
To all Substitute Teachers; 

This is an informational reminder. Please complete your KRONOS before you start your work day. Your 

timesheet is your responsibility. Timekeepers at the site should only be verifying and approving your time, not 

entering it for you. If your time is not entered, it will not show up on the report we use to process pay. 

If you need assistance entering your time in KRONOS, you may stop by the payroll office and we would be 

happy to assist you.  

 

 

Below are some quick tips to assist you: 

After you log into your time card, you must first select the pay code. In most cases, this will be Cert Sub Hours-Accrue. Once 

you click in the box, you will be able to select the down arrow with the choice: 

 

Next put in your hours, use 6 for a full day or 3 for a half day: 

 

 

 



 

Now go to Transfers, click in the box lining up with the information you just entered, and you will see another drop down arrow. 

Select that arrow and go to “Search” at the bottom:  

 

This will bring up the Transfer box where you are required to add your work location, your job class (rate of pay), and the name of 
the teacher you were subbing for. If you are subbing for an SH, SDC or RSP Teacher, please ensure this also shows when you select  
your job class. 

  



 

 

Once all three elements are entered; Select Apply.  

 

 

Remember to “save” in the upper right. If you are entering more than one teacher in the same week, you will need to save between 

each person in order to have another line available.  

 

 



 For Sick time, Select the Pay code on the left: 

 

Then add 3 for a half day or 6 for a whole day absence under the appropriate date:    

 

For your transfers, you will add the work location as District Office and your rate of pay (job class:  

 

 

Your transfer will look like this  

 

Thank you for your cooperation.  The Payroll Department.  


