Kronos Supervisor Approval Process

Go to Internet Explorer and type in the address https://ta.sacredheart.edu/wfc/logon.

When you get the screen below type in your user name and password.
(you would use your network username and password
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After logging in, you should see a listing of all your student workers.



Click on the student you want to approve and their “Timecard” appears.

KRONOS

GENERAL ~ TIMEKEFPILG ¥ SCHEDULING - MY INFORMATION ~

TIMECARD

Hame & ID | Comeau, Kristin 0621031
Loaded: 3:36PM

Time Period |Previous Pay Period

Sun 5631
hion 601

WIS SOATOSMRONDESTUEMR /21 5226051 (- Regular Tue 6102
_IA0S1SOATDSKRONOSETUEMP/21 6226951 090 | | Unpaid 4 Wved 603
Thu B4

Fri 805
Sat 606




Be sure you are in the correct pay period.
If not, go to the “Time Period” drop down list at the top in the center of the Timecard.

KRONOS
GENERAL ~ TIMEKEEPING ~ SCHEDULING ~ MY INFORMATION ~
Timecard | Schedule | People | Reports | My Timecard a
TIMECARD
Han &ID ICnmeau, Kriztin 0621031

Loaded: 3:36PM

Time Period |Previous Pay Period hd

Sun 5631

Mon E01
14051 S0ATDSKRONDSSTUEMP/21 5226951 09/ - Regular | Tue 602
12051504 TDSKRONOSSTUEMP /21 6226951 09)-1-I Unpaid Wi BI03

Thu 6104

Fri 805
St B/06




Next, check to see if the hours are recorded correctly and if there are any missed punches

KRONOS

GENEPAL ¥ TIMEKEEPING ¥ SCHEDULING - MY INFORMATION ~
Timecard | Schedule | People | RepoPsg

TIMECARD
Hame & ID I Comeau, Kristin 0621031
Loaded: 3:36PM

Time Period |Previous Pay Period

=un 5131

Mon E01

4051 S0ATDSKRONOSSTUEMP/21 226951 (9.4 Regular 350 Tue 602
051 S04 TDEKRONOSS TUEMP/21 B226951 09/--F Uil 473 Wied BI03

Thu G104

Fri 805
St B/06




If not, make the necessary changes and click on “Save” in the upper left corner.

GENERAL ~ TIMEKEEPING ~ SCHEZULING ~ MY INFORMATION ~

Timecard | | Pacple | Raports | my ]

TIMECARD
Loaded: 3:36PM

Hame & ID | Comeau, Kristin 0621031

Time Period |Previous Pay Period

Sun 5631

Mon G601
ST SOATDSKRONOSSTUEMP/21 6226951 09 || Regular Tue 602
IA051 S0ATDSMRONOSSTUEMP /21 5226951 09-f-1 npaid Wiierl B3

Thu B0

Fri 805
Sat 606




Next, click “Approvals” and “Sign Off”.
Once this is done, you cannot make anymore corrections.
If there are still corrections to be/made after approving, you need to contact Payroll.

I\R(_)N(_)H Log Off | Setup | Help

GENERAL ~ TIMEKEEPING ~ SCHEDULING ~* MY INFORMATION ~

Timecard | Schedule | People | Reports | My Timacard

TIMECARD
Loaded: 3:36PM

|
Hame 810 | Comfau, Kristin 0621031

Time Period |Preggus Pay Period

Sun 5631

Mon G601

51 S0ATDEKRONDSETUEMP/2 B226951 000~ | | Regular 350 Tue B2
_IA0S1SOATDSKRONOSETUEMP/21 6226951 090 | | Unpaid 473 Wved 603
Thu 6104

Fri 805
Sat 606




After approving all your worker’s Timecards, you can “Log Off” of Kronos.

Log Off | Setup | Help

TIMEKEEPING ~ SCHEDULING ~ MY INFORMATION ~

Timecard | Schedule | People | Reports | My Timecard

TIMECARD
Hame & ID | Comeau, Kristin 0621031
Loaded: 3:36PM
Time Period |Previous Pay Period -
| Actions * Punch ¥ Amount > Accruals > € > App ~ Rep -
Date: Pay Code Amourt In Transfer ot In Tranzfer ot Shift Draily Cumulative
Sun 5131
Won 601 & 4340 4:32PM 782 782 782
Tue G2 B27AM L31PM 507 807 1588
Wed 603 837AM 4:30PM 788 7.88 2377
Thut i 3140 4:32PM 502 .02 378
FriB0S S36AM 4:33PM 7495 745 ek
[ ] Sat GG - - - 3973
TOTALS & SCHEDULE | ACCRUALS | AUDITS | SIGN-OFFS & APPROVALS
Date: Start Time Endf Time Pay Code Amount
Al hd Sun 5131
Accourt ‘ Pay Cods Amount Man 801
JAD51SDATDSMRONOSSTUEMPI21 6226951094 | | Reaular 350 U3 EIL
14051504 TOS KRONOSSTUEMPI21 6226951 09/ | | Unpaid 473 Wil 013
Thu 604
Fri 805
Sat BID6

Timecards should be approved every Monday before
12 noon so students can receive a weekly paycheck.



