
CGU Kronos Transition 
Hourly Staff and Student Workers



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
• Fewer payroll errors
• Improved compliance



Process

• Select the correct Job (if more than one) 
• 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.



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.



Kronos Time Card Correction Form



How to access Kronos



Punching in (desktop)



Punching in (mobile)



Punch in or Out



Workforce Mobile (iPhone)



Kronos Job 

Aids



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 5th hour
• No punch in necessary for other breaks
• If punch is missed please fill out Kronos time card correction 

form.



Thank You!!!


