Request Time Off in Kronos
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Request Time Off

End date
Select the end date of the
time off request

Start time
Enter the start time of when
this paid leave will start

Type
Allows you to select type of

Request Time Off

Time Unit
Displays the units used (Full
day or Hours)

Paid Leave (Slide 4 for Type: | 10 HR Day VACATION Bequest =
details)
_ . _ . Daily Amount
Start date End date Time Lnit Start time Daily Amount
State date X Amount of hours used
Select the start date of the - .
time off request 5/09/2023 5/09/2023 Full day
Accruals on
Accruals on: | 5/09/2023 aas Displays Accrual Balance on
this date
N Balance
Accrual Balance Amount of hours left
Comp Time T3.82 Hour
Accrual
Displays a list of available Emergency Child Care FMLA 0.0 Hour
balances to be used
Emergency Paid Leave 35.13 Howr -

Note
Optional notes for
supervisors/payroll clerk

Mote (optional)

Cancel Submit



Time Off Requests Types

* You will have 7 Types of Request available to choose from.
* “10 HR Day VACATION Request” — This request type defaults to a FULL DAY of VACATION time for 10 HR/day staff.

* “7.75 HR Day VACATION Request” — This request type defaults to a FULL DAY of VACATION time for 7.75 HR/day
staff.

* “8 HR Day VACATION Request” — This request type defaults to a FULL DAY of VACATION time for 8.0 HR/day staff.
* “Comp Time Request” — This request type is how you request Comp Time off.

* “Floating Holiday Request” — This request type is how you request Floating Holiday time off.

* “Sick Time Request” — This request type is how you request Sick Time off.

* “Vacation Time Request” — This request type is how you request Vacation Time off in an amount other than full-day
durations.



Notification Emails

* Once the Time Off Request has

been submitted, you will get an
email notification. This could take
up to 5 minutes to receive.

* When a status update has been

made to the request, you will
receive another email
notification.

Status:

e Submitted
e Approved
e Refused
* Hold
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Time Off Request - Submitted

Submitted on : 4/20/2023

Status: Submitted

Employee: VANG, KONGMENG
Request type: Floating Holiday Request
Start date: 4/26/2023

End date: 4/26/2023

Notes:

Your time off request has been submitted in Kronos.

Quick Steps

Vang, Kongmeng

[F] Move Tags [F] Editing Zoom

Time Off Status Change - Message (Plain Text)
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Time Off Status Change

Vang, Kongmeng

i We removed extra line breaks from this message.

Status: Approved

Modified by : CRYAN, KATHLEEN M
Submitted on : 4/20/2023
Employee: VANG, KONGMENG

Request type: 7.75 HR Day VACATION Reguest Start date: 4/28/2023 End date: 4/28/2023
Notes:




oroved Time Off

Non-Activities Employee
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WI” dlsplay o Project/VACATION 775 775 775
Wed 2/01 7. ACATION LEAVE - 30 T.75 T 23.25
VACATI LEAVE T:fS 773 AT
Thu 2/02 T:-30AM LEAVE - 300 7.75 T 3.0
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Project/VACAT LEAVE 775 T3 T




Next up...

* Completing and Approving Your Timesheet in Kronos
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