
 

 

 

To get you started on where to request time off, on each employees time card they will see         Click on,    Click “pop out”                                         

 

 

 

 

 

 



 

This screen pops up. Click on  

 

 

 

 

 
 
 
 



 
 
Enter the following: 
Start/End date 
Pay code (example: hr.vacation hours) 
Duration: (after entering “hr. vacation hours”) should read “hours” 
Start time: If for the entire day or beginning of day, use time of day that employee starts his/her shift 
Length: How many hours will employee be out.  
Click “Submit” 

 

 

 



 

 

With this new Version of Kronos we can also request more than one day at a time  

For example, if the employee wants to take March 23- April 3 off, DO NOT include weekend dates 

Example: Only enter March 23 as your start date and March 27 as your end date 

Then for the second week click  

 



   Then add your dates for the second week          

Click “Submit” 

 


