
Timecard Calculations

Steps Screenshots

Click on the icon shown here to view 

more content on a timecard.

This icon will open up a section 

showing you the Totals, Accruals, 

Audits, and Historical Corrections 

sections.

In the Totals section, click on the first 

drop down to switch it from All (entire 

pay period) to Daily.

Click on the day on the timesheet 

where you want to see the totals, the 

day will be highlighted in blue when 

selected. 

Navigate back to the more content 

section, here you will be able to see 

what is being paid out each day and 

you can validate whether this is correct 

and make corrections as needed. 

Purpose:

This job aid will help you get started using the totals section at the bottom of the timecard. 



Steps Screenshots

You can also click the Pay Code drop 

down if you want to view other 

information such as location and job or 

which account the hours are going to. 

The Accruals tab will show you the 

balance of every accrual bucket. You 

will be able to scroll down and validate 

your accruals before making a request 

for time off. 

The Audits tab will allow you to see 

any changes made to your timecard. 

This is equivalent to your view in the 

audits widget and can be equivalently 

filtered. 

The last section is Historical 

Corrections and this will show you 

any historical edits made on your time 

sheet. If you are eligible to make a 

historical correction on an employee’s 

timecard refer to the job aid here. 

https://portal.ct.gov/-/media/CTTime/Training-Resources/All-DCF-Training/Historical-Corrections-in-Kronos.pdf

