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In the fast-paced world
of  modern  business,
efficiently  managing
your  workforce  is  not
just  a  luxury—it  is  a
n e c e s s i t y .  F r o m
tracking  employee
hours  to  managing
complex pay rules and
ensuring  compliance
w i t h  l a b o r  l a w s ,
organizations  rely

heav i ly  on  robust
s y s t e m s  t o  k e e p
operations  running
smoothly.  One  of  the
most powerful tools in
th is  domain  is  the
Kronos  Workforce
Management  suite,
n o w  p a r t  o f  U K G .
However,  the  true
power of this software
i s  u n l o c k e d  o n l y
through  proper  setup.
Whether you are an HR
professional,  an  IT
administrator,  or  a
business  owner,  this
K r o n o s
Configuration  Guide
will  walk  you  through
the  essential  steps  to
tailor  the  system  to
your  organization's
unique needs, ensuring

https://app.ardentx.com/


2

2 Kronos Configuration Guide 2022-11-23

accuracy,  efficiency,
and  a  seamless  user
experience.

UNDERSTANDING
THE FOUNDATION:
WHAT IS KRONOS
CONFIGURATION?

Before  diving  into  the
technical  steps,  it  is
i m p o r t a n t  t o
unde r s tand  wha t
configuration  truly
means  in  the  context
o f  K r o n o s .
Configuration  involves
setting up the software
t o  m a t c h  y o u r
company's  specific
policies,  pay  rules,
work  schedules,  and
labor  regulat ions.
Unlike  customization,
which  involves  coding
or  altering  the  core
software,  configuration
uses  the  tools  and
settings  within  the
platform  to  define
behaviors.  A  wel l -
executed  configuration
means  your  system

automatically  applies
the  correct  overtime
rules,  tracks  accruals
a c c u r a t e l y ,  a n d
integrates  flawlessly
wi th  payro l l .  Th is
foundational  step  is
critical because even a
small  misconfiguration
can  lead  to  payroll
errors,  compliance
issues,  and  employee
dissatisfaction.  This
guide  wil l  help  you
navigate the key areas
that  demand  your
attention.

PRE-
CONFIGURATION:
GATHERING
ESSENTIAL
INFORMATION

O n e  o f  t h e  m o s t
common  mistakes
organizations  make  is
j u m p i n g  i n t o  t h e
software setup without
a  c l e a r  p l a n .  A
s u c c e s s f u l
configuration  begins
long  before  you  log
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into  the  administrator
conso le .  S ta r t  by
gathering  all  relevant
company policies. This
includes your overtime
calculation  methods
(daily,  weekly,  or  a
b l e n d ) ,  s h i f t
differentials,  meal  and
break  rules,  holiday
pay  po l i c i es ,  and
a c c r u a l  r u l e s  f o r
vacation and sick time.
You also need a clear
understanding  of  your
o r g a n i z a t i o n a l
structure,  including
departments, locations,
pay  groups,  and  job
codes.  Having  this
i n f o r m a t i o n
d o c u m e n t e d  a n d
a p p r o v e d  b y
stakeholders will serve
as  your  roadmap.
W i t h o u t  t h i s
preparat ion,  your
configuration  process
will  be  filled  with
g u e s s w o r k  a n d
frequent  revisions.

Defining
Pay
Policies
and Work
Rules
The  backbone  of  any
Kronos  configuration  is
the set of pay policies
you  establish.  These
rules  dictate  how  the
system calculates  pay
b a s e d  o n  h o u r s
worked.  For  example,
you  might  need  to
configure  a  policy  that
pays  time-and-a-half
after  40  hours  in  a
work week, but double-
time after 12 hours in a
single  day.  Using  the
Kronos  configuration
tools,  you  can  set  up
multiple  pay  policies
and  assign  them  to
different  groups  of
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employees.  This  is
particularly  useful  for
organizations  with
union  employees  or
workers  governed  by
different contracts. Pay
policies  also  include
rounding  rules,  which
define  how  punch
times  are  rounded  to
the nearest increment.
Carefully  configuring
these  rules  ensures
that  your  employees
are paid accurately and
your company remains
compliant  with  wage
and  hour  laws.

Setting
Up
Accruals
and Time

Off
Policies
Managing  employee
time  off  can  be  one  of
t h e  m o s t
a d m i n i s t r a t i v e l y
burdensome  tasks  if
n o t  a u t o m a t e d
correctly. In the Kronos
configuration,  you
define  accrual  rules
that  automatically
grant  employees  paid
time  off  based  on
tenure,  hours  worked,
or  a  fixed  calendar
schedule. For instance,
you  can  configure  the
system  to  award  40
hours of vacation time
to  all  employees  on
January  1s t ,  o r  to
a c c r u e  a  c e r t a i n
number of hours each
pay period. Beyond the
calculation,  you  also
need  to  configure  the
request  and  approval
workflows.  This
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involves setting up the
chain  of  approvals,
defining  how  far  in
advance requests must
be  submitted,  and
determining  whether
t h e  s y s t e m
automatically subtracts
t i m e  f r o m  t h e
employee's  balance
upon  app rova l .  A
properly  configured
accrual system reduces
m a n u a l  w o r k  a n d
empowers  employees
to view their  balances
in real-time.

STRUCTURING
YOUR
ORGANIZATION:
THE HYPERION
AND HIERARCHY
SETUP

A  we l l - o rgan i zed
structure within Kronos
makes  repor t ing ,
s c h e d u l i n g ,  a n d
m a n a g e m e n t
significantly  easier.
The  system  uses  a

hierarchy that typically
includes  organizations,
departments,  and
locat ions .  In  your
configuration,  you  will
define these levels and
assign  employees  to
them.  This  structure
impacts  everything
from who can approve
time cards to how labor
costs  are  distributed.
Additionally,  you  will
set  up  "Hyperfind"
queries,  which  are
essent ia l ly  saved
search  criteria  that
allow  you  to  quickly
filter  employee  data.
Fo r  example ,  you
might  want  a  query
t h a t  s h o w s  a l l
emp loyees  i n  the
"Shipping"  department
who  are  scheduled  to
work  tonight.  Taking
the  t ime  to  bui ld  a
logical  and  consistent
o r g a n i z a t i o n a l
structure  during  your
initial  setup  will  save
countless  hours  down
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the road.

CONFIGURING
EMPLOYEE
PROFILES AND
DATA

Every  employee  in
your  system  has  a
profile  that  contains
critical  information
n e e d e d  f o r
configuration.  This
includes  their  hire
date, pay rate, job title,
assignment  to  pay
policies,  and  accrual
profiles.  During
configuration,  you  will
need  to  decide  how
this data is populated.
Many  organizations
choose  to  integrate
Kronos  w i th  the i r
H u m a n  R e s o u r c e
Information  System
(HRIS) to automatically
import employee data.
If you are entering data
manually  or  using  a
spreadsheet  import,
y o u  m u s t  e n s u r e
accuracy.  A  single

incorrect  employee
type  assignment  can
cause  the  wrong  pay
rules  to  apply.  Pay
special  attention  to
configured  fields  like
"exempt status," which
determines  eligibility
for  over t ime.  The
employee  profile  is
w h e r e  a l l  t h e
configured  policies
come together for each
individual,  so verifying
this  data  is  a  critical
quality assurance step.

TIMEKEEPING
CONFIGURATION:
CLOCKS,
PUNCHES, AND
VALIDATION

The core  of  Kronos  is
t imekeeping,  and
configuring  the  clocks
and  punch  rules  is
where  the  rubber
meets  the  road.  You
need  to  decide  how
employees  will  record
their  time.  Will  they
use  a  physical  time
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clock, a web browser, a
m o b i l e  a p p ,  o r  a
combinat ion  of  a l l
three?  Each  device
type  may  requ i re
specific  network  or
security  configuration.
More  importantly,  you
must  configure  the
rules  that  validate
punches. For example,
you can configure your
s y s t e m  t o
automatically  flag  a
missed  punch  or  an
early  lunch.  You  can
also  set  up  "punch
rounding" rules,  which
define  how  the  system
rounds the exact clock-
in time to the nearest
work  rule  interval.
Many organizations use
"15-minute  rounding"
in accordance with the
7-minute rule, but your
configuration  must
match  your  stated
policy.  Effective
t i m e k e e p i n g
configuration  reduces
errors  and  makes  the

approva l  p rocess
s m o o t h e r  f o r
managers.

Establishi
ng
Schedule
Patterns
and
Coplannin
g
For  many  industries,
creating and managing
schedules  is  a  daily
task.  Kronos  offers
powerful  scheduling
capabilities that can be
configured  to  enforce
labor  budgets,  skill
requirements,  and
employee  availability.
In  th is  par t  o f  the
configuration,  you  will
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define  schedule
patterns.  A  pattern
might  be  a  rotating
shift that repeats every
two  weeks,  or  a  fixed
M o n d a y - t o - F r i d a y
schedu le .  Dur ing
configuration,  you  can
set  up shift  templates
with  specific  start  and
end  t imes ,  b reak
assignments, and even
labor levels. Advanced
configurations  also
allow  you  to  set  up
"bullpen" or open shift
management,  where
employees can pick up
available  shifts  based
on  their  qualifications.
Configuring these tools
correct ly  not  only
improves  operational
efficiency  but  also
boos t s  emp loyee
s a t i s f a c t i o n  b y
providing  predictable
and  fair  schedules.

SECURITY
CONFIGURATION:

WHO SEES WHAT?

D a t a  s e c u r i t y  i s
paramount, and Kronos
provides robust tools to
control  access.  During
your configuration, you
must  define  user  roles
and  permissions.  A
common approach is to
c r e a t e  r o l e s  l i k e
" A d m i n i s t r a t o r , "
" M a n a g e r , "
" S u p e r v i s o r , "
" E m p l o y e e , "  a n d
"Payroll  Clerk."  Each
role  is  configured  with
specific  access  rights.
F o r  e x a m p l e ,  a
manager might be able
to  view  and  approve
time  for  their  direct
reports but not change
p a y  r a t e s .  A n
employee  might  only
see their own schedule
and time card. Access
can also  be  restricted
by  organizat ional
h i e r a r c h y ,  s o  a
m a n a g e r  i n  o n e
location  cannot  see
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d a t a  f o r  a n o t h e r
location. Take the time
during  your  init ia l
setup  to  thoroughly
plan  your  security
m o d e l .  P o o r l y
configured security can
lead to  data breaches
o r  c o m p l i a n c e
violations.  Use  the
pr inc ip le  o f  l eas t
privilege, granting only
the  access  necessary
f o r  e a c h  r o l e  t o
per fo rm  the i r  j ob
functions.

INTEGRATION
CONFIGURATION:
CONNECTING
KRONOS TO
PAYROLL AND
HRIS

A  standalone  t ime
clock  is  limited.  The
true value of Kronos is
r e a l i z e d  w h e n  i t
integrates  with  your
o t h e r  b u s i n e s s
systems.  The  most
critical  integration  is

w i th  your  payro l l
system.  You will  need
to  configure  how
Kronos  exports  hours,
pay  codes,  and  totals
to payroll. This involves
mapping  Kronos  pay
c o d e s  t o  p a y r o l l
earning  codes.  For
example, your "Regular
Time"  in  Kronos  must
map  to  the  "Regular
Earnings" code in your
payroll  software.  You
also need to establish
the  export  schedule
and  any  validation
rules.  Additionally,
integrating  with  your
HRIS  ensures  that
employee master data
stays  synchronized.  If
an  employee  gets  a
promotion  in  HR,  that
c h a n g e  s h o u l d
automatically  reflect  in
Kronos.  Configuring
these integrations  can
b e  t e c h n i c a l l y
challenging,  but  it
eliminates  redundant
data entry and reduces
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the  r i sk  o f  human
error.  Work  closely
with your IT team or an
i m p l e m e n t a t i o n
partner  to  get  these
connections right.

TESTING YOUR
CONFIGURATION:
THE DRY RUN
CHECKLIST

Once  you r  i n i t i a l
configuration  is
complete,  resist  the
u r g e  t o  l a u n c h
immediately. Testing is
a non-negotiable step.
C r e a t e  a  t e s t
env i ronment  that
m i r r o r s  y o u r
production  setup.  Use
a set of test employees
with various job roles,
pay  types,  and  work
schedu les .  Then ,
simulate  a  ful l  pay
cycle. Clock in and out,
submit  time  off
requests, and generate
approval  workflows.
Verify that overtime is
calculated  correctly.

Check  that  accrual
balances  are  updating
proper ly.  Test  the
export  to  payroll  and
confirm  that  the  data
matches  your  manual
calculations.  Testing
helps  you  ident i fy
configuration  errors
before  they  affect  real
paychecks.  Document
your test cases and the
expected  results.  If
something  does  not
produce  the  correct
outcome, you need to
r e v i s i t  y o u r
configuration.  This
d i l i gence  i s  what
separates a successful
implementation  from
one  p lagued  w i th
issues.

TRAINING AND
CHANGE
MANAGEMENT

E v e n  t h e  m o s t
perfectly  configured
system will fail if your
u s e r s  d o  n o t
understand how to use
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it.  Configuration  is  not
j u s t  a b o u t  t h e
software;  it  is  about
setting  up  processes
that people can follow.
O n c e  y o u r
configuration  is  tested
and  finalized,  develop
training  materials  for
a d m i n i s t r a t o r s ,
m a n a g e r s ,  a n d
e m p l o y e e s .  F o r
administrators, training
s h o u l d  f o c u s  o n
m a i n t a i n i n g  t h e
configuration,  adding
n e w  u s e r s ,  a n d
t r o u b l e s h o o t i n g
common  issues.  For
managers,  training
should cover approving
t i m e ,  r e v i e w i n g
schedules, and running
r e p o r t s .  F o r
employees, the focus is
on punching in and out
correctly,  requesting
time  off,  and  viewing
their  schedules.  Good
configuration  simplifies
these tasks,  but users
still  need  guidance.

Provide  cheat  sheets,
quick reference guides,
a n d  l i v e  t r a i n i n g
sessions.  A  smooth
rollout  with  proper
training  will  increase
adoption  rates  and
reduce the number  of
help desk calls.

ONGOING
MAINTENANCE
AND AUDITING

Y o u r  K r o n o s
configuration  is  not  a
"set  it  and  forget  it"
p r o j e c t .  A s  y o u r
business evolves, your
configuration  must
evolve  too.  New  pay
r u l e s  m i g h t  b e
negotiated with unions,
new  locations  might
open,  or  new  labor
laws  might  take  effect.
Regular audits of your
configuration  are
essential.  Schedule
quarterly  reviews  of
your  pay  pol ic ies,
accrual  rules,  and
secur i ty  sett ings.
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Check  that  employee
profiles  are  up  to  date
and that  no orphaned
d a t a  e x i s t s .
Additionally,  monitor
system  logs  for  any
unusual activity, which
c o u l d  i n d i c a t e  a
configuration error or a
security issue.  Staying
p r o a c t i v e  w i t h
maintenance  ensures
tha t  you r  sys tem
continues  to  function
correctly  and  remains
compliant.  Assign  a
dedicated  system
administrator  who
owns  the  configuration
and stays current with
K r o n o s  s o f t w a r e
updates.

CONCLUSION

Configuring  Kronos
effectively  is  a  journey
that  requires  careful
planning,  detai led
execution, and ongoing
attention.  By following
the  steps  outlined  in
this  comprehensive

Kronos  Configuration
Guide, you can build a
w o r k f o r c e
management  system
that  reduces  manual
effort,  minimizes
errors,  and  ensures
compliance.  Start  with
a  solid  foundation  by
gathering your policies
and  organizational
d a t a .  T h e n ,
methodical ly  work
through  pay  rules,
a c c r u a l s ,
o r g a n i z a t i o n a l
structure, security, and
integrations.  Never
skip the testing phase,
and  always  invest  in
user  training.  When
you  configure  Kronos
thought fu l ly ,  you
e m p o w e r  y o u r
w o r k f o r c e  w i t h
accurate time tracking,
f a i r  p a y ,  a n d
t r a n s p a r e n t
scheduling.  The  result
is  not  just  a  software
implementation,  but  a
strategic  advantage
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that  supports  your
business  goals.  Take
the  time  to  get  the

configuration right, and
your  organization  will
reap  the  benefits  for
years  to  come.


