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Record and Save Work Hours in Your
UKG Timesheet

Browser / Desktop Walkthrough

This guide walks you through entering your weekly hours in UKG Ready — choosing your job

code, setting your work location, entering hours, and saving your timesheet. It takes about 10

minutes.

Prefer to watch instead?

A companion video is attached to the same email as this guide. Save it to your computer and double-click
to play — no login or website needed. You can watch the video, read this guide, or use both.

Timesheets are due Sunday at 6:00 PM ET

Submitting after the deadline may delay your pay. You can save your hours as you go through the week
and submit once at the end.

What you'll do

Open your current timesheet from the homepage

Select the job code for your assignment

Set your work location to Onsite or Home

Enter your hours for each day worked

Add rows for multiple job codes or locations

Review your totals and save

Before you start

Know your hours for each day and which assignment they belong to. If you split time between job codes
or worked both onsite and from home, you'll add a separate row for each. Use a computer with Chrome
or Edge.
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01 Start at the UKG Ready Homepage

Open a browser and go to secure7.saashr.com, then sign in. Your homepage is the starting point for
everything below.
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02 Open Your Timesheet

Find the Clock box on your homepage and click View my timesheet.
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03 Open Your Current Timesheet

Click View my timesheet to open your current pay period. From here you'll add your job code, work
location, and hours.
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04 Open the Job Code Menu

In the Job Code column, click the magnifying glass to browse the list of job codes available to you.
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05 Select Your Job Code

Pick the job code that matches the assignment you worked. Getting this right is what routes your hours
to the correct client and project.
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06 Open the Work Location Menu

Move to the Work Location column and click the magnifying glass to choose where you worked.
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07 Select Onsite or Home

Choose Onsite if you worked at the client site, or Home if you worked remotely. Pick the one that
matches where you actually were.
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08 Click Into the First Day

Click the box under the first day you worked to start entering hours.
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09 Enter Your Hours

Type the total hours you worked that day. Repeat across each day of the week on this row.
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10 Add a Row for a Second Job Code

Worked more than one assignment or location this week? Click Add Rows to create another line.
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11 Open the Job Code Menu on the New Row

Click the magnifying glass on your new row to choose its job code.

Questions? Email UKGsupport@hirereliant.com — we're here to help. Reliant Talent Solutions  |  Field Employee Resources



UKG READY – TIMESHEETS PAGE 13

12 Select the Job Code

Pick the job code for this second assignment, the same way you did on the first row.
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13 Open the Work Location Menu

Click the magnifying glass in the Work Location column on the new row.
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14 Select Onsite or Home

Choose the work location for this row. Each row tracks its own job code and location, so they can be
different.
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15 Enter Hours on the New Row

Click into the day you worked under this job code and enter your hours.
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16 Check Your Daily and Weekly Totals

Your totals update at the bottom of each column and in the Row Total on the right. Use these to confirm
your week adds up.
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17 Add Another Row if You Need One

Click Add Rows again if you have a third job code or location to record.
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18 Open the Job Code Menu

Click the magnifying glass on the new row to open the job code list.
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19 Select the Job Code

Choose the job code for this row.

Questions? Email UKGsupport@hirereliant.com — we're here to help. Reliant Talent Solutions  |  Field Employee Resources



UKG READY – TIMESHEETS PAGE 21

20 Open the Work Location Menu

Click the magnifying glass in the Work Location column.
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21 Select Onsite or Home

Choose where you worked for these hours.
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22 Enter Your Remaining Hours

Click into the correct day and enter your hours for this row.
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23 Review Your Full Timesheet

Check every row before you save: correct job code, correct work location, and hours on the right days.
This is the step that prevents pay corrections later.
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24 Save Your Timesheet

Click Save. Submit your timesheet by 6:00 PM ET Sunday — anything later may delay your pay.
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That's it — your hours are saved.

Your timesheet is recorded and ready for approval. You can come back and update it any time

before the Sunday deadline — just remember to save again after any change.

Quick recap

Open your timesheet from the Clock box on the homepage

Select the job code for each assignment

Set work location to Onsite or Home on every row

Add a row for each additional job code or location

Enter hours on the correct days and check your totals

Save and submit by 6:00 PM ET Sunday to stay on the pay cycle

Need help?

If a screen doesn't look like this guide, a field won't save, or something won't submit, email
UKGsupport@hirereliant.com and we'll walk you through it. Include your name and a screenshot if you
can — it helps us sort things out faster.
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