KRONOS Timesheet Handout (Campus)
Login
¢ Navigate to the following web link: https://umass.kronos.net/wfc/applications/wtk/html/ess/logon.jsp
e Login with your Kronos username and password

Home Screen (My Information)
Select the “Time Period”

NOS' Select “My Timecard”
KRO on the home page.
(Pay Period is Sunday through Saturday)

.. -if you are completing your timecard on
Thursday, Friday, or Saturday, select
“Current Time Period”.

= My Timecarg

My Repers -if you are completing your timecard on Sunday
or Monday for the previous week, select
TIMECARD Person & Id “Previous Pay Period”.
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Timesheet Approval

Employees must approve their own timesheet before it can be approved by a supervisor and sent on to payroll.
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This is your TIMECARD Signature.
Click ONLY after you have completed all changes.

You will see this message once you approve.

Approvals: l

Remove Approval Primary Account w

. Remove Approval
Click

if you need to go back and
make additional changes.

The supervisor/manager then reviews and approves the timesheet.
Once approved by the supervisor/manager, the staff person can no longer make changes to the timesheet.
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