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Basic Navigation 
Kronos Web application is setup with district standards per employee contracts.  Windows and Kronos work well together 

for a standard navigation of web based actions and ensures a consistent approach.  The Internet Explorer toolbar and menu 

are consistent with the Kronos web based application.    

 

Managers/Forman/Supervisors have access to specific lists and codes. 

 

Log On Window 

 

 

The icon for Kronos Workforce production will be 

added to your desktop prior to your use of the 

program. 

 

Double click on the Icon to open logon screen. 

 
 

Log On 

 Use your network User Name and Password 

1. Type User name 

2. Type Password 

3. Click Log On button 

 

Navigation Screen Detail 

  

  

  
  

  

  

 

Log Off  
1. Click on the Log Off  link on the top left of the 

Kronos Navigation Bar.  (Do NOT use 

the   Red X in the Internet 

Explorer window.)   

 

 Quick Find 

Name or ID/Show and Time Period 

1. Type in the staff  last name or DPS ID to 

find individual information.  Use the * as a 

wild card to display the appropriate employee 

group within your rights. 

2. Select the Time Period from the drop down 

list. 

3. Click Find button 

 

 

 

 

 

 

1 

2 3 



  

       Kronos data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.   

       Department of Technology Services ï Kronos Version 5.2 Revised 11/24/2008 ï kt   Page 4 of 24 
 

3 

4 

5 

6 

  

  
  

  

  

  

  

  

  

  

  

  

  

TTiippss::   CCll iicckk  tthhee  ll iinnkk  oonn  tthhee  KK rr oonnooss  NNaavviiggaatt iioonn  BBaarr   ttoo  eexxppaanndd  

tthhee  wwiinnddooww  oorr  ccooll llaappssee  aanndd  tthhee  HHeellpp  ll iinnkk  iinn  tthhee  QQuuiicckk  FFiinndd  aarreeaa..  

  

  
  

Quick Links  

 

 

1. Time Card ï takes you to timecard for 

editing, approving, and reviewing. 

2. Schedule ï used for creating, viewing, and 

adjusting schedules. 

3. People ï used to access personal record for 

maintenance or viewing. 

4. Reports ï menu for running reports that 

summarize employee, people, or user data. 

 

Kronos Navigation Bar 
Each display will depend upon the user rights when 

logging into Kronos. 

 

Timekeeper - Most common used are QuickFind, 

Reconcile Timecard, and Biometric Status.  

Scheduler, Reports, and Help. 

 

   Toolbars 
    The toolbars that are located at the top of the 

workspace contain combinations of actions and 

menu categories that are appropriate for the 

contents of the workspace.  Those are Actions, 

Punch, Amount, Accruals, Comment, Approvals, 

and Reports. These boxes are clickable and 

contain additional actions that are associated with 

that category shown by a drop down list. 

 

 

 

 Kr onos Workspace 

 

 Area for displaying the Workforce Timekeeper 

components.  Information appears after selecting your 

location and pay period using the drop down lists.     
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Finding an Employee 

 
 

 

 

1. Choose a Show drop down list and select a group 

of employees to display their timecards.  User 

rights will determine what groups will display. 

 

2. Choose a Time Period (date range) for the 

timecards you wish to view. 

 

Note: 

You can also access the Timecard, Schedule, 

People records or Reports by using the Quick 

Links  to the right. 
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Creating an Employee Schedule 

 

 

 
 

 

 

 

 
 

 

All employees must have a schedule setup prior 

to their first day of work.    

 

1. Select your group from the drop down list on 

the Show field. 

2. Select Time Period from the drop down list 

 

Note: 
If you are entering or amending a schedule that 

impacts the last scheduling period, you MUST 

choose Previous Schedule Period.  This allows the 

user to save a schedule in the past. 

 

 

3. Highlight the person,  

4. Choose Shift from the menu 

5. Click Add Pattern from the drop down list. 
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RReessuull ttss::  

  
  

 

 

 

6. Type Work Star t Date and Pattern Start 

Date ï Use a Sunday date and both fields 

should match. 

 

 

 

 

 

 

 

 

 

 

7. Click in the Monday box and type scheduled 

time from and to (6a-9a) and tab or enter to add 

another line if working a split shift. 

 

Note:  

Shortcut:  Type the hours without a ñ:ò and p 

for pm as the system defaults to am. (Example: 

6a for 6:00am or 230p for 2:30 pm) 

  

8. Tab to display the schedule and repeat steps 5 

and 6 for each day of the week 

 

9. Click OK  when all times are entered into the 

correct days 

 

 

TTiippss::   
YYoouu  ccaann  aallssoo  ccooppyy  aanndd  ppaassttee  tthhee  sscchheedduulleedd  ttiimmee  eenntteerreedd..      

11..  CCll iicckk  bbaacckk  oonn  MMoonnddaayy,,  hhiigghhll iigghhtt  tthhee  ttiimmee,,  tthheenn  rriigghhtt  

mmoouussee  ccll iicckk  iinn  tthhee  sshhaaddeedd  aarreeaa  aanndd  sseelleecctt  ccooppyy  

  
22..  HHoolldd  aanndd  ddrraagg  yyoouurr  mmoouussee  oovveerr  TTuueessddaayy  tthhrruu  FFrriiddaayy  

ttoo  hhiigghhll iigghhtt,,  tthheenn  rriigghhtt  mmoouussee  ccll iicckk  iinn  aannyy  sshhaaddeedd  aarreeaa  

aanndd  sseelleecctt  ppaassttee  ttoo  rreeppeeaatt  ffoorr  tthhee  eennttii rree  wweeeekk..  
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Changing Schedule for One Day 

 
Create a temporary or a one day change to a schedule. 

 

  

  
  

  

  
  

  
  

  

 

 

1. From Reconcile Timecard screen, select the 

Show group 

2. Time Period should be Current Pay Period 

 

3. Select the Schedule icon, located in the 

Quick Links . 

 

 

 

 

 

 

4. Click the day/date, highlight and type new 

times. Example (6a-230p) 

 

 

 

 

5. Click Save 

 


