BASIC NAVIGATION — KRONOS 8.1

After logging out you are brought back to the log in page.

Navigators are customized views of the information that is important to completing daily work tasks in the
application. All navigators include a home workspace that is displayed when you first log on.
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Parts of the Navigator
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. Active Bar - A horizontal area at the top of the navigator that displays the currently opened workspaces
as tabs. Click a tab to bring a workspace in to focus. Click the Refresh icon next to the title to reload the
workspace with information.

. Add Workspace - Tab for activating one or more workspaces. (Note: Only appears if you have been
assigned another workspace in addition to your home workspace.)

. Alerts - Links, which appear as Icons, enabling you to quickly view the type and number of tasks and
issues that require your immediate attention. (Note: Alerts are optional.)

. Name/Sign Out - Identifies the user and provides a link to log out of navigator. Your photo may also
appear here.

. Search - Click to open the Search widget, to locate employees and their information

. Workspace - A work area made up of one or more views and the Related Items pane

. Views and Widgets - A workspace can have one or more pre-sized views. Views are holding areas for
widgets, which are the task-oriented tools you use to review data and perform actions. In this example,
there are two views, and each one currently holds a widget. When you need to work with a different
widget, you can swap it into either view, replacing the current occupant.

. Related Items Pane - Includes one or more additional widgets that are part of the workspace; the
Related Items pane contains different widgets for each workspace
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Inactivity Timeout
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Your session is about to time out.
Do you want to remain logged in ?
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Inactivity Timeout

The inactivity timeout screen appears if there is no user
activity, such as saving or searching, for a set length of
time.

When the timeout warning appears, click Yes to continue.
If you are finished with your session, click No.

Note: the timeout is set to 10 minutes.
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Repositioning Widgets
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Repositioning Widgets

Select a widget from the right and drag it over
and release. For this example we will be moving
Timecards Widget into the view.
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Hovering for Details

Hover the mouse to see a tool tip containing details, where applicable R——
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Using the GoTo Control

Depending on how your navigator is configured, you may be able to perform further actions on the entries in a
widget. If your navigator has a GoTo control configured, you may be able to select one or more employees,
click the GoTo control, and then access the employees’ timecards, the Schedule Planner, or another Workforce
Central page where you can perform an action.
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Workspace Tabs
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Instructions

Click the plus SIEsn (+) to open a new
Workspace tab.
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My Information 0| X | #
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Each active workspace gets its own tab. You can switch back and forth between workspaces
by selecting the tab you want to view. You must always have at least one workspace open,
but you can close any additional worksp?Ct)'ssb by hovering over its tab and clicking the Close

X) button.
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‘ Maximize/Restore Icons ‘

Instructions

Click to ex_mnd a widget in a primary view to its maximum size.
(This will temporarily hide any other widgets.)

ol Loaaed  Cusvent Pay Period = B 20 Home

Motice the Timecard is now in full screen.

Click again when maximized to restore to
the original size.
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Instructions by
Click on the Search Widget in the top :m

right corner of your screen.
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KRONOS
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Instructions

Next:

Enter part of an employee’s name and Search offers potential results
that fit your criteria. For example, type "jon"” into the search bar.

For the purpose of this training, click Submit. In your system this will
pop-up automatically as you type.

Note: Notice the Hints On option is selected and includes options to
search by.
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The Search Wizard will offer potential employee’s that fit your
criteria.

Note: You are now able to enter an Em?loyee ID to
search for employees as well.
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