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• Establish expectations for Time Reporting with employees, 
including request personal and vacation time. 

•Biweekly Time Detail reports will be generated to supervisors at 
7:00AM.

•All biweekly employee time must be reviewed and approved no 
later than noon on the Monday following the pay period*. 

• *9:00AM Monday for Union Supervisors

• For supervisors with Kronos Supervisor Web Access, it is 
recommended that supervisors review timecards prior to the 
end of the pay period. 
It is recommended a weekly review of biweekly timecards be 
conducted by all supervisors.

•Review all timecards for all direct report employees. 
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