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1.  Log into Kronos and navigate to timecard.  
 

2.  Timecard appears. 
 
Click in the Transfer column for the in- and out-punch day for when the Telework occurs. 
 

 
3.  Search in the Transfer field.  

 
Select the dropdown in the Transfer field and click search. 
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4.  The Select Transfer window appears.  
 
Under the Work Rule section, click on <None> and then type “TEL”.    

 
 
The list will display based on the first 3-characters.  Or click on dropdown arrow to scroll 
to the TELECOMMUTE work rules. Select the appropriate work rule from the dropdown. 

 
5.  To return to the timecard click  

6.  The TELECOMMUTE work rule will populate in the Transfer column.  
 

 

7.   Click Actions > Calculate Totals.  
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8.  Click Save.  
 

 
 

9.  Totals & Schedule reflects the TEL for 8 hours. 
 

 
 

 
 


