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S4KRONOS

Leave Requests

@ My Calendar First choose My
My Timestamp R R Calendar from the
homepage sidebar.
My Calen
_ . Choose Request
©- .
| wyTimecard r,;:l F:l Mn T N Time Off from the My
Calendar pane.

Filter

_l Activity Form Entry

Request Time Off
Type: | NDOT a Time Off Request | - 0 o e
Start date End date Pay code Time Unit Start time Daily Amount
[+ 4/29/2019 e 4/29/2019  |0-Vacation Full day
0-Vacation
Accruals on: | 4/29/2019 [z=2 orsick
50 - COMP L
0-Maternit sl
Accrual ! - - Balance |;|
186 - Materni | |
COoMP 190 - BRVY - C Haour .
FMLA 190-BRV-G  Hour
Maternity Use 190-BRV-G e |T|
190-BRV-P = o
MNote (optional) |3:| E'
Type a note (optional)
([ cancel | [ Submit | o

0 Choose Time Off Request or FMLA request from the Type dropdown.
@) Choose start date and end date.

Q Select Pay Code from drop down menu, (vacation, sick, etc.)
0 Select Time Unit from drop down menu.

Q If Time Unit is hours, enter Start Time and Duration.

O click Submit.
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Edit Time Card

%
*

4

My Information screen — Choose Timecard on the side bar. [ teeve e

Ijl Time Off Request

‘ n;ﬁ Qut for Day ‘ ‘ ?.;a Call Back ‘

Ij| Activity Form Entry

[] Transfer

?.‘Za Punch In/Transfer

& My Information I My Timecard Qlx
My Timecard (.
Loaded: 1:21 PM | Current Pay Period ~ ||
Kronos is showing a missed Out for the day. Click red cell,
enter correct Out time. Click Save as shown below. 8 | o
Frint Befresn
mecard
Date Schedule in Transfer Qut In Transfer  Out Pay Code Amount Activity Duration  Shift Daily  Period E:nll AlTn?;t:llnd v =
* E Mon 6/20 Juneteenth 8.00 8.00 8.00
* 4801 8.00 8.00 8.00
i+ 8:004M-5:00PM
1% Tue 6/21 &-00AM-5:00PM B:D5AM ) 4:55PM - 8.00 8.00 16.00
i+ X 110 8.00 8.00 8.00
1% Wed 6/22 &-00AM-5:00PM B:02AM ) 4:5TPM - 8.00 8.00 2400
i+ X 110 8.00 8.00 8.00
1% Thu 6/23 &-00AM-5:00PM B:04AM ! @ 8.00 8.00 3200
i+ X 110 8.00 8.00 8.00
1% FriG/24 &-00AM-5:00PM T:58AM ! 4:56PM - 8.00 8.00 4000
i+ X 110 8.00 8.00 8.00
* 5at6/25 4000
« »
=
A My Information I My Timecard Qlx
ml i
Loaded: 1:21 PM | Current Pay Period =] 222
&8 o
_ Primt Refrezn
mecard
Date Schedule In Transfer Out In Transfer  Out Pay Code Amount Activity Duration  Shift Daily  Period m AI‘::‘::&H v =
od = Mon 6/20 Juneteenth 8.00 8.00 8.00
i+ 4z01 8.00 8.00 8.00
* 8:00AM-5:00PM
o | [ Tue 6/21 B:00AM-5:00PM 8:05AM h 455PM L 8.00 8.00 16.00
o NRE.] 1o 800 8.00 800
| % Wed 6/22 B:00AM-5:00PM 8:02AM h 457PM - 8.00 8.00 24.00
o |1 1o 800 8.00 8.00
| 1% Thu 6/23 B:00AM-5:00PM 8:04AM h 8.00 8.00 32.00
o |1 1mm 8.00 8.00 8.00
| 1% Fri6/24 B:00AM-5:00PM 7:58AM h 4:56PM - 8.00 8.00 40.00
o | 1= nm 800 800 8.00
i+ 5a16/25 40.00
1’ »
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NDOT Employee

KRONOS signowt
A My Information
My Timestamp ~ [F1I -
10/2/2019 8:00:00 AM Central Time My Timestamp
i) Last Timestamp: 10/1/2019 5:00PM T
W Rensier Q€ | vyTimecans >

| Activity Form Entry
| @ Punch In/Transfer ‘ —

| ® Outfor Day ‘

| @ Call Back ‘

My Information screen — Choose Timecard on the side bar.

Approve

Timecard

[%] suna/2s

12 I | o]

Select approve timecard at the top of screen

Schedule Pay Code Amount In Transfer Qut

i 12:23PM ) . NONEX AMS UNION 30 COMP

Read Approval
Statement.
If accurate,
click Approve.
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& My Information | My Timecard Approval Statement

My Timecard
i J certify that Ihej}:llowing is a true and accurate statement: —|
recorded all of my time worked accurately. - recorded all time
— off accurately. — All hours are coded to an NDOT Activity. There
@ - v . are no "unaccounted” hours. — The Department provided me with
View fomron the opportunity to take meal breaks consistent with NDOT Palicy.

Timecard
Approve Timecard Cancel

‘ Remaove Timecard Approval k




4 KRONOS

Activity Form Entry

Steps 1, 2, & 3 below are the best way to create Activity Forms to ensure
they will pass the Controller’s Roads Financial Edit (RFE) process overnight.

o Enter the Activity Number in Ayt -
the Form Code box or double . F A Donit know the
click on the code number in ACTIVITIES FORM LIST code to use? Ask
. i . your supervisor or
the list. I}Iotg. If doing fron"1 ’t"he ot om e oy check the codes
Manager’s widget, add an “S ~ Enteringth form coce and clcking Aply o
. _ - i;n;mw code in the list
in front of the code-that tells ]
Kronos you are doing the Activity i =
Form for someone else. o1 Adeyaton
4392 Mew Systems Devesopment, Enhancement
4452 Bidg Yard Mainlenance and Repair
4710 Fof Entities Outside the Depanment
4802 Instruction and Training
DLETE Supenvisor Delele Activity
EDELE Employee Delele Activity
31101 Adminissration
ACTIVITIES FORM S4302 New Systems Development Enhancement
54452 Bidg Yard Maintenance and Repair
INSTRUCTION AND TRAINING SaT0 T 8 Doy
S4802 Instruction ana Training
Roads - Activity 4802
Date Z wiaaryyyy
Hours
AFE
Equipment D 1 o .
e rven < _ . On the Activities Form complete the Required
e bours 1 ] Fields (they have an asterisk) and any Optional
field that apply—Equipment ID and Miles Driven
e for example. Click "Save."

o Note: If an “S” was used to
indicate the Activity Form

e Hint: If you return to — is for someone else, there
the tlme Card I‘Ight Loaded: 3:40 PM | Current Pay Period EH_ﬂ] WOU|d aISO be an Employee
after you "Save" the Number field to complete.
Activity Form, you :9; Hgﬁ
need to click "Refresh” Timecar J _
located in the Actions < : = inghals %
drop-down. izt it

Roads - Activity 1101
Date * [ 1 =
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4 KRONOS

Activity Form Entry

e The information on the Activity Form populates to the time card

Losded: 210 PM | Current Pay Pericd EI \E\

. . . . Total  Toal  Toml |~
Activity ~ Durstion Shift  Daily Period o Iv.}—-‘

800 8.00

4301 8.00 8.00 800
800 16.00

480 8.00 8.00 8.00
16.00

Unaccou 000 000

16.00

o To see details on the Activity Form right click on the activity.

Note: This screen shot shows the information entered on the Activity Form in e is on the Activities
Details pop-up: Activity Code, Hours, AFE, Equipment and Miles Driven.

Right click on the activity, click View Activity Event Actions

Activity Event Actions

Date: 7/04/2022 -
Activity Name: 480

Details
Description:
EMPLOYEES BENEFIT CLEARING ACCOUNT
Duration: 8.00
Adjusted Start: T2:00PM
Adjusted Stop: 8:00PM -
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End of Year - Leave Accruals

To see your accrual balances you can also click on My
Timecard on the right side of the pane

& >

(o]

Click on the double line with the down arrow.

Show or Hide More Content

Iy

Click on the Accruals tab to view your balances OR
Click on the Totals tab to view your timecard Pay Codes and Totals of each.

Totalz | Accrualz | Audits Activity Summary

COMP 0.00 Hour Tus 1/07 - Tue 12431 0.00 262
FHILA 0.00 Hour Tus 1/07 - Tue 12431 0.00 0.00
MILITARY 0.00 Hour Tue 1/01 - Tue 12431 0.00 0.00
Meternity Use 0.0 Hour Tue 1/07 - Tue 12431 0.0 0.00
SICK 1448 Hour Tue 1/01 - Tue 12431 564 58.76
VACATION 2036 Hour Tue 1/01 - Tue 12431 239 81.76
Totalz | Accruals  Audita  Activity Summary
All = All B
Location Job HAgcount Pay Code Amount
610411 6883/27 227020/ -+~ 240 - HOLIDAY 8.00
6104116883/ 27 227020/ -+~ 57 -OT Premium 0.25
6104116883/ 27 227020/ -+~ 60-0T 1.0 0.25
6104116883/ 27 227020/ -+~ 600 - SHIFT DIFF 200
6104116883/ 27 227020/ -+~ 91-COMP 1.5 178
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