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UKG/Kronos Ready:  
 
Time and Attendance Training for 
Hourly Employees and Managers of 
Hourly Employees 
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January 11 to January 13, 2022



• UKG will be used beginning January 17, 2022 for clocking time along with any time off 
after January 17, 2022 

• Access will not be granted until the start date of  January 17, 2022. It is encouraged to 
take advantage of the training recordings available prior to the start date 

• Even if you have already gotten time off approved in the future (e.g., vacation), please 
re-enter into the system and have your manager approve  

• Any questions please email kronos@ccp.edu

Start Date



Agenda
• Logging in from Mobile/Web Browser 

• Employee Common Tasks 

• Clock Functions 

• Timesheet  

• Time Off Request 

• Manager Common Tasks 

• Dashboard 

• Navigating Menus 

• Viewing & Editing Employee’s Timesheet 

• Approving Timesheets & Exceptions



Getting Started



• Go to your device’s app store and search for UKG 
Ready 

• There are several UKG apps, so make sure to download 
the correct one

Download the Mobile App



• Select the region: North America 

• Enter our company shortname: 6174448

Setting Up the Mobile App

<Your Shortname>



• Enter your CCP network username and password 

• Tap login

Logging into the Mobile App
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Logging in from your web 
browser

Enter your CCP 
network username 
and password 

Click Login





Employee Common Tasks



Clock Functions
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Clock Face
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Manually enter badge ID
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Accepted punch notification
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Secondary job button selection from a list
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1. Type Selection

Requesting time off button series 
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2. Day Type Selection

Requesting time off button series 
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3. Date Selection

Requesting time off button series 
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4. Error message for negative 
balance 

Requesting time off button series 
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1. Select type of change 
request

Timesheet change request button series
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2. Type verification

Timesheet change request button series
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3. Enter time for punch 
change request

Timesheet change request button series
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4. Accepted notification

Timesheet change request button series



24

View punches button
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Out of grade button (automatic notification)
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View accruals button (totals) (third row)
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1. Select date range

View hours button (series)
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2. Date totals

View hours button (series)
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3. Date totals after 
clicking on the ‘i’ for 
detailed information

View hours button (series)
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1. Select date range

Submit Timesheet button (series)



Web Browser Functions



Available Timesheet Actions can 
be found at the top of the 

timesheet



• Ensure your time is correct and enter any exceptions (vacations) prior to submitting. 

• Timesheets must be submitted weekly 

• By end of day Thursday (5pm) during the summer 

• By end of day Friday (5pm) during school year

Submitting Your Timesheet

The Submit action is at the top and 
bottom of your timesheet.



Submitting a Time Off Request

Select your Time Off Type and date or 
date range, then select "Start Request"

Enter the details for your request 
and click Submit Request



Manager Common Tasks



Your Dashboard

Modify widget settings to 
meet your needs. 

Use links in widgets to 
complete tasks or 
access specific 
information.
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Workforce Ready

Pin Menu Drawer: Click this icon to 
keep the menu drawer visible. 
Quick Search: Click this icon and 
enter text to search for what you 
are looking to do. 

User Options: Click these 
options to open a second 
browser window or log out.

Menu Drawer: Use the menu drawer to navigate to a 
new area of the system.
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Search by Menu Item Path
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Accessing Your My Team Pages



Viewing Your Team’s Timesheets

View and 

edit the 

timesheet

Preview 
the 
hours

View the 
employee 
profile

Approve selected 
timesheets



Viewing and Editing an Employee’s Time
• This is an example of an Hourly employee's Timesheet



Approving Employee Requests and To Do Items
Complete your approval tasks by clicking the To Do bell or using the widgets on your 
dashboard

Complete approval 
tasks from your 
dashboard.

Click the bell icon to 
see a complete list of 
To Do tasks at any 
time.



Viewing and Editing an Employee’s Schedule
• This is an example of editing an Hourly employee's schedule directly in the Timesheet



• Searching for Generate Schedules in the search bar

Schedule Editing on a larger scale



• Timesheets are submitted by end of day (5pm) Thursday/Friday (depending on time of 
year) 

• Manager must approve timesheets weekly by the following Monday morning (10am) 

• Please review Time Off requests prior to approving timesheets 

• If you need to make changes to a timesheet after approving:  

• Go back in and reject the timesheet (Manager) 

• Request timesheet changes and Submit (Employee) 

• Approve timesheet change requests and Re-approve timesheet (Manager)

Approval Policies



• If you will be unavailable to complete approval tasks due to PTO or Leave you must 
delegate your approval responsibilities

Delegating Approval Tasks 



When do I start using UKG/
Kronos?



• You will need to start recording your time next Monday, January 17, 2022 

• You will start submitting your time off requests as of January 17 

• Please enter any already approved time off requests into the system after January 17 – 
and your manager will need to approve, again.

When to start using UKG/Kronos?



• If you have questions, send an email to kronos@ccp.edu 

• Job Aides and a Training Manual will be provided following this meeting for additional 
support.

Where to go if you have questions or need help

mailto:kronos@ccp.edu


Final Questions 
 

Thank You!!!!


