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What is UKG Dimensions?

UKG Dimensions (formerly Kronos WFD) is the time management system that
will be used by ALL USNH employees.

*  UKG links with USNH Banner Finance/HR system used to process payroll

- Employees can access UKG via Desktop, Mobile application process
OR a Timeclock
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UKG Communications Methods

Within UKG(formerly Kronos), there are system generated
communications and notifications to alert you to action that may
require your attention

*  Email communications will be sent to the campus email address we have
on file in Banner HR.

* Notifications that require action will be displayed - such as a missed

Punch display in your Control Center when using Desktop or Mobile
application or through a clock display for Timeclock users
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Language Preferences?

 For Timeclock users: Set the language (at auxiliary clocks) while you
navigate in UKG to review & respond to notifications

£ English francais espanol EP

Mon Mar-02-20 ] 203 PM

Request Time
Off

(?il \(?/ 5]

Punch In Punch Out

 For Desktop or Mobile users: Notify your supervisor and they will work
with your campus admins to set the default language for you to use every
time you login to UKG Dimensions.
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UKG Learning Resources:

* Job Aids — How to Punch In and Out, and job transfers (if applicable) are
online

« Supplemental Job Aids (step by step instructions and screens shots) for
actions you can make in UKG Dimensions are posted online

* Overview Presentations — for Desktop / Mobile and Timeclock users are
posted online for access and review at anytime
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Overview Objectives

v KG

After completing this review, you should have an understanding of how

to do the following:

Access and navigate in UKG Dimensions (desktop or mobile)
View My Schedule and My Calendar

Submit Time Off Requests
Enter IN and OUT Punch times using Punch In/Punch Out buttons

Navigate your Timecard to perform edits/corrections

Approve your Timecard on a bi-weekly basis, & prior to the deadline
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Navigating your Home Page




Access UKG Dimensions - Desktop

University System  Log in to UKG Dimensions via
of New Hampshire USNH Single Sign-On (SSO)
USNH L(IEG Din;ensicms https://usnh-sso.prd.mykronos.com
ronos
Pleaseselectthe'PuincComputefoption If this is not - Tip: b00kmark the Iogin page for

a machine you use regularly.

future use

C This is a public computer

® Thi private computer

fo— » Takes you directly to your UKG home
page, where you can:

Password:

— Access, view and modify your
data using tiles

........

— Configured to reflect your role

Need Assistance?

@ 2021 Information Technology = University of New Hampshire =
Durham, NH 03824 « UNH IT Service Desk (603) 362-4242 -
TTY Users: 7-1-1 or 300-735-2964 (Relay NH)

@ Job Aid: Getting Started - Employee Desktop
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https://usnh-sso.prd.mykronos.com/

Access UKG Dimensions - Mobile

Download the “UKG Dimensions"
application for use on your mobile device

UKG Dimensions

Kronos Incorporated  Business

Thiz app is available only on the App 51

UKG Dimensions &
Mew Dimensions in Work
Kronos Incorporated

* Full functionality, in a mobile-enhanced
view.

* Download from the Apple app store or e
android app store (such as Google Play.) ey 8 R

*  When asked, use the same URL as the
desktop:

https://usnh-sso.prd.mykronos.com

READ MORE

Job Aid: Getting Started — Mobile Application



https://usnh-sso.prd.mykronos.com/

Navigating the Home Page
= n ¥

Home page
Punch Icon My Schedule

My Profile

Feb 28 - Mar 05

Fri 8:00 AM - 4:30 PM [8:30]
28 + __ource Assistant

Sat

29

sun

Transfer

Punch In

Access
Main Menu

Edit Profile €

Punch Out

8:00 AM - 4:30 PM [8:30]
+ __ource Assistant

My Notifications v

System Messages

7:51 AM

9/23/2020
(GMT -05:00) Eastern Time
(US4A; Canada)

8-:00 AM - 4:30 PM [8-30)
+ __ource Assistant

My Requests

+ __ource Assistant

8:00 AM - 4:30 PM [8:30]

-
-

Wed I 8:00 AM - 4:30 PM [8:30]

Timecard

_..ource Assistant

Timekeeping

Take actions
directly in this tile

0
0
0 Leave of Absence Requests
0
6 Exceptions 0

Timekeeping Requests
There are no items to display.

Click tile
background to view
source

My Timecard °
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Viewing alerts and accessing the Control Center

— v
. . =N 3 HpmE Control Center 3m
To view your alerts:
= r ~
. . . .'.!I e My Profile Ep -ommckeetied
+ Click the Bell icon to view a w Feb 2. Mr s sz
- xception
- Fii 8:00 AM - 4:30 PM [8:30] Missed Punch
Summary Of alert(S) ‘ ‘ I « _ource Assistant Employee Name
T Welch, Justin
55 i
. - . > 0 Missed Out Punch
« Click View All to view the = Quick ot
Control Center HIEEE-=ll actions W
Last Punch 2 & _ource Assistant l v S
7:5" AM T;e I 8:00 AM - 4:30 PM [8:30] 0 System West Mark Read Delete GoTo
. . 9/23/2020 < _ource Assistant {
+ Click a category in the My (5MT 950) Eesten i we TT 550 s 220 P30 o
. gm . . . 4 I + __ource Assistant 7 =) R:}Eﬁeﬁﬂ';?n
Notifications tile Click anywhere o [ 500 A -230 P (830 . Wekch, e
5 I < __ource Assistant Employee Name

3 Timekeeping Welch, Justin

Timecard Edited By
Martin, Michael on 9/27/2019

My Notifications to close Control
0 System Messages Center panel o display.

~wparein, Michael

Timecard ° |
Timekeeping Requests 1 . rd i
l sl Click to open [Elitreira

dER p. Control Center QG

v | S

Mark Read Delete Go To

0 My Requests
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Control Center Available

actions

Control Center

= n Y

=Y S o
Select all Refine cancel Go To
0 System Messages O] E Request USNH Personal Time Non Exempt o Tofl
Employee e | —
Created On 12/24/2019 9:38 AM H
0 MyRequests Requested Period: 12/24/2019-12/24/2019 USNH Personal Time Non
Approval Status: Approved
Approver Name: — Exempt N}D'O'Ed
0 Leave of Absence Jequest Status Approved Time Off
Requests
I -

(0 Timekeeping SrHuman Resources Assistant, USNH...

0 Timekeeping Requests
» Accruals

Notification list

> More Details

> Modified Dates

Categories

. P d
Details panel e

Personal (Hours)

Tuesday 12/24/2019
12:45 pm-2:00 pm

> Comments & Status History

Job Aid: Review Control Center Notifications > Request Details
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Signing Out

When you are done: Justin Welch
* Access the Main Menu

- Select Sign Out to exit od

Search

N Home

NOTE: UKG Dimensions will

automatically log you out after 10
minutes of inactivity on desktop or & > My Information
mobile screen

£ > Dataviews & Reports
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Time Entry via Desktop




Punching In and Out

=n ¥ Home G ¥ @ A
« Time is recorded via Punch tile _
and is added to your MY Punch My Schedule My Profile
H Transfer Feb 28 - Mar 05
Timecard ‘ Fri 8:00 AM - 4:30 PM [8:30]
. . I & _ource Assistant
— Provides accurate, timely o =
. uncn in
documentation of hours 29 it ro
= it Profile €
WO rked Punch Out Satlj !
] Mon | | 8:00AM -4:30 PM [8:30] My Notifications
° Punch Locatlons et Bl 2 < __ource Assistant
751 AM Tge 8:00 AM - 4:30 PM [8:30] 0 system Messages
- YOU ShOUId Only be ((}éEuETQ[t})E%%O) Eastern Time Wed ;Oa.;:ﬂci?;i:r};m] 0 My Requests
punCh|ng N at yOUF e 4 .-‘-" ...awc;e.;!xssistant.
. . 0 Leave of Absence Requests
designated work locations _ ™ [ | 5:00AM-4:30 PM [8:30]
Timecard 5 & __ource Assistant 0 Timekeeping
- Employees with multiple jobs © Exceptions 0 Timekeeping Requests

There are no items to display.

— Required to complete a
Transfer process to select vy Timecas €
the correct job you are

punching in for.

See Job Aid — “Using the
Punch Tile — Select Transfer
Position”

Job Aid: Using the Punch Tile
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Punching In and Out (cont.)

Track hours worked by clicking on Punch IN Punch
and OUT according to your work schedule Transfer
* If you forget to Punch Out one day, you *

will be alerted at your next punch — of a
Missed Punch

Punch In

« Fix immediately or access timecard
later to make correction, but prior to
the end of that pay period Punch Out

Your time-approver will receive naotifications
for any Pending Edits manually made to

; g Last Punch
your timecard. 7:51 AM
Supervisors are required to review and 9/23/2020
Approve or Refuse ALL manual edits (GMT -05:00) Eastern Time
(USA; Canada)

made to a timecard.
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Ya Hour Rounding Rules - for Punching IN and OUT

Rounding Rules calculate an employee’s IN or
OUT punch time to the nearest 1/4 hour

1/4 Hour Rounding

EXAMPLE: Punching IN anytime from 7:53 to K1k by, "
8:07 would round to an 8:00am Start Time - 12 “,
| _ i At Rounded | . * 5
« Track on your daily punches, because if you Start Time {Oﬁgarrtgmi ’ = <

repeatedly Punch IN early or Punch OUT late

, 7:53-8:07 8:00
you could trigger overtime for that week

|!;II,;

8:08-8:22 8:15 9 3
: : : 8:23-8:37 8:30 = -
* QOvertime is triggered by hours worked over - -
40/per week 8:38-8:52 8:45 _ -
8:53-9:07 9:00 7 -
- - ~
Additional Examples: 7 > 6 W A

Punch IN at 7:52am would round back to a start time
of 7:45am

Punch OUT at 4:38pm would round up to an end time
of 4:45pm
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YES

Confirm X

| certify | took an unpaid meal break within 5
consecutive hours of my workday and in
compliance with NH Department of Labor law
RSA 275:30-a ("An employer may not require an
employee to work more than 5 consecutive
hours without granting him a 1/2 hour lunch or
eating period, except if it is feasible for the
employee to eat during the performance of his
work, and the employer permits him to do so”)*

YES hd

NO

Confirm X

| certify | took an unpaid meal break within 5
consecutive hours of my workday and in
compliance with NH Department of Labor law
RSA 275:30-a ("An employer may not require an
employee to work more than 5 consecutive
hours without granting him a 1/2 hour lunch or
eating period, except if it is feasible for the
employee 1o eat during the performance of his
work, and the employer permits him to do so")*

Cancel

MO -

AND

Punching OUT & Meal Attestation — (After 5 or more hours worked in a day)

If working 5 or more hours, UKG will ask you to CONFIRM whether you took your unpaid meal break:

WHY?

Confirm X

Why did you miss your owed meal break today?

*

Mutual agreement..

Mutual agreement with supervisor to wor...
Worked through my meal break without s._.

Meal break was not provided
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Requesting Time Off




Viewing My Schedule

From My Schedule tile, you can:

View your schedule for the next seven days

Access My Calendar to view additional dates.

My Schedule

Feb 28 - Mar 05

8:00 AM - 4:30 PM [8:30

+ .. _ource Assistant

Sat

29

5un
1

Mon 8:00 AM - 4:30 PM [8:30]
2 + . _ource Assistant

Tue 8:00 AM - 4:30 PM [8:30]
3 + . _ource Assistant

Wed 8:00 AM - 4:30 PM [8:30]
4 + .. _ource Assistant
Thu 800 AM-430 PM [3:3{]]
5 « __ource Assistant

" ﬂ My Calendar
* P Feb2020
us Today Next

| sick (approved) | I8:00am-430pm  [8:00am-4:30pm  [8:00 am-4:30 pm

| sick [8:00]
| 4:00 pm - 4:30 pm

plalioproved)
| 8:00 am - 17 00ps
I sick [2-48]
| 2:48 pm - 4:30 pm

2 3 4 5 6 7
lso0am-430pm | 8:00am-4:30pm  |800am-430pm | 8:00am-4:30pm | Personal (Appr..
I Personal [3:00]

| 11:00am -4:30 pm

Job Aid: ‘View My Schedule/My Calendar - Hourly’

o H o- ¢
Mew view  Show /Hide Layers
Request

Events Requests

(2]

Bl

Hide List

a

@ Tuesday

USNH Sick Time Non Exempt - Hours * Approved

1 Sick - Approved Time-Off Requests
| sick[8:001/8:00 AM - 4:00 PM

4:00 PM - 4:30 PM [0:30]
zzzSr Human Resource Assistant

20 wednesday

I 8:00 AM - 4:30 PM [8:30]



Requesting Time Off

\ELCERNE
Request
From My Calendar, you can:
= n ¥ My Calendar O A
. .
Previous Today Next New view  Show /Hide Layers Hide List
Request
© VI eW eXIStI ng Req uests Sun Mon Wed Thu Fri Events equests
I I I I I i ’
 Sick (Approved) | | v Sick (Approved) | I8:00am-430pm | s:00am-4:30pm | 8:00am-4:30 pm >
[ ] . _19- i '
Ca n Ce I a Re q u eSt Iglgﬂ ;"L]] 200pm | | sick [&:00] USNH Sick Time Non Exempt - Hours » Approved
| 2:48 pm - 4:30 pm I Sick - Approved Time-Off Requests
- Make a New Request | sick[8:001/8:00 AM - 4:00 PM
2 3 4 5 6 7 8 4:00 PM - 4:30 PM [0:30] ]
lsooam-430pm  [s:0048-230pm  [2:00am-4:30pm | 8:00 am - 4:30 pm Bsonal (Appr T [ TR SR

11:00 -4:30
I am pm 20 wednesday

| s00am-az

View details of

your request

View existing

request

Job Aid: Request Time Off - Hourly
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New Request for Time Off

R Time Off X
From My Calendar USeNal:’Srf:nall:JneExempt
1. Select a start date on your calendar Request Time Off X i
ates
2. Select New Request
Type of Time Off
From the Request Time Off panel: =————————p Rty
. S amily Care UTime Mon Exempt
1. Select a Type of Time Off S
USMNH Military Leave UTime Non Exempt
SeleCt Apply USNH Sick UTime Non Exempt i 500
Select any additional dates, if needed USNH Community Service Nor-Exempt Deduct from

Enter a Start time

USNH Convert OT to Comp

Enter a Duration (hh:mm) USNH Jury Duty Non Exempr

USNH Bereavement Non Exempt

S

Select Review to add a comment

7. Select Submit
==

Cance

*ALL Time Off requests must be made prior to
the close of the pay period in which the time will
be taken.
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Cancelling Time Off

If you made a request in error or

something changed, the way to fix it is
by first cancelling the prior request and
then making a new one (if necessary.)

From My Calendar:

* Select the date of the prior request
* Select Review

From the panel:

* Select the More Options icon

e Select Cancel Request

Fri

| v Personal (Approved)
| Personal [8:00]

22

29

©- [E ©- €&~ Bl

Mew View  Show

Requests

Hide Lavers

Hide List

&/ USNH Personal Time Exempt - E

Personal - Approved Time-Off Req

I Personal [8:00] / 8:00 AM - 4:0
27 | Thursday

USNH Personal Time Exempt - 5

I Personal - Approved Time-Off Req

I Personal [4:00] / 12:00 PM - 4;

@ Friday

USNH Personal Time Exempt - F

I Personal - Approved Time-Off Reg

I Personal [2:00] / 8:00 AM - 4:0

: Time Off Request

; USNH Personal Time Exempt - Approved

Request: Personal Full Day Feb 28 2020
Submitted by: Foumnier, Marc
Submitted date: 2/24/2020 12:28 PM

: History

L Approved
a by McGrail, James

2/24/2020 12:35 PM

Submitted
by Fournter, Marc

2/24/2020 12:28 PM

I Personal Full Day




Navigating My Timecard




Viewing My Timecard

From Main Menu:
« Select My Information

« Select My Timecard

OR use your Timecard tile
which contains:

» Total number of exceptions
in your timecard

 Name & day that someone
other than you edited your
timecard

* Click tile to My Timecard

. Maria Garcia

£

Search

My Schedule

Feb 28 - Mar 05

Fri 8:00 AM - 4:30 PM [8:30]
28 & _ource Assistant
Sat

29

Sun

1

Mon

2

My Notifications

2 System Messages

A Home 1 My Requests

[E > Dataviews & Reports

0 Timekeeping Reguests

0 Timekeeping

8-00 AM - 430 PM [8:30]
< _ource Assistant

My Timecard

Tue

3

I 8:00 AM - 4:30 PM [8:30]
Wed I 2:00 AM - 4:30 PM [8:30]

< __ource Assistant

4 < _ource Assistant

Thu

5

8:00 AM - 4:30 PM [8:30]
< _ource Assistant

Timecard

5 Exceptions
There are no items to display.

Edited Mon 9/30 by Martin, Michael ™

My Timecard °

Job Aid: View My Timecard

My Profile

Maria Gar

Edit P

Punch

Transfer

Last Punch

751 AM

9/23/2020
(GMT -05:00) Eastern Timel
(UsA; Canada)
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Hourly Timecards

~ Current Pay Period [ #7# Loaded: 11:10 AM

v ¥ | » [~
W Approve Sign-Off Rule Share
Analysis
. Schedule Transfer
Sat 2/22
Sun 2/23
Mon 2/24 I 8:00 AM .. Resource Assistant;; | | Sick I 8.00
4.00PM-4:30PM E 8:00
@ Tue 2/25 8:00AM-430PM & 7:55 AM 430 PM 8:00 8:00
@ Wed 2/26 8:00AM-4:30PM & 7:55 AM 430 PM 8:00 8:00
m Thu 2/27 8:00AM-430PM < i 7:51 AM 4:33 PM 815 8:15
Fri 2/28 r‘ 8:00 AM ... Resource Assistant;;; r‘ Personal fj 8:00
400PM-430PM & E 8:00
Sat 2/29 .
- Timecard Add-ons Bar
m Mon 3/02 8:00AM-4:30 PM & i 7:51 AM 4:30 PM [ 8:15 8:15
Totals N Accruals Historical Corrections Audits

Job Aid: Timecard Add-ons




Accruals

~ Current Pay Period

£ Loaded: 3:06 PM

— r r’
= v I » [~
View Approve Sign-Off Rule Share
Analysis
I.“ Schedule Absence In Out Transfer Pay Code Amount Shift DETY
' at
Sun 2/23
Mon 2/24 " 8:00 AM ... Resource Assistant;; ’j Sick rj 8:00
4:00 PM - 430 PM = 8:00
@ Tue 2/25 8:00 AM-4:30PM & 7:55 AM 4:30 PM 8:00 8:00
= e e - R . A L
ex | X

Accrual Code

Accrual Units

Accrual Available Balance

Accrual Reporting Period

Accrual Opening Vested

Accrual Ending Vested

Jereavement Hour 00:00 Mon 7/01 - Tue &/30 00:00 00:00
Sommunity Service Hour 08:00 Mon 7/01 - Tue 6/30 00:00 08:00
Zomp Time Hour 00:00 Mon 7/01 - Tue 6/30 00:C
somp Time Overflow Hour 00:00 Mon 7/01 - Tue 6/30 Ti meca rd Add-OnS
Zurtailment Hour -17:54 Mon 7/01 - Tue £ 25

Totals Historical Corrections Audits

Job Aid: View My Balances




Performing Timecard Tasks




Add, Edit & Delete Punches

) Correct errors and ‘ Atkisson, Jeffrey v [5121955 € 60f258 > ¥ Current Pay Period ;E' 258 Employee(s) Selected 0 Loaded: 9:20 PM
. . H— ! 7 O] %, =N~ -
provide details on B oon oz 7 =
. . Accruals Accruals Analysis
ez(ceptlons In My .. Schedule Absence Transfer Pay Code Amount
Timecard - .
+ | @ Sat 4/04 P 11:28 AM 7:27 PM 7:30 7:30 7:30
- Missed punCheS are + | @ Sun 4/05 i/ﬂ;zsAM A 7:09 PM 715 715 14:45
Ca”ed OUt by a SOIld =+ Mon 4/06 8:00 AM .. i = 14:45
red block in the - S S
m|SS|ng f|e|d Tue 4/07 8:00 AM ',/H'ZSAM ',/ 721 PM 715 715 22:00
+ | @ Wed 4/08 i,/ﬂ-zmm ‘i,/ 727 PM N 730 730 29:30
 If punches don'’t align + | @ | oo bouszam | Taze
with your schedule, an +|® = | R
indicator appears inthe | + mERsS et

cell containing the issue

IMPORTANT:
» Edits don’t appear on your timecard until they have been approved ~
* You can view your unapproved edits by selecting View Pending

718 718

Job Aid: Add, Edit & Delete Punches
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Adding Comments

Add comments on your Timecard to explain a
punch, or exceptions

Choose from list of available comments

— Do ENTER comments that explain a missed punch,
a late in/fout punch or an early in/out punch.

— Do NOT disclose personal, private
information in your comments.

You can add more than one comment

View comment details in My Timecard, by
hovering over the comments bubble icon

NOTE: You may be able to type additional notes to
accompany the comment(s).

Punch Actions

Date: ~
9/26/2019

Time:

6:00 PM

Override:

Out Punch

Time Zone:
(GMT -05:00) Eastern Time (USA; Canada)

Comments (0) X
Late Out

Comment On

| Late Qut '|

Curtailed Operations
Doctor's Appointment
Family Emergency
Other

Provided Advance Notice
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Approving Your Timecard

* You are required to approve your timecard at the close of each pay period

 On My Timecard — be sure you are reviewing the Current Pay Period display & APPROVE

« Once your manager approves your Timecard, you will not be able to make additional edits

= A %0 KRONOS My Timecard 0 14
i rem Pa ¥+ Loaded: 3:28 PM = ‘/° %
view Remave Rule
Approval Anal
eeeee ﬂ Information Timecard Approved by ElizaAdams09 8/25/2019 3:31 PM
+ Sun8/18
.“ Absence In Out Transfer Pay Code Amount
+ Mon 8/19 7:00 AM - 3:30 PM T:00 &AM 3:30 PM
+ Tue 8/20 7:00 AM - 3:30 PM Sun &/18
t m Sk 800 Mon 8/19 7:00 AM 3:30 PM
+ | [ | weda 7:00 AM - 3:30 PM i, 630aM .‘ 3:32PM 830
+ | | Thusz2 7:00 AM - 3:30 PM 7:00 AM 3:33PM 200 Sl
+ | W Frig/23 7:00 AM - 3:30 PM 7:00 AM 330PM 2:00 Sick 800
+ sata/24 - N
< > Wed 8/21 P, 630 AM & 332PM
Thu 8/22 T:00 AM 333 PM
Totals Accruals Audits

Job Aid: Approve Your Timecard
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Resources

USNH UKG/Kronos SSO Sign-in:

https://usnh-sso.prd.mykronos.com/

Visit the UKG/Kronos site to find:
Announcements
Training presentations
Job Aids
Campus System Admins contacts

https://Iwww.usnh.edu/human-
resources/kronos-information-and-

resources



https://usnh-sso.prd.mykronos.com/
https://www.usnh.edu/human-resources/kronos-information-and-resources
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