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Overview: 
This Quick Reference Guide (QRG) will provide step-by-step instructions to non-exempt associates and contractor 
on how to Clock In, Meal Out, Meal In, and Clock Out using the UKG Kronos Dimensions timeclock system. 
 
Perform the following steps to clock in: 

1. Log into the UKG Kronos Dimensions work space. 

 
CLOCK IN 

 
Step Description 

1. From the Punch tile,  

A. Press the ‘Type’ 
dropdown 

B. Select ‘IN’ 
 

 
 

 

 
 
 

2. Press the Submit 
button 
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After you Clock In, you 
will receive a message 
that your punch was 
successfully submitted. 

 

 
 
 

 
To confirm your punch 
was successful 
 
From the ‘My Timecard’ 
tile:  

A. Press the  
button 

B. View the time 
entry 
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MEAL OUT 

 
Step Description 

1. From the Punch tile,  

A. Press the ‘Type’ 
dropdown 

B. Select ‘MEAL OUT’ 
 

 
 

 
 
 

 
 
 
 
 
 
 

 

2. Press the Submit 
button 
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After your MEAL OUT 
Punch, you will receive a 
message that your 
punch was successfully 
submitted. 

 

 

 
 

To confirm your punch 
was successful 
 
From the ‘My Timecard’ 
tile:  

A. Press the  
button 

B. View the time 
entry 
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MEAL IN 

 
Step Description 

1. From the Punch tile,  

A. Press the ‘Type’ 
dropdown 

B. Select ‘MEAL IN’ 
 

 
 

 
 

 
 

 

2. Press the Submit 
button 
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After your MEAL IN 
Punch, you will receive a 
message that your 
punch was successfully 
submitted. 

 

 

 
 

To confirm your punch 
was successful 
 
From the ‘My Timecard’ 
tile:  

A. Press the  
button 

B. View the time 
entry 
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CLOCK OUT 

 
Step Description 

1. From the Punch tile,  

A. Press the ‘Type’ 
dropdown 

B. Select ‘OUT’ 
 

 
 

 
 

 
 
 
 
 

 

2. Press the Submit 
button 
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After your CLOCK OUT 
Punch, you will receive a 
message that your 
punch was successfully 
submitted. 

 

 

 
 

To confirm your punch 
was successful 
 
From the ‘My Timecard’ 
tile:  

A. Press the  
button 

B. View the time 
entry 

 

 

 
 

 
 

 
After successfully clocking out, you will be prompted to complete the attestation process.  You can find the attestation 
QRG on the Human Performance Contact Center.   
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