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Sign In

1. Loginto
https://inside.augsburg.edu/ and
enter your username and
password.

2. Click the “Administrative Tasks”
in the AUGNET SERVICES
menu.

3. Click “Time Entry” to open the
Time Entry system (Kronos).
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SYSTEM NAVIGATION

Click the My Time > Timesheet > Current Timesheet or Click the My Timesheet widget to open the timesheet.

Timesheet

Web Time Entry - Augsburg University

Benefits Enroliment Tools
Time for open enroliment? Check out our benefits enroliment resources! Learn more
MY INFO

& My Information

My Dashboard ‘ 3~ @K Edit Mo

@ My Time v
® My Timesheet &= Self Service Tools

Timesheet v

v
e Faculty/Staff Payslips, W2 History

Current Timesheet Wednesdayl Mar 30 Agresso Web > Login - Choose Documents i
Student Payslips, Tax Forms

.
Historical Timesheets O 2 . 3 7 P M Records & Registration > Student Employee

Records

[CDT] « Timesheet Corrections - Past Pay
Change Requests Periods
— gzatior
Time Off
- , a - Hourly staff and Student employees
vertime . . .
Clock Out Clock In have Clock In/Out icons. Time is entered

Points Balance directly into the timesheet by clicking
.y i Clock out” and “Clock in”.
n My HR . Co:npanyshort Name: 6092704
Q2 e Login with your Augnet
&My Corpany ® My Schedule / My Time Off Credentials

4 MAR2022 » 2
b7 ERREE © Announcements
MON WED H R A N



Accrual

SYSTEM NAVIGATION

Click the My Accrual Balances widget.

Supervisor Tools ‘ My Dashboard ‘ i~

2 My Accrual Balances e

REQUEST COMMUNITY
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16.00
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@E) Edit Mode
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Records.
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In the “My Accrual Balances” widget,
You may review and request Time Off.
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SYSTEM NAVIGATION

Mobile App

Punch in/out, time management and timesheet submission from the mobile app

From the App Store or Play store install the UKG Ready app.

UKG Ready ()
UKG Ready (Kronos) App UKG Inc.

In the initial configuration choose \ fronos Incorporated
#69 in Business
Region: North America

Company Short Name: 6092704
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TIME ENTRY

Time Entry — Hourly Staff

* Hourly staff should record all time worked and time off taken in increments of 15 minutes.

» Enter the hours each day/shift rather than recording time at the end of the pay period or in advance.

« Staff who work more than six (6) consecutive hours are expected to take a meal break. Meal break is unpaid thirty (30)
minutes, and the time entry system automatically deducts a 30-minute of meal break.

* Payment is calculated based on Calc. Total.

TimeEntry  Exceptions  CalcDetail  Calc Summary  Summary By Day
41.67 ns | 39.75 s
Raw Total Calc Total

>  SUN Mar 20 -

v MON Mar 21 = | 08:00 am || 0430 pm || 850 8.00 | MONMar21 ~ || ~ | Human Resources ~ |
+ 850 hrs | 8.00hrs

~  TUE Mar 22 = | 07:50 am || 0400 pm || 817 7.75 | TUEMar22 ~ || Al Human Resources ~ |
+ 817hrs | 7.75hrs

“  WED Mar 23 =+ | 08:00 am || 0430 pm || 850 8.00 | WeDMar23 ~ || il Human Resources ~ |
+ 850 hrs | 8.00 hrs

v THU Mar 24 - [ 0800 am|[0430 pm][ 850 8.00 | THUMar24 ~ || Ml Human Resources ~ |
+ 850hrs | 8.00hrs

“  FRIMar 25 . am | | am | | 8.00 8.00 | FRIMar25  ~ || Vacation - | Human Resources ~ |
+ 8.00hrs | 8.00hrs

> SAT Mar 26 +



Time Entry — Hourly Staff

TIME ENTRY

» To enter time off, use the drop-down menu to select from the Time Off/Other Pay column and enter the hours.

» To record personal time, use “Sick/Personal 1”. Personal time is deducted from the sick time balance.

+ If you have more than one position, please be sure to use the correct position code for recording hours worked.

Time Entry

5o e

Exceptions

Calc Detail

Calc Summary

Summary By Day

Browse

Unpald Tims

h In Date

41 .67 hrs

Raw Total

39.75 hrs

Calc. Total

Time Off/Other Pay Position I

> SUN Mar 20 =r Sick/ Personal 1
v  MON Mar 21 08:00 am [ Vacation/FMLA Vacation | MON Mar 21 = | | - | | Human ResourcesE |
+ Vacation
Haoliday
v TUE Mar 22 07:50 am | [{ | TUEMar22 ~ || - | —iman Dacoued/
Sick/FMLA Sick » Click the drop down menu
+ FMLA 5TD * Browse
~  WED Mar 23 08:00 am | [{ siek | WEDMar23 ~ || - | * Select the correct position.
== Float Holiday
; A &
Float Holiday/FMLA Float Holida
v THU Mar 24 08:00 am r | Im | - ]Mrzﬁl hd | | b | | Human Resources ~ |
+ 8.50 hrs 8.00 hrs
~| FRI Mar 25 | am | | am | | 8.00 8.00 | FRIMar25 = | | Vacation - | Human Resources ~ |
+ 8.00 hrs 8.00 hrs
> SAT Mar 26 -



TIME ENTRY

* When you have recorded all the times, click the SAVE and SUBMIT FOR APPROVAL in the upper right corner.

Time Entry — Hourly Staff

*We encourage you to submit the timesheet on Friday of the pay period end unless you work on Saturday.

The deadline of timesheet approval is 12:00 noon on Monday of the payroll week. All timesheet submissions
should be completed before the deadline so that supervisor can timely review and approve them.

+ If the timesheet needs correction, request your supervisor to reject the timesheet. Rejected timesheet will be sent back
to you for review and/or editing. Corrected timesheet should be resubmitted for approval.

+ If you have any questions about payroll and time entry, please email payroll@ausburg.edu.

® 1} I SAVE I SUBMIT I APPROVE

2 4 March 20, 2022 - April 02,2022 » Open o

Calc Detail Calc Summary Summary By Day

2038 hrs 2025 hrs

Raw Total Calc. Total

X
=l

=1


mailto:payroll@augsburg.edu

TIME ENTRY

» Salaried staff do not record individual work hours, but should document all time off taken on the timesheet.

Time Entry — Salaried (Exempt) Staff

* Record all time off taken in increments of 4 hours.

« Even if there are no time off during the pay period, the timesheet (blank timesheet) should be submitted
before the deadline.

4 March 20,2022 - April 02, 2022 » Open o’

Time Entry Calc Detail Calc Summary Summary By Day

20.00 hrs 0.00 hrs

Raw Total Calc. Total

Time Off/Other Pay | SUN Mar 20 m TUE Mar 22 m THU Mar 24 m SAT Mar26 | SUN Mar27 | MON Mar 28 | TUE Mar 29 w THU Mar 31 m SATAp
= [ =] [=] [~ =] =] =] [~ [ [=] [ =] =]

|vacaton - | | | | | | | (e || | | | | | | | | | | | | | | | | | | so0
| sicurpersonat 1 - | | N N | | N NECENN | | N N | | N N | | a0 W
[sic S Y s | | | | | | | | | [0 ]| | | | | | | | | 0 @
Unpald Time
0.00 Sick/Parscnsl 1 8.00 0.00 400 0.00 0.00 8.00 0.00 0.00 0.00 0.00 0.00 20.00

Vacation/FMLA Vacation

+ Add Rows 1 Viscation

Holiday * Click the drop-down menu.

Sick/FHILA Sick » Select the correct time off from the category and enter the hours.
FMLA STO » Torecord personal time, use “Sick/Personal 1”.

el Personal time is deducted from the sick time balance.

Float Heflowy  If you need to add a different time off, click the ADD ROWS.

Float Holiday/FMLA Float Haliday




TIME ENTRY

* When you have recorded all the times, click the SAVE and SUBMIT FOR APPROVAL in the upper right corner.

*We encourage you to submit the timesheet on Friday of the pay period end unless you work on Saturday.

Time Entry — Salaried (Exempt) Staff

The deadline of timesheet approval is 12:00 noon on Monday of the payroll week. All timesheet submissions
should be completed before the deadline so that supervisor can timely review and approve them.

+ If the timesheet needs correction, request your supervisor to reject the timesheet. Rejected timesheet will be sent back
to you for review and/or editing. Corrected timesheet should be resubmitted for approval.

+ If you have any questions about payroll and time entry, please email payroll@ausburg.edu.

€ Timesheet Edit ® 0 SAVE SUBMIT

4« March 20,2022 - April 02,2022 »  Open o

Time Entry Calc Detail Calc Summary Summary By Day

20.00 hrs 0.00 hrs

Raw Total Calc. Total

Time Off/Other Pay | SUN Mar 20 m TUE Mar 22 m THU Mar 24 m SAT Mar26 | SUN Mar27 | MON Mar 28 | TUE Mar 29 m THUMar31 | FRIApr1 SATAp
=] [ =] [ [~ [~ =] =] [=] [ [ [~ [~ =]

| Vacation  ~ | | | | || NECZEEN M M M M || | | | | | | | | o0
| sicpersonal 1~ | | | | || || | | | 400 ]| M M || | | | | | | | | a0 1
| sick -1 | | || || | | | | | | | | | Lo || | | | | | | | | so0 M
0.00 0.00 0.00 8.00 0.00 400 0.00 0.00 8.00 0.00 0.00 0.00 0.00 000 20,00
\
+ Add Rows

10
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Timesheet Corrections — Past Pay Periods

TIME ENTRY

The Timesheet Corrections Form is designed to record any missed hours that were not paid on the past payment.

Timesheet Corrections should not be used except on rare occasions.
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You've been invited to sign EMPLOYEE Timesheet Correction.

Fill out the information below to get started.

Rename Document

EMPLOYEE Timesheet Comection

Enter your information below:

Employee

Signing Step 2

Supervisor

Signing Step 3

Payroll

*Required Fields

Your E-mail Address™

Your Email Address

E-mail Address*®

Signer Email Address

Show Custom Email Message Setlings

E-mail Address Set By Templare

Show Custom Email Message Setlings

@E) Edit Mode

B Self Service Tools

* Faculty/Staff Payslips, W2 History
Agresso Web > Login - Choose Documents [
* Student Payslips, Tax Forms
Records & Registration > Student Employee

* Timesheet Corrections - Past Pay
Periods

« Dyppct Deposit/ Pay Card Authorization

fudent Employees
4 v

Timesheet Corrections
form is available on the
Self Service Tools widget

or on the HR website: rpany s ;Zsrh;iz,f;fmm
sites.augsburg.edu/hr. dentials

Ready App

figuration:
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