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Graduate Assistants Instructions

Primary Position (Assistantship/Stipend) - Time Stamp Instructions:

1. From the BSU Main home page, (www.bsu.edu), click on “Faculty and Staff”
located at the top of the screen.

Prospective Students  Current Students ~ Faculty / Staff Alumni  Parents Directory ~ Contact Us Apply Make a Gift

sl ; BALL STATE

\/ UNIVERSITY

Search bsu.edu

‘University

As CafdinalsWe Fly

2. Scroll down to “Jobs and Careers” and click “Report your work hours (Kronos)” to
get to the Kronos website.

s & BALL STATE
J{ﬁUNIVERSITV

Academics Jobs and Careers
@ Use Canvas. ® Apply for faculty or staff
@ Use University Libraries. positions.
® Find support for teaching and @ Report your work hours (Kronos).
learning. B Find employee handbooks.
B Review the Undergraduate B Review employee benefits.

Course Catalog.

B Review the Graduate Course
Catalog.

® Review promotion and tenure
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http://www.bsu.edu/

3. From the right hand side of the screen, click “Payroll.”

yﬁ EﬁILVLEgg';ATT(E search bsu.edu

Y

Payroll and Employee Benefits

LOG IN TO KRONOS CONTACT US

Kronos

About Ball State > Administrative Offices » Payroll and Employee Benefits

> Payroll > Kronos
Payroll and Employee Kronos workforce timekeeper is Ball State’s official timekeeping system.

Benefits
Hourly employees use Kronos to:

PAYROLL
B EE— ® Record their timestamps.
KRONOS ® Track their time off.
B Report their leaves of absence.
PAYROLL
STANDARDIZATION ® Review or approve their timecard.

4. If you are already logged into a Ball State program (such as Blackboard or
Canvas), the system will recognize your Ball State log in and take you directly
into Kronos. If you are not already in a Ball State program, you will need to enter
your Ball State username and password.

BALL STATE
UNIVERSITY

MyBSU LOGIN

BSU Username

BSU Password

LOGIN

Need help logging in?

Copyright © Ball State University
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5. Under the My Information tab (your default home screen), you will select the

drop-down menu from the Pay Code column and select “PPACA Hours Tracking’

H

and in the Amount column, you will enter the number of hours worked for the
relevant date. This should be actual hours and has no bearing on the stipend
dollar amount you are paid. Do not forget to save your timesheet once it is
completed. This can be done daily and must be completed by your department’s
deadline for each pay period.

=4 KRONOS

& My Information Q

Timestamp

Last Timestamp:

Transfer

Record Timestamp

My Timecard

+|| [# [+ [# [F [

Pay Code Amount

PPACA Hours Tracking 4:00

Sun 8/04

In

Transfer

Out

In

Loaded: 9:28 AM | Current Pay Period

=

print
Timecard

5]

Refresh

Transfer  Out Schedule  Shift Daily

6. Once all PPACA hours have been entered and you have reviewed your timecard
for accuracy, click the “Approve Timecard” icon at the top left side of the screen.
This will indicate to your supervisor you have completed your time entry for the

pay period.

~4KRONOS

A My Information

My Timestamp

Last Timestamp:

Transfer.

Q

Record Timestamp

My Timecard
© ¥
Appro
Timecard
Date Pay Code
+ 28
+ | [x 7/28 PPACA Hours Tracking
+ ue 7/
+ Wed 7/31
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Amount

400

In

Transfer Out

n

Loaded: 9:28 AM | Current Pay Period

o) o
print Refresh

Transfer Out Schedule Shift Daily
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Secondary Position — Time Stamp Instructions:

1. From the “My Information” workspace, click the drop down arrow just below

“Transfer.”

KRONOS

A My Information Q

My Timecar d

I My Timestamp

Last Timestamp:

Timecard
Date Pay Code

Record Timestamp x Mon 7/29
Tue 7/30
Wed 7/31
Thu 8/01
Fri 8/02

Sat8/03

FEEFEFEEEFEF

L SunRINA.

Loaded: 9:28 AM | Current Pay Period

=] s}

Refresh

ansfer  Out  Schedule  Shift Daily  Period

2. (Option #1) — From the “Transfer” menu, you should see a list of your active jobs
(and available labor level transfers sets from your primary position) in the drop
down list. If you know the correct set of numbers select and click on “Record
Timestamp”. If you do not know please see option #2 below.

Transfer:
...974-00/S3/000000-00/

,////000000-000000-0000-
...007-00/S4/102477-00/

Search...

—~

3. (Option #2) — If you do not see the job you are transferring to in the list, click
“Search” and the “Select Transfer” menu will appear. See step 4.
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4. To select the transfer, you will need to complete labor account levels #1-4, by
selecting the appropriate information from each drop down menu on each labor
level. Click apply when done.

Transfer

Labor Account 172020/999974-00/53/102477-00/
Labor Account
Add Labor Account Clear All

TS-ORGN-COD... 172020 - Graduate School | ~ X SUPV-POSN-S... 102477-00 - Office Coordi... | = X
EE-POSN-SUFF: 999974-00 - Graduate As..  ~ X LABOR-TRAN.. "

ECLS-CODE: §3-83 A X

Cancel Apply

5. From the “My Information” workspace, click “Record Timestamp” along the left
hand side of the screen.

Transfer. | ...8007-00/S4/102477-00/ @~

Record Timestamp

6. After clicking “Record Timestamp,” you will immediately see a confirmation of the
“‘Recorded Time”

KRONOS

# My Information (8}
lﬂyTimestamp My Timecard

Loaded: 10:20 AM | Current Pay Period
@) Recorded Time:  10:19 AM
(GMT -05:00) Eastern Time

700060/999440-00/54/102571-00/ ® ¥ (=] o
vie Frint Refiesh
Timecard
Date Pay Code Amount n Transfer out In Transfer Out Schedule i
Transfer. |..9440-00/54/102571-00/ | =
+ Sun7/28
Record Timestamp T Mon 7/28
+ Tue7/30
+ Wed 7/31 10:19AM 700060/999440-00/54/102571-00.
+ Thu 8/01 4
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7. After you get the confirmation of time recorded, click on the “Refresh” icon located
on the top of your timesheet. You time with the transfer code will appear on your

timesheet.

KRONOS

A My Infermation

hy Timestamp My Timecard

@) Recorded Time:  10:19 AM
(GMT -05:00) Eastern Time
700060/999440-00/54/102571-00/ © v

Date Pay Code Amount
Transfer 9440-00/S4/102571-00/ | =

Sun7/28

Record Timestamp Mon 7/29
Man 7/2¢

Wed 7/31

+

+

- Tue7/30
+

+

Thu 8/01
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Loaded: 10:20 AM | Curremt Pay Period

= <
5 Refresh
Timecard
Transfer Out in Transfer Out

700060/999440-00/54/102571-00/
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Students Instructions

Primary Position - Time Stamp Instructions:

e From the “My Information” workspace, click “Record Timestamp” along the left
hand side of the screen.

KRONOS

# My Information

My Timestamp My Timecard

Loaded: 312PM | Current Pay Period == §i
Transfer

- v & <

Last Timestamp: Thursday, July 07, 2016
2Z09PH Eastern Tme Date Pay Code Amount in Transfer out Schedule shift Daily Period

My Audits
Mon7/18 My Calendar
Tue 7119

My Reports.

:{ Record Timestamp

* O E O EEE O E O EE
®

Account Pay Code Amount

No data o display

e After clicking “Record Timestamp,” you will immediately see a confirmation of the
time recorded appear just below the “Transfer” menu in “My Timestamp.”

My Timestamp ".‘T“I'll
Transfer
-
W Recorded Time: 4 19PM
Eastern Time
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e After you get the confirmation of time recorded, click on the “refresh” icon located
on the “My Timecard” workspace to see your timestamp appear on your timecard.

I’i‘ly Timecard (o] 33
Loaded: 4:24PM  Current Pay Period - || &
v 8 o
Apprave _ Print Refresn
mecard mecard
Date Pay Code ‘Amount n Transfer Schedule Shift Daily Period -
* Sat 7/16
* Sun 717
* Mon 7/18
+ Tue 7/19
* Wed 7/20
+* Thu 7/21
=+ Friv/zz
* Sat 7/23
* Sun7/24
| | Maon 7/25 4:19PM )

e When you are ready to clock out for your shift, just click “Record Timestamp.”

Do not enter a transfer on an out punch.
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Primary Position - Time Clock Instructions:

Please follow the instruction provided at the time clock for students.

- FITING T RI NSEENS T IE I NS LATCSEE e ISR

This indicator will slow Card reader slot: Use your Cardinal
GCREEN when a swipe is Card (BSU ID) with the magnetic
ful RED wh it fails_ stripe facing the wall

spafot

& @ KRONOS Use this button to
return to the
Main Menu

o Student employees:
= Press the “Student In-Punch” option on the clock " 2
= Swipe your Cardinal Card (BSU ID) through the card reader slot " * .
e The new clocks uses the magnetic stripe of your Cardinal Card,
not a barcode.
e Before swiping, the magnetic stripe should face the wall, and fit
into the card reader slot.
= Alist of active jobs will be displayed.
e Select the job you are clocking into from the list presented.
e Verify the job is correct then press on submit to complete the
clock-in process.

e Confirm the indicator light blinked GREEN (or that you heard the
successful chime).

¢ If the indicator light blinks RED (or you will hear a failed chime), the
swipe was unsuccessful.

o Read the error message that is displayed. Most cases, re-
swiping will correct the issue.

o You are not allowed to swipe more than once within a two
minutes period. If you accidentally swipe a second time
within the two minute period, you will receive the error
“Punch rejected...You are attempting to punch too soon after
your previous punch...”. This error can be ignored, since
your first punch was already accepted.

o Please check your Cardinal Card, and verify that the
magnetic stripe on your card is not damaged. If there is a
scratch through the magnetic stripe (or other damage), you
will have to get a new ID.

How to Clock-Out (Out-Punch)
o ALL EMPLOYEES:
= Do not select any options from the clock.

= Swipe your Cardinal Card (BSU ID) through the card reader slot " * .
= Confirm the indicator light blinked GREEN (or that you heard the
successful chime).
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Secondary Position — Time Stamp Instructions:

1. From the “My Information” workspace, click the drop down arrow just below
“Transfer.”

KRONOS

A My Information Q

| My Timestamp My Timecar rd I
Last Timestamp: Loaded: 9:28 AM | Current Pay Period
©- | ¥ 8 o
view Print Refresh

Date Pay Code Amount I Transfer  Out In  Transfer Out  Schedule  Shift Daily  Period

Record Timestamp x Mon 7/29

Tue 7/30
Wed 7/31
Thu 8/01
Fri 8/02

Sat8/03

FEEFEFEEEFEF

Ll SunRINA.

2. (Option #1) — From the “Transfer” menu, you should see a list of your active jobs
(and available labor level transfers sets from your primary position) in the drop
down list. If you know the correct set of numbers select and click on “Record
Timestamp”. If you do not know please see option #2 below.

Transfer: v
...974-00/53/000000-00/

,////000000-000000-0000-
...007-00/S4/102477-00/

Search...

3. (Option #2) — If you do not see the job you are transferring to in the list, click
“Search” and the “Select Transfer” menu will appear. See step 4.
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4. To select the transfer, you will need to complete labor account levels #1-4, by
selecting the appropriate information from each drop down menu on each labor
level. Click apply when done.

Transfer

Labor Account 172020/999974-00/53/102477-00/
Labor Account
Add Labor Account Clear All

TS-ORGN-COD... 172020 - Graduate School | ~ X SUPV-POSN-S... 102477-00 - Office Coordi... | = X
EE-POSN-SUFF: 999974-00 - Graduate As..  ~ X LABOR-TRAN.. "

ECLS-CODE: §3-83 A X

Cancel Apply

5. From the “My Information” workspace, click “Record Timestamp” along the left
hand side of the screen.

Transfer. | ...8007-00/S4/102477-00/ @~

Record Timestamp

6. After clicking “Record Timestamp,” you will immediately see a confirmation of the
“‘Recorded Time”

KRONOS

# My Information (8}
lﬂyTimestamp My Timecard

Loaded: 10:20 AM | Current Pay Period
@) Recorded Time:  10:19 AM
(GMT -05:00) Eastern Time

700060/999440-00/54/102571-00/ ® ¥ (=] o
vie Frint Refiesh
Timecard
Date Pay Code Amount n Transfer out In Transfer Out Schedule i
Transfer. |..9440-00/54/102571-00/ | =
+ Sun7/28
Record Timestamp T Mon 7/28
+ Tue7/30
+ Wed 7/31 10:19AM 700060/999440-00/54/102571-00.
+ Thu 8/01 4
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8. After you get the confirmation of time recorded, click on the “Refresh” icon located
on the top of your timesheet. You time with the transfer code will appear on your

timesheet.

KRONOS

A My Infermation

hy Timestamp My Timecard

@) Recorded Time:  10:19 AM
(GMT -05:00) Eastern Time
700060/999440-00/54/102571-00/ © v

Date Pay Code Amount
Transfer 9440-00/S4/102571-00/ | =

Sun7/28

Record Timestamp Mon 7/29
Man 7/2¢

Wed 7/31

+

+

- Tue7/30
+

+

Thu 8/01
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Loaded: 10:20 AM | Curremt Pay Period

= <
5 Refresh
Timecard
Transfer Out in Transfer Out

700060/999440-00/54/102571-00/
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