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Review & Approve Time Cards

Purpose: Use this Job Aid to Review and Approve Time Cards at the end of every bi-weekly pay
period or each day. You must fix all time card issues before approving a time card. Refer to the
Fix Time Card Issues Job Aid for more information.

Guide Objectives Upon completion, the user will:
e Know how to review time cards
e Know how to approve time cards

Prerequisites None
Kronos Role Supervisors
Revision Date 7/24/20
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Review & Approve Timecards

At the end of each Pay Period, it is important to review timecards to ensure you find all of the issues that need
to be reviewed before approving time. Time cards can be approved each day, or at the end of a pay period. The
only difference between approving timecards for the entire pay period or just one day is the date filter that you
select. All Timecard approvals must be done on Friday at the end of a Pay Period or the Monday of the
beginning of the next pay period. All time off requests within the pay period must also be approved or denied
before approving timecards.

1. From the Manage My Department window, select the Approve Timecards Genie from the drop-down
menu.

# Manage My Departme...

Genies o e
Loaded

Approve Timetards ~ aded 2:51PM | Previous Pay Period - - All Home -
é—.. fi+- Y |0 ¥ o Eo
Select All Column Filter Timekeeping  Approva Refresh Shar GoTo
s Selection

Name Employee Assigned Manager~  Unreviey
Approval Manager Approval Exceptit

2 ~Gotowidget
My Audits

My Timecard
Reports
Requests
Schedules
Timecards

Schedules

O oissmEc O o .o

» Go to workspace

2. Select the correct Pay Period from the drop-down list. This will vary depending on when you are doing
the review and approval.
a. If you are approving timecards on the Friday of a Pay Period close, you would select Current Pay
Period.
b. If you are approving timecards on the Monday following the Pay Period close, you would
select“Previous Pay Period.
c. Ifyou are approving time each day, select Today or Yesterday.
Select the Select All Rows button to select all your employees.
4. Select Timecards from the Go To drop-down.

Timecards o

TESTING ot 1o0f11 P TESTING
Loaded: 2257 PM | Previous Pay Period = || 212 | |11 Employee(s) Selected ot

w




5. Click the Arrow button to advance to each timecard to review it. The only way to know if a timecard is
correct is to look at it. Even if it reflects 80 hours, that doesn't always mean 80 regular hours.
6. Click the Approval button to approve all of the timecards for the selected rows.

Note: You can remove a timecard approval by selecting Remove Timecard Approval. Timecard
approvals can only be removed by the person who did the approval.
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7. Click the Yes button to approve.

Approve Timecard

0 Are you sure you want to Approve?

No Yes

Note: Individual timecards display in yellow when they are approved
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