
KRONOS ENTER LEAVE - 01 EMPLOYEE 
 
Report use of leave time 
 
Click on plus sign on date of leave         
 
              On added row, click on drop down arrow under Pay Code column 
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                                               Click on leave type to be used 
 

 
 
 
 
Type in number of leave hours used on that day 
 

 
 
 



If using the entire day - Click on X in first row of date 
 
                                Click on Yes 
 
  Click Save                                                               
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Click on Totals & Schedule Click on Actions, then Refresh 

Repeat above step until empty row is removed and Unprocessed Time is gone 



If using only part of the day (leaving early or coming in late) – change either the in or out 
time to reflect actual hours worked 
 
 
 

 
 
 
 
 
 
 
 
 
 

 

Click Save 

Click Save 

If using leave time in middle of day – change OUT time to time left and add 
another IN time on same row for the time you returned.  Add OUT time for end of 
day 
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Click on Totals & Schedule Click on Actions, then Refresh 

 
 
 
 

Repeat above step until empty row is removed and Unprocessed Time is gone 

 
 

  
Leave Pay Codes 

  
Pay Code Description Comment Required 
Brvmt Lv Bereavement  Leave Relationship of Deceased 
BT Used Bank Time Used   
CT Used Comp Time Used   
FLH Used Floating Holiday Used Date of Holiday 
FLX Used Flex Time Used   
Ill no pay Illness without pay   
Jury D Jury Duty   
Lv no pay Leave without Pay   
Personal Personal Leave   

Prof Dev Professional Development 
Description of Function 
Attended 

Sick Sick Leave 
 Relationship to Employee if 
family member 

Snow College closed due to inclement weather  
Vacation Vacation Leave   
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