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Go-Live – Sunday, October 6th

•Kronos.Dartmouth.EDU – Not Changing!
•We will redirect the cloud environment to same URL
•All time for October 6th – future in cloud environment

•Kronos-Hist.Dartmouth.EDU – new URL for “old” Kronos
•All time prior to October 5th in “old” environment
•Do not report time for October 6th in “old” system – it will not carry 

forward

•Accruals - PTO (Paid-Time Off) will not display until October 11th

•Need to close out the prior period before importing PTO hours
•You can still report PTO before they display

What you need to know!



•Updated Kronos Cloud Environment
•New Home Dashboard for accessing timecard
•New Employee Attestation and Approval
•New Assignment column for employees with more than one job
•Slight change in creating comments

What is Changing?!



•How hours are reported

•General timecard functionality is the same

•Expectations for reporting hours

•Record hours worked accurately on the Kronos Timecard.

•Record hours at the beginning and end of each shift.

•Record benefit time and/or comments on the timecard if needed.

•Review the timecard for accuracy before the end of the pay period.

•Submit the timecard no later than Saturday at midnight on the last day 
of the pay period.

What’s Not Changing?!



•Dartgo.org/Kronos2Cloud
• Training Resources

• Project Updates

•Payroll
• Questions about Paycheck

•Finance Center
• Navigating the system

• Reporting time 

• Corrections

•Kronos Admin  kronos.admin@dartmouth.edu

• Unable to log in

• Not able to see what you should see

• System doesn’t seem to be working correctly

• All other

How to get help? 

Drop-in Sessions
Monday – Friday: 

10/7 – 10/22
9:00 – 10:00 and 2:00 – 3:00

Dartgo.org/KronosHelp
(Subject to change based on need)

https://dartgo.org/kronos2cloud
mailto:kronos.admin@dartmouth.edu


Employee 
Navigation



Employee Dashboard
Kronos has a new look!!

 Customizable Dashboard
 Navigate to Timecard

 Your schedule (if 
applicable)



Timecard Access

You may access your timecard using the My Timecard tile, 
or navigate to the menu, clicking My Information and clicking My Timecard



Timecard 
Functionality



Timecard

Save

Notifications

Click the + (Plus) button when more 
than two In/Out punches are needed 
for one date

Timecard Details: where 
employee records all hours 
worked and Paid Time Off (PTO)

Share to Print 
timecard

View Totals, including 
regular, shift, daily and 
pay period to date

View PTO Accrual balances 
for Vacation, Personal Time, 
and Winter Break

Approve timecard



• Fresh look

• Same functionality

• Assignment Column for employees with more than one job

Timecard

Don’t forget to click 
Save to save changes



• Exceptions: Short Breaks, 

• Same functionality

Timecard



1. Right-click on time

2. Click Comments

3. Select Comment Type

4. Enter comment

5. Click Apply

Timecard – Adding Comments



Right-click on time to view new 
comment

Click Comment to edit comment

Timecard – View Comments



Timecard - Saving
Don’t forget to 
click Save to 
save changes

--> indicates the card has changes that have not been saved 

--> indicates timecard has been saved or no changes



• When reporting your final hours for the pay period, click Save, then 
click Approve on the ribbon.  

• An attestation window will hope, for you to confirm that all hours 
are accurate and have not be falsified. 

• Click Confirm and Submit

Timecard Approval & Attestation



Timecard - Totals



Timecard - Accruals
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