Viewing Leave Balances in KRONOS for Employees

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

) il Address @wv.gov
——————, Password sesessssssss

—

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:

& @conen v MSeiect

&IKRONOS

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? 7 . o . .
‘b 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
A . 5 Application: platform_vminitializer_applet
=iy T e 1s.gov Publisher:  Kronos Incorporated
This appli will run with unrestricted access which may put your computer
and pe formation 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 r above. Allor ess only if you trust the web site and know that the application is intended

n this site.
[ not show this again for apps from the publisher and location above

6 More Information Cancel

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

O

W More information

Note: To disable messages for your session, click on Do not show this again boxes on the pop-up windows.
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Viewing Leave Balances in KRONOS for Employees

Logging into KRONOS - continued

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

KRONOS - oo

® Default Workspace
Hours Detad  ~ Ek=2 -

- =

HOURS DETAIL
p - -

WORKSPACE

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

3] SN =IO

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

- = - . [1of 1items ]

My Information

Ny

*End *

o
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Viewing Leave Balances in KRONOS for Employees

Viewing Leave Balances in KRONOS

1. At the lower left area of your timecard, click on ACCRUALS REPORTING PERIOD.

T —————————————

Temecard -

sk ‘

BT | Actions + Punch v Amosnt v Accrushs v Commest v Approvals Reports

Pay Code Amount n Transter ou h

x & - -
Sfmzm | mesersosy a0 :
x . T-008M - 500PM - il
o o o

unt = amount | Wages
500
S0P
S0
JR—

#) 5o Tmecd
MY TIMECARD i
Loaged: 2531

Ammunt

2. From the ACCRUALS REPORTING PERIOD tab, click on Balances as of drop-down menu to select the period for

which you wish to view leave accruals. Then click on Apply.

TOTALS & SCHEDULE  ~ A EPOF AUDITS SIGN-OFFS, REQUESTS & APPROVALS ACTIVITIES EVENT AUDITS

Accrusi Profile CHELG 80 "-.'.

Type Aen0my § Peod unes ‘;;E 2y aisbie '.‘::"::
= w7 >
"o (] oo
Ho oo
Ho oo
L oo
Ho 0o

3. Leave accruals will be displayed.
TOTALS & SCHEDULE A RUA AUDITS SICN-OFFS, REQUESTS & APPROVALS ACTIVITIES EVENT AUDDITS
Accrual Profiie CHELG 80
Balanceasof 2252017 = ﬁ
Type Segertng Perod s -';:; -, ziakie 3:;5;
101 23%23
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Viewing Leave Balances in KRONOS for Employees

Viewing Leave Balances in KRONOS - continued

4. The Available column shows the current amount of leave available.

TOTALS & SCHEDULE A« (it REPORTING PERI AUDITS  ACTIVITIES EVENT AUDITS
Accrual Profile BELIG 80
Balance as of 2172017 hd

Taten
Untts = Avadatie
to Date

Note: KRONOS does not project Available accruals out indefinitely.

5. The Planned Takings column lists the amount of leave currently scheduled on the timecard.

TOTALS & SCHEDULE RUALS REPOR L AUDITS ACTIVITIES EVENT AUDITS

Accrust Profee  BELIG B0

Pacnes

yor Seportng Perod Unts Tl

*End *
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