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Approve Timecard - Employee

Purpose: The purpose of the work instruction is to assist employees approving their
timecard. Timecards are required to be approved on the last shift or day of the employees
pay period.

Step Action

1 Login Kronos Navigator

2 Click the More drop down menu, then click Approve

My Timecard
Current Pay Pericd E] Refresh I Mare q
Date Schedule Pay Code Amount In Out Lpprove
Mon 10/3 5:00-16:30 5:00 16:30 I
Remove Approval
Tue1l/s 5:00-15:30 300 16:30
Wed12/3

3 Check the system notification message

My Timecard

Timecard is Approved

Current Pay Period - ﬁ Refresh More
& Approved by 77777 10/8/2015 11:48
Date Schedule Pay Code Amount In Out Transfer
Mon 10/3 2:00-15:30 3:00 1530
Tia 118 OGN 200 1820
® End of Work Instruction
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