Employee Mobile i MetroHealth

Downloading the Mobile Application

NOTE: The mobile app requires iOS 13 or higher for iOS devices and Android 8 or higher for
Android devices.

NOTE: To use the mobile app, you must have either biometrics (face ID or fingerprint ID), or a
password lock enabled on your phone.

1. Go to Google Play or the Apple Store.
2. Search for “ukg pro.” p—

3. Locate the UKG Pro app and tap Install. & ukgpro

e | UKGPro

U o installed

To log in with any device afteritis installed:

4.4%

1. Open the app.

2. Enterthe URL below OR use the SCAN button to scan the QR code
using your camera device or a QR Reader.

3. Tap Continue.
a. You will be taken into the application.
b. If you are taken to the MetroHealth page, log in using your

credentials.
Do not use the mobile application until 10/26/25. x
URL LoKe
https://metrohealth-sso.prd.mykronos.com I * I
QR Code
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Navigating the Mobile App ‘

The functionality of the mobile app works the same way as the desktop. The icons represent the
different Tiles. Similar commands are at the bottom:
* Home returns you to the main screen from anywhere.
* Inbox takes you to your notifications. @
» Search lets you search for a particular Tile or feature since all :
are not visible on the Home screen due to size.
* Menu opensthe Main Menu with access to information like your
timecard and schedule.
®
My Notifications My Schedule Manage Schedule Manage Timecards My Timecard
= o O
SAT22 > . You d inck
MoN 24 > 3 o Q, =
Home nbox Ment
Signing Out ‘
To sign out:
1. Tap Menu. _—
2. Tap Sign Out. UKG x|
My Information A ‘
My Calendar
My Location Schedule
My Timecard
Punch
Settings
Help
Support
- Sign out
& (@) Q =
Home nbox € Ment
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Requesting Time Off ‘

To request time off:

Tap My Accruals.

Tap Time-Off Request.

Select the request type from the drop down.

Enter the dates or click the calendar to select the dates.
Tap Next

Enter the start time and duration.

Tap Submit.

NoRrWN =

My Accruals H X Request time off « Request time off

Balance as of Today

Enter the dates and details for your

Vacation time-off request. 7/23/2025 - 7/24/2025
Pending Grants Request type * . Request Details
e Tok Vacation

Planned Takings Deduct from *

Start Date * End Date * Vacation
M/DD/YYYY

Duration *
(] Hours
Add another date
Starttime * | | Duration *
8:00 AM 8.00

HH.hh

Comment [0]

@ Add comment

4 i

( Back )

4

’ -0 c _ < -© - L1 =

( = A = (D &4 Q (N =) =
1] 8, 1l (@] < 1 &)

Version Date: 10/06/25 Page 3 of 4



Employee Mobile MetroHealth

Viewing the Schedule

To view your schedule:

1. Tap My Schedule.
a. The calendar shows activities (shifts or time off) by a symbol

under the date. tH
b. At the bottom shows you schedule details including the shift jy2se @  Today < >
times and where you are working. S o Ton Wil T B
2. Use the Request button at the top to create a new request. g e ' o R

September 14-20

Mon
15 Today

You have nothing planned.

Viewing the Timecard

To view your timecard:
1. Tap My Timecard.

a. Here you will see any exceptions such as a ) ..
i My Timecard ) H
missed punch. P . 1
2. Tap the arrow in the upper right corner to see Exceptions s
your full timecard. 3 o o

b
Jul st 10:58 AM -

- : .m» 11:08.. - 12:08PM
g D Total: 2.75

A  Total to Da... 275

No data to display.
CoJul st
Tue 2N
15 paily Total
Total to Da... 2.75

Jul st

w 2nc
16 paily Total
Total to Da... 2.75

Jul st

Thu = 2nd

17 Daily Total
Total to Da... 2.75

Accruals
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