To approve a time off request:

1. Go into Kronos, then go to your GENERAL tab and choose Inbox.
2. Double-click the time off request that you want to open.
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3. A box will open (example below). Please choose Next.
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Welcome to Request for TimeOff Evaluation process
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4. A box will open that looks like the example below. You will see the type of request, start and end
dates and the balances the employee has. It will then ask you what you want to do. You can approve
or reject by clicking in the appropriate circle, or you can Recheck Rules, which simply runs the
request through the system again to ensure that the employee has enough time to take off, per their

request.
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Rule Violations: Mone
Accrual Violations: Maone
Employee ID: 116326
Employee Name; Thiem, Yuriko
Vacation Balance: 163:30
Excess Vacation Balance:

Sick Balance: 53300
Donated Sick Balance: 0:00

Comp Time Balance: 0:00
Personal Holiday Balance: 8:00

PTO Balance:

Reqguest Type: Vacation Used Exception 3
Start Date: 5/03/2010
End Date: 5/05/2010
Hours Type: Specify Hours
Start Time: 8:00AM
Hours Per Day: 8:00

Day Type:
Unavailable Start Time:
Unavailable Duration:

Employee Message:

Zcheduled and Mon-scheduled Days

What do you want to do?

Override Shift:

Create Open Shift:

® approve O Reject O Recheck Rules
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5. Once you’ve approved, you’ll need to scroll down using the scroll bar on the right-hand side of the
screen.
6. Then, hit the Next button.

Hours 1ype: Specity Hours

Start Time: 8:00AM

Hours Per Day: 8:00

Day Type: Scheduled and Mon-scheduled Days

Unavailable Start Time:

Unavailakle Duration:

Employee Message:

What do you want to do?

® Approve O Reject O Recheck Rules

Override Shift:
Create Open Shift:
Message:

7. Finally, hit Save & Close and you are done. An email will be sent to the employee.
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Thank you for using Request for Time Off evaluation process.
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