Kronos for Mobile Employees

Home Screen Icons ﬁ Record Punch Times
*  Punch - allows you to
e punch in and out. n Tap the Punch icon from the Home screen.
KRONOS * Timecard — allows access '
. to view your timecard (@) puncn
- information.
* Schedule - allows access E Tap Punch in the lower-right corner.

to view your schedule.

Timecard + Accruals — allows access
to view your leave accrual
balances.

* Requests — allows access
to request time off.

= 1:22PM

Punch

Tester, Employee
E (%4 Location recording is not enabled on server

Refresh ceeta i
. elect a Transfer:
Tap the horizontal Three Dots
. Recen v
icon to refresh the screen or ' N
Build

tap the Circle Arrow icon on
the left to refresh the screen.

Log Off E I Punch

Tap the Door icon to log out A confirmation of the punch displays including the date

of the system and return to and time of the punch. Tap OK.
the Log On screen or

Scan 1

tap the vertical Three Dots B i
Note: If you are a icon on the right and select Testor Employse
Supervisor, scroll down to Sign Out to return you to the Loy 2enn
see your My Tasks menu. Log On Screen. oK

View Time Information

n Tap the Timecard icon from the Home Current Pay Period Dates
screen. Daellle; Cods — = = Dat.es within the selected time
06/02 8:00AM 12:00PM period.
12.15PM 4:00PM
Timecard
06/03 B Pay Code
06704 Leave accrual type and amount.
Tap Current Pay Period to change
the view to Previous Pay Period or m%fﬂﬁ Annual Leave n 75 Exceptions
vice versa. Exceptions track deviations from
oeroe E sooav [ the schedule or missing time.
all Verizon & 2:24 PM 4 06/07 a.Excused Absence — blue date
Tester, Employee E! ﬂ b.Unexcused Absence — red date
06/08 7:55A 12:00PM c.Missed Punch - solid red box
Current Pay Period Not Approved T1Z30PM - 400PM d.Early or Late — red punch time
06/09 m 8:30AM 11:59AM
piee—— o |
revious Pay Per...
sek of 06/02- 06/15 oene r““"c:‘est - imes for the dat H
; n and out punch times for the date.
Current Pay Peri... 0611 P
06/02 8:00AM 12:00PM 06/12 8:03, 11:54AM .
1230PM  400PM ‘227E 4:30PM Cumulative Hours
06/13 SOSAM - 12:05PM Total pay period hours.
12:35PM 3:59PM
06/14 7:59AM 12:00PM
Note: Only the Previous Pay Period and 1230PM e Icons
. ; Cumulative Hours 61:00 Pay period totals, Map (Punch
the Current Pay Period are available for location).
review and action. H & n
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Request Time Off
n Tap the Requests icon.

\ rﬁ] Requests

E Tap the Plus (+) icon to create a new request.

il Verizon F 6:01PM @ 100% (563
“ Requests coo
All Requests  ~ All Statuses ~ ~
b 4 Request Type v
Time Off

Accept the default request type (Time Off) and tap the
Checkmark icon.

il Verizon 5 6:01PM @ 100% [552)

ft Requests + coo

All Requests - All Statuses ~ ~
b 4 Request Type E

Time Off

n Tap each field to enter the details for your time off
request. Once all fields are complete, tap Review.

+ Start Date-Date time off begins

+ End Date-Date time off ends

+ Pay Code -Type of leave you are using

* Duration-Hours (default)

» Start Time-Time of day time off begins

+ Length-Hours per day for time off request

all Verizan B 8:05PM @ 100% (43
« New Request @
Start Date
5/26/20 4
End Date
5/29/20 ~
Pay Code
Vacation v
Duration
Hours hd
Start Time
8:00 am v
Length
T:30 v
Cancel Review

B Review the details of the request and tap Submit.

il Verizon B 6:06 PM @ 100% &)
&« New Request oD

Time Off Time Off Request

Review

May 26, 2020 to May 29, »» [%]
2020

Paycode: Vacation
Duration: 7H 30m

Cancel Add Another I Submit

n The confirmation message displays.

ull Verizon & 6:15PM @ 100% 3

* Requests 4+ ococo

Q Success Request Submitted x 1

Cancel Time Off Request

Tap the Requests icon.

e 0 Venaon 7-3% AM 4%%

E # My Requests + -:= |[Request you want to

Time Off - 00- Annual Leave

Annudl Leave (7.50 Hours) 7/28/1 7} >

Note: On the mobile app, you can cancel both approved
and submitted requests.

n To cancel an approved request, tap Cancel Request at
the bottom.

Status History

July 25, 2017 €:12 pm

Submitred - Hourly

& July 26, 2017 9:40 am

Aproved - paym

Icancc! Requenl

n Tap Yes to confirm the cancellation of your request.

Warning
Are you sure?

No Yes

Indiana

A State that Works




