
Check accrual balances for vacation, sick, family health care, personal time and comp time.
o Click Accruals at the bottom of your timecard to see balances.
Balances are shown as of the day highlighted on the timecard. Accrual time increases as
work time is entered, and decreases when leave time is entered.
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5. Historical Edits (previously known as “Prior Period Corrections”)

These can only be done on a pay period that is already closed

To do previous Pay Period Corrections (aka Historical Edit) on an already closed timecards:
o Change Time Period to reflect Previous Pay Period

o Click on the appropriate date

o Click on the AMOUNT drop down menu

/

[Cornell University B ———————i Log Off| Changd
2z GENERAL v | MY GFNIES® v | SCHEDULING ¥ | MY INFORMATION v | MY CALENDARS v | MY LINKS v
Timecard | Schedule | People | Reports
TIMECARD Name 810 [Riapple, Betty A [oo0oo0o-o00
Loaded: 8:52AM
Time Period [Previous Pay Period -
Actions = punch + faount_) Accruals _comment _pprovals = Reports ~
Dete: s Edt = Transter out in Transter o Shift Daily
Thu 12115 Move = [5.00PM 100 100 101
Fri 126 Delete Maved =5 0PN 1 10 11
Eattznt 11
Sun 1218 < A0 Historical with Retroactive Pay Calculation = > 11
Mon 12113 o | 1
Tue 12620 Delete Historical = i
TOTALS & SCHEDULE | ACCRUALS | AUDITS o & s AMOUNTS
Date Stert Time: End Time Pay Code
Al hd That215 &00AM 43P0
Accourt o Earnings codes Amaurt Frif2s E00AM 30PH
STATESTAAG-HRMO00/A Appis, Pisfl 0001,000 HinF 123 «| sati2a7 E00AM +30PM
A4226i8G-HORTIIN00Baese, Jase BADSESMON | | PER 50 « Bun 1248
A14226iG-HORTIIN00Baese, Jase BADSESMO0 | | SIC 78 Mon 12413
STATESTIAG-HRIMO0N/S &pple, Piefl 0001000 REG 181 Tue 12120
STATESTAAG-HRIMO0N/S &pple, Piefl 0001000 HsP "7 Wed 12421
OOODTESTA00000005 pple, MacD000000 SEW 20 o| Thute2 B00AM +30PM

o Always choose Add Historical Edit with Retroactive Pay Calculation
A window will open displaying a duplicate timecard.

B Add Historical Amount with Retroactive Pay Calculation 3

A'apple, Betty A 0000000-000
Historical Dates  12/15/2011-12/26/2011

Current Pay Rule |BTC-EMCS-12Hr-No-Day

Dat Earmings Codes Amourt
Thu1215
Fri1zng

Sun 12418

Mon 1243

Tue 1220

wied 12721

Thu 12722

Sun 12i25
Mo 12026 Christmas 18

Mon 1226 - E:56PM e-Hw S Holiday w | 12:004K -
Tue 12127 Wirter Break 13 =l

Pay Code <Hane> ~ clear All changes

Effective Date | 1706/2012 -

= —
P(l_colcuiate pifferences = ] cancel || Help |

Transter Out In Transfer ot
00N - [E:0op
2.00ent = - [t:00Pm

-] ]

+S0AM F00PM 3:05PM

4y
444

U

DOEC0DEE0E

o Add the missing hours or pay code on the appropriate day in the timecard box that opens up
o Click the Calculate Differences button.
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o A confirmation screen opens: click the Impact Accruals column (not necessary for students). Then
Add a Comment (optional) (click ~ | next to Comments Field)

Add Historical Amount with Retroactive Pay Calculation

A'apple, Betty A [0000000-000
Historical Dates 124 5/2011-12/28/2011

Current Pay Rule  BTC-EMCS-12Hr-Mo-Day

*Effective Higtori.. Impact Include
/
Date Dte Account Pay Code Amaurnt Commerts

A in Totals*
THOB2012 12723201 00002 Apple, Pief10001/000 | REG 10 v

ot
AD Site Activities
F
Book signing |
o From the Add Comment Box, Select reason and/type Note if desired.
(i b e

o Click OK.

o SAVE this change.

Note: A tab labeled Historical Amounts is added to the timecard. After you edit time in a prior
pay period, the hours appear on the Historical Amounts tab on the edited timecard, and on your
current timecard in the Totals and Schedules tab. When you and your supervisor approve your
current timecard, the approval will also apply to the historical edited amounts. Your next
paycheck will include payment for those hours or reflect leave time taken.

(Rev—3/1/12)
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If you have more than one job at Cornell:

If you have more than one job at Cornell, there are two different processes to follow to record time worked,
depending on the circumstances.

a. Within the same department, you will need to “transfer hours” from your “home” job to your secondary job

within that department** (see below)

b. Multiple jobs in different departments are accessed by using your netid and password for your “home” job,
and a different logon/password for any subsequent jobs (assigned by the payroll office). You will receive an
email from the payroll office with login and password information and instructions.

6. Transferring time from one job to another *within the same department*
You will have a single “home” timecard but can transfer hours worked to the appropriate job and supervisor

within that timecard. These changes affect where hours are charged. You will be paid at the correct rate for that
job based on the rate in the central HR/Payroll system.

- You may do timecard transfers to a different job number and a different supervisor.

Enter your In time and your Out time in the normal manner.

To “Transfer” these hours to another Job and Supervisor, click the down arrow ~!in the Transfer

column,
o Click Search.

TIMECARD

Last Caleulated: 6:17PM

| GENERAL ~ | MY GENIES® ~ | SCHEDULING ~ | MY INFORMATION - | MY CALENDARS -
Schedule | People

Reports

O
Wikbbott, Nancy JW00T |

o Click the radio button next to Job Number then select the desired job to Transfer the hours to
another job found on the list of available entries on the left.

B Sclect Transfer

Labar

Name

Saarch
Available Entries: O company

. = {2 Pay Rep Group
000, Job 000

0000,Generated during v4.0 DE upgrade ScEAT I
001,Job 001 ) COST CENTER

002,Job 002 + | supervisor
003,Jok 003

- L 1pBCODE

004 ,Job 004

005 Job 005 nmher
006 Joh 006
007 Job 007
008.J0b 008
009,Job 008
010,J0b 010

(Rev—3/1/12)



Cornell University
ILR School

o Next, Click the radio button for Supervisor, choose from the list of available Supervisor names.

2] @ payrepcroup
O oeparTMENT

Job 00t

Adams, ScottAdams, Scott -l

Work Rule.
<Hone>

Selactad Transfar
T

[ ) e e

o Click OK to record the transfer, and return to your home Kronos Timecard.
o Subsequent Transfers will be easier, because Kronos remembers your previous Transfer Choices (i.e.
you won’t have to search for Job Number and Supervisor each time)

This action of Transferring Time will ensure that the hours recorded as transfer will be paid at the hourly rate for
the transfer job, and also will ensure that these hours will now appear in the second supervisor’s queue of hours
to review and approve.

7. Policy Reminder

Meal Break Policy: All students and staff MUST adhere to the Meal Break Policy. Policy (6.7.10) is as follows:

Meal Periods

a) When a non-exempt employee works more than four hours which includes the period 11:00 a.m. to
2:00 p.m., the department must provide (and the employee must take) at least 30 minutes for the
meal period.

b) If a non-exempt employee is scheduled to work a shift which begins before noon and continues later
than 7:00 p.m., the employee must take an additional meal period of at least 20 minutes between
5:00 p.m. and 7:00 p.m.

c) When a non-exempt employee is scheduled to work a shift of more than six hours which begins
between 1:00 p.m. and 6:00 a.m., the employee must take a meal period of at least 30 minutes at a
time approximately halfway between beginning and the end of the shift.
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Time Collection Policy: All students and staff MUST adhere to the Time Collection Policy.
Policy (6.7.11) is as follows:
Time Collection-Ensuring Accuracy

Person(s) responsible for time collection must take steps to ensure the accuracy of the data collected.
When a person(s) (e.g. employee, supervisor and /or responsible designhee) submits/approves time
collection data, he/she is attesting to the accuracy of that data. Knowingly approving inaccurate time
collection data is in violation of university policy and illegal under the Fair Labor Standards Act, and
may subject the person(s) to disciplinary/legal action (up to and including discharge).

8. In-depth Student and Staff user guides:

https://confluence.cornell.edu/display/kronosuser/TrainingtDocuments

Contact the ILR HR Office with questions.
Kristie Lamb

Kt264@cornell.edu

255-2766
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