
 
Kronos Workforce Timekeeper 

My Timecard Navigation 
  

 

My Timecard brings you to the current week’s pay period where in and out times are entered.  

 

 

 

 
 
 

My Timecard 

Field Description 

Log Off Always click log Off to end your Workforce session to ensure that 
connections are not left open. 



My Information: 

My Timecard Provides detailed time sheet instructions for all weekly paid 
employees. 

My Reports 

Click on the My Reports button from within the navigation bar to 
access the My Reports window.  In the My Reports window, you can 
run time detail or schedule reports if applicable as of a selected time 
period. 

Help 
Link to Kronos on-line Help.  Refer to the HRSC web site 
http://www.bc.edu/offices/hr/employees/all-kronos-empdocs.html 
for specific needs. 

Totals and 
Schedules Shows hours the employee will be paid 

Audit  Shows all transactional activity done on the timecard and the user 
information. 
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