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This will show you how approve your timesheet from the timeclock machine. Before
Approving your timesheet, you should already have reviewed your time for the week
to make sure it is accurate. Timesheets should be reviewed and approved on a
weekly basis.

Approving My Timesheet

Approving My Timesheet

1 Click on the Submit Timesheet icon on the timeclock’s home screen.

2 Once the keypad appears you will swipe your key fob along the bottom right front of the
machine.

Select the appropriate Time Period you will be approving.

Once you are sure the timecard is accurate, click Done.

A confirmation message appears to ensure you want to continue, click Submit.

A disclaimer will appear that you must agree to. Click OK to finish.

A Green Message Box will appear that says Time Sheet Submitted.

~No orh W

KRONOS

Review View Accrual
Punch In/Out Punches View Schedule Balances

Time Off Submit Timesheet
Transfer Request Timesheet Change

calul(

Swipe Badge

@? Punch In/Out

Enter Badge ID

Backspace

Use badge or enter
badge ID




i * Submit Timesheet - KIMBERLY SMITH
N Timesheet

06/28/2020
Start: 06/28/2020, End: 08/01/2020

07/26/2020
Start; 07/26/2020, End: 08/01/2020

08/02/2020
Start: NR/N2MAND Tt A0 iNal02Q

08/09/2020
Start: 08/09/2020, End: 08/15/2020

08162020

‘ Submit Timesheet - KIMBERLY SMITH
i TimeSheet Summary

[ TimeSheet Summary Leave Blank

08/10/2020
Comment Entries: 1, Incomplete: O, Hours: 8:15

08/11/2020
Entries: 1, Incomplete: O, Hours: 8:00

08/12/2020
Entries: 1, Incomplete: O, Hours: 8:15

08/M13/2020

TimeSheet Summary Leave Blank

Comment null




Disclaimer

By clicking approve, you are certifying that the time entries shown
here are correct and they reflect all the time you worked for the
Board. You are also certifying that the leave and the reasons
submitted for taking that leave are also correct. It is your
responsibility to correct missed punches and leave requests. If the
time reported is not 100% correct your manager and the Board
will work with you to resolve any discrepancies.

Cancel




