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Kronos Information

Supervisors of biweekly regular and temporary employees must sign off on their employees’ hours by the approval cut-off
date at the end of each pay period. Any time that is not signed off by a supervisor or backup approver must be printed,
signed and dated, and mailed to the Kronos Help Desk after the approval deadline.

e Access Kronos with your NetID and Password at:
https://www.northwestern.edu/myhr/

e You must access Kronos from an on-campus computer or using the VPN.

e For additional information, including a list of compatible operating systems and browsers, see the Kronos website at:
https://www.northwestern.edu/hr/essentials/hr-systems/kronos/index.html

e For assistance, contact the Kronos Help Desk at 847-467-7606 or payroll-time@northwestern.edu.

Viewing and Approving Biweekly Time

1. Click the “BiweekLy TiME SHEETS” link to view and approve your employees’ time:

General My Information
* Reports » My Timecard

¥ My Reports
My Genies{R)

# Biweekly Time Sheets .

Monthly Time Sheets

-

Biweekly Accrual Balances

# Monthly Accrual Balances

Missing Approvals
¥ QuickFind

* Scheduled vs Actual Worked Hrs

» The summary of the pay period’s worked and leave hours is presented for all biweekly employees within your Kronos

access:
Timecard | Reports < Home
VIEW BIWEEKLY TIME SHEETS Show ‘All Biweekly Employees =l
Time Period | Previous Pay Period Iz' m
m Select an Action Iz‘
REG ot HOL VAC PFH Sick Lirzr Lirzr Missed Employes STTEEEElT Assigned
Name D Dept Paid Unpaid Approved
Hours Hours Hours Hours Hours Hours Punch Approval — Manager 1/
Hours Hrs imecard
Pineapple, Kathryn - 044525 Rhubarb, Pie
Milkshake, Paul G 044500 75.0 Rhubarb, Pie
Watermelon, 044525 Rhubarb, Pie
Katherine J
Chickpeas, David R 044500 720 Supervisor,
Frank A
Sinatra, Frank A 044500 800 Supervisor,
Frank A
Biweekly, Mary G 044500 375 375 v Supervisor,
Frank A
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KRONOS: APPROVING BIWEEKLY TIME (NON-JAVA)

2. Ensure you are approving time for the
correct Pay Period.

If it is currently Monday, and you are
approving time for the previous two weeks,
you should be approving the “Previous Pay
Period.”

Show All Biweekly Employees

[=]

Time Period | Previous Pay Period

Bl ~eeiv

Current Pay Period
Mext Pay Period

If necessary, change the Time Period drop-down box, and click m

Important: You MUST ensure hours are recorded for the correct period and days before applying your
approval. Never allow hours for multiple days to be lumped into one. If you need to record hours worked
for a prior pay period, use the “Historical Edit” feature in the Java version or contact Kronos Help.

summary screen:

select multiple employees.

the top left, select “Approve.”

3. To approve an employee’s hours directly from this

o Click an employee’s name to highlight his or
her row. Hold the Ctrl key while clicking to

e Using the Select an Action drop-down box in

Refresh |;—‘«|::pru:|-.-e EI
Select an Action
Select All
Mame 17 E-mail 3
Biweekly, Mary G Remove Approval 1
Sort Table
Export to Excel
Chickpeas, David R Export to CSW :

o When asked if you are sure you want to
approve, click “Yes.”

e Your approval is saved for the selected employee(s). Click the Refresh button in the top left corner to
refresh the screen and show the approvals.

4. To review an employee’s time sheet:

e Click an employee’s name to highlight his or her
row. Hold the Ctrl key while clicking to select

multiple employees. Timecard | Reports
e Click the Timecard link in the top left corner of the VIEW RIWEEKLY TIME SHEETS
screen.
Refresh Select an Action ||
Name D Dept
Pineapple, Kathryn ¢ 044525
Llenbn ol Dol ™ NAACNN
5. The employee’s Regular Hours Worked each day should appear in the “Hours Worked” row:
o Pay Coce Tansfer w0 | Ao | aus | as | wer | e | wos
Hours Worked [=] Q 0 0 0 e 7c
0.0 0.0 0.0 0.0 7.5 7.9 0.0

Biweekly regular staff with a pre-determined schedule will have their scheduled hours automatically filled
in. These pre-filled Regular hours can be changed as necessary.
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6. Additional types of paid or leave time (such as Vacation, Sick, and Personal Floating Add

Holiday) will appear in a new line. F'.n-:.-/

To add additional time codes to the employee’s time sheet:

e Click the Add Row button to the left of that week.

"
AR Pay Code

e In the new line, choose the appropriate time using the Pay
Code drop-down box.

VAC - Vacation =

e Enter the hours to be recorded for that specific Pay Code. SCK - Sick o
PFH - Personal Floating Holiday

SKF - Sick Family

FUL - Funeral Leave

JUR - Jury Duty

S04 - StraightOvertime-OtherAcet
UXA - Unexcused Absence
Hours Worked

Add Pay Code Transfer Sun Mon Tue Wed Thu Fri S
Row Y 3/03 3/04 3105 3/06 307 308 3/09
Hours Worked |Z| Q 0 0 0 75 75
VAC - Vacation [+] Q 75 75 75 0 0

7. fter confirming all time is correct, click in the top left corner of the time sheet.

Your approval is immediately saved, and a confirmation

A I=s:
appears at the top of the time sheet: FRraves

Note: The date noted with your approval will be the last
day of the pay period that you just approved.

8. If you selected multiple employees in Step #5 above, you may open, edit, and approve the next time sheet
by selecting a name or using the arrows at the top of the screen:

Person &Id | Mikshake, PaulG || v] © © 1013
Time Periodﬁvinus Pay Period El 272013 - 3022013

Or, you may return to the main Kronos menu by clicking the Home link in the top right corner:

Log Off | Change Password | Help

_..-F" = Home

Note: Unlike the regular version of Kronos, this Non-Java version does not contain functionality to add comments to a time
sheet or enter Historical Pay for employees. Please contact the Kronos Help Desk for assistance with adding comments or

Historical Pay.

Questions or Problems? Contact the Kronos Help Desk at 847-467-7606 or payroll-time@northwestern.edu.
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