
Time Records – Coding Time to Certain Grants or 
Projects 

 

Adding A Single Base Pay Time Record for a Date 
 
 
Time worked for each day is entered as time records in Kronos.  Certain 
employees working on special projects or with certain grants may need to record 
which grant/project they are working on in Kronos.  Human Resources or 
Financial Services will notify you if you will be required to report your hours in 
this method. 
 

NOTE: Employees should NOT enter any records for hours worked 
before the time is actually worked. 

 
 
1. On the selected date, in the Punch Hours Field, enter the number of hours 

worked. 
 

 
 

NOTE: Employees must enter their total hours worked each day in quarter-hour 
increments only.  For example, if the employee worked 8 hours and 12 minutes, 
they would round this to 8 hours and 15 minutes which would be 8.25 total 
hours worked.  The employee would then enter 8.25 in the punch hours field. 
Rounding is done to the closest quarter-hour. 

 



2. Next to the labor levels, click on the magnifying glass to bring up your labor 
level options. 

 

3. The Transfers window will display.  Click on the magnifying glass next to the 
Bus Unit field to see all possible options to charge your time to.
 

  



4. Double click on the appropriate 5-digit code to select it.

  

5. You will now be back at the Transfers screen with the code you selected 
displaying in the Bus Unit field.  Click Save. 

6. You will now be back on the Timecard Editor screen.  The new code you 
selected will show in your labor levels.  Click save or press Enter on your 
keyboard to save this time record.
 

   

Note:  If you know the 5-digit code that corresponds to the grant or project 
you are working on, you may simply click in the labor levels box and type in 
the appropriate code over the top of the existing code.  However, you must 
make sure you do not change anything after the first backslash(/).  Those 
fields are preset by HR.  Attempting to erase or change them will cause 
errors. 



 

7. Selecting Cancel will exit the Timecard screen and Save your changes. 

The Pay Code Hours Breakdown will 
display at the bottom of the screen. 


