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1. Click on Pay Code drop 
down on date of Holiday or 
Snow

2. Choose 
appropriate Pay  
Code

3. Enter number of 
hours.  Do not enter 
in or out times

4. Click Save 
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To Check Holiday Balance 
 
 
 

 

5. Click on date row 
6. Click on Accruals 
Tab 

7. Check Balance on 
Selected Date 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
P:\Kronos Training Documents\Kronos Training Holidays & Snow Time-03-
Employee.doc  Last Updated January 5, 2011 

 2


