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Section One: General Information
A. What is Kronos

 Kronos Work Ready Force is a nationwide company that provides an
electronic platform for employees and the employer to enter their
work schedule, review your time off balances and track time off
requests.

B. Employee Manual
 This employee manual will be available on the school website. It will

demonstrate and discuss the basic outline for registering with Kronos
and how to navigate through the Website, Timeclock, and Mobile
application.

C. Electronic (Paperless) Data
 This newly implemented system will allow our company to move away

and ultimately eliminate the need for paper timesheets and paper
request off forms. This will not only save the district funding, but it also
allows for a more efficient and fast tracking way to maintain all your
work and time request inquiries.

Section Two: Website
A. Signing In

 Open your web browser and navigate to the Windham Public Schools
Kronos site.
 If you do not have the web address for Kronos:

1. Please go to the Windham Public School homepage
(www.windhamps.org).

2. Once there, click on in the top right hand 
corner of the screen.

3. This will then bring you to the Staff quick links. You can
then access the Kronos Website by clicking on

. 

http://www.windhamps.org/
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 Once at the navigated screen, please enter your workforce ready 

Username and Password (case sensitive)* and click the “Login” button. 
________________________________________________________________________ 
 
*Please Note: if you are locked out of Kronos after too many sign-in attempts or if you 
have forgotten your login information, please contact your school secretary or 
administrator to assist you with your password reset and unlocking. Should you need 
further assistance, please contact the Payroll Department at payroll@windham.k12.ct.us. 
________________________________________________________________________ 
 

 
 You may be prompted to configure your virtual code settings. Please 

select one of the three options shown. 
 Enter your code and click the “Continue” button. 
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B. Employee Homepage/Main Menu 
 
 On the top right-hand side, you will see an icon with your initials. If 

clicked, this will give you access to your information and your profile. 

 On the top left-hand side of the homepage, you will see three lines 
that is your menu icon.  
 

 
 

 In “My Information” you will be able to access your profile information, 
change password and other security settings. 

 In “My Time” you will be able to access your timesheet as well as 
request for a timesheet change and request for time off. 

 In “My Schedule” you will be able to view your work schedule and 
hours set upon hiring. 

 In “My Learning” all employees will have the option to learn how to 
navigate the system through Kronos themselves. 

 In “My Company” all employees will also be able to view company 
announcements. 
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C. Clocking In/Out 
 In order to clock in and out of the Web Application, please go to the 

Main Menu icon , click “My Time”, and then “Timesheet” twice. 
 

 
 

 It will bring you to your current timesheet. Located under the 
timesheet period, you will be able to Clock In or Out by clicking on the 
designated button. 
 

 
 

D. Submitting Timesheets 
 Go to the Main Menu icon, click “My Time”, then “Timesheet” twice. 
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 Please review your timesheet for accuracy for missing punches or if 
your “Time Off Request” has been filled in before “Submitting for 
Approval” 
 

 
 

 Once you “Submit for Approval” you will be asked if you would like to 
continue submitting your timesheet. 
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 After reading the Acknowledgment Confirmation, click “ok”. 

 
E. Requesting Time Off 

 
 In order to request time in Kronos, click the Menu icon in the top left 

hand corner of the page 

 click the "My Info" icon  
 click "My Time", then "Time Off", and then "Requests"  
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 This will bring you to a calendar on your computer screen. Click the 
drop-down bar for “Time Off Type” 

 
 

 On the right hand side of the screen there will be a blue block that 
states “START REQUEST”, go ahead and click that button 

 Once that is clicked you can input your request. 

 
 Click the “SUBMIT REQUEST” button and then it’ll be sent for approval. 

 
F. Deleting Time Off Requests 

 In order to cancel time in Kronos, click the Menu icon in the top left 
hand corner of the page 

 click the "My Info" icon  
 click "My Time", then "Time Off", and then "Requests"  
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 This will bring you to a calendar on your computer screen. Click on the 
week you requested and it should give you options to "modify or 
delete" 

 Click the confirmation 
________________________________________________________________________ 
 
*Please Note: If you are attempted to modify or delete time off for a day that has already 
passed, please contact the Payroll Department at payroll@windham.k12.ct.us. We are 
currently the only department with the access to make that change for you. 
________________________________________________________________________ 
 

 Section Three: Timeclock 

 
 
 
 
 

mailto:payroll@windham.k12.ct.us
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A. Clocking In/Out 
 

 
 

 Your supervisor or school secretary will register your biometric 
information in the system through a quick five step process.  

 
 You will then be able to easily punch in/out of the timeclock by placing 

your finger on the sensor and it will automatically record your time.* 
________________________________________________________________________ 
 
*Please Note: The Payroll Department must create a new employee profile in Kronos 
before the school supervisor or secretary can enroll any new employee in the timeclock 
system. Once this is processed, any missed time can be re-entered on your timesheet, 
pending review and approval upon submission. 
________________________________________________________________________ 
 

 Should you face difficulties with punching in and out of the timeclock 
due to scanning issues, please contact your supervisor or available 
secretary to delete and re-enroll your information. 
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B. Review Punches 

 
 If you ever need to review your punches through the clock system, click 

the “Review Punches” icon. 

 
 You will then be instructed to type in your employee ID number or scan 

your finger. 
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 Once completed, you will be able to view your punches. 
 You will be able to punch in as early as seven minutes before your shift. 
 You will be considered late after seven minutes have past your 

schedule entry time. 
 You must notify your Administrator or school secretary immediately 

should you forget to punch in/out. This will need to be corrected via 
your Kronos electronic timesheet, reviewed and approved. 
 

C. View Schedule 

 
 

 
 Simply click the “View Schedules” icon. 

 
 

 
 

 Type in your employee ID number or scan your finger. 
 You will then be able to view your assigned schedule in calendar 

format. 
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 Tap on a day and your schedule for that time period will appear. 

 

       
 

D. Hourly Balances/Accrued Time 
 To view sick, personal, and vacation time (if applicable), you must click 

on the “PTO Balances” icon. 
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 Type in your employee ID number or scan your finger. 
 You will then be able to view your accrued time in hours, how much 

you have taken, what is pending approval and so on.* 
 

 
________________________________________________________________________ 
 
*Please Note: The Human Resources Department is in charge of reviewing and/or 
changing errors in regards to your balance inquiries. Please contact their department for 
further assistance at hr@windham.k12.ct.us. 
________________________________________________________________________ 
 
 

E. Request Time Off 
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 Type in your employee ID number or scan your finger. 
 Follow the Time Off steps indicated on the screen. Please note that if 

you are taking off multiple days, you will need to request within the 
Monday-Friday schedule. Should you want to take off Friday and then 
Monday of two separate weeks, you have request those individually. 
 

 
 

 
 

 Click “Done” to submit the request for your supervisor/administrator 
approval. 
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F. View Time Off Request 
 

 
 

 Type in your employee ID number or scan your finger. 
 You will then be able to view your time off requests. 

 

 
 

 Section Four: Kronos Mobile App 

A. Downloading App 
 Go to your phones app store and search for “Kronos Workforce Ready 

Mobile”. See the images below for both Apple and Android phone 
users. 
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 Pre-Setup: Once downloaded, you will need to select your Region 
(North America) and type in the 7-digit Company Short Name 
(6159672). Click the “complete” button. 

 This is for the initial set up only, you will not have to do this 
every time you log onto the app. 
 

 
 

B. Logging In 
 Go ahead and type your Username and Password. Click “login” 
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C. App View 

 
 

 On the top right-hand side, you will see an icon with your initials. If 
clicked, this will give you access to your information and your profile. 

 On the top left-hand side of the homepage, you will see three/four 
lines. That is your menu.  
 

D. My Profile 
 To access “My Profile”, go to the main menu icon, click “My 

Information” and then click “My Profile.” 
 

 
 

 You will be able to view your employee information as well as change 
your password or change your security questions. 
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E. My Timesheet 

 To access your timesheet, go to the menu icon, click on “My Time” and 
then click “Timesheet” 
 

 
 

 You will then be able to see your “Timesheet Status” (which means if 
it’s been submitted or rejected), you can view your hours worked, and 
any exceptions. 
 

F. Submitting a time sheet through the App 
 To access your timesheet, go to the menu icon, click on “My Time” 

and then click “Timesheet” 
 The app should automatically default to the current pay period and 

show you the dates. 
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 Click “Submit” and a “submit for approval” message will show. 
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 Once you submit and click “Ok”, you can no longer modify or make 
changes. If there is an error after you already submitted, you will have 
to contact your Administrator or school secretary to make the 
necessary corrections. 
 

G. Clocking In/Out 
 To clock in and out using the mobile app, please go to the menu icon, 

click on “My Time” and then click “Timesheet” 
 

 
 

 Click the “Clock” tab and then click on the clock in/out 
 

 
 

H. Request Time Off 
 To access your time off, go back to the menu icon, click “My Time” and 

then click “Time Off” 
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 From there you will be able to request, review, and see what has been 
taken. 

 
 Click “Request” 
 Select the type of time off you will be requesting in the dropdown bar. 

 

 
 

 Select the date on the calendar shown and then start your request. 
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 Follow the necessary steps instructed through the app and you will also 

be able to type in any necessary comments (if applicable). 

 
 Click the “Submit Request” button and it will be sent to your 

Administrator/Supervisor for approval. 
I. My Schedule 

 To access your schedule, go to the menu icon, click on “My Schedule” 
and then click on “Schedule” 

 
 

 You will then be able to click a day of the week in order to view your 
work schedule on the calendar.  




