

[bookmark: _GoBack]Kronos Manager Training
Punch Edits
Occasionally, as a manager, you will need to edit an employee’s punch because it is incorrect or because an employee forgot to punch.  There are various reasons why and by editing a punch, you are confirming that the change is correct.  You will still have to approve the employee’s time before payroll is run and sent to HR Direct

[image: ] If you are not sure if a particular edit is appropriate or allowed, please contact the your HR Office before making any changes.

1. Navigate to the employee’s time card and click on the punch you need to add or edit
[image: ]

2. Enter or overwrite the existing value with the new punch time
[image: ]

3. Best practice is to add a comment as to why you are changing a punch, especially if it is an unusual situation.   To add a comment, remain in the punch field you just updated and right click.  Select Comments at the bottom
[image: ]

4. Select a Comment type and add an additional note if necessary and click Add and then OK
[image: ]

5. Anyplace there is a comment you will see a comment bubble in the right corner
[image: ]

6. Click Save in the upper right of the page to save the edits.  
[image: ]

7. All actions on a timecard are tracking in the Audits at the bottom of the page
[image: ]

8. End



2

1

image1.png
e




image2.png
LoSNIRS 8 | o B | H o
P P R G e T

sin7ns

von s i soom

Tue7/16 i soom

AL aly)
| 8| 8| <]





image3.png
LoSNIRS 8 | o B | H o
L — P R G e T

Trmecare

4] si7ne
® 3| Mon7n1s
(21

Tue7/16





image4.png
Punch Actions

Dete:
Time:
Rounded Time:

Exceptions:

7572019
Spm
7/15/2019 9.00AM GMT:0400

Missed Out-Punch





image5.png
Comment

Comments (1) Add Comment

® [Forgot to Swipe B

® [Type e (options)

‘Add another note.





image6.png
soeM @





image7.png
Loscedt 757 AN (Cument Py Perod =) (T 1 Employeety Selectea | =)

8| o B | B o
P nen Coes  see  GoTo
e Tos





image8.png
Totals  Accruale | Audits

Audits =) (a1
N6 | S00AM Add Punch In Punch 68 | 414PM(. | tstuseru. | Tmecs.
s | s00am Add Punch InPunch 608 | 428PM(. | tstuseru. | Tmecsrd.
77528 | s00eM Add Punch outPunch Forgotto_ | 71772019 | B30AM(. | tstuseru. | Timecerd_
77528 | s00eM Add Com.. outPunch Forgotto_ | 71772019 | B30AM(. | tstuseru. | Timecerd_





