Time Off Requests for Employees (computer) -;

Log into Kronos

El Double click the browser icon. Browser options to include: Chrome,
Firefox, Internet Explorer and Safari.

e 8 A
= &

Recommended

E1 Click the Address field and enter Clemson.kronos.net.

C chlemson.kronos.net |

Enter your Clemson log in or user name in the User Name field and
your Clemson password in the Password field.

KRONOS®

User Name

Password

B click the arrow or press enter on the keyboard to login.

After you input your Time Off Request, remember to log out of Kronos.

E On the far right of the A Click the “X” to close browser
Kronos screen, click Sign Out.

Your Name - a X
sign Out Y« O :
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Access Time Off Widget - Employees

El Click the Gear icon in the title bar of Bl Click the Request Time Off button.
the Request Time Off Widget and

select Pop-out to activate the widget. A System Administrator My Information Q| x | +
Request Time Off
Request Time Off * < May 24 - 30, 2020 >
une Pop-out — 5 -
S M T w T——— Day Week Month Vigibility Request
2 > a Filter Time Off
S F53 sk b7 Bal Bo il a

Access Time Off Widget - Supervisors

EJ Beside your Role tab, click the + sign to open available options. Choose My

Information.
A System Administrator t)] +
-
-
BTSN
aaickFi = Device Manager
GoTelLinks
M System Administrator C iii+- Additicnal Genies
Column Payroll Administrator
Genies bl
Meanage Navigators
Person Name Manage Mobile

B Click the Gear icon in the title bar of Click the Request Time Off button.
the Request Time Off Widget (on the

right-hand side of the screen) and
select Pop-out to activate the widget. ® System Administrator My Information O X | =+

Request Time Off

4 May 24 - 30, 2020 »

o (=2 ©® - =
Day Week Month Vigibility Request
Filter Time Off
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Requesting Time Off

El In Type, Mandatory Furlough will be

pre-populated. (If other leave is being

requested, click the drop-down arrow
and scroll to the leave type needed.)

Request Time Off

Type: Il!l:][:-'.h|r-:|u‘.l:r!.I Furlowugh

‘Hart date

8700 S 2020 501,200

| Accnasls onc | 9002030

Accrual

Bl Input Start Date.

Request Time Off

Type: | O00-Mandatory Furlough

Start date

200 /2020 801,200

Accraals onc 200200

Input End Date.
Request Time Off

Type: | O00-Mandatory Furlough

Start date

200 /2020 801,200

Accraals onc 200200

Bl

B For Start Time, input the time you normally
start your workday.

Time Unit Start time Daily Amount

Houars B OOANK 000

21506 Hour

- L

@ nput Daily Amount as Hours and Minutes
(HH:MM). For example seven and a half
hours would be 7:30.

Tieme Linit Stan time Daily Amoant
Hou BOdam 000
Balance &
21506 Hour
0-00 Howr
6| Click Submit.
Bailance i
06 Hour
Houwr
0 Hewur -
Cancel Sulsmal

*If taking a Friday and a Monday, input as two separate entries, or the time will be
taken on Friday, Saturday, Sunday and Monday.
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S
Cancelling The Time Off Request

If you need to undo the Time Off Request, you can cancel the request.

El Hover over the time off request you wish to cancel. Right click and choose
the appropriate action.

Tue 9/01 Tue 9/01 Wed 9/
000-Mande  —
000-Mandatery Furlough L Details

Cancel request

Bl Click the Cancel Request button to submit the cancel request.

.
Cancel Time-Off Request

Submitted:  8/25/2020 - 2:03:38AM
Maodified by:

Employee: Type: 000-Mandatory Furlough
* Reguested
Start date End date Time Unit Start time Daily Amount

9/01/2020 9/01/2020 Hours 8:30AM 730

Accruals on: | 9/07/2020

Accrual Balance -
Annual 419:06 Hour
Annual Leave Pool Received 0:00 Houwr
Emergency Sick Leave 75:00 Hour -

Status History

Submitted: 8/25/2020 - 9:03:38AM

Cancel Cancel Reguest

Additional information regarding mandatory furloughs can be
found by visiting the Mandatory Furlough FAQs.
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https://www.clemson.edu/human-resources/cost-saving-programs/furlough-faq.html?_ga=2.82807506.552496362.1598186608-1512229764.1579028861
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S
Checking Your Furlough Balance

You can check your Furlough Balance via My Timecard.

Everyone has a timecard, even if you do not track time worked. The
timecard is the view when you open My Information.

El At the bottom of My Timecard, click on the double lines.

EEETETE——n
EEEEERRRIEEZX=AAAAEBBBEBLU
I My Timecard I s

Loaded: B:14 PM | Current Pay Period

Apprave Accrusls
mecard Actions

v ma &8 O en-

Pay Code Transfer Sun 8/16 Mon 817 Tue 8/18 Wed 8/19 Thu &/20 Fri 8/21 Sat 822 Total
x COVID19 On Prem
x COVID19 Remote
<Enter Pay Codex

Daily Total

[—1 i

El Click on Leave Balances

Totals Leave Balances Historical Corrections Audits

B Under Accrual Code, find the row for Mandatory Furlough.

Accrual Code Accrual Taken to Date Accrual Available Balance Accrual Reporting Period Accrual Pending Gramts Accrual Planned Takings Accrual Ending Balance

Already Approved

Mandatory Furlough Hours taken Total Hours to Take Wed 1/01 - Thu 12/31 0:00 Future Taking

Balance Left to Take

Accrual Taken to Date: Shows the hours submitted and approved for mandatory
furlough taken as of the date in the timecard

Accrual Available Balance: Pre-populated with the hours to take by December 31,
based on your salary range and your 9-month or 12-month status

Accrual Planned Takings: Shows pending hours submitted and approved for
mandatory furlough

Accrual Ending Balance: Shows the mandatory furlough hours balance left to take by
December 31%, after applying actual taken and planned takings
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