NAVIGATING KRONOS

Logging into KRONOS

1. From the myApps website at https://myapps.wvsao.gov/apps/default.aspx

e Enter your standard government email address in
the Email Address field

myApps

e Enter your password in the Password field

e C(Click on SignIn
Sign in to your account

—  ©mail Address: @wv.gov
EE—— Password.  eeeesssssese

—

Reset Password

Contact HelpDesk

2. At the myApps page, click on the orange KRONOS link. Note: Your screen may have more or fewer icons
than pictured below:

£ @iConvert v BSelect

& KRONOS

Time and Leave

3. Several pop-up windows will appear while KRONOS is loading. At each pop-up window click on Run or Allow.
This will ensure the program is running with full functionality.

x Security Warning

Do you want to run this application? A i o i .
‘la  Allow access to the following application from this web site?

Name: platform_vminitializer_applet . .
(( Web Site:  https//prod-kronos.wvoasis.gov
=2 Publisher: Kronos Incorporated
n—o . _ Application: platform_vminitializer_applet
ety s (e s s-gov Publisher:  Kronos Incorporated
This application will run with unrestricted access which may put your computer

and personal information at risk. Run this application only if you trust the location This web site is requesting access and control of the Java application shown above.
and publisher above. Allow access only if you trust the web site and know that the application is intended

to run on this site.
Do not show this again for apps from the publisher and location above

 ; JEE—
e -

Do not show this again for this app and web site. Allow ] I Do Not Allow I

W' More information
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NAVIGATING KRONOS

Logging into KRONOS- continued

4. Your landing screen may vary from the image below depending on your level of KRONOS access.

BEKRONOS| oy

* Defauk Workspace =
Hours Detail =

‘|r
!

- o

HOURS DETAIL -

Note: Internet Explorer Users: Ignore the warning message at the top of your screen:

Unsupported browser. Users of IE 8 and higher should turn off Compatibility View

© &2 =IO,

5. You may need to click on Workspaces and select My Information from the drop-down box to access your
Timecard if it does not automatically display when you access KRONOS.

HOURS DETAIL

- m - [loflltems]

—e—— 1

i
——yr—

My Information

*End *
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NAVIGATING KRONOS

Touring the KRONOS Timecard

1. The pay period for the timecard is shown in the Time Period drop-down menu.

W Default Workspace

MY TIMECARD

Last Saved

BEFTT™  Actions * Punch ¥ Amount ¥

x % %

X (% [x (x| (% (X% (x| (% % ¥ % X

L Fn2ny

AM

Date

# My Information

Pay Code

nlx

Name & 1D

Time Period

Accruals ¥ Comment ¥ Approvals ¥ Reports ¥

v

404 4 4 4 4 4 4444

Amount In

Transfer

T B R R I R |

5:00PM
5:00PM
5.00PM
4 00PM

5:00PM
5.00PM
5.00PM
5:00PM

2. The date for each line of the timecard is listed in the Date column to the far left of your screen.

#' My Information

]

[

MY TIMECARD

Last Saved: 7:28AM

x|
x|
x|

x|
X/
x|
x|
X/
x|
x|
x|
x|
x|
x|
x|

Date

S| s e g R G g g R g g e B+ B U

Actions ¥ Punch > Amount ¥

Pay Code

PRESIDENTS DA

Hame &1D  |LEKGHTON-CLARK

Time Period

Accruals ¥ Comment ¥ Approvals ¥ Reports

=

44 4 4 4 4444

8

Amount In

Transfer

T B R B R |

5:00PM
5:00PH
S:00PM

+00PM

2333
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NAVIGATING KRONOS

Touring the KRONOS Timecard - continued

3. The Pay Codes column is where you will select the type of leave that you may take on any given day.

|
e

Timecard  ~
™ k to Timecar ‘
MY TIMECARD
Name & 1D |LEIGHTON-CLARK 000
Last Saved: T:28AM
Time Period [ -
Actions * Punch > Amount ¥ Accruals ¥ Comment ¥ Approvals * Reports ¥
Date Pay Code Amount n Transfer Out
X (&) Fi2n? - -
(X)| @)| sar2n18 - -
2| @) - -
N PRESIDENTS DA 0
1X)| (2] Tue - 7:004M w | 5:00PM
3| @) | wed 222 - 7.00AM v | S:00PM
(X)) (&) Thu - 7.00AM w  5.00PM
)| @) Frizza - fe:00am v | 4.00PM
(X)| @) sat2r2s - -
(%) @) sun 2726 - -
%) (& - 7.00AM w | 5:00PM
)| (&) - 7:00AM w | 5:00PM
1% (2 - 7:00AM w | 5:00PM
X | & - 7:00AM - | S:00PM
X @& - -
%) & - -

4. The Amount column is where you would enter in hours exactly how much of that leave you took, in hours.

|
W Default Workspace # My Information %

Tmecard  ~
- ack to Timeca ‘
MY TIMECARD
Name & ID  |LENGHTON-CLARK, . | (¢ 2170
Last Saved: 7:20AM
Time Period [ t Pay Period -
Actions ¥ Punch ¥ Amount ¥ Accruals ¥ Comment ¥ Approvals ¥ Reports ¥
Date Pay Code Amount n Transfer Out
|X) () Fri2NT - -
(%) (& 218 b -
(X)) (& - -
|5 PRESIDENTS DA 80
20 @ - f-00AM w | 5:00PM
(X | (&) | Wed - F-00AM w» | 5.00PM
(X (2 - b 00AM v 5.00PM
()| (2 - 004M v | 4.00PM
(%) | (&) b -
(%) | ()| Sun 2728 E -
()| (Es)| Mon 2227 b F.00AM v | S.00PM
)| (B | Tue 2228 - f 00AM » | 5.00PM
()| (&) | Wed 201 - F00AM - | 5:.00PM
)| @] ™o w02 g fr-00AM - | 5.00PM
)| @] Frizvos - -
()| ()| Sat 204 - -
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NAVIGATING KRONOS

Touring the KRONOS Timecard - continued

5. Each day has both an In and Out column.

e If your hours are shown in purple, you have a pre-populated schedule. These hours reflect your
working schedule. If you work different hours, take leave or have no pre-populated schedule you will
need to enter or adjust punches for that day.

e You will enter the time you start working into the In column. You will enter the time you ended your
shift in the Out column. Enter each punch as either am or pm for KRONOS to correctly calculate your
hours worked.

e How to enter time and leave is covered in the Entering Time and Leave in KRONOS job aid.

IUIOETMETTETS

MY TIMECARD

Last Saved: 7:28AM

WFTTM  Actions ¥ Punch~¥ Amount ™ Accruals ¥ Comment ¥ Approvals ¥ Reports v

Date Pay Code Amount In Transfer Out
Fri2n? A "

Sat 2118 -

x [x [x

Lol Sl Sl el e e
]
4

4:.00PM

S.00PM
5.00PM
5:.00PM
5:.00PM

x [x [x x| x| x X x x [x [x [x

=

44 4 4 4444
¥

T T T T TN TR TR T B B |

6. Located on the right is the Related Items pane, which houses different “widgets” — these will be explained
later. The widgets displayed will vary depending on your KRONOS user access level.

KRONOS

MY TIMECARD

TSR actoms = Puach© Amoust - Accrush © Comment = Apgewcais = Reparts =

*End *
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