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Employee Introduction
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KRONOS

':\,_[é_]:_j Requests
[;'—:"' Punch
User name
and log out
icon.

This is the home page of the

Kronos app. After logging into Kronos
Mobile, this is the first thing you will
see.

All the icons needed to fill out

personal information can be found

under “My Tasks”.

The settings icon allows you to
change the time period, hyperfind,
or location. The more actions icon
allows you to refresh and view FAQs.




View Accruals
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& Accruals
Balance as of Thu, 07/09/2020
Bone Marrow Donor oo Opening the Accruals tab
Gomp Time 519.00n will show you all the
Comp Time Expired 0.00n The date can be accru_als you have as of a
e e - changed by selecting certain date.
Comp Time Holiday Expir... 0.00h
orea o the drop down arrow,
L CTEMLAMIL oo and choosing manual.
LV-FMLA 0.00h
Lv-FMLAMIL 0.00h
-Tracking 0.00n The column to the right shows
et eietaime 0.00h how many hours you have for
Milltany Leave Training voon each accrual category.
Olympics 0.00h
Organ Donor 0.00h
Personal 24.00h
Red Cross 0.00h
SEBAC 0.00h
SVR - PL 0.00h




View Timecard =
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Borges, Valter C coo

Current Pay Period Not Approved

e iy Coi A S ou The Timecard icon will open
up your mobile timecard

Week of 07/03 - 07/09

07/03 8:00AM =il Borges, Valter C
07404 07/06 Not Approved
07/05 r
Punch
7SsAM  432PM s oo By pressing on any day
V4
BOTAML - sePm you can get a closer look
Pay Code
80 i i
o BT T | at the information
Week of 07/10-07/16

Your cumulative hours

appear at the bottom

To approve your timecard, click “Approve”
S S B S— at the bottom of the page. The page will
=] Approve change color when approved




View Requests

Fes Requests
All Requests -
Time Off - Time Off Request

Jury Duty (Full day) 10/9/20

Time Off - Time Off Request
& Vacation (Full day) 8/7/20

All Statuses

The “+” button in the
upper right will open
a “New Request”
form. Here you will
fill out all the
information that
applies

The Requests tab shows all requests
you’ve made. It has a yellow arrow if
the request was submitted and a

green check if it has been approved.
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&« New Request o
Time Off: Time Off Request

Start Date
v
End Date
v
Pay Code
Administrative Leave Paid v
Duration
v
x Date v
Tue 7 2018
Wed 8 June 2019
Today July 2020
. TN
Fri10 Augy 2021
Sat 11 Sep _‘.\..__,/ 2022

The clock button
will open your
accruals for
reference




Log a Punch
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Borges, Valter
'_9° Location recording is not enabled on server

Select a Transfer:

Recent v
Build >
Scan l"“““l

| Punchl

Build Transfer:

Job >
Labor Level >
Work Rule >
Build from Recent
lecent None |
tuild
i Punch Succeeded
ican [l ]

Persona, Employee

— 7/14/2020, 2:07 PM —

OK

The punch icon can be
used to punch in through
your mobile device.

To create a work rule, job, or
labor level transfer, you must
first build one and in the
future you would be able to
choose from recent.

Pressing the “Punch” button will
result in a pop-up telling you
whether the punch was successful
or not and also the date and time
of the punch. It can be used to
punch in and also to punch out.




View Schedule
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Thu, Jul 09, 2020
8:00AM - 4:30PM
Fri, Jul 10, 2020
8:00AM - 4:30PM
Mon, Jul 13, 2020
8:00AM - 4:30PM
Tue, Jul 14, 2020
8:00AM - 4:30PM
Wed, Jul 15, 2020

8:00AM - 4:30PM

Schedule

Thu, 07/09/2020
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8:00AM -

B:00AM -

8:00AM -

8:00AM -

8:00AM -

4:30PM

4:30PM

4:30PM

4:30PM

4:30PM
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28 | 29 |
5 6
12 | 13 |
19 20
26 27

30 | 1 2| 3| 4

The schedule tab shows your
weekly schedule, with the
option to change the week by
using the arrows.

o LTE &3
Schedule
July 202 >
Tue  Wed The P sat |

The calendar icon in
the bottom left
allows you to switch
to calendar view

7|8 10 1
12 15 17 18 |
21|22 23|2a] 25|
28 29 30 31 1

8:00AM - 4:30PM

8:00AM - 4:30PM




