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What is Kronos Mobile?

Kronos Mobile allows managers to remotely access
Kronos Workforce Central from their mobile device. As
a manager, you can:

e Manage basic timecard exceptions
e Manage timecard approvals

e View employee schedules

e Manage time-off requests

How do | access Kronos Mobile?
Download the Kronos Mobile application:
e iPhone —iTunes Store

e Android — Google Play Store

1. Once downloaded, to log in to Kronos Mobile,
tap the app on your mobile device.

Hand-held devices

Apple Android

Tap to access Kronos Mobile

2. Enter the server name:
http://atlmobile.atlantaga.gov/wfc

Server

KRONOS

Proceed

Demo

e Press Proceed.

3. You will be prompted with a login screen. Use

your Kronos login credentials to access the

application.

KRONOS

User Name

Log On

Contact the City of Atlanta’s Kronos Support Team for additional questions or concerns at
404.954.8009 or KronosSupport@atlantaga.gov
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How do | use Kronos Mobile?

Kronos Mobile will connect to a Manage screen
which allows a number of timecard options
including:

e Manage Timecard
exceptions - Quickly
review and correct most
exceptions.

KRONOS

¢ Manage Time-off
requests - Approve or
reject time-off requests.

e Manage Timecards -
Review, edit, and approve employee
timecards. This includes the ability to add
and edit punches, pay codes, comments,
and notes on the timecards.

¢ View and manage schedules - Review the
schedules for all of their employees.

When you initially go through each of the timecard
options, there will be employee names and icons
which indicate the status of the timecard.

- Manage Timecards & eoo

Benson, Sarah
Total: 40:00

Bliss, Anna

Total: 43:00 @ @ LA
Cole, Robert -
Total: 35:00 -
Submitted Time Off Request awaiting action on yous part
@ | Tume OFf Request that y

Q
N
:

@ |Pestie

How do | Manage Timecard Exceptions?

The Timecard Exceptions option displays the
number of employees who have timecard exceptions
during the Current (default) or Previous Pay Period
for your

selected

HyperFind.

To Resolve:

1. Tap the emp|0yee'5 #® Timecard Exceptions
name, then select the s, Anna .
Missed Punch o Foben .
exception. )

Davis, Jeff 2
- Cole, Robert

Jul 11, 2o11
Long Break
FIOOARA - B:E0PRA

Jul 13, 2011
Missed In-Funch
FIOO0AR - BIBOPM

Jul 15, o111
Early In
FIOOMARA - 3:ZOFPM
Early Out
FIOOMARA - B:EQFPM

2. Update the punch by tapping the punch in/out
time.

<~ Resolve Exception

Cole, Robert

Missed In-Punch Wed, 7/13
In 7:00AM
Scheduled  7:00AM - 3:30PM
| comment v
x v

7 o0 AM

Contact the City of Atlanta’s Kronos Support Team for additional questions or concerns at
404.954.8009 or KronosSupport@atlantaga.gov
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*Note: You also have the option of entering a 3. Tap on the date you wish to edit, then tap
comment. the + to the right of Paycode.
x v <
Paycode +

3. Once you have resolved the punch, click on the
top right arrow check mark to confirm and save.

e Select Paycode Arrow.

eomE ATET = 5:50 Am - E 91 m—

< Paycode Editor
How do | enter a Paycode? TS Cole. Robert
Paycods >

1. Tap on Manage Timecards.
N
( \@’ |\ Manage Timecards

/' 2 Approvals
/ 2 Approvals

N’

e Select from list of Paycodes.

——cco ATET = 5:51 A - s o=
-<— Select Paycode

2. Tap employee’s name.
Holiday

wwn ATAT 5 5:49 AM LEEET 1)
Holiday Earnings

A  Manage Timecards &7 ©°°
Hol-\Wrikd

Benson, Sarah
Total: 40:00

Sury

Jury Duty

Bliss, Anna .,
Total: 43:00 ML
Cole, Robert .
Totel: 35:00 = . ) .
e Tap Duration Box — enter duration in hours.
This takes you to the employee’s timecard.
----- ATET = B:51AM o 90% . x V
« Paycode Editor v
07/13 Cole, Robert
Paycode dury >

Duration [ 1 .
= = + 8Hours  Omins

Start Time ~

Comment >

Transfer >

o Select the blue arrow to confirm changes.
e Tap blue arrow to confirm twice more to

save changes.

Contact the City of Atlanta’s Kronos Support Team for additional questions or concerns at
404.954.8009 or KronosSupport@atlantaga.gov
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M  Manage Timecards & oo
oo Sprt = 10:51PM T s sace Sprint ® 10:56 PM FEEE o Benson, Sarah
Total: 40:00
<« Paycode Editor v ' Dey Details v .
Bliss, Anna
07116 Cole, Robert Total: 43:00 Caa
0716 Cole, Robert
Paycade Jury > Cole, Robert i
Punch + otal: 35:00
B ' L= T BT
Start Time v
it Approve Clean
Gomment > Paycode +

Transfer >

3. Click Approve.

4. The pay code is now available to view in the

<« Cole, Robert &l eoo

timecard.

oerza
06/26
os6/2 7 o716

Cumulative Hours ©63:32 Cumulative Hours 36:00

o Approve e

Note: Approved Timecards will no longer appear on the
How do | approve a timecard? Manage Timecards screen.

Managers have the ability to approve timecards
after exceptions have been corrected.

1. From the main Manage screen, tap Manage
Timecards.

2. Tap Employee Name to Approve.

Contact the City of Atlanta’s Kronos Support Team for additional questions or concerns at
404.954.8009 or KronosSupport@atlantaga.gov
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How do | Approve/Reject Time-Off Requests?

The Time-Off Requests option displays a list of
submitted, approved, and pending requests for a
specific time period.

1. From main screen, select Time-Off
Requests.

2. From Time-Off Request Screen, select a
Time Period from the drop down.

k. Time-Off Requests &
Time Period 08/11 - 08117 ~

Bliss, Anna
Time Off,
1]

da (1) >

, Stan
Off - Full day

09714 (1) >
d

3. Next, tap on the employee’s name. Select
either Approve or Deny for the request.

< Lind, Stan

Time-Off Request Details

Start Date wWed, 09/14/201 1

End Date wWed, 0971472011

Paycode wvacation

Jdob R

Location ..Is/Hosp A/Floor 3/ACU/RN

Message

Comment

Submitted

Approve I Reject I

Contact the City of Atlanta’s Kronos Support Team for additional questions or concerns at
404.954.8009 or KronosSupport@atlantaga.gov
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