
UKG Ready (Kronos)
Supervisor/Approver Guide



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



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 
may see 
the Single 
Sign on 
page. 

• Sign in with 
your 
network 
login and 
password:





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



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.



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.



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’. 



A box will appear, confirming that you 
want to approve this time-off request.  
It also gives you the opportunity to 
comment, but it is not required.  Select 
‘Approve’

A confirmation box will appear, confirming that 
the time off request was successfully approved. 

The person who requested the time off will get an 
email letting them know it was approved.



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 30th.  For this example, we 
will reject this time off request to show you the process. 



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’. 



A box will appear, confirming that you 
want to reject this time-off request.  
When you reject a time off request, a 
comment is required. Enter reason for 
rejecting the request, select ‘Reject’

A confirmation box will appear, confirming that 
the time off request was successfully rejected. 

The person who requested the time off will get an 
email letting them know it was rejected.



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”



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. 



Selecting the “pencil” icon from 
the previous slide opens the 
“Timesheet Edit” page for Peter 
Parker. We can see no time was 
entered for him on Monday, 
when he called in sick. To the 
right of the date, select the plus 
sign to add or edit time for that 
day.



Selecting the “+” icon from the 
previous slide now allows you to 
enter his time or time off for that 
day. 



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”



Supervisors/managers 
must approve or reject 
their employee(s) 
timesheet(s) at the end of 
a pay period.  
For this example, when 
you log in to UKG Ready, in 
the middle of the screen, 
in “My Mailbox,” you see a 
notice to Approve/Reject a 
timesheet.



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:



The timesheet is now 
open for review. After 
scrolling down to review 
the entire timesheet.
If everything is correct, 
simply select the 
“Approve” button.



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”



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



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.



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.



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”



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



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.
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