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Upon Logging In to Kronos, click on Pay Period Close. 

 

Prior to approving your timecards, you must assure there are: 

 No Missing Punches 

 No Unexcused Absences 

 No Incorrect Magic Numbers 

Assured that the above items are complete, you can approve your 

groups of employees at once. 

 

 

With your employees selected, go to Approvals. 

Timekeepers must approve their employees’ timecards from the 

previous pay period before payroll can process. 

 

 

Click on Actions 

Click on Select All 
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 Click on Approve 

 

At this point based on your approval, Payroll will sign-off on your 

payrolls and continue processing and pay according to what was 

submitted. 

 

 


