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Decision Document
)Decision:  What guidelines should be provided to UNM Departments implementing KRONOS regarding the approval of time and requests for time off?
To be considered:
· The “supervised by” field in Banner should accurately represent an employee’s direct supervisor.
· A supervisor’s responsibilities  include  the approval of time worked and  the approval  of time off requests for  their employees
· The Kronos Steering Committee has requested the Kronos Implementation Team to provide flexibility to departments in the set up of approvals in the Kronos system
· While a supervisor is responsible for the approval of time worked and request for time off,  it is appropriate that these duties can be delegated 
KRONOS Implementation Team’s Recommendation:  
In order to meet the Steering Committee’s request to provide flexibility to departments in the set up of the time and leave request approval in Kronos, the team proposes the following options.
1. If a department wishes to have the direct supervisors approve the employee’s time and leave request, the system will provide for the Banner Supervisor of record to be the approver of time and leave requests.
2. If a department wishes to have the supervisor approve time and have a “Time Manager” who provides oversight and back-up to the supervisors, they may do so. 
3. If the department wishes to not have their supervisors in the system approving time and leave requests, a Time Manager can have the responsibility formally delegated to him/her by the supervisors. A formal delegation form will be established to be used in this scenario.
4. If a department wishes to replicate their current practice of approval of time in Banner, they may set up more than one “Time Manager” in Kronos. They will still require a formal delegation of responsibility from the supervisor’s and will need to establish an internal business practice of how the Time Managers will work together to approve the time. 
It is important to note that anyone who is in the system approving time as a supervisor or Time Manager will require a manager’s license in Kronos.
The roles of supervisor and time manager will be established and maintained through access requests made in the BAR and fed to the Kronos system. 
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