
RIVERSIDE UNIVERSITY 
HEALTH SYSTEM

KRONOS Training Material

Non-Nursing Time off Request



Requesting Time Off

Workforce Central



Accessing the Employee Calendar
Workforce Central



Creating and Submitting the Time-Off Request
Workforce Central



Creating and Submitting the Time-Off Request
Workforce Central



After you submit the time-off 
request, it might need to be 
reviewed by your manager or 
others for approval. The status 
of the request appears in your 
calendar as Submitted until it 
is reviewed. 

When the request is approved, 
the time off appears in your 
calendar and the request status 
is updated to Approved. 

Tracking the Request Status

Workforce Central

VAC



Time-Off Request

Retracting a time-off request
Canceling an approved time-
off request

Workforce Central



Requesting Time Off

InTouch Device



1) Press the Request 

Time Off soft key
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2) Swipe your badge or 

enter your PIN ID

3) To see your available 

balances, click Time 

Balances.  When 

finished, click Close. 
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4) Optionally, press the comment code. 
Use the arrows on the right to scroll 
through comments. You must know 
the code number

5) Press the Leave Type code. Use the 
arrows on the right to scroll through 
the codes

6) Select the From and To dates
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7) Enter the Hours/Day using the keypad.

8) When finished, press Enter.

9) Review the information. When finished, press Submit.
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1) Press the View Accruals soft key.
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2) Swipe your badge or enter your PIN ID.

3) Accruals information appears. If necessary, use the up 
and down arrow keys to scroll through the data.
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