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Workforce Absence Manager: 
Time Off and Accruals
Automate Time Off, Paid Sick Policies, and Processes  
to Manage Compliance and Bottom-Line Results
Trying to measure, track, and report on employee time off and paid time off 
(PTO) using time-consuming, error-prone manual processes or in disparate 
systems just doesn’t cut it anymore. It drains productivity, drives up costs, 
and ultimately hurts your bottom line. Now there’s an easier and better way 
to manage employee time off. The Accruals component included in Kronos® 
Workforce Absence Manager™ solution automatically enforces your time-off 
policies — consistently and accurately — to virtually eliminate potential abuse 
by employees and ensure that policies are applied fairly across the organization. 
As part of the Workforce Central® suite, managers have one place to go to manage 
time off (accruals), which is fully integrated into your timekeeping solution and 
thereby improves the productivity of your payroll team. The solution provides 
the complete automation and high-quality information your organization needs 
to help control labor costs, minimize compliance risk, and improve workforce 
productivity. It also lessens the administrative burden of complying with state 
or municipality sick-leave regulations. With effectively managed accruals, 
employees are able to take their earned time off and management is able to 
understand the organizational leave liability. Employees will appreciate the 
ability to view their accrual balance when needed and know how much time 
they have available.

Key Benefits
 » CONTROL LABOR COSTS The ability 

to report accrual balances in real time 
reduces the potential for mistakes and 
abuse

 » MINIMIZE COMPLIANCE RISK 
Centralization of time-off policies 
enables consistent, accurate 
enforcement

 » IMPROVE WORKFORCE 
PRODUCTIVITY Automated tools help 
expedite or eliminate time-consuming 
administrative tasks associated with 
managing time off

 » ENGAGE YOUR EMPLOYEES Give your 
employees visibility into their time-off 
balances 

Workforce Absence Manager provides a single, real-time view into all accrual balances. This up-to-the-minute visibility guides 
employees in making time-off requests based on eligibility, while providing supervisors with the at-a-glance decision support 
needed to control costs and maximize productivity.



Workforce Absence Manager: Time Off and Accruals

www.kronos.com
© 2017 Kronos Incorporated. Kronos and the Kronos logo are registered trademarks and Workforce Innovation That Works is a trademark of Kronos Incorporated or a related company. For a full list of 
Kronos trademarks, please visit the “trademarks” page at www.kronos.com. All other trademarks, if any, are property of their respective owners. All specifications are subject to change. All rights reserved. 
 CV0439-USv3

Beat the costs and risks of employee time off 
The Accruals component within Workforce Absence Manager 
automates and standardizes the application of complex policies 
related to nearly all forms of employee time off — including 
sick time, vacation time, personal time, “floating holidays,” and 
more. So you can enforce your rules consistently and fairly. 
This changes the conversation from time-off policies to one 
related to the tasks at hand. The solution can also improve 
the accuracy and efficiency of your time-off processes and 
boost the productivity of your employees, payroll teams, and 
managers alike. Visibility given to management with regard to 
leave liability enables you to effectively manage your finances.

Put an end to employee abuse of time-off policies
The Workforce Absence Manager solution enables you to stay 
on top of employee entitlements by reporting time-off balances 
in real time, reducing the potential for overdrawn balances and 
helping prevent time-off transactions that violate organizational 
or regulatory rules. It also provides automated capabilities that 
enable you to restrict the number of accrued hours an employee 
may carry over from one year to the next — based on your own 
rules. All these features help you be certain that employees are 
taking only the time off to which they are entitled. So you can 
control the total cost of these entitlements to the organization. 
And maximize your bottom line.

Take the guesswork out of managing compliance risk
Because your time-off policies are distilled and configured 
into a single, centralized system, you no longer have to worry 
about individual managers or administrators interpreting these 
policies on their own — and applying them inconsistently or 
incorrectly. Instead, Workforce Absence Manager helps bolster 
compliance processes with the ability to systematically apply 
organizational, state, and municipal paid sick-leave and time-off 
policies. What’s more, because accrual balances are displayed 

in real time, you’ll gain a crystal clear picture of your actual PTO 
liability — which will help enhance your compliance efforts. 
This real-time processing benefit stands in stark contrast to 
the often out-of-date accrual balances associated with the 
antiquated batch-processing approach typically favored by 
Enterprise Resource Planning (ERP) systems.

Leverage automated tools to drive productivity
Give your managers and employees automated tools that 
can improve their productivity by expediting or eliminating 
common, repetitive, and administrative tasks. For example, 
Workforce Absence Manager uses automated workflow 
combined with alerts to notify managers when employees 
request time off. Displaying accrual balances in real time gives 
your supervisors “at-their-fingertips” decision support so you 
can eliminate paperwork and wasted time. What’s more, by 
taking advantage of convenient self-service capabilities, your 
employees can view their accruals online via their mobile or 
tablet devices, or via a kiosk or wall-mounted device, and 
request time off on their own, freeing supervisors and HR 
and payroll staff members from having to respond to these 
common inquiries. Finally, once a time-off request is approved, 
the data is automatically recorded and applied to update the 
employee’s online schedule — increasing visibility into team 
coverage requirements. So you can take immediate steps to 
eliminate coverage gaps and improve the overall productivity 
of your frontline workforce.

About Kronos
Kronos is a leading provider of workforce management and 
human capital management cloud solutions. Kronos industry-
centric workforce applications are purpose-built for businesses, 
healthcare providers, educational institutions, and government 
agencies of all sizes. Tens of thousands of organizations — 
including half of the Fortune 1000® — use Kronos. Kronos: 
Workforce Innovation That Works™.

 Put Kronos Workforce Absence Manager to work for you:
kronos.com/absencemanager
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