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As an employee, you have a responsibility to approve your timecard. Before approving your timecard, it is important to review the data for
accuracy, and make adjustments as needed. After you approve a timecard, you may have permissions to remove the approval.

In this job aid you will learn how to approve your timecard and remove approval from your timecard using Time Review

Approving your timecard -
ke
n Access the Kronos log on page. :-:
g

E Log in using your credentials.

n In the Related Items pane, select Time Review.

n In the Time Period field, verify that you are viewing the relevant time period.

B Click Approve.

n In the Approve Timecard pop-up, attest to the time worked and the accuracy of the time entries. Click Submit.

Time Review  ~ E'E‘m""l‘
Current Pay Period ' | J -Ejit”_- _“‘_
Date Schedule Pay Code Amount In Transfer Qut Daily Period

Sun /26 0.0 0.0
Mon 8/27 4:00AM-12:30PM 4:00AM 12:30PM 85 85
Tue 8/28 4:00AM-12:30PM 00 85
Wed 8/29 4:00AM-12:30PM 00 85
Thu 8/30 4:00AM-12:30PM | 0.0 8.5
Fri 8/31 4:00AM-12:30PM 00 85
Sat 9/01 00 85

Timecard Totals Approve Timecard

Pay Code Amount

| certify that | have recorded all of my time worked and that each of my time entries is accurate.
| certify that | have not worked any time off the clock. and | was provided the opportunity to

Shift 4 53.38 30 take meal and rest breaks in accordance with state law and/or Company policy. | understand
that intentionally providing false and/or inaccurate time or meal period entries may result in

disciplinary action, up to and including termination. | understand that if | am not properly paid,
or | am denied the opportunity to take proper meal and rest breaks, | am expected to report

these issues to my manager, the HR Solutions Group (1-866-431-8484) or anonymously
through Netclaims (1-888-877-3348).

Regular 8.5

Audits Totals




Kronos

(] -
- L EssilorLuxottica
Self-Service: Approving timecards
Approving your timecard continued
If you see the timecard is not totalized, click the Refresh icon.
A Timecard is not totalized. Please wait and press Refresh
B Verify that the Approved message is displaying.
Current Pay Period Izl (Approved)
Date Schedule
Sun &/26
Mon 8/27 4:00AM-12:30PM
Rejecting your timecard
n In the Timecard Review widget, select the time period you want to reject. Current Pay Period II'
Date Schedule
Sun &/26
Mon 8/27 4:00AM-12:30PM
1 Click Reject.
| | S | | r
l AppI'OVE ) | REJECt : | tl J Reject Timecard
In Transfer Rejection Reason:*
Time not correct v
Notes:
n Select the Rejection Reason from the drop-down list. If applicable, add a P
note in the Notes section. Click Submit.
I\ Submit |l\ Cancel |

n If you see the timecard is not totalized, click the Refresh icon.

A Timecard is not totalized. Please wait and press Refresh

B Verify that the Rejected message is displaying.

Current Pay Period * | (Rejected)

Date Schedule
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