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Remove Approval and Sign-off 
 

A. Introduction 

 If unable to edit a timecard, the most likely cause is that the timecard has 

been approved. 

 Approving a timecard “locks” it, meaning no manual edits can be made.  The 
timecard will still accept swipe activity. 

 This generally occurs when a manager Approves the timecards for the wrong 

pay period.  When approving timecards, please pay attention you are 

approving for the correct pay period. 

o If approving the timecards on Payroll Monday, set the Time Period 

to Previous Pay Period. 

 

 
 

B. Identify Timecard Approval 

 At the bottom of the timecard, look for the “Sign-offs & Approvals” tab. 

o If this tab is visible, then the timecard has been approved.  

 The “Delete Row” and “Insert Row” icons will disappear when the timecard 
has been Signed-off or Approved.  

 

 
 

 Here you can see the username of the manager who approved the timecard. 
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C. Remove Approval 

 Only the User who generated the Approval can remove the 

Approval. 

 To remove the Approval, select Approvals  Remove Approval 
 

 
 

 The Approval is then removed 

 NOTE:  A Kronos Manager can not remove a Sign-off, you must e-mail 
Kronos@jhmi.edu to have the Sign-off removed. 

 When the Sign-off and Approvals have been removed then the “Sign-offs & 

Approvals” tab should disappear, and edits can now be made to the timecard. 
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