Adding a Line

Click on the day you would like to enter as vacation

Date
Mon 601
Tue 602
Wed 6/03
Thu &/04

Fri 605
Sat 5/06
Sun 6/07
Mon &/08
Tue 6/09
Wed 6/10
Thu 6/11
Fri 612
Sat /13
Sun 614

Mon &/15

Pay Code
Reqular Hrs-Mnthly Classfd
Regular Hrs-Mnthly Classfd
Regular Hrs-Mnthly Classfd
Regular Hrs-Mnthly Classfd
hr.PNL Hours

Fegular Hrs-Mnthly Classfd

Regular Hrs-Mnthly Classfd
Regular Hrs-Mnthly Classfd
Regular Hrs-Mnthly Classfd
Regular Hrs-Mnthly Classfd

hr.Vacation Hours

hr.Vacation Hours

8.0

8.0

a.0

a.0

8.0

g:00AM

8:00AaM

a:00aM

&:00aM

8:00AM

a:00aM

g:00AM

a:00aM

8:00AaM

More -

Transfer

fle

8.0
8.0
8.0

a.0

a.0

8.0
8.0
8.0
8.0

a.0

8.0

8.0

16.0

24.0

32.0

40.0

40.0

40.0

48.0

26,0

64.0

72.0

80.0

80.0

88.0

(]

<




Adding a Line

Click on Then click on “Add Row” from drop down menu

& hitps://kronos70.pasadena.edufwic/navigator/logen

Hourly Timecard T~ |
Current Pay Period ﬁ Approve
Date Schedule Pay Code Amount In Out Transfer R.emove Approval i Daily Period
Mon &/01 Regular Hrs-Mnthly Classfd a.0 & 00aM sn Off - 3.0 8.0 E
Remove Sign-Off
Tue §/02 Regular Hrs-Mnthly Classfd 8.0 F:00AM add Row _ 8.0 16.0
Wed 6/03 Regular Hrs-Mnthly Classfd 8.0 &00AM . 8.0 24.0
Thu &/04 Reqgular Hrs-Mnthly Classfd 6.0
hr.PNL Hours 2.0 8.0 32.0
Fri6/05 Regular Hrs-Mnthly Classfd 3.0 & 00AM 8.0 40,0
Sat 6/06 40,0
Sun 6/07 40.0
Mon &/08 Regular Hrs-Mnthly Classfd 8.0 &00AM 8.0 48,0 [
Tue 6/09 Reqular Hrs-Mnthly Classfd 8.0 &:004M 8.0 56,0
Wed 610 Regular Hrs-Mnthly Classfd 3.0 &:00AM 8.0 64.0
Thu &/11 Regular Hrs-Mnthly Classfd 3.0 &00AM 8.0 720
Frigf12 hr.Vacation Hours 8.0 8.0 80.0
Sat 613 80.0
5un 6/14 80.0
Mon 615 hr.Vacation Hours 8.0 F:00AM 8.0 83.0 7




Adding a Line

Will add a blank row below the date you want to add vacation to

il 2 hitps//kronos70 pasadena.edu/wfc/navigator/logon

Hourly Timecard / “’f" -l |
Current Pay Period efresh More
Date Schedule Pay Code Amount In out Transfer He Shift Daily Period
Mon &/01 Regular Hre-Mnthly Classfd 3.0 2:008M 8.0 8.0 Z
Tue 6/02 Regular Hrs-Mnthly Classfd &0 &:00AM &.0 16.0
Wed 6/03 Reqular Hrs-Mnthly Classfd 3.0 2:008M 8.0 24.0
Thu 6/04 Regular Hrs-Mnthly Classfd 6.0
hr.PML Hours 8.0 32.0
Fri /05 Regular Hrs-Mnthly Classfd 2:008M 8.0 40.0
Sat 6/06 40.0
Sun 6/07 40.0
Mon &/08 Regular Hre-Mnthly Classfd 2:008M 8.0 43.0 [
Tue 6/09 Reqular Hrs-Mnthly Classfd 3.0 2:008M 8.0 56.0
Wed 610 Regular Hrs-Mnthly Classfd 8.0 &:004M 8.0 64.0
Thu 611 Regular Hrs-Mnthly Classfd 3.0 2:008M 8.0 72.0
Frig/12 hr.Vacation Hours .0 8.0 80.0
Sat 613 80.0
Sun 6/14 80.0 7




Adding a Line

Click on Pay code column and a green + shows up

il 2 https://kronos70.pasadena.edu/wfc/navigator/logon

Hourly Timecard / gkl
Current Pay Period More =
Date Schedule Pay Code A In out Transfer Ne shift Daily Period
Man &/01 Regular Hrs-Mnthly Classfd .0 3:00AM 8.0 8.0 E
Tue &/02 Regular Hrs-Mnthly Classfd 3.0 3:00AM 8.0 16.0
Wed 6/03 Regular Hre-Mnthly Classfd 2.0 2:004M 3.0 24.0
Thu &/04 Regular Hrs-Mnthly Classfd 6.0
hr.PNL Hours 2.0 8.0 32.0
Fri 605 Regular Hrs-Mnthly Classfd 8.0 &:004M 8.0 40.0
Sat 606 40.0
Sun 607 40.0
Mon &/08 Regular Hrs-Mnthly Classfd a.0 G:00AM 8.0 43.0 B
@
Tue 6/09 Regular Hrs-Mnthly Classfd 8.0 G:004M 8.0 56.0
Wed 6/10 Regular Hrs-Mnthly Classfd 3.0 3:004M 8.0 64.0
Thu 611 Regular Hrs-Mnthly Classfd 3.0 3:004M 8.0 72.0
Frigf12 hr.Vacation Hours 8.0 8.0 80.0
Sat6/13 80.0
Sun 614 80.0 7




Adding a Line

Scroll down on drop down menu and pick what you want to use for your time off, vacation etc...

& https://kronosT0.pasadena.edu/wic/navigator/logon

Current Pay Period ore »
Date Schedule Pay Code Amount In out Transfer la Shift Daily Period

Mon 5/01 Regular Hrs-Mnthly Classfd 3.0 3:004M a.0 8.0 Z
Tue 602 Regular Hrs-Mnthly Classfd .0 :004M 8.0 16.0
Wed 6/03 Regular Hrs-Mnthly Classfd .0 3:004M 8.0 24.0
Thu 6/04 Regular Hrs-Mnthly Classfd 6.0

hr.PNL Hours 2.0 8.0 32.0
Fri 6/05 Regular Hrs-Mnthly Classfd .0 :00aM a.0 40.0
Sat 6/06 40.0
Sun 6/07 40.0
Man 5/08 Regular Hrs-Mnthly Classfd . :004M 8.0 43.0 [
Tue 6/03 hru_np;u_dLea-.re 8:00AM 8.0 56.0
Wed 610 hr.Vacation Hours . 3:004M a.0 64.0
Thu 6/11 ;e;";s;p:st;r‘“ H':; j;:;j;:;oum B:00AM 8.0 72.0
Frigf12 0T Hrs . 8.0 80.0
Sat 6/13 |‘| r |F| 30.0
Sun 614 30.0 ';




Adding a Line

Then enter hours Then click save
a.edu/wfc/navigator/logon
Al
Current Pay Period Refresh Cancel Maore
Date Schedul Pay Code Amount In oy Thisis to save the timecard j l“@ Shift Daily Period

Mon 601 Regular INg-Mnthly Classfd 3.0 F:004M 8.0 8.0 Z
Tue 602 Feegular Hrs-Mythly Classtd 3.0 &00AM 8.0 16.0
wed 6/03 Regular Hrs-Mnth& Classfd a.0 &:100aM &.0 24.0
Thu /04 Regular Hrs-Mnthly Clagsfd 6.0

hr.PML Hours 0 8.0 320
Fri 605 Regular Hrs-Mnthly Classfd a.0 F00AM &.0 40.0
Sat 606 40.0
Sun 6/07 40.0
Mon &/08 Regular Hrs-Mnthly Classfd g.0 &00AM 8.0 48.0

hr. Vacation Hours 8.0
Tue 09 Regular Hrs-Mnthly Classfd 3.0 F:004M 8.0 56.0
Wed 6/10 Regular Hrs-Mnthly Classfd 3.0 &00AM 8.0 64.0
Thu /11 Regular Hrs-Mnthly Classfd a.0 F&00AM 8.0 72.0
Fri 6/12 hr.Vacation Hours 3.0 8.0 80.0
Sat 613 80.0
Sun &/14 80.0 7




