. theWFCGROUP
What Is ?

Kronos Workforce Ready is an electronic, paperless Payroll system.

This system helps to ensure all employees are paid accurately and timely for
the work they perform on HSU SPF grants & contracts. When compared to a
paper timekeeping system, KRONQOS also offers significant cost savings by
eliminating manual data entry, helping to reduce paper waste and also
reducing payroll errors.
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HUMBOLDT STATE UNIVERSITY

JUICES

hylvl‘?n b O I d t ’ PeopleSoft

HSU User Name s PeopleSoft Campus Solutions
| = PeopleSoft Finance (CFS)

® PeopleSoft Human Resources

Password s Report and View Absences

s View Current Paycheck

Forgot your user name or password? Need help?

Secure your information!
myHumboldt provides access to many of your applications—not just the one you're using.

Don't leave your workstation unattended;
whenever possible use a password-protected screen saver.

Don't forget to completely log out or shut down your computer when you're done! K‘ KRON OSo

Before entering your HSU User Name and Password, verify that the URL for this page begins with:
https://cas.humboldt.edu and the current time is
2:15:22 PM PT Friday April 19, 2019

Some Systems May Be Unavailable:




Q. kronos workforce ready ® Cancel

Kronos Workforce Re...
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exact words

DEVELOPER
Kronos Incorporated
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AUMBOLDT STATE UNIVERSI .

huthboldt

HSU User Name

£4KRONOS

Welcome to Workforce Ready

Select your region

& NorihAmerica Please Note:

O Europe 3 .
FassHias It iIsrecommended that you log in to

KRONOS for the first time using
your desktop computer or laptop.

O Australia

O Dimensions HCM

Forgot your user name or

Company Shortname * password? Need help? Th|S W|” a”OW yOU tO CheCk your
A ——— projects are accurate (within the
myHumboldt provides access to many of magn|fy|ng glaSS in your timesheet)

your applications—not just the one you're
using.

CONTINUE

and to verify the accuracy of your
pensonal information in your, profile.

Don't leave your workstation

unattended;
whenever possible use a password-
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« When logging in the first time, click the magnifying glass icon and
select each of your projects one after the other to ensure they are
visible in the dropdown menu on the mobile app

< Timesheet Edit m Submit For Approval Change Requests

¢ | Time Sheet: April 16, 2019 - April 30, 2019 > This Is Your Current Timesheet

Timesheet Exceptions Calc. Detail Calc. Summary Counters Summary By Day

Tuesday, April 16, 2019 - Tuesday, April 30, 2019

D

do not
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€ Times

This Is Your Current Timesheet
Timesheet Calc. Detail Calc. Summary Counters Summary By Day ' : : - : : : | | _
Wednesday, May 1, 2019 - Wednesday, May 15, 2019 ' : | | : : : . - - . | Cal C . Detal I |

Project Job Code Time Off

< Timesheet Edit Submit For Approval Change Requests m P

| ¢ | Time Sheet: May 01,2019 - May 15,2019 | > | E This Is Your Current Timesheet

Timesheet Calc. Detail Calc. Summary Counters Summary By Day

Calc. Total Weekly Pay Period Job Code Rate Table 1 Rate Requiar

Calc. Running Total

Wed 05/01/2019 3 | : ~ ENGINEERING/MINI GRIDS GA FRAMEWORK II/C02304 - P1 MINI GRIDS QA FRAMEWORK 11 206-Research Associate
Thu 05/02/2019 ENGINEERING/MINI GRIDS OA FRAMEWORK 11/C02304 - Pi MINI GRIDS QA FRAMEWORK 11 206-Research Associate
Fri 05/03/2019 ENGINEERING/MINI GRIDS QA FRAMEWORK 11/C02304 - P1 MINI GRIDS QA FRAMEWORHK 1l 206-Research Associate

Sat 05/04/2019 : ENGINEERING/BIOMASS GASIFIER CCHP SYSTEM/C02305 - PI BIOMASS GASIFIER CCHP SYSTEM 209-Principal Investigator

Sun 05/05/2019 : ENGINEERING/BIOMASS GASIFIER CCHP SYSTEM/CO02305 - Pl BIODMASS GASIFIER CCHP SYSTEM 209-Principal Investigator

Mon 05/06/2019 ENGINEERING/BIOMASS GASIFIER CCHP SYSTEM/C02305 - Pl BIOMASS GASIFIER CCHP SYSTEM 209-Principal Investigator

Tue 05/07/2019



Verify Accuracy of Personal Data

1 £4KRONOS . .
: (1) To access your own information as an
employee, you'll click the menu icon

€« Dashboard

Manager Self Service

Start

= &4KRONOS

< My Profile
SPF Main & Edit Tabs
Accruals
TIME OFF ACCRUED TO
Personal Holiday 01/01/2020
Sick Self 05/16/2019
Vacation 05/01/2019
Extra Fields
Category
Pick up Check at Cashiers? w 12/31/1900

My Self Service

CURRENT ACCRUED
Hrs: 8.00
Hrs 12.00
Hrs: 6.68
12/31/1900
[+

L W 14 e ."'-4_7"‘-7—'7\'.
L YAVA 1 B
Wil W

% B
Q
Company Inf (2) Select the single person icon,

then: * .

-> My Information
-> My Profile

This will take you into your profile
MY INFcwhere you can check your Accrual My Profile

Balances as well as your personal
data for accuracy

2. My Information

My Profile
Change Password

Change Security Question

TAKEN CURRENT BALANCE SCH PENDING APPROVAL ACCRUE RATE i |.-.|ang eV | rtual Code
0.00 8.00 0.00 0.00 1 Days/Yearly 55Tt|r'|g:

18.00 -6.00 0.00 0.00 0.5 Days/Pay Period

0.00 6.68 0.00 0.00 0.4175 Days/Pay Period

Motification Preferences

@ My Time



MNeeds Saving

This Is Your Current Timesheet

‘ < ‘ Time Sheet: April 16, 2019 - April 30, 2019 ‘ > ‘

Exceptions

Timesheet

N P

Tuesday, April 16, 2019 - Tuesday, April 30, 2019

Time Off

Job Code

Holiday -
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theWFCGROUP

Pl’'s & Approvers: Dashboard
P Qo

This is the first screen you will

see when logging In...
= &4KRONOS
Dashboard
Company Information & Edit Tabs
L._ 5 . - i = ‘-_‘” \\ ' 4 \’,__;7 a

My Self Service

Manager Self Service

Start

0 N

T~

g

My To Do Items

Workflow: Time Entries Action (Timekeeper Approval)

Employee: tester employee (111111)

Pay Period: Humboldt Default
04/16/2019-04/30/2019

Date:
TIME ENTRIES ACTION




Pl’'s & Approvers: To Do Items theWFCGROUP

When your employee submits
their time entries...

= &IKRONOS
1. You will receive an Dashboard
au t O m a.tl C em a.l I n O t I fl C atl O n Manager Self Service My Self Service Company Information £ Edit Tabs -

from KRONOS. Check your
spam folders if these are
not coming in.

2. When you login, you can
access the time needing

approval in two places. ‘ —_—
* Onyour dashboard in your ——_——
11 M TO D o I te m s JJ ar e a gg:emd: :;/'1‘:122?12?537‘310/201 9
y

 |n the top right corner of
the screen by selecting the
bell icon



\
\\ HOW TO APPROVE TIME theWFCGROUP

Choose Time Entries Actions from the “My To Do Items” area on your dashboard
Review the time entries for accuracy.
To apply an action to all entries, check the box at the top left to choose all rows on page

Click “Approve”

=  £4KRONOS

a = W b B

Then choose “Submit”

< Approve Time Entries ro

% % Full Screen [ Default] ~

WILDLIFE I u

Approvers 111111 tester employee Approved 04/16/2019 MANAGEMENT/HS! 2(]4—{3?—F’rincipal
STEM/F03050 - EE HSI Investigator
STEM
WILDLIFE
My To Do Items MANAGEMENT/HS |
Approvers 111111 tester employee Approved 04/17/2019 206-Research Associate
STEM/F03050 - EE HSI
STEM
WILDLIFE
wo’kﬂow: T'me Entnes Amlon (Tlmekeepe[ ADD(OV&I) Approvers 111111 tester employee Approved 04/18/2019 MANAGEMENT/HS! 2(]4—C?—Principal Sick Self
STEM/F03050 - EE HSI Investigator
Employee: tester employee (111111) STEM
- WILDLIFE
Pay PQ"Od: HumDOldt Defaun MANAGEMENT/HSI 204-Co-Principal
Approvers 111111 tester employee Approved 04/19/2019 ]
- - 5 319-04/30/2019 STEM/F03050 - EE HSI Investigator
STEM
Total

LISTEN. ADAPT. DELIVER.

MR i



PlI’'s & Approved Signers: Self Service theWFCGROUP

To access your own information if
you are an Approved Signer, you’ll
hover over “My Account” and choose
“My Profile.” You can then navigate
through your profile and confirm the

accuracy of your information.

My Profile

My Current Timesheet

= EKRONOS MY INFORMATION P 9o
SPF Main Payroll HR & Edit Tabs
Accruals E’}
Account Information F o
Salutation
First Name*  Test Middle
Last Name* PJ Suffix
First Screen [ Security Profile Default ]
Username* test.PI

SECURITY QUESTION

LISTEN. ADAPT. DELIVER.
I



Many reports come standard with the
Kronos Workforce Ready module. You
can customize them to fit your needs or
use them as a template for new reports.

 First, choose the icon with three
horizontal lines in the top left corner of
your screen.

i

= $ KRONOS

s

¢ Dashboard

Manager Self Service My Self Service

Next, choose the icon
with the single person.

Navigate down to “My
Reports” and click the
dropdown menu to
explore

Company Infc

Start

TP v

Search

*

MY INFO

2 My Information

@ My Time

& My Schedule

= My Learning

8 My Pay

@ My Company

My Reports
My Saved Reports
Time Reports
Schedule Reports

HR Reports

System Reports

theWFCGROUP
X  &4KRONOS

¢ Dashboard

Manager Self Service My S

Start

My To Do Items

Workflow: Time Entries Action |

Employee: £tester employ
Pay Period: Humboldt Defat
Date: 04/16/2019-04/

TIME ENTRIES ACTION



7

theWFCGROUP

TO REVIEW:

* Everyone should log on for the first time on a desktop computer and verify the
accuracy of their personal information and projects.

- PI's should be hired to the Pl version of a project, Employees to the EE
version. Contact the SPF front office If this Is not the case!

* PI's will log in and check their “My To Do ltems” to review and approve time for
employees at the end of the pay period

* Timesheets should be approved and submitted no later than the day following the
last day of the pay period. Please refer to the Payroll Schedule for pay period dates.

And remember —

always call the SPF Front Office with any questions or
concerns!

\ LISTEN. ADAPT. DELIVER.
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