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All employees must 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 manager/supervisor for approval.

This guide will walk you through approving time off requests,
approving time sheets, and editing a timesheet if needed
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Exempt employees can access UKG Ready in two ways:
Desktop browser or Mobile app
This guide covers both methods, starting with desktop access.

* Open a browser, and in the URL areaq, type “ucmo.edu
* Next, you willneed to navigate to MyCenfral.
« Af the topright of the UCM home page, you willsee these 4 icons,

select"Campus Links™:
0B EQ
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* Next, you
will see the
following:

« Select "My
Central”

* Next you
may see
Sy the Single
Sign on

page.

. / L] L] L
- * SIgN INWIThE e l
your b ol
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Admissions

James C. Kirkpatrick Library

MyCentral

Brightspace

UCM Email

Forgot Username or Password ?

n e -I-WO rk By continuing, you understand and acknowledge
login and
password:

b) UCM's Acceptable Use Policy
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Employee Resources &

 Now that you are in
MyCentral, on the
Employee Resource
card, select: T ——
UKG Ready
(TimeReporting)

@ Employee Dashboard
@ Instructions: Student Time Sheet Reporting

® view and Pay My Bill

Faculty Load Pay Dates
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After clicking on “"UKG Ready (TimeReporting)”,
You should see a page similar to the one below:

= UNIVERSITY.OF -
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Welcome back, Steve

SR =

Team  Home 3~

2 = &

My Employees My Team Timekeepi.. Reports My Information
Links My mailbox 2
] My To Do Items @
My HR
Delegations
1of1 2 Rows

My Reports
My Saved Reports saved: [System]~ ) A
Time Reports . i

:;\E;ze;:r;\:zRejett Time Off Request Approve/Reject i

o Vacation Time Off Request
Vacation

Created 08/22/202501:53 pm
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The first item we will step through is Time-off Requests. These will need to be viewed,
then approved or rejected. Time-off Requests from employees you supervise.
To do this, click on the words “My Mailbox ” to expand that area.

Welcome back, Steve

R =

Team Home ﬁ >

£ 5 K

My Employees My Team Timekeepi... Reports My Information

Links My mailbox 7

5y My To Do Items @)

- e
My HR
Delegations
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This will now give you the best view of “ My To Do Items. Below, we can see there are two
time off requests from Peter Parker on the left.

The top request is highlighted, and in the details of the request, you can see he is requesting
2 days of Vacation from 25 Sept to 26 September, and the total hours requested off.

UNIVERSITY OF
= CENTRALMISOURI 22PMD Search

My Notifications 0

< My To Do Items
Page 1 of 1 1-20f 2 Rows

saved: [ System]~

A4
Approve/ReJe(t Time Off Request Approve/Reject Time Off Request
O P " Parker Vacation
dag/uﬂzaz L @ Peter Parker (BU000T) 8,
e/Reject Time Off Request
O @ = wer R View Accrual Balances  [¥]Modify  [2 Open Timesheet & View Scheduled People 34 View Workflow
eated 08/22/2025 01:52 pm
Steve Rogers
08/22/2025 01:53 pm Time Off Vacation From Sep 25, 2025
To Sep 26, 2025 Consolidated Time Off Hours 17.00
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To approve the time off request, select the box to the left of his initials. In the upper right of
the screen, you will see two red buttons to either ‘Reject’ or ‘Approve’ the time off request.
Select ‘Approve’.

UNIVERSITY OF
= CENTRALMISSOURL ™ Search

My To Do Items 9 My Notifications 0

¢ MyTo Do Items <
Page 1 of 1 1-20f 2 Rows ‘

D"wel ct all (1/2) Saved: [System]~ Y e

a
ApprovkeIREJect Time Off Request Approve/Reject Time Off Request
. LT Vacation

C td08f22/ 025 01:53 pm
@ Peter Parker (BU0DOT) 8,

ApproveIREJect Time Off Request
a @ [ View Accrual Balances  [E]Modify 2 Open Timesheet & View Scheduled People 22 View Workflow

C ated 0&'22/ 025 01:52 pm
Steve Rogers

08/22/2025 01:53 pm Time Off Vacation From Sep 25, 2025

Sep 26, 2025 Consolidated Time Off Hours 17.00
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A box will appear, confirming that you A confirmation box will appear, confirming that
want to approve this time-off request. the time off request was successfully approved.
It also gives you the opportunity to The person who requested the time off will get an
comment, but it is not required. Select email letting them know it was approved.
‘Approve’

que  Approve Time Off Request(s)? e Off Request

You are about to approve 1 time off request(s).

Comment

0o1) &

\/ Completed

Acert
1 of 1 time off request(s) have been successfully approved.

i «»
i:/ Cancel \\] @ :
08/22/2025 01:53 pm Time Off

‘wal Balar
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You are then returned back to ‘My To Do Items’. Note that there is only one request left.
Peter has also requested a single day of Vacation, September 30%. For this example, we
will reject this time off request to show you the process.

= . UNIVERSITY OF 0331 PM (D
== CENTRALMISSOURI el Search

My Notifications 0

¢ My To Do Items

Page 1 of 1 1-10f1Rows
Saved: [System]~ Yo
Approve/Reject Time Off Request Approve/Reject Time Off Request
a P T Vacation
aaaaa
C tdOB/ZZI 025 01:52 pm
? @ Peter Parker (BUC00T) 8,
2 View Accrual Balances =] Modify E? Open Timesheet A View Scheduled People 7 View Workflow
Steve Rogers
08/22/2025 01:52 pm Time Off Vacation Date Sep 30, 2025
Total Hours 8.00
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To reject this time off request, select the box to the left of his initials. In the upper right of
the screen, you will see two red buttons to either ‘Reject’ or ‘Approve’ the time off request.
Select ‘Reject’.

I My To Do Trems ) My Notifications 0
¢ My To Do Items «<
Page 1 of 1 -10f 1 Rows ‘

Selectall (1/1) Saved: [System]~ Y e
Approve/Reject Time Off Request

5 Approve/Reject Time Off Request
\P’:E:r zan' = Vacation

Created 08/22/2025 01:52 pm
@ Peter Parker (BUDOD1 .'

& view Accrual Balances [= Modify E? Open Timesheet /& View Scheduled People % View Workflow

Steve Rogers

08/22/2025 01:52 pm Time Off Vacation Date Sep 30, 2025

Total Hours 8.00
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A box will appear, confirming that you A confirmation box will appear, confirming that
want to reject this time-off request. the time off request was successfully rejected.
When you reject a time off request, a The person who requested the time off will get an
comment is required. Enter reason for email letting them know it was rejected.

rejecting the request, select ‘Reject’

Reject Time Off Request(s)? X »
f 18
You are about to reject time off request(s). \_/ CompIEtEd
e — 1 of 1 time off request(s) have been successfully rejected. alBann
Rejected, per your request.
14
o
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All Time Off Requests should be done in advance. However, sometimes exceptions need to
be made. For this example, Peter Parker called in sick on Monday, 18 August. Employees
cannot edit their own timesheets, so the supervisor will go in and edit the timesheet for the
day Peter was out. From the main screen, hover over “My Team Timekeeping” and select
“All Current Timesheets”

A% 5

My Employees My Team Timekeepi... Reports
15: My Team Timekeeping E o3
Links My mailbox 2 : .
Timesheets Pending Approval
o All Current Timesheets
My To Do Items @
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This will bring up the “Timesheets (Current) page. You will see all employees you
supervise. Below you can locate Peter Parker. To edit his time sheet, select the Pencil
icon to the very left of his account.

UNIVERSITY OF 04:30 PM [CDT)
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Time = Timeshests

< Timesheets (Current)

Page | 1 | of 1 1-2of 2 Rows Current view =
|:| Permission - Approval State b Employeeld T - First Name b Last Name -
O & B [E approe Open BUO0O1 Peter Parker
O ¢ B [E  approe Open BU00O3 Robbie Reyes
Page Total
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UNIVERSITY OF &
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Time = Timesheets

< Timesheet Edit

H o 17
Selecting the “pencil” icon from
M M @ Peter Parker (BU000T) & 4 August 16, 2025 - August 31,2025 b Open o
the previous slide opens the :
Time Entry Extra Pay & Counter Adjustment Exceptions Calc Detail Calc Summary Counters Summary By Day More Tabs (1) *

“Timesheet Edit” page for Peter
. 45 50 hrs 000 hrs 000 hrs
Parker. We can see no time was e

entered for him on Monday, ) N

> SAT Aug 16

when he called in sick. To the vsmagn e cwm| o (sowo pm| o s SN Aug 17+ - 2
right of the date, select the plus , B .
sign to add or edit time for that TUEAug 1S ¥ - @

“ TUE Aug 19

8.00 hrs

d Tu-5a 230 PM ses @ 1255 pm | @ |e 0500 pm| @ 3.92 TUEAug19 ~ v R
ay' + 7.75 hrs
' WED Aug 20 see e 0800 am | & e 05:00 pm | @ 9.00 WED Aug 20 + hd B

Tu-5a 230 PM
+ 9.00 hrs
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Time = Timesheets

< Timesheet Edit

“.» @ Peter Parker (BUOD0T) 8 4 August 16, 2025 - August 31,2025 » Open of’
Selecting the “+” icon from the
. . Time Entry Extra Pay & Counter Adjustment Exceptions Calc Detail Cale Summary Counters Summary By Day
previous slide now allows you to
enter his time or time off for that 45.50mws  0.00ns 0.0
day. L N
> SAT Aug 16
~ SUN Aug 17 see e 08:00 am | G e 04:00 pm | & 8.00 SUN Aug17 = v
Tu-5a 230 PM
+ 8.00 hrs
~ MON Aug 18 i am am 0.00 MOMN Aug 18 « v
Tu-5a 230 PM
+
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To enter his time for Monday, enter the time for a full day of Sick leave, and in the ‘Time
off’ field, select “Sick/Sick Leave Self”. The last step is to save the timesheet, the save
button is in the upper right corner. Select “Save”

UNIVERSITY OF 04:55 PM (CD
= CENTRAL MISSOURI Ll

Search

Time > Timesheets

« Timesheet Edit o v (D
*

@ Peter Parker (8U0001) 8, 4 August 16, 2025 - August 31,2025 »  Open o’

Time Entry Extra Pay & Counter Adjustment Exceptions Calc Detail Calc Summary Counters Summary By Day More Tabs (1) =

45.50 hrs 0.00 hrs 0.00 hrs

'orked Hours Time Off Hours Overtime Hours
> SAT Aug 16
“ SUN Aug 17 ess | € 08:00 am | @ |e 0400 pm| & 200 SUN Aug 17 = - B E& Standby ® [R& Z
Tu-5a 230 PM
- 8.00 hrs [=1
“~ MON Aug 18 wee 08:00 am | G 04:00 pm| & 0.00 MOMN Aug 18 = Sick/sick Leave Self = B [} & [=]
Tu-5a 230 PM
+ =1
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. UNIVERSITY OF 11:19 AM (DT
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Good morning, Steve

Supervisors/managers SR
must approve or reject

their employee(s) -
timesheet(s) at the end of

a pay period. Foy ] @
For this example, when

you log in to UKG Ready, in
the middle of the screen, Hinks My mailbox
“My Mailbox,” you see a - & My o o tems €
notice to Approve/Reject a y.g S =
timesheet. —— gy r
=

Calculated Time Summary
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Just as you did for reviewing time off requests, click
on the words “My Mailbox ” to expand that area.
Next click on “Open timesheet” to review it:

UNIVERSITY OF o
= CENTRALMISSOURL T PMeon

My To Do Items o My Notifications 0

< My To Do Items

Page 1 of 1 1-10f 1 Rows
Saved: [System]~ Y e
feﬁ’grpc:r’g fejecflipeshest Approve/Reject Timesheet
a Aug 1, 2025 - Aug 15, 2025 Aug'1, 2025~ Aug 15, 2025

Created 08/26/2025 10:36 am
Peter Parker (BU0DO1) -.

E? Open Timesheet X2 View Workflow
Manager/Superviso Steve Rogers  Location Lee's Summit  Department & Position

120010/998002-Administrative Ass

Created 08/26/2025 10:36 am Pay Period SMO1 Date Aug 1, 2025 - Aug 15, 2025
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UNIVERSITY OF 01:54 PM{CDT) Search

= CENTRALMISSOURI

Time > Timesheets

< Timesheet Edit ® 8 [ save ] [ reject

@ Peter Parker (BU00OT)(Lee's Summit 1) @ 4 August 01, 2025 - August 15,2025 » (@ submitted o’

The timesheet is now
Open for reVieW' After Time Entry Extra Pay & Counter Adjustment Exceptions Calc Detail Calc Summary More Tabs (3) *
scrolling down to review 91.00m  0.00n  0.00.

Worked Hours Time Off Hours Overtime Hours

the entire timesheet. > ome | [ S SSRGS NS B ——
If everything is correct, v @Fsingt on f

Tu-5a 230 PM wee am am 0.00 FRI Aug 1 - - Lee's Summit & B 120010/998002-Admin

simply select the .
“Approve” button. v @2 ofF u

Tu-5a 230 PM am am 0.00 SATAug2 ~ v Lee's Summit @ & 120010/998002-Admin
+
v @ SUN Aug 3 0 E
Tu-5a 230 PM am am 0.00 SUNAug3 « v Lee's Summit @ & 120010/998002-Admin
+
Qs I

v @ MON Aug 4
Tu-5a 230 PM e am am 0.00 MON Aug 4 ¥ - Lee's summit @ B 120010/998002-Admin
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You will then see the following screen, letting you know that once the timesheet is
approved, no changes are allowed. If you are sure, select “Approve”

( Approve Timesheet
Once timesheet(s) is approved, any further modification would not be allowed. Do you
want to continue? I

I Comment

m
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You will now see on the timesheet that it shows it has been approved:

UNIVERSITY OF 02:13 PM (CD
CENTRAL MISSOURI e

Time = Timesheets
¢ Timesheet Edit
@ Peter Parker (BUODD1)Lee's Summit @) S 1 August 01, 2025 - August 15,2025 » @ Approved

Time Entry Extra Pay & Counter Adjustment Exceptions Calc Detail Cale Summary More Tabs (3) =

21 .00 hrs 0.00 hrs 0.00 hrs

Worked Hours Time Off Hours Overtime Hours

v oae | [T N () e = R
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When you select the left arrow to back out of “Timesheet Edits”, you are back at your “My
To Do Items”. Below, you can see there are no more timesheets to review.
You can now sign out of UKG Ready.

) UNIVERSITY OF 02:19 PM {CDT)

CENTRAL MISSOURI

My To Do Items o My Notifications 0

< My To Do ltems
Page 1 of 1

Sawved: [System]~

You're all caught up!
Check back later for new messages.
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If changes are required,
you can make the
changes necessary. If
you make any changes,
you MUST select the
“Save” button to save
the changes before
selecting the “Approve
button, this timesheet
is complete, you will
then get a confirmation
that it has been
submitted successfully.

”

— LNIVERSITY OF
= CENTRAL MISSOURL

0154 PM{CDT)

< Timesheet Edit ® 0

@ Peter Parker (B o1)lee mit &) 2

Time Entry Extra Pay & Counter Adjustment Exceptions Calc Detail Calc Summary More Tabs (3) ~

21 .OO hrs

> Date i | From Calc. Total | In Date i Time Off I Location Department / Position
0 s i

||||| am FRI Aug 1 - -

0.00 hrs 0.00 hrs

~v @ FRIAug1

Lee'sSummit & & 120010/998002-Admin

v @ SAT Aug 2

=== || From am am SATAug2 v v Lee's Summit & [& 120010/998002-Admin
+
=
v @ SUN Aug 3 0
Tu-5a 230 PM === || From am am SUNAug3 - 4 Lee's Summit & & 120010/998002-Admin
+
=
“ @ MON Aug 4 0 W
Tu-5a 230 PM MON Aug4 - - Lee'sSummit & B 120010/998002-Admin
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You will then see the following screen, letting you know that once the timesheet is
approved, no changes are allowed. If you are sure, select “Approve”

( Approve Timesheet

Tit Once timesheet(s) is approved, any further modification would not be allowed. Do you
want to continue?

I Comment I

.l

o=

( cancel )
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You will now see on the timesheet that it shows it has been approved:

. UNIVERSITY OF 02:13 PM (CDT)
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Time > Timesheets

< Timesheet Edit

@ Peter Parker (BU0001)(Lee’s Summit ® ) S 2]« August 01, 2025 - August 15,2025 » @ Approved

Time Entry Extra Pay & Counter Adjustment Exceptions Calc Detail Calc Summary More Tabs (3) ~

21 00 hrs 0 00 hrs 0 00 hrs

-m— S ME
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When you select the left arrow to back out of “Timesheet Edits”, you are back at your “My
To Do Items”. Below, you can see there are no more timesheets to review.
You can now sign out of UKG Ready.

- . UNIVERSITY OF 02:19 PM (CD
= CENTRALMISSOURI e

My To Do Items @ My Notifications 0

< My To Do Items
Page 1 of 1

Saved: [System]~

You're all caught up!
Check back later for new messages.
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