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How To Enter Time Using The Mobile App

Learn how to accurately submit your work hours using the company mobile
application. This guide walks you through the essential steps to ensure your time
entries are processed correctly.

1 Login to UKG on your Phone to view home screen

https://scribehow.com
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2 Click My Timecard

3 Click My Timecard AGAIN
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4 Confirm that it is set to Current Pay Period

5 Select Monday. (or whichever day you are charging time to)
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6 Type in total Hours Worked for that day (usually 8 or 10)

7 Click Activities
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8 Click Add Activity Event

9 Click Blue Carrot to see dropdown options
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10 Click Select Activity for advanced search

11 Select a filter option on the top line.

In this example I used My Jobs, other options depend on your access and what
type of activities you are looking for.



Made with Scribe - https://scribehow.com 7

12 Important Please Read -> Search for activity

The * symbol is a key inclusion in your search. It acts as a wildcard. If you are looking
for all activities available for Job Number 26004, search 26004* and they should all
appear in the Activities box below.
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13 For activities with multiple Cost Types click Blue Carrot

14 Click Open Circle
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15 Click Apply

16 Type in Time
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17 Click Apply. AGAIN

18 Click Save.
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Below shows different details of note for charging time

19 Click Tuesday
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20 Click Activities.

21 Notice: Previously used activities will be available more readily. Type in hours if
reusing a code.
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22 Split time between activities

23 Add a duration smaller than your total hours worked. See Unaccounted Time in
pink
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24 Click Add Activity Event. AGAIN

25 Click here.
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26 Click Save Again

27 Adding Overtime
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28 Click Additional Day

29 Type in Duration, Then Click Activities
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30 Follow same process for adding Overtime

31 Click Approve. After all activities have been added



Made with Scribe - https://scribehow.com 18

32 Read and Confirm.

33 See Brown Dot on each day showing that it has been Approved.

Note -> Click Remove Approval to make changes
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34 Click Calendar Icon. to see other pay periods

35 Pay Period Options Below


