
UKG Ready (Kronos)
Exempt Employee Guide



All exempt employees will submit Time Off Requests for all time off.  
The request(s) go to the manager/supervisor for approval.

At the end of the pay period, all timesheets are automatically sent 
to the supervisor for approval. 

The employee does not need to take further action.



• Open a browser, and in the URL area, type “ucmo.edu”’
• Next, you will need to navigate to MyCentral. 
• At the top right of the UCM home page, you will see these 4 icons, 

select“Campus Links”:

Exempt employees can access UKG Ready in two ways: 
Desktop browser or Mobile app

This guide covers both methods, starting with desktop access.



• Next, you 
will see the 
following:

• Select “My 
Central”

• Next you 
may see 
the Single 
Sign on 
page. 

• Sign in with 
your 
network 
login and 
password:



• Now that you are in 
MyCentral, on the 

Employee Resource 
card, select:           
UKG Ready 

(TimeReporting)



After clicking on 
“UKG Ready 
(TimeReporting)”, 
You will see a 
page similar to this:

To request time off, 
select “My Time”, and 
you will then select “My 
Time off Requests”



You will now see the Time Off Request screen. In the “Time Off Type” area highlighted, 
Select the “Browse” icon: 



This will bring up the “Browse and select” screen. It lists the different types of time off.
For this example, scroll down and select “Vacation”: 



After selecting the “Time off type” that you are requesting, that window will close, and in 
the “Time off Type” window, you will now see that it shows “Vacation”: 



First we will step through requesting one day of vacation.  Select the day you want to request
 (it will turn light blue), We will be using the 8th for this example, 
and select the red button to the right labeled “Start Request”:



This will bring up the “Request 
Time Off” screen. Here you can 
review your request:
Time Off Type is “Vacation”, 
Request Type is “Full Day”, and 
the date that is being requested 
off: 8 September.  
You may use the “Comment” 
area, but it is not required to 
submit your request.  
Select “Submit Request” 



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.



Next, we will step through requesting multiple days of vacation.  
For this example, we will submit a ‘Time Off Request’ to take the 17th through the 19th of September off. 

Select the first day you want to request off (it will turn light blue), hold down the “Shift” button on your keyboard, 
and select the last day requested. The 3 days will be highlighted in blue, 

and select the red button to the right labeled “Start Request”:



This will bring up the 
“Request Time Off” screen. 
Here you can review your 
request:
Time Off Type is “Vacation”,
The request type is “Multiple 
Days”, and the “From” and 
“To” fields show the dates 
being requested.   
You may use the “Comment” 
area, but it is not required to 
submit a Time Off Request.  
Select “Submit Request” 



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.



If a time off request is not submitted 
due to unforeseen circumstances, 
You must contact your approver, 

and the approver will enter the appropriate hours
before they approve your timesheet for processing



Go to your device’s app store and search for "UKG Ready”
• Note: There are several UKG apps available, 
     make sure you download the “UKG Ready” app:

The second option for accessing UKG is with the mobile app



Setting up the app for first use
After you’ve 

installed the app, 
open it, and you 

will see this 
screen. The main 
point here is the 
Company Short 

Name.
It is 6080038.

You only have to 
input this once. 

Then select 
“Continue”

Next, you will see the 
screen to the right.  
The app has been 

configured for Single 
Sign On, so click on 

the “SSO Log in”



Next, you will see the 
familiar Single Sign-on 

screen, like you’ve 
seen on your 

desktop. Simply sign 
in with your

Network Username
and Password.

You are now in the 
UKG Ready system. 

You will see the 
screen to the right. 
From here, you will 

next click on the 
“Request” icon to 
request time off. 



First, we will step through 
requesting one day of vacation.

From the “Make a Request” screen, 
select “Time off”



For this example, we will 
be submitting a request 
to take the 25th of 
August for Vacation.

Select the 25th of August, 
and the dropdown to 
the right will appear. 
Select “Start request”

This will bring up the 
“Request Time Off” screen. 
Here you can review:
Time Off Type is “Vacation” 
Request Type is “Full Day” 
and the date that is being 
requested off: 25 August.  
You may use the 
“Comment” area, but it is 
not required to submit a 
Time Off Request.  Select 
“Submit Request” 



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.



Next, we will step through requesting 
multiple days of vacation.  

For this example, we will submit a 
‘Time Off Request’ to take off the 23rd 

and 24th of September. 
Select the first day you want to request off, 

the 23rd (it will turn light blue), 
Select “Select this day” then select the 24th 

and again say “Select this day”. Both days will 
be highlighted in blue, 

and select “Start Request”:



This will bring up the 
“Request Time Off” screen. 
Here you can review your 

request:
‘Time Off Type’ is “Vacation”, and 

‘From’ and ‘To’ fields show the 
dates being requested.   

You may use the “Comment” 
area, but it is not required to 
submit a Time Off Request.  

Select “Submit Request” 



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.
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