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Accessing Kronos WFR

• Go through Devereux Corporate Citrix Server:  
https://remote.devereux.org

• Click on the Kronos WFR icon:  

• By clicking on the Kronos WFR icon, it will 
automatically log you in the software.

https://remote.devereux.org/


Default View



ACCESSING EMPLOYEE TIMESHEETS

• Click on Manage Time tab

• Click on Manage Timesheets

• Click on By Week



OR

(SEE NEXT PAGE)



ACCESSING EMPLOYEE TIMESHEETS

• Click on Manage Time tab

• Click on Manage Timesheets

• Click on Current



SELECT ALL EMPLOYEES
To select all employees, click on the white box and the blue box with the white check mark will appear and
all employees will be selected.

Then click on View Timesheets.



Employee Weekly Timesheet View

Employee Name Time Period Edit times in the From and To Columns
Add A Row Delete Row HML or TOB Date

Click here
to Add
a note on
desired 
day.



Example of Transferred Shift Via Clock In



Approving An Employee Timesheet

Once all edits and corrections have been made to an employee’s timesheet, you can approve it.
To approve, simply click on the APPROVE button.



Accessing Your Current Timesheet

 Click on My Account;
 Click on My 

Timesheet;
 Click on My Current 

Timesheet



Requesting Time Off

 Click on My 
Account;

 Click on My 
Time Off;

 Click on 
Request.

CONTINUED ON NEXT SLIDE



 Choose 
desired 
Time Off;

 Choose 
Full Day, 
Partial 
Day or 
Multiple 
Days;

 Provide 
Comment 
To Justify 
Request;

 Click On 
Submit 
Request.



TOB and HML Balances
To Get To Your HML and TOB Balances:

> Click on My Account;
> Click on My Time Off;
> Click on Request;
> Click on Request Time Off.



Things To Remember

• Timesheets are automatically submitted for Supervisor Approval every 
Sunday at 10:00 am;

• Supervisor must approve an employee’s time card EACH week;

• Exempt employees can no longer enter their own HML or TOB hours;

• Use the following website when non-Devereux computer to 
access/review your timesheet:  
https://secure.saashr.com/ta/6002889.clock.  When using this website, 
you’ll need to create a password that contains the following:

> 8 characters

> Upper Case Letter

> Lower Case Letter

> Number

> Symbol

Example:  Password1!

• Calc. Details tab will provide information on how your hours are 
calculated;

https://secure.saashr.com/ta/6002889.clock

