
 

 

Instructions Processing hours in Kentro Konnekt 
 

1. After you have logged in to Konnekt you will see the following screen: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. On the left you have a menu with various headings, which you can also find at the top of the 
red bar. You can navigate within the portal via both. 

 
To enter hours, you can click directly on enter hours from the main page:  

 
 
 

 
 
 
 
 
 

  



 
 

 

3. You will arrive at the following screen: 
 
 
 
 
 
 
 
 
 
 
 
 

 
In this screen you select the week for which you want to write hours. And then below that 
the placement for which you want to do this.  

 
After this, a time sheet will open: 

 
 
 
  



 
 

 

4. As you can see, you can enter your hours worked per day. This is the total number of hours 
you worked that day.  

 
 

 
 
 
 
 
 
 
 
 

 
5. As you can see, the number after the decimal point is to 2 decimal places. You will also see 

an explanation about this in the image. Enter 15 minutes as 0.25, 30 minutes as 0.50, etc. 
 

6. When you have entered all the hours for that week, submit the time sheet by clicking send. 
You can also save in the meantime by pressing the save button, so you can continue filling in 
the note later.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Example:  
 
You worked on Monday from 8:30 AM to 5:00 PM and had a half-hour break. The total number 
of hours worked is then 8.  
 
On Tuesday you worked from 6:00 AM to 3:15 PM with a half-hour break, which gives you a total 
of 8.75 hours worked.  
 
So enter 8 under Monday and 8.75 under Tuesday.  
 


