
Approving your timecard

Access the Kronos log on page. 1

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

Log in using your credentials.2

In the Time Period field, verify that you are viewing the relevant time period. 4

Click Approve.5

In the Related Items pane, select Time Review.3

In the Approve Timecard pop-up, attest to the time worked and the accuracy of the time entries. Click Submit.6
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Rejecting your timecard

Approving your timecard continued

If you see the timecard is not totalized, click the Refresh icon.7

Verify that the Approved message is displaying.8

In the Timecard Review widget, select the time period you want to reject. 1

Click Reject.2

If you see the timecard is not totalized, click the Refresh icon.4

Verify that the Rejected message is displaying.5

Select the Rejection Reason from the drop-down list. If applicable, add a 
note in the Notes section. Click Submit.
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