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Introduction to Kronos 
 

The University’s new time entry system called Kronos, implemented in autumn 2009, has three main 

components: a time entry system, accruals tracking system, and leave of absence management tool.  

 

The new time entry system impacts biweekly regular and temporary employees, and their supervisors, 

who use a badge reader or web timesheet to log work hours.  The accrual module will calculate and track 

both exempt and non-exempt employee balances. The leave management tool will allow leave of absence 

requests to be initiated and approved within the Kronos product. Some examples of these types of leave 

include the leaves covered by FMLA, non-FMLA, and Military leave. The Kronos tools will maintain 

current ETES functionality as well as offer extensive reporting capabilities and additional approving 

capabilities.  

 

The time entry and accruals components, which will impact non-exempt staff, are expected to roll-out late 

in November 2009. The leave of absence module and accruals for exempt staff are expected to go-live in 

2010. 

 

Logging Into Kronos 
 

To log into Kronos, you will need access to either Internet Explorer 6.x/7.0 or Firefox 3.0 in order to 

login.  HRIS recommends the following browsers for using Kronos: 

 Macintosh users should use Firefox 3.0 or a higher version 

 PC users should use Internet Explorer 6.0 or a higher version 

 

Please contact your department’s technical support person to download a newer version of either web 

browser. 

 

NOTE: Kronos requires the use of Java version 6 with an update between 7 and 13. If a computer has a 

version of Java lower than 1.6_update7, Kronos will prompt the user to install update 13.  Please also be 

advised that we expect users could experience problems using Kronos if they download the newest 

version of Java, because Kronos is not readily certified to work with the latest versions.  However, if the 

computer retains version 13 despite having downloaded a newer version, Kronos should still work fine. 

 

If you need assistance with the Kronos application, please email eteshelp@northwestern.edu or telephone 

at (847) 467-7606.   

 

Navigate to the Kronos Login Page 
 

Step Action 

1. If you are accessing from off-campus, you need to vpn into the NU network first. 

2. Navigate to the login page: https://www-kronos.itcs.northwestern.edu/wfc/logon   

To make this link your favorite, click the address and save as a Favorite.  

3. Enter your NetID and password in the User Name and Password fields.  

mailto:eteshelp@northwestern.edu
https://www-kronos.itcs.northwestern.edu/wfc/logon
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If this is your first time in the system please follow the NetID security instructions.  If 

you need assistance with your netid, please NUIT at 1-HELP or use their website 

http://www.it.northwestern.edu/ 

 

 
 

 

View Biweekly Timesheets 
 

After logging into Kronos, you should be taken directly to a list of all your biweekly employees.   

 

 
 

Each column can be sorted or resized. 

 To sort a column in either ascending or descending order, click the column heading. 

 To expand or condense the width of a column, drag the column edge in the header area. 

http://www.it.northwestern.edu/
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Selecting Multiple Employees 
 

Step Action 

1. To select multiple employees from the list, hold down the CTRL key on your keyboard 

while using the mouse to select various employees. 

2. If the employees you wish to select are consecutive, you don’t need to use the CTRL 

key.  Instead, click on the first employee and continue to hold down the left-click 

button on your mouse while rolling down the list to the last employee you wish to 

select. 

 

Opening Timecards 
 

Step Action 

1. To open a single timecard, simply double-click the employee’s name from your list of 

employees.  

2. To open more than one timecard, highlight the employees using the steps noted above 

for selecting multiple employees.  Then click the “Timecard” link located in the upper 

left corner of your screen. 

3.  

 

Editing a Timecard 
 

To edit a timecard, follow the instructions for selecting and opening a timecard.   

 

To add/delete/change hours worked: 

Step Action 

1. Place your cursor in the field you wish to change (under the appropriate date, and on 

the Hours Worked row.) 

2. Remove any existing data in that field. 

3. Type in a new value if you wish to add/change hours. 

4. Click the  button located in the upper left corner. 
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To delete a row: 

Step Action 

1. Click the blue  button located at the left end of the row you want to remove.   

2. Click Yes when the popup box asks “Erase data for the entire row?”. 

3. Click the  button located in the upper left corner. 

 

 
 

 

To enter time off such as Vacation, Sick, or Personal Floating Holiday: 

Step Action 

1. Insert a row using the  button, located at the left end of each row. This will create a 

new row just below the existing row.  

2. On the new row, choose the appropriate pay code from the drop down menu, such as 

VAC-Vacation or SCK–Sick, etc. 

3. On the same new row, tab to the field under the date for which you took time off.  

Enter the number of hours you used (i.e. 7.5 hours, 8 hours, 4 hours, etc). 

 

4. Click the  button located in the upper left corner. 
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Changes to a Timecard in a Prior Pay Period (Historical Edits) 
 

To enter a Historical Edit: 

Step Action 

1. Open the employee’s timesheet in the prior pay period that needs correcting.   

 

Use the Time Period drop down menu located at the top center of the timecard to select 

either “Previous Pay Period” or “Range of Dates” and enter the necessary date range. 

2. Only supervisors have the ability to change data on a timecard in a prior pay period 

(i.e. Payroll has closed the pay period).  These changes are known in Kronos as 

Historical Edits.   

 

NOTE: Employees who need to make a change must notify their supervisor. 

3. The timecard that you have opened will still be un-editable. It will show the previously 

recorded (paid) hours. 

4. From the Amount drop down menu, select “Add Historical with Retroactive Pay 

Calculation” link. 

 

 

 
 

Step Action 

5. A new window will open, displaying the same timecard in the pay period you had 

selected. Only this timecard is editable. 

6. Make the necessary changes. 

 To increase or decrease hours, click in the appropriate field (under the date, 
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and on the Hours Worked row). 

 Change the value in the field to the correct number of hours the employee 

actually worked.  This can be more or less than what was previously recorded. 

 

The system will determine the difference. 

7. Click “Calculate Difference” button located in the lower left corner of the screen. 

 

 
 

Step Action 

9. The next screen will display the number of hours that have either increased or 

decreased – based on your entry.   

 If the employee is due additional pay, the pay will be issued on the next pay 

cycle. 

 If the employee owes, it will be deducted from the next available pay check 

that has hours worked. 

10. Click the  button located in the lower left corner. 
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Once a historical edit has been entered, a link will appear in the Current Timesheet labeled Historical 

Amounts.  The link contains the same information as seen in step 7 above.  The link can be seen by both 

employee and supervisor. 

 

Historical Edits can also be used to change pay codes.  For example, if an employee used the Vacation 

code, but in fact it should have been recorded as Sick time, a Historical edit can be entered to change the 

hours used from Vacation to Sick, even if the total number of hours is not being altered. 

  

Approving Timesheets from the List 
 

To approve a single or multiple timesheets from your list of employees: 

 

Step Action 

1. Be sure you are in the Current Pay Period.  If not, select it from the Time Period drop-

down menu, located in the top center portion of the screen. 

2. Review the data entered on your timecard for accuracy. 

3. Click Approvals. 

4. Click Approve. 

 

 
 

Step Action 
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1. Click “Yes” when the popup box asks “Are you sure you want to Approve?”. 

 

 
 

Approving from Within the Timesheet: 

 

Step Action 

1. Be sure you are in the Current Pay Period.  If not, select it from the Time Period drop-

down menu, located in the top center portion of the screen. 

2. Review the data entered on your timecard for accuracy. 

3. Click Approvals. 

4. Click Approve. 

 

 
 

Removing Approval from the List 

Making changes to a timecard after it has been approved depends on the following: 

 If the timecard has been approved but Payroll has not closed the pay period, then you remove 

your approval which will open the timecard for editing. 

 If Payroll has closed the pay period, see the section “Timecard Changes to Prior Pay Periods” for 

instructions. 

 

To remove your approval from a single or multiple timesheets from your list of employees: 

 

Step Action 

1. Be sure you are in the Current Pay Period.  If not, select it from the Time Period drop-

down menu, located in the top center portion of the screen. 

2. Review the data entered on your timecard for accuracy. 

3. Click Approvals. 

4. Click Remove Approval. 
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Step Action 

1. Click “Yes” when the popup box asks “Are you sure you want to Remove Approval?”. 

 

 
 

Removing Approval from Within the Timesheet: 

 

Step Action 

1. Be sure you are in the Current Pay Period.  If not, select it from the Time Period drop-

down menu, located in the top center portion of the screen. 

2. Review the data entered on your timecard for accuracy. 

3. Click Approvals. 

4. Click Remove Approval. 
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Timecard Totals 
 

At the bottom of the employee’s  timecard, the system provides various totals,.  Not all of the following 

information displayed is for temporary employees. Several tabs are shown at the lower left. 

 

 
 

Totals & Schedule Tab 

Column Description 

Account Lists the payroll chart strings that will be charged.  

Pay Code A category that is used to organize time such as regular hours worked, vacation, sick, 

etc. 

Amount The total number of hours that will be submitted for payroll processing corresponding 

to the pay code and chart string for the pay period currently displayed. 

 

Audits tab 

The audit tab provides information on data that was entered in the current pay period, including hours 

worked, accrual codes used, approvals, etc. 

 

Comments tab (when applicable) 

If a comment was added to any date on the timecard, the comments tab will reflect the comment as well 

as the date it was entered, and the userID of the person who entered the comment. 

 

Sign-Offs, Requests & Approvals tab 

Contains information related to the close of the pay period, such as employee approval date, supervisor 

approval date, and pay period sign-off (i.e. close date). 

 

Historical Amounts tab (when applicable) 

Contains information about changes that were submitted for prior pay periods. 

  

Accruals Table 
 

The lower right half of the timecard screen displays how much sick and vacation time you’ve accrued 

along with Personal Floating Holidays.  This information shows how much time you have available to use 

as of the date you click on in the timecard. So please be aware of which field you cursor is in the timecard 

when reviewing your accrual information in the lower half of the screen. 

 

New employees who will receive one week of vacation after six months of employment will see that time 

accrue on their six-month anniversary date. After 12 months, the remaining two weeks will appear on the 

anniversary date. 

 



 

Training Guide 
Kronos –Supervisors 

 

11/2/2009 3:13:00 PM 12 

Accruals Tab 

Column Description 

Accrual Code PFH = Personal Floating Holidays 

SICK = Sick 

VAC = Vacation  

Balance on 

Selected Date 

Total number of hours available for use as of the date selected in the timecard, as noted 

by which field your cursor is in. 
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Frequently Asked Questions 
 

 

How do I submit a change to my timecard for a day in a previous pay period that has already been 

closed? Please contact your supervisor who will be able to process a change to your timecard. This is also 

known as a Historical edit in Kronos.  

--------------------------- 

Where do I update my address if I just moved? Address changes are updated in HRIS Self Service. 

You can link to the Self Service sign-on page using the “My Links” menu in Kronos.  

--------------------------- 

Who do I contact if I believe there is a discrepancy in my accrual balances such as vacation or sick 

time? Please contact your supervisor who will research your accrual balances. If needed, this inquiry will 

be escalated to Payroll.  

--------------------------- 

What is the Kronos web address? 

The Kronos URL is https://www-kronos.itcs.northwestern.edu/wfc/logon and can is included with all 

reminder emails.  

--------------------------- 

Why can't I get the Kronos web site to come up? 

Kronos can only be accessed on campus but not the dorms. Otherwise you need to download VPN from 

http://www.tss.northwestern.edu/vpn/. 

--------------------------- 

What do I do if I get an error regarding Java or prompted to install Java? 

You should see a prompt such as a line along the top of your browser or a pop up window asking your to 

install Java. You need to choose to run the Java add-on. See your department's IT support person if you 

have difficulty.  

--------------------------- 

How do I get to my time sheet?  

As soon as you sign in to Kronos, most people will see their time sheet. If you have multiple jobs, you 

may not be able to edit this time sheet which is a summary of all of your hours but need to click "My 

Links" and "Select Other Job Timecard". If you are a supervisor, you need to click "My Information" at 

the top and then "My Timecard".  

--------------------------- 

When does my employee get access to Kronos? 

Personal data forms hiring temporary employees should be faxed to 1-3733 (Evanston campus) or 3-9702 

(Chicago campus) on their first day of work. We hire them same day so that the employee can access 

Kronos the next day. 

 

Paperwork for biweekly staff is usually sent to Payroll on their first day or earlier, and we enter it same 

day so that the employee can access Kronos right away. 

--------------------------- 

Why can't I log in? 

1. You should be using your NetID and password. This is the same NetID that you use for NU webmail, 

Caesar, Meeting Maker, and other university systems. If you are a new hire, your department NetID 

coordinator will receive an email with your NetID. 2. If you still have problems using your NetID and 

password, go to password.northwestern.edu where you can test your NetID and password. If you still 

have problems with your NetID and password, call IT at 1-4357 to have it reset.  

--------------------------- 

What web browser should I be using? 
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Please verify that your current browser is at least:  

• Internet Explorer 6.0 or higher 

• Firefox 3.0 or higher. 

--------------------------- 

What should I do if my supervisor isn't here to approve my timesheet? Will I get paid? 

You will still be paid. All hours that are entered on a time sheet will be paid even if not approved. We will 

follow up with the supervisor later for manual paper approvals if the supervisor's backup doesn't approve.  

--------------------------- 

Why can't I seem to enter the hours when I have the time sheet pulled up in front of me?  

If you see a tab at the bottomsaying "Sign-Offs, Requests, & Approvals", click on this and see if your 

supervisor has already approved your time sheet. If so, contact your supervisor. If it is past the deadline 

for supervisors (usually every other Monday at 2:00pm), you are too late and must have your supervisor 

enter your others for you as a Historical edit. 

 

Otherwise, you may have multiple jobs set up in Kronos if you either have more than one job, or an old 

job has not yet been terminated. Click "My Links" at the top and then click "Select Other Job Timecard". 

You can now pick which job is correct based on what is displayed. You will not have the "Select Other 

Job Timecard" link if you do not have multiple jobs. 

--------------------------- 

I have more than one job; how do I know which timesheet to enter my hours on? 

With Kronos, you will only have multiple timesheets for each pay period, if you have more than one job.  

 

Log in to Kronos. You will first see a summary time sheet of your hours from all of your jobs which you 

cannot edit.  

 

Click "My Links" at the top and then "Select Other Job Timecard". You can now select the right job from 

the drop down menu which has lots of information to help you know which one to select.  

--------------------------- 

What do I do if I forgot to submit my hours or need to make a change to a prior pay period? 

Only the supervisor can enter any hours or corrections for prior pay periods.  

1. The supervisor pulls up a time sheet for the employee and chooses the correct time period 

(Previous Period or use Range of Dates to select the correct period).  

2. The supervisor clicks Amount and then selects Add Historical with Retroactive Pay Calculation 

3. A pop up window opens with a copy of the time sheet which is editable where they can record 

any hours or make any changes which are needed. 

4. The supervisor clicks Calculate Differences when done. They will be taken to a different window 

where it will summarize the differences in the time sheet with the new hours to be paid or taken 

back. This is the place where the supervisor can also make any comments/notes by clicking the 

down arrow under comments which would be required if entering FUL or SKF. 

5. After clicking the Save button, they are done. They should now click the Action menu and select 

Refresh in order to see the changes made.  

NOTE: If it is necessary for your employee to be paid even before the next adjustment run, your 

department may request a manual check after they have entered the hours by emailing the Time Entry 

Helpdesk including a chart string to charge. The cost of the manual check will be $45.00. 

--------------------------- 

When will any late hours entered as a Historical edit by my supervisor get paid? 

Any late hours after the pay period has been closed must be entered by a supervisor as a Historical edit.  

These hours are paid out based on when the historical edit was entered.  If they are entered in the first 

week of the new pay period, they should be paid out in the next week’s adjustment payroll which usually 
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has a pay date 6 days after the regular pay date.  If the hours are entered in the second week of the new 

pay period, they will be paid with the next regular payroll.  On some occasions there may not be an 

adjustment payroll scheduled in which case the hours entered in the first week of the new pay period are 

paid out on the next regular payroll.  The department can also request a paper check be prepared right 

away and provide a chart string for the $45 fee. 

--------------------------- 

When must my time sheet be entered and approved by? 

Employee approvals by 5pm Fridays, supervisors by 2pm Mondays. 

--------------------------- 

Do I as the employee need to approve my time sheet?  

It is always best that you approve your time sheet. This way your supervisor knows that you are done 

entering your hours so that they can approve. 

--------------------------- 

How do I approve a time sheet as the supervisor?  

When you log into Kronos as a supervisor, you should see the full list of employees who you have access 

to sorted by supervisor. You can either approve from this list or from within the time sheet itself where all 

of the details are. To approve from here, you can click to select someone to approve (or use the control 

key or shift key to select multiple people) and then click "Approvals" and "Approve". Otherwise, double 

click on a person to see the time sheet and possibly edit it. Then click "Approvals" and "Approve". 

--------------------------- 

Why does the row that I insert by clicking the plus sign in order to use a different pay code 

disappear right away? 

You need to immediately select a new pay code after inserting a new row before entering the hours. 

--------------------------- 

Why won't Kronos let me enter my absence hours yesterday? What do I do if I don't have enough 

sick or other accrual hours?  

You will get an error message if you try to record more sick or other accrual hours than you have 

available to use. You should enter the number of hours which you have available instead. Any shortage 

than what you were scheduled to work that day should be recorded as either UXA or EXA with the 

approval of your supervisor. 

--------------------------- 

Why do I see two rows for Hours Worked for one week in my time sheet? 

If you are in a group which has prepopulated time sheets where you only record exceptions, your 

prepopulated hours from your schedule will appear in a purple font, and any entries that you enter 

manually will be listed on a separate row which is black.  

--------------------------- 

How do I add a note or comment to my time sheet?  

Click on the hours for the day that you want to record a note. Now click on “Comment” and then “Add 

Comment”.  Click on the text and then write your notes in the “Note” box and click OK.  You will now 

see what looks like a little “post-it” by the hours for that day and a tab near the bottom called 

“Comments” where you can review what was entered. 

--------------------------- 

How do I charge hours to a different chart string? 

Only overtime (hours above the scheduled hours) for biweekly staff can be charged to a different chart 

string. The Work Hours field for the day on which you worked overtime should only include those hours 

that must be charged to your regular chart string. 

 

Click the plus sign to add another row for the week with the overtime in order to selectfor a different 

paycode.  
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In the new row, select the paycode “SOA” (Straight Time – Other Account) or “POA” (Premium Time – 

Other Account) depending on whether they have more than 40 hours worked and/or holiday hours for that 

week and enter the appropriate hours. Move to the Transfer column and enter the chart string (fund, 

financial department, and project (if applicable)) all run together without spaces or dashes.  

--------------------------- 

Why do some time sheets have UXA (unexcused absence) hours added after the time sheet has been 

approved? 

If an employee does not have enough hours on their time sheet to reflect all of their hours which were 

scheduled for the week, we assign UXA for the unexcused absence hours. The supervisor can run the 

genie "Scheduled Versus Worked Hours" to find these people and resolve them yourselves with either 

accruals or EXA for excused unpaid absence hours.  

--------------------------- 

I am a supervisor; why do I get so many emails reminding me to approve timesheets?  

All supervisors and backup supervisors are sent a reminder email on Fridays if they have any employees 

that they are the supervisor or backup supervisor on that payroll. The email reminders sent out on Monday 

mornings are only sent to supervisors if an employee that you supervise or are set up as the backup 

supervisor has unapproved hours. 
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Appendix A 

 
DICTIONARY OF TERMS, BUTTONS, PAY CODES AND FIELDS 

 

 Pay code: A category that is used to organize time such as overtime. A pay code can also reflect non-

worked hours such as vacation, personal floating holiday or sick time. 

 Shift: A span of time that has a start and end time, usually in one 24-hour period. For example, 7:00 

A.M. to 3:30 P.M. 

 Transfer: Hours transferred to a different chart string account. 

 Pay period: The period of time for which employees are paid.  

 Accrual: An earning accumulated over time based on the NU policies.  Examples include vacation 

time, personal floating holiday time, and sick time. 

 Chart string: A chart string account to which an employee’s worked hours are charged. Each 

employee is assigned a home chart string to which hours are charged. Chart strings consist of valid 

combinations of labor level entries, such as division, department, and job.   

 Account: The chart string that the hours are charged against. 

 Pay Code: The pay code that the hours are charged against. 

 Amount: A number of hours. 

 Accrual Code: The unique identifier of the accrual, such as vacation, sick, or personal floating 

holiday. 

 Balance on Selected: The balance of the accrual, as of the selected date. 

 Units: The unit in which the accrual code is expressed – hours or dollar amount. 

 

The Accruals tab contains the following columns: 

 Accrual Code: The unique identifier of the accrual, such as vacation, sick, or personal floating 

holiday. 

 Balance as of Selected Date: The balance of the accrual, as of the selected date. 

 Units the unit in which the accrual code is expressed: hours or dollar amount. 

 Furthest Projected Taking Date: The furthest date in the future when a taking is scheduled that 

affects the accrual code. 

 Projected Takings: The total amount of the accrual scheduled to be used (taken) from the end of the 

pay period on display through the Furthest Projected Taking Date. 

 Projected Credits: The total amount of the accrual scheduled to be granted from the end of the pay 

period on display through the Furthest Projected Taking Date. 

 Projected Balance: The accrual balance as of the Furthest Projected Taking Date, including 

projected credits and debits. 

 Balance without Projected Credits: The accrual balance as of the Furthest Projected Taking Date, 

excluding projected credits. 

 Comments Displays comments assigned to the timecard date cell. 

 Historical Amounts: Displays edits made to a timecard that has been signed off. 

 Sign-offs & Approvals: Identifies the person who approved and signed off the timecard. 
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Appendix B 
 

CHANGE OF HOME ADDRESS (LINK TO SELF SERVICE WITHIN KRONOS) 

 
 

To submit changes to your address while the Kronos application is open, select My Links> Self Service 

Sign On Page.  A new window will open to the HRIS Self Service sign on page. Logon and proceed to 

the Self Service Menu> Personal Information> Home and Mailing Address to submit any changes.  

 

 

 

Appendix C 

 
TIMECARD INDICATORS AND COLOR CODES 

 
 

The appearance of a timecard cell changes to indicate different conditions.  

 

 A yellow note icon after a punch or amount indicates a comment about the cell’s contents. Point 

to the icon or select the Comments tab at the bottom of the timecard workspace 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 cell bordered in red indicates an exception, such as a late punch, early punch, or long interval. 

Point to the cell for more information.  

 A cell bordered in red and containing a yellow note icon indicates that a punch or amount has a 

comment and an exception.  

 A date cell bordered in red indicates an unexcused absence day.  

 A date cell bordered in blue indicates an excused absence.  

 Time displaying in purple indicates that it was populated by the employee’s schedule.  

 A yellow flag next to the Save button indicates that edits have not been saved in the database.  

 A red flag in the Totals & Schedules tab indicates that edits have not yet been totaled and stored 

in the database.  
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Appendix D 

 
ANATOMY OF THE KRONOS TIMECARD 

 

 
The “My Information” menu available at the top of the timecard will display the following shortcuts and 

functions: 

 
 

 
My Timecard: a link directing the employee to the timecard most recently viewed. 

 
My Reports: a link to run reports for accrual balances and projections, schedule, and time detail. 

 
 

My Requests: A link to a summary of time-off requests submitted to your supervisor. 
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The “My Links” menu available at the top of the timecard provides the following links: 

 

 

 

 

 
 

How to Add Hours and a Comment: a link to an interactive tutorial walking through the steps 

of adding hours to a timecard with a comment.   
 

How to Approve a Timecard: a link to an interactive tutorial walking through the steps of 

adding an approval to a timecard as well as removing an approval. 
 

How to Print a Timecard: a link to an interactive tutorial walking through the steps of printing 

an easy to read timecard. 
 

Benefits Homepage: a link to the NU Benefits Department homepage. 
 

Human Resources Forms: a link to the Human Resources homepage listing frequently used 

forms. 
 

Kronos Information: a link to the Kronos information page. 
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NUIT NET ID Information: a link to the Northwestern University Information Technology 

homepage, and frequently asked questions regarding NET ID access and password reset requests. 
 

NU Staff Handbook: a link to the electronic copy of the staff handbook.  
 

Payroll Homepage: a link to the NU Payroll Dept homepage. 
 

Self Service Sign On Page: a link to the HRIS Self Service Sign on page where addresses can be 

updated. 
 

Other Self Service Features: a link to the HRIS website containing information about Self 

Service functions. 


