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Kronos: Process Employee Timesheets

Employee timesheets are automatically submitted to their manager at 5:00 am on the Monday
following the last day of the pay period. The manager/timekeeper must review and approve all
employee timesheets for accuracy in preparation for payroll processing. There are several ways to
do this. You can do this from either My To Do Items, Timesheets Awaiting My Approval widget, or
while viewing the timesheet.

Timesheets are auto-submitted every Monday at 5:00 a.m. following the end of the pay week.

Before you approve your employees' timesheets, you should:
e Review employee timesheets and resolve:
o Missed punches

o Shortage of hours (for example, weekly total should be 37.50 but employee has
35.50)

e Process all Change Requests and Time Off Requests
e Proceed with timesheet review and approval.

You can approve or reject timesheets from either the My To Do Items page or the Timesheet Edit
page.

Access Timesheets Awaiting Approval
Employee requests appear in your Kronos mailbox.
1. From the User Dashboard, select the My Mailbox (bell) icon.
2. The My to do items page displays your pending requests.
Note: Your mailbox will include all requests awaiting your approval.

®

My to do items €3

zsa

< My todo items

10f7 * | 3570w > Approve/Reject Time Off Request  220-PER-PAY (Personal)

O~ view: [System]~ G e TT  techtrain techtrain (techtrain) %

126 01559 pm Created 07/01/2026 11:54 am
Time Off 220-PER-PAY (Personal)

Approve/Reject Time Off Request Date July 3,2026

Total Hours 050
o T 220-PER-PAY (Personal) Job Number: 01

(& View Accrual Balances

Approve/Reject Timesheet [%] Modify

I:I T Jun 21,2026 - Jun 27, 2026 E? Open Timesheet

& View Scheduled People

“2 View Workflow
Approve/Reject Timesheet
0 TT  Juni4, 2026 - Jun 20,2026

Reject Approve

Approve a Timesheet
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Requests can only be approved for pay weeks with an Open, Submitted, or Rejected status.
From Open Timesheet View

1. Select the My Mailbox (bell) icon in the upper right portion of the screen.

2. Select the request (i.e., Approve/Reject Timesheet) from the left panel.

3. Select Open Timesheet and review the employee’s timesheet for
accuracy. (r'o, View Accrual Balances)
4. Select Approve. ] Modify

5. Click the arrow in the upper left portion of the screen to return to your list E2 Open Timesheet
of timesheets pending approval.

# View Scheduled People

2. View Workflow

Reject a Timesheet

1. Select the blue Reject button.

2. The Reject Timesheet window will display.

3. In the Comment box, enter the message to the employee so the employee knows why their
timesheet was rejected and what they need to do to correct the timesheet.

Note: This message will only be in the email; the employee will not see the details in any
other location.

4. Click Reject.

The employee timesheet will reflect a status of rejected. Once the employee has made the
needed corrections, you can approve the timesheet using the Approve Timesheet process.

Once you have rejected the timesheet, an email will be sent to the employee notifying them.

From: noreply@saashr.com <noreply@saashr.com:>
Sent: Monday, May 1, 2023 7:51 AM

To:1 @collierschools.com>
Subject: External -Timesheet Rejected

This Email originated outside of Collier County Public Schools and may contain a link. Please do not click links you were not specifically expecting, even from known senders.

Hi

Your timesheet starting 04/16/2023 and ending 04/29/2023 has been rejected with the comment "Please submit a change request for a time
entry for Monday April 17th and 18th"

Please contact your manager with any questions.

Thank youl
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Requests can only be approved for pay weeks with an Open, Submitted, or Rejected status.

My To Do items €@

€ My To Do Items

Page [ 1 | of5 » 1-5of24Roms

Select all (0/0) Saved: [System]w Y ©) e
Approve/Reject Time Off Request Approve/Reject Time Off Request
techtrain techtrain 680-OUT.NO-SUB
680-OUT-NO-SUB
CEN T I G techtrain techtrain (techtrain) &
esheet Change Request
‘»"Dm__-‘ o e O | e Pt St | Do g™ osiameemennd, ]

[ G-

Tip: To process multiple requests, select the checkboxes and choose Approve or Reject (in the
upper right portion of the screen).

o -0

My todoitems €D

1-50f35 Sperpage ™ Page 1  of7 >
O~ view: [System] =

techtraig

ted: 07/01/2026 11:54 am

Approve/Reject Timesheet
TT Jun 21, 2026 - Jun 27, 2026

techt
Creat

techtrain

Approve/Reject Timesheet
TT Jun 14, 2026 - Jun 20, 2026

techt

Reminder: Approved requests are added to the employee's timesheet and removed from your To
Do list.
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Submit Time Off Request for an Employee
Use this option to create a request on an employee's behalf.
1. From the User Dashboard, select the My Team tab.

2. Select the Actions (...) menu next to the employee’s
name and choose Time Off.

The Time Off Request screen will appear. a Today' Tasks (2)

> CCPS Search

3.

4. Select the Time Off Type and click Start Request.

5. Select the Request Type. Bl il et

6. Complete the required date and time details. My team -

7. Add comments (Optional). (e @

8. Select Submit Request. Tof1 + Thows Tof.

[ select all (011)

Reminder: Manager-submitted requests must still be O T B techtrain techtroin

approved before they are applied.

-0

Time > Time Off > Request

¢ Time Off Request

Employee * Time Off Type
G techtrain techtrain ® [ [a
“ Accrued Balances Details
Viewing Time Off Accrual Balances © .
Q)
From the Team tab: - S !
1. Select Time > Time Off > Balances. * & " un
. . . TEAM
2. The Time Off Balances screen will display.
. . . £ My Team >
3. In the Employees field, click the search icon to search for and select -
the employee’s timeoff balance you would like to view. o fme v
H H H . . . Time Off v
4. The screen will display the time off balance (i.e., vacation, sick, o
personal, etc.) for the selected employee.
Balances
Points >
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Time = Time Off > Balances

< Time Off Balances

@ | techtrain techtrain B
Hour | Day
[ |
01-vacation
current

354.00 hours

Current Accrued 406.00 hrs
Current Balance 354.00 hrs
Requested 165.50 hrs

Request

01-Sick

Current Accrued

Current Balance

Requested

Click to search for
the employee

Click to convert
hours into days

86 . ga hours

104.00 hrs
86.50 hrs

13.50 hrs

Request

01-Personal

current

1 00.00 hours

Current Accrued 100.00 hrs
Current Balance 100.00 hrs
Requested 0.00 hrs

Request
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