VKG

é Dimensions Mobile App

Job Aid

Downloading and installing the app

From the Apple App Store:

You can find the app at this link. It can also be found by searching for UKG Dimensions inthe App Store.

A

Tap Installto download it on your Apple device.

‘ Store Mac iPad iPhone Watch AirPods

App Store Preview

UKG Dimensions
Mew Dimensions in Work
Kronos Incorporated

fih2 in Business
AEx Ak kN 173 . 71K Ratings

Free

Once installed, tap the app’s icon on your home screento launch it.
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https://apps.apple.com/us/app/ukg-dimensions/id1321967136

VKG

From the Google Play Store:

You can find the app at this link. It can also be found by searching for UKG Dimensions inthe Google Play store.

>

Tap Installtodownload it on your Android device.

' Google Play

Apps & games ¥ Device

viKG

UKG Dimensions
Kronos Incorporated
3.5%

Q  Search for ap

Once installed, tap the app’sicon on your home screento launch it.
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https://play.google.com/store/apps/details?id=com.kronos.dimensions.enterprise
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Setting up the app and logging in

Tenant URL

The first time you open the app, you will be asked to provide a tenant URL.

Tenant Setup .

*Tenant URL (:>

Scan
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To proceed, press the Scan button, and point your phone’s cameratothis QR code:

Alternatively, type in this address in the Tenant URL field: https://sonomacounty.prd.mykronos.com/

Page 4


https://sonomacounty.prd.mykronos.com/
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Once you’ve connected to this tenant, you will be able to proceed to the login screen:

vKG

Welcome to
UKG Dimensions

=" 4

Username

Password

Show password

Forgot my password

Enter the same username (employee 1D) and passwordyou use on Dimension’s website.
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Once logged in, you will arrive at the Dimensions’ home page:

My Timecard

My Time Off

a

My Notifications

Punch

My Schedule

Manage My Schedule
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My Timecard

From the main menu, you can access your Timecard by using the Timecard tile, then tapping on the arrow on the top

right.

My Timecard

Exceptions

No data to display.
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You can also press the menu button at the top left, tap My Information, then My Timecard.

Edit Profile y Sign Out C%

-

Time v [

Schedule v
1
Dataviews & Reports v [
0 My Information A
i
My Calendar [
Work & Absence

Summary I:
9 My Timecard
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When you open your timecard, you’ll see a list of the days in the date range selected. The daterange (e.g. Current Pay
Period) canbe changed by tapping the calendaricon on the top right.

= B6)

v

Approve

Apr

Tue

18

Apr

Wed
19

Apr

Thu
20

Apr
Fri
21

Apr
Sat
22

My Timecard

Sign-Off

1st:
2nd:
Daily Total:

Total to Date:

1st:
2nd:
Daily Total:

Total to Date:

1st:
2nd:
Daily Total:

Total to Date:

1st:
2nd:
Daily Total:

Total to Date:

Tst:
2nd:
Daily Total:

More
Actions

Totals
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Entering time with an Hourly Timecard

Entering regular hours

To enter regular time, select the date you're entering time for. You'll enter into a new screen where you can select you
In and Out punches. Your schedule for that day will also be displayed above your punches.

g A
4/18 >
Timeframe Total to Date Status
Next Pay Period 0 - I] [I I] @

Schedule:

7:30 AM - 5:00 PM

Shift Total -:-

Punch In

[ ] ©
Punch Out

[ v ©

( Add Punch ) ( Add Paycode )

Cancel

After adding the punch, you will have the option to add transfer codes or comments, if necessary.
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Additional punches

Most employees will need to add a second segment for work after a lunch break. To do that, tap the Add Punch button.

*
X

4/18 >

Timeframe Total to Date Status
Next Pay Period 0 Hi& l] |] [I @

Schedule:

7:30 AM - 5:00 PM

Shift Total -:-

Punch In
[ 7:30 AM vj O
Punch Out

L 12:00PM vJ ®

Add Transfer

( Add Punch ) ( Add Paycode )
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A new screenwill appear to add the second punch. The only required field hereis Time, which will become the start

time for the new punch. You will be able to add the end time later.

Tap the Apply button when done.

Note: Time entered here can be abbreviated and it will still be understood by Dimensions. For example, you canenter

Punch

Date
4/18/2023

Time*

| 1230

Transfer

( ]

Override

[ * )
Time Zone

( >
Cancel Deduction

f - |

°@ CiIF [ ol

12 3 45 6 7 8 9 0

@ # § _ & -

9:00amas “9”, 7:30am as “730”, and 1:00pm as either “1p” or “13”.

9
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Once the second punch is inserted, enter the punch out time, and Save the entries for that date.

< 4/18 >
Next Pay Period 4.50 s [l [l [l @
Schedule:

7:30 AM - 5:00 PM

Shift Total -:-

Punch In

[ 7:30AM v] -
Punch Out

[ 12:00 PM VJ )

Add Transfer

Shift Total 4.50

Punch In

[ 12:30PM VJ : B
Punch Out

( 5:00 PM v] )

Add Transfer

( Add Punch ) ( Add Paycode )
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ViKG
Entering Paycodes

To enter paycodes such as vacation, sick leave, or telework, tap on the appropriate date and tap Add Paycode.

< 4/18 >
Timeframe Total to Date Status

Next Pay Period 0 s u [I [I ®

Schedule:

7:30 AM - 5:00 PM

Shift Total -:-

Punch In

[ g ©
Punch Out

( ] ©

C Add Punch ) CAdd Paycode)

Cancel (
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Depending on the type of Paycode you select, you will be asked to enter an amount in hours, or a start and end time.

Amount

Paycode *

{ Sick Leave Tkn Hrs

Amount (HH.hh) *

[ 3:5

Transfer

[

X
e |
)
v] ® -

Effective Date
4/18/2023

Time

(

C Cancel ) ( Apply

\
)

)

r

Amount

Paycode *

[ TELE WKRD HRLY TIMECARD

Amount (HH.hh)

[

Transfer

(

X
~)
- |
v] @ -

Effective Date
4/18/2023

Time

[ 7:30 AM

End Time

(12

*

When done, press Apply and then Save to finish with that date.
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This will return you to the general Timecard view, where you can see a summary of all entries.

v

Approve

Apr

Tue

18

Apr

Wed
19

Apr
Thu
20

Apr
Fri
21

Apr

Sat
22

My Timecard

Sign-Off More

Actions
1st: 7:30 AM - 12:00 PM
Pnd: 12:30 PM - 5:00 PM

Daily Total: 9.00
Total to Date: 9.00

1st:

2nd:

Daily Total:

Total to Date:  9.00

1st:

2nd:

Daily Total:

Total to Date:  9.00

1st:

2nd:

Daily Total:

Total to Date: 9.00

1st:
2nd:
Daily Total:

Totals
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Entering time with a Project Timecard

Project timecards have a single total of hours per day for each Paycode. To add hours, open your Timecardand select
the date you’re entering time for, then tap the Add Project button.

—

X
4/18 >
Timeframe Total to Date Status
Current Pa
Period y 9.00 Hrs D[”] @

Schedule:

8:00 AM - 5:30 PM

Project Amount

C Add Project )
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Inthat screen, you'll be able to select what type of hours you are entering. E.g. Hours Worked or Vacation.

r N7
Amount X Amount X
Paycode * Paycode *

( Hours Worked »: ] [ Vacation Tkn Hrs v J
Amount * Amount *
9.0i ] 9.00 }
Tran TransYer
[ B o> [ p o>

Cancel Appl Cancel Apply
Pply

Press Apply, then Save to record your changes.
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Reviewing and approving Timecard

Review

Once all entries are made in a pay period, you can go back to the general Timecard view to verify that your entries are

accurate.

As a final check, open the Totals section at the bottom to make sure that your hours are complete.

= @ MyTimecard Q @) Q
X
[ All W ]
JOB >
Pay Code Regular Hrs
Amount 80.00 >
Wages
Pay Code Total Hrs-balance to expect...
Amount 80.00 >
Wages
Totals
e ——
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If it all looks good, tap the Approve button to finish and send to your manager for review.

poo———e
Confirm

I hereby certify as an employee and in review as a
manager, that the time reported is a true and
correct record of the time for the period indicated.
As an employee, I affirm any sick leave used was
done in accordance with my MOU/Salary
Resolution.*

(O Approve

(O cancel
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Managing employees’ Timecards

Home screen

The Home Page is composed of tiles that you may use regularly. To view and/or approve Timecards tap on Manage

Timecards.

=

‘ Welcome back,

My Schedule My Timecard

&)

Ly

My Accruals Training Material

&)

4y

Manage Timecards Pay Period Close -

Manager
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Tap on the arrow on the top right to view employees.

Manage Timecards »|:

Previous Pay Period v

Clean Timecards
2 Timecards with no exceptions »
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Employee list

A list of your employees will display. Tap on the calendar icon at the top to select the correct date range. The Previous
Pay Period is the default date range.

= () Employee Timecards (@) ©) @

| 1) B &~ &

s lre Lk T
R L N e
ey )
R LR L,
ritrderd 2o s
CESOOH L
U Ol On I
il e’ s imC
¥ i e,

Sun i =
|II 21 Projects Wo...

Totals

Tap on the dropdown on the top left to see the available employees, then tap on the employee you want to review.
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Approval

Preview daily entries or tap on Totals tosee summary. If all looks good, tap the checkmark on the top left corner.

= (@) Employee Timecards @) @) p
m ° @ B- &~ &
v e g
Approve Analyze More
Actions
May st 8:00 AM - 12:00 PM
V;id 2nd: 12:30 PM - 4:30 PM <
Daily Total: ~ 8.00
Total to Date: 56.00
May st 8:00 AM - 12:00 PM ¢
Tzh; 2nd: 12:30 PM - 430 PM ¢
Daily Total: ~ 8.00
Total to Date: 64.00
May st TELE WKRD HRLY TIM... - 12:00 PM <
;fs' 2nd: TELE WKRD HRLY TIME... - 4:30PM ¢
Daily Total: ~ 8.00
Total to Date: 72.00
May st
Sat .
37 2nd:
Daily Total:
Total to Date: 72.00
May st
Sun .
28 2n§,
Daily Total:
Total to Date: 72.00
May st
'\g%" 2nd: HOL BEN MEMORIAL DAY - 8.00
Daily Total: ~ 8.00
Total to Date: 80.00
Totals ¢
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Totals summary

In totals screen, you cansee a breakdown of the employee’s hours. Tap on the X on top right corner to returnto the

employee’s Timecard.

= () Employee Timecards Q @

[ Al

JOB

Pay Code
Amount
Wages

Pay Code
Amount
Wages

(x)oB

Pay Code
Amount
Wages

Pay Code
Amount
Wages

Pay Code
Amount
Wages

HOL BEN MEMORIAL DAY
8.00

Total Hrs-balance to expected hr

8.00

Regular Hrs

48.00

Tele Wrkd Hrs
24.00

Total Hrs-balance to expected hr
72.00

Totals

-

.
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