
 

 

FAQ’s for Staff Moving to Kronos: 

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

�ĺϙôĲŜŪŘôϙèĺıŕīĖÍĲèôϙſĖťēϙċôîôŘÍīϙÍĲîϙŜťÍťôϙèĺıŕôĲŜÍťĖĺĲϙŘôŗŪĖŘôıôĲťŜϙÍĲîϙÍŕŕīĖèÍæīôϙ
èĺīīôèťĖŽôϙæÍŘČÍĖĲĖĲČϙÍČŘôôıôĲťŜϟϙϙ 

When will I be moving to Kronos? 

͐͑ϱıĺĲťēϙĲĺĲϱôƄôıŕťϙŜťÍƯϙſĖīīϙæôϙıĺŽĖĲČϙťĺϙXŘĺĲĺŜϙĖĲϙČŘĺŪŕŜϙÍèèĺŘîĖĲČϙťĺϙťēôϙċĺīīĺſĖĲČϙ
ŜèēôîŪīôϙīĺèÍťôîϙĺĲϙťēôϙXŘĺĲĺŜϙſôæŕÍČôϟϙ[ôŜŜϙťēÍĲϙ͐͑ϱıĺĲťēϙŜťÍƯϙſĖīīϙæôϙıĺŽôîϙÍťϙťēôϙ
ĺĲŜôťϙĺċϙťēôĖŘϙĲôſϙèĺĲťŘÍèťϙťôŘıϙťēŘĺŪČēĺŪťϙťēôϙŜŪııôŘϟϙ 

How do I access Kronos? 

´ĺŪϙſĖīīϙŪŜôϙƅĺŪŘϙ�«aϙèŘôîôĲťĖÍīŜϙϼbôťϙI"ϯŕÍŜŜſĺŘîϽϙſēôĲϙīĺČČĖĲČϙĖĲťĺϙXŘĺĲĺŜϟϙIċϙƅĺŪϙÍŘôϙ
ĲĺťϙÍīŘôÍîƅϙīĺČČôîϙĖĲťĺϙ�«aϙŜƅŜťôıŜϠϙ"�iϙ�ôèŪŘĖťƅϙıÍƅϙæôϙŘôŗŪĖŘôîϙæôċĺŘôϙÍèèôŜŜĖĲČϙ
XŘĺĲĺŜϟϙ´ĺŪϙèÍĲϙƱĲîϙXŘĺĲĺŜϙīĺČĖĲϙīĺèÍťĖĺĲŜϙĖĲϙťēôϙċĺīīĺſĖĲČϙÍèèôŜŜϙŕĺĖĲťŜϡ 

 �«aϙēĺıôϙŕÍČôϙŽĖÍϙıƅ�«aϟôîŪ 
 �«aϙ�ϙťĺϙ¾ϙæƅϙèīĖèħĖĲČϙĺĲϙX 
 �ÍƅŘĺīīϙēĺıôϙŕÍČô 
 �ƅŜťôıŜϙ�èèôŜŜϙЭϙ�ŪŕŕĺŘťϙ�ÍČô 

Can I access Kronos from home? 

´ôŜϠϙƅĺŪϙèÍĲϙÍèèôŜŜϙXŘĺĲĺŜϙċŘĺıϙēĺıôϙÍťϙťēôϙÍèèôŜŜϙŕĺĖĲťŜϙīĖŜťôîϙÍæĺŽôϟϙ®ēôĲϙīĺČČĖĲČϙĖĲϙ
ĺƯϙèÍıŕŪŜϙ"�iϙ�ôèŪŘĖťƅϙſĖīīϙæôϙĲôèôŜŜÍŘƅϟϙϙ 

How will I enter my time? 

´ĺŪϙſĖīīϙĲĺϙīĺĲČôŘϙæôϙôĲťôŘĖĲČϙƅĺŪŘϙťĖıôϙĖĲϙ�ôĺŕīô�ĺċťϟϙ´ĺŪϙſĖīīϙæôϙŘôèĺŘîĖĲČϙƅĺŪŘϙťĖıôϙĖĲϙ
XŘĺĲĺŜϙŽĖÍϙťĖıôŜťÍıŕĖĲČϙĺŘϙŪŜĖĲČϙÍϙXŘĺĲĺŜϙèīĺèħϟ 

How will my hours be recorded/entered in Kronos? 

�ťϙťēôϙæôČĖĲĲĖĲČϙĺċϙƅĺŪŘϙîÍƅϠϙƅĺŪϙſĖīīϙôĖťēôŘϙťĖıôŜťÍıŕϙĺŘϙŪŜôϙÍϙèīĺèħϙťĺϙŘôèĺŘîϙťēôϙŜťÍŘťϙĺċϙ
ƅĺŪŘϙŜēĖċťϙÍĲîϙƅĺŪϙſĖīīϙîĺϙťēôϙŜÍıôϙÍťϙťēôϙôĲîϙĺċϙƅĺŪŘϙîÍƅϟϙXŘĺĲĺŜϙſĖīīϙÍŪťĺıÍťĖèÍīīƅϙ
èÍīèŪīÍťôϙťēôϙēĺŪŘŜϙſĺŘħôîϙôÍèēϙîÍƅϟ 

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

bĺϠϙXŘĺĲĺŜϙſĖīīϙÍŪťĺıÍťĖèÍīīƅϙîôîŪèťϙťēôϙÍıĺŪĲťϙĺċϙƅĺŪŘϙīŪĲèēϠϙċĺŘϙôƄÍıŕīôϙôĖťēôŘϙ͒͏ϙ
ıĖĲŪťôŜϙĺŘϙ͕͏ϙıĖĲŪťôŜϟϙ�ēĖŜϙıÍƅϙŽÍŘƅϙæƅϙîôŕÍŘťıôĲťϟ 

What if I do not take my lunch break? 

�ôèÍŪŜôϙƅĺŪŘϙīŪĲèēϙæŘôÍħϙĖŜϙÍŪťĺıÍťĖèÍīīƅϙîôîŪèťôîϙĖĲϙXŘĺĲĺŜϠϙƅĺŪϙſĖīīϙĲôôîϙťĺϙ
èĺııŪĲĖèÍťôϙťĺϙƅĺŪŘϙŜŪŕôŘŽĖŜĺŘϙťēÍťϙƅĺŪϙîĖîϙĲĺťϙťÍħôϙƅĺŪŘϙīŪĲèēϙæŘôÍħϟϙ´ĺŪŘϙŜŪŕôŘŽĖŜĺŘϙèÍĲϙ
èÍĲèôīϙťēôϙÍŪťĺϱīŪĲèēϙîôîŪèťĖĺĲϙťĺϙČĖŽôϙƅĺŪϙæÍèħϙƅĺŪŘϙīŪĲèēϟ 
 

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? 

IċϙƅĺŪϙĲôôîϙťĺϙīôÍŽôϙċĺŘϙÍĲϙÍŕŕĺĖĲťıôĲťϙîŪŘĖĲČϙƅĺŪŘϙſĺŘħîÍƅϠϙƅĺŪϙſĖīīϙťĖıôŜťÍıŕϙĺŪťϟϙIċϙƅĺŪϙ
ŘôťŪŘĲϙťĺϙſĺŘħϠϙƅĺŪϙſĖīīϙťĖıôŜťÍıŕϙæÍèħϙĖĲϟ 

Who will enter my leave or exception time in Kronos? 

�ťÍƯϙēÍŽôϙÍèèôŜŜϙťĺϙôĲťôŘϙťēôĖŘϙĺſĲϙīôÍŽôϙĖĲϙXŘĺĲĺŜϠϙťēôϙŕŘĺèôŜŜϙċĺŘϙîĺĖĲČϙťēĖŜϙſĖīīϙæôϙ
èĺŽôŘôîϙĖĲϙťŘÍĖĲĖĲČϟϙIċϙƅĺŪϙÍŘôϙŪĲÍæīôϙťĺϙÍîîϙƅĺŪŘϙīôÍŽôϠϙƅĺŪŘϙŜŪŕôŘŽĖŜĺŘϙèÍĲϙîĺϙĖťϙċĺŘϙƅĺŪϟ 

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

´ĺŪϙſĖīīϙèĺııŪĲĖèÍťôϙſĖťēϙƅĺŪŘϙŜŪŕôŘŽĖŜĺŘϙſēĺϙſĖīīϙťēôĲϙıÍĲŪÍīīƅϙôĲťôŘϙÍĲƅϙıĖŜŜĖĲČϙ
ťĖıôŜťÍıŕŜϙċĺŘϙƅĺŪϟϙ�ťÍƯϙîĺϙĲĺťϙēÍŽôϙÍèèôŜŜϙťĺϙıÍĲŪÍīīƅϙôĲťôŘϙťĖıôŜťÍıŕŜϟϙ 

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

