
CITY OF HAMPTON 
Manager & Supervisor Training 



Manager & Supervisor Training Sessions 

• Session I: Approving Leave = TOR (Time off Request) 
• Session II: Recognizing Exceptions 
• Session III: Approving Extra Duty & Time Cards 
• Session IV: Scheduling 
• Session V: Coming Soon! 



Session I: Approving Leave Requests 

After completing this session, you will be able to: 
• Access the Navigator 
• Access Leave Requests from your employees 
• Respond to the Leave Requests  
• Review historic Leave Requests 
 



Approving Leave Requests 
After logging into Navigator. 



Approving Leave Requests 

• Clicking on the Time Off Request Alert allows the request to be accessed. 
 



Approving Leave Requests 

• Clicking on the Time Off Request bar opens the Time Off Request 
 



Approving Leave Requests 

• The bottom of the screen shows the details of the Time Off Request 
 



Approving Leave Requests 

• Clicking on the ‘Approve’ box displays the Approve Time Off Request Pop 
Up to be displayed 

 



Approving Leave Requests 

• The manager/supervisor completes the Approve Time Off Request pop 
up 

 



Approving Leave Requests 

• The manager/supervisor can view a history of the Time Off Requests 
 



Approving Leave Requests 

• Clicking on the display line will cause the detailed history pop up to be 
displayed 

 



Approving Leave Requests 

• We have successfully approved the employee’s request for leave 
 



Approving Leave - Questions? 

 

 



Session II: Recognizing Exceptions 

In this session you will learn common tasks to resolving 
exceptions to your employees’ time card: 
• Checking for missed punches 
• Recognizing and Reconciling Exceptions 
• Auto meal deduct 



Overview of Correcting Missed Punch(es) 

• What is a missed punch? 
– An employee who is required to punch in and out inadvertently 

forgets to enter their punch 

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRw&url=https://play.google.com/store/apps/details?id%3Daip.app.time_sheet&ei=1h33VMSfGoGDgwShwoLABA&bvm=bv.87519884,d.eXY&psig=AFQjCNG4Awam0rVBxJEPvDwRe0Xo7UPsUA&ust=1425567538834745


Manager Workspace 

• Alerts 
– Exception Alert 
– Workflow Notifications 
– TOR Alert 
– Employee Alert 



Reconciling Missed Punches 
• Check marks indicate any situations that need to be reconciled.   

 
 
 
 
 
 
 
 

 



Reconciling Missed Punches 
• A missing punch is indicated by the red box. 



Reconciling Missed Punches 
• The time the employee actually left work is entered: 



Reconciling Missed Punches 
• The missed punch has been corrected and saved. 



Reconciling Missed Punches 
• The system tracks changes to the time card - notice the highlighted line.   



Missed Punches - Questions? 

 

 



Recognizing other Exceptions 

• Here is an example of several exceptions on an employee’s 
time card with various outlines on their date and time, 
warning you as a manager of various alerts: 



Recognizing other Exceptions 

• The Blue Border: 



Recognizing other Exceptions 

• The Red Border - Date: 



Recognizing other Exceptions 

• The Green Border: 



Recognizing other Exceptions 

• The Red Box: 



Recognizing other Exceptions 

• The Red Border: 



Recognizing other Exceptions 

• The System-added Data: 



Reconciling the Timecards 

• The Reconcile time card give the managers and supervisors a 
full scale view of employees who need to have various needs 
reconciled: 



Reconciling the Timecards 

 



Reconciling the Timecards 

• Managers and supervisors have access to go into each 
individual employee’s time card to view and correct their 
exception(s) 



Recognizing & Reconciling Exceptions - 
Questions? 

 

 



Overview – Meal Deduction 

After completing this session, you should be able to: 
 

• Edit employees timecard for early out 
 

• Cancel an automatic meal deduction  
 
 
 

 

 



• Employees set up with automatic meal deductions 
have lunch breaks automatically deducted from 
worked hours 

 
• If employees work through lunch and should be paid 

for worked time, automatic meal deduction can be 
cancelled 

 

Meal Deduction 

 



Meal Deduction (continued) 

 



Meal Deduction (continued) 

 



Meal Deduction (continued) 

 



Meal Deduction (continued) 

 



Meal Deduction (continued) 

 



Meal Deduction (continued) 

 



Meal Deduction (continued) 

 



Meal Deduction (continued) 

 



Meal Deduction (continued) 

 



Meal Deduction - Questions? 

 

 



Session III: Approving Extra Duty & Time Cards 

In this session you will learn how to approve extra duty in your 
employee’s timecard and approve your employee’s time card, 
prior to payroll processing. 



Extra Duty Officer In Charge Approves 

The Extra Duty Officer in charge logs onto Kronos.  This is the first message 
received.  This is expected because the Office in Charge does not have any 
direct reports. 



Extra Duty Officer in Charge Approves  

The Extra Duty Officer in Charge selects the Extra Duty Location: 



Extra Duty Officer in Charge Approval 

The Extra Duty Officer in Charge sees the time to approve in black. 



Extra Duty Hours have been Approved 
The Extra Duty time has been approved.  Notice the Unapproved Hours at the 
bottom of the screen. 



Approving Extra Duty - Questions? 



Session III: Approving Time Cards 

After logging into Navigator, you will be welcomed by your “Manager 
Workspace.” On the bottom right click on “Approve Timecards” on “Quick 
Links”. 

 



Approving Time Cards (continued) 

Your “Manager Workspace” will change to the Approve Timecards. Click 
Actions, then select All to highlight each employee. Click on “Timecard.” 

 
 



Approving Time Cards (continued) 

After clicking on the Timecard, the next screen will default to your individual 
employee’s time card: 

 
 



Approving Time Cards (continued) 

Prior of your Managerial Approval, you can view the employee’s approval by 
selecting “Sign-offs, Requests & Approvals” tab at the bottom right. 

 
 



Approving Time Cards (continued) 

After selecting approve from approvals, you will notice a stamp of approval 
on the employee’s time card. 

 
 



Approving Time Cards (continued) 

You have now approved one of your employee’s time cards. You will have to 
do the same thing for the remaining of your employees. 

 
 



Approving Time Cards - Questions? 



Session IV: Scheduling – Assigning a Schedule 
Group 

After completing this session, you should be able to: 
 

Assign an employee to a schedule group 
 
 



Assigning a Schedule Group (continued) 

 



Assigning a Schedule Group (continued) 

 



Assigning a Schedule Group (continued) 

 



Assigning a Schedule Group (continued) 

 



Assigning a Schedule Group (continued) 

 



Assigning a Schedule Group (continued) 

 



Assigning a Schedule Group (continued) 



Assigning a Schedule Group (continued) 

 



Assigning a Schedule Group (continued) 

 



Assigning a Schedule Group (continued) 

 



Assigning a Schedule Group (continued) 

 



Assigning a Schedule Group (continued) 

 



Scheduling to Groups - Questions? 



Session IV: Scheduling – Editing a Scheduled Shift 

After completing this session, you should be able to: 
 

Edit a scheduled shift  
 
 



Editing a Scheduled Shift (continued) 

 



Editing  a Schedule Shift (continued) 

 



Editing a Scheduled Shift (continued) 

 



Editing a Scheduled Shift (continued) 

 



Editing a Scheduled Shift (continued) 

 



Editing a Scheduled Shift (continued) 

 



Editing a Scheduled Shift (continued) 

 



Editing a Scheduled Shift (continued) 

 



Editing a Scheduled Shift (continued) 

 



Editing a Scheduled Shift (continued) 

 



Editing a Scheduled Shift (continued) 

 



Editing a Scheduled Shift - Questions? 



Session V: Coming Soon 

More to come: 
• Delegating Authority 
• City Closure: 

– Awarding time off to an employee – who worked during closure 
– Granting paid time to employees who did not work 

• Leave donation 
• Awarding other leave hours 
• Call Out: 

– Subject to call out payment 
– Call out minimum to the employees who do work 

• Supplying Additional info needed to support KRONOS: 
– Supervisors, new hire info, employee transfers between supervisor 

and non-supervisor 

 



Conclusion of Manager/Supervisor Training – KRONOS 
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