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To Login:
1. Access the Kronos website at;

https://kronos.sandiego.edu/wfc/logon

2. Enter your User Name
3. Enter your Password

4, Click the button.

To Access Your Time Card:
1. Select My Information
2. Select My Timecard

To Enter Your Time Worked:
1. Click on the space for the appropriate day and
type of record you are noting
2. Enter time with appropriate morning/afternoon
designation (AM/PM)
3. Click Save.

To Approve Your Time Card:
At the end of each pay period, you will need to approve
your timecard.

1. Review your time card to ensure that it
accurately reflects your time worked.
Select from the menu.

Select Approve.
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