Instructions for Transferring Hours in KRONQOS

For employees with multiple hourly positions

Step 1

Log-in to Kronos and you will be taken to the ‘My Information - Timecards’ page.
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Step 2

Enter “Time In” and ‘Time Out’ for the hours worked for secondary position.
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Step 3

Click in the “Transfer’ cell for that shift. All currently active positions will populate in the
drop-down list.
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Step 4
Simply select the position that relates to the shift entered.
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Step 5

Hit ‘Save’ — The transfer field should then automatically display the full transfer code of the
position plus the work unit. The transfer is now complete.
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Step 6

To check your totals for the pay period and the breakdown of hours allocated to each position,
expand the “Totals’ tab at the bottom by hitting the arrow icon below your timecard.

5 4 KRONOS —

W My Information  ©

Timacards Jmfe3 -
04 AN = _
Y. =] =] =
v A
e Fay Coan Amung n e ot Seheuste ey ity
- e My Report
+ | = 1 ane wledgeians
¥
+
T
+
+
+
+

Shnwgl Hide More Content




KRONOS oo

# My Information

=
Timecards

Loaded: 11:13 AM | Current Pay Period

v =] o

My Audits
Date Pay Code Amount In Transfer Out Schedule Shift Daily

Sun11/27 LIETES

x 30AM A 15/ A I 2
Mon 11/28 8:30AM -480018/09000. 4:00PM 6:30 6:30 Kronos KnowledgePass
x Tue 11/29 9:00AM 12:00PM 3.00 3:00

Wed 11/30
Thu /01
Fri 12/02
Sat 12/03
Sun12/04
Mon 12/05
Tue 12/06
Wed 12407
Thu 12/08
Fri12/09
Sat 12/10 -

] EEEEEE R

Totals  Accruals
Al = (A =
Account Pay Code Amount
(x)9100/LUC/670031/5310/L.7002/1480018/0S000A REGULAR 6:30

(x)9100/LUC/670031/5310/L7002/1470022/02108A REGULAR 3:00

Step 7

After entering and correctly transferring all hours for the pay period, make sure to approve your
timecard. Find the ‘Approve Timecard’ icon in the upper left and select *‘Approve Timecard’
from the drop down list.
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Step 8

Your timecard will change color to indicate that the approval has been applied.
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