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1. Access the Kronos WFR application: 

2.  Access the Kronos mobile app (Android or iPhone): UKG Ready 

For mobile, short Company Name: 6154610 

3. Enter your username: 

First name initial + last name initial + employee ID 
Example: mb12345 

4. Enter your password: 

Password must contain: 
• One uppercase letter 
• One lower case letter 
• One number 
• One special character 

Step 1—Log into Kronos/UKG 

https://secure4.saashr.com/ta/6154610.login 

Open Enrollment Guide - Kronos/UKG 
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1. Click on the stack menu” icon in the  

upper left screen: 

3. From the menu, select “My Benefits”.  

4. Select “Enrollment”.  

5. Then select “Open Enrollment”.   

Step 2 – Access your Benefits 

2. From the menu, select “My Info”.  

You can view your current plans by selecting “Benefit 

Plans”  under Enrollment, if you don’t remember 

what you have. 
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Step 3 – Start your Enrollment, update dependents 

You will have to go thru all benefits on the left side in 

the order they appear, you are not able to skip. Even if 

you are not making changes on those plans. 

On your left hand corner you can see your progress 

Add your family/dependents. Review and make appro-

priate changes. See next page. 

On your right hand corner you can see your 

benefit choices and what you’ll pay. 
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Adding/Updating Contacts/Dependents 

Review your family's details for any changes since last year, or add new dependents. When 
you select your benefits in the next step, you'll be able to cover the people who are listed 
here.  

If you have family members in your contacts but they aren’t showing up here, 
select ‘Add from existing’.  Click on the pen to edit information if needed. 

If the dependent is not listed under the Existing contact then you 
select ‘Add New’ see next page. 
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Add New Contact 

Select the “Contact Type” 

 

Then fill in the blanks. Have 

SSN and Date of birth handy. 

 

 

NOTE: You add a new contact 

once. 
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Step 4 – Make your selections 

If you don’t want a specific plan, you have the option to Waive  by clicking on the Decline/waive button: 

$ $ $ $ 

$ 

NOTE: The medical plan is the only plan that 

requires a waived reason. Select from the drop 

down arrow, then click on Decline/waive 
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Make your selections cont. 

 

Otherwise choose a medical plan that best fit your needs, you will see the cost on each plan. You will also 

see what you’ll pay as you go along on the right side of the screen. Continue with the rest of the benefits. 

$ $ $ $ 

$ 

1.When selecting a medical plan that has an HSA, 

you will see the next box below, click on select. 
2.You will see this box, here you will enter the 

Annual amount you want to save towards your 

HSA: 
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Make your selections cont. 

 

Company Paid Plans:  

You don’t have the option to “Waive” this plan because you are automatically enrolled. But, you must 

name at least one primary beneficiary in order to proceed to the next benefit plan. 

Click on “Fill in required info 



 9 

Adding Beneficiaries 

Adding a Primary Benefi-
ciary: 
 

Select  +Add  

 

Select: “Add From Existing 

Contacts”, you probably al-

ready have them on the list. 

Make sure their information 

is correct. Otherwise, you 

will have to select “Add 

New”, follow instructions on 

page 5. 

Adding only 1 Primary Bene-
ficiary: 
 

Add 100 under the percent-
age then save 
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Adding Beneficiaries cont. 

Adding more than 1 Primary 
Beneficiary: 
 

You will see a message 
stating the percentage must 
be 100%. Continue adding 
beneficiaries  until you reach 
the amount. 

Adding a Contingent Beneficiary: 
 

This is your back up beneficiary. It’s not required but if you wish to 
add one, you can. Follow the steps for adding contacts. Make sure it’s 
not the same contact that you listed as your primary beneficiary. 
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Step 6—Confirm & Submit your Enrollment 

1. You should be at the Finish 

up section. 

2. Confirm your elections, you 

can still make changes before 

submitting the enrollment.  

Just click on the edit buttons or 

go to the specific plan. 

 

3. Submit your enrollment 

by typing your Kronos /UKG 

password. This is your elec-

tronic signature. 

4. Click on Accept 



 12 

After you submit your Enrollment 

You will see this message 

You are finished!  

Want to view your enrollment 

before it’s approved? 

Click on Review 

 

Want to Print your enrollment 

before its approved? 

Click on the printer icon.  

**Note: After you submit your Open Enrollment, you are not able to make any changes. See your 

Benefits Department in order to make appropriate changes before the cut off date.* 


