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HR Job Aids
Job Aid Description

Getting Started – Employees This job aid will help you get started navigating Kronos 

My Information This job aid will walk you through the Kronos My Information tab.

Kronos E-Learning – HR Leave Manager This walks through the basics of Kronos for HR leave managers.

Kronos E-Learning – Supervisor This walks through the basics of Kronos for supervisors.

Kronos Mobile -- Supervisor This job aid helps you use the Kronos mobile app as a supervisor.

Manage My Department This job aid will help you get started managing a department in Kronos.

Supervisor – Manager Delegation This job aid will help you delegate manager responsibilities and accept them.

Supervisor – Time Off This job aid will help you create, edit, and cancel time off requests. 

Supervisor – Timecard This job aid will help you edit employee punches, pay code and also add comments.

HR Leave Manager This job aid will help you get started with HR in Kronos

Leave This job aid will help you get started with leave cases in Kronos

Historical Corrections in Kronos This job aid will help you get started with Historical Corrections in Kronos



How to use a Job Aids

Practice

❖ Open the Job Aid with material you want to practice, either online or downloaded

❖ Open Kronos in a separate browser 
❖ Follow the job aid step by step and replicate it in your Kronos profile

Review
❖ Find the Job Aid that pertains to the action you are trying to complete 
❖ Read through the Job Aid to refresh your understanding of the task

Job Aid

Documents that 
assist employees in 
accomplishing tasks. 



How to open a Job Aids - CT Time

Navigate to CT Time 
Home Page

Find the Job Aid 
you are looking for Click the Job Aid to open 

the PDF or right click to 
open the PDF in a new tab
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https://portal.ct.gov/CTTime/Content/Training-Resources


How to open a Job Aids – DCF Kronos

Navigate to DCF Kronos 
General Page

Find the Job Aid 
you are looking for Click the Job Aid to open 

the PDF or right click to get 
the option to open online, 
download, and more.
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https://teams.microsoft.com/_?login_hint=biagio.paoletta@accenture.com#/files/General?threadId=19:aa057260d19f411db4e6f8dc0ddbdd60@thread.skype&ctx=channel&context=Training%2520Materials


Common Issues and Relevant Job Aids
As a supervisor, how do I delegate the authority for another supervisor to approve my unit's timecards when I'm 
on vacation?
❖ Click here to access the Job Aid on delegation.

How do I enter or revise my employee's schedule?
❖ Click here to access the Job Aid on adding a schedule. Please note: You cannot backdate a schedule. Please 

start a new schedule pattern on the Friday of the next pay period. For any days before the pay period start 
date, you can manually enter the schedule on the schedule planner. Please see the Scheduling section of the 
Supervisor training for more information.

How do I change my employee's lunch period duration?
❖ Email DCF.Kronos@ct.gov to update lunches. Please note: If you do not see an “L” in the pay rule, this 

indicates that the employee is scheduled for a standard 30 minute lunch. Provide the name of the employee 
and the lunch period duration that needs to be loaded to this mailbox. 

https://urldefense.proofpoint.com/v2/url?u=https-3A__teams.microsoft.com_l_file_8C756DA6-2DCA3A-2D4BB6-2DB35E-2DA0896B2074E4-3FtenantId-3D118b7cfa-2Da3dd-2D48b9-2Db026-2D31ff69bb738b-26fileType-3Dpdf-26objectUrl-3Dhttps-253A-252F-252Fctgovexec.sharepoint.com-252Fsites-252FDCFKronos-252FShared-2520Documents-252FGeneral-252FTraining-2520Materials-252FCT-2520Supervisor-252FSupervisor-2520-2D-2520Delegation.pdf-26baseUrl-3Dhttps-253A-252F-252Fctgovexec.sharepoint.com-252Fsites-252FDCFKronos-26serviceName-3Dteams-26threadId-3D19-3Aaa057260d19f411db4e6f8dc0ddbdd60-40thread.skype-26groupId-3D36928fff-2D7244-2D4203-2Da8f7-2Da1cff68f5427&d=DwMF-g&c=eIGjsITfXP_y-DLLX0uEHXJvU8nOHrUK8IrwNKOtkVU&r=LTdQCMRnQc8hCXUDwRQWVLaMp5BQ6f7Sqkbs8qaFm9w&m=sPGr21BprCXMGPy7kIQXElk7NvXY0x0BFnuqT1NJ8a8&s=Axj-vEVJX6YOpsWCgSOUg7Au7rncY1kyERizBFBCbso&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__teams.microsoft.com_l_file_D3F36380-2D103E-2D4842-2DA2BC-2D83557CD22FF8-3FtenantId-3D118b7cfa-2Da3dd-2D48b9-2Db026-2D31ff69bb738b-26fileType-3Dpdf-26objectUrl-3Dhttps-253A-252F-252Fctgovexec.sharepoint.com-252Fsites-252FDCFKronos-252FShared-2520Documents-252FGeneral-252FTraining-2520Materials-252FCT-2520Supervisor-252FSupervisor-2520-2D-2520Schedule-2520Pattern-2520Job-2520Aid.pdf-26baseUrl-3Dhttps-253A-252F-252Fctgovexec.sharepoint.com-252Fsites-252FDCFKronos-26serviceName-3Dteams-26threadId-3D19-3Aaa057260d19f411db4e6f8dc0ddbdd60-40thread.skype-26groupId-3D36928fff-2D7244-2D4203-2Da8f7-2Da1cff68f5427&d=DwMF-g&c=eIGjsITfXP_y-DLLX0uEHXJvU8nOHrUK8IrwNKOtkVU&r=LTdQCMRnQc8hCXUDwRQWVLaMp5BQ6f7Sqkbs8qaFm9w&m=sPGr21BprCXMGPy7kIQXElk7NvXY0x0BFnuqT1NJ8a8&s=FlHxz4f3dml_bngAVxq6PKd5wQz8TGQOeuciDbWFRH8&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__teams.microsoft.com_l_file_7DF58D5B-2DC581-2D43A9-2D90B9-2D1EF1B8F87BF1-3FtenantId-3D118b7cfa-2Da3dd-2D48b9-2Db026-2D31ff69bb738b-26fileType-3Dpdf-26objectUrl-3Dhttps-253A-252F-252Fctgovexec.sharepoint.com-252Fsites-252FDCFKronos-252FShared-2520Documents-252FGeneral-252FTraining-2520Materials-252FCT-2520Supervisor-252FKronos-2520eLearning-2520-2D-2520Supervisor-2520presentation-2520format.pdf-26baseUrl-3Dhttps-253A-252F-252Fctgovexec.sharepoint.com-252Fsites-252FDCFKronos-26serviceName-3Dteams-26threadId-3D19-3Aaa057260d19f411db4e6f8dc0ddbdd60-40thread.skype-26groupId-3D36928fff-2D7244-2D4203-2Da8f7-2Da1cff68f5427&d=DwMF-g&c=eIGjsITfXP_y-DLLX0uEHXJvU8nOHrUK8IrwNKOtkVU&r=LTdQCMRnQc8hCXUDwRQWVLaMp5BQ6f7Sqkbs8qaFm9w&m=sPGr21BprCXMGPy7kIQXElk7NvXY0x0BFnuqT1NJ8a8&s=Gzfho_F1Et2PKd1Dk7xgO35TbG4jfpKxmH_wI0FUZa8&e=
mailto:DCF.Kronos@ct.gov


Common Issues and Relevant Job Aids

How do I have employees listed under me incorrectly moved or have employees moved to my unit?
❖ Email DCF.Kronos@ct.gov and provide the name of the employee and the name of the supervisor the 

employee should be moved under.

How do I fix incorrect punches on my timecard?
❖ Employees can not fix their own punches. Your supervisor will be able to assist you with correcting punches. 

How do I fix incorrect punches on my employee's timecard?
❖ Please click here to view the timecard job aid.

How do I ask for time off?
❖ Please click here to view the time off job aid.

mailto:DCF.Kronos@ct.gov
https://urldefense.proofpoint.com/v2/url?u=https-3A__teams.microsoft.com_l_file_BF47068A-2DC004-2D4BBD-2DBEB3-2D4C0CD091887A-3FtenantId-3D118b7cfa-2Da3dd-2D48b9-2Db026-2D31ff69bb738b-26fileType-3Dpdf-26objectUrl-3Dhttps-253A-252F-252Fctgovexec.sharepoint.com-252Fsites-252FDCFKronos-252FShared-2520Documents-252FGeneral-252FTraining-2520Materials-252FCT-2520Supervisor-252FSupervisor-2520-2D-2520Timecards.pdf-26baseUrl-3Dhttps-253A-252F-252Fctgovexec.sharepoint.com-252Fsites-252FDCFKronos-26serviceName-3Dteams-26threadId-3D19-3Aaa057260d19f411db4e6f8dc0ddbdd60-40thread.skype-26groupId-3D36928fff-2D7244-2D4203-2Da8f7-2Da1cff68f5427&d=DwMF-g&c=eIGjsITfXP_y-DLLX0uEHXJvU8nOHrUK8IrwNKOtkVU&r=LTdQCMRnQc8hCXUDwRQWVLaMp5BQ6f7Sqkbs8qaFm9w&m=sPGr21BprCXMGPy7kIQXElk7NvXY0x0BFnuqT1NJ8a8&s=5oXUVoNuAzE6ZZ0YnxDBrQitMfV0CVVRqeEPMdvHiSA&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__teams.microsoft.com_l_file_8D0B2300-2D306E-2D4888-2DB898-2DA7D894DE215F-3FtenantId-3D118b7cfa-2Da3dd-2D48b9-2Db026-2D31ff69bb738b-26fileType-3Dpdf-26objectUrl-3Dhttps-253A-252F-252Fctgovexec.sharepoint.com-252Fsites-252FDCFKronos-252FShared-2520Documents-252FGeneral-252FTraining-2520Materials-252FCT-2520Employee-252FEmployee-2520-2D-2520Time-2520off-2520Request.pdf-26baseUrl-3Dhttps-253A-252F-252Fctgovexec.sharepoint.com-252Fsites-252FDCFKronos-26serviceName-3Dteams-26threadId-3D19-3Aaa057260d19f411db4e6f8dc0ddbdd60-40thread.skype-26groupId-3D36928fff-2D7244-2D4203-2Da8f7-2Da1cff68f5427&d=DwMF-g&c=eIGjsITfXP_y-DLLX0uEHXJvU8nOHrUK8IrwNKOtkVU&r=LTdQCMRnQc8hCXUDwRQWVLaMp5BQ6f7Sqkbs8qaFm9w&m=sPGr21BprCXMGPy7kIQXElk7NvXY0x0BFnuqT1NJ8a8&s=9OuLnm-uSuUhZVaD9QSEKwpYFgSI_BSm9bATMt5Z7Z8&e=


Common Issues and Relevant Job Aids
How do I fix time off requests I've submitted that are incorrect?
❖ Please delete the request and submit a new request.

How do I log in using the URL on a desktop or laptop?
❖ Click https://ctgov.kronos.net/wfc/logon. If you are outside the state network, you will need to enter your 

email as your username and your Windows password. You will need to authenticate using the State of CT 
verification process.

When I try to clock in, I am receiving an error message that says “wtk-03299 Cannot make changes in an 
approved time frame”.
❖ You or your supervisor has approved your timecard. Please  Click Here view the approve and remove 

approval from your timecard Job Aid.

https://urldefense.proofpoint.com/v2/url?u=https-3A__ctgov.kronos.net_wfc_logon&d=DwMF-g&c=eIGjsITfXP_y-DLLX0uEHXJvU8nOHrUK8IrwNKOtkVU&r=LTdQCMRnQc8hCXUDwRQWVLaMp5BQ6f7Sqkbs8qaFm9w&m=sPGr21BprCXMGPy7kIQXElk7NvXY0x0BFnuqT1NJ8a8&s=6UI3Fq8zSDG7gmLD8B9jA3276Xt7jr5Ii1X7cidrGGI&e=
https://teams.microsoft.com/_?tenantId=118b7cfa-a3dd-48b9-b026-31ff69bb738b#/pdf/viewer/teams/https:~2F~2Fctgovexec.sharepoint.com~2Fsites~2FDCFKronos~2FShared%20Documents~2FGeneral~2FTraining%20Materials~2FCT%20Supervisor~2FEmployee%20-%20Approve%20and%20Remove%20Approval%20from%20Time%20Card.pdf?threadId=19:aa057260d19f411db4e6f8dc0ddbdd60@thread.skype&baseUrl=https:~2F~2Fctgovexec.sharepoint.com~2Fsites~2FDCFKronos&fileId=7337146C-7FCF-4D1A-8BA9-060330422F5C&viewerAction=view

