
UKG Time Off Request!
As part of our business strategy, we are introducing a new feature for requesting 

accrued time off in the UKG system

WHAT’S NEW?

• Proper approval workflow of your teams’ requests
• Electronic records for audit and retention
• Ability to view the status of requests via UKG Timecard, 

UKG Schedule, or Mobile App

WHEN?
• Non-Exempt Employees will be able to start accessing 

the Time Off Request Tile in UKG March 30, 2026

WHY?
•  The new TOR system within UKG will provide 

Employees and Managers with a paperless submission 
and approval process
• Accrual balances are viewable by Employees 
• Automatic Email notifications for submissions
• Automatic schedules updates with Time Off 

Request

WHEN AND WHY? WHAT’S NEW?

MANAGERS

• View the status of all your employee’s request – 
submitted, pending, and approved in their Timecard or 
Schedule

• Ability to review, cancel, and approve employee 
requests in UKG or Mobile App

• Electronic Record of Request at your fingertips
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Logging into UKG

Sign onto UKG as normal
Username 
Your username will be the first part of your email address. 

Example: Jane.Doe@cbhi.net  Example: JDoe@cbhi.net 
Username: Jane.Doe   Username: JDoe

Password
If you need a password reset for UKG, please click on “Forgot your Password” on the sign in page.  You will 
receive an email with a link to reset your password.  

Help
If you are having issues in UKG, please reach out to Payroll Systems at payrollsystemsteam@cbhi.net.  

UKG Website: https://crestwdbehavhealth.prd.mykronos.com/wfd/home#/ 
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How it Starts
• Employees log in to UKG or UKG Mobile App to submit a request for time off using the “My Time Off” 

tile
• Once they click “Submit” an email will automatically be sent from noreply@mykronos.com to 

Reports To Manager and Campus Payroll Support 
• The email includes a link to UKG that will automatically navigate you to the Schedule Planner 

where you can review the details and take action to Approve, Refuse, Add a Comment, or put in 
pending status
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Other Ways to Review and Approve

UKG Control Center 
Bell icon in the right 
corner of the sign 
on page

• Two additional places for you to find received request in UKG:  
 1.  My Notifications tile under Employee Request 

2.  UKG Control Center
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Review and Approval
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1. Click on the request you want to review
2. Review the details on the right of the screen

a) Date(s)
b) Hours

3. Select your decision

The status of the request will update from Submitted once you take action



Actions Defined

Mark Read/Done:  Marks the request as read with no response
Approve:  Approves the request
Refuse:  Rejects the request
Add Comments:  Use for partial day approvals
Pending:  Updates status to Pending so you can make a final decision later
Edit Not an available option at this time
Cancel:  Cancels the request on behalf of the employee 

(*Employee initiated cancellations need to be approved to be removed from 
schedule)

Delete: Deletes the request
Go To:  Automatically routs you to the Schedule view

This comes in handy when you want to see all your non-exempt employees who have 
time off requested or submitted within a defined time period.  
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Reviewing Request in the Schedule

Schedule view allows you to view all your non-
exempt employees within a defined time period, 
making it easier to spot potential coverage issues.
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Click Go To

It will take you to the 
schedule planner with 
absence calendar view



Approving Request in the Schedule
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1.  Right Click 
on the status of 
the request

2. Scroll down 
to review the 
details of the 
request

3.  Make your 
decision



View of a Final Approved Request

In Schedule

In Timecard
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Partial day Time Off Requests
There is a special procedure to follow when you have a partial day request.  

1.  Click  “Add Comments”

To approve partial day requests, Managers will need to add a comment showing the request is  
“Approved” and mark the request as Pending.  

This lets both the requestor and the Campus Payroll Support know this is approved and pending 
adjustment for final hours taken. 

Once the actual time taken is recorded, the Campus Payroll Support will update the request with 
the actual time taken and close the request by selecting “Approved”.  This locks the request and 
Managers will give a final review when approving the timecard for the pay period.
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Partial hours requested for appointments 

2. Click the arrow next to “Add Comment”

3. Scroll down and select “Comment”

4.   Type “Approved” in the “Type a Note (optional).”box

5.   Click the “Add” button

6.   Click the “Pending” button
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