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           TEMPLE UNIVERSITY
           KRONOS SYSTEM ACCESS REQUEST FORM
Use the Tab key on your keyboard to move through this form and enter your responses.
   FORMCHECKBOX 
Add New User

     FORMCHECKBOX 
Change Existing User


 FORMCHECKBOX 
Delete Existing User

First Name:        

Last Name:      

MI:  
Title:          



Phone#:        
Department #:       

Department Name:       
Logon username:        

TUID:       
Kronos user role:
 FORMCHECKBOX 
 Timekeeper

 FORMCHECKBOX 
 Signoff
(Additional entries on back)

____________________________
     
Department Head Signature 


Department Head Name/Title (please print)

Date      
​​​​​​​​​​






Direct questions regarding this form to Donna Calendo (215) 204-4434



FOR PAYROLL MANAGEMENT USE ONLY

Functional Access Profile:
   ____________________________         Date Received:  _________
Display Profile:


   ____________________________         Date Processed:  ________
Employee Group Labor Level Set:  ____________________________

Can see transferred employees
   (Yes   
(No
Labor Level Transfer Set:
   ____________________________

Data Access Profiles 
Pay Code Profile:

   ____________________________

Work Rule Profile:

   ____________________________
Reports Profile:


   ____________________________  Approved by:  ______________







FOR KRONOS SECURITY ADMINISTRATOR USE ONLY

User Name:  __________________________

Date Received:  _______________

Logon Profile ID ______________________

Date Processed:  ______________

                            Approved by: __________________________________

           

           TEMPLE UNIVERSITY
           KRONOS SYSTEM ACCESS REQUEST FORM

Kronos Role Definitions:

A Timekeeper logs into Kronos on a daily basis and manages employee and student time. Timekeepers monitor and correct time stamps & clock punches, and they enter other time related information into Kronos. Once the necessary corrections have been made throughout the pay period, the timekeeper approves time in Kronos and submits it to the Sign off person for final approval.  

A Sign off reviews time already approved by the timekeeper and then provides a sign off indicating final approval for employee and student time.
	Name
	Logon User Name
	Dept. Number
	Dept Name*
	Kronos Rule

	
	
	
	
	Timekeeper
	Sign off

	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	     
	     
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 



*Assigning a timekeeper to an employee in a cost center automatically grants that timekeeper access to all employees in that cost center.   If it is necessary to restrict the list of employees a timekeeper can access in a particular cost center, special groups will need to be created within that cost center.  Please contact Donna Calendo at (215) 204-4434 if you will need to have special groups created.
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