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Kronos: How to use Navigator and Request Time Off

Navigator Layout

Active Bar
Displays the active
workspaces; click a
title to bring a
workspace into focus.
You can bring multiple
Related Items into view
and toggle between
tabs

Related Items pane
Includes one or more
additional Related Items
such as Quick Links,
Timecard, Schedules,
ESS Accruals, etc. To
open a Related Item,
double click

Widgets
A widget is a task-oriented tool
or view into Workforce Central.
There are one or two primary
widgets, depending on the
workspace—these are widgets
you can use to perform tasks. To
bring a widget into view click on
the title bar and drag it into the
Workspace view on the left hand
side of the screen

Workspace
Displays one or more
widgets and the
Related Items pane

Name/ Sign Out
Identifies the current user
and a link to sign out of
navigator
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Request Time Off

 While in My Calendar view click Request Time Off

In the Request for Time off Screen select your Date Range and Duration
 Pay Code is set as a default
 The bottom half of the Request for Time off

Screen lists your EIB and PTO balance
 Duration

o Defaults to Full Day
o To select time off by hours

Change the Duration to Hours and
select your timeframe

o Select Half Day
Change the Duration to
Half Day

 Request additional dates and times
o Click the plus sign next to Add Another

Time Off Period
 Delete a request using the X icon
 Click Submit
 To verify the request has been submitted, go back to your My Calendar view and select the

date of the request by changing the Pay Period
o There will be a green arrow with GTOR listed on that date. GTOR stands for Global

Time Off Request

 If your request is pending, the date will reflect a green “x” box
 If your request was approved, the date will reflect a green check box
 View the details of the request off by clicking the arrow to the right of GTOR and choosing

Details
 Retract the request off by clicking the green arrow to the right of GTOR and choosing Retract


