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Verify Employee’s Accrual Balances 
 

 It is important to verify how much PTO, Sick, Vacation, Holiday, etc an employee has before 

entering the leave time in Kronos. 

 NOTE:  Kronos updates the accrual totals per each day so you need to first select the date with 
the leave activity and then review the Accruals tab.  

 EXAMPLE:  We need to enter 4 hours of PTS on 8/19 

o WRONG:  Saturday, 8/16 is highlighted with the Accruals tab open 

o Notice the PTO balance displays 0 hours. 

 

 
 

o CORRECT:  Tuesday, 8/19 is highlighted with the Accruals tab open 

o Notice the PTO balance displays 6.77 hours 
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 NOTE:  You can not enter more hours than are available within the leave balance. 

o If enter more hours than available within the leave balance then you will receive a 

notification about the particular leave balance being overdrawn and the employee will 

receive 0 hours. 
o Notice the employee has only 6.77 hours of PTO balance and the Manager attempted to 

enter 8 hours but the transaction could not be made because the PTO balance would be 

overdrawn by 1.23 hours. 

 

 


