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KRONOS Instructions

Logging into KRONOS -

Go to https://secure.saashr.com/ta/6115544.login to login. You can save this internet address or you
can also access the address from our webpage, www.franklin.kyschools.us. Once you are there click on
the ‘Links for Staff’ tab on your left-hand side and then click on the ‘Kronos’ link on the right-hand side.
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4 KRONOS

Welcome to Workfore e Ready

)

Username:

Password:

Login

Your username is your employee number, which can be found on your most recent timesheet (same as
your eStub username) or you can contact Dee Dee Coburn at Central Office for assistance.

Your temporary password will be Franklin1!. After your first login you will be prompted to change your
password to one of your choice.

Security Changes —


https://secure.saashr.com/ta/6115544.login
http://www.franklin.kyschools.us/

KRONOS has made some changes to “enhance” the security of their Workforce Ready platform. You may
have already noticed that you are prompted to change your password to include one of each of the
following:

e Upper Case Letter
e Lower Case Letter
e Number

e Symbol

KRONOS also requires you to authenticate the computer you’re using and validate your identity. It will
require you to have a code sent to your email and once you retrieve that code, you must enter it into
KRONOS before logging on. Any time you use a different computer, it will ask you for a code (the code
will be different each time, you cannot use the same code). KRONOS will only ask you to do this once for
each computer you use UNLESS you do not log in for 30 days, then it will ask you for a code again.

The first time you log in, you will see this screen prompting you to change your password.

Change Password

The New Password must be at least 8 characters long and ¢ ontain at
least one of each of the following character types:
= Upper Case Letter
I, « Lower Case Letter

~ « Mumber
« Symbol.
Example: Password1!

Old Password:

New Password:

Confirm New Password:

Change

Type in your old password once, followed by your new password twice and hit the “change” button.

At your first log in, KRONOS will allow you to change your password and then proceed. The very next
time you log in, you will be prompted to validate your identity. You will see the screen below.



Please select one of the following methods to validate your identity

Please select one of the following methods to validate your identity. A code will
be sent to the methed chosen.

*iou will need to enter this code after you receive it. It should only take a
moment to receive it onc e you've made your selection.

Methods: Text Message “oice (@) Email

Email will be sent to: |k***********s@Fmnklin.kyscho| | Send Email |
Enter Code:

By checking this box, the system wil not require the entry of a
code from this browser and computer with each login. If you do
not legin from this device at least once in the previous 30 days,
the system will require a new verific ation ¢ ode sent to you.

Continue

Click the “send email” button and wait to receive the email from noreply@kronos.com.

You will get an email that looks similar to the one below.

Tue 7/14/2015 10:119 AM

noreply@kronos.cc

ACTION REQUIRED By
User

To Waits, Kristen ”~

Please enter the code in application
to continue login process. CODE:
572056

Go back to the KRONOS screen and type in the code that is emailed to you beside “enter code”.

Check mark the box underneath and hit “continue”.


mailto:noreply@kronos.com

Please select one of the following methods to validate your identity

Please select one of the following methods to validate your identity. A code will
be sent to the methed chosen.

ou will need to enter this code after you receive it. It should only take a
moement to receive it cnece you've made your selection.

. Email was sent successfully. Enter in the code you've received in the
[ field below. This code is not case sensitive. Te eliminate this step for
future loging on the current device, check "Remember This Device™

Methods: Text Message ‘oice (®) Email

Email will be sent to: |geeressrrrtomfranklin. kyscho| | Send Email

Enter Code: (572056

| By checking this box, the system will not reguire the entry of a
code from this browser and computer with each legin. If you do
not login from this device at least once in the previous 30 days,
the system will require a new verific ation code sent to you.

Continue: |

As the screen indicates, the system will not require the entry of a code from the computer you’re using
with each log in unless you do not log in to that same computer at least once in 30 days after your first

log in.

**NOTE** There will be at least one kiosk set up at each school for substitutes to use to complete
their KRONOS timesheets. These kiosks will not require you to ever retrieve a code at log in.

Completing your Timesheet -
Click on MY ACCOUNT, MY TIMESHEET, and MY CURRENT TIMESHEET to access your timesheet.
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KRONOS FRANKLIN COUNTY BOARD OF EDUCATION

MY ACCOUNT | MY REPORTS

MyTimesheet  Plmy Current Timesheet

Your timesheet should look something like this.

Cale. Detail Cale. Summary Summary By Day

Raw
Date Labor Level Time Off Pay Category Comment In Date From To Total Calc. Total
Mon 15'-;-‘ 3 | Central Offi/Central Offi ¥ rql v ["| v ["| Moni1e ¥ 8:00 8:00
Day Total 8:00 8:00
Tue 17 u # | Central Offi/Central Offi T r‘l A r-'| v r-'| Tue 17 v 8:00 8:00
Day Total 8:00 8:00
Wed 18 H_:\ # | Central Offi/Central Offi ¥ |"'| v f"l v f"l Wed 18 ¥ 8:00 8:00
Day Total 8:00 8:00
Thu 19 u # | Central Offi/Central Offi ¥ f"| v [“| v [“| Thuls ¥ 8:00 8:00
Day Total 8:00 8:00

Leave the ‘From’ and ‘To’ columns blank. Only fill in your total hours worked in the ‘raw total’ column;
the last column in the white box.

**NOTE** Substitute Teachers will either enter time for a full day (7 hours) OR a half day (3.5 hours).
Classified Substitutes will enter actual hours worked.

Always make sure you save any changes you make. You can find the save button at the bottom of the
screen.



Fritd @) s [centraloffi v [T | vE [ [® B [Frita w]|[

sat 15 @xtmfﬂr@ | @ [\ Ll [satis ][

- Undo F Approve Lﬁ Docs % Utilities @ Info

Labor Level —



To record what school you work at each day, you will need to use the ‘Labor Level’ column. Click on the
magnifying glass beside the box and then choose which school you subbed for by clicking the green flag
beside the school name.

Lookup

Rows On Page: I:lD - p Rows 1-10 @

-
Cost Full Name

starts with v

Sub/Certified

Sub/Certified/Ac ademy Sub Teacher
Sub/Certified/Bondurant Sub Teacher
Sub/Certified/Bridgeport Sub Teacher
Sub/Certified/Career & Tech Sub Teacher
Sub/Certified/Collins Lane Sub Teacher
Sub/Certified/Elk horn Elementary Sub Teacher
Sub/Certified/Elkhorn Middle Sub Teacher
Sub/Certified/ELY Sub Teacher

Sub/Certified/FCHS Sub Teacher

If you work at more than one school in a particular day (i.e. % day sub at Bondurant Middle in the
morning and % day sub at Bridgeport Elementary in the afternoon) you will need to add a line to that
day. Click the green plus sign, shown below, to add a line for your second school assignment.

Timesheet

Frii7

Sat 18

Suby/Certified/Bondurant Su ¥ E‘l’ r m’ hd El'
Sub b Lr:i hd Q ¥ Q

Sub 'El 'EJ, '@,

Cale. Detail Cale. Summary Summary By Day  Meeds Saving

Labor Level Time Off Pay Category

Comment

Raw
In Date From To Total
Thuis ¥ 3:30
Day Total
Fri17 v
Day Tota
Sat 18 v
Day Tota

Calc. Total

EERE NI

Your timesheet will then look similar to the timesheet below. Change your labor level on the additional
line to reflect the second school assignment and put the other half day hours in the ‘raw total’ column.



Calc. Detail Cale. Summary Summary By Day  Needs Saving

R
Date Labor Level Time Off Pay Category Comment In Date From To Toat‘:l Calc. Total

Thu 16 3¢ [ Sub/Certified/Bondurant Su_ ¥ | L] |_"|_§—§[L [~ Bl Thuts v || || [ [ 3:30] [ 3
@ % [sub/certified/Bridgeport 5 v || [ v (@ £l Thete v || || [[ 3:30] R

Dy Tota 4

Frit?7 @ 3¢ [sub | m| v [ L [Fir v | || | ?
Dy Tota 4

Sat18 @) 3 [sub O L@ (@ ] Sat1g_ v]| | || | (s
Day Total o

Rejected Timesheet —

Your timesheet will automatically upload at 11:00pm on the last day of the pay period (the 15" and 30t
or 31% of each month). Please make sure your timesheet is complete before this time. If you forget and



only partially fill out your timesheet or if you make a mistake on your timesheet, your bookkeeper will
reject your timesheet. When your timesheet has been rejected, you will need to log back into KRONOS,
edit your timesheet and save. To find a rejected timesheet, you scroll over MY ACCOUNT, MY
TIMESHEET, and click on MY HISTORICAL TIMESHEET.

KRONOS FRANKLIN COUNTY BOARD OF EDUCATION

MY ACCOUNT | MY REPORTS

| My Historical Timesheets

Your screen will automatically default to the current month you are in. If you need to look at older
timesheets, you can do so by clicking the box beside TIMESHEET DATES and changing the date range.
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KRONOS FRANKLIN COUNTY BOARD OF EDUCATION

MY ACCOUNT | MY REPORTS

My Account My Timesheet My Historic al Timeshests My Timesheets

Timesheet Dates: | Calendar Range ¥ || Last Month ¥ | (11012014 — 11/3002014)

Current
View: | [ Default] r / Rows On P $ﬁ;jsa::l'.'eek
This Month
Thiz Year -
This Quarter
Past
Yesterday
Last Week

Last Quarter
Last Year
Last N Days
Future
Open Tomorrow 11012014
Mext Week
Total Next Month
MNext Quarter
Next Year
To Date -

!

Choose and edit the timesheet that has been rejected by clicking on the notepad.

MY ACCOUNT | MY REPORTS

My Account My Timesheet My Historic al Timesheets My Timesheets

Timesheet Dates: | Calendar Range ¥ | Last Month ¥ | (10/01/2014 - 1¥31/2014)
View: | [ Default] v / Rows On Page: |10 - 2 Rows @

Approval State Timesheet Start Timesheet End

pproued (PayPrep Ready) <EDME.¥2D14 10/31/2014. >
%]

Approved (PayPrep Ready) 10/01/2014 10M5/2014

Total

Edit your timesheet and save at the bottom.
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@x [ Central Offi/Central Offi ¥ [T | v Cm L] Thetz v || | | |
Day To
Fri14 @ 3¢ [Central Offi/Central OFfi ¥ [ | [ CE L Fritd v || | | |
Day To
sat15 @ ¢ offi/Central oft v (] | @ (@ Bl sat1s v || | | |
Day To
Timesheet Tc
e
( Save %Unﬂn Ed:Dms %U‘ﬁliﬁes @In{n
o —

After you have edited & saved your timesheet, notify Kristen Waits
(Kristen.waits@franklin.kyschools.us) at Central Office and let her know that you have done so.
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