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Web time through MyCentral will no longer be a method of time
reporting for the University. The new time and attendance system for
the University will be UKG Ready (Kronos)

All hourly employees will Clock in/Clock out daily:
A “normal” work day will have the following:

* ‘Clock In” when you arrive at work

* ‘Clock Out’ when you leave for lunch

* ‘Clock In” when you return from lunch

* ‘Clock Out’ when you leave at the end of your shift
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Hourly employees can access UKG Ready in two ways:
Web browser or Timeclock

This guide covers both methods, starting with web browser access.

« Open a browser, and in the URL areaq, type “ucmo.edu

« Next, you will need to navigate to MyCenfral.
« At the top right of the UCM home page, you will see these 4 icons.

Select “Campus Links": . —
0 B E|Q

sif Evenfs Campus
Links
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« Next you
will see the
following:

° Selec.l. “My
Cenftral”

— Next you

James C. Kirkpatrick Library x mOy .See IVERSITY OF

e the Single | fg CENTRAL

o Sign on MISSOURI

UcM Emil page. =

o Signinwith,  geemes I

Campus Maps your b “

R network E - — i
' ogin and § e g

password: *——-— N il 9
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Employee Resources -

- Now that you are in
MyCentral, on the
Employee Resource ) orucors:sudee e
card, select:
UKG Ready
(TimeReporting)

@ Employee Dashboard

® view and Pay My Bill

(®© |UKG Ready (Time Reporting)

How to View Additional Life
Insurance Coverage
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You will get a confirmation that you clocked in. Click
‘ok’. Your next punch will be when you leave for lunch

ﬂ Welcome back, Peter

Your first punch will be at the start of your
shift. In the “Clock” area. Select “Clock in”
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ﬂ Welcome back, Peter

News and Information Home My new Tab @
N Home @
@ @ NV Completed
You clocked in at 01:21pm
My Information My Time
My mailbox 2 Clock “ 1
My mailbox 2 Clock
My To Do Items
My To Do Items @) g o) Sunday, Nov 2
Sunday, Nov 2 .
ot 01:18PM O (3 O 01:21PM
[ Central ] [ Central ]
Saved: [ System] 0 L .
Saved: [ System ] @ You clacked in at 01:21pm

g @ Clock In

@3 Clock Out
Chee View my timesheet You're all caught up!
Check back later for new messages.
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Same steps as earlier to access You will get a confirmation that you
UKG Ready, but select ‘Clock Out” clocked out and the time. Click ‘ok’.

UNIVERSITY OF

= CENTRALMISSOURL O1:29 PM (Central) JURL  01:33 PM (Central)

a Welcome back, Peter

ﬂ Welcome back, Peter

News and Informatiof Home My new Tab a3 &

News and Information Home My new Tab

My Information My Time Va Completed

You clocked out at 01:32pm

My mailbox 2 Clock
My mailbox 2 Clock n A

My To Do Items )
My To Do Items )

1of1 0 Rows 01:29PM —— Sunday, Nov 2

Cconr Tof1 » CRons 01:33PM
Saved: [ System ] O} You clocked in at 01:21pm [ Central ]
: ) B G| @ You clocked out at 01:32pm
3 :
( @ Clock In )]

g @ Clock In

You're all caught up @ Clock Out
Check back later for new messages.
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When you return from lunch, go back At the end of your shift, go back into
into UKG Ready, and ‘Clock in’ UKG Ready, and ‘Clock Out’

OF : v
SOURL  03:05 PM (Centrai) SOURL 0321 PM (Central)

@ Welcome back, Peter a Welcome back, Peter

News and Information Home My new Tab @ News and Information Home My new Tab @]
A —
4 Completed v Completed
You clocked in at 03:05pm _ You clocked out at 03:21pm
My mailbox » Clock n My mailbox 2 Clock “ |
My To Do Items @) My To Do Items @
Sunday, Nov 2 Sunday, Nov 2

[ Central ] [ Central ]

Saved: [ System ] Saved: [ System] -

@ You clocked in at 03:05pm

E | @ Clock In I

@ Clock Out

@ You clocked out at 03:21pm

Tof1 b Okows 03:05PM Tof1 » Okows 03:21PM ‘

E —

@ Clock Out |
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All employees must submit a Time Off Request for any planned or
unplanned absence. The request(s) are sent to your manager for
approval. When the supervisor approves or rejects the Time Off
Request, you will receive an email notification to inform you of the

approval.

At the end of the pay period, all time entries are automatically sent to
the supervisor for approval and submission.

The employee does not need to take further action.
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When you want to put in a Time Off Request,
you have a couple of options:

* You can put in the time off request while you are in UKG
Ready, after you punch in or out

* You can putin a time off request at any time by going back into
MyCentral, and selecting UKG Ready (Time Reporting) on the
Employee Resource card
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After clicking on “UKG Ready (Time Reporting)”, on the right side of the screen,

you will see your “Accrual Balances”; it will look similar to this:

ﬂ Good afternoon, Peter

News and Information Home My new Tab @
() -]
& &) 8
My Information My Time My Company
My mailbox » Clock My accrual balances »
My To Do Items o Request Vacation '
Sunday, Nov 2
1of1 0 Rows .
05:28PM Vacation ©
[ Central ]
Saved: [ Syst '
aved: [ System ] @ You clocked out at 03:21pm 42-50

hours available
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* The “My accrual balances” area serves two
main purposes:

1. To display your current time-off balances.

2. Toallow you to start a time-off request. '

* At the top of this panel, you’ll see the vention © Request Sick
Request Vacation button. Clicking the drop- 4250 Recpuzat Personal
down arrow to the right of the button lets i

you select different types of time off.

My accrual balances »

Ra + Oythear Tima O
request Uthe me L

sick (@)
 Next, we’ll walk through the process of 72.00

submitting a single-day request, followed by e
how to request multiple days off.
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For the single day example, we Selecting any time off option
will request a single day of “Sick will bring up the “Request
leave” for a future doctor’s Time off “ box below:

appointment.

Request Time Off X

Request Vacation b SUN NOV 2

= Schedu...
(0.00hrs)

Request Personal 12 3 6 9 12 3 6 o 12
2 am am am am pm pm pm pm am
Request Other Time O - _
[a -
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Browse and Select

Inside the “Time off type” box,

on the right side, is an icon that pege 1 jora b Imenma
looks like a magnifying glass: [“Q R

O Retro No Encumbrance Hours
Selecting the icon brings up the O  RetroPay Hours
“Browse and Select” box, which O  Retro Pay Student
shows the different types of O  Sick FMLA
time off. For this example, select O  Sick Family
“Sick Leave Self”. @  sickLeave Sef

O Vacation

O Vacation FMLA

O Vacation Transition Taken
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Selecting the time off type will return Next is the “Date” box. You can either type in
you to the “Request time off” box. the date using the format shown in the box,
The time off type field has been or by clicking the calendar icon to select the
populated. In the “Request Type” field, day you want to request off. After populating
from the drop-down, select “Full day” the “Date” field, select “Submit Request”.
to populate that field.

Request Time Off X 12#1{”20&2 5 - .

700140/999570-Seni ® [a

WED DEC 10

= Schedu..
(0.00hrs)

me Off Type * Request

Sick Leave Self ® [ Full Day -
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You will see a confirmation box After submitting a time off
showing that the request was request, sometimes the details of
submitted successfully. The the time off request change.
request then goes to your From the main screen, hover over
supervisor, and they will the “My Time” widget, and select
approve or reject the time off “My Time Off Requests”
request.
&9 o n: My Information My Time My Company
) o R— My Time
“ ny My Current Timesheet
— My Historical Timesheets
”U‘ My Timesheet Change Requests
O§5 My Time Off Requests
Cent
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Selecting “My Time Off Requests” brings up the “Time Off Request” screen.

A monthly calendar that you can scroll forward or back to see your time off requests.
You can see the “Sick Leave” we submitted earlier for 10 December. The broken line around the request

is an indicator that the supervisor has not approved this time-off request yet.

4« DEC2025 »

Today

SUN

30

14

MON TUE WED

THU FRI
1 2 3 4 5
@.
8 9 10 n 12
J_Sn::h: Leave Self (8.00 hrs) i
@.
15 16 17 18 19
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Selecting modify will bring up the “Modify Time
Off” box. For this example, the doctor’s
appointment has been changed from December
10t to December 9th. Select the “Date”

Selecting the time off request from the
calendar will show the following: you can
now “Modify” or “Delete” the request.
Let’s modify this request. Select Modify:

10
[ssirsareaony—— § DEC 10,2025 :
Z Modify (i Delete
17 Submitted On NOV 2, 2025
Status New
Amount 8.00 hrs
24 E)

Modify Time Off
WED DEC 10
= Schedu...
(0.00hrs)
12 3 6 9
am am am am
Sick Leave Self ® [4
Date *
12/10/2025 B

X
12 3 [ 9 12
pm pm pm pm am
Full Day v
8.00
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Change the date from 10 December A confirmation box shows that the request was successful.
to 9 December, and select Also note that the request now shows on the 9t" on the
“Modify Request” calendar. The change goes to your supervisor for approval.
12/09/2025 © | s D.00 trs "\ Done!
- — Schadulad \/ '
Department & Position Request modified successfully
700140/999570-Seni ® (4 Vi
pAM View
2 3 4
9 _____________________________________ 10 1n
fsickLeavosoit@oonry) |

Cancel Modify Request
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Previously, it was shown that selecting
the time off request from the calendar
showed the options to “Modify” or
“Delete” the time off request. We

Select “Delete”. A box will pop up asking you
to confirm that you want to delete the
request. Select “Delete”.

covered how to modify a request, now Delete Time Off request?
’ . : This action cannot be undone. Are you sure you want to delete Time Off
let’s go over how to delete a time off request?
request:
m Delete
‘ Sick Leave Self
N DEC 9,2025 © 8 A box will pop up confirming that you
/ Modity| @ Delete deleted the request successfully.
Submitted On NOV 2, 2025 \/ Done!
~ N N Request deleted successfully
atatus aw
Amount 8.00 hrs “
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Many of the steps for submitting a Selecting any time off option will
multiple-day time-off request are the bring up the “Request Time off “
same as those for a single-day request; box below:

however, there are a few key differences.

In this example, the employee wants to Request Time Off .
take a Vacation for the period of sUNNov 2
December 2nd through December 10t".
*IMPORTANT - Because this spans across T S S S

the weekend, separate time-off requests
will need to be made, so that the
weekend hours are not counted.

700140/999570-Seni ® (4

0.

My accrual balances 2

Request Vacation +
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Browse and Select
Inside the “Time off type” box, on
the right side, is an icon that looks
like a magnifying glass: Page | 1 jor2 b I-Shoratrows
gnitying glass: [_"Q
Mame

SeIECting the icon brings Up the O Retro No Encumbrance Hours
“Browse and Select” box, which O  Retro Pay Hours
shows the different types of time off. O Retro Pay Student
For this example, select “Vacation”. O SickFMLA

O Sick Family

O  Sick Leave Self

‘ Vacation

O Vacation FMLA

O Vacation Transition Taken
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Selecting “Vacation” will return you to Now, there are “From”, “To”, and “Hours per Day”
the “Request time off” box. The time off  fields. Use the format examples for the dates to
type field has been populated. In the put in the days off you are requesting. “Hours Per
“Request Type” field, from the drop- Day” will be “8”. Select “Submit Request”. This is
down, select “Multiple Days”. the first t|me off request for 2-5 December.
w0 | (RBRERR
Time Off Type * Request Type *
Vacation ® & [ Multiple Daye . — - =
— 800 ®
- & e ———
©

Cancel Submit Request
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You will see a confirmation box
showing that the request was
submitted successfully. The
request then goes to your
supervisor, and they will
approve or reject the time off
request.

% 4 Done!

Reguest submitted successfully

&«

Repeat the same steps from the first request to submit the
second time-off request for 8-10 December, excluding the
weekend.

*The steps to modify or delete a multiple-day time-off request
are the same as those used for single-day time-off requests.

If a future time off request HAS been approved by a supervisor,
you cannot put in a “modify” request, only delete.
If you need a modification, request that the existing request be
deleted, and submit a new one.
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If, due to unforeseen circumstances (illness, etc)
You are unable to submit a time off request before the time off begins.
You can submit your time off request upon your return.

If the time off is after the end of the timesheet submission date, your
supervisor will have to add the time off to your timesheet before
approving it. If the supervisor has already approved the timesheet,
the supervisor would need to contact the Payroll office to have the
time adjusted..
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A small percentage of employees Time Off Type

have normal work schedules that are
longer than the default 8-hour shift.
They submit a time off request,

with only a slight difference.

For employees that fall into this
category, the only change is in the
“Request Type”, they select

Vacation ® [a

Date *

12/20/2025 &

Duration *

Total Hours

Department & Position

700140/999570-Se1 & [a

Comment

“Partial Day (Bulk)’. Then, in the
“Total Hours” area, you can put in
however many hours your normal
workday is.

The example is to the right:

Request Type *

Partial Day (Bulk) v

Total Hours *

10.00

Cancel

Submit Request
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The other option for accessing UKG is with a time clock
The time clocks are touchscreens

¥] {c Thuug21-25 | 228

Clock In Clock Out Change Position  View Timecard

CICINE

View Leave Request Time View Time Off
Balance Off Requests

-,

et

View Schedule

*0
Swipe Badge
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If you have a badge for the time clocks, you can easily
swipe your badge to clock in and clock out.

If you forget/lose your time clock badge, you will still need
to clock in and out. Use the process on the following
slides, using your 700# until your badge is replaced.
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At the start of your shift, at

the clock, select “Clock in” You will then enter your 700#, and select “Submit

VKG

m Enter Badge ID

Use badge or enter badge ID

Clock In Clock Out
. 1 2 3 «
e‘ e! Backspace
= ' 4 5 6
View Leave Request Time o
Balance 7 8 9
!
— O Enter
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You will see the screen
below that confirms
your clock-in:

Rl R e T WY mRERE
| o Accepted: Clock In

Name: Peter Parker
Fri Aug-22-25, 7:58

Your next punch will be
a clock-out when you
leave for lunch. At the
clock, select ‘Clock Out’

VKG

Clock In Clock Out

,au
g rrﬂ
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When you return from lunch,
you will select the ‘Clock in’
button. You will then enter your
700#, and select “Submit”. You
will see the confirmation screen
showing you clocked in and the
time.

You will then enter your 700%,
and select “Submit”. You will
see the confirmation screen
showing you clocked out and
the time.

]
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At the end of your shift, at the

clock, select “Clock out” You will The previous steps were the 4 punches
then enter your 7004, and select required on days you work.

“Submit”. You will see the

confirmation screen Showing you The fO“OWing slides will Step through
clocked out and the time. how to put in a Time-off Request. First is

be requesting a single-day request,
followed by a multiple-day request

Name: Peter Parker
Thu Aug-21-25, 17:01
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To start a time off request,
Select “Request time off”

On the screen below, enter
your 700#, and select “Enter”

\:T‘ Request Time Off
=~

Enter Badge ID

Use badge or enter badge ID

1 2 3 <
Backspace

View Leave Request Time A4 5 9

Balance <

Clear
v 8 9

!
0 Enter
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You will now see the screen below. The list is alphabetical. In the

It lists the different types of time screenshot to the left, you will see that
off. For this example, we will be the down arrow is highlighted. This is
putting in a request for a single how you will scroll down until you see
day of Vacation Vacation. Select ‘Vacation’

Request Time Off - Thomas |
Time Off

% Request Time Off - Thomas
SA

f -
|~

Time Off
Sick/Sick Leave Self
Bereavement

Vacation
Comp Time Taken

e e m——
a2 (=l

Vacation/Vacation FMLA
Holiday Worked

{} Vacation/Vacation Transition Taken l

Jury Duty ‘ =
Votina J

Parcana Il aava
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You next see the calendar below.
Select the day off you are
requesting, in this example, 19
August and select “Done”

This screen is for reviewing your
Time off Request” If it is correct,
Select “Accept”

|" Su.. Request Time Off - Thomas

\ Date

| 5. Request Time Off - Thomas

Aug 2025
Date Sun  Mon Tue Wed Thu Fri e
Bl Edit
27 28 29 30 3 1 - 09/08/2025
Comment
3 4 5 6 T 8 9
Accept

10 11 12 13 14 15

17 18 19 20 21 22 23

24 25 26 27 28 29 30
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You will now see a box stating,
“Request submitted successfully.”
The request then goes to your
supervisor/manager for approval.
Your approver will receive an email
with your requested time off and
either approve or deny the request.
You will receive an email once your
request is approved or denied.

ﬁ Request Time Off

Time off request created: (

The next slide begins the steps to
Submit a Time off Request for
multiple days
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To start a time off request,
Select “Request time off”

Clock In Clock Out

) (o

View Leave Request Time
Balance Off

On the screen below, enter
your 700#, and select “Enter”

\:7‘ Request Time Off
N

© |[F00 |Fo (BN

Enter Badge ID

Use badge or enter badge ID

l rrﬂ““

Backspace

<3

Clear

Enter
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You will now see the screen below. The list is alphabetical. In the

It lists the different types of time screenshot to the left, you will see that
off. For this example, we will be the down arrow is highlighted. This is
putting in a request for multiple how you will scroll down until you see
days of Vacation Vacation. Select ‘Vacation’

%’} Request Time Off - Thomas
SN

Time Off

Bereavement ,

Comp Time Taken

Vacation f
|

Vacation/Vacation FMLA

Holiday Worked

@ Vacation/Vacation Transition Taken l

Jury Duty ; ‘
é Votina

Parcana Il aava
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You next see the calendar below. Select the After selecting the last day, it will

first day off you are requesting. For this automatically populate the “Date to” field
example, that date is 28 September. This below. It will then prompt you to enter how
will automatically put that date in the “Date many hours per day you work daily. In this
From” field, select the last day you are example, it’s 8 hours, and select “Enter”

requesting, in this example, 30 September:

s Loggins

FV Request Time Off - Thoma
:"ﬁ:,, Regquest Time Off - o Total Hours Per Day
o\
. Date Tc -
D E
097;8/’:3“;5 RE0(3025 3
] ok <3
[ oer DateTo Backspace
09/30/2025 4 5
Total Hours Per Day %‘fﬁﬂdum-lﬂefna\i |i 8 9 Clear
Comment O E4_J
nter

: L 4
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You will now see a box stating,
“Request submitted successfully.”
The request then goes to your
supervisor/manager for approval.
Your approver will receive an email
with your requested time off and

either approve or deny the request.

You will receive an email once your
request is approved or denied.

Time off request created: 09/28/2025-09/30/2025 ( hours)

II\
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