
Timecard Filter 
Approving Time Worked in Your Building 

 
Log in to Kronos. Click on 
 

 
 
Click on Timecard Filter from the drop down options. 
The following screen will appear. Click the magnifying glass on the manager line and search for your manager 
number (notice your building number is the last two digits in the manager number.  Make sure the button for 
Worked is checked. Set this up one time only. 
 
Click on Save and Apply.    
 

 
 



This is a list of people who “worked” in your building that need time approved. Their “home” building should be 
their primary position (i.e. driver) and they are working as a lunchroom supervisor in your building. 

 
 
Open the employees’ timecard. Click “select” and “select all” in the employees’ timecard and then Actions, 
Approve. Notice the labor levels in the column to the right. 
 
You should only be able to approve time worked in your building for this employee. If you can approve other time, 
notify Linda Loewen (ext. 60132). She will contact the employee and review the transfer instructions. 
 
Leave the remaining time for their other administrator to approve. 
 

 
If you do not see an employee on the list that works in your building, contact Linda Loewen at extension 60132. 
 
Next time you log in to Kronos, check this box to activate the filter. 
 

 


