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UKG Ready (Kronos) Mobile App- Basic Checklist Guide

UKG Ready Mobile App Download & 15t Login:

UKG Ready available to download on Apple App Store (iPhone) & Google Play App Store (Android)

UKG Ready

UKG Ready

Kronos Incorporated Business *okk

€ Everyone

Get important 3 E Add to Wishlist m
o conveniently

information quick right on

For your 1 login after initial download of the UKG Ready App:
e Select Region as North America & enter Company Shortname: 6156403
e Click Continue to bring you to the SSG Login Page to enter Kronos Username & Password

U I<G The Stepping Stones Group

2 Log In 12:40 PM [MDT]
Select your region
Username
QO Australia | |
O Europe Password

(® North America | |

~
(O Dimensions HCM LOGIN

O ultiPro
2 Forgot your password?
Company Shortname* @ You are accessing the Workforce Ready application hosted
6156403 by Kronos Incorporated. Access to this environment is

limited to authorized support staff. All data within this
environment is classified as Confidential. When accessing
this information, you are required to maintain the security,
availability and confidentiality of this information and
system. In the event you identify an issue related to
Security, Availability or Confidentiality of the system,

please notify your System Administrator. Thank you.




UKG Mobile Homepage- Access, View, & Complete Assighed Checklists:

On Homepage, click on dropdown arrow next to “Home” & switch to “My Self Service” for quick
access to assigned checklists.

Today's Tasks ‘D

Notifications to
Review

HomeD

| v Home

My Self Service ———
I = lisplay

Locate the “My Mailbox” section and click on the “My Checklists” tab to view open checklists.

Today's Tasks 'O A My Mailb
i y Mallbox

A 1 Notifications to
g Review My To Do Items @@ My Checklists @

O Refresh

My Self Service ¥
10f1 3 Rows

CA, SLP, State Requirements

Jessica Test

Created 07/11/2022 09:42 am
0% complete

s O ; - ] e
My Informa... My Timeshe... My Pay Data Opboardmg To-Do List
Jessica Test
Created 07/08/2022 12:10 pm

80% complete

A | My Mailbox

My To Do Items @ My Checklists € o ﬁii:xi Behavior Training Ce... :

Created 07/08/2022 12:10 pm
10f1 1 Rows 0% complete




Click on each Checklist Name to preview amount (# and %) of checklist completed. Then click
“Open Checklist” button at the bottom of the screen to view all items within each Checklist.

A My Mailbox

My To Do Items o My Checklists o

CA, SLP, State Requirements « -Onboarding To-Do List*
Jessica Test Please complete the following
Created 07/11/2022 09:42 am Onboarding tasks.

0% complete @) 1essica Test issc2) (140204)

-Onboarding To-Do List* R

I 80%
Jessica Test Started on Jul 8, 2022
Created 07/08/2022 12:10 pm Created 07/08/2022 12:10 pm

80% complete

AB 1172 Behavior Training Ce...
Jessica Test
Created 07/08/2022 12:10 pm

0% complete

o "
02 Open Checklist

To view and complete each checklist item, click on the blue hyperlink for each item, then click “Go
to Checklist Content” to complete and/or upload documents.

Checklist le

Checklist le

submitted, typical banks take 3-5
Checklist: -Onboarding To-Do List* business days to process into the
Please complete the following Onbearding system and your first paycheck
tasks. P
e may be a paper check if this
A\ Incomplete ( 8 out of 10) L i
e 80% process is not complete. Ifyoudo
Started on 07/08/2022 % not wish to enroll in Direct Deposit,
Hide Completed 02 o please contact the HR Team at 1-

866-600-7598
(hr@thesteppingstonesgroup.com). ]
If you do not enroll in Direct ]
te> Employee Contact Information 100% Deposit, you will receive a paper
pay check. This can take up to 10
Vv Taxability & Direct Deposit 67% business days to arrive at your

q home address after the pay date.

Complete Federal Withholding Form "
© . 4 Therefore, we highly encourage

@ Ccomplete State/Local Withholding H you to enroll in Direct Deposit
i

online.
[ Enroll in Direct Deposit
Show Less

Due Date: 07/08/5" 22 (Overdue)

Directions: Click on the blue Waiting On: Jessif ™ Test

hyperlink below and a popup will Workflow Stat
Ffect | I Notes: [=]
Show More ¥
Due Date: 07/08/2022(Overdue) Go to Checklist Content

Waiting On: Jessica Test
Workflow Status: New

Notes: El




In addition to instructions on how to complete items when clicking each hyperlink, some items may
also include a document to review and acknowledge SSG process or procedure to complete the
item. Documents will be located below the instructions to download (“Go to Checklist Content”).

Vv Policies & Procedures 83%

K

Q Policies & Procedures Sign Off
Q Code of Ethics and Business Conduct P

Q Consent to Release Information

How to Enter Time

Directions: During your

o U

=3

assignment with us, you will be

Show More
Due Date: 07/08/2022 (Overdue)
Waiting On: Jessica Test

Notes: E

Documents:
How To Enter Time in Kronos

I Go to Checklist Content ‘I

Mark as Complete

Q Driver's License Required

0 Auto Declarations Page Required

Exit Checklist
———

After checklist items are reviewed or completed, you will need to click the blue “Mark as Complete”
button to finalize checklist items. Once finalized, a Green Circle w/Checkmark will appear next to
checklist item. (Note: Not all items will require this. If required, this will be included in the item
instructions)

either on a computer or through your smart
phone. Click "Mark as Complete" on this page

once you have downloaded and reviewed the v Policies & Procedures 100%
time entry process.

o Policies & Procedures Sign Off

Code of Ethics and Business Conduct
Consent to Release Information
How to Enter Time

Driver's License Required

O 00

Auto Declarations Page Required

Mark as Complete




Uploading Onboarding Checklist Documents vs Compliance Checklist Documents

Onboarding To-Do List: (Driver’s License & Auto Declaration Page)

Click on “3-Dots” located in top section of Checklist and select “Upload Document.” Choose your

files for upload.

Checklist I«

Checklist: -Onboarding To-Do List*

Please complete the following Onboarding
tasks.

/A\ Incomplete (8 out of 10)
[————] 80%
Started on 07/08/2022

Hide Completed

0: ()

Download PDF
@ There are

other user

Upload Document )

te?» Employee Contact Information 100%

Vv Taxability & Direct Deposit 67%

(/] Complete Federal Withholding Form

Supporting Documents

X

@ A maximum of 5 files are allowed to be selected

per upload.

T, Upload Document

[ JTest- Auto Dec (11.6 KB)
Created: 08/16/2022 by Jessica Test
SSG Onboarding Document

[) Drivers License.pdf (15 KB)
Created: 08/10/2022 by Jessica Test
SSG Onboarding Document

Fd

After uploading both DL and Auto Dec, click on blue hyperlink for each and click “Mark as

Complete” button to Finalize each checklist item. Once finalized a green circle with checkmark will

appear.

Driver’'s License Required

Directions: In accordance with our

Show More
Due Date: 07/08/2022 (Overdue)
Waiting On: Jessica Test

Notes: [z

Documents:
Driving Policy

Mark as Complete

Driving Policy, please upload a copy

0 Driver's License Required

o Auto Declarations Page Required




Compliance Checklists: (Example items include License, Certs, Livescan(s)/Fingerprints, TB, Physical,
Drug Screen, State Forms, etc.)

Click blue hyperlink for each checklist item, then click “Go to Checklist Content” to Upload
documents for each specific item. Choose your files for upload.

Checklist |«

CA SLP State License Required
v Compliance Documents 0%

Please click the blue link below in order to
download and review information about the
| CASLP License requirement for your
assignment. You must upload a copy of
your license here. When you upload your
document, select "-UPLOAD License or
Certification" as the Document Type. Click
on the "Mark As Complete" button when
you have finished the above.

Please click the blue link below 4
in order to download and
review information aboutthe  f
CA SLP License requirement for !
your assignment. You must
upload a copy of your license
When you upload your 2
document, select "-UPLOAD () Amaximum of 1 files are allowed to be
License or Certification" as the selected per upload,
Document Type.
"Mark As Complete" button

when you have finished the No file chosen

above.

2, Upload Document

Show Less
Waiting On: Jessica Test
Notes: [:=]

Documents:

CA_ State_License__Teacher_Certificatio
n Instruction_s.pdf

Go to Checklist Content

Once uploaded, click “Mark as Complete” button to finalize each checklist item. This notifies HR &
Compliance of items completion for Review & Verification.

Document Type

| -UPLOAD License or Certification

@ CASLP State License Required

| Mark as Complete |

For additional assistance, please visit our Kronos Resource page
(https://info.thesteppingstonesgroup.com/kronos-training-guides-and-resources) or email our HR
Team (hr.requests@ssg-healthcare.com).




