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4. Scroll down to find 5. Click on comment
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6. To add textglick on Notes cell and type text 7. Click OK
/#& Kronos womcr-g{(cs&qm (R) - Microsoft lmemzrl\'%mr provided by Quinsigamond Community College / \

m [ ] http://krondgwtciapplications/suitenav/na N‘no / /

x  @Convert ~

Ll

=L |

Bing o v|

<l Favorites. |{5 @ suggested SNgs ¥ @ Network Services Home P... Y| The Q & Web Slice Gallery v

| (€ Kronos WORKFORCE CENTRAL(R) ‘

~ Page~ Safety~ Tools~ @~

KRONOS'

Log Off| Change Password | Setup | Help

GENERAL v MY CENIES® ~ TIMEKEEPING ~ SCHEDUL: ING ¥ MY INFORMATION ¥ MY CALENDARS > RECORD RETENTION ~
Timecard | Schedule | People | Reports | Reports\ Advanced
*TIMECARD

name & 1D [01 TestEmpioyee | 111111
Last Calculated: 11:16AM

Time Period [5/02/2010 - 5/08/2010, Range of Dates

- . [N

Actions ¥ Punch ¥ Amount~ Accruals ™ 0,
- 5
Date Pay Code Amount j | B — ! Transfer out shin Daily Cumuistive
(] satsi01 - Y S
BB sunsnz - Comments -
a Mon 503 - QAN MCCC Professiggal Developme ~ 75 75 75
a Development = 7.5 MNOP-No Accruall - 75 150
] Wed 5005 - B.00AN OSi(C=inpn{M et - 75 75 225
CIEEES - 2:004n Paternity - s 7s 300
n Fri 507 B:00AM SIC-Dentist Appt. 75 75 375
B | Fri - X -
B . SIC-Dr. Appt. e
- = — SIF-Anyone in Immedigfe Household-. J =
a ST - SIF-Child e
SIF-Parent =
tote
oK _g Cancel | nelp |
TOTALS & SCHEDULE | ACCRUALS | AUDITS | SIGN-OFFS & APPROVALS | COM
| Bate Star Time End Time Pay Code Amount
Al hd Sun 5102
pr— 4 PayGose Amount | Wages Hon 5/03 5:00AM 4:00PM
~/114000/6001000/2102141-4-/- Development | 7.5 e I ST
~/114000/5001000/210214/--- Leave AccralE..| 37.5 Wed 5/05 S:00AN <:00PH
/114000/8001000/2102 14141 Reg 01 1200 © Thusme B:00AM 4:00PM
- Frisio7 5:00aM 400710
Sat 5108
€ Local intranet | Protected Mode: On fa -

8. Click Save 9. Comment icon appears

P.. @] TheQ jg] Web Slice Gallery ~

Log Off| Change Password | Setup | Help
MY GENIES® ~ TIMEKEEPING ~ SCHEDULING ~ MY INFORMATION ~ MY CALENDARS ~ RECORD RETENTION ~

Schedule | People | Reports | Reports - Advance

Name &ID [0 TestEmployes [ 111111
Time Period

Comment v Approvals ~ Reports v

ount In Transfer out In Transfer out Shift Daily Cumulative
8:00AM ~ | a:00Pm ~ 75 75 75
~ ~ 75 150
8:004M ~ | a:00Pm ~ 75 75 225
S:00AN ~ | 4:00PH ~ 75 75 30.0
2:004M ~ | 4:00em ~ 78 75 ars
- ~ ars

TOTALS & SCHEDULE | ACCRUALS | AUDITS | SIGN-OFFS & APPROVALS | COMMENTS

Date Comment Hote
Tue 504 Off Campus Meeting Meeting at Worcester State College [ptata; S/05/2010 11:22AM]
€l Local intranet | Protected Mode: On 3~ -

10. To view, click on Comments tab on bottom of screen




P:\Kronos Training Documents\Kronos Training Enter Commentsdoc
Last Updated 5/5/10



