Logging into UKG

UKG Website: https://crestwdbehavhealth.prd. mykronos.com/wfd/home#/

Username

Y our username will be the first part of your email address.

Example: Jane.Doe@cbhi.net Example: JDoe@cbhi.net
Username: Jane.Doe Username: JDoe
Password

Your default password is (Welcomel!) and you will be prompted to change your password once you get
logged in. UKG does use two-factor authentication, and you will need to verify with a code via email/text
message.

Help

If you are having issues logging into UK G, please reach out to Payroll Systems at
payrollsystemsteam(@cbhi.net.
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Welcome to your UKG Dashboard
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How to record your time in UKG

The ‘Punch’ Tile on your dashboard is where you can clock
in and out with UKG Kronos.

Punch

eBnc2sanE M (1) Begin Shift: Ready to start your day!
I':- Begin Shift x;l

L Begin Meal ) Begin Meal: Enjoy your break!

I':J End Meal H:'I

¢ cnd shif 3 End Meal: Welcome back!

End Shift: See you next shift! ©
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ATK Decision Tree

The company’'s policies raquire that you record all time worked and authonze you to take each rest and meal break you are entitled to. You nmst inform the HR. department of amy

violation of those policies er any confusion you may have about them.

Clock In/Out

Begin Meal

Eud Meal

i e

[ I was allowed to take a timely and compliant meal period and took an unrecorded meal period.

l —-*[ *Notes: l

-.[ Routed for Approval ]

Missed Meal

You failed to record a
timely meal period. Please
choose the reason for the
mussed or late meal period.

l I was not allowed to take a tmely and compliant meal period. ]

[ Yes.

Rest Breaks

Were you to take
each 10-minute rest break
you were entitled to?

[ No. Work prevented me from talking a timely or complete rest break. ]—il Break Penalty routed for Approval ]

IYE'S

)

Daily Attestation

[ I have missing punches that need to be added.

I—'[ =Notes: l —-l Routed for Approval l

I certify that I have not
worked off-the-clock and
nyy timecard accurately
represents all time I've
worked today.

I Ihave punches entered in error that need to be deleted or corrected. ]—"

I I was allowed to take a timely and compliant meal period buf voluntanly chose to take it later or to not fake one. ]

“Notes: ] — [ Routed for Approval

r — — Moy — P — 1
If an employee adds a note or
I break penalty but also selects
“Yes’ in the daily approval, then
I theyv will receive the below notice.
The punch is still accepted.
i Punch

Last Punch: O30S 1:13 PM (D

@ Timecard cannot be ®
approved as there are

pending changes in the l
- 2025-02-03. I

I selected period - 2025-02-03

**Notes are available to
communicate the need for |
punch corrections and are

routed for approval. |
wd
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Viewing your timecard

; . l [ ] ’ [ ]
. The ‘My Timecard’ Tile on your
. dashboard is where you can get to your
Actual Hours 17.67 Hrs tl m eca rd
Week to Date 1767 Hrs
view a different print your
period, you can timecard. Click on
range here. print.
Your schedule Each clock in/out Time Off Entered
o} i @ Loaded
“ il
Wt 124 8:00 Al l 5 8.00 0 8.00
Tu 5 T57 AM 12:00 PM i 1:00PM 457 PM 8.00 2.00 16.00
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