Verify Where an Employee is Swiping

To determine which KRONOS clock an employee is swiping in at, please follow the
instructions below.

e Open the employee’s timecard.
e Click on the Audits tab at the bottom.

Wiz SR2T

Tk &128
TOTALS & SCHEDULE ACCRUALS AUDITS
All -

e Change the Filter from ‘“Select a type” to “Punch (Add/Edit/Delete)”.

TOTALS & SCHEDULE ACCRUALS | AUDITS

Type of Edit | Select atype - Data Sources L2l
Select atype
Date Tirmg o Fay Code | Amount  Work Rule
Funch (Add/Edit/Delete)

Pay Code [ Add/EditiDel
Duration [ AddEditiDelete)
ApprovalslSign-ofts

e Look for the day in question under the Date column.

TOTALS & SCHEDULE ACCRUALS | AUDITS

Type of Edit | Funch (AddEditDelete) v Data Sources &Il

Date % ! Tirme Type
9/28:2009 SR Add Punch
92852008 3:50PM Add Punch
92952009 B4 740 And Punch
9/29/2009 S:50PM Add Punch

¢ Go to the User column, towards the right. You may need to expand the column
with your mouse.
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Edlit Drate: Ediit Time Lser Dista Source
Q282009 E:ABAM (GMT -05:00) Ezstern Time  DCMSUser JHRRONOSDCMZ:: DCMS Collech Grpe JHU-Cetdia Sy External &P
Q282009 S:50PM (T -05:00) Eastern Time DCRSUzer JHKROMO SOOI DCMS Collect GrpcJHU-Cstdia Sy External &P
Q292009 E:47 AW (GMT -05:00) Ezstern Time  DCMSUser: JHKRONOSDCKMZ:: DCM3I Collect Grpe JHU-Catdia Sy External AP
Q2952009 Z:30PM [(GMT -05:00) Eastern Time DChSUser JHRREONOSDICMZ:: DCMS Collect GrpeJHU-Catdia Sy External &P

Stretch the box until you see the entire User column. Any “user” that starts
with DCMSUser is a clock.

The portion after “GLOBAL” is the DCM Name. For this example, the DCM
name is “JHU-Cstdia Srv”.

Once you have the DCM Name, go to the main KRONOS website
http://finance.jhmi.edu/FinanceSystems/KRONOS_JHU.html.

Under the heading “General Project Information”, click on “2009 KRONOS
Clock Locations - Enterprise Wide” to open the file.

I. General Project Information

= Whatis KROMOS Y (Click Here}

> Site Access: https:/ fhkronos.jliw.edu

O KROMNOS JHU Mew User Reguest Farm (xls) Must Complete to Grant Access to New User

O Bystern Reguirements Docurment - Deskiop Suppart (pdf) - Version 6.0 Updated

= 2009 JHU Payroll Calendar (Click Here)

B 2004 KROMOS Clock Locations - Enterprise Wide (x15)

C 4500 Terminal User Instructions ¢ pdf - Print amd Post at Ternminals !

C 4500 User Manual - Wendar Official { pdf

On the spreadsheet, Column C is the DCM Name. Find the DCM Name in
question. The next few columns will give the exact building, floor, and room #
of the clock’s location.

NOTE: If there is an issue with employee’s swiping at clocks away from their
office please e-mail Kronos@jhmi.edu to restrict clock access.
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