
KRONOS Workforce Central – User Documentation for Non-Exempt & Exempt Employees 
         
 

Revision Date:  1/1/08 1 of 33 

I.  Logging in to KRONOS Workforce Central.......................................................................................................................................... 3 
To Login.................................................................................................................................................................................................. 3 
To change your password ....................................................................................................................................................................... 4 

II.  Basic Timecard Navigation................................................................................................................................................................... 5 
General.................................................................................................................................................................................................... 5 
Basic Time Entry – Entering Timecard Information .............................................................................................................................. 6 

Select Pay Period ................................................................................................................................................................................ 6 
In & Out Punches & Meal Breaks ...................................................................................................................................................... 6 
KRONOS conventions:....................................................................................................................................................................... 7 
Unsaved Changes................................................................................................................................................................................ 7 
Save..................................................................................................................................................................................................... 7 
Actions Menu...................................................................................................................................................................................... 8 
Comments - To Add a Comment ........................................................................................................................................................ 8 
To Delete a Comment: ...................................................................................................................................................................... 10 
Totals................................................................................................................................................................................................. 11 
Schedule............................................................................................................................................................................................ 12 
Accruals Tab ..................................................................................................................................................................................... 12 
Audits Tab......................................................................................................................................................................................... 12 
Approving your timecard - To approve your timecard:.................................................................................................................... 13 
To remove the approval: ................................................................................................................................................................... 13 

III.  Advanced Time Entry ........................................................................................................................................................................ 14 
Insert a row ........................................................................................................................................................................................... 14 
Delete an entry or a row........................................................................................................................................................................ 14 
Pay Codes.............................................................................................................................................................................................. 15 

Entering Time Using Paycodes......................................................................................................................................................... 16 
Difference between Shift & Daily: ................................................................................................................................................... 16 
Examples of time entered using Pay Codes...................................................................................................................................... 17 
1.  Full Day PTO example ................................................................................................................................................................ 17 
2.  Partial Day PTO example (with worked hours)........................................................................................................................... 17 
3.  Partial Day PTO & Time Without Pay example.......................................................................................................................... 17 
Premiums .......................................................................................................................................................................................... 18 
On Call .............................................................................................................................................................................................. 18 
Expenses ........................................................................................................................................................................................... 19 



KRONOS Workforce Central – User Documentation for Non-Exempt & Exempt Employees 
         
 

Revision Date:  1/1/08 2 of 33 

Transfers ............................................................................................................................................................................................... 20 
Entering Transfers............................................................................................................................................................................. 20 
Transfer Entire Shift ......................................................................................................................................................................... 22 
Partial Transfers ................................................................................................................................................................................ 23 
Caveats – Entering Consecutive Transfers ....................................................................................................................................... 24 
Examples of Other Types of Transfers ............................................................................................................................................. 26 
Multiple/Combined Transfers........................................................................................................................................................... 27 

IV.  Exempt Timecard............................................................................................................................................................................... 29 
Hours Worked:...................................................................................................................................................................................... 30 
For Pay Codes and Transfers: ............................................................................................................................................................... 30 

Help........................................................................................................................................................................................................... 31 
Log off ...................................................................................................................................................................................................... 32 
REMINDERS ........................................................................................................................................................................................... 32 
Reports ...................................................................................................................................................................................................... 33 
 



KRONOS Workforce Central – User Documentation for Non-Exempt & Exempt Employees 
         
 

Revision Date:  1/1/08 3 of 33 

Please note:  All Timecards are done online; there are no paper timecards. 

I.  Logging in to KRONOS Workforce Central 
There are two ways to get to KRONOS Workforce Central 

1. Via a web address OR 
2. Via a link on the Intranet  

To Login 
1. Open Internet Explorer and enter the following web address:  https://employee.sdhospice.org/wfc/logon  OR simply go to 

the Intranet (internal) and select the  link; this will bring you to the KRONOS Workforce Central 
login screen. 

2. Enter: 
• User Name = Matches your Windows NT login, typically First Initial followed by Last Name (Example: John Doe’s User 

Name = JDoe).  IF you do not have a Windows NT login, your User Name is your First Name followed by your Last Name 
– with no spaces (Example:  JohnDoe). 

• Password = **** (First time: 4-digit employee #) 
3. Select   or press Enter 
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4. The first time you login, you will be automatically prompted to change your password.  Your password should be 
a minimum of 7 alpha-numeric characters with at least 1 number.   

 

 
 

5. After you change your password, you will receive a message that your password was successfully changed. 
 
JAVA Version:  KRONOS Workforce Central requires JAVA 5.0 Update 11 to run.  See separate instructions for installing 
JAVA for KRONOS.   
 
HTML Link:  If you have any access issues with the JAVA version of KRONOS, use the following link to view the HTML 
version of KRONOS - https://employee.sdhospice.org/wfc/applications/wtk/html/ess/logon.jsp 

To change your password  
After the initial password change, to change your password, select Change Password (in the upper right-hand corner of 
your screen).  You will be prompted to change your password every 45 days. 
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II.  Basic Timecard Navigation 
 

 
 

Example of Non-Exempt Timecard 

General 
There are three sections to the timecard 

1. Timecard Section 
2. Totals & Schedule 
3. Tabs for Accruals & Audits 
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Basic Time Entry – Entering Timecard Information 

Select Pay Period 
Make sure you are in the correct pay period.  You may select the current, previous or next pay period or you can select a 
particular day or range of days.  Please note, for locked pay periods, you will only be able to view or print your timecard. 
 

 

In & Out Punches & Meal Breaks 
Choose the line with the date for which you want to enter time and enter your time for the day using the In and Out fields.  
There are two (2) In & Out fields per line; this allows you to enter Meal Breaks, etc. 
 

 
 
Time can be entered as follows  

• Time can be entered in either 12-hr or 24-hour format (1P or 13)  
• Leading and trailing zeros are optional (7 and 0700 will be converted to 7:00) 
• Colons are optional (730 will be converted to 7:30) 
• AM is assumed for all entries except for 12:00 to 12:59 when PM is assumed.  Use “a” or “am” to designate AM 

and use “p” or “pm” to designate PM when needed. 
• KRONOS does NOT round time; therefore, the preferred method when you are entering time is to round up to the 

nearest 5 minutes (for example, 7:57pm should be entered as 8 pm). 
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KRONOS conventions: 
• Gold Bar = Unsaved Data 
• Cell w/ Solid Red Background = Error or Problem in entry  position cursor over cell to view KRONOS 

message/comment 
• Red Border = Notification or Unscheduled Entry  position cursor over cell to view KRONOS 

message/comment.  Note: this is NOT an error. 

Unsaved Changes 
KRONOS will indicate that there are unsaved changes in the timecard in two ways: 

1.  The word Timecard (in the upper left-hand corner of your screen) will turn orange and an * will precede it. 

   

2.  Additionally, a red flag will appear in the Totals & Schedule tab   

Save  

To save your changes, click the Save button in the left-hand corner of the menu bar.   
 
REMEMBER:  It’s best practice to save after each entry or change.  That way, if KRONOS reports an error, you will know 
which entry the error pertains to. 
 
If you have not saved your changes and navigate away from the timecard, KRONOS will prompt you with the following 
message.  Select Cancel to return to the page and save your changes. 
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If you are unable to save the change due to an error in the entry, make sure you resolve the error and save before 
navigating away from the page or your change will not be saved. 

Actions Menu 

Allows you to Refresh Data or Print your Timecard   

Comments - To Add a Comment 
1. First, select the time punch for which you want to add a comment   
2. Then, select the Comment drop down list from the Menu bar and select Add Comment  
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3. KRONOS will open up a separate comment window 
 

 
 

4. Select from a list of standard comments. 
5. You can also add free form text via a note.  To add a note however, you must first select a comment. 
6. Note:  Whenever possible, please use the standard comments 
7. Click OK. 
8. After you click OK, a comment/note icon will appear in that time punch   and a new tab for Comments 

will appear. 
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To Delete a Comment: 
1. Select the Comments Tab. 

 
 

2. If there are multiple comments, you MUST first select the comment you wish to delete.  Otherwise, by default, the 
first comment will be highlighted for deletion. 

 

 
 
3. Then, select Delete Comment from the Comment Menu. 

 
 

4. KRONOS will prompt you to confirm the deletion: 
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Totals 
“Totals” shows the breakdown of hours by Account and Pay Code.  The default is All, which shows the totals for the entire 
pay period, but can be changed to show hours by Shift, Daily or Cumulative. 
 

 
 
To change from the default, select from the drop down list: 
 

 
 

• All = Shows Totals by Pay Code for entire pay period  
• Shift = Shows Totals by Pay Code for a shift or a single line entry 
• Daily = Shows Totals by Pay Code for a specified day 
• Cumulative = Shows Running Total 

 
Recommendation:  Use Daily Totals to confirm time entered. 
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Schedule 
This will be populated sometime in the near future and will reflect scheduled hours by day.  Managers will maintain this 
information. 
 

Accruals Tab 
 

 

Audits Tab 
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Approving your timecard - To approve your timecard: 
 

1. Select Approve from the drop down list under the Approvals Menu. 

 
 

2. Two things will happen: 
• KRONOS will remove the delete and insert icons that normally appear to the left of the date.  This means you 

will not be able to make any further changes unless you first remove the approval. 

 
 
• A Sign-Offs and Approvals Tab will appear 

  

To remove the approval: 
1. Simply select Remove Approval from the drop down list under the Approvals menu. 

 
2. The Delete Row and Insert Row icons will reappear and the Signs-Offs & Approvals tab will disappear. 
3. Note:  The approval and removal will show in the Audits tab. 
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III.  Advanced Time Entry 

Insert a row 
To insert a row (another line) for a particular date: 

1. Select  (to the left of the date) 
2. Another line will appear in the timecard for the same date 

 

 

Delete an entry or a row 
To delete information for a particular date: 

1. Select  (to the left of the date) 
 

 
 

2. You will be prompted with the message, “Erase data for the entire row?”  Select “Yes” if you want to delete the 
data.  Any additional blank rows for a day will be deleted once changes have been saved. 
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Pay Codes 
Time entered (In & Out punches) is assumed to be worked time.  For non-worked time, premiums (on call and lead pay), 
and expenses, use Pay Codes. 

 
 
For the following situations, enter time using Pay Codes: 

• Bereavement  
• ESL* 
• Jury 
• Lead Pay/FANS Lead Pay – Note: will require two entries: one entry for actual hours worked and one entry for the 

“Lead Pay” Pay Code 
• On Call – Note: may require more than one entry: one entry for On Call hours and additional entries for any Call 

Back time 
• PTO* 
• Time without Pay  
• Expenses (including Mileage and Parking) are entered as Pay Codes 
• Additional Position-specific Pay Codes 
 

* negative time off is not allowed in KRONOS. 
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Entering Time Using Paycodes 
When entering time for these Pay Codes, it is only necessary to enter the Pay Code and the amount of time (in total 
hours) associated with that Pay Code – you do not need to specify In and Out times. 
 

   
 

1. Enter the Pay Code  
2. Enter the Amount of Hours   
3. Do not enter In & Out Times when using Pay Codes or you will receive the following error message. 

 

 
 

Difference between Shift & Daily:   
Shift represents worked hours and Daily represents total hours (worked and non-worked time, including PTO, ESL, etc) 
for the day. 
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Examples of time entered using Pay Codes 

1.  Full Day PTO example 
 

 
 

2.  Partial Day PTO example (with worked hours) 
This example shows that the employee worked 4.5 hours (from 6 am to 10:30 am) and then used 3.5 hours of PTO 
(entered as a Pay Code) for a Daily total of 8 hours. 
 

 

3.  Partial Day PTO & Time Without Pay example 
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Premiums 

On Call 
On Call may require two entries for the same day:  
1.  On Call Time (Non-worked hours while on call) 
2.  Time actually worked while On Call (also known as Call Back time). 
 
For On Call (with no Call Back Time): 

• Simply enter your On Call Time as a total amount using the On Call Pay Code 
 

 
 
For On Call with Call Back Time: 

• Enter any Call Back times as In & Out Times 
• Insert a row for the same day to enter the # of On Call hours you worked (for which you were on call but did not 

work; that is, total hours excluding any call back time).   
• The daily total should reflect the total number of hours spent on call. 

 
Example of timecard for employee who worked a total of 12 hours of On Call in which two hours (non-
consecutive) were Call Back time. 
 



KRONOS Workforce Central – User Documentation for Non-Exempt & Exempt Employees 
         
 

Revision Date:  1/1/08 19 of 33 

 

Expenses 
Expenses are entered right in the timecard section using Pay Codes (Mileage and Parking); there is no separate tab for 
expenses.   
 
To input expenses: 

1. Simply insert a row  on the day the expense was incurred.  Note: Expenses should only be associated with 
worked days.  Mileage and Parking are the only two expenses handled in the timecard. 

2. Then, choose the appropriate Pay Code.  Use the drop down arrow in the Pay Code field to select from a list of 
valid Pay Codes (Mileage and Parking). 

3. Then, enter the amount.   
• For Mileage, enter the amount in miles.  Mileage will not convert to a $ amount within the timecard.  Mileage is 

calculated on the Payroll side.  The 2008 rate for mileage is 50.5 cents/mile. 
• For Parking, enter the amount in dollars. 

 

 
 

Please note:  Mileage will be included in the cumulative Daily total.  Therefore, for a breakdown of worked hours, 
please refer to the Totals & Schedule tab (bottom left-hand section of the screen); remember: totals can be set to 
reflect Daily totals.  To see a total for the pay period for Mileage and Parking, select All.   
 

Reminder:  Expenses should be entered on a daily basis. 
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Transfers 
For the following situations (involving worked time), enter time using Transfers: 
 

Transferring Hours to a second position/job 
 
Labor Account Transfers: 

• Transferring Hours to another department  
• Transferring Hours to a fund code  

 
Work Rule Transfers: 

• Orientation 
• Training 
• Preceptor 
• Holiday (Worked) 
• Marketing Hours  

Entering Transfers 
1. Enter your “In” time 
2. Then click the Transfer field drop down list.  Either select an entry from the drop down list or select Search to 

choose from the following: 
• a different job (if you have multiple positions) 
• a different labor account (department or fund code) 
• a work rule (orientation, training, preceptor, holiday worked, etc) 
 
Note: The first time you click in the transfer field, there will be no drop down list.  You will need to select Search. 
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3. When you select Search, KRONOS will open a separate window 
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Note:  Once you have chosen a work rule or a labor account (dept, etc), it will appear in the Transfer drop down list 
for ease of selection next time you enter a transfer. 

 

 
 

4. Are you transferring the entire shift or part of the shift? 
 

Transfer Entire Shift 
• To transfer the entire shift, enter the transfer reason in the first transfer cell on that row.   
• If no other transfer reason appears on that row, that entire entry will be transferred to that reason (labor 

account or work rule). 
 

 
 

 
 

This example shows that the entire shift was spent in Orientation. 
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Partial Transfers 
 

• To transfer only the second part of the shift, you may leave the first transfer reason blank (KRONOS will 
assume this is regular) and transfer the second half of the shift to the appropriate transfer reason.     

 

 
 

• To transfer only part of the shift, you will need to transfer that part of the shift to appropriate transfer reason 
and then transfer back to regular work (or some other transfer reason).     

 

 
 

 
 
This example shows that the first half (4 hours) of the shift was spent in Orientation and the second 
part of the shift was spent doing regular work (4.5 hours). 
 
When transferring back to regular work time, you will need to select your position’s pay rule:   

• 8hrnon • 10hrnon • 12hrlvnsd 
• 8hrnonsd • 10hrnonsd • 12hrrnsd 
• 8hrlvnsd • 12hrnon • SALFT72 
• 8hrrnsd • 12hrnonsd • SALFT80 
• SALPT## (40, 48, 52, 56, 60, 64, 68) 
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Naming convention:   
8hr, 10hr, and 12hr = Shift Agreement 
Non = Non-exempt 
SD = Shift Differential (Evening, Night, Weekend, etc) 
SAL = Salaried 
FT = Full Time 
PT = Part Time 
 
• Reminder:  Only your position’s pay rule will be available to you. 

Caveats – Entering Consecutive Transfers 
To transfer hours to a different labor account or work rule when two or more consecutive transfers appear for the 
same day, always leave the first Out cell empty and enter the transfer time in the second In cell.  KRONOS will fill 
in the missing Out time.   
 
For example, if from 8-10 you were in training and from 10-12 you were working your regular job, you would do the 
following: 
 
Correct Method for Entering Transfers 
 

 
 

• Enter the first “In” punch (8 a) 
• Enter the Transfer reason (Training) 
• Skip the “Out” punch (since you are not clocking out but are starting something new)  
• Enter the “In” punch for the next transfer reason (10a) 
• Enter the Transfer reason (8hrnon) 
• Enter the “Out” punch (12p) 
• KRONOS will populate the missing Out punch. 
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• WARNING:  If you enter two punches with the same time on the same day, KRONOS will display an error 

message.  If this happens, remove the conflicting “Out” punch. 
 

Incorrect Method for Entering Transfers 
 

 
 

Error Message 
 

   
 
This means that you have two punches on the same day for the same time.   

 
Resolution 
 

 
 

o Remove the duplicate “Out” punch and Save. 
o Kronos will then fill in the “Out” time. 
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Examples of Other Types of Transfers 
Department Transfer 

 
 
Holiday (Pay Worked) Transfer 
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Multiple/Combined Transfers 
 
To transfer to a different Labor Account (Dept. AND Fund Code, etc) AND to a different Work Rule (Orientation, 
Training, Preceptor, Holiday, etc.): 

1. Enter the “In” punch 
2. Select “Search” from the Transfer drop down list. 
3. Select the Department, Fund Code AND Work Rule. 
4. Click OK. 

 

 
 

5. All three transfer reasons (Department, Fund Code and Work Rule) will show in the Transfer field. 
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6. The Totals will also show an entry for the Transfer – designated by an X – with the associated hours. 
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IV.  Exempt Timecard 
 

 
 

Example of Exempt Timecard 
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Hours Worked: 
There will be one row for each week in the pay period.  For regular hours worked, enter the amount of time in hours for 
the appropriate day(s) on the line entitled Hours Worked.   
 

 
 

 
Example of Populated Timecard 

 

For Pay Codes and Transfers: 
• Insert a row, then select the pay code or transfer reason and input the amount of time associated for the 

appropriate day(s). 
• Note:  the pay code or transfer reason applies to the entire line; that is, you do NOT need to enter multiple rows for 

multiple days for the same pay code or transfer reason. 
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Help 
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Log off 
To Log Off, select Log Off in the upper right-hand corner of the Menu bar.  DO NOT X out of KRONOS and DO NOT use 
the  or  in Internet Explorer.   
 

 
 

REMINDERS 
• Make sure you update your timecard daily. 

• All timecards are due the Friday of the ending pay period at noon.  (Saturday for those working on 
Saturday.) 

• Do not share Password with anyone else. 

• Only complete your own timecard. 

• Make sure to submit your receipts. 
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Reports 

 

 
 
Accrual Balance & Projections:  displays an employee’s current balances, projected future takings/debits, projected future earnings/credits, and 
projected balances. 
 
Schedule:  displays an employee’s shift start and end times, scheduled pay code transactions, scheduled transfers to non-primary labor accounts, 
work rule transfers, shift codes, shift totals, and comments where available for each day in the selected period. 
 
Time Detail:  displays detailed data about an employee’s punches, duration, and pay code edits.  Summary data displays for the employee 
totaling time and money by labor level and pay code (excluding combined) and then just by pay code (separately listing combined). 


