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Non-Exempt Employees
Update Online Information:  

1.  FORMCHECKBOX 
  From Human Resources Menu, select DEPARTMENTAL HR SYSTEM (DHRS).                        

2.  FORMCHECKBOX 
  Select EMPLOYEE, then INQUIRY and Kronos TAG Information. 

3.  FORMCHECKBOX 
  Input employee’s UM ID#/S.S. #
4.  FORMCHECKBOX 
  Click on RETRIEVE.

5.  FORMCHECKBOX 
  Verify the correct employee name appears on the screen.

6.  FORMCHECKBOX 
  Click on MODIFY CURRENT KRONOS DATA.
7.  FORMCHECKBOX 
  From the drop-down menu select:

a) Department Number

b) Sub-Department Number

c) Tag Number

8.  FORMCHECKBOX 
  Input the TEMPLATE CODE.

9.  FORMCHECKBOX 
  Input (if applicable)

a) Badge ID

b) Clock Group

10.  FORMCHECKBOX 
  Input first day of work or the next day following to the “Extracted Date.”

11.  FORMCHECKBOX 
  Input REMARKS.

12.  FORMCHECKBOX 
  Click on UPDATE to submit the changes.
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