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Access Workforce Central

From the TU Portal page  - click the 

Kronos link to access Workforce 

Central 

4/12/2011 3

Enter User Name

Enter Password



Access Employee 
Records

From the My Genies List, 

select Reconcile or IS 

Summary

The list of Genies available under 

the My Genies Tab will vary based 

on the role of the user accessing 

Workforce Central
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Select Employee Records

Click Action/Select All to 

highlight the employees 

listed in the Genie 
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Hold down the 

<CTRL> key and left 

click on individual 

records

or



Access Employee Timecards

Click Timecard in the upper 

left hand corner to access the 

employeesô timecards
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Right click in 

the workspace 

and click 

Timecard 

or
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Add Punch

Å Click the In or Out Cell for 

the day where a punch is to 

be added

Å Enter the punch time in one 

of the acceptable formats

7:30, 730a, or 730

(the punch time will default to 

AM if P or PM is not specified)

Å Click 

Å Click the cell thatcontains 

the punch to edit

Å Type over the punch time      

with the updated punch 

time

Å For a missed Punch, click 

in the cell and enter the 

punch time

Å Click

EditPunch



Delete Punch

Å Click the cell that 

contains the punch to 

be deleted

Å Press the <Delete> 

key or <Backspace> 

key

Å Click 
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Pay Code Edit

Å Click the Pay Code cell 

for the applicable day

Å Click the drop-down 

arrow in the pay code 

cell

Å Select the Pay Code 

from the drop-down list

Å Enter the amount

Å Click 
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Add Comment - Punch

Å Right Click the cell where the 

comment is to be added

Å Click Add Comment

Å Select the applicable comment 

from the drop-down list

Å Type additional text in the notes 

field (optional)

Å Click 

Å Click 
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Add Comment - Pay Code

Å Right Click the amount cell 

where the comment is to be 

added

Å Click Add Comment

Å Type additional text in the notes 

field

Å Select the applicable comment 

from the drop-down list

Å Click 

Å Click 
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Delete Comment

Å Click the Comments tab at the 

bottom of the screen to display 

comments

Å Right Click the comment to be 

deleted 

Å Or choose Comment > Delete 

Comment  from the menu bar

Å Click 

Å Click 
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Cancel Meal Deduct

Å Double Click either the In punch 

or Out Punch cell for the day to 

have the meal deduct cancelled

Å Click the drop-down arrow on 

the Cancel Deduction field

Å Scroll to the bottom of the list 

and select All

Å Click 

Å Click 

The Cancel Deduction will be indicated by 

a red punch cell and a tool tip when the 

mouse is placed over the punch
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Work Rule Transfer

Å Click the Transfer Cell and 

Search on the day where the 

Work Rule transfer is to occur

Å In the Transfer window, click the 

drop down arrow in the Work 

Rule area and select the 

applicable Work Rule

Å Click 

Å Click 
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Labor Account Transfer

Å Click the Transfer Cell and 

Search on the day where the 

Labor Account transfer is to 

occur

Å In the Transfer window, select 

the applicable Labor Level 

Entries

Å Click 

Å Click 
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Approve Overtime

Å Select the date that the 

cumulative time surpasses 40 

hours in one week

Å Click Approvals from the menu 

bar

Å Click Approve Overtime

Å Select All, None, or Some

Å Click 

Å Click 
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Approve/Sign Off Timecard

Å From the Timekeeping List, click 

the Pay Period Close Genie  

Å Select the employee(s) to 

approve

Å Select Approvals from the menu 

bar

Å Select Approve or Sign Off 

depending on access rights
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Prior Period Adjustment -
Adding

Å Click on Amount from the 

menu bar

Å Click Add Historical

Å Enter Historical Date

Å Enter Pay Code

Å Enter the amount of hours in 

the amount field

Å If entering a negative 

amount specify with a 

negative (-)

Å Leave Transfer field empty

Å DO NOT CHANGE Effective 

Date

Å Check Off Impact Accruals 

Only if you are entering leave 

based pay codes

Å Check off Include in Totals for 

effective date

Å Click 

Å Click
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Prior Period Adjustment -
Move

Å Click on Amount from the 

menu bar

Å Click Move Historical

Å Enter the incorrect pay code in 

the From portion of the 

window

Å Leave Transfer field empty

Å Enter the correct pay code in 

the To portion of the window

Å Enter  the amount of hours in 

the Amount field

Å Check off Impact Accruals 

Only if you are entering leave 

based pay codes

Å Check off Include in Totals for 

effective date

Å DO NOT CHANGE Effective 

Date

Å Enter Historical Date

Å Leave Transfer field empty

Å Click 

Å Click
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Hours Move ςREG Hrs to 
OTS Pay Code

Å Verify the weekly standard hours 

to determine the amount hours to 

be moved by placing the mouse 

over the employeeôs name in the 

Name & ID field

Å Click the day in the timecard that 

contains the hours to be moved
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