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GETTING STARTED




SECTION |: GETTING STARTED — BIOMETRIC
SWIPING

|. Your supervisor or local office champion
ShOUld ha-ve already regIStered Your blo' Shide finger over the ndge Leave your finger on the Wait for the green light
metrics. If you have not been registered onto-the s, senso for confirmatian.
speak with your supervisor.

2. When you arrive at work, swipe in at the
terminal clock that is closest to your A
primary work location.

3. Make sure you use enough pressure for

the clock to recognize your biometrics. Note: Biometric registration is optional
You will hear a ping and see a green light

once your punch has been accepted.

and available for your convenience




Notes:

GETTING STARTED — SIGNING IN

* Now that you have successfully swiped KRONOS®

let’s |og on to Kronos. Workforce Central verson14

CONNECTICUT DEPARTMENT OF ADMINISTRATIVE

* Open a web browser and enter: User Name SERVICES

TEST Environment (A01)
https://ctgov.kronos.net/wfc/logon

Password

* Enter your username and password

If you're viewing this before the system has gone live only view the training in its entirety, after the system has gone live you
will be able to sign in and view all the functionality firsthand.

Single sign on is enabled when you on the State network using a state device and the log in is associated with your Windows
account, and will utilize your State of Connecticut email and password to automatically log you into Kronos.

This slide shows the procedure to sign in on approved when you are outside the State of Connecticut network. Please
check with DCF leadership to ensure when it is appropriate to log in from a personal device.



https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fctgov.kronos.net%2Fwfc%2Flogon&data=01%7C01%7CLaura.Zucker%40ct.gov%7C434e4bf6733942ddcdba08d829ac6f14%7C118b7cfaa3dd48b9b02631ff69bb738b%7C0&sdata=hmchhYIKSprDaDphoL%2BWKZXpkvaDqfDfi%2FlotV7cxdU%3D&reserved=0

GETTING STARTED — UNDERSTANDING THE
KRONOS NAVIGATOR

1. Active Bar - Displays active workspaces; click title to bring
a workspace into focus. (Home is the only one in this
st ; example).

Employee Persona

# iy nfamtin S § 2. Name/Sign Out - Identifies user and a link to log out.
My Timecard 9 — My Timestamp |
Lot 60 Do eeen Py Paiod \aet Tinestamp: MondogDecember | @ 3. Maximize/Restore Icon - Click to expand a primary widget
30,2019 1219 PM My Timestamp t t . . CI k . h - d t
® | v 8| o o5 e 0 its maximum .3|.ze. .|c again when maximized to
L restore to the original size.

Date. Schedule Pay Code Amount In Transfer Out In Transfer Out Shift Daily Period Teanser My Calendar X X i X
e - 4. Gear Icon - Click for options to view & move the widget,
Sat1/04

* Close or Pop-out.

+ Sun 1/05 Record Time: My Inbox

+ i Mon 1/06 8:00AM-4:00PM k . I . h

8 e | sovsssomn wyeors 5. Workspaces - Displays one or more widgets and the

# 0 wesrs | sonawsoem - Related Items. The Home workspace is your default

+ Thu 1/09 8:00AM-4:00PM .

+ Fi1/10 8:00AM-4:00PM — Workspace at Iog n.

+ Sat1/11

# | s @ 6. Widgets - A widget is a task oriented tool or view. The
+ Men 1/13 8:00AM-4:00PM - - - . . .

= T BT v ——" primary widget is the main widget in your workspace.
0 weans | sovansooeu There may also be one or more smaller sized secondary
L] Thu1/16 8:00AM-4.00PM

widgets.

7. Related Items — Includes additional widgets for common
tasks.

8. Active Widgets — Widgets already active are grayed out in
related items

9. Available Widgets — To open a widget, simply click it




SECTION |: GETTING STARTED — PUNCHING IN

A My Information ©

When you sign in,

My Timecard 3 My Timestamp
you can use the My
. . Loaded: 4:39 PM | Current Pay Period > (2 Last Timestamp:
Timestamp widget )
and press the ®- | v 6 | O
Record T e et
H Date Schedule Pay Code  Amount In Transfer Out In -
Tlmestamp button Y Transfer.
to PUI’]Ch in and out J Fi6n9 8:00AM-3:00PM | -
. . Sat 6/20 _
of your shift. This Fecord Timestame
Sun 6/21
method can be used fuonezz | sooamscoru On the Kronos home
instead of biometric J Tue6/23 8:00AM-3:00PM screen. click “Record
if you wish. [ Wed 6/24 8:00AM-3:00PM Timest,ampn to start
iThu 6/25 8:00AM-3:00PM | your work period
) _2-NNPKA )

= | |




REQUESTS
& MY CALENDAR




SECTION 2: REQUESTS & MY CALENDAR o
T —— (0 View the caendar

- by day, week or month
@Current Pay Period =) (=

Tue 1/07 Wed 1/(5) Thu 1/09 Fri1/10 Sat 1/11

2.Filters — Allow you
to select what is
displayed on the
calendar.

5:00AM

6:00AM

T:00AM 3o RequeStS - Enable
B:00AM 8:00AM-4:00PM 8:00AM-4:00PM 8:00AM-4:00PM 8:00AM-2:00PM 8:00AM-4:00PM you to make requ ests

8001 [8.001] [8.001] 8001 [8.00 0]

Regular Regular Regular Regular Regular for time of‘f’ to fi" an

/DCF/Selnit 5/Admin/Admin/One/Advanc /DCF/Solnit S/Admin/Admin/One/Advanc /DCF/Solnit S/Admin/Admin/One/Advanc /DCF/Solnit S/Admin/Admin/One/Advanc /DCF/Solnit S/Admin/Admin/One/Advanc
10:00AM edNursePractitioner edMursePractitioner edMursePractitioner edNursePractitioner edNursePractitioner o
open shift, or to
request a shift swap
12:00PM

- with a coworker

9:00AM

11:00AM

2:00PM

F:00PM 4. Time periOd -

Allows you to select
different pay periods
to either view your
Notes: schedule or to make a

|. This view is found in the My Calendar widget in the Kronos Navigator request.
2. Awvailability relates more to Advanced Scheduler employees and will be covered
in a separate E-learning

5:00PM

6:00PM




SECTION 2: REQUESTS

After clicking the Request Time Off
button, the following window will
populate

Here you can select the type of
request, the duration of your request
before clicking Submit

Use the Accruals section on the
bottom to validate that you have the
required accrual balance for your
request

Request Time Off
Type: | Time Off Request -
Start date End date
+ T/13/2020 T7/13/2020
Accruals on: | 7/13/2020 E
Accrual
Bone Marrow Donaor
Comp Time

Comp Time Holiday

Pay code Time Unit

ddministrative L. Hours

0.0 Howr
0.0 Howr

0.0 Hour

Start time

Balance

Cancel

Daily Amount

Submit




USING OTHER WIDGETS




SECTION 3: USING OTHER WIDGETS

Employee Persona

Now lets looks at the
other remaining
widgets. We will
highlight each widget
separately in the
next few slides

MNONON Sigm Out
& My Information €] My Calendar
My Timecard My Timestamp
Last Timestamp:
Wednesday, July 08, 2020 3:14 PM (GMT My Timestamp
(.) o -05:00) Eastemn Time
View Approve My Timecard
T ard
Date Schedule Pay Code Amount My Calendar

- Transfer.
+ % Fri7/03 ndependen -

4 My Leave Requests
+ 8:00AM-4:30PM

: Record Timestamp
+ Sat 7/04 My Inbox
+ Sun 7/05
My Reports

-
+ I Mon 7/06 8:00AM-4:30PM
+ i Tue 7/07 8:00AM-4:30PM My Audits
+ Wed 7/08 8:00AM-4:30PM

|. My Leave Requests — Allows you to submit short and long term leave requests

2. My Inbox — Displays messages regarding requests and time cards
3. My Reports —Allows you to run reports such as accrual balances

4. My Audits — Allows you to review your historical data such as punch information




My Leave Requests

SECTION 3 — MY LEAVE REQUESTS

MY LEAVE REQUE TS Person & Id Persona, Employse (0

¢ My Iea’ve r.eq u eSts S hows yo u th e Time Period | Gurrent Pay Period w | 70312020 - 7116/2020
status of any Ieave case su bm itted , View Width @) week () Month ) Multiple Months REQUEST NEW LEAVE CASE

Shows you taken |eave on the 3 4 5 6 7 * Leave Category :PersonaIMedicaILeavev| |
calendar and allows you to request

Leave Frequency

dul * Leave Start Date | | |
leave changes. 10 z oo | E
Leave Hours
* You can also request a new |eave “proxmat oty Lave Hours ; |
= - Temporary Mailing Address y

case, here you would enter some
of the basic information such as the —

type and the duration and then T
submit it to HR for review. " Careleaie coe

=+ Request Additional Leave Time

* Describe Details of your Request

(S|

A

=+ Cancel Request for Additional Leave Time




SECTION 3 — MY INBOX

My Inbox

* Through the My Inbox
widget you can see all your

tasks and messages

* Messages can be notifications

from supervisors or updates

about timecards/requests

INBOX

Last Refreshed: 1:35 PM

TASKS MESSAGES

“Edit 5 "Reassign = [ Refresh |

Status As of Date: [12/08/2019

| i categories [Al

From

Persona, Timekeeper

Manager Delegation, Request Form

Subject




SECTION 3 — MY REPORTS

My Reports

|.  In the My Reports widget
Schedule and Time Detail can be
viewed by selecting the report
and the Time Period and click
View Report

2. To view My Accrual Balances and
Projections select the report and
fill in the As Of date then click

View Report

0

My Reporis ~

REPORTS

Name: Persona, Timekeeper

AVAILAELE REPORTS

Schedule
Time Detail

Time Period | Current Pay Period V| Schedule

Description

Displays an employe:

My Accrual Balances and Projections

REPORT3

Name: Persona, Timekeeper

@m

AVAILAELE REPORTS

Time Period |Specific Date V] My Accrual Bz

Schedule
Time Detail

My Accrual Balances and Projections

Description

Displays an em




My Audits

SECTION 3 — MY AUDITS

' My Audits

Through the My Audits widget you

can view different reports and record o o 2) (Punch aareaorie) R
of various actions such as punching in E:i:t;m

as shown on the right, or all the Eﬁﬁg";’iip?l

Time Type Account

My Moved Amounts
My After Sign-Off Audits 32PM Add Punch
My Corrections

My Activity Event Audits

categories listed on the drop down




APPROVING YOUR
TIMECARD




SECTION4: APPROVING YOUR TIMECARD

Employee Persona

KRONOS z In order to properly submit your
v R, timecard you must:

My Timecard My Timestamp

Loaded 604PM | Curent Pay Period Sl Last Timestamp: Menday, December @

30, 20191219 PM My Timestamp

4 5 0 or e * Check the accuracy of time
L= entered and the pay codes used

My Timecard

+ i Fri1/03 8:00AM-4:00PM " ' My Leave Requests

+ .S.un 1.535 Recard Timestamp My Inbox © If there are an)’ exceptions Prese nt
+ I Mon 1/06 8:00AM-4:00PM . . . .

§ 5 foein saion communicate pertinent information
BT R i 5

& Thu1/09 8:00AM-4:00PM to you r manage r/supe rvlsor

85 v oo  Approve on time by selecting the

8 wars s approve timecard button and

selecting approve timecard from
the drop down menu. Once
approved the time card will turn
yellow as shown.




SECTION4: APPROVING YOUR TIMECARD

After you approve the timecard,
you will see a timestamp with the
approval information, and the data
will become uneditable

You have the option to unapproved
your timecard in order to make
corrections, but this would need to
be done before supervisor approval
and payroll sign off

ﬂ Information Timecard Approved by 002 7/13/2020 9:09PM

Persona, Employee

@®-
View
+
+ [x
+
-
+ | [x
+ [x
+ | [x
+ | [x
+ | |x

Vv

Approve
Timecard

Date

Fri 7/03

Sat 7/04
Sun 7/05
Maon 7/06
Tue 7/07
Wed 7/08
Thu 7/09

Fri 7/10

1of1 003

Schedule

8:00AM-4:30PM

&:00AM-4:30PM
8:00AM-4:30PM
8:00AM-4:30PM
G:00AM-4:30PM

8:00AM-4:30PM

Pay Code Amount

Independence Day B.O

v .

Approve

mecard

Approve Timecard

Remove Timecard Approval

In
BODAM
BODAM
B:00AM
8:00AM
B:00AM
8:00AM

Transfer

430PM

430PM
430PM
430PM
430PM

430PM




CLOSING

Explore the software

Refer to the available job aids
Don’t be afraid to ask for help
You got this!

Thank you

20



