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High-Level Process Flow of Request for Time Off 
 

Employee submits 
Request for Time Off 

(via KRONOS Timecard
My Information - My Actions).

Request is automatically sent to 
Manager’s KRONOS Inbox 

(General – Inbox - Tasks tab) & 
E-mail is automatically generated and 

sent to Manager’s Primary e-mail

Copy of Request automatically appears in 
Employee’s KRONOS Inbox 

(General – Inbox - Messages tab) &
E-mail is automatically generated and 

sent to Employee’s Primary E-mail 
confirming the request was sent.

Manager Approves OR Rejects 
Time Off Request

(via KRONOS Inbox in either 
Timekeeper or Self Service)

Approval/Rejection notice is automatically 
sent to Employee’s KRONOS inbox &

E-mail is sent to the their primary e-mail, 
notifying them of the approval status.

Copy of Approval/Rejection automatically 
appears in Manager’s KRONOS inbox &
E-mail is sent to their primary e-mail 

Approved?

Timecard is automatically updated 
to reflect Time off

Yes

Cancellations: If the employee does not take time off as planned, 
the employee must Cancel the Time off request and 
the Manager must approve the cancellation 
before the time off will be removed from the timecard. 

KRONOS Request for Time Off Process Flow 

EndNo
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To request time off: 
 

1. Either log into your KRONOS Timecard OR KRONOS Self-Service… 

a. In the Timecard under My Information, select My Actions   
 
b. In Self-Service under Additional Notifications, select Actions List  

 
 

2. Within Actions, select Request for Time Off     
 

3. Fill out the Request – see below… 
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Filling out the Time Off Request: 

• Select a Request Type of either PTO or ESL from the drop-down list.   
IMPORTANT:  You can ALSO use this form to request Jury, Bereavement, and Sabbatical.  
HOWEVER, the system only validates accrual amounts for PTO and ESL; it does not validate any 
rules for Jury, Bereavement, or Sabbatical.  It will be up to the manager to validate the time 
requested for Jury, Bereavement, and Sabbatical. 
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• Select a Start Date using the calendar.   
 
• Select an End Date using the calendar. 

 
• You can type a free-form message/comment in the Message box.  This is optional. 

 
 

• If you are Salaried and have a pre-populated timecard filled in for you based on a schedule, 

click the “Same Hours as Scheduled Shifts” radio button.  
 
• If you are Hourly and DO NOT have a pre-populated timecard filled in for you, click the “Specify 

Hours” radio button.   
 

• Hourly only:  You will need to then fill in the bottom section of the Request for Time Off. 

 
o Enter the Start Time for you normal work day (example: 7:00) 
o Enter the Hours Per Day you work (example: 8, 10, or 12) 
o Select the Day Type of Scheduled and Non-scheduled Days 
 

• Select Next to submit the request.    [OR click Reset or Cancel if you do not wish to 
submit the request.] 
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4. A message indicating, “Thank you for your TimeOff Request” will appear.  Select Save & Close.  

 
 

5. The request will automatically be sent by the system to your manager. 
 
6. You will receive a receipt in your INBOX (under the General Menu) AND you will receive a 

confirmation e-mail if you have listed a primary e-mail in Self Service. 
 

• To check your KRONOS Inbox: 
 

o Under the General menu in the Timecard, select Inbox. 

  
 
OR Under Additional Notifications in Self-Service, select Inbox. 

 
 

o Select the Messages tab. 

 
 

o Select the message you want to see and select Open. 
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8. If your manager approves the Time Off Request, you will receive notification in your KRONOS 
inbox AND via e-mail (if you have a primary e-mail set up via Self-Service). 

 
KRONOS Inbox Notification – example of Approval Notification 
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Example of Primary Email Approval Notification  
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9. AND, IF the request is approved, your timecard will automatically be updated with the time off. 
 

 
 
Note:  IF you’ve requested time off for a time in a future pay period, the time off will not appear 
in your timecard until that pay period becomes the current pay period.  HOWEVER, time off will 
show in the Accrual tab as a Projected Debit. 
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Approving a Request for Time Off: 
 

1. Log into either the KRONOS Timecard or KRONOS Self-Service and open your Inbox OR click 
either link in the Request for Time Off e-mail notification from your employee.  

• From the Timecard, under General select Inbox  OR 
• From Self_Service, under Additional Notifications select Inbox 
• OR from the e-mail notification, click on the link to either Self Service or the Timecard 

(Workforce Central) 
 

 
2. The inbox has two tabs: 1. Tasks and 2. Messages.   
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3. Select the request you want to review from the Tasks section of the Inbox and click Edit.   

 
4. The Request for Time Off will open in a separate window… Fill out the request: 

 
• Review the request.  Select Approve or Reject.  [Note:  For ESL, Bereavement, Jury Duty, 

and Sabbatical, validate that the use of requested time off adheres to company policy.] 
• Make sure Override Shift and Create Open Shift are selected. 
• You can type a message to your employee using the Message box.  This is optional. 
• Select Next to submit the approval/rejection. 
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5. The approval/rejection will automatically be sent by the system to your employee’s KRONOS 
Inbox and primary e-mail (if applicable). 

 
6. You will retain a copy of the approval/rejection in your KRONOS inbox AND you will receive a 

copy via your primary e-mail.   
 

7. If approved, the employee’s timecard will automatically be updated with the time off. 

 
  

Note:  IF you’ve requested time off for a time in a future pay period, the time off will not appear 
in your timecard until that pay period becomes the current pay period.  HOWEVER, time off will 
show in the Accrual tab as a Projected Debit. 
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Cancelling a Request for Time Off 
1. Log into your KRONOS Timecard OR Self-Service.  IMPORTANT: You MUST have a Time Off 

Request in KRONOS in order for you to be able to Cancel it. 
2. From the Timecard under My Information, select My Actions (OR from Self-Service under 

Additional Notifications select Actions List). 
 

3. Then, select Cancel Time Off  
4. Fill out the Cancellation Request – see below… 

 
• Select the Request Type (PTO or ESL) 
• Select the Start Date (of the day(s) you want to cancel) using the calendar 
• Select the End Date (of the day(s) you want to cancel) using the calendar 
• Select Save & Close 

5. The request will automatically be sent by the system to your manager. 
6. You will receive a receipt in your INBOX (under the General Menu) AND you will receive a 

confirmation e-mail (if you have listed a primary e-mail in Self Service). 
7. If your manager approves the cancellation, you will receive notification in your KRONOS inbox 

AND via e-mail (if you have a primary e-mail set up via Self-Service). 
8. AND, IF the cancellation is approved, your timecard will automatically be updated with the time 

off being removed. 
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Approving Cancellation Requests 
1. Log into either the KRONOS Timecard or KRONOS Self-Service and open your Inbox OR click 

either link in the Cancellation e-mail notification from your employee.  
• From the Timecard, select Inbox under General   
• From Self Service, select Inbox under Additional Notifications 
• OR from the e-mail notification, click on the link to either Self Service or the Timecard 

(Workforce Central) 
 

 
 

2. Select the request you want to review from the Tasks section of the Inbox and click Edit. 
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3. The Cancellation Request will open in a separate window… 

 
 

4. Review the request.  Select Yes (or No). 
 
5. You can enter a reason for rejection; this is optional. 

 
6. Select Save & Close to submit the cancellation approval. 

 
7. The approval/rejection will automatically be sent by the system to your employee’s KRONOS 

Inbox and primary e-mail (if applicable). 
 

8. You will retain a copy of the approval/rejection in your KRONOS inbox AND you will receive a 
copy via your primary e-mail.   

 
9. If approved, the employee’s timecard will automatically be updated to have the time off 

removed. 
 

 


