
Review Request Time Off
for Supervisors



Notification Emails

• Once the employee 
submitted time off, you 
will get an email 
notification.

• You will click on the One-
click navigation link.

• If you already have 
Kronos open, this link 
will not work.

One-click navigation
Link will take you to the 

Request Folder.



Two Options to Request Tab

Option 1: “One-click navigation” Link
• If Kronos is closed, click on the 

“One-click navigation” in the 
email notification.

• Kronos site will open and sign on 
using your login info.

• Once signed in, the “Request” 
Folder will display.

Option 2: “Request” Folder
• If Kronos is opened, click on the 

“Request” Folder in the “Related 
Items” located on the right hand 
side. You MUST be in the “ENG 
Manager Workspace” to see the 
folder.

• This will open and display the 
“Request” Folder.



Requests Folder

Section 1
Section 2

Section 3

Section 4



Request Folder
Section 1

Time-Off
Only option 

selected

Details
View details of 

the request

Edit
Editing the 

request

Add Request
Adding a 
request

Approve
Approving the 

request

Refuse
Declining the 

request

Pending
Holding the 

request

Retract
Retracting the 

request

Status
Filter Status 
of request



Request Folder
Section 1: Details
• This icon will allow you to 

look at the Time-Off 
Request that was 
submitted by the 
employee.

• This Request Detail 
cannot be modified.



Request Folder
Section 1: Edit
• This icon will allow you to 

edit the status of the 
Time-Off request.

• Status Selection:
• Submitted
• Pending
• Refused
• Retracted
• Approved

• Select a Status and click 
Submit.

Status
The request status



Request Folder
Section 1: Add Request
• Use this icon to add a 

Time-Off for an 
employee who is unable 
to add it due to out of 
the office.

• Select the “Employee” 
and the rest are the 
same as who an 
employee would submit 
a Time Off Request.

• Review the Video or 
PowerPoint “Request 
Time Off for further 
instructions.



Request Folder
Section 2
• In Section 2, you will 

need to use this section 
in order to see the 
request.

• You won’t see the 
request unless you 
change the dates to the 
Start and End Date of 
the request.



Request Folder
Section 3

This section shows the requests based on what you selected as a 
“Status” in Section 1 and the “Dates” in Section 2.

Modified By (Username)
Username who modified 

the request

Subject
Subject of the request

Submit Date
Date of the request

Status
Status of the request

Submitted By
Employee who submitted 

the request

Start Date
Start date of the request

Modified By (Lastname, 
Firstname)

Name of the username who 
modified the request

Employee
Employee who submitted 

the request

End Date
End date of the request

Pay Code
Pay Code used for the 

request

Comment
Comments for the request



Request Folder
Section 4
• There are two tabs in this section.

1. “Request Detail”
2. “Accruals”



Approved Time Off
Non-Activities Employee

Activities Employee

Pay Code
Type of Request 

will display

Amount
Amount of hours 

will display



Next up…

• Reviewing and Approving Employee’s Timesheet in Kronos
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