
 

 

FAQ’s for Staff Moving to Kronos: 

Why am I moving from the Semi-monthly payroll to the Kronos biweekly payroll? 

ÑŸШĲŰƚƨƖĲШĦŸůƓũŔċŰĦĲШƽŔƣőШŉĲĬĲƖċũШċŰĬШƚƣċƣĲШĦŸůƓĲŰƚċƣŔŸŰШƖĲƕƨŔƖĲůĲŰƣƚШċŰĬШċƓƓũŔĦċĤũĲШ
ĦŸũũĲĦƣŔƻĲШĤċƖŊċŔŰŔŰŊШċŊƖĲĲůĲŰƣƚЮШШ 

When will I be moving to Kronos? 

ΝΞрůŸŰƣőШŰŸŰрĲǂĲůƓƣШƚƣċǭШƽŔũũШĤĲШůŸƻŔŰŊШƣŸШuƖŸŰŸƚШŔŰШŊƖŸƨƓƚШċĦĦŸƖĬŔŰŊШƣŸШƣőĲШŉŸũũŸƽŔŰŊШ
ƚĦőĲĬƨũĲШũŸĦċƣĲĬШŸŰШƣőĲШuƖŸŰŸƚШƽĲĤƓċŊĲЮШxĲƚƚШƣőċŰШΝΞрůŸŰƣőШƚƣċǭШƽŔũũШĤĲШůŸƻĲĬШċƣШƣőĲШ
ŸŰƚĲƣШŸŉШƣőĲŔƖШŰĲƽШĦŸŰƣƖċĦƣШƣĲƖůШƣőƖŸƨŊőŸƨƣШƣőĲШƚƨůůĲƖЮШ 

How do I access Kronos? 

òŸƨШƽŔũũШƨƚĲШǃŸƨƖШÖé~ШĦƖĲĬĲŰƣŔċũƚШы ĲƣШf?оƓċƚƚƽŸƖĬьШƽőĲŰШũŸŊŊŔŰŊШŔŰƣŸШuƖŸŰŸƚЮШfŉШǃŸƨШċƖĲШ
ŰŸƣШċũƖĲċĬǃШũŸŊŊĲĬШŔŰƣŸШÖé~ШƚǃƚƣĲůƚЯШ?Ö§ШÉĲĦƨƖŔƣǃШůċǃШĤĲШƖĲƕƨŔƖĲĬШĤĲŉŸƖĲШċĦĦĲƚƚŔŰŊШ
uƖŸŰŸƚЮШòŸƨШĦċŰШǯŰĬШuƖŸŰŸƚШũŸŊŔŰШũŸĦċƣŔŸŰƚШŔŰШƣőĲШŉŸũũŸƽŔŰŊШċĦĦĲƚƚШƓŸŔŰƣƚа 

 Öé~ШőŸůĲШƓċŊĲШƻŔċШůǃÖé~ЮĲĬƨ 
 Öé~Ш ШƣŸШüШĤǃШĦũŔĦťŔŰŊШŸŰШu 
 ÂċǃƖŸũũШőŸůĲШƓċŊĲ 
 ÉǃƚƣĲůƚШ ĦĦĲƚƚШѼШÉƨƓƓŸƖƣШÂċŊĲ 

Can I access Kronos from home? 

òĲƚЯШǃŸƨШĦċŰШċĦĦĲƚƚШuƖŸŰŸƚШŉƖŸůШőŸůĲШċƣШƣőĲШċĦĦĲƚƚШƓŸŔŰƣƚШũŔƚƣĲĬШċĤŸƻĲЮШìőĲŰШũŸŊŊŔŰŊШŔŰШ
ŸǭШĦċůƓƨƚШ?Ö§ШÉĲĦƨƖŔƣǃШƽŔũũШĤĲШŰĲĦĲƚƚċƖǃЮШШ 

How will I enter my time? 

òŸƨШƽŔũũШŰŸШũŸŰŊĲƖШĤĲШĲŰƣĲƖŔŰŊШǃŸƨƖШƣŔůĲШŔŰШÂĲŸƓũĲÉŸŉƣЮШòŸƨШƽŔũũШĤĲШƖĲĦŸƖĬŔŰŊШǃŸƨƖШƣŔůĲШŔŰШ
uƖŸŰŸƚШƻŔċШƣŔůĲƚƣċůƓŔŰŊШŸƖШƨƚŔŰŊШċШuƖŸŰŸƚШĦũŸĦťЮ 

How will my hours be recorded/entered in Kronos? 

ƣШƣőĲШĤĲŊŔŰŰŔŰŊШŸŉШǃŸƨƖШĬċǃЯШǃŸƨШƽŔũũШĲŔƣőĲƖШƣŔůĲƚƣċůƓШŸƖШƨƚĲШċШĦũŸĦťШƣŸШƖĲĦŸƖĬШƣőĲШƚƣċƖƣШŸŉШ
ǃŸƨƖШƚőŔŉƣШċŰĬШǃŸƨШƽŔũũШĬŸШƣőĲШƚċůĲШċƣШƣőĲШĲŰĬШŸŉШǃŸƨƖШĬċǃЮШuƖŸŰŸƚШƽŔũũШċƨƣŸůċƣŔĦċũũǃШ
ĦċũĦƨũċƣĲШƣőĲШőŸƨƖƚШƽŸƖťĲĬШĲċĦőШĬċǃЮ 

Do I need to timestamp in and out for my lunchbreak? 

 ŸЯШuƖŸŰŸƚШƽŔũũШċƨƣŸůċƣŔĦċũũǃШĬĲĬƨĦƣШƣőĲШċůŸƨŰƣШŸŉШǃŸƨƖШũƨŰĦőЯШŉŸƖШĲǂċůƓũĲШĲŔƣőĲƖШΟΜШ
ůŔŰƨƣĲƚШŸƖШΣΜШůŔŰƨƣĲƚЮШÑőŔƚШůċǃШƻċƖǃШĤǃШĬĲƓċƖƣůĲŰƣЮ 

What if I do not take my lunch break? 

7ĲĦċƨƚĲШǃŸƨƖШũƨŰĦőШĤƖĲċťШŔƚШċƨƣŸůċƣŔĦċũũǃШĬĲĬƨĦƣĲĬШŔŰШuƖŸŰŸƚЯШǃŸƨШƽŔũũШŰĲĲĬШƣŸШ
ĦŸůůƨŰŔĦċƣĲШƣŸШǃŸƨƖШƚƨƓĲƖƻŔƚŸƖШƣőċƣШǃŸƨШĬŔĬШŰŸƣШƣċťĲШǃŸƨƖШũƨŰĦőШĤƖĲċťЮШòŸƨƖШƚƨƓĲƖƻŔƚŸƖШĦċŰШ
ĦċŰĦĲũШƣőĲШċƨƣŸрũƨŰĦőШĬĲĬƨĦƣŔŸŰШƣŸШŊŔƻĲШǃŸƨШĤċĦťШǃŸƨƖШũƨŰĦőЮ 
 

https://legacy.drup2.uvm.edu/finance/kronos-time-keeping-expansion
https://myuvm.uvm.edu/web/home-community/employee
/a_to_z?K
/finance/payroll
/finance/systems-access-support


 

 

 

What if I have an appointment in the middle of my workday? 

fŉШǃŸƨШŰĲĲĬШƣŸШũĲċƻĲШŉŸƖШċŰШċƓƓŸŔŰƣůĲŰƣШĬƨƖŔŰŊШǃŸƨƖШƽŸƖťĬċǃЯШǃŸƨШƽŔũũШƣŔůĲƚƣċůƓШŸƨƣЮШfŉШǃŸƨШ
ƖĲƣƨƖŰШƣŸШƽŸƖťЯШǃŸƨШƽŔũũШƣŔůĲƚƣċůƓШĤċĦťШŔŰЮ 

Who will enter my leave or exception time in Kronos? 

ÉƣċǭШőċƻĲШċĦĦĲƚƚШƣŸШĲŰƣĲƖШƣőĲŔƖШŸƽŰШũĲċƻĲШŔŰШuƖŸŰŸƚЯШƣőĲШƓƖŸĦĲƚƚШŉŸƖШĬŸŔŰŊШƣőŔƚШƽŔũũШĤĲШ
ĦŸƻĲƖĲĬШŔŰШƣƖċŔŰŔŰŊЮШfŉШǃŸƨШċƖĲШƨŰċĤũĲШƣŸШċĬĬШǃŸƨƖШũĲċƻĲЯШǃŸƨƖШƚƨƓĲƖƻŔƚŸƖШĦċŰШĬŸШŔƣШŉŸƖШǃŸƨЮ 

What if I forget or am unable to timestamp in and/or out? 

òŸƨШƽŔũũШĦŸůůƨŰŔĦċƣĲШƽŔƣőШǃŸƨƖШƚƨƓĲƖƻŔƚŸƖШƽőŸШƽŔũũШƣőĲŰШůċŰƨċũũǃШĲŰƣĲƖШċŰǃШůŔƚƚŔŰŊШ
ƣŔůĲƚƣċůƓƚШŉŸƖШǃŸƨЮШÉƣċǭШĬŸШŰŸƣШőċƻĲШċĦĦĲƚƚШƣŸШůċŰƨċũũǃШĲŰƣĲƖШƣŔůĲƚƣċůƓƚЮШ 

https://legacy.drup2.uvm.edu/sites/default/files/Division-of-Finance-Administration/payroll/fy24payrollschedule.pdf
https://legacy.drup2.uvm.edu/sites/default/files/Division-of-Finance-Administration/payroll/fy24payrollschedule.pdf
/finance/payroll
https://legacy.drup2.uvm.edu/finance/kronos-time-keeping-expansion
mailto:payroll@uvm.edu


 

 

Who do I contact if 

mailto:Payroll@uvm.edu

