Student TimeStamp in Kronos

Open your Internet Explorer Web browser.

Type the URL: https://timesheets.pace.edu

If this is your first time going to the Kronos Web Site, you will have to download a Java Plug In (this
will only take a minute or two to complete). After Java downloads, you will not have to do this again.
Type your User Name and Password in the User Name and Password fields (User Name and Password
are case sensitive).

Click the Log On button
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WORKFORCE CENTRAL® versionso

LOG ON

User lNlame EXPERTS AT IMPROVING THE PERFORMANCE NOTE: Your User Name and password
— ] ' is the same as your MyPace Portal
] (without “@pace.edu’)

KRONOS

Record Timestamp:
To record the times worked, click the “Record Timestamp” button once logged in.
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MY INFORMATION ~ MY LINKS ~

Note: You will need TREETANE

Hame & 1D [Test, Jan | [iTEsToot1

to Timestamp each
time you arrive at ST

work and leave from FEMEE s e
work.

Print Screen =

Record Time Stamp

When the timestamp is successfully processed you will receive the following message:
TIME STAMP

Hame & ID [Test, Jane | [ITEST

Print Screen =

Recorded Time  9:47AM (GMT -05:00) Eastern Time
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View hours Time stamped

View your hours worked for a specific Pay Period:
KRONOS'

To view all the timestamps for a
specific Pay Period or range of dates: MY INFORMATION » | MY LINKS ~

Time Stamp
Click My Reports on the left side of TIME STAMP |22 Name & 1D (T3t vam8 | [FrEsTonit
the screen. -
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MY INFORMATION ~ MY LIN

MY REPORTS

A;?;I:uh:;;';:::s and Projections SeIECt TI me Detall under the
e list of available Reports.
Select the Pay Period you

want to view

As of
Current Pay Period -~

Prexvious Pay Period
Current Pay Period
et Pay Period

Previous Schedule Period
Current Schedule Period
Mext Schedule Period

Today
“esterday
‘Week to Date
Last Week

AW M32008, SpecificDate. " e

11/03/2005 - 110342008, Range DLMES
"TiaammmmmEnv®

Click View Report.

40

TIME DETAIL

Time Period: Current Pay Period Printect: 1140372008
Dates: 11/01/2008 - 111552008

Mame: Test, Jane ICx JTESTOOTY Pay Ruls: CWS-Fs
Frimary Accourt(s) E417/2007 - forever BC/FOD01/4F AD40/E00220Financial Information Systems XFAD4DMANA
In ot AdjEnt Totaled Cum. Tot.

Date Apply To nPunch [ OutPunch samt o et Amourt

A report will generate based on the

Abzence

H H H . Sun 1102 0:00
criteria you supplied: s U
Tue 1104 000

Wized 11405 oo

Thu 1106 oo

Fri 1107 0:00

Sat 11408 0:oo

Sun 1108 000

Maon 11410 oo

Tue 11411 oo

e 11012 0:00

Thu 11413 0:00

Fri11i14 000

Sat 1145 000

Totals 0.00 0:.00 0:.00 0:oo

Be sure to click the log off button in the top left of the screen after your finished working in Kronos
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