&I KRONOS' User Help Guide

Attestation Timestamp at the PC

Purpose: How to punch in and out of Kronos using Timestamp
Audience: All employees

Logging in to Kronos Clock In (using Timestamp)

1. Gotowww.henryfordconnect.com (fromwork orhome)

2. Click on HRConnect . ‘ Lo .
3 Glickon Sianinto Self Servi the Sianinb 1. LogintoKronos (see ‘Logging into Kronos for assistance)
. Clickon Signinto Self Service or the Sign in box . : ” .
9 9 2. Select ‘My Timestamp” from the widgets
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3. Click on ‘Clock In’ button

4. Enteryouruserid(employeeid number)and password
(unlessyou’ve already changed your password, the default
password is your 4 digit birth year and the last 4 of your Screen will then confirm your punch
social security number, i.e.: 19831111).

5. Click on the Kronos icon from the Home tab

Home My Information My Pa My Benefits
Punch Time: 7/20/2018 3:04FM

Punch Created

Click below to access your W-2 Online!
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‘W-2 will be mailed the last week of January. If
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The Kronos application will open in a new window
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Clock Out (using Timestamp) How to view my Timecard

1. LogintoKronos (see ‘Logginginto Kronosforassistance)

Loginto Kronos (see ‘Logging into Kronos for assistance)
2. Select ‘My Timestamp from the widgets

1
2. My Information will be your default login screen
. 3. The left side of the screen will show your Calendar
M 4

The right side of the screen will show your Timecard
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3. Click on ‘Clock Out’ button
4. You will be asked if you had a meal break

Screen will then confirm your punch

3:00PM

4:00PM

Punch Time: 7/20/2018 3:08PM
Punch Created

Meal Break Eligibility: OK
You answered 'OK’ to the meal eligibility guestion.

Days to approve: 10

by oo [
Date Schedule Pay Code Amount In Transfer Out
Sun 7/08 (E) B e47AM 12:52PM
C In Mon7/09 (B | B:30AM-5:00PM Rz § szoem @
G Tue 7/10 (8 8:30AM-5:00PM W 700AM W 520PM

Wed 7/11 () 8:30AM-5:00PM

Thu7/12 (E) 8:30AM-5:00PM

Out Fri7/13 (M) | B30AM-5:00PM W 800am ¢
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Thu 7/18 8:30AM-5:00PM B oesiam B saem @
Fri 7/20 830AM-5:00PM i so0am
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