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Welcome to Kronos/UKG!  

Let’s get started!   This is our system to clock in and out, as well as to add Notes for activities such as Data, Sped 

Program, or Bus Duty and also extra jobs that include 21st Century, Before & After Program and Real Madrid. 

You can view your timesheet and see your current hours for the week.  You do not have to punch in and out for 

lunch because the system is set to auto-deduct 30 minutes every day.   

On your timesheet, you can see your clock in and out times and your totals.  The Raw Total is your time before 

lunches are deducted.  The Calc. Total is your time with lunches deducted (the time you will be paid for). 

The screenshot below is a view of a timesheet. It has a few items circled so you can see where they are located. 

These will be most important to you:  Calc. Total (your current paid time), Change Request and Change Cost 

Center buttons.   You are not limited to the UKG app or Kronos homepage to clock in and/or out, request 

changes, or make a job change.   Another option is to do these actions from your timesheet.  Those buttons are 

located at the top right.  In the bottom screenshot you can see what an absence looks like when you submit it 

in ReadySub.  It will sync to your timesheet and you will see it listed in the “Time Off” column. It will show what 

kind of time you submitted:  sick, personal, etc.  The screenshot also shows what a Holiday would look like on 

your timesheet. 

 

 

 

 

At any time, if you need assistance with this system beyond the instructions in this packet, you can 

contact me at the Business Office, in person, through email, or call me.  I am available weekdays 

7:30am to 4:00pm. 

                         Lisa Fifield      LFifield@webster-schools.org     

508-943-0104 ext. 40012 or direct dial my extension from any school phone 

mailto:LFifield@webster-schools.org
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To edit your home screen  

 

Open UKG/Kronos.   

Click on the Settings gear icon.  

Choose “Enable Edit Mode”. 

 

 

In a section that can be moved or 

removed, click on the three dots 

and choose the option you want.  

The view pictured is the default 

view.  You don’t need 

“Announcements”.  You can 

choose remove because you will 

want to see the Clock first on your 

homepage when you login. 

 

 

You also have 

the option to 

click on the 

trash can icon 

to remove the 

box or “add” if 

you want to 

explore more 

items to view.  

 

When satisfied with how your information boxes 

are arranged, you will select the Settings gear 

icon at the top left and choose Refresh to accept 

your changes. If you want to cancel your changes 

choose Disable Edit Mode.  Your new homepage 

(or your old one) will then appear based on your 

choices. 
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Adding notes to your timesheet for DATA/MAT, BUS, SPED PRG, UNIFIED, AND/OR CLUB. Click 
on “View my timesheet”.  Scroll to the day you need to add a note to.  Locate the Note Indicator icon 
and click on it.  Daily Notes will pop open.  Click into the box and add your text: “data/mat”, “bus”, 
“sped prg”, “unified”, “club”. If you have 2 notes, add the time to each to differentiate.  Click on the 
checkmark, then at the bottom click SAVE. You will notice that your Note Indicator icon now has a red 
dot that alerts anyone who sees your timesheet that there is an existing note. 
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Changing Cost Center for the 21st Century, Before & After Program, or Real Madrid.  On your 

main login screen, click on “Change Cost Center” button.  Click on the arrow in the Location box.  Click 

on Tree View at the top.  Click on Park Ave Elementary arrow to expand the selection. Then click on the 

circle for 21 Century, Before & After, or Real Madrid.  Once you make a choice, you will get a pop-up 

window that says “Completed”.  Click on the OK button and you are done.  When you are ready to 

logout, you will do so on the main page and just hit “Clock Out”. 

               

 

                         

 

 

 

 

 

 

 

 

 

 

 

 

Timesheet will look like this.  Clock-in time is automatically loaded and Location is now what you 

chose. 
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How to request a punch in/out, or a change, for your timesheet 

Click on “View my timesheet”. 

On the timesheet you will click on “Change Request” in the 

top right corner. 

         

On the Change Request window, you will click on the arrow to 
pull up the menu and make your choice: 
  

Add Punch In  
            -or- Add Punch Out  
 

 
Enter the Date, 
Time that your 
punch should be (ignore the word “To” or “From” 
above the time box), add your reason for missing 
punch or needing a change in the Comment box, 
then “Submit Changes”. 
 

The request will automatically be sent to your 
Principal who will adjust it by the end of the 
week. 

 

 

If you ever want to 

look at your 

Change Requests, 

you can do so from 

the Menu on your 

timesheet. (Follow 

1-5 on the 

screenshots.) 
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TOILETING AND SUBSTITUTE COVERAGE       Sample Sheet Only       

Blank Sheets available in your building’s Main Office 

Please Note:  Toileting and substitute coverage is not entered in Kronos/UKG 
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Accessing ReadySub from Kronos 

As an option you can access ReadySub through a link in Kronos to enter an absence. Otherwise, 

use app.readysub.com.  You should have received a welcome email from ReadySub with your 

login username and password.  They are not the same as your Kronos/UKG login.  

Absences must be entered before 6:00 am of the day you are out.  If you cannot enter your 

absence due to timing you must contact your building principal. Should you become ill during 

your workday and need to leave, you must inform your building principal (he/she will enter 

your absence in ReadySub).  Please remember to punch out when you leave. 

 

 
 
 
 
 
 
 
 
 
 

Click on the Menu at the top left of your timesheet. 
 

Make sure you are on the My Info tab. 

Click on the Favorites icon in the Menu. 

Click on the arrow near ReadySubs. 

Click on the blue ReadySubs link to open the ReadySub website. 

To enter your absence(s):   Choose the date(s) of your absence: Single day or Multiple days.  For 
multiple days you must select every date you’ll be out during that absence period.  Choose full 
day, half day AM or half day PM. Choose the type of absence: sick, personal, field trip, etc.  For 
field trips, you must enter where the location is (i.e., Slater Museum).  For bereavement or 
funeral, you must enter the relationship to the deceased (i.e.  uncle, grandmother, cousin, 
family friend, etc.).  Funeral time is used for immediate family.  Bereavement time is used for 
non-immediate family and is deducted from your sick time.  You will enter required information 
in the Notes to Administrators.  Personal days must be taken in full or half days.  Unpaid time 
must be approved by your building principal.  Jury duty absences must be requested through 
Desiree Moniz in the Superintendent’s Office.  You must email her a copy of your summons and 
ask her to enter your absence:  dmoniz@webster-schools.org.         
 
Refer to your union contract for details regarding absences, or contact your union president, 
building representative, or principal. 

mailto:dmoniz@webster-schools.org

