
Memorandum   
 
 
 
 
Date:  01/31/2018  
 
To:  Employment Services 

Cal Poly Pomona Foundation, Inc. 
     
From:  Dennis Miller, Chief Employment Officer 

    
Subject: Kronos Timekeeping, Approval Procedures & Verification of wages 
 
 

 
The procedures outlined below are to clarify recording time in Kronos. 
 
1.  All Foundation employees must have their time entered into Kronos for payment of 

wages using one of the methods of time entry:  time stamp, Biometrics using Kronos 
InTouch Terminals, Mobile device using the Kronos Mobile App or manual punch 
edits (requires a Manager license).  The Kronos system is for recording all time 
entries and this includes grant related “effort reporting”. 

 
2. It is the responsibility of each employee to verify the hours entered for any work 

performed on a pay period, weekly or daily basis.  It is required that each employee 
approve their respective time in Kronos by using the “Approval” option to provide 
Foundation with an electronic record of agreement with all timecard entries.   

 
3. It is the responsibility of each Kronos manager/supervisor to verify and approve all 

hours for their direct reports and to effect changes in Kronos where errors are 
observed, such as a missed punch, (a comment is required whenever a punch edit 
is made).  While time can be approved at any time during the pay period, the 
deadline for approving time in Kronos is 10:00 AM the Monday following the end of 
the pay period.   

 
4. Using the Approval option in Kronos provides an electronic record that the 

manager/supervisor agreed and approved the time each pay period for their 
employees.  Due to labor law on the timely payment of wages, and the underlying 
legal premise that all hours entered into Kronos are factual unless there is a known 
and valid reason to dispute those hours, payroll will process all time entered in 
Kronos even in those cases where the supervisor has not formally approved the time 
in Kronos.  Therefore, it is ESSENTIAL that managers/supervisors complete the task 
of reviewing and approving time in Kronos for their employees.   

 
5. Each pay period the hours entered into Kronos are reviewed for anomalies, 

balanced and signed off by the Payroll Department.  Ensuring employees are paid 
from the proper account and for the correct amount is the responsibility of the 

 



respective Kronos approver.  Therefore, all employees who have budget authority 
have access to labor reports and are encouraged to review their respective labor 
expenses in Kronos and in OneSolution at the end of each pay cycle to ensure their 
labor expense is in line with their expected labor expense.  

 
A key report generated from Kronos for the purpose of the verification of wages in 
the Earnings Register, which provides a detailed report of each employee paid in a 
grant project.  The Earnings Register is created by the Payroll department.  The 
Grants and Contracts Manager also has access to Earnings Registers for all grant 
projects and can provide this report to PI’s and other appropriate parties for review.  
Finally, the monthly P&L statement shows labor expense and these reports should 
be examined by mangers to ensure labor expenses are in line with forecasted 
expenses.  The overview of time in Kronos, along with Earnings Register and 
monthly P&L statements are the main tools used to review labor expenses. 
 

6.  Faculty Affairs has oversight of time worked in Foundation for University faculty to 
ensure they remain in compliance with CSU system-wide regulation on over-load 
limits.  Access to Kronos, for reviewing faculty working for Foundation, is provided by 
the Foundation Employment Services HR department. 

 
 


