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UKG Ready (Kronos) Mobile App Download
UKG Ready available for Apple App Store (iPhone) & Google Play App Store (Android):
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UKG Login Screen (after entering Company Shortname on 15 Login)
(With The Stepping Stones Group name & logo):

@ T sTEPPING
* STONES SROUP

The Stepping Stones Group

Log In 12:40 PM [ MDT]

Username

| |

Password

| |

Forgot your password?

You are accessing the Workforce Ready application hosted
by Kronos Incorporated. Access to this environment is
limited to authorized support staff. All data within this
environment is classified as Confidential. When accessing
this information, you are required to maintain the security,
availability and confidentiality of this information and
system. In the event you identify an issue related to
Security, Availability or Confidentiality of the system,
please notify your System Administrator. Thank you.




UKG Mobile Homepage View (Access to Kronos Timesheet)

Today's Tasks )

) You're all caught up!

© Announcements
® Do we have your correct email address?

Emails from Steppt g Stones will go to the primary
email address on r; cord in Kronos. Please review
your current primal email address in Kronos to
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Show More
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Timesheet View (2-Wk Pay Period Glance, Timesheet Status, & SAVE button):

= Qa o P @

€& My Time > Timesheet > Current Timesheet

Timesheet Edit

4 September 05, 2021 - September 18,2021 )

Ti

Timesheet Pay Period
Date Range

Timesheet Status (open,0.00 hrs 0.00 hrs

Submitted, or Approved) Raw Total Calc. Total

> SUNSep5 +

v

MON Sep 6

v ¥V VvV ¥V ¥V VvV VvV VvV vV Vv

TUE Sep 7
WED Sep 8
THU Sep 9

FRI Sep 10

SUN Sep 12
MON Sep 13

+
+
+
L
+
SAT Sep 11 +
+
k
TUE Sep 14 +

+

WED Sep 15 SAVE button (entering
mid-pay period)

THU Sen 16




4-Hour Workday Entry Example (From, To, and Raw Total + SAVE Button):

E My Time / Timesheet @
> SUNSep 5 +
v MON Sep 6 4.00/0.00 +

4 Hour Workday

|y

To Raw Total
12:00 PM 4.00
Calc. Total 0.00
In Date MON Sep 6 v
Evaluations
Time Off v
Cost Centers Alabama/Birmingha E."
Discipline 26 Speech Therapis [__d
||
From To Raw Total
Calc. Total 0.00
® 0




8-Hour Workday Entry w/30-Minute Unpaid Lunch Break Example
(8:00AM-12:00PM & 12:30PM-4:30PM):

— My Time / Timesheet

8.00/0.00

To

v MON Sep 6

Raw Total

12:00 PM 4.00

Calc. Total 0.00

In Date ‘ v

Evaluations

Time Off v

Cost Centers Alabama/Birmingha |__&

Discipline 26 Speech Therapis’ r&
||

From Raw Total

12:30 PM 4.00

Calc. Total 0.00

In Date ‘ v

Evaluations

Time Off —V_

Cost Centers Alabama/Birmingha |__d




Entering/Selecting Time Off Options on Timesheet (Sick, Scheduled School

Closure, Unscheduled School Closure, General Unpaid Time Off):
1) Click on Time Off Drop Down and click “Browse”:

E My Time / Timesheet @
v MON Sep 6 4.00/0.00 +
From To Raw Total

8:00 AM 12:00 PM 4.00
Calc. Total 0.00
In Date MON Sep 6 v
Evaluations

Time Off
Cost Centers Alabama/Birmingha [__d
Discipline 26 Speech Therapis [__&
L]
From To Raw Total
0.00

Browse...

Unscneduled School Closure

General Unpaid Time Off
Sick




2) Select Time Off Option Using:

Browse and Select

10f 1

O General Unpaid Time

Off

O Scheduled School
Closure

School Closure for

Clacad

6 Rows

Name

Full Path

General Unpaid Time
Off

Scheduled School
Closure

School Closure for

Clacad

O Unscheduled School
Closure

Unscheduled School
Closure

3) Enter in Total Time Off Type Hours in Raw Total Box & Click SAVE button:

Time Off

Cost Centers

Discipline

E My Time / Timesheet 6
v MON Sep 6 4.00/0.00 +
4 Hour Workday =
From To Raw Total

8:00 AM 12:00 PM 4.00
Calc. Total 0.00
In Date MON Sep 6 v
Evaluations

Scheduled School ¢ I

Alabama/Birmingha |__d

26 Speech Therapis |__d

i




After ALL the 2-Week Pay Period Hours are Entered, Click on 3-dot icon next
to SAVE and select “SUBMIT” (Clicking Submit locks your timesheet for
review & payroll processing):

te -
Time Off Counts  E—
lations
Schedule
p Off Timesheet Audit Trail \
Centers Request Time Off ingha Ed

o T T[]

Submit too soon?
Reach out to your SSG Manager and ask them to “Reject” your submitted timesheet. This
will unlock the timesheet and allow edits/hours to be added.




