
Kronos 
Supervisor Review and Approval of Employee Timesheets



Getting Started

1. Log in to Kronos and Go to Eng
Manager Workspace.

2. Use the “Quickfind” drop 
down to select your assigned 
employees.



The employees 
assigned to you 
are displayed.

NOTE: System defaults to the 
current pay period so you need 

to use drop down to change 
this to previous pay period



Click on names 
to highlight and 

select all 
employees

Click on “Go to” 
drop down and 

then select 
“Timecards”



What to Review?

• All Employees
Has employee approved their timesheet?
Are there any issues that you want to discuss with employee?

• Overtime hours - were you aware of need for OT, was it approved, does it seem 
excessive, etc.?

• Work schedule - any issues with tardiness or not working scheduled hours?

• For activities employees 
• Are all hours allocated to a project or org code? 
• Are they allocated to the correct infrastructure category (street, 

path, sewer, storm, etc.)?



Has employee approved their timesheet?

• The timesheet background color is white until the approval process starts.

• Once approved, the timesheet background displays in different colors. Each color represent where the timecard is within the approval process.

White –
No approvals

Orange –
Timecard approved by 
employee only. 

Yellow –
Timecard approved by 
manager only. 

Green –
Timecard approved by 
employee and manager. 

Grey –
Timecard approved by 
employee and 
manager; posted to 
payroll. 



Are there any issues that you need to discuss with employee?

• Kronos uses “Exceptions” to alert you to variances from 
scheduled work hours.

• Exceptions include “short shifts”, “long shifts”, early or late in or 
out punches.

• Exceptions are noted  by different color vertical bars. 

• When you hover over the vertical bar a description of the 
exception is displayed.



For activities employees - Are all hours worked allocated to a project or org code? 

Negative number in Total Variance column for the day indicates not enough 
hours have been allocated to a project or org code. Positive number would 

indicate that employee has allocated more hours than worked.

No number in Total Variance column for the day indicates that all 
hours worked have been properly allocated to a project or org 

code. 

Check project or org code. 
Pay particular attention to 

infrastructure type to make 
sure it is what employee 

works on.  



Finalizing Timesheet for Payroll

• Work with employee to correct any incorrect 
allocations and to get them to approve 
timesheet if they have not already done so.

• Once timesheet is complete and accurate you 
can approve by:

• Clicking on the “Approve Timecard” drop down and
• Selecting “Approve Timecard”.



Next Up….

• Schedules
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