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No Leave time used: 
 
Change In or Out time to reflect actual hours worked  
on each day            
                                                        

 

Click Save 

Check Totals to be sure they = 37.50 hrs. 
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Leave time used: 
 
Change In or Out time to reflect actual hours worked  
on each day            
                                                        

 

Click Save 

Remove In and Out time on Friday and enter 
leave type in Pay Code column and hours to be 
used in Amount column  

 
Check Totals to be sure they = 37.50 hrs.  

 
 
 
 
 
 
 
 
P:\Kronos Training Documents\01 Employee 8 -Kronos Training Report Flex Time - Summer 
Only.doc 
Last Updated 5/16/11 
 

 2


