CLOUD KRONOS
Approving Staff Timecards in the Light Version

Login

Home Screen

Select “SA-RL Pay Period
Close” on the home page.

Reconcile Timecard

SA-RL Pay Period Close

SA-RL Al Active Employses

Employse Summary

Navigate to the following web link: https://umass.kronos.net/wfc/applications/wtk/html/ess/logon.jsp
Login with your Net ID and your local password (separate from your Net ID password)

Select the Staff Group in “Show”
You will see a generic list related to your area (e.g.
FacOps Students), and/or a ‘My Direct Reports’ list

with employees reporting to you.

Select the “Time Period”
(Pay Period is Sunday through Saturday)
-if you are completing your timecard on

Timecard | Ychedule | People | Reports | Reports - Advanced V4 g Thursday, Friday, or Saturday, select
PAY PERIOB-CLOSE Show [My Direct Reports Tl / “Current Time Period”.
Time Period [ Current Pay Period = 23 -if you are completing your timecard on
[Setect an Action =] Sunday or Monday for the previous week,

Manager
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Managers Who
Approval ji
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Carlin, George
Colbert, Steven

Use [seectanacion -] to “Select All” staff

Review each Make changes

=

select “Previous Pay Period”.
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Totat 37.5

Verify correct use of pay codes

Verify the number of hours worked on each day

VERIFY DAILY & WEEKLY TOTALS

NO CHANGE CAN BE MADE AFTER MANAGER

APPROVES TIMECARD.

You must click the button on

the Timecard to make changes.
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https://umass.kronos.net/wfc/applications/wtk/html/ess/logon.jsp

Timecard | Schedule | People | Reports | Reports - Advanced

TIMECARD Person&ld [Farlin Gonroo Ll

ﬂ Click Home

after all Timesheets are Approved

vI °° 1of
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Select the Staff Group in “Show” Show | aiHome [
and select Time Period again.

n Select “Pay Period Close”
on the home page again.

Time Period I Previous Pay Period j

If you do NOT see your name for Timesheets you
approved, click the m button until you do.

Managers Who
Approved Timecard

~
(@ [seectan Acion =] *
N

Name 17 Employee Managers Who Manager Signed Missed Unexcused Expected Hire Date
Approval Approved Timecard Approval off Punch Absence PP Hours
Carlin, George Campbell, Scott J 1 0.0 | 1312010
Colbert, Steven Campbell, Scott J 1 0.0 | 8/01/2007
Martin, Steve Campbel, Scott J 1 0.0 | 10/20/1996

Murray, Bill

0.0 | 53171987
Stuart, John

0.0 | 4032012
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