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

Reviewing
time cards

Approving, returning, correcting and deleting 

your team's time cards on the Kronto desktop 

app — and what every status means.

Desktop app · weekly



O V E R V I E W

The weekly rhythm

1

Open Time Cards

Payroll → Time Cards, then pick 
the week. The four counters tell 
you how much needs you.

2

Work the red and amber

Needs Attention and Pending are 
your queue. Click a row to open 
that person's week.

3

Action each day

Approve it, return it with a 
reason, accept a requested 
change, or fix it yourself.

4

Finish the week

Aim for everything green before 
payroll runs. Anything 
unapproved won't be paid.

One thing to know up front:  sending a card back to an employee is called Return in Kronto — not “reject”. It always asks for a reason, and the 

employee sees it on their phone.
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O R I E N T A T I O N

Where everything lives

Pick the week

Arrows step week by week. Filter by location, or search 
for a name.

Four counters

Needs Attention · Pending · Not Submitted · Approved. 
Click one to filter the list.

Click any row

Opens that person's week — where every action in this 
guide lives.
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O R I E N T A T I O N

One person's week

Table view — scheduled against actual, with the difference in red

Kronto opens each week in Graph view — a timeline of the same days. Use this 
switch, top right, whenever you want the exact clock times instead.
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R E F E R E N C E

Statuses you'll see every week

Not Submitted
Worked, but the employee hasn't sent it to you yet.

Approval Pending
In your queue. The only status with  /  buttons.✓ ✕

Changes Requested
They've asked you to change a recorded time.

Approved
Signed off by you, ready for payroll.

Returned
You sent it back — the ball is with the employee.

Issue
Kronto flagged a problem, such as a missing clock-out.

Missing Time Card
A shift was scheduled but no card exists at all.
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R E F E R E N C E

The rest of the statuses

Paid
Marked paid, or already sent to payroll.

Imported
Came from your POS or payroll system, not a clock-in.

Not Submitted (amber)
Kronto auto-closed a shift nobody clocked out of.

Unplanned Shift Rejected
A punch outside any scheduled shift, not accepted.

Early Clock-In Rejected
Clocked in too early, and it wasn't approved.

No Time Cards
That person had no shift in the week you're viewing.

Colour is the shortcut: red needs you now, amber is waiting on someone, green and 
blue are done.

Kronto · Reviewing Time Cards 6



A C T I O N  ·  A P P R O V E

Approve a time card

1
Find the amber Approval Pending rows

Only these show the green  and red  buttons.✓ ✕

2
Click the green ✓

That day is approved immediately — there is no 
confirmation step.

3
Or clear the week in one go

Approve All Submitted Time Cards approves every 
pending day for this person. It covers one person's week, 
not the whole team.

Two days waiting on you

…and the button that clears both at once

Approved by mistake? Open the  menu on that day and ⋮
choose Restart approval process — the card goes back to 
Approval Pending.
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A C T I O N  ·  R E T U R N

Send a card back with a reason

1
Click the red  on that day✕

The card opens with the return form ready.

2
Give a reason — required

You can't confirm without one. Be specific: this is exactly what 
the employee reads.

3
Add comments if it helps

Optional, and the natural place to say what to change.

4
Confirm Return

The status turns red, and the employee is notified on their 
phone.

The return form
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A C T I O N  ·  C H A N G E  R E Q U E S T

When an employee asks for a change

An amber Changes Requested row carries a clock-and-pencil icon. Click it to see what they're asking for, beside what was actually recorded.

To accept

Tick the certification box, then Approve. The times update and the 
employee is told.

To decline

Type a comment — required — then Reject. The original times stand.
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A C T I O N  ·  E D I T

Fix a card yourself

1
Open the  menu on that day⋮

Then choose Edit.

2
Correct the times

Adjust the clock-in, clock-out and any breaks.

3
Certify, then save

You must tick the box confirming first-hand knowledge 
of the hours worked. Every edit is recorded against 
your name.

The  menu⋮

Update Time Card

Already Approved or Paid? Edit is greyed out. Use 
Restart approval process from the same  menu first.⋮
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A C T I O N  ·  M I S S I N G  C A R D

A shift with no time card

1
Spot the red Missing Time Card

The shift was scheduled, but nobody clocked in or out for it.

2
Click the green +

You get two ways to fill the gap.

3
Ask them, or enter it yourself

Request team member enters time card sends it to their 
phone. Manually enter time card lets you type the hours in.

The two ways to fill the gap

Left alone, it stays red. A missing card counts as unapproved, 
so it will hold up the week.
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A C T I O N  ·  A D D

Add a time card from scratch

1
Click Add Timecard

Top of the page. From the main list you also pick the team 
member.

2
Fill in the details

Date, clock in and out, location, role, and any breaks.

3
Add Time Card

Kronto creates the shift and its time card together, so the day 
is properly accounted for.

Use this when a shift was worked but never scheduled

Not the same as a missing card. Use Add when there was no 
shift at all; use the green + when a shift exists but the card 
doesn't.
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A C T I O N  ·  D E L E T E

Delete a time card

From the  menu choose Delete. Kronto asks three times, because this removes the shift as well and cannot be undone.⋮

1. Confirm you mean it 2. Say why 3. Read it back, then delete

Deleting is permanent, and takes the shift with it. If the hours are merely wrong, edit the card instead. A Paid card can't be deleted at all.
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T H E  O T H E R  S I D E

What the employee sees

1
A card appears on their phone

Returning a time card puts Time Card Returned at the top of their 
Kronto home screen, with the date and shift.

2
They tap Review

Your reason is shown. They can correct the times and send it back 
to you.

3
Decisions are notified too

Accepting or declining a change request messages them either 
way, so nobody is left guessing.

Their home screen …and the review they get
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G O O D  T O  K N O W

A few things that catch people out

“Where's the reject button?”

It's called Return — the red  on the row. A reason is always required, and ✕
that text is what the employee reads.

“Can I approve everyone at once?”

Approve All Submitted Time Cards covers one person's week. There's no 

whole-team approve, so work down the list.

“Why can't I edit this card?”

Editing is blocked once a card is Approved or Paid. Use Restart approval 

process from the  menu, then edit.⋮

“I accepted the wrong change”

Accepting or declining applies to every pending request on that day at once 

— you can't split them. Fix it with an edit.

Every action is logged. Audit Log, at the top of the page, shows who did what and when — for the whole week or a single card.
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