
Kronos Supervisor Approval Process 

 

Go to Internet Explorer and type in the address https://ta.sacredheart.edu/wfc/logon. 

 

When you get the screen below type in your user name and password. 

(you would use your network username and password) 

 

 

 

After logging in, you should see a listing of all your student workers. 

 

 

 

 

 

 

 



Click on the student you want to approve and their “Timecard” appears. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Be sure you are in the correct pay period. 

If not, go to the “Time Period” drop down list at the top in the center of the Timecard. 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



Next, check to see if the hours are recorded correctly and if there are any missed punches. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



If not, make the necessary changes and click on “Save” in the upper left corner. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Next, click “Approvals” and “Sign Off”.  

Once this is done, you cannot make anymore corrections.  

If there are still corrections to be made after approving, you need to contact Payroll. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



After approving all your worker’s Timecards, you can “Log Off” of Kronos. 
 

 

 

Timecards should be approved every Monday before 

12 noon so students can receive a weekly paycheck. 


