Using Kronos My Time in the Library

Please follow these instructions closely the first time you use Kronos.

1. Restart your workstation if you have not done so recently. This will ensure the proper versions of Java
are installed on your workstation.

2. Open Internet Explorer and navigate to this page:
http://www.yale.edu/portal

3. Click the “Login to the portal” button.
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4. Enter your NetID and Password on the familiar Central Authentication Service (CAS) login screen.

5. C&T staff will click “My Time (CT & SM Staff)”. M&P staff will click “Time approval & reporting”.
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6. On the next screen C&T staff will click “My Timecard”. M&P staff will click “Pay Period Close”.

7. You may see this message box about the Information Bar. Click Close.
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8. Now a yellow bar will drop down just above the KRONOS logo.
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9.Right click the yellow bar and select “Run ActiveX Control”.

RKFORCE CENTRAL (R) - Windows Internet Explorer

— | [#2][>¢] [cve search

@; + | & hitpss/fkronos! a.ts.yale.edufufcjapplications/suterav/navigation. do

|28

Fle Edit “ew Favortes Tools Help

w o IQKmnnsWORKFOR(ECENTRAL(R) I I

a' =~ [ hPage - {3 Tooks - =

-
/ .

& add-on and want to allow it ta run, click

Run Active) Control
What's the Risk?

'@ This website wants to run the Fallawing add-on: 'Java(TM) SE Runtime Enviranment & Updat
here...

Mare information

< Home

Setup | Help

x

h The Java plug-in failed to load

The required version: 1.5.0_11

Please contact your system administrator.

¥ pone L& € nternet H 100%




10. You will see the following warning about the ActiveX control. Click Run.
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11. The program will be slow to load but will go on to work. You should not be prompted to install the
ActiveX control again. You can begin filling out and approving timesheets.



