
Log in

Enter 
Employee ID

check box 
on employee

go to -  
timecard

Click 
calendar by 
"Current Pay 

Period"

select "out"  
value

export "punch in"  
value = Kronos Out time 

value

hit edit

override " in"  
punch 

apply

save

add 
comment 

with Doc ID

Yes

select " in"  
value

No

insert " in"  
time

HR Missed Punch- in (Update Kronos/Timekeeping)

Launch 
google 
chrome

Open HHC 
intranet

Open 
Timekeeping

Click Search 
icon

Click "Select 
Range"

Enter Start 
Date & End 

Date
(adjust dt)

Click Apply

Next Employee 
available?

Start next 
workf low

no

Search new 
employee id

yes

queue obtained 
from output of 
timekeeping
(success)

Launch 
google 
chrome

HHC intranet

open people 
soft

HR Missed Punch- in (Update Peoplesoft)

Click Log in 
to HR 

Express

Enter 
Credentials

Enter 
explanation/note 

of what was 
processed

Click 
completed

Next Account 
available?

end 
automation

no

Click return 
to search

Click 
employee 
DOC ID

Midnight 
employee 

Click 
Navigator

Click 
Express 
Manager

Click Pay 
Correction 
Approval

Enter 
Employee ID 

& Doc ID

Hit Search

Obtain queue from 
\\hhcsystem.org\AppSrvShares\RPA_HR\Input

Did record appear for 
selected date range?

Yes

Next Employee 
available?

Start next 
workf low

no

Result = Failure
Result details = 
Punch not found 
for date range 

searched

No

Yes

Automation processed on "Processed_Time_Kronos". 
Missed punch updated to "punch_in". Any 

questions regarding the automation reach out 
to Peter.Nelson@hhchealth.org.

Potential to loop each 
record through entire 

process instead of 
batching

yes

Send SMTP

Attach 
outputf ile

Follow 
SMTP Matrix
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