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Sign In 

1. Log in to 

https://inside.augsburg.edu/ and 

enter your username and password.

2. Click the “Student Employment 

Time Entry” under the AUGNET 

SERVICES to open the Time Entry 

System (Kronos).

SIGN IN / SIGN OUT

https://inside.augsburg.edu/
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Sign Out

1. Click the icon   in the upper 

left corner next to the Augsburg 

sign. 

2. Click the down arrow icon  

next to your name initials. 

3. Click Sign Out. 

SIGN IN / SIGN OUT
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Timesheet

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

SYSTEM NAVIGATION

Time is entered directly into 

the timesheet by clicking 

“Clock out” and “Clock in”.
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Accrual 

Click the My Accrual Balances widget. 

From the “My Accrual Balances” widget, you may review the Student Sick hours and request the time off.

• Student Employees will accrue one(1) hour of paid sick time for every 30 hours worked, 

up to a maximum of 48 hours per year. 

• Unused sick time will be carried over to following year. However, it cannot exceed 

80 hours at any time. 

• Student employees may use sick time for scheduled hours missed due to illness or 

doctor appointments. Unused sick time is not paid out. 

SYSTEM NAVIGATION
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Widgets

Widgets can be added or removed using the Add menu: Edit Mode > +Add > Widgets .

1

2

SYSTEM NAVIGATION
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My Learning

More resources and trainings are available in My Learning.  

Click Help > My Learning.

SYSTEM NAVIGATION
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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 (Kronos) App

In the initial configuration choose

Region: North America

Company Short Name: 6092704

Log in with your Augnet Credentials



• All time worked and time off taken should be recorded.

• Enter the hours every day rather than recording time at the end of the pay period or in advance. 

• Student employees who work four (4) or more consecutive hours are entitled to a paid 15-minute break. 

The 15-minute break is intended for taking a step away from the desk or workload.

• Student employees who work more than six (6) consecutive hours, the time entry system automatically 

deducts a 30-minute unpaid meal break. 

• If student employees who work more than six (6) hours without a break, please add another row for 30 

minutes to be paid in full amount. Since payroll is calculated based on calculated hours, not raw hours, 

please make sure to record calculated hours equal to the total hours worked.

• Student employees who work at least 80 hours per year are covered by the Minneapolis/St. Paul Sick 

and Safe Time Ordinance. Student employees will accrue one (1) hour of paid sick time for every 30 

hours worked, up to a maximum of 48 hours per year.

• Student employees may use sick time for scheduled hours missed due to illness or doctor appointments 

(e.g. getting vaccinated). Unused sick time is not paid out. 

• 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.
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TIME ENTRY

Procedure
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TIME ENTRY

If you have more than one student job on campus, please be sure to use the correct position code for recording 

your hours worked.

• Click the drop down menu 

• Browse

• Select the correct position.
• Enter From and To time.

• Check the Raw Total and Calc. Total.

• Student employees who work more than six (6) 

consecutive hours are expected to take an 

unpaid meal break. Time entry system 

automatically deducts a 30-minute. 

• Payroll is calculated based on Calc. Total.   When you have taken “Student Sick 

time”, please click the drop down menu 

to select it and enter the hours.

Time Entry
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• 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.

• 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.

TIME ENTRY

1 2

Timesheet Submission

mailto:payroll@augsburg.edu


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. 

TIME ENTRY

Timesheet Corrections – Past Pay Periods

Timesheet Corrections 

form is available on the 

Self Service Tools widget 

or on the HR website: 

sites.augsburg.edu/hr.
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https://sites.augsburg.edu/hr

