
 

 

 

 

 

 

JULY 2025 VERSION 5 

UKG Pro Candidate User 

Guide – Mobile App 

Setup 
   



 UKG PRO CANDIDATE USER GUIDE – MOBILE APP SETUP | 2 

 

 

  

IMPORTANT NOTES 

 

If you are scheduled for a shift, it will be automatically confirmed based on the availability you've set in the app.  
You do not need to accept or decline the assigned shift. 

 
If you're unable to attend a scheduled shift, please follow the steps outlined in "How to Request Time Off or 
Cancel a Shift" on Page 8. 

 
Make sure to enable Push Notifications when setting up your mobile app, as all shift-related communications will 
be sent through the app. 

 
If you have any questions or encounter any issues, reach out to your Chandler Macleod consultant as soon as 
possible or email wfp@chandlermacleod.com. 

mailto:wfp@chandlermacleod.com
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How to set up your UKG Pro app – Part 1 

 

1. Go to your app store and download the UKG Pro app to your device, 

2. When asked for the Access Code or URL, type in the following link - https://cmgl.prd.mykronos.com and click continue 

3. Enter your specific login credentials: 

Username: Your Payroll Number (9-digit number located on your payslip) 

Default Password: Chandler2024!  

4. Update your password to your chosen password (you will only need to update your password upon first use), 

5. Select email as your multifactor authentication and click sign in to receive the Access Code. 

 

Step 1 Step 2 Step 3 Step 4 Step 5 
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How to set up your UKG Pro app – Part 2 

 

6. Go to your emails, copy the Access Code and enter the 6-digit number in the app then click sign in. 

7. Ensure Push Notifications are enabled as all communication regarding your shifts will be issued via this app only. 

8. Ensure Location is enabled by selecting ‘Allow While Using App’ to receive accurate shift details. 

- If you need to update this, go to your mobile settings → Location Services → UKG → then select Allow Location Access – While Using the App 

(Optional) Enable Face ID for easier access to the app moving forward. 

 

Step 6 Step 7 Step 8 
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How to navigate the UKG Pro App 

 

Once you have logged into the UKG Pro app, you will be able to review the following options: 

• Home Page 

• My Notifications 

• My Schedule → My Calendar  

• My Timecard 
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How to enter or change your availability for shifts 

 

You can easily view any shift updates from the Home Page under My Notifications. To add or change your availability:  

1. From the Home Page, go to My Schedule → My Calendar, then tap New Request  

2. Click Availability Change, select the relevant date(s) and tap Next, 

3. Update your availability, tap Review to confirm your changes, then click submit to complete the request. 

 

Step 1 Step 2 & 3 
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How to Request Time Off or Cancel a Shift 

 

1. From the Home Page, go to My Schedule → My Calendar, 

2. Click New Request and then Time-Off, 

3. Select the date(s) you want to request time off for and then tap Review, 

4. Enter the reason and comment then click Submit to complete the request. 

 

Step 1 & 2 Step 3 & 4 
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How to Accept an Available Shift 

 

If there is an open shift available, you will receive a notification like the one shown on the right. You can accept the shift directly 

from the notification by holding it and tapping Accept, or you can follow the steps below: 

1. Open the UKG app and tap on Inbox.  

2. Click on the Open Shift Available message, and then tap Show Details to view the full shift information. If you're available, tap 

Accept. 

3. A confirmation pop-up will appear letting you know the request has been accepted. The shift will then be automatically added to your Schedule. 

 

Step 1 Step 2 Step 3 
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How to Punch In and Out for Shifts (If Applicable) 

 

Use the following steps to punch in at the start of your shift and punch out at the end of your shift:  

1. From the Home Page, click the Punch tile 

2. Click Punch  

3. Click Close 

 

Step 1 Step 2 Step 3 

   

 


