SUPERVISOR REFERENCE FOR KRONOS

Starting My Time timekeeping system

1. Go tothe web address https://mytime.wisc.edu/wfc/logon

2. Make sure that you have disabled any pop-up blocking software on your computer. You will also need to have JRE
version 1.6.0_7 or 1.6.0_11 loaded on your computer (see your local IT support staff if you don’t already have this).

3. The Payroll Office will provide your User Name (person ID number) and your initial (default) password. The initial
default password is your last name, all lower case letters. If your last name is 4 characters or less, add ‘pass’ to the
end. (i.e., Last name is Key, default password is keypass).

4. You will then be required to choose a new password when you first log on. Your password must be a minimum of 5

characters (Kronos is case sensitive) and should include numeric characters. Do not include special characters (!, S,

*, etc.).
5. Click LOG ON.

KRONOS'

MY INFORMATION ~ MY LINKS -

6. Your unique logon gives you access to your students time that will be processed for payment. Because of this, it is
very important that you do not share your logon information with others. If you are unavailable to approve your
students’ time, your assigned backup supervisor would have their own logon information to access and approve the
students’ time.

7. Anonline tutorial is available. To access select “My Links”, then “My Time Training”, and follow the links for
supervisor training.

Monitoring and Correcting Students Time Entries:

After you logon, the Student Summary Listing will appear. It is important to monitor the student’s time recorded during
the pay cycle. Incorrect time records may result in the student not being paid or paid incorrectly for that time period.

As the student’s supervisor, you have access and authority to correct the missed and incorrect time entries (punches) for

time worked under your supervision.
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Missed (Red) Punches and Purple Punches

1. The summary list will display those students that are under your supervision. It will also display students of those
supervisors that you backup in Kronos, but only when they have time logged.

2. Double-click the student’s name to display their individual timecard. Or, when the student name is highlighted you
can also select Timecard in the upper left corner. Widen the Transfer column to get the full account information.
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3. Missed punches display in RED. As the student’s supervisor you will need to make the correction in order for the
student to be paid for that shift.

4. Click in the RED box and enter the correct time, using an a to denote AM and p to denote PM. Then tab out of the
RED box.

5. Click on the SAVE button in the top left Kronos menu bar.
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6. PURPLE numbers can occur for a couple of reasons.

-- Student selects their job when punching out of Kronos. Kronos interprets this as attempting to punch in and will
then automatically punch out before punching in, resulting in purple numbers. When this occurs, remind the
student that they should only select their job when punching in and not when they punch out.

-- Student works two different shifts on the same day and forgets to punch out for the first shift. When they punch

in and select their job for the second shift, Kronos will automatically punch out from the first shift, resulting in
purple numbers.

7. To correct this error and remove the purple numbers, first write down the correct in/out times the student worked.
Click in the second Transfer box on the right and delete this entry with your delete key. Then click in the second IN
box and delete this entry also. Select SAVE on the Kronos menu bar. Re-enter the correct in and/or out times and
select the job in the Transfer box (see instructions below for “Selecting your Student’s Job”). Select SAVE again.

8. You can also correct this error by deleting the entire row using the DELETE icon (X) in the left column and click SAVE.

9. You may need to click REFRESH (under the “Actions” tab on the menu bar) to get the corrected information to
appear on the timecard.

10. To return to the Student Listing, go into the MY GENIES Menu at the top and click on Pay Period Close. Or, select the
BACK button on your browser. To select the next student, go back to step 2.

Student Selects their Other Job in Error

When a student with multiple appointments selects one of their other jobs when they should have selected the job in

your department, you can correct this by selecting your department job in the Transfer Box. Following the instructions
below under “Selecting Your Student’s Job”.
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Student Selects Job in Your Department in Error

When a student with multiple appointments selects the job in your department when they should have selected their
job in another department, you can correct this by deleting the information in the Transfer Box. Click in the Transfer
Box, use your Delete Key to remove the job selected, and it will then be blank. Click on SAVE. The supervisor of the job
that should have been selected will then see the empty Transfer Box and will then follow the instructions for selecting
their student’s job for their department. If this is not corrected by the other supervisor, Payroll will see the error during
the edit process and contact the supervisors to verify where the hours should be charged and correct the error before
the export of hours into the payroll system.

Erred-Timecard Genie

Selecting the Erred-Timecard Genie in the MY GENIES list on the top of the page will give you a listing of your students
that have an “Erred Appt” selected as well as those who have hours charged to their Dummy Account. Double click on
the student name to open their timecard. Widening the Transfer column will be helpful in identifying where the ERR
APPT shifts are located. Follow instructions below “Selecting Your Student’s Job” to select the correct appointment in
the Transfer Box.

NOTE: Listed also on the “Totals & Schedule” tab on the student’s timecard will be a separate entry for hours that are
charged to the Dummy Account. The words “NON PD HRS” will be included in the account description.
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Students should always select their job when punching in. By doing this Kronos is able to apply the hours logged to the
correct appointment. Then when the hours are exported to the payroll system, the correct funding and hourly rate will
be applied. The majority of students change jobs or have more than one job on campus. IMPORTANT: Kronos is setup
so that if the student does not select their job, the hours worked for that shift will be charged to a “Dummy Account”

and they will NOT be paid . To correct this, you will need to select their job for them. Follow these steps:

1. Click the dropdown arrow in the Transfer cell in the row to be changed and Select Search. Note the last transfer you
chose will show in this box. Do NOT choose this entry as it may be the appointment number for another employee
which is incorrect.

In Transfer Ot

Result: The transfer window is displayed with the Appt-Job radio button checked by default. ALL appointments you
have access to will be displayed on the left under Available Entries (NOT just the appointments for this employee).
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2. Search for appointments that belong to this employee only by entering * or % followed by the employee’s person ID
in the Name or Description field and click Search.
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(Hint: If you don’t know the employee’s person ID, simply drag the Select Transfer box down on the page and
you will  be able to view the Workspace which displays the employee name and ID).
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Result: This limits the display of appointments to only those you have access to for this employee.
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3. From the Available Entries box highlight the correct appointment.

Result: When completed, the selected appointment is copied to the Appt-Job labor account name &
description.
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4. Click OK at the bottom of the screen.
Result: Timecard is displayed with the selected appointment.
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When you hold your mouse pointer over the Transfer box, a yellow box will appear. The information in this box
includes the department code, supervisor’s name and code, student Person ID number, and appt number and
job title.

Approving Students Time at the End of the Pay Cycle

The student employee time requires an approval from the student employee’s supervisor. Approving the student’s time
is the electronic equivalent to approving/signing a paper timesheet. If your student worker has another job with hours
logged in Kronos, your electronic approval only applies to hours worked for you. The supervisor for the other job will
need to submit their approval for the hours worked under their authority. The deadline for approvals in Kronos is noon
on the Tuesday following the end of a pay period. Refer to the Student Bi-weekly Pay Cycle for deadline dates. Payroll
will notify you by email with any changes to this schedule.

From the Student Listing, double-click the student’s name to display their individual timecard.

Following the instructions above, review and make any necessary corrections to the student’s time entries.
Verify that all time entries are complete and that a job is selected for each shift they worked for you.

From the Student’s Timecard, select the Approvals tab.

Click on the APPROVE button.

Then click on the SAVE button to complete your approval.

ok wnRE
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Removing your Approval

If you find an error or a change that needs to be made after you’ve approved your student’s time and it is still within the
deadline for approving in Kronos, you can remove your approval to make the change.

From the Approvals tab, select REMOVE APPROVAL.

Following the instructions above, make the necessary corrections/additions to the student’s time entries.
Click on the APPROVE button to save the changes.

Then click on the SAVE button to complete your approval.

PwnNPE

Late Approvals

If you have not electronically approved your students time in Kronos, you will then need to provide Payroll with a
manual approval of their time. Hours not approved electronically or manually will not be processed for payment.

From your student listing, double-click on the student to open their timecard.

Under the Actions tab, select PRINT.

On the next Print window, also select PRINT.

On the Confirmation window, select YES. The timesheet will then print.

If there are NO corrections or changes to be made, sign and date the timesheet for your approval.

If it is necessary to make ANY corrections or changes to the students time, manually enter the corrections on the
timesheet. The student will need to sign and date the timesheet. You will then sign and date the timesheet for your
approval.

7. Deliver the timesheets to Payroll by 4:00 p.m. on the Tuesday

ok wnNnE

Generating Reports

You have access to view and print several Kronos Timekeeping reports. You may want to print a report of your students’
hours for each pay period to have a hard copy for your records. This report is called Employee Hours by Labor Account
which can be run for any period of time (current pay period, previous pay period, range of dates, etc.) for active
appointments. You can also print a copy of each student’s timecard by following the printing instructions listed with
“Late Approvals”.

1. Select the GENERAL tab from the top of the web browser. Under this tab select REPORTS.
2. Click on the plus (+) sign next to the category ALL
3. From the Report Listing select the Employee Hours by Labor Account.
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4. Click on the down arrow in the SHOW box at the top. Select “Home” from the list.

5. Click on the down arrow in the TIME PERIOD box at the top. Select the period of time desired or select by the Range
of Dates option at the bottom of the list.

6. Click on the RUN REPORT button to process the report. Depending on the number of students, it may take a little
while to process. When done, it will state “Complete” under the Status column.

7. Toview the report select the VIEW REPORT tab. You can also view it by double-clicking on the highlighted report.
This report will appear in pdf format. Select the print option on the menu bar.

Activating Appointments

The Payroll Office will activate student appointments as soon as possible, usually within two working days of receipt
providing that all the required forms are complete. Students will not be able to enter their time into Kronos until their
appointment is active. You may want to supply alternative timekeeping methods for students while waiting for the
appointment to activate.

Inactivating Appointments

When student appointments are ended in the Student Appointment system, the information is then downloaded to
Kronos. They will remain in Kronos for approximately one pay period beyond their end date. This is for the purpose of
possible historical edits that may be necessary.

User Names and Passwords

It is the supervisors’ responsibility to watch their student summary page in Kronos for their new student employees to
be listed. Once the students show up on the supervisor’s Student Summary page, the supervisor should provide their
student with their Person ID for logging in, as well as the Student Reference Guide to Kronos. For additional assistance
please contact payroll@uwgb.edu or call 465-2846.

User Names and Passwords are managed by the Payroll Office. The User Name is your Person ID number assigned to
you when you began employment in the UW system. This number never changes. The initial (default) password is your
last name in lower case letters. If your last name is 4 characters or less, then the word pass is added to the name (e.g.,
last name is Hall, default password is hallpass).

If you (or your student employee) have forgotten your password or have exceeded the number of failed attempts to log
on, you will need to request that your password be reset to the default. To request a new password please send an
email to the Payroll Office at payroll@uwgb.edu indicating that your password will need to be reset and include your

person ID number. You will receive notification by email when the password has been reset. If email is not available call
465-2846 and leave a message.

When a student employee has been inactivated in Kronos and then returns to work, they will need to use their default
password the first time they logon.
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