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The Reports application in Kronos allows the user to run pre-programmed reports.  Kronos reports 

reflect data that has been entered into Kronos.  All other data coming from Time & Attendance or by 

another avenue will not be reflected in these reports. 

These reports are only available to a Timekeeper.  Reports used by Facility Managers and Food Service 

Managers are reviewed in another lesson. 

There are a number of reports available to run.  The ones we suggest you become familiar with as a new 

user are listed below.   

 

 

 

 
 
 
 

 

 

 

 

 

 

 

 

This is a great tool to see if any employees are 

approaching overtime.  Choose week to date 

range option to run your report. 
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Running a Report 

From the Navigation Bar, select on Reports, or 

select the appropriate employees from a 

Timecard Genie and click the Reports Launch 

Button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

From the Category list click on the + in front of 

All.  This will expand to show the list of all 

available reports. 
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Select and Run report 

 

 

 

 

 

 

Your reports will show on your screen with the 

most recent on top.  Periodically click on 

Refresh Status.  Once completed, the status will 

change from running to completed.   

Click on View Report to bring your report to 

the screen. 

Click on File and Print if hard copy is desired. 

 

 


