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Agenda:  To Learn… 
 
1. General information about Kronos. 

 

2. How to submit and approve leave 

requests. 
 

3. How to record and approve work 

time. 
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Shepherd University has adopted Kronos 

for leave management and time keeping. 

 

Kronos is part of the State of West 

Virginia’s Enterprise Resource Planning 

(ERP) system, which is called wvOASIS.  

  

wvOASIS replaced the State’s old EPICS 

payroll system. 
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All employees must have a 

myApps account in order to use 

Kronos.  

 

You may want to create a myApps 

shortcut on your desktop since you 

will use it often. 
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Employees who ARE NOT in Kronos:   
 

• Full-time faculty who do not 

approve leave or time  
 

• Adjunct faculty 
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Employees who ARE in Kronos:  

  

• Leave earning staff 

• Leave earning (12-month) faculty  

• Faculty and staff who approve 

leave and time for others  

• All hourly employees   

 

Regular activity is required by ALL 

employees who are in Kronos! 
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Employees are encouraged to 

pay close attention to their pay 

stubs every pay period to ensure 

that their pay is accurate. 

 

If you see discrepancies please 

immediately report them to the 

Payroll Office. 
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Employees, including student 

employees, must be in wvOASIS/Kronos 

before they begin working or else they 

will not be paid!   
 

Supervisors must NOT allow employees 

to begin working before receiving an 

email approval notice from Human 

Resources. 
   

(HR sends these notices as soon as we hear from Payroll 

that the employees have been approved through the State’s 

approval process.) 
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All State of West Virginia 

employees are paid on a  

bi-weekly basis. 
 

The State’s pay cycle changed 

from semi-monthly to bi-weekly in 

June 2016. 
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Kronos leave/time activities must 

be completed within the current 

pay period or employees may not 

be paid! 
 

• Both employees and supervisors are 

responsible for these actions. 
 

• It is highly recommended that supervisors 

frequently monitor Kronos rather than 

waiting until the end of the pay period. 
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Separate user manuals have been 

created for Leave Management and 

Time Keeping.  
  

 

• The manuals are posted on the 

Human Resources website. 
  

• They each include a section for all 

employees as well as a section for 

supervisors. 
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There are different Kronos requirements for 

positions that are Exempt and Non-Exempt 

from the FLSA. 
 

• Exempt/Non-Exempt status is not correlated with Classified 

and Non-Classified categories. 

   

• Classified staff may be Exempt or Non-Exempt.  

 

• It is rare for a NC employee to be Non-Exempt. 

 

• Exempt/Non-Exempt status is not precisely correlated with 

classified staff pay grades. 

 

• Contact HR if the employee’s status is unclear. 
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Positive Paid = Hourly Employees 
 

All Non-Exempt employees are 

Positive Paid so that all of their time 

will be accounted for. 

 

Exception Paid = Salaried Employees 
 

All Exempt employees are Exception 

Paid. 
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Leave 

Management 
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Kronos is now Shepherd University’s 

official leave management system.  
  

For Positive Paid employees (Hourly; 

Non-Exempt), leave must be reported in 

HOURS not DAYS. 
 

Exception Paid employees (Salaried; 

Exempt) may report leave in days. 
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Shepherd University employees may 

use only Annual Leave or Sick Leave.   

 
 

 

• All other types of leave (which Kronos 

refers to as pay codes) should be 

ignored!   
 

• If an employee submits the wrong type of 

leave, the supervisor needs to refuse it. 
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Please log in now to your myApps account by 

clicking on the myApps icon on the State 

Auditor’s website.   

https://www.wvsao.gov   

 

After that, click on Kronos and then click on 

My Information under Workspaces (top 

right). 

 
 

(Mozilla Firefox is recommended for Kronos.) 
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When you are logging into Kronos using 

the computer at your desk, if you 

encounter problems with Java please 

contact IT Service’s User Support for 

assistance. 

 

If you are a Banner user, you may need 

to ask IT Services to configure your 

computer so that your Banner access is 

not compromised. 
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Click on Workspaces > My Information > 

Time Off Request on the right.  
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The Time Off Request screen opens in a 

new tab to the current week. 
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Click on Request Time Off. 

The Time Off Request box appears. 

20 



Shepherd University 

Select Type:  Time Off Request. 

 

Enter Start Date and End Date of 

leave request. 
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To submit more than one leave 

request, click on + Add another 

time-off period.  An additional row 

will be added for a leave request. 
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An additional leave request must 

be used when submitting leave on 

continuous days!  In other words, 

each day must have its own leave 

request. 
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Do this: 

Not this: 
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Select Pay Code Annual Leave or 

Sick Leave.    
 

You may see other pay codes 

available but please do not use any 

of them other than Annual Leave or 

Sick Leave! 
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Select Duration. 

For Positive Paid (Hourly; Non-

Exempt) employees, all leave requests 

must be submitted using HOURS.   
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Enter Start Time.   

Enter a for a.m. or p for p.m.  
(i.e., 3p = 3:00 p.m., 10a = 10:00 a.m.) 
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Enter Length of hours.  Leave must 

be entered in increments of no less 

than 15 minutes (.25 hours). 

  

 

 

Use decimals for less than one hour: 

0.25 = 15 minutes 

0.5 = 30 minutes 

0.75 = 45 minutes 
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• Click Submit for supervisor approval. 
 

• Click Draft if you want to submit the 

request at a later time. 
 

• Click Cancel to exit without saving or 

submitting. 
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Leave will be shown on your Timecard in “My 

Information” only after the supervisor has 

approved it. 
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If you were going to exit Kronos, 

you would click Sign Out under your 

name on the top left hand side of 

the screen. 
 

Please do not exit Kronos during 

this training session.  We will 

continue to navigate within the 

system. 
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PLEASE NOTE:  When you enter 7.5 hours of 

leave for one work day with an 8:00 a.m. start time, 

what you may see when you hover your mouse 

over the time off request is 8:00 a.m. – 3:30 p.m. 

even though your normal work day is 8:00 a.m. – 

4:30 p.m.  

 

That is okay.  It just means that the system has 

accounted for your one hour unpaid lunch break.   

 

If it shows 8:00 a.m. – 4:30 p.m. then it is deducting 

8.5 hours of leave rather than 7.5 hours of leave 

and that would be incorrect.  
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How to View and Cancel Leave Requests  
 

• Only supervisors can cancel leave after it 

has been approved by the supervisor. 

   

• Instructions for canceling leave after it has 

been approved are in the Supervisors’ 

Section of the Leave Manual. 

 

• The following instructions show employees 

how to view and cancel leave requests that 

have not yet been approved. 
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Click on Workspaces > My Information > 

Time Off Request on the right.  

The Time Off Request screen opens 

in a new tab to the current week. 
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The page will display leave requests for 

the current week.   Use the drop down 

arrow to change pay periods or click on 

the calendar button to select dates. 

The icons to the right will allow you to 

change the view by day, week or month. 

Hovering over the icon with your mouse 

will show the view type. 
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Time off requests pending will display an arrow. 
  

  

  

 

 

Time off requests approved will display a check 

mark. 
  

  

 

  

Time off requests retracted will display an X. 
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Retract is used to withdraw leave 

requests that have not yet been 

approved by the supervisor.  
 

• Retracting a leave request will cause it to 

be canceled.  
 

• When this occurs, the leave request 

status will change to Retracted on the 

supervisor’s screen. 
 

• No action is required by supervisors when 

employees retract their leave. 
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To cancel (retract) a submitted leave request, hover 

over the leave request on the calendar with your 

mouse.  Click on the circle with an arrow and select 

Retract.  

The Retract Time Off Request box will appear.  

Review the request and click Submit to retract the 

leave request or click Cancel to exit the request. 

The retracted 

time off request 

will now display 

an X. 
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To view a leave request, hover 

over the request on the calendar 

with your mouse.  Click on the 

circle with an arrow and select 

Details.  
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The Time off Request details 

will display, including status 

history. 
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Positive Paid (Hourly; Non-Exempt) 

employees may not request leave in the 

distant future unless they have enough 

leave in their account at the time of the 

submission of the request to cover it. 

 

Exception Paid (Salaried; Exempt)  

employees may request leave in the distant 

future.  Kronos will project what their leave 

balance should be at the time the leave will 

be taken. 
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Supervisors:  Leave 

Management 

40 
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Request 

Manager Alert Exceptions 

Alert 

Workspace 

Carousel 

Related 

Items Pane 

Supervisors’ Work Space 
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How Supervisors Manage Leave Requests 

Click on Request Manager in the Related 

Items pane. 
 

 

A new window will appear.  The page will 

default to time-off and include all of the 

employees that you supervise. 
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The page will default to the current 

pay period.  Use the drop down menu 

to change to a different pay period. 
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Use the All Status drop down to change 

search criteria. 
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Leave will display below for your 

employees based on the criteria selected. 
  

 

 

 

Double click on the request to view. 

Click Close. 
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Approving a Leave Request 

Select the leave request and click on 

Approve.  

Review the request and click on 

Approve. 

The Edit key is not functional. 

Supervisors should not use Retract; 

that is for employees’ use only. 
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Refusing a Leave Request 

Refusing a leave request is used for 

leave that is still in Submit status and 

has not yet been approved. 

   

This leave request will not appear on 

the employee’s Timecard; however, it 

will display as “refused” on the 

employee’s time-off request screen.  
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Select the submitted leave 

request and click Refuse. 

 

Review the request and again 

click Refuse. 
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Canceling a Leave Request 

Canceling a leave request is used for leave 

that already has been approved.   

 

Please remember that after a supervisor has 

approved a leave request, the supervisor is 

the only one who can cancel that request. 

 

Once the leave has been canceled, the 

leave request status will change to Cancel 

Approved. 
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Select the leave request and click on 

Cancel. 

 

Review request and click on Submit. 

 

The request status will change to Cancel 

Submitted. 

 

Select Cancel Submitted leave and click on 

Cancel Approved. 

 

Click Approve.   

The leave status will change to Approved. 
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1. If Positive Paid (Hourly; Non-Exempt) 

employees have submitted leave requests 

and their supervisor has not approved the 

leave requests by the end of the current 

pay period, then those employees will not 

be paid for that time! 

 

2. Similarly, if employees have asked their 

supervisor to cancel a leave request and 

their supervisor has not approved the 

cancelation, the employees’ time will be 

deducted from their leave total. 
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Viewing Your Employees’ Leave 
Supervisors can view their employees’ leave records 

through the Leave Hours Detail. 

• From the Related Items pane, select Quick Links > 

Leave Hours Detail.  

• Select a group of employees from the Show list. 



Shepherd University 

• Select Range of Dates from the Time Period drop-

down list. 

• Enter the Start and End date in the designated fields. 
 

• Review the totals in the Sick or Annual Leave column. 
 

Viewing Your Employees’ Leave - Continued 
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Delegating Authority 

 

Supervisors may delegate authority  

to another supervisor when they are 

unavailable for some period of time. 

 

Please see the Leave Management 

System Manual or the Time Keeping 

Manual for details. 
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Time Keeping 
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All Positive Paid (Hourly; Non-

Exempt) employees must account 

for their time every day either by 

using a timeclock or by using the 

ESS timestamp feature on a 

computer.   
 

If they do not record their time then 

they will not be paid! 
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Clock-ins and clock-outs must be 

done within 7 minutes of the 

employee’s start or end time.   

 

The time will be rounded to 15 

minute increments. 
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Positive Paid (Hourly; Non-Exempt) 

employees must clock in and out for 

lunch every day. 
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In order to clock in and out via 

timeclock, Positive Paid employees 

must be programmed into the 

timeclocks, which uses biometrics 

(fingerprints).  

  

Employees will be given their wvOASIS 

numbers, which they will need each 

time they clock in or out using a 

timeclock.  
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• When someone has been programmed into 

the timeclock then they can use either a 

timeclock or timestamp in order to clock in 

and out.  
 

 

• If they have not been programmed into the 

timeclock then they must use the computer 

timestamp. 
 

 

• All Positive Paid employees are encouraged 

to get programmed into the timeclock so that 

they will have a choice. 
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If Positive Paid employees forget 

to clock in and out at the beginning 

and end of their work day, or at the 

beginning and end of their lunch 

period, then the employee’s 

supervisor will have to correct the 

employee’s Timecard. 
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Timeclock Instructions 
(Positive Paid Employees Only) 
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Timeclock Instructions - continued 
(Positive Paid Employees Only) 
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Timeclock Locations 

Bookstore  

Butcher Center 

CCA  

Dining Hall 

Erma Ora Byrd 

Hall 

Facilities 

Management 

Frank Center 

Gardiner Hall 

Grounds Trailer 

Human Resources 

Ikenberry Hall 

Knutti Hall 

Library (2) 

Martinsburg 

Center 

Miller Hall 

Moler Hall 

Snyder Hall 

Student Center 

Wellness Center 

White Hall 
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Employee Self Serve (ESS) Timestamp 
(Positive Paid Employees Only) 

Click ESS Timestamp in the menu to the right. 

65 



Shepherd University 

 

• Click Record Timestamp. Click only 

once! 
 

• The green circle with a white 

checkmark inside indicates success. 
 

• Close the ESS Timestamp tab. 

ESS Timestamp Entry - continued 
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ESS Timestamp Entry - continued 

• Click Refresh on the My Information tab. 
 

• The Timecard will not apply changes until 

you have clicked Refresh. 
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ESS Timestamp Entry - continued 

If refreshing does not populate the Timecard, 

do not record another timestamp.  
 

• Instead, click Time Period and select Previous Pay 

Period; then  

• Reselect Current Pay Period.  
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ESS Timestamp Entry - continued 

Please Note:  If you have a 

timestamp that needs to be 

updated or corrected you will 

need to contact your supervisor. 
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Paper Timesheets 
 

Employees who have second jobs 

will have to complete paper 

timesheets for their second job.  

This mostly applies to student 

employees. 
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• Paper timesheets must be submitted 

(preferably by the employee’s supervisor)  

by Noon every Monday for the prior week. 

 

• Paper timesheets are being collected every 

week because work hours on timesheets 

must be manually typed into wvOASIS and 

the turnaround time is short. 

Paper Timesheets - continued 
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• Submit paper timesheets to the 

Payroll Office (for regular employees) 

or to the HR Office or Business Office 

(for student employees). 
 

• Paper timesheets can be scanned and 

emailed.  If you do that, please send 

the original through campus mail. 

Paper Timesheets - continued 



Shepherd University 

All full-time staff and (12-month) 

faculty who earn leave must 

approve their Timecards every 

other Friday on the last day of the 

pay period. 
 

Part-time, casual and student 

employees do NOT need to  

approve their Timecards.   
 73 

Approval of Timecards by Employees 
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Approval of Timecards (continued) 
 
When approving your Timecard, be sure the Time 

Period dropdown box shows Current Pay Period.  

 

Step 1: Select the Approvals drop-down arrow.  

Step 2: Select Approve. 

 

After employees approve their Timecard and the 

pay period ends, changes cannot be made. 

If you notice a problem, contact your supervisor. 
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Example of what a Positive Paid Timecard 

should look like at the end of the pay period: 
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Example of what an Exception Paid Timecard 

should look like at the end of the pay period: 
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Employees may confirm that their timecard 

has been approved by themselves and their 

supervisor by clicking on the Sign-offs, 

Requests, & Approvals tab on the Timecard.   

Timecard Approval by Employee and Timecard 

Approval by Manager are shown under the Action 

Taken column. 
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Supervisors:  Time Keeping 
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Supervisors:  Timecard Exception Edits 

A Timecard Exception is a notification on 

an employee’s Timecard (highlighted in 

red) that alerts employees and 

supervisors to possible discrepancies on 

the Timecard that may need attention.  

However, not all exceptions require 

adjustments. 
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Lunch Time and End of Shift Punches always 

will show as exceptions. If the times are correct, 

then no edits are needed. 
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Supervisors:  Timecard Exception Edits (continued) 

Missed Punches 

• If time is missing from a full day, the date 

displays in a solid red box.  

• To add time worked, click in the cells of the 

missed punches and enter the correct times; 

click Save. 
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Adding Pay Code (Leave) to a Timecard 
 

Supervisors should add leave to an 

employee’s Timecard only if leave is needed 

on a Timecard at the end of a pay period 

and the employee has not submitted a leave 

request for approval. 
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Correcting a Punch 
 

Click in the cell of the incorrect punch, hit the 

backspace to delete the incorrect time and 

enter the amended time. Save. 
 

 

 

 
 

 
 

When supervisors make changes to employee’s Timecards, 

they should print before and after screen shots and file those 

for audits. 
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Supervisors must approve 

Timecards by no later than Noon on 

the Monday following the close of 

each pay period. 
 

If you approve Timecards on the last 

Friday of the pay period, select Current 

Pay Period.  If you approve Timecards 

on the following Monday, select 

Previous Pay Period. 
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On the Hours Detail page, select All Home from 

the Show drop down list. 

 

 
To open a Timecard, double‐click on the 

employee’s name. 

Review the Timecard, click on Approvals near the 

top of the page and select Approve. 
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Supervisor Timecard Approval 
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To confirm approval of their employees, 

supervisors may click on Pay Period Close in the 

right column.  If you approved the Timecard, your 

name will show under Managers Who Approved 

Timecard.  

85 

How Supervisors View Employees’ Timecards 



Any questions? 

Please remember to access user 
manuals and other wvOASIS/Kronos 

materials on the HR website! 


