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Sign In

1. Loginto
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).
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Sign Out

Jpe JungigiPark

1. Click the iconE in the upper
left corner next to the Augsburg

sign. m | ¢ ednTabs

2. Click the down arrow icon -
next to your name initials.
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3. Click Sign Out.
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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 ‘ I~ @K Edit Mo

® My Time
® My Timesheet &= Self Service Tools L

Timesheet v

e Faculty/Staff Payslips, W2 History

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

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

Records
[CDT] o Timesheet Corrections - Past Pay

Change Requests

/ Pay Card Authorizatior

Time Off . Time is entered directly into |;_
! a7 -3 . s
s Cack Out - the timesheet by clicking E—

“Clock out” and “Clock in”.

Points Balance

® My Schedule Initial configuration:
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¢ Company Short Name: 6092704
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SYSTEM NAVIGATION

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.

Supervisor Tools ‘ My Dashboard ‘ i v @E) Edit Mode

& My Accrual Balances e @ My Timesheet E= Self Service Tools

Faculty/Staff Payslips, W2 History

Wed nesday, Mar 30 Agresso Web > Login - Choose Documents [i§
Student Payslips, Tax Forms

Community O 2 : 3 1 P M Records & Registration > Student Employee

Records.
16.00

REQUEST COMMUNITY
SERVICE

‘ -

[CDT] Timesheet Corrections - Past Pay
Periods

Direct Deposit / Pay Card Authorization
payroll Schedule
) ) i ) Time Entry Guides
» Student Employees will accrue one(1) hour of paid sick time for every 30 hours worked, .
s Student Employees

up to a maximum of 48 hours per year. - staff
UKG Ready App

Initial configuration:

* Unused sick time will be carried over to following year. However, it cannot exceed
H * Region: North America
80 hours at any tlme ¢ Company Short Name: 6092704

« Loginwith your Augnet
Credentials

» Student employees may use sick time for scheduled hours missed due to iliness or
doctor appointments. Unused sick time is not paid out.

© Announcements
N_ SR :

Time Entry User Guide

Sick @
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7 8 9 10 1" 12 13 « Student Employee: TIME ENTRY USER
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Show More




SYSTEM NAVIGATION

Widgets

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

VALC | My Dashboard [ T v v @ Edit Mode

£ My Accrual Balances ® My Timesheet e

REQUEST COMMUNITY A
RVICE

Add Widgets

o Faculty/Staff Payslips, W2 History
Agresso Web > Login - Choose Documents

@ 4 of 9 dashboard slots available.
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1 I:‘ Timesheets Awaiting My Approval 6
D Websites

CANCEL APPLY




SYSTEM NAVIGATION

My Learning

More resources and trainings are available in My Learning.
Click Help > My Learning.
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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

P Benefits Enroliment Tools

Time for open enrollmen... Learn more
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Free
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Log in with your Augnet Credentials IO T
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y wherever
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® Clock

VACATION @ current Pay Period (click to review)

06:50 AM

< Timesheet Dates »
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1ofd4 » Current Timesheet Peri.., v Y1) oo




TIME ENTRY

Procedure

+ 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 iliness 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

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

Time Entry

Time = Timesheets

< Timesheet Edit @ 0 SAVE

@ TestStudent (12341234) 2 4 March 20, 2022 - April 02,2022 » Open o

Time Entry Exceptions Calc Detail Calc Summary Summary By Day

2038 hrs 2025 hrs

Raw Total Calc. Total

@ Timesheet saved

> ot =

SUN Mar 20
> MON Mar 21 - =
v TUE Mar 22 = | 0808 am || 0201 pm || 588 5.75 | TUEMar22 ~ || || swdentpispaccner 7] |

+ 588hrs_| 5.75hrs —

» Click the drop down menu

4

|| v || Student Lead Dispatcher * Browse
» Select the correct position.

\IED A gar 22 0.z 5.00 | WED Mar 23

Enter From and To time. >-00 hrs ~

Check the Raw Total and Calc. Total. 1 5.50 | THU Mar 24 = | | - || Student Dispatcher - ‘

Student employees who work more than six (6) ||

consecutive hours are expected to take an >0 hrs H

unpaid meal break. Time entry system : 4.00 | RRIMar2s  ~ || studentsick [+ | ~Seudent Dispatcher - |

automat_lcally deducts a 30-minute. 400 hrs _

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

time”, please click the drop down menu

> SUN Mar 27 ] to select it and enter the hours.
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TIME ENTRY

Timesheet Submission

* 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.
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Time > Timesheets 0 @
< Timesheet Edit @ 0 SAVE SUBMIT |

@ Test Student (12341239) 2 4 March 20, 2022 - April 02,2022 » Open o'

Time Entry Exceptions Calc Detail Calc Summary Summary By Day
20.38 hrs 20.25 hrs
Raw Total Calc. Total
@ Timesheet saved X

N e
> SUN Mar 20 + =
> MON Mar 21 + =
v TUE Mar 22 = [08:08 am|[o0201 pm|[ 588 |s575 [ TuEmar2z ~ || ~ || student Dispatcher -]

+ 5.88 hrs. 5.75 hrs [=]
v WED Mar 23 « [0807 am][o107 pm|[ 500 |s00 [ wepmar2s ~ || || studentLead Dispatcher ~ |

+ 5.00 hrs 5.00 hrs [=]
~  THU Mar 24 | 09:00 am | | 02:30 pm | ‘ 5.50 ‘ 5.50 | THU Mar 24~ | ‘ - ‘ | Student Dispatcher - |

+ 5.50 hrs 5.50 hrs [=]
~  FRIMar25 | am | | am| [ 400 |00 [ FRIMar2s < || swdentsick ~ || Student Dispatcher - |

+ 400hrs  4.00 hrs
> SAT Mar 26 +
> SUN Mar27 + =
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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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