UAB Campus KronosTimekeeping System

Timekeeper/Editor Documentation
Adding Lunch/Break Punches

The Campus Kronos timekeeping system does not apply an automatic lunch/break deduction to an
employee’s Daily total worked hours when the employee’s primary organization is defined as a “No Auto
Deduct Lunch/Break Rule” organization. Employee’s are required to punch out and in of the Campus Kronos
system for lunch/breaks. Below are the instructions for adding missed lunch/break punches to an employee’s

Campus Kronos Timecard.

1. Open the employee’s Campus
Kronos Timecard for the correct pay
period.
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2. Click on the Plus (+) icon next to the
Date the lunch punches are to be
added.

This will create an additional line below the
existing line.
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. Date In Out
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punch record. :
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6. Click on the Calculate Totals icon.

The lunch/break total is now deducted from
the Daily total hours worked.

*Refer to the Lunch/Break Rounding Rule
Quick Guide for more information regarding
the Lunch/Break timespan calculations.
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Proceed to comment on Lunch/Break Out/In
punches.

Once comments have been entered, click on
the Save icon to save timecard edits.
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http://www.uab.edu/images/finance/vpad/pdf/KRONOS/Lunchbreakroundingrulequickguide.pdf
http://www.uab.edu/images/finance/vpad/pdf/KRONOS/Lunchbreakroundingrulequickguide.pdf

