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1. Logon to the computer, then log on to Kronos.
2. Use last name_first initial for the username and enter 123456 as the password.
NOTE: You will then be asked to enter a new password.



TO VIEW TIMECARD
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TO ENTER SUPPLEMENTAL HOURS
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1. Click on the ‘insert row’ button.

2. Enter a beginning time in the ‘In’ column. NOTE: the supplemental start time needs to be a time that is later
than your “out” time as a teacher.

3. Click on the arrow of the ‘Transfer’ column to get a drop-down list. Click on the ‘Search’ button. You will then
see a pop up window.
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4. Click on the ‘Position’ button and then scroll down and choose the correct supplemental position.
5. Click OK
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. Enter your ending time in the ‘Out’ column.
. Click ‘Save’. Look at the “shift” column to confirm your hours.



TO ADD A COMMENT

1. Choose the time you want to add a comment to and right click, choose ‘Add Comment’ and you’ll see another
pop-up box.

2. Choose a ‘Comment’ and then you can add a ‘Note’.

3. Click ‘OK’ and then ‘Save’.
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TO ENTER TIME OFF (only if the date missed is in the past)

1. If you missed a whole day, choose the ‘Delete Row’ button and then answer yes to ‘Erase Data for the Entire
Row?’.

2. If you missed a % day, enter the correct starting and ending time (Elem: 8:20am — 12:00pm OR 12:00pm —
3:40pm MS: 7:10am —10:50am OR 10:50am —2:30pm HS: 7:05am — 10:45am OR 10:45am — 2:25pm) for
that day and then click on the ‘Insert Row’ button.
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3. Click on the ‘Pay Code’ drop down button and choose the type of leave you took.

4. Enter the number of hours taken in the ‘Amount’ column (7.33 for a whole day or 3.67 for % day).
5. Click ‘Save’. Look at the “shift” column to confirm your hours.
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TO REQUEST TIME OFF
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1. Choose ‘MY INFORMATION’ tab and click on ‘My Actions’
Click on ‘TimeOffRequest Teachers’ and you'll see the following pop-up box

NOTE: Personal Days & Sick Days are noted here in hours, not days (due to the cost of programming, this was
the only logistical way of handling the situation)
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3. Choose the type of leave you are requesting from the drop-down list.

4. |If you are only taking one day, the ‘Start Date’ & ‘End Date’ will be the same date. If you are taking off two or
more days in a row, the ‘Start Date’ will be the first day missed and the ‘End Date’ will be the last day missed.

5. You can add a ‘Message’ for yourself or your supervisor. If you are taking % day, you will need to type in the
time of day you will be leaving or coming in.

6. NOTE: If you are taking a half-day, click on “Specify Hours’ and complete the two boxes under ‘Fill in only if
Specify Hours is selected above’.

7. Enter the time that your leave is to start (ex: if you are coming in late, enter the time your day usually starts
(7:10am); if you are leaving early, enter the time you are leaving (10:50am).

8. Enter 3.67 and click on ‘Next’.



The Time Off Request will be sent electronically to your Supervisor. You will receive an e-mail confirming your request
and once your principal approves your time off, you will receive a reply by e-mail. The approved time off will also

automatically enter into your time card and will simultaneously decrease your sick or personal balance by that amount
of time.



APPROVING YOUR TIME CARD

You only need to approve your time card if you have taken any type of leave or you have supplemental time.
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