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CGU Kronos Transition
Hourly Staff and Student Workers
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Why Kronos Time Stamp?

* Better experience for end user
* Kronos® simplifies the tasks involved with time and attendance.
* Allows electronic approvals

* Eliminate paper in the process . 7/\, " IW////” me
* Fewer payroll errors Y o

. \/\,\/\/ 5 86\ )
* Improved compliance 9 mb i
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" WORKFORCE
TO0LS

VIEW YOUR SCHEDULE
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> TRACK YOURTIMECARDS
(B REQUESTTIME OFF

Process

e Select the correct Job (if more than one)
e All hourly employees punch in and out when:
They start to work
Out for lunch/back from lunch
Log off

Important to remember!

All employees need to have a lunch break by the fifth hour, or
the system automatically creates a penalty for CA meal.
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Missing a punch

If you miss a punch you will not be able to enter the
information manually only your supervisor can make edits to
your timecard.

IMPORTANT

There needs to be a record (ex, e-mail) to supervisor so he/she
can add the missing punch in the system.

For all edits HR needs to be copied in the communication.
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Kronos Time Card Correction Form

Employee’s Name:

v

Kronos Time Card correction Form

alejandra gaytan

Missing Punch Date/Time Punch wasn’t recorded 08/06/2020 5:00PM

Punch recorded in the incorrect Department Date/Time

Correct Department HUmMan Resources

Reason Forgot to punch/ Kronos access error

Alejandra Sl sigred by Alsnira

. Digte: 2020.08.08 13:26:35
Employee Signature Gavtan aru Date
Supervisor Approval Date
Human Resources Date
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How to access Kronos

BULEREN FACULTY  STAFF  ALUMNI  COMMUNITIES ~ SCHOOLS- HELP~

Visit cgu.edu/emergency for

= university updates

= academic, professional, and personal resources
= answers to common questions

. INFORMATION TO KNOW Contacts =

SUMMER 2020 u

Faculty Staff Directory

Apritl Admissions
7 oy 18 908-607-781
|May 18 |

Giaduate University % ..

Announcements Applications
1item - 17 items
Workday Resources (é)
Check out our NEW APP: Workday Resources. Here you will
find job aids and other resources for Workday and Kronos ° - Fr———
Workday Benefits Kronos r—/4 .
Resources Timakeening =4 AppStore
“\ GETITON
8 N\ Google Play
e = E
B = do @ ]
Favorites My Team Personal Payroll
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Punching in (desktop)

S4KRONOS

# My Information

My Timecard My Timestamp
Loaded: 4:26 PM | Current Pay Pericd = || aam Last Timestamp:
® v = s

Date Schedule In Out Transfer In Qut Transfer Pay Code Amount Shift Daily Period | * g | My Calendar
y Transfer. -
Mon.
T P e —

ue .
Wed My Audits
Thu
Fri 8
Sat

Sun

Mon.

-
Totals Accruals Historical Comections Audits
All = All - |:| Exclude Approved Totals
Account Pay Code Amaount
No data to dizplay
My Timecard
iy
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Punching in (mobile)

oL,  Smith, John

Cancel Deduction? |

Bar Code [ [] 1]

G B

Punch A—
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Punch in or Out

Punch In or Out When to Make 3 Transfar
Mormaily, you should cnly enter a transder when your
manager is aware that you will be making one.
Select the iransfer only when punching In for the Fransker,
On the home screen, do not select the transfer again when punching Out.
select Punch. R Tp— nize your —
and limit your transfer aptions based on that iocation.
. —
If you are starting a shift requiring a transfer,
1) select Transfer. Otherwise, skip to Step 4.
Funah
‘aia MikLia i — i
_a Select a transfer and
1 i tap the check mark.
Punch
f= s —
o M &
./"'l e n == e P = 7 |
x o L Purch
L
e S Y Ty w— it
ATt UL IR sl T .,
/r Ll i
l Caros] Dol s
|
Whan to Cancel a Deduction ——
Marmally, you should only canced 3 deduction when - -
YOUF manager has given you approval io oo so. -
Only Cancel e deguction when punching Out at he ﬂ If you are working withowt a break,
Nl Of yoUr Shifl, URIESS YOUr Manager Nas instucted switch Cancel Deduction to ON. |
- ]
R Ta enter the punch, tap Punch. A
h

-
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Adobe Acrobat

Workforce Mobile (iPhone) ™™

GET THE APP

HomeScreen Overview

- Anyone can download and try out the
Logging On - Kronos Mobile app — check your

When you start the Kronos Mobile app, your ‘ o : s :
device connects 1o your organization’s ! device’s app store to get it. To log on to

Workforce Central server, using an IP address - = your organization’s server, however, you

YOU Sy Y ou can it oul 0B LK YOUE RONOX must be granted access.
existing Workforce Central credentials.

Alerts Refresh

If there are matters requiring your attention, Tap to update the screen with the latest data from the
they will appear as alerts. Tap the Alerts icon server. It's a good idea to refresh after making edits.
to view all of your alerts.

Context

Tap to change the Time Penod you are viewing. All
information you view will be in this context until you
change it

Tasks
Simply tap a task to drill down and view its

details. Scroll down to access more tasks.
Depending on your role, some tasks may not
be accessible.

Location
Offline Mode Tap to view your current geographical location. If it is
If you cannot connect to your server, tap here recognized by your organization, the app will use it for
to enter Offiine mode. Any edits you make will punches.
upload the next time you are online.
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MY @ CGU

HOME =31ells{eiS2q REPORTS & POLICIES PAYROLL BENEFITS~ MY FILES

N | ACCOUNT DETAILS

@ ADD APPS ﬁ ADD PAGES [# MANAGE PAGES [f§ CHANGE LAYOUT [f TOGGLE EDIT CONTROLS

Home / Resources

“GU Resources

+ WORKDAY JOB AIDS
- KRONOS JOB AIDS
« Kronos Exempt Time Off Requests
« Kronos Mobile-Employee-Job-Aid
+ HR STAFF
+ BENEFITS
+ STUDENT HIRE PROCESS
+ MAIL, DUPLICATING AND OTHER STAFF SERVICES
+ SAFETY
+ CAMPUS SAFETY
+ RIDESHARE

+ DISCOUNTS

x

Contact = -+ x

Human Resources
150 E. 10th St.
Claremont, CA 91711
Direct: 909-607-7816
Fax: 909-621-8861

Applications
17 items

(o}
Workday
Resources
* @0
Favorites My Team

Reports CGU - My Reports
Recruiting Career

Kronos
Timekeeping

Personal Payroll
Information

@

Birthdays Anniversaries

Jo

Directory Performance
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Kronos Job
Alds
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Key Takeaways from today’s training

* Remember to punch in and out.

* Please respond as soon as possible to current audit questions
from payroll department

* Take a moment to review login and access to Kronos and
workday, reporting structure before launch August 17th

* Meal breaks by the 5t hour

* No punch in necessary for other breaks

* |f punch is missed please fill out Kronos time card correction
form.
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Thank You!l!

@ Claremont Graduate University



