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KnightTime/Kronos Support

• Erica Sadler & Keith Denton –
Staff Payroll

• Abbie Raum & Tracy Rucker –
Student Payroll

• Kim Sprain - ITS



Overview: 
• Technical Issues: 

• Browser Compatibility & Functionality
• System Upgrade
• Site Access
• Timeclock User Errors

• Best Practices: 
• Purple Punches
• Transfer Sets
• Leave Requests

• Delegations
• Policies

• Timecard Approval Deadlines
• Meal Deduction Cancelations



Browser Compatibility & Functionality

• Multiple Supported Browsers
• Chrome
• Internet Explorer (version 11+)
• Safari
• Firefox
• Microsoft Edge

• No Tablet or Mobile Device Functionality

• Adobe Flash Player Required (for now…)



System Upgrade
• Adobe Flash Player will become 

unavailable in December 2020. 

• Wartburg upgrading KnightTime/Kronos   
to HTML5 in early 2020.

• Anticipated changes in KnightTime/Kronos 
layout and format. 



KnightTime/Kronos Access

• Students and part-time W & dining employees 
use different link to view timecards.

• Access KnightTime/Kronos by using the link on 
InfoCenter homepage. Do not bookmark link.



Technical Issues
• AJAX Error
• Sign out of KnightTime/Kronos 

instead exiting program by closing 
browser window.

• ID Card Not Working
• Was a hire request submitted?
• Was employment paperwork 

completed?
• Was a new ID card acquired?



User Error Issues

• Missed Punches
• Select keys at the timeclock 

slowly. Selecting the keys too 
quickly can result in the 
transaction not being 
completed.
• Select “Review Punches” key to 

verify punches after clocking in.

• Purple Punches
• Must wait one minute between 

punching out and then back in 
to another job.
• Forgetting to punch out of a job 

and then punching into another 
job can result in purple punches 
too.

• No Transfer Sets
• Must use “Punch In” button to 

be prompted to select a 
position.



Best Practices: Purple Punches
• Purple Punch: An employee’s punch is being used as both an “in 

punch” and “out punch.”

• Add a line for the date by selecting the “+” on the left side of the 
screen.

• On new line, add the correct in and out punches for the first position 
in the sequence. DO NOT SAVE YET.



Best Practices: Purple Punches
• On previous line, delete the first black in punch and transfer set. Click 

“Save.”

• Note how the purple punch disappeared and the respective hours per 
position moved to their own individual lines. Don’t forget to add the 
transfer set to the first set of work hours. 



Best Practices: Transfer Sets

• When entering a transfer set, utilize the “Search” function:

• Make sure all 7 fields are                                                                         
completed, including fields 3                                                                       
and 7 which are dashes.



Best Practices: Transfer Sets

• Verify the 7 correct fields of an employee’s transfer set by logging into 
the InfoCenter and using the “Supervisor Transfer Set” application on 
the Student Employment webpage.



Best Practices: Transfer Sets

• Multiple lines for one position in the totals section indicates an issue 
with a transfer set:

• Inconsistencies in transfer sets causes errors when the data is 
exported for payroll. 



Best Practices: Leave Requests
• Once a leave request is submitted, a manager should 

receive an email via Outlook AND in their K-Mail inbox.
• Employees will also receive a confirmation email via 

Outlook AND in their K-Mail inbox once their supervisor 
has addressed their leave request. 
• In KnightTime/Kronos, supervisors can review leave 

requests in Request Manager. Select appropriate time 
period and select “All Status.” K-Mail Inbox



Canceling Leave Requests
• After a supervisor has approved a leave 

request, an employee will need to bring up 
the approved request on their ESS Calendar 
and click on the arrow so that “cancel” 
appears.
• Click on “cancel.” A box will pop up where 

you need to submit the cancellation to your 
supervisor for approval. 
• Once the cancellation is approved, your 

calendar and PTO balance will update. You 
can then submit a revised leave request.



Reporting Errors

• If you receive an error indicating that you 
cannot save a transfer set you entered or a 
technical error, take a screen shot and 
email it to the Student Employment Office 
or Human Resources Office.

• To take a screen shot:
• Alt key + Print Screen key (PrtScn) and paste 

(Ctrl key + V) into the body of the email.
• OR utilize the Snipping Tool. 



Delegations

• Delegation: Allows another manager to view 
your employees on KnightTime/Kronos and act 
on your behalf by correcting timecard errors and 
approving timecards as well as leave requests.

• Contact Human Resources Office or                 
Student Employment Office to set up delegations 
if you will be:
• On leave for an extended period of time OR
• Gone during timecard approval deadlines

Benefits of Delegations:
• Temporary Coverage
• Cross-Trained 

Managers



Accepting a Delegation

• Upon receiving notification that a delegation has 
been set up, the delegate would login to 
KnightTime/Kronos and see an alert at the top of 
their screen.
• After clicking on the alert, the delegate would 

select “Accept Delegation.”



Accessing a Delegation

• The delegate would then need to log out of KnightTime/Kronos and 
then log back in. An arrow will appear by the delegate’s name in the 
upper left hand corner of the screen.



Timecard Approval Deadlines

• Student timecard approvals are due by noon on the 1st business day 
of each month. 
• Staff timecard approvals are due the 3rd business day of each month.

• Verify approvals by looking on individual employees’ timecards under 
the “Audit” tab. 



Meal Deduction Cancelation Policy

• Employees working at least six hours are 
expected to take an unpaid lunch break.

• Rest periods and lunch periods are 
available for the welfare of employees. 

• Exceptions require approval from a 
supervisor and should be infrequent. 




