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Getting Started 

Logging On 
The Kronos log on page provides access to all the features of the Kronos application where you perform 
your time and attendance tasks. 

1. Click the Kronos link on the MyULH page. 
2. Enter your UMC Active Directory username and password (the same credentials you use to 

access MyApps). 

 
 

3. Click the Log On button  or press the Enter key on the keyboard. 
 

Logging Off and Timing Out 
Upon completion of your tasks, you must log off the application to ensure that your employee’s 
information remains confidential. Click “Sign Out” under your name, in the top left of the screen.

 
If you do not log out the application does not detect activity within 25 minutes, the application times 
out. The inactivity timeout protects sensitive information in the application. 
 

Navigating in Kronos 
Navigator provides a Workspace designed to help you to perform job tasks easily and quickly. When you 
log on the navigator assigned to you open. The Workspaces and widgets that you can access depend on 
your function access profile and user license. 
Note: If you cannot access what you need to do your job, contact the ULH Help Desk to open a ticket 
with the Human Resources team. 
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This shows a navigator for a user with both manager and employee licenses. 

 
 
 

Changing Between Pay Periods and Dates 
At the top of the Workspace you can select which pay period of timecards you would like to view or a 
specific date range. 
 

 
 

 
 

Reconcile Timecard 
Genie is the main 
Workspace upon 
logging in. 

Alert Icons – Employee 
exceptions and time off 
requests display here. Click to 
process them and Refresh the 
display to clear. Your available 
time to submit request is also 
displayed. 

Workspaces  Carousel 
– spin to go to “My 
Information”, “Go to 
Links” 

The drop down 
will allow you to 
select a specific 
pay period or 
timeframe 

The “Calendar”  icon allows 
you to select a date range. 
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Alerts and Notifications 
 

 

Exceptions 
Timecard exceptions (or alerts) are intended to identify discrepancies, just in case they need to be 
fixed before the timecard information is sent to Payroll for processing.  Some exceptions, like a 
missing punch, are required to be fixed before the timecard can be approved. 
 
Timecard exceptions appear as blue or red highlights on the timecard and as abbreviated codes in 
reports based on your business rules.  Exceptions can also appear as the subject of one or more 
columns in a Genie.  Examples of timecard exceptions are missing punches, short or long shifts, early 
or late punches, unexcused absences, and unscheduled shifts. 
 

1. To correct employee exceptions, prior to approval, select the “Exceptions Alert”   icon at 
the top of the Kronos Workspace. 
 

2. A drop down with the current exceptions will appear. Select “View All”, to view all open 
exception alerts. 

 
 

3. The Alerts and Notifications Widget will open in a new tab on the Workspace. 
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4. Click an exception and open the employee timecard. 
 

5. Hover your mouse over punch or fields marked in Red. The cause of the exception will display in 
a pop-up. 

 
6. For missing or errored punches double click on the cell and enter the correct time. (See Add or 

Edit Punches process for full details.) 
 

7. For Early In/Late In/ Late Out/Early Out punches compare to the Schedule, validate the 
employee’s schedule.  Add comments to justify the exception punches or update the Schedule 
with the actual time the employee worked.  

 
8. For Unexcused Absence if the employee worked add the punches following the Add or Edit 

Punches process. If the employee was absent update the employee’s Schedule with the 
applicable Pay Code and the timecard will be updated with the pay code and the exception will 
be removed. 

 

Add or Edit Punches 
1. Open the employee timecard by double clicking the employee from the Timecard Manager 

Workspace tab 

 
 

OR 
 
Select “Timecards” from the right hand panel 
Note: If you double click one employee it will open that timecard. If you select “Timecards” it 
will open one timecard, and the drop down in the upper left will allow you to navigate to 
different employee timecards. 
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2. Access the employee’s timecard. A new tab will open with the timecard. Right click on the cell 
highlighted in Red, with the exception. 
Note: This process works for just adding punches (even if there is not an alert for an error). 
 

 
 

3. A pop up window “Punch Actions” will appear. And Select “Edit” 

 
 

4. The pop up window will change to the “Punch” window. Enter the correct time for the punch 
and select the Override (In Punch, Out Punch, New Shift). Then Press OK. 
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Note: Once the missing punch is entered, the “Calculate Totals” and “Save” icons in upper right 
corner become available in orange. 

 
 

5. Select “Calculate Totals” to review the calculated timecard data before saving to ensure desired 
results. 
 

6. Select “Save” 
 

7. Close the employee Timecard, and proceed to the “Alerts and Notifications Widget” tab to view 
other exceptions. 

 

Comments 
 

1. After entering a new or corrected punch right click on the punch field again. 
 

2. The pop up window “Punch Actions” appears with a “Comments” button. 
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3. Select “Comments” and the pop up window will change to the “Comment” window. 
 

 
 

4. Select a punch reason in the drop down, and enter comments. 
Note: The comments are visible to the employee in their “My Audits” 
 
5. Select Add and then OK. 

 

Delete Punches 
Note: The process for adding and editing punches can be followed for deleting a punch. Instead of 
entering time into a cell, you can remove the time from an IN or OUT punch, and provide the override 
reason and comments (e.g. Duplicate Punch) 
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Timecard Exception Indicators and Colors 
The appearance of the timecard cells changes to indicate different conditions. 

 

• A blue speech bubble icon after a punch or amount indicates a comment about the cell’s 
contents. Point to the icon to view the comment. 

 

• A solid red cell indicates a missed IN-punch or OUT-punch. Point to the red box for more 
information. 

 

• A red line with one white bar indicates an exception, such as a late punch, early punch, or 
long interval. Point to the cell for more information. 

 

• A cell with a red line with one white bar and a blue speech bubble icon indicates that a 
punch or amount has a comment and an exception. 

 

• A cell with a green line with four white bars indicated an exception that has been 
reviewed by a manager. 

 

• A date cell with a red line with one white bar indicates an unexcused absence day. 

 

• A date cell with a blue line with four white bars indicates an excused absence day. 
 

• A yellow cell indicated a manager has approved the hours before the employee’s approval. 

 

• A green cell indicated an employee and a manager have approved the hours. 

 

• A gray cell indicates that you cannot edit the contents. 

 

• A transaction shown in purple indicates that it was added to the database by the 

system. 
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Pay Codes 
Pay codes facilitate payroll processing by grouping specific types of worked and non-worked hours to 
accurately track time data. 

Adding a Pay Code 
1. Open the employee timecard by double clicking the employee from the Timecard Manager 

Workspace tab 

 
 

OR 
 
Select Timecards from the right hand panel 
Note: If you double click one employee it will open that timecard. If you select “Timecards” it 
will open one timecard, and the drop down in the upper left will allow you to navigate to 
different employee timecards. 

 

 
 

2. Access the employee’s timecard. A new tab will open with the timecard. Left click in the “Pay 
Code” cell on the date you wish to add the pay code. A drop down list of available pay codes will 
appear. 
Note: If there are punches on the day you want to enter a pay code, you will need to insert a 

new line first, by selecting the icon, to the left of the date to add the line. The new line will 
appear and you can proceed with step 3. 
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3. Once the pay code is selected, click “tab” on the keyboard to navigate to the “Amount” cell to 
the right of the pay code field and enter the number of hours used. 
 

4. Once the pay code amount is entered, select “Calculate Totals” icon to review the calculated 
timecard data before saving to ensure desired results. Then select “Save” to save it to the 
timecard. 
 

 

 

Editing a Pay Code 
 

1. Once in the employee’s timecard you can edit a pay code by right clicking in the “Amount” cell 
next to the date you wish to edit the pay code. Then the pop window “Pay Code Actions” will 
appear. 

 
 

2. Select the “Edit” icon and the “Amount” window will appear. Once the “Amount” window 
appears, you can change either the “Pay Code” or the “Amount” fields. Then select “OK”. 
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3. You may also select the “Comments” icon and the “Comment” window will appear, to select a 
comment and enter text for the pay code edit. 

4. Once complete select the “Save” icon.  
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Approving Timecards 
 
There is a new, easy way to approve your department’s time. Using the Approval Wizard, Kronos will 
walk you through the approval process every pay period. 
 

1. From the Timecard Manager Workspace you can navigate to the “Timecard Approval” link in 
the right hand panel. 
 

 
 
 

2. The “Timecard Approval” Workspace will open in another tab at the top of your Workspace. 
 

 
 

3. To follow the Timecard Approval process, follow the arrows across the top of the Workspace by 
clicking  each arrow. 
 

4. Select “Pay Period for Approvals” – Shows the time period. 
 

5. Change Time Period to “Previous Pay Period” and HyperFind to “All Home and Transferred-In”. 
Then Select “Save” 
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6. Select “Punch Issues” (lists employees with punch issues and allows you to navigate to their 
timecard.) 
 

7. Hover over a column and select Details to view timecards with Punch Issues.  
 

 
 
Example below there are two employee timecards with punch issues. 

 
 

8. Double click on the Red cell, to correct the punch issue. 
 

9. Once all punch issues are resolved, select “Save” in the upper right. 
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10. The screen will refresh and there should be no remaining punch issues, and you can proceed to 
“Approve Timecards”. If there are still punch issues, identify the cause and correct the punch on 
the employee timecard. 

 
11. Once all Exceptions are corrected. Select “Approve Timecards” 

 

Individual Timecard Approval 
1. Select one or more employees, to approve individual employee timecard(s). 

 

 
 

2. Select “Approval” 

 
 
3. A drop down menu will appear. Then select “Approve Timecard” 

 

 
 
4. A pop up window will appear to confirm that you want to approve the timecard(s). Select “Yes”. 
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Group Timecard Approval 
1. To approve all timecards. Select “Select All Rows” 

 
 
2. All timecards will be highlighted.  

 
3. Select “Approval” 

 

 
 
4. A drop down menu will appear. Then select “Approve Timecard” 

 

 
 
5. A pop up window will appear to confirm that you want to approve the timecard(s). Select “Yes”. 
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6. Select the forward icon  from the top arrow panel. 
 

 
 

7. Select “Group Edit Results for Approvals” for any timecard approval failures. Click on the 
“Details” button to view errors. If no errors, then timecards are successfully approved. If there 
are errors, correct the errors noted in the Details. 
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Time off Requests 

Approving Time off Requests 
 

1. From the Kronos Workspace, select “Requests” from the right hand panel. 

 
 

2. A new “Requests” tab will open. There are several options to change the view. 

 
 
            
 

 
A. Drop down to select pay period range. 
B. Calendar option to select a date range 
C. Range of employees to view. Note: Selecting All Home and Transferred In will allow you to 

view all your employee’s requests. 
D. Time-Off Requests 
E. Status of requests you want to view. (e.g. Submitted, Approved, Refused). 

A B C D E 
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3. When you enter a date range and select OK, the window will show you all the submitted 

requests.  You can sort by name by clicking the first column, “Modified By”. Note: You can 

sort any column by clicking on the header for that column. 

 

 

4. When you find the record for the submitted time off, you can click on the line to review the 

entry.  Then using one of the blue buttons under the dropdown selections, you can Approve 

or Refuse the submitted time off request. Once you take action on the line item, it will 

update the Requesters Schedule record. 

 

 

Details – review time off request details 

Edit – edit the time off request 

Approve – approve the time off request 

Refuse – refuse the time off request 

Pending – mark time off request as pending 

Retract – refuse a previously approved time off request 

 

Time Off Request Notifications Widget 
Time off requests can also be viewed from the notifications icon at the top of the Kronos Workspace. 

 
 

By selecting the “Callout”  icon, it will open the Alerts and Notifications Widget tab. 


