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Log On Information

Important Information:

e Kronos 8.1 is JAVA free which means you can use any type of
computer (MAC or Window’s PC) and any internet browser (Internet
Explorer, Google Chrome, Modzilla FireFox) to log on.

e Kronos 8.1 utilizes single sign on (SSO) which allows you direct

access without logging on if you are already logged onto the BSU
network.

e Kronos Username and Password are the same as your BSU network
account.

Log On Options:

e BSU website/PEB webpage

https://cms.bsu.edu/about/administrativeoffices/payrolleb/payroll/kronos

e BSU website/My.BSU under “Additional Tools”

https://my.bsu.edu/

Please contact the KronosHelpDesk@bsu.edu if you need special
accommodations for Kronos or assistance logging on.
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BALL STATE
UNIVERSITY

Log On Instructions

Log On Instructions:

e Log On Step 1 - Click on one of the links provided above under “Log
On Options.”

o Log on Step 2 - If you are not already logged onto the BSU
secure network, you will be taken to the “MY BSU LOGIN”
screen and required to enter your BSU username and password.

Ball State University
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BSU User Name*

KRONOS®
BSU Password* Ball State University vesonsa10

BSU Technol Hel, sk

Copyright © Ball State University

o If you are already logged onto the BSU secure network, you will
be given direct access into Kronos without being required to
enter your BSU username and password. This log on feature is
called “single sign on” or SSO, it will open Kronos automatically
to your default home screen (see example below).
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Default Home Screen Information

Default Homepage for an Exempt (Salaried) Employee:
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Key Areas of your Default Homepage:
e The upper left-hand corner identifies the system and the employee
signed on. It also gives you the link to “Sign Out” or exit the system
when you are ready.

¢ In the Center of the screen is the “My Timecard”

e Along the right hand side of the screen is your “Related Iltems” section
which allows you to navigate to other related areas in Kronos.

e At the bottom of the screen is a double gray line with a down arrow,

this is the hide/show button that allows you to see your totals hours
and accruals.
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Default Homepage for Nonexempt (Hourly) Employee with a Kronos
Manager License:
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Key Areas of your Default Homepage:
¢ In the middle of the screen is your primary “workspace.”
¢ |n the upper left-hand corner identifies the system and the employee
signed on. It also gives you the link to “Sign Out” or exit the system

when you are ready.

e The top center section of the screen allows you to refresh and alerts
you to timecard exceptions.

e In the upper right-hand corner is the “carousel” which allows you to
change your workspace from “Manage My Department” to “My
Information.”

e Along the right hand side of the screen are your “Related Items”
section which allows you to navigate to other related areas in Kronos.
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How to change your workspace from the “Manage My Department”
default homepage to the “My Information” screen:

e My Information Step 1 — In the upper right-hand corner is the
“carousel” which allows you to change your workspace from “Manage
My Department” to “My Information.” Click on the “Workspaces” drop
down menu.

. # Workspaces ~ .

e My Information Step 2 — Scroll through your “carousel” options using
the arrows, click on “My Information.”
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My Information

o A new tab called “My Information” will open in your workspace.
My Information contains “My Timestamp” and “My Timecard”
information.

KRONOS

vvvvv

o When finished with the “My Information” tab, click on the “X.”
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Add Pay Code Instructions

How to enter a Pay Code on a timecard:

e Add Pay Code Step 1 — From “My Timecard” left click in the “Pay
Code” cell next to the date you wish to add the pay code. A drop down

list of available pay codes will appear; select the pay code you wish to
use from the list.

My Timecard

Pay Code Transfer

Pleasze Choose: -

Sick - Family

Sick - Self

Vacation

Hours Worked

Hours Worked with Overrid Transfer

4 ]

Add Pay Code Step 2 — Once the pay code is selected, click “tab” to

navigate to the “Amount” cell to the right of the pay code field, enter the
number of hours used, and click “tab” again.

MW Manage My Department & My Information Eal]fx
—

My Timecard

i or e
Approwve OFfF Accruals
Pay Code Transfer Sun 219 Mon 2/20
byl Wacation 800
Daily Total
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o Acceptable formats when entering a pay code amount:
= §, 08, 8:00 =8:00 hours
= 8.5,8:30 =8:30 hours

Add Pay Code Step 3 — Once the pay code amount is entered, click
“Save” to save it to the timecard.

=

Save

B A LL STATE
UNIVERSITY

Edit Pay Code Instructions

How to edit a Pay Code on a timecard:

Edit Pay Code Step 1 — From “My Timecard,” you can edit the pay
code or amount by left clicking in that cell.

Edit Pay Code Step 2 — After you have made your edit, don’t forget to
review and save your changes, click “Save.”

Date Pay Code Amount
+ Sun 6/19
+ X Mon 6/20
* X Tee s
+ wed 6/22
+ Thu 6723
+| | X Frigf24 Vacation 200
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Approve Timecard Instructions

Every exempt (salaried) employee should enter their timecard exceptions
(pay code edits) biweekly and approve their timecards every other week on
“Kronos Monday,” the Monday of pay week. Please check with your
supervisor for your deadline so they have time to review and sign off on your
timecard.

How to approve your timecard:

Approve Timecard Step 1 — From My Timecard, make sure you are on the
“previous pay period.”

Shana L Rogers
Sign Out Q

KRONOS

A Manage My Department

My Timecard

Loaded: 4:41PM | Previous Pay Period v |

Approve Timecard Step 2 — Review your “previous pay period” timecard for
accuracy, make sure you have entered all of your exceptions for the pay
period and click “Approve Timecard.” Once the timecard is approved, the
rows of the timecard turn gray as a visual indicator that the timecard has
been approved.

A Manage My Department ® My Information  “2/%
My Timecard |-
Loadedt: 4:41PM | Previous Pay Period =
v o o =] (s}

Pay Code Transter sun 1715 Mon 1716 Tue /17 Wed 1718 Thu 119 Fri1/20 sat1/21 Total

Daily Total
Pay Code Transfer Sun 1722 Mon 1/23 Tue 1/24 Wed 1125 Thu 1/26 Frilf27 Sat 1/28 Total

Daily Total
Pay Code Transfer Sun 1/29 Mon 1/30 Tue 1/31 Wed 2/01 Thu 2/02 Fri 2/03 Sat2/04 Total

Daily Total
Pay Code Transfer Sun 2405 Mon 2/06 Tue 2/07 Wed 2/08 Thu 2/09 Fii2/10 sat2/11 Total

Daily Total
Pay Code Transfer Sun 2112 Mon 213 Tue2/14 Wed 2/15 Thu 2116 Fri2N17 Sat2/18 Total

Dily Total
Pay Code Transter sun 219 Mon 2/20 Tue2/21 Wed 2122 Thu 2/23 Frizi2s Sat2/25 Total

Daily Total
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Log Off Instructions
Log Off Instructions:

e Log Off Step 1 - When you are ready to log off of Kronos, simply click
on “Sign Out” just below your name in the upper left hand corner of the
screen.

OO g;iﬂ;ll; Rogers
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