How to add the schedules on the timecard:-
Click on the below link to login to Kronos Dimensions (use google chrome)

https://argosus-uat.npr.mykronos.com,

Once you are in Dimensions click on the top 3 lines and then click on Time > Employee Timecards
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On the top right corner, click on the search icon, to view specific employees — Enter the last name with
an * in front or use the employee id to search for employees.
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https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fargosus-uat.npr.mykronos.com&data=02%7C01%7Caphadke%40argos-us.com%7C45af5dcce54c4b5311b208d799283435%7Cfaa44fd9dabe4064a6bb59608ea9d0f3%7C0%7C1%7C637146270263279891&sdata=1STQH04IdKQx4H4t22Pt9QspXjrnzf40pMKGkhtKCwA%3D&reserved=0

Once you find the employee, click on the checkbox on the left and click on Go To (highlighted) and then
click on Schedule
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You should be able to see the below screen, make sure previous pay period has been selected:-
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then right click on the employees name and click on add shift
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There will another window pops up on the right side of the screen as shown in the below screenshot,
here you will be adding the start time and end time of daily schedule. Click on the date (highlighted) to
expand the schedule.
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Carefully entered the start date and end date for 1 day and under the comments let system repeat the
schedule for 5 more days and click on apply.
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Once you click on Apply, the schedule will show up as below on the screen, dont forget to click on Save
icon:-
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Again right click on the same employee name and click on Go To, then click on Timecard
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Once you click on the Timecard, you will be able to see your time card as shown in the below
screenshot:-
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There is another way to add the schedule using Insert shift template icon

When you are on the schedule screen, right click on the schedule you will see the option (do not click on
the employee name) —Insert shift template.
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After you click on Insert shift template, there is another window, which opens up on the right side of
your screen, which give you multiple shifts options to pick, click on the suitable option and the shift will
pop up on the that particular day.
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You can use the Copy-paste option by clicking on More Options to reflect the same schedule on all days
of the week.
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