
K R O N T O  ·  M A N A G E R  G U I D E

Reviewing your
team's requests

Time off, shift swaps and availability changes all land in one queue. 

Clear it from your phone between rushes, or from the desktop 

when you're planning.

Mobile app + desktop
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Three things your team can ask for

1
Time off

Vacation, sick, unpaid or personal. The request carries the dates, the hours and — this is 
the one to look at — whether they actually have the balance to cover it.

2
Shift swaps

Only reaches you once a teammate has agreed to take the shift. Approving it is what 
actually moves the shift; until you do, the original person is still on it.

3
Availability changes

A team member is changing the hours they can work, from a date they choose. Approving it 
changes what the scheduler offers them from that date on.

The Inbound queue on your phone
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Clearing the queue on your phone

1. Profile → Requests

Tap your initials in the top right of any 
tab, then Requests.

2. Switch to Inbound

Your own requests sit under All; your 
team's sit under Inbound, with a 

count.

3. Approve, reject or 
edit

Every card names who asked and 
for what. Kronto blocks approval 
outright when it would exceed 

someone's balance.
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Where they surface on the desktop
You don't have to go looking. Requests appear on the two screens you already have open — the schedule 
you're building, and the dashboard you start the day on.

On the schedule toolbar, with a count

On the dashboard, as a to-do

One list, grouped by type
Availability changes are the exception: they reach you through the inbox or the phone, not this list.
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Working through a batch
Time Off → Pending is the one built for volume. Better for working through a batch: balances, locations and roles sit side by side, so you can see the knock-
on effects before you say yes.

Approve with the tick, reject with the cross, or open the pencil to adjust the hours first

Watch the Balance column: it turns red when someone is asking for more hours than they have left, so you can catch it before you approve rather than after.
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