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UKG Workforce Central (Kronos)— Desktop — User Guide

Introduction

Dungarvin uses UKG Workforce Central (formerly known as Kronos) to track employees’ hours,
site location, and job so that they are paid correctly. UKG Workforce Central replaces the
previously used Telephone Time Entry (TTE) system. Once UKG Workforce Central is being used
throughout the entire Dungarvin Organization for clocking in and out, TTE will not be available.

1. These instructions are for accessing UKG Workforce Central on a web browser using a
'_ desktop or laptop computer. For instructions on how to use UKG Workforce Central on a
mobile phone, see
UKG Kronos—Mobile Phone—User Guide.

" Screenshots in these instructions may look slightly different than what you see.
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Setting up a UKG Workforce Central Account
1. Click the link below to open the UKG Workforce Central website in a web
browser window.

https://kronosmobile.dungarvin.com/wfc/htmlnavigator/logon

2. Once the website is loaded, enter your employee number in the
User Name field.

vKG

®
Workforce Central  veriong1.17

Dungarvin
User Name

Password

Production (34)

Forgot Your Password?

" Your username is your 6-digit numeric employee number. This is the same
number you have been using for TTE. If you do not know your employee number
or do not have one, contact your supervisor.

Instructions continue on the following page.
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3. Enter Dungarvinl in the Password field located below the User Name field.

vKG

®
Workforce Central  vemions1.17

Dungarvin

User Name Production (34)

Password

Forg

4. Click the arrow button to the right of the Password field.

vKG

®
Workforce Central  vemions1.17

Dungarvin

User Name Production (34)

Password
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5. Once the new window has opened, enter Dungarvinl in the
Old Password field.

]
Workforce Central  vesionan17

User Name: testatk

Old Password

New Password
Venfy Password

The password must not contain any of the following:
User name

The password must contain all of the following:

- Uppercase let Lowercase letters - Numbers

The password is kmited by the following:

Minimum lengthc 10 - Maxamum consecutive identical characters: 2 - Maamum sequential

letters or numbers: 3

6. Enter a new password of your choice in the New Password field that meets
the requirements listed below. Then, enter the same new password in the
Verify Password field.

User Name: testatk
Old Password

New Password

Venfy Password

The password must not contain any of the following:

. Your new password must have the following:
__ ® Both upper- and lower-case letters

) e One or more numbers

® No less than 10 characters long

* No more than two consecutive identical characters
e No more than three sequential letters or numbers

A

" The system will prompt you every 90 days to reset your password.

&
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7. Click the Save button at the bottom of the window.

L]
Workforce Central  vesionan17

User Name: testatk

Old Password

New Password
Venfy Password

The password must not contain any of the followng:
User name
LW ontain all of the followng:
Lowercase letters - Numbers
5 kmited by the following

Minimum lengthc 10 - Mxomum consecutive identical characters: 2 - Maximum sequential

letters or numbers: 3

8. Once the new window opens, choose a security question from each
of the drop-down menus and enter the answers in the field below each
question.

Workforce Central  wues

. Make sure the questions and answers are easy to remember. These three
__ qguestions will enable you to reset your password if you forget it. Contact your
supervisor if you have problems with your password or the logging on process.
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9. Click the Save & Continue button located in the bottom right.

.
Workforce Central  vwuverrir

00t 3] Ty the arreers o e teat beya

i @il o ashed if you chak Forgat Passwond and wan 10 résot yous

10. The log on window from the beginning of this process will appear. Enter
your employee number in the User Name field, then enter your new
password in the Password field.

vKG

®
Workforce Central veriong117

Dungarvin

User Name

Password

Production (34)

. Your username is your 6-digit numeric employee number. This is the same
',.:\‘ number you have been using for TTE. If you do not know your employee number
or do not have one, contact your supervisor.

@,
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11. Once the User Name and Password fields are filled, click the arrow to the
right of the Password field to complete the log on process.

vKG

&
Workforce Central  verion81.17

Dungarvin
User Name

Password

Production (34)

Forgot Your Pa

Return to Table of Contents

Logging On
1. Click the link below to open the UKG Workforce Central website.

https://kronosmobile.dungarvin.com/wfc/htmlnavigator/logon

2. Once the website is loaded, enter your employee number in the
User Name field.

vKG

o
Workforce Central  vemions.117

Dungarvin

User Name Production (34)

Password

__ Your username is your 6-digit numeric employee number. This is the same
A~~~ number you have been using for TTE. If you do not know your employee number
or do not have one, contact your supervisor.
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3. Enter your password in the Password field located below the
User Name field.

vKG

®
Workforce Central  vemions1.17

Dungarvin

User Name

Password

Production (34)

Forg

4. Click the arrow to the right of the Password field to complete the
log on process.

vKG

®
Workforce Central  vemiong1.17

Dungarvin
User Name

Password

Production (34)

Return to Table of Contents
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Clocking In

]
’

“ Make sure to include transfer information every time you clock in.

1. Logon to UKG Workforce Central.
See the Logging On section for detailed steps.

2. Inthe second column from the right, labeled My Timestamp, click the

arrow next to the blank field under Transfer.

® Mylnformation O

My Timecard
©
D Pay Code Amol I
sun 1210
+ Men 12711 § omam
+ 9:35M
+ § osiam

Loaded: 145PM | Current Pay Period

=] o

o Transter shitt Daily Period Schedule
IN246A/MNRPC
§ ovam 4ol, 400T No Brk 007

1g - 400T, No Brk

My Timestamp

Record Timestamp

3. From the drop-down menu, select the correct job/location.

My Timestamp

Schedule Transfer.

@

My Timestamp
My Timecard

Change My Password

N1000/MMDS5S5
N1000/MNMHCT

Search...

T IMINTO4A MNMACT
N3002 Traini
/MN246A/MNDSSS,W3002 Traini
fEIMNZABA/MNMHCT,W2012 Hal, +

Help

. If this is your first time clocking in, you might not see your job/location listed

©

Dungarvin — IS Department
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under Transfer. Follow steps a through c to add the job/location.
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a. If the correct job/location in not listed, select Search from the drop-
down menu under Transfer.

Change My Password
Schedule Transfer.

JITMNTO00/MNDSSS o Help
SIMNTTTAS

W3002 Training - 400T, No Brk
SITMNT 0447
JSITMNTBSA/MNMHCT

9 Search...

b. In the popup window, click on the down arrow to the right of
Work Location. From the drop-down menu, click the location of
work. Then, click on the down arrow to the right of Job. From the
drop-down menu, click the job being worked.

My Timestamp
Loaded: 12:56PM | Current Pay Period
P F - X

Transfer

Labor Account
Work Rule Jed Timestamp

Labor Account | Work Rule
Add Labor Account Clear All

Company: Supervisor:

Service Segm.. Work Loeation: -
Geography: Jab -

Director.

Cancel Apply

A If the location where you are working is not listed, choose XX1000 -
Generic Unknown from the Transfer drop-down menu. After
completing the clocking in process, notify your supervisor that you
used the XX1000 — Generic Unknown location code and inform them of
the correct work location.
This is important to do to ensure you are paid correctly.
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c. Once both the Work Location and Job fields are selected,

click Apply.
38M S.36AM. | IN24GAMNRPC | % Y
s3sam | Transfer
a:51AM
S:5EAM Labor Account FL/MNT TTA/MNDSSS
— Work Rule
Labor Account
Add Labor Account Clear All
— Company: Superviso
10.424u | Senvice Segm Work Location MN1TTA - Woodcrest - X
Geograpl Job: MNDSSS - Direct Sup Sta__ | = X
Tasam arephy: B
Director:
10:58AM
8:24AM
Ap
40

AN

It is very important to select the correct job and location from the Transfer list
so that your time reflects accurately where you are working and what job you

are doing. Both components are used to determine your pay rate.

Click the Record Timestamp button to complete the clocking in process.

My Timestamp

Transfer.
S IMNTTTA/MNDSSS -

Record Tigestamp

&

My Timestamp
My Timecard
Change My Password

Help
My Timestamp

() Recorded Time: 12:03 FM
(GMT -08:00) Pacific Time
11/MNTTTA/MNDSSS

The in punch was accepted.

é} Confirmation information will appear above
_— the word Transfer. If your job, location, or time is
not correct, notify your supervisor immediately.

Return to Table of Contents

Dungarvin — IS Department
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Record Timestamp
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Clocking Out
1. Logon to UKG Workforce Central.
See the Logging On section for detailed steps.

2. Inthe second column from the right, labeled My Timestamp, click the
button labeled Record Timestamp.

& Do not change or enter anything in the transfer field when clocking out.

My Timestamp
Current Pay Pericd - | |2z Last Timestamp:
Tuesday, December 19, 2023 1203 PM My Timestamp
0 (GMT -0&:00) Pacific Time
Refrasnh My Timecard
d
) change My Password
Period Schedule Transfer

—__Heln

# Record Timestamp ol % N My Timestamp

@) Recorded Time: 1239 PM
(GMT -08:00) Pacific Time
The out punch was accepted.

Schedule Transfer:

Record Timestamp

Return to Table of Contents
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Recording Time for Training, Travel, Administrative, or Respite
Use the following instructions when it is necessary to break out more detailed time records.
Not all companies require this. These instructions will make sure an employee’s time and

activity is recorded accurately so the employee is paid correctly.

Clocking In and Transferring In for Training, Traveling, Administrative,
or Respite (Creating a Work Rule)

** Make sure to include transfer information every time you clock in.

7’ Use the following steps regardless of whether you have previously clocked in.

1. Logon to UKG Workforce Central.

See the Logging On section for detailed steps.

2. Inthe second column from the right, labeled My Timestamp, click the
arrow next to the blank field under Transfer.

# My Information €

My Timecard

My Timestamp

Loaded: :024M | Current Pay P @
My Timestamp
@® =]
View Frint My Timecard
change My Password
Date Pay Code Amount In out Transfer shift Daily Transfer:
sun 12710 ein
+ Mon 1211 I osmm 9384 1N246A/MNRPC Record Timestamp
+ aseaMf 93TAM 401, 400T No Brk 0.07
+ I osiam 9:56AM 1 4007, No Brk
+ %56AM 1:35PM 401, 400T No Brk
+ s [ - EH 387 387
Tue 1212 387
Wed 12113 387
Thu 1214 387
+ Fi12/15 B oseam | 1042am
+ 4240 10:44AM |41000/MNMHC]
+ 10484 § 1045AMJ1000/MNMHC] 012
+ § roseam f 10soam 3 4007, No Brk 002 013 40
+ se1216 iz oomimc 40
sun 12117 40
Mon 12/ 40
+ Tue 1218 § rzosem f 123 amasanpsss 05
+ I oeem  f 1a0em 401,400 No Brk 007
+ B 10sem 1.268M 29 400T, No Brk

Dungarvin — IS Department

Classification: Internal
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3. Select Search from the drop-down menu under Transfer.

I

d -

Schedule

A My Timestamp

Transfer:

S IMNT 04A/MNMHCT @
JAHTMNTOD0/MNDSSS,W3002 Traini
A MNTO00/MNMHCT
SONTMNZABAMNDSSS, W3002 Traini
JATTMNZABAMNMHC T, W2012 Hal, «

e

&

My Timestamp
My Timecard
Cchange My Password

Help

4. Inthe popup window, click on the down arrow to the right of
Work Location. From the drop-down menu, click the location of work. Then,
click on the down arrow to the right of Job. From the drop-down menu,
click the job being worked.

Transfer
Labor Account
Work Rule
Labor Account Work Rule
Add Labor Account

Company.
Service Segm..
Geography:

Director:

Loaded: 12:56PM | Current Pay Period

8

P

My Timestamp

(55
PRI - x
fransfer
}1d Timestamp

Clear All

Supervisor:

Work Location: -
Jab: -

Cancel Apply

Dungarvin — IS Department

Classification: Internal

AN

If the location where you
are working is not listed,
choose XX1000 - Generic
Unknown from the
Transfer drop-down menu.
After completing the
clocking in process, notify
your supervisor that you
used the XX1000 — Generic
Unknown location code
and inform them of the
correct work location.
This is important to do to
ensure you are paid
correctly.
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5. Click the tab labeled Work Rule located to the right of the

Labor Account tab.
B 0 (GMT -08:00) Pacific Time
Dirina. P x
Transfer
L Transfer:
Das/
Labor Account SIFFMNT D44/ MNMHCT [
Work Rule ETimeswrl
Labor Account | Work Rule h
Add Labor Account Clear All
Company: Supervisor
Service Segm... Work Location: MNT044 - Arner - X
Geography: Job: MNMHC] - Mental Health... | = X
Director:

6. Click on the listing under Add Work Rule that best fits the activity being

recorded.

M | 93640 LANZ46A/MNRBPC N | x
M|  Transfer

[

4 Labor Account

bt 1 Waork Rule

Labor Account Work Rule

Add Work Rule Clear All
M Search List
M_ W2012 Hol, 400T No Brk
1 W3002 Training - 400T, No Brk
M
M
M
M
A
Cancel Apply
i |

Instructions continue on the following page.
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7. Click the Apply button in the lower right of the popup window.

d I 9:36AM LANZ46A/MNRPC L I

{ X
. Transfer
d
Labor Account AN 04A/MNMHCT
Work Rule W3002 Training - 400T, Mo Brk
Labor Account Work Rule
Add Work Rule Clear All

W2012 Hol, 400T Mo Brk
W3002 Training - 400T. No Brk

Cancel Apply

It is very important to select the correct job and location from the lists so that
your time reflects accurately where you are working and what job you are doing.
Both components are used to determine your pay rate.

8. Once the popup window disappears, click the Record Timestamp button to
complete the process.

My Timestamp

- &

@) Recorded Time: 1:10FM

Current Pay Pericd -

(GMT -08:00) Pacific Time ZIAULET L)
0 The out punch was accepted.
Refresh My Timecard
Cchange My Password
Period Schedule Transfer
...2Training - 400T, No Brk | =
Help
# Record Timestamp
My Timestamp
@ Recorded Time: 1:14PM
{GMT -08:00) Pacific Time
W3002 Training - 400T, No Brk
. Confirmation information will appear above the word The n punch was sccepted.
'_ Transfer. If your job, location, work rule or time is not
= . . . . 3 Transfer:
correct, notify your supervisor immediately. -
Record Timestamp

Return to Table of Contents
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Transferring Out of Training, Travel, Administrative, or Respite
(Clearing a Work Rule)

When training, travel, administrative activities, or a respite is completed and the workday will
continue, use the following steps to update the job and location.

1. Logon to UKG Workforce Central.
See the Logging On section for detailed steps.

2. Inthe second column from the right, labeled My Timestamp, click the
arrow next to the blank field under Transfer.

& Mynformation

My Timecard My Timestamp
Losded: 1:45PM | Current Pay Period = @
My Timestamp
® 8 s
Pret Rres My Timecard
/ Change My Password
Dae Pay Code Amount in out Transfer Shife Daily Period Schedule Transter
sun1210 Help
* Wen 1211 § omam 9:36AM AN246A/MNRPC Record Timestamp.
o [§ vmm oo o o
i osam 956AM |.1g-400T No Brk

3. Select Search from the drop-down menu under Transfer.

I —I——
My Timestamp

My Timestamp
My Timecard

change My Password
Schedule Transfer.

LAHTMNTO4A/MNMHCT @
MMNT000/MNDS55;W3002 Traini
MNT000/MNMHC]
MNZ46A/MNDSSS, W3002 Traini
LT MNZ46A/MNMHC T, W2012 Hal, «

ﬁ&?ﬂlch...

Help
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4. Under Add Work Rule, click on W2012, W2011, or similar so that it is
highlighted.

—E-L'II— x tal
Transfer
sdal
Labor Account -
Work Rule 'W2012 Hol, 400T No Brk
J Labor Account | Work Rule
Add Work Rule Clear All
Search List :
| W2012 Hol, 400T No Brk |
v - a3
M
M
M
M
M
M
M, | Cancel | Apply |
M
T
¥l A==TAV] L A00T No Bl I
5. Click the Labor Account tab.
1 I 9:36AM |.AN246A/MNRPC Il | =
Transfer
o
Labor Account
Work Rule WZ2012 Hol, 400T No Brk
Labor Account Work Rule
1 Add Work Rule Clear All
“_ |Ses'-:l' List
\4_ W2012 Hol, 400T No Brk
; | 'W3002 Training - 400T, No Brk
M
ol
1
I
1
| Cancel || Apply |
T T T I
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6. Click the down arrow to the right of Work Location. From the drop-down
menu, click the location of work. Then, click on the down arrow to the right
of Job. From the drop-down menu, click the job being worked.

L | 9:36AM. L AN246AIMNAPC, . I -
Transfer
h
Labor Account
Work Rule 'W2012 Hol, 400T No Brk
Lebor Account Work Rule
Add Labor Account Clear All

Company: Supervisor /
Service Segm... Work Location: v/
Geography: Job: -

Director:

Cancel Apply

If the location where you are working is not listed, choose XX1000 - Generic

Unknown from the Transfer drop-down menu. After completing the clocking in
& process, notify your supervisor that you used the XX1000 — Generic Unknown

location code and inform them of the correct work location.

This is important to do to ensure you are paid correctly.

Instructions continue on the following page.
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7. Click the Apply button in the lower right of the popup window.

9:364M L ANZAGA/MNRPC I} | x
Transfer
Labor Account SN TTA/MNDSS S
Work Rule W2012 Hol, 400T No Brk
Labor Account Work Rule
Add Labor Account Clear All
'I- Company: Supervisor
Service Segm... Work Location: MNI1TTA - Woodcrest - X
Geography: Job: MMNDSSS - Direct Sup Sta.. | = X
Director:

Cancel pply

8. Once the popup window has disappeared, click the Record Timestamp

button to complete the transfer.

=® My Timestamp .
Current Pay Period > (22 @
@) Recorded Time:  1:14 PM :
(GMT -08:00) Pacific Time ST
0 W3002 Training - 400T, No Brk
. Refreen The in punch was accepted. My Timecard
Change My Password
Period Schedule Transfer
. W2012 Hol, 400T No Brk | =
Help
* Record Timestamp
My Timestamp
() Recorded Time:  1:26 PM
(GMT -08:00) Pacific Time
) o ) ) /411 /MNTTTA/MNDSSS;W2012
1, Confirmation information will appear above the word Hol, 400T N Brk
“ Transfer. If your job, location, work rule or time is not SEE AR
correct, notify your supervisor immediately. Trenster .
Return to Table of Contents Record Timestamp
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Clocking Out of Training, Travel, Administrative, or Respite

If it is the end of a shift and no further work will be done, complete the same steps as listed in
the Clocking Out section. If you are continuing to work, us the instructions under

Transferring Out from Training, Travel, Administrative, or Respite.

Return to Table of Contents

Viewing Recorded Time
Reviewing time in, time out, and hours worked is encouraged. It is also encouraged to review
job locations as well.

Make sure to report any issues with your timecard to your supervisor promptly.
This is important to ensure you are paid correctly.

Viewing the Current Pay Period
The current pay period will display in the browser window when you first log on.

A My Information ©

My Timecard a3 My Timestamp
Loaded: 3:28PM | Current Pay Period Last Timestamp:
Wednesday, November 29, 2023 12:22 AT
PM (GMT -06:00) Central Time
@ & o
ew o 4 My Timecard
Timecard
Change My Password
Date Pay Code Amount In Out Transfer Shift Daily Period Schedule * Transfer —
sat11/. 4 Help
Sun11 Record Timestamp
My Inbox
Mon 11 8:23AM 1211PM —
12:34PM 5:05PM 832 832 832 My Calendar
Tuell 8:26AM 12:35PM
My Actions
101PM 4:53PM 8.02 802 16.33 —
Wed 11 8:43AM 11:48AM
12:22P 3.08 3.08 19.42
Thu1l 19.42
Fri12/ 19.42
sat12/ 19.42
sun12 19.42
Mon 12 19.42
Tue 12 19.42 =

Return to Table of Contents
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Viewing Past Pay Periods
1. Logon to UKG Workforce Central.
See the Logging On section for detailed steps.

2. Navigate to the top right of the screen section titled My Timecard and click
the down pointing arrow next to the field that has the words Current Pay

Period in it.

# My Information  C

My Timecard My Timestamp

@

Loaded: 415PM | Current Pay Period HH Last Timestamp:
Friday, November 10, 2023 1:04 PM (GMT T
-06:00) Central Time
® =] (s}

Refren My Timecard

Change My Password

Help

Record Timestamp
My Inbox

My Calendar

3. Click the time period to view from the drop-down list.

Ootr P Cote  Iroun . on  liwelo * ot Sehetu Fe e

__ To return to your current time period when you are looking at a past pay period,
=" click on the down arrow located in the upper right of the Timecard section of the

window. Choose Current Time Period from the drop-down menu.

Return to Table of Contents
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Viewing PTO (Paid Time Off) and Sick Time Balance
1. Logon to UKG Workforce Central.
See the Logging On section for detailed steps.

2. Clicking the icon that looks like two lines above an arrow. It is located at the
bottom of the My Timecard section.

A My Information ©

My Timecard [ol 3& My Timestamp 3
Loaded: 3:28PM | Current Pay Period =) = Last Timestamp:
Wednesday, November 20, 2023 12:22 My Timestamp
® & o PM (GMT -06:00) Central Time
View Print Refresh My Timecard
Timecard
Change My Password
Date Pay Code Amount In Out Transfer Shift Daily Period Schedule * Transfer —
sat11/ = Help
Sun11 Record Timestamp
My Inbox
Mon 11 8:23AM 1211PM —
12:34PM 5.05PM 832 832 832 My Calendar
Tue 11 8:26AM 12:35PM
My Actions
101PM 453PM 8.02 8.02 16.33 —
Wed 11 8:43AM 11:48AM
12:22P. 3.08 3.08 19.42
Thu1l 19.42
Fri12/ 19.42
Sat12/ 19.42
sun12 19.42
Mon 12 19.42
Tue 12 19.42 -

3. Click the second tab from the left titled, Accruals.

Wed .. 387

Totals  Accruals | Historical Comrections  Audits

Accrual Code Accrual Available Balance Accrual Units Accrual Opening Balance  Accrual Ending Balance
PTC 1547 Hour 00 15.47
SICK 2463 Hour 00 2463

__ The amount of PTO and sick time in the boxes below Actual Available Balance is
"= your balance as of today.

-\.ﬁclif— The Sick time field may not be on your screen. This will only display if your
=" company requires it.

Return to Table of Contents
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Unlocking an Account

Six log on attempts may be made before an account is locked. Upon the seventh unsuccessful
attempt to log on, an account will be locked. Contact a supervisor to unlock the account or wait
30 minutes to make another attempt.

Return to Table of Contents

Resetting a Forgotten Password

. Ifyou have tried to log on more than seven times, your account will be locked
" and the Forgot Your Password option will not be available. Contact a supervisor
to unlock your account or wait 30 minutes to use Forgot Your Password.

&

1. Click Forgot Your Password?
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Instructions continue on the following page.
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2. Enter your employee number in the User Name field.
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Security Question

Please enter your user name.

User Name:

Lo ]

__ Your username is your 6-digit numeric employee number. This is the same
A~ number you have been using for TTE. If you do not know your employee number
or do not have one, contact your supervisor.

3. Click the Submit button in the lower right corner.
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Security Question

Please enter your user name.

User Name:
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Entering the answer to the security question in the field below it.
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User Name: Testatk2

To reset your password, please answer the following security question(s).

- What is your oldest sibling’s middle name?

o ]
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Click the Submit button.
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User Name: Testatk2

To reset your password, please answer the following security question(s).

- What is your oldest sibling’s middle name?
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Instructions continue on the following page.
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6. Enter a new password in the New Password field that meets the
requirements listed below. Then, enter the same new password in the
Verify Password field.

Your new password must have the following:
® Both upper- and lower-case letters
® One or more numbers
e No more than 10 characters long
e No more than two consecutive identical
e Pacomond characters
c_ ] * No more than three sequential letters or
Verify Password numbers

The password must not contain any of the follo

vKG

User Name: Testatk2

- User name

The password must contain all of the following: ii DO not reuse your |ast seven passwords_
- Uppercase letters - Lowercase letters - Numbe|

The password is limited by the following:

- Minimum length: 10 - Maximum consecutive ig

letters or numbers: 3

-_ The system will prompt you every 90 days

4

~  to reset your password.

7. Click the Save button located in the bottom right.
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User Name: Testatk2

New Password

Verify Password

The password must not contain any of the following:

- User name

The password must contain all of the following:

- Uppercase letters - Lowercase letters - Numbers

The password is limited by the following:

- Minimum length: 10 - Maximum consecutive identical characters: 2 - Maximum sequential

letters or numbers: 3
oo
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8. A confirmation notification will flash on the screen and then the log on
screen will appear. Log on as usual. See the Logging On section
for detailed steps.
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Troubleshooting Issues
What is my Username?

Your username is your employee number. If you do not know your employee number or have
forgotten it, contact your supervisor.
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