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Approving Time Off Request Using the Navigator :

Last updated at TA41PhA

n Log-on to the Kronos system. L3 Requests

(b MissedPunchappraval 2

(p Time-Off §

Click the Request Alerts Widget and click
Time Off Request or click Time Off Request
Manager in the related items area.

Choose the Schedule Period. The system | sl Feied =]
defaults to Current Schedule Period Tme-off (] 8 Select Dates
therefore only the request within that period Reques  StartDate | | 107142012
will appear. Click the Calendar Icon and _ End Date AR |
select a range of dates. Choose a e

Start Date and End Date and click OK. Cancel
Note: The range should be several
months to ensure you pick-up all potential
requests.

n Select a request and click Approve.

m/wznu712/31/zn1z,qu] al =
Time-off [ w] | Subrmitted @

Edit Approve Refuse Pending Retract Request Time Off

Madified By Submit Date atus Submitted By Stait Date Employee End Date
ALLEN, JENNIFER, 10/08/2012 10:328M ALLEN, JEMMIFER. 10/08/2012 ALLEN, JENNIFER. 10/08/2012
JOHHSTON, LAURA -Personal 10/21/2012 T:38PM JOHNSTOM, LAURA 1044772012 JOHNSTON, LAURA 10/13/2012

(Rppmve Time-Otf Request

Review the detailed request before P Subrmitted 10/08/2013-10320230
final approval. Click Approve to Emp::::*i ff;:f;:‘;f::““
approve the selected request. e

You can add Comments at this time Requested

before clicking Approve. Tee ik

Start date 10/08/2012 End date 1040842013
Duration Hours

Starttime  R00PM Length 100k
Comments and Notes

Edit

Note: Before clicking approve on Step 4, you can Comments

click Details to view more detail or click Refuse to
not approve the request for whatever reason that
you may have. You will be able to enter comments

as well if you click refuse. P— Cancel
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