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Purpose  
 
 

The Request Manager widget allows managers to review and act on employee requests to self-schedule, 
swap shifts and take time-off.   They can also submit these requests on behalf of the employees.  The widget lists 
requests by type and displays action buttons that enable the manager to: 
 
• View request details and history 
• Approve, reject, cancel, or retract requests 
 
The columns that appear in Request Manager depend on the request type. 
 
 

This document demonstrates how you can copy/create useful HyperFinds based on Primary Accounts and Locations.  

Once successfully created these can be leveraged on all Genies, most Widgets and Reports in Kronos. 
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Using HyperFinds by Primary Account or Location 
 Steps to using HyperFinds with Request Manager  

1 From the Home 
Page, click the 
Plus “+” next to 
the My 
Information 
Tab.  Next 
select Manage 
My Department 
 

   

  

2 From the 
Genies, choose 
DAS Summary  

      
3 In the Show 

drop-down list, 
select a 
department 
HyperFind (i.e. 
DCF Solnit 
North)  

 

 
       

4 In the Time 
Period drop 
down list, select 
a specific time 
period or Range 
of Dates 
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5 IF your current 
HyperFinds are 
not sufficient, 
you can create 
a new one. 

 

 
 

6 Select the Filter 
of Primary 
Account.  
Any Selected 
Locations that 
you do not 
want can be 
removed by 
highlighting the 
item and 
clicking the 
single Arrow 
point to the left 
 
 
Any Items 
(Locations) you 
need to add to 
the list by 
typing in part of 
the 
name/number 
in the Available 
Items and click 
Search.  (used 
the * on both 
sides of the 
name as a 
wildcard) 
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Once you are 
ready select the 
items returned 
and the button 
that points to 
the right in 
order to move 
it to the 
Selected item 
side.  
 
In addition, you 
can select the 
Job tab in order 
to filter Labor 
Jobs 

 
 

 
7 Once you have 

all the desired 
locations in the 
list, click the 
Add or Update 
Button in the 
Selected 
Conditions 
section again. 
 
A good practice 
is Test the 
HyperFind using 
the Test Tab 
near the top of 
the dialog 
screen 
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8 Other Filters of 
Note 

• Primary Job 

• Name or ID 
 

 

 
 

9 Select the 
locations on the 
Org Map of 
interest.   
 
Use the  Include 
Jobs from all 
locations below 
checkbox if 
desired. 
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Request Manager – Navigation 

 Steps to Review Time Off Request Description 

1 From the Genie 
results, select the 
desired employees 
or click the Select 
All Rows button 
 
Next Click the 
GoTo Button, then 
choose Requests 
widget 

           
2 The Goto feature 

allows you to 
inherit the same 
list of employees 
from a previous 
Genie. 
 
 

 

 
 

 
3 When the widget 

opens, know 
Request/Start 
Date impacted by 
the Time Off 
Request. (Not the 
Submission Date) 

Submission Period — Time period when an employee can submit a schedule request. 
Request Period — Dates when an employee can request the schedule change (off, etc.). 
 
For example: 
DCF requires employees to request Vacation for the next year in December. 
Submission Period:  12/1/2020 - 12/31/2020 
Request Period:  1/1/2021 - 12/31/2021 
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4 Change the 
Request Type to 
Time Off and the 
Status to 
Submitted 
 

 
 
In addition, users can select multiple status types, such as Pending and Submitted, the 
status dropdown then shows the text Multiple (2).   
(2) - meaning two status types chosen. 
 

5 All Time Off 
Requests 
currently in 
“Submitted” 
status for the 
Time Period you 
chose are listed.  
You can sort on 
any of the 
columns 
presented 
 
Towards the 
bottom left 
there is a tab 
called Request 
Detail that 
displays 
information 
based on the 
request 
highlighted 
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6 Directly above 
the results of 
Request there 
are action 
buttons that can 
be used on any 
request 
currently 
highlighted. 
 
The same 
actions are 
available when 
right clicking on 
a row in the 
results 

 
 

 

7 The actions 
(Approve, 
Refuse, Pending, 
Retract) will 
result in a 
change of status 
for the request.  
In addition, can 
result in an e-
mail to the 
employee and 
direct manager. 

 

 

 


