UKG Dimensions:
Timekeeping for
Salary Paid

~ Employees




Overview Objectives

After you successfully login, you should be able to:
* Access and navigate your Home page

* View your Schedule tile and navigate in your Calendar

* Request Time Off

* Navigate your Timecard
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Navigating your Home page




Access UKG Dimensions - Desktop

UniversitySystem « Sign in to UKG Dimensions via
of New Hampshire USNH Single Sign-On (SSO)

USNH UKG Dimensions
(Kronos)

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

Please select the 'Public Computer option if this is not

a machine you use regularly.

O This is a public computer

(® This is a private computer

Tip: bookmark the URL for future use

Username

[Usemame .

— « Takes you directly to your personal UKG
home page, where you can:

— Access, view & modify your data using tiles

Need Assistance?

— Configured to reflect your role

© 2021 Information Technology + University of New Hampshire -
Durham, NH 03824 = UNH IT Service Desk (603) 862-4242 »
TTY Users: 7-1-1 or 800-735-2964 (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

* Full functionality, in a mobile-enhanced
view
* Download from:
« Apple app store OR
« Android app store
(such as Google Play.)

When asked for the tenant, use the same
URL as the desktop access link:

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

UKG Dimensions

Kronos Incorporated  Business

labde anly on e App S1

UKG Dimensions &
Mew Dimensions in Work

€ Everyone

[F] Add t Wishlist

All of your workforce Easily submit and take action
needs in one place

READ MORE

Job Aid: Getting Started — Mobile Application



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

Navigating the Home Page

My Notifications My Schedule My Profile

2 System Messages Feb 24 - Mar 01 Maria Garcia

Home page B2 uSNH Personal Time Exempt - F._
i e 5 | B Personal - Approved Time-Off R _ Edit Profile €

LISNH Personal Time Exempt - S
- | B Personal - Approved Time-Off R

LISNH Personal Time Exempt - F
Access I Personal - Approved Time-Off R,

Main Menu

Click tile
background to view
source
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Viewing alerts and accessing the Control Center

When you see an alert you can:

Click the Bell icon to view
a summary of the alert

Click View All to view the
Control Center

Click a category in the My
Notifications tile

My Notifications

Systemn Messages

= n g

Home

My Notifications My Profile

Mari

My Schedule

2 System Messages Feb 24 - Mar 01

1 MyRequests

Tue USNH Personal Time E
25 | B Personal - Approved Tim

0 Timekeeping Requests

Quick
actions

0 Timekeeping

Thu USNH Personal Time E
| 27 | U Personal - Approved Tirr

Click anywhere 171} b o
to close Control
Center panel

My Reguests

Timekeeping Requesis

limekeeping

Click to open
Control Center

Control Center “

USNH Sick UTime Exempt
Gracia, Maria

9/27/2019 5:07 PM

Requested Periods:

9/30/2019 -9/30/2019

Approval Status:

Submitted

Approvers Name:

Duration Hours:

8:00

¥ o
Go T

Mark Read

v Request Period

a® Test-SystemAdmin
9/24/2019 1219 PM
Request Period Open:
Family Sick Exempt
Submission Dates:
Any Date to Any Date
Request Period Dates:
Any Date to Any Date

v Request Period (V)
a@  Test-SystemAdmin

View All ]
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Control Center Available

actions

= A ﬁ Control Center 38
EN - v N Sy
Select All Refine mark Read cancel GoTo

2 System Messages ] @ Request USNH Sick UTime Exempt 1of1
Employee Gracia, Maria
Created On 9/27/2019 5:07 PM . .
1 MyRequests Requested Periods: 9/30/2019 -9/30/2019 USNH Sick UTime Exempt
Approval Status: Submitted Time Off m g
Approvers Name: <none=
(Q Timekeeping Requests el i o . Gracia, Maria
GEES T S . PROCUREMENT SOURCING SPEC , US...

(0 Timekeeping

> Accruals ~

Notification list 5 Mie Detads
Categories > Modified Dates

Details panel —

Sick (Hours)

Maonday 9/30/2019
8:00 am-4-00 pm

> Comments & Status History

> Request Details

Job Aid: Review Control Center Notifications
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Signing Out

. Maria Garcia

*

Search

When you are done:
« Access the Main Menu

+ Select Sign Out to exit

N Home

* Orclose your browser E > Dataviews & Reports

& v My Information

My Calendar
NOTE: UKG Dimensions will
log you out after 10 minutes of

inactivity

My Timecard
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Calendar & Time Off Requests




Viewing My Calendar
 Clicking the My Schedule tile, brings you to My Calendar:

— View your scheduled time off for the month

— Access My Calendar to view a full day, week or month..

) g My Calenda 9 Q
My Schedule —
« & > Feb2020 O (B ©- &~ Ell

FEb 14 . Hm 01 S . Bhow / Hide Layers Hide List

Mon View

24 lests
f T Day 14 Apr 2020

LISNH Personal Time

25 | B Personal - Approved Time-Off R _ - 3 b Week 12— 18 Apr 2020

Wied

25 . - = Month Apr 2020

Thu LSNH Personal Time Exempt - 5 Year 2020
E_i'r_ 1 Personal - Approved Time-Off R ; =

Fri LISNH Personal Time Exempt - F

28 | 1 Personal - Approved Time-Off R

T — = 26 27 =

a8l | v Personal (Appr... | v Personal (Appr.. |/ Personal (Appr...

2g | Personal [g:00] | Personal [4:00] | Personal [2:00] USNH Personal Time Exempt - Full Day » Approved

I..l..-n

1

Job Aid: View Time Off in My Calendar
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Request Time Off - ® 8
Request .
©- B ©- - 0

FrOm My Calendar: Thu Events Requests
. ° e ! USNH Family Care | xempt + Approved o

* View the status I U32-Family Care-. 10 PM-3:00 PM Jan 13

of your Request — = 5

" ol USNH Sick Tim npt * Approved
Appro Ved’ Sme’tted 12 13 14 1 Sick ) AM-10:00 AM Feb 05
Or Can Celled I « Personal (Approved) I + Personal (Approved) ﬂ Doctor's Apr t
I Personal [4:00] I Personal [8:00]

* View Request details - LIl VView details e

I Persona 17
19 \ 20 21 of

« Cancel a Request Y — Sl your request [ammrs
« Make a New Request request I Personc :

26 27 28 USNH Personal Time Exempt + Approved o
I Personal Full Day Feb 11
USNH Personal Time Exempt = Approved < o >
I Personal Second Half Day Mar 12

Job Aid: Request / Cancel Time Off
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Request Time Off (continued) - - —
Request Time O € ”?ks;m‘gfmm -

From My Calendar

Type of Time Off

Select a Start date, ‘ USNH Personal Time Exempt ‘ Dates
Select New Request USNH COVID Exempt
Du‘ation

USNH Family Care Exempt

“Request Time Off”’ panel will appear:

|
Select Time-off in the drop down, the }
|
|

USNH Community Service Exempt ‘

USNH Bereavement Exempt Full day
« Select a Type of Time Off S Jury outy Exemir St Duration
8:00 AM 02:45

« Select Apply

Deduct from

Sick: Multiple Accruals 0]

» Verify Date or select additional Dates
» Select Full day or Hours
— If Hours, enter Start time (8:00 AM)
— then the Duration (amount of time)
« Select Review to add a comment [cancet | [suwmn | SR

Select Submit

IMPORTANT: All time off requests MUST BE made prior to the end of the pay period in which the time
will be taken.
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Cancelling Time Off

e E ©o- &~ El
If you made a request in error or
something changed, the way to fix it is Fri sat Requests
by first cancelling the prior request and | —
then making a new one (if necessary.) 25| pfiay

. &/ USNH Personal Time Exempt - E =
From My Calendar: ‘ .

Personal - Approved Time-Off Req Tlme Oﬂ: Heq uest
I Personal [8:00] / 8:00 AM - 4:0

- USNH Personal Time Exempt - Approved
15 27 | Thursday a

* Select the date of the prior request

Request: Personal Full Day Feb 28 2020

e Select Review

USNH Personal Time Exempt - 5 Submitted by: Foumier, Marc

B Personal - Approved Time-Off Req Submitted date: 2/24/2020 12:28 PM
22

From the panel: oy

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

28| Friday
4 Approved 22472020 12:35 PM

= USNH Personal Time Exempt - F a by McGrail, James

I Personal - Approved Time-Off Reg

* Select the More Options icon

| v Personal (Approved)
| Personal [8:00] Submitted 2/24/2020 12:28 PM

I Personal [80']] S 8:00 AM -4:0 h'!,l F{JUTI’IEEI’, Marc

e Select Cancel Request

I Personal Full Day

Job Aid: Request / Cancel Time Off




Access My Timecard




Viewing My Timecard
Under Main Menu: P (i

B My Notifications ¥ My Schedule My Profile

* Select My Information A——
W Home 1 WMy Requests

Thu

» Select My Timecard B> Dataviews & Reports 0 T 4

Fri

0 Timekeeping 5
sat

6

Sun

7

Mon

8

Tue

9

Job Aid: View My Timecard
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Adding Comments to a Timecard

In most cases, Exempt employees will
have no reason to edit their timecard
(any time off corrections are made in My
Calendar view)

« Add comments to explain exceptions
 Choose from list of available comments
 Add more than one comment

* You can add a comment by right-
clicking on a duration

« Add additional notes to accompany
the comment(s)

* View comment details by
hovering over the comment icon

= " & My Timecard @ 34
~ Curent Pay Period §_# Loaded: 5:36 PM
» e | = B
Next Add New List View Save
l| Home fj s00 fj s00 fj s00 fj 200 B N e00 40:00 80:00
Daily Total 800 800 8:00 B:00 8:00 40.00 8000
(4 >

Paycode Actions Comments (1) %
Dete- Add Comment
4;08/2020
Paycode: i | other -|
Hours Worked fif | Offsite Conference]
Amount:
8:00 Add Another Note Add
Edit
oo
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Timecard Add-ons

=N g

»

MNext

My Timecard o 3 Q

[%] + Current Pay Period | £$3 Loaded: 5:36 PM

(+] ;=
| H
Add New ListN\ge

f| Home Jj &00 fj e00 fj 00 fj s00 4000 80:00
Daily Total 800 800 800 800 40.00 80.00
< >

Timecard add-ons

Totals Accruals Historical Corrections Audits

Job Aid: Timecard Add-ons




My Timecard — Accruals tab

= A .ﬁ My Timecard @© 34
~ Current Pay Period §4_# Loaded: 5:36 PM
Next Add New List View Approve
l| Home Jj 500 fj s-00 Jj 500 Jj &eoq 4000 80:00
Daily Total 8:00 8:00 8:00 8:00 40:00 80:00
< >
oo X
Accrual Code Accrual Units Accrual Available Balance Accrual Reporting Period Accrual Opening Vested Accrual Ending Vested
Family Care Hour 00:00 Mon 7/01 - Tue 6/30 00:00 00:00 A
Jury Duty Hour 00:00 Mon 7/01 - Tue 6/30 00:00 00:00
Military Leave Hour 00:00 Mon 7/01 - Tue 6/30 00:00 00:00
Personal Time Hour 110:00 Mon 7/01 - Tue 6/30 00:00 218:27
Sick Time Hour 40:00 Mon 7/01 - Tue 6/30 00:00 130:29 v
Totals Accruals Historical Corrections Audits




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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