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UKG/Kronos Ready:

Time and Attendance Training for
Hourly Employees and Managers of
Hourly Employees

January 11 to January 13, 2022

| rights reserved.



Start Date

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

e 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

e 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

e Any guestions please email kronos@ccp.edu



Agenda

e Logging in from Mobile/Web Browser

« Employee Common Tasks
e Clock Functions
e Timesheet
e Time Off Request
e Manager Common Tasks
e Dashboard
» Navigating Menus
» Viewing & Editing Employee’s Timesheet

» Approving Timesheets & Exceptions




Getting Started




Download the Mobile App

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

UKG Ready

Kronos Incorporated

Rate this app
Tell others what you think

wOw W

Write a review

Developer contact

About this app

Your employer must have UKG Ready software
configured for Mobile.




Setting Up the Mobile App

viKG
« Select the region: North America

Welcome to UKG Ready!
| |
« Enter our company shorthame: 6174448 | | Selectyourregion

O Australia
O Europe

O North America

Company Shortname * @

<Your Shortname>




Logging into the Mobile App

e Enter your CCP network username and password

e Tap login




Enter your CCP Logging in from your web
network username browser o wowi s v

C & myccp.ccp.edu/group/mycampt

and password MY CCP

Home  MyGPS  Student  Employee Cl

Click Login

LAUNCHPAD
% LAUNCHPAD
COVID-19 Screening Form
@ Student Device Loaner Request
COVID Vaccine Card Upload

Canvas LMS

Kronos Time & Attendance System

FAMIS Work Request System
CCP Email (Office 365)

r] nstructions for Installing Microsoft Office
365

@8 Banner 9 Access

@@ Banner Access

u Argos Access

u Argos DBS Report
% Tableau Access

& DocuSign Demo

#mp Classroom Printing

X, Starfish Connect

MyCCP Online

(&) #TSupport

VKG



U KG 09:24 PM (Eastern) UKG READY Q ‘ @ P @

Today's Tasks D
HT Hourly Test (©) You're all caught up!

Employee ID: 12345654321 \ Hired Date: 06/01/2018 (3 Years, 7 Months, 17 Days)

® Quickly add all tabs from your Classic Dashboard. Add From Classic X

M| MyDashboard | 3§ ~ @ED Edit Mode
% Start

My Account

® My Timesheet & Links & My Accrual Balances

Quick Links (5) REQUEST PERSONAL

Monday, Jan 17
® My Time

09:24 PM imesheer personal

[ Eastern] Current Timesheet )
Time Off 0:00 hours available

@ JEN 5equest Jan1,2018-Jan 1, 2019
istory

Change Cost
Center Calendar

Sick @

0:00 hours available

Jan1,2022-Jan 1, 2023

& My Information

My Profile

| IRV
@ Missing Punches @ My Schedule / My Time Off @ My Sticky Notes
(1) No Data to Disolav < JAN2022 » = Note 1 v

VKG



Employee Common Tasks




Clock Functions




Clock Face




Manually enter badge ID

Identify yourself to continue




Accepted punch notification

Accepted

Name: Hourly Test
Badge ID: 123456

Punch In/Out at 4:.07 PM « Mon Dec-20-21




15

Secondary job button selection from a list

‘Secondary Job 1 hems
() <Leave Blank>

() Base Job

O FT Class/Environmental Services/Housekeeping Person

¢ TN ©

VKG



Requesting time off button series

1. Type Selection Time Off

O Bereavement

O Jury Duty

O Personal

O sick

e e ]




Requesting time off button series

Request Type
2. Day Type Selection 9 P

(O Full Day

O Partial Day

O Multiple Days

e =]




Requesting time off button series

Request Time Off
3. Date Selection

Date | 12/20/2021

Comment Comment




Requesting time off button series

_ Error
4. Error message for negative

balance .
Please Review:

- Remaining accrued balance for Personal would be
negative: 7:30.




Timesheet change request button series

Change Type
1. Select type of change ge 1yp

requeSt O AddPunchin Add Punc!
AddPunchOut Add Punch Out
(O AddTimeEntry Add Time Entry

O ModifyCostCenter Modify Cost Cent

¢ T T




Timesheet change request button series

Request Timesheet Change
2. Type verification

Change Type AddPunchOut




Timesheet change request button series

3. Enter time for punch
change request




Timesheet change request button series

4. Accepted notification

@ Accepted

Timesheet change request created




View punches button

View Punches

12/20/2021




Out of grade button (automatic notification)

Accepted

Name: Hourly Test
Badge ID: 123456

Out of Grade at 4:14 PM * Mon Dec-20-21




View accruals button (totals) (third row)

View Accrual Balances Accrual Balances

Personal 0:00 Hours 06/01/2018 o
Sick 0:00 Hours o

Vacation -7:30 Hours  12/15/2021 o




View hours button (series)

View Hours
1. Select date range

From | 12/20/2021

To 12/20/2021




View hours button (series)

View Hours
2. Date totals

12/13/2021
12/14/2021

12/15/2021

12/16/2021

12/17/2021

) 0 0 0 Q0 O




View hours button (series)

View Hours
3. Date totals after

clicking on the ‘i’ for 12/13/2021 7:30 Hours
detailed information Bulk1 7:30

12/14/2021 7:30 Hours
12/15/2021
12/16/2021

12/17/2021




Submit Timesheet button (series)

Submit Timesheet
1. Select date range

From | 12/20/2021

To 12/20/2021




Web Browser Functions




Vi eWi n g Yo u r Ti m es h eet Available Timesheet Actions can

. be found at the top of the
= UKG  womes VT timesheet

My Time > Timesheet > Current Timesheet
< Timesheet Edit i 0 m CHANGE REQUEST
4 December 20, 2021 - December 26, 2021 » Open o’

Time Entry Exceptions Calc Detail Calc Summary Counters Summary By Day

30:00 hrs

Calc. Total

v MON Dec 20 e 08:25 am e 05:00 pm 08:35 07:30 MON Dec 20 l Base Job B ‘ |

08:34hrs  07:30 hrs

0830 | 07:30 TUE Dec 21 :] Basejob [ ||

08:30 hrs  07:30 hrs

0828 | 07:30 WED Dec 22 :] Basejob [ ||

08:28 hrs  07:30 hrs

g -
07:30 07:30 THU Dec 23 :] Base Job 7Y ‘ |

07:30 hrs  07:30 hrs

FRI Dec 24 a 07:30 00:00 FRI Dec 24 Holiday Base Job
8:30a-5p

07:30 hrs
SAT Dec 25

SUN Dec 26




Submitting Your Timesheet

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

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

e Timesheets must be submitted weekly
e By end of day Thursday (5pm) during the summer
e By end of day Friday (5pm) during school year




Submitting a Time Off Request

= EAKRONOS  zsrmeen

< Time Off Request

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

‘v Accrued Balances Details

TUE SEP 7
Jan1,2022 vacation v

40:00 s 09:00 s 16:00 s 15:00 nrs 36:00 ns

Current Accrued aken Current Balance Scheduled Pending Approval Schedule

(09:00hrs)

4« SEP2021 )  TODAY 2 & START REQUEST

MON Time Off Type * Request Type *

‘ Vacation B ‘ v

Comment
Full Day

Multiple Days

Partial Day (Bulk)

CANCEL

25

Enter the details for your request
and click Submit Request




Manager Common Tasks




Your Dashboard

= EIKRONOS  zormuen

Today's Tasks 'O

MT Manager Test (¥) You're all caught up!
Employee ID: 123456789 | Hired Date: 09/10/2018 (2 Years, 9 Months, 29 Days) ™

N D - |

+w Start

@ @ & @

My Account My Employees My Timekeeping Reports

@ My Timesheet & Links @ Missing Punches

Quick Links (15) @  NoDatatoDisplay
Friday, Jul 9

N.A=7 A A & My Information /
My Profile

Use links in widgets to My Profile
complete tasks or Modify widget settings to

access specific ® MyTime meet your needs.

n q Timesheet
|nf0rmat|0n- Current Timesheet
Time Off
Request
History
Calendar

B My Saved Reports & Employees @ My Schedule / My Time Off

4 JUL2021 »

Athret Cottinne  SFEFN l

Jeremiah's View D 987654321 Johnny Test Active ==




Workforce Ready

Menu Drawer: Use the menu drawer to navigate to a

new area of the system.

& My Team
® Time
£ Accruals

& Schedule

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.

™. *

Test Manager Test
Manager

Sign Out

New Window

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




Search by Menu Item Path

Work|Schedules

Workday Breakdown Templates

Call Lists

I

Workload Manager Setup




Accessing Your My Team Pages

= Schedule




Viewing Your Team’s Timesheets

= %’ KRONOS 2:37 PM (EDT) TIME

& All Timesheets

Page of 1

- 50f 5 Rows Current view ¥

Permission v 4 Employeeld First Name Raw Hours TimesheetS.. Timesheet E...
= v starts with v starts with v starts with v = v = v = v = v =
-
E Ee Approve 987654321 Johnny Test 37:30 5 07/04/2021
. a [
E B AL e 987654321 Johnny Test 37:30 5 5 07/05/2021 07/11/2021
£ Q e
Ole BRIE Approve. 987654321 Johnny Test 37:30 5 5 07/12/2021 07/18/2021
g W, wo - View the Johnny Test 37:30 5 5 07/19/2021 07/25/2021
. Q \
g Appl Johnny Test 37:30 5 5 07/26/2021 08/01/2021
. Q | employe
Page Total H |
Loflle 4 187:30 25 20
Preview
the
hours
viewand :
edit the
gimesheet

v Default Loca..
-~ =
B A A

Active
Active
Active
Active
Active

Approve selected
timesheets

“anth

Subm

Open

Open

Open

Open

P

@

Y B~

| O

itted

VKG




Viewing and Editing an Employee’s Time

e Thisis an example of an Hourly employee's Timesheet

= VKG o101 P MY TIME

My Time > Timesheet > Current Timesheet

< Timesheet Edit

4 December 20, 2021 - December 26, 2021 » Open o’

Time Entry Exceptions Calc Detail Calc Summary Counters Summary By Day

30:00 nrs

Calc. Total

~ MON Dec 20 e 08:25 am e 0500 pm 0835 | 07:30 MON Dec 20 [ Basejob & ||
8:30a

08:34hrs  07:30 hrs

TUE Dec 21 e 0830 am . 0830 | 07:30 TUE Dec 21 S Base Job

08:30 hrs  07:30 hrs

e 08:32 am : 08:28 07:30 WED Dec 22 :| Base Job
08:28 hrs  07:30 hrs
© THU Dec 23 (] -

0730 | 07:30 THU Dec 23 [~ ] Base Job

07:30hrs  07:30 hrs

FRI Dec 24 a 07:30 00:00 FRI Dec 24 Holiday Base Job
.

07:30 hrs
SAT Dec 25

SUN Dec 26




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.

My To Do ltems @) My Notifications @)

¢ My To Do Items

Page‘ 1| of1

Select all (0/0)

1-30f 3Rows

Approve/Reject Timesheet
Nov 8,2020

Approve/Reject Timesheet
Nov 2, 2020 - Nov 8, 2020

Created Nov 4, 2020, 9:55 am

Approve/Reject Time Off Request
Paid Time Off

Alan Edwards

Created Aug 26, 2020, 9:24 pm

Approve/Reject Time Off Request
Paid Time Off

@ Aenedwards (1003) &

O

[EQ View Time Off Counts  [¥] Modify [ Open Timesheet 4& View Scheduled People /4 View Workflow

Manager 1

Labor Allocations

Carlos Hudson

Location 1/Dept 200/Job F

Created Aug 26, 2020, 9:24 pm

Date

Sep 9,2020

Max Blackburn

Manager 2

Time Off Paid Time Off

Total Hours 8.00

REJECT APPROVE

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
= UGKG  ramese \ Ao @O

Dec 23, 2021

Hourly Test (12345654321) X

Time > Timesheets > All Timesheets

< Timesheet Edit . SAVE SUBMIT APPROVE
Availability/Preferences - - -

@ Hourly Test (12345654321) ® 4 December 20, 2021 -Decemb  Ayailable - Prefer

Time Entry Extra Pay & Counter Adjustment Exceptions calcpet  Shift(s)

SHIFT 1 SHIFT 2

Shift Type Start Date *

DG iy s onae—

V' MON Dec 20 «+ || e 0825 am | @ |e 0500 pm Standard Total Hours B Base Job B B B
8:30a-5p Floating 07:30
Free Flow
V' TUEDec21 « [eos30 am| @ [cost0 pm| @ 7 Hours Bulk
8:30a-5p 7.5 Hours Bulk
ek 7a-4p
8 Hour
V' WED Dec 22 « [eogzzram| @ [eos00 pm]| @ 8:305-5p Lunch Start * Lunch Time*
8:30a-5p 8a-430p After 04:00
8a-5:30p Summer

Summer Daily Schedule CY
|
RIHU Dec 2 Location

8:30a-5p

V' FRIDec24 l
8:30a-5p

L—c'xH Base Job I.T:‘;H E E:'\‘

Base Job E E B ‘

‘ Base Job B ‘

Secondary

Base Job

Scheduling Level

> SAT Dec25 + )

Eclass for Profiles
> SUN Dec26 + | - ‘ [




Schedule Editing on a larger scale

Searching for Generate Schedules in the search bar
= UKG 0134 PM Eastern) SCHEDULE e £ O

Schedule > Basic Scheduling > Generate Schedules

generatd < Generate Schedules

Menu Page lIl of 1 1-80f8Rows Saved: [System] v T Columns2) ® Y (2) v e

_ i | Employee Id Username 4 Y Last Name In Payroll it Y Employee Status
stem Generated Emails
- starts with starts wit h d | = starts with
Generate Schedules Parameters
Terminated

(®  1Incase work schedule profile is not selected, employee’s
100132325 00132325 jione139 Jacqueli default will be used Active salary 7 hr

Generate Schedules

Jo1127110 01127110 jjones. John Active Salary 7.5 Hour
From Date

‘ 12/01/2021

100050197 00050197 ivjones Josephil Active Mon-Fri 830a-5p NON Summer

01120035 01120035 ljjones Louise Active Mon-Fri 830a-5p NON Summer

101119643 01119643 Iyjones Lyvette 10 Date™ Active salary 7.5 Hour

RE[)OI'tS 100333259 00333259 njones Nyla ‘ 12/16/2021 E Active salary 7.5 Hour

em Generated Emails

Active salary 7.5 Hour

R0 B¢ R Re 8l R0 R Re

101120208 01120208 tjones Todd Work Schedule A/ Active salary 7 hr

100941676 00941676 gjoneswoods Gail ‘ 7a-4p M-Th

" [] Override existing schedule entries

GENERATE

mesheet Views

All Timesheets




Approval Policies

« 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

e If you need to make changes to a timesheet after approving:
« Go backin and reject the timesheet (Manager)
e Request timesheet changes and Submit (Employee)

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




Delegating Approval Tasks

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

€ My Delegations

Workflow Delegation  Saved: [System] v
Page o (PozRows My Columns (1) ® Y Mode: v

Timesheet 03/17/2019 03/31/2019

Timesheet Change Request 03/17/2019 03/31/2019




When do | start using UKG/
Kronos?




When to 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.




Where to go if you have questions or need help

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

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



mailto:kronos@ccp.edu

Final Questions

Thank You!!!!



