UKG Ready Timekeeper/Time Manager Training Guide
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1. Log into UKG Ready via LACOE Staff Portal
Go to LACOE Staff Portal Links folder on your browser, and click on LACOE- Staff Portal link.

& C {Y & supportmicro

LACOE-Staff Links 1S5 BEST

a.

b. Ortype “staffportal.lacoe.edu” into your browser address box and press Enter.

C.

LACOE - Staff Portal |
LACOE - Home

LACOE - CurLACOE

LACOE - Adobe e-Signature
LACOE - Aeries.Net - Admin Portal

LACOE - Aeries.Net - Teacher Portal
LACOE - CQutlock (Office 365)
LACOE - PeopleSoft

LACOE - RemedyForce

LACOE - Remote Suppaort (Bomgar)
LACOE - Reports and Data (RAD)
LACOE - Room Rezervation (EMS)

NOOIOOO OO0

| Staff Portal X

+

&« C 1Y & staffportallacoe.edu

Check the box “I agree to the following:”, then click Log In button.

Staff Portal

D Please click Log in to access this Application

| |I agree to the following:

Notice! You are attempting to access the LACOE administrative network. This network is
restricted to use by authorized LACOE personnel for LACOE business purpose only. If
you are not an authorized user do not continue. Any unauthorized use may be
prosecuted to the full extent of the law. If you are an authorized user by clicking below
you indicate that you have read and agree to abide by the LACOE Board Policy 3980 &
4040 on Acceptable Use of Technology. If you do not have a copy of the policy please
click here or contact your manager or supervisor.

=+ Login
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d. Type in your LACOE email.

BS Microsoft
Sign in
_@Iacoe.edu

Mo account? Create one!

Can't access your account?

Next

e. Enter your system password and click Sign in button.

B® Microsoft
< I C':coe.edu

Enter password

Forgat my password

f. The Applications page shows with UKG Ready tile on it

a = & a
Home Applications Application Administration User Profile

Applications

« Building Entry Check-in Screening Questions
+ Employee Safety Concern Form

@= Current Userid and password required

Automatic login via single sign-on
These are the applications that you are entitled to

—_ ] o . 6 6
NoVAtime® TARGEISZLUTIONS ] Office 365 @ QREASOE
Electmnica . - LEARNIN G6 W':)rkbOOk6

E E T Evoluztion Adobe Sign [ LEARNING Validation
] Lad Lol ]

Baager o %ggﬂ& BEST Portal CHROMERIVER

|
E)yLAcoE © uKG’ |

3|Page



g. Click on the tile and system will prompt you to pick an account. Choose the one with your
LACOE email for confirmation, twice.

B® Microsoft

Pick an account

|3L| I - - -

Signed in
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2. UKG Ready Hom

a. Once signed in, UKG Ready home page shows.

= UKG ronmen

e Page Review

Links
Quick Links (16) i

£ MyHR

Delegations

My Reports

Report Hub
My saved Reports
Time Reports
Calculated Time
Calculated Time Summary
Calculated Time Summary
Time Off Calendar
Time Off Calendar by Month
Time Off Calendar by Week

& My Team

Employee Information

My mailbox 7

My To Do Items @)

10f16 » 79Rows
Select all (0/0) Saved: [System]~

Approve/Reject Timesheet

Created 07/29/2023 12:43 pm

Approve/Reject Timesheet
Test018 LACEA - TT 7 Hours

Created 07/29/2023 12:43 pm

@ Test Emp - NN-12-8 (5002)

Approve/Reject Timesheet
Jul 1,2023 - Jul 31, 2023

2 Open Timesheet 3 View Workflow

Y@ e

Announcements 7

@  No Datato Display

Supervisor  Test0030 Supervisor Salaried  Timekeeper <
Approve/Reject Timesheet
o Test019 LACEA 1T 8 Hours
11,2025 Ju 31,2025
Created 07/29/2023 12:43 pm x
Time off awaiting my approval 7
Bl T e BT D v, -
> Grouped by © bate Requested i = | foom T - | Time - Tmeon - | com -

b. On top is the Header section with some clickable areas to take you to different places in the

system and the Search box. Note: the Header section is available from all panels in the system.

= |[UKG| wsmemn

Ready

TodaysTasks D

TT | Good morning, Test0031 S

Search

NI f“

c. Click the three-stripe Main menu button E (also called hamburger menu button) will give you

access to three tab

S:

i. My Info tab — grant access to your own account information and some preset
favorite pages

ii. Team tab (single person button) — provide access to your team members’ account
information, their accrual balances and their timesheet. It also has the Favorites tab

to take you to some preset favorite pages/panels in the system.

iii. Settings tab — depends on your security access, you might have some access to
system’s configuration settings here.

Q) " # X

My Info

| Settings I

| | Team I

@

Favorites

EL

My Information

@®

E

My Schedule

My Information

My Profile
Change Password
Change Security Question

Change Virtual Code Settings
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d. Clicking on the letters in the Header section will take you back to the home page, from
wherever you are in the system at that time.

= UIKG | momen

e. Clicking on the black circle with your initials within it on the left side of the Header section
will take you to the My Profile page where you can view your own account information, your
accrual balances, etc.

My Information > My Profile
€ My Profile
Test0031 Timekeeper Salaried Iy single-Column View
Employee ID: Test0031 | Hired Date: 01 Jan, 2021 (2 Years, 7 Months, 6 Days) - N
»| N 7
v Base Compensation A V Personal Information o
° Current Compensation S <
g Test0031
= Annual $0.00 / 2080.00hrs Pay Period $0.00/173.33hrs Hourly $0.00
g Primary Email Secondary Email
Page of 1 » 1-10f1Roms
Code Work Phone
Effective From ¢ Annual $ % Change Amount $ Hours 23 » United States (+1) - primary
12/31/1900 50.00 $0.00/ Year 2080.00 hrs / 12 Code Home Phone
q y United States (+1) - Primary
Code Cell Phone
United States (+1) - Primary
National ID
Primary National ID
Social Security Number @
Address
Address
UsA
O separate Mailing Address

f.  But clicking on the similar but smaller button on the far right of the Header section will give
you option to close the window or open a new window, besides the option to view your profile

page.

= UGKG oumen

Test0031 Timekeeper
Salaried

TT | Welcome back, Test0031

Close Account View

Links My mailbox 7
New Window
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You can use the Search box to search for a particular menu item or a report within the system.
For example, | entered “tor” and the system returns the results below.

Menu

Historical Timesheets

History

Reports

Time Off History
Base Compensation
History

157
Clicking on the bell button at the far right will take you to your mailbox which has two tabs:
My To Do Items and My Notifications. My To Do Items tab shows the timesheets from your

staff pending your approval.
H UI(G 0928 AM (PDT)

MyTo Do Ttems @)

My Notifications 85

& My To Do Items

Page | 1 | of16 » 1-5cf76Rons

Select all (0/0) Saved: [System]~

Approve/Reject Timesheet
TestEmp -NN-12:8
u| @ Jul1,2023-ul 31, 2023

Created 07/29/2023 12:43 pm

Approve/Reject Timesheet
D Test018 LACEA - TT 7 Hours
Jul1,2023- Jul 31, 2023

Created 07/29/202312:43 pm

Approve/Reject Timesheet
Jul'1, 2023 - Jul 31, 2023

@ TestEmp-NN128 o)

Supervisor

Approve/Reject Timesheet
O Test019 LACEA - TT & Hours
Jul1,2023-ul 31, 2023 Created

Created 07/29/2023 1243 pm

Approve/Reject Timesheet
Test Emp -MN-128
a @ Jul1,2023-Jul 31, 2023

Created 07/29/202312:42 pm

Test0030 Supervisor Salaried ~ Timekeeper Test0031 Timekeeper Salaried

07/29/2023 12:43pm  Pay Period Salary Monthly

Date

L—é Open Timesheet ¥4 View Workflow

Jul1, 2023 -Jul 31, 2023
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i. My Notifications tab shows messages generated by the system when time off and time change
requests, or timesheets are submitted by your staff. You have the options to Delete, Mark as
Read, Mark as Unread, and Forward the messages.

= UKG romom

My To Do Items 27 My Notifications @

Page [ 1 |of1 » 1-20f2Rows

O selectall(0/2) Saved: [System] v Y (1) e

Time Off Canceled
[ * noreslyessashrcom
08/10/2023 0231 pm

Time Off Canceled

Time Off Canceled nor
O * norepy@ssasrcom

e Hi Test0032 TimeManager Salaried,
08/01/202301:11 pm

The time off requested for Test004 Classified Mgmt- MN 8 Hours for 02 [VACA] - VACATION on 09/05/2023, 09/06/2023, 09/07/2023, 09/08/2023 for 32.00 hour(s) has been cancelled with the following comment.

Thank you!

Under the Header section you will find Myself, My Team, and Edit tabs.

Myself BEVRCELL ‘ L8 ~

k. Under Myself tab, you can access your personal account information, view your current pay
period calendar, create or view history of time off requests, and view your accrual balances via

the various widgets: Quick Links/Hyperlinks, My Schedule / My time off, My accrual balance,
and My mailbox.

Myself ERYVACEL K 4

Links My schedule# My time off 7

Quick Links (8) Hyperlinks (1) | £ 4 AUG2023 » A

& My Information SUN MON TUE WED THU FRI SAT

My Profile 1 2 3 5

® My Time
Timesheet
Current Timesheet g 7 8 9 10 n 2
Historical Timesheets
Change Requests
Time oOff
Request
History
Balances
Calendar

My accrual balances #

Vacation @

224.000 tours available

Iliness 100% @©

280.000 rours available

Iliness 50% DKT @

800.000 rours available

I Excess Vacation @
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My mailbox #

My To Do Items @

10f16 » 79Rows

Select all (0/0) Saved: [System]~

Approve/Reject Timesheet
Test Emp - NN-12-8

Jul1,2023 - Jul 31, 2023

Created 07/29/2023 12:43 pm

Approve/Reject Timesheet
Test018 LACEA - TT 7 Hours
Jul1,2023 - Jul 31, 2023

Created 07/29/2023 12:43 pm

Approve/Reject Timesheet
Test019 LACEA - TT & Hours

Jul 1, 2023 - Jul 31, 2023

Created 07/29/2023 12:43 pm

Approve/Reject Timesheet
Jul1,2023 - Jul 31, 2023

@ Test Emp - NN-12-8 (5002

Supervisor Test0030 Supervisor Salaried

Timekeeper

Y (0) wee

L_é Open Timesheet 74 View Workflow

o

|. My Team tab gives you access to your staff’s account information, leave balances, timesheet,
and time off requests through various predefined widgets: Quick Links/Hyperlinks, My mailbox,
Times off awaiting my approval, My team, Announcements, and My saved reports.

= UKG s

G Test0030 Supervisor Salaried

Employee ID: Test0030 | Hired Date: 01/01/2021 (2 Years, 7 Months)

e o

=1 21
Approved Notifications
Time Offs to Review

& Links es A My mailbox
Quick Links (19) e My To Do Items €D
< My HR

Delegations

My Reports

Report Hub
My Saved Reports
Time Reports
Calculated Time
Calculated Time Summary
calculated Time Summary
Time Off Calendar
Time Off Calendar by Month

10fd » 17Rows

Selectall (0/0) Saved: [System]~

Approve/Reject Time Off Request

TestEmp - RR-12:6 ILLNESS 100 PCT

ILLNESS 100 PCT
Created 08/01/2023 10:43 am

@ Testemp-RR126 (018

Approve/Reject Time Off Request

Approve/Reject Time Off Request

@E) Edit Mode

Time Off Calendar by Week o @ TestEmp- NN-12-7 [ comment Modify [ OpenTimesheet &% View Scheduled People 34 View Workflow
IND INj SICK100
Created 08/01/2022 02118 am
A& My Team Supervisor Test0030 Supervisor Salaried i
Employee Information Approve/Reject Time Off Request
G Approve
o TestEmp- CA-128
55 e - PERS NECESS
Odisg " Created 07/28/2023 11:56 am =
© Announcements o B Time off awaiting my approval kg
@  NoDatatoDisplay Page | 1 |oft » 1-1ofiRoms  Saved: [System]~ [ Requested DatesiNext 365 Days Y (1) ==+
v Grouped By 4 Date Requested From v ®© Time Time Off ~ | com.
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m. And Edit tab allows you to make some updates to the tabs shown on the home page.

%’ Links

Quick Links (19)

Edit Tabs

Edit Tabs

&,

“4 My HR

Nalasmatismee

Enable Edit Mode
Refresh

Print
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3. Preview a Staff’s Timesheet
a. Onthe Dashboard, click on My Team tab.
= Ul(G 02:50 BM {PDT)

TT Welcome back, Test0031

b. Scroll down the Quick Links widget on the left of the page, click on Current link in the Time

section.

' ™
Links
Quick Links (16) -ﬁ-

A mTAEmAE A L NAEAE ErwArsaEEEEmE

Time Off Calendar
Time Off Calendar by Month
Time Off Calendar by Week

& My Team

Employee Information

@ Time

Timesheets
All Timesheets
Pending Approval
By Pay Period
Timesheets Approval History
Time Off
Pending Approval
Request
Balances
Time Off Calendar -
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c. Orfrom the Main menu E, in the Team tab, click on Current link under the Timesheets

section.

My Info

w

Favorites

-b' #
[N

My Team

Time

Dashboard

Timesheets

" ¥ X

Settings

All Timesheets

Pending Approval

By Pay Period

¥

Current

All Open

Timesheets Approval History

Time Entries

d. The Timesheets (Current) page shows the current pay period timesheet for the employees
assigned to you. It might have multiple pages.

Time > Timesheets
€ Timesheets (Current)

Page [ 1 | of2 » 1-200f20Rows  Currentview v
] Permission  ~  Approval state
O ¢ B B Awoe Open
O ¢ B B Awoe Open
Ogp B B Awoe open
O ¢ B B Awoe open
O g B E Awoe Open
O g B B Awoe Open
0O 9¢ B B Awoe Open
O ¢ B B Awoe Open
Og B B awoe open
O ¢ B B Avpoe Open
O ¢ B B Avoe Open

~  Employeeld © v  FistName v LastName
- startswith v startswith v starts with
5001 Test Emp - MN-12:8
5002 Test Emp-NN-12:8
5004 Test Emp-RR-12:8
Testoo1 Testoo1 Cert. Mgt. - MC 10 hrs Fri Off
Testo02 Testooz Class. Mgt. - MM 10 Hours Friday Off
Test003 Test003 Classified Management - MM Exempt
Testoos Testoos Classified Mgrmt- MN 8 Hours
Test005 Testoos Confidential - CA 8 Hours
Test006 Testoos CSEA-ER 45 Hours
Test007 Test007 CSEA-ERS Hours
Testo08 Testoos CSEA-ER 5.5 Hours

K2
vy

~  RawHours v #Records ~  #Unapproved Time Entries
1600 2

@ Daw 08072023 Y(1) B v e

Timesheet Start ~  TimesheetEr
08/01/2023 08/31/2023
08/01/2023 08/31/2023
08/01/2023 08/3112023
08/01/2023 08/31/2023
08/01/2023 08/31/2023
08/01/2023 087312023
08/01/2023 08/31/2023
08/01/2023 08/31/2023
08/01/2023 08/31/2023
08/01/203 08/3172023
08/01/2023 08/31/2023

[$)
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e. Click the Preview Timesheet button for a particular employee.

VKG eomen

Tire > Tirmesheets
& Timesheets (Current) b
Page | 1 | of2 b 1-200f20rmms  Currentview ¥ B Date: 0802203 (1) By e
Permission FirstName v | LastName ~ | RawHours v | #Records v | #Unapp
= v |= v | statswith v || strswith v || staswih v || = vl = MIE MIE vl = vl = vl = v |l a M B)
O | BB Awoe Open 5001 Test Emp - MN-12:8 1600 2 2 0w 087317203 Not In Payrll No
O | BB Ao Open 5002 Test EMp - NN-12:8 - - 08/012023 08/31/2023 Not In Payroll No
D 0 L—é Es Approve Open 5004 Test Emp-RR-12-8 - - 08/01/2023 08/31/2023 Not In Payroll No
O ol BB Awoe Open Testo0! Test01 Cert. Mgt.-MC - - os0n2023 0873112023 Not In Payrll No
10 hrs Fri Off
O 2| BIE Approve Open Test002 Testo02 Class. Mgt. - MM - - 08/01/2023 087311203 Not In Payroll No
10 Hours Friday
off
O | BB Awoe Open Test003 Test003 Classified Mana - - 0801203 08/31/203 Not In Payroll No
gement - MM Ex
empt
O 2| BB Approve Open Test004 Test004. Classified Mgmt - - 08/01/2023 087311203 Not In Payroll No
- MN 8 Hours I}
O | BB Awoe Open Test005 Test005 Confidential - C - - 0801203 08/31/203 Not In Payroll No
ABHours
Ol BB Apoe Open Testo06 Test005 CSEA-ER45 Ho - - - 08012023 0873112023 Not In Payrol No
urs
D 0 r& E8 Approve Open Test007 Test007 CSEA-ER 5 Hou - - 08/01/2023 08/31/2023 Not In Payroll No
s
O | BB Ao Open Testo0s Testaog CSEA-ER 5.5 Ho - - om0 08731203 NotIn Payrall No
urs
Ol BB Apoe Open Testo0o Test003 CSEA-ER 6 Hou - - - 08012023 0873112023 Not In Payrol No
s
Opegl B B Approve Open Test010 Test010 CSEA-ER6.5 HO - - 08/01203 08/31/2023 Not In Payroll No
urs
O | BB Ao Open Testol 1 Testol1 CSEA- - - a0 087311203 Not In Payrol No
R Hours
D 0 B X Approve Open Test012 Test012 CSEA- - - - 08/01/2023 08/31/2023 Not In Payroll No v

f.  For an exception (monthly) employee, the Preview Timesheet page will only show the days
the employee has time off or extra worked hours reported. These are considered
exceptions to the normal schedule.

Preview Timesheet - [Emp - MN-12-8 Test (Default)] X
Page ‘ 1 of 1 Saved: [System]~ Yoy ===
= - = - = - starts with - starts with - starts with - )
e

07/03/2023 250 - 1 POSS IND INJURY

023 8.00 - 1 POSS IND IN] 50
07/05/2023 8.00 - 1 POSS IND IN] VC
07/10/2023 2.00 - 1 Comp Time
07/11/2023 8.50 - 1 NON DUTY DAY TT
07/12/2023 4.00 - 1 INDUST INJURY
07/13/2023 4.00 - 1 INDUST INJURY
07/14/2023 4.00 - 1 INDUST INJURY
07/17/2023 8.00 - 1 PERS NECESS
07/18/2023 8.00 - 1 PERS NECESS
07/19/2023 8.00 - 1 PERS DISCRETION
07/20/2023 8.00 - 1 PERS DISCRETION
07/24/2023 4.00 - 1 ILLNESS 100 PCT
07/25/2023 4.00 - 1 ILLNESS 100 PCT
07/26/2023 8.00 - 1 ILLNESS 100 PCT
07/31/2023 8.00 - 1 ILLNESS AB109

Report Total
97.00 16
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g. For a positive reporting (hourly) employee, the Preview Timesheet page will show the days
the employee worked or took time off during the pay period.

Preview Timesheet - [Hourly Monthly EE Nonexempt Test015 (Default)] X
Page \T| of 1 1-190f19Rows  Saved: [System]~¥ Y@ -
# Entries Time Off Name Position Activities
= v = A4 = v starts with v starts with v starts with v D
-
07/01/2023 8.50 = 2
07/02/2023 8.50 = 2
07/03/2023 8.00 = 2
07/04/2023 8.50 - 2
07/04/2023 8.00 - 1 HOLIDAY
07/05/2023 8.00 - 2
07/06/2023 4.00
07/07/2023 5.00
07/07/2023 4.00 = 1 ILLNESS 100 PCT
07/09/2023 8.50 = 2
07/10/2023 8.50 - 2
07/11/2023 8.00 - 2
07/12/2023 8.00 - 2
07/14/2023 5.00 = 1
07/14/2023 4.00 - 1 ILLNESS 100 PCT
07/15/2023 8.50 = 2
07/17/2023 3.00 - 1 ILLNESS 100 PCT Call Back
07/18/2023 3.00 - 1 Call Back
07/18/2023 8.00 . 1 ILLNESS 100 PCT
Report Total
127.00 29
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4. View Your Team’s Timesheet Entries

a. From the Main menu E, in the Team tab, click on All Time Entries link under the Time

Entries section.

-

( Q) AR

p.

My Info Team

55
% .
My Teamn T|me

i®

Dashboard

E:l,, Timesheets

All Timesheets

E Pending Approval

Schedule _ )
By Pay Period
% Current
HR
All Open
Learning Timesheets Approval History

Time Entries

X

<

| All Time Entries

Approve Time Entries

Change Requests

b. All Time Entries page shows. It might be blank because the defaulted view of “Today” is

selected, and there are no timesheet entries for any of your employees.

Time > Timesheets

& AllTime Entries

Page of ! » ORows  Currentview ¥

Employeeld  ~  FistName v Lasthame 1 v Dite v osaus v

statswin v sarsvith v startswith v = v statsw ¥

(© NoDstato Display

Position Full Path

startswith

v

TRLFull Path

starts with

v

Activities Full Path

startswith

v

Time Off Name

starts with

v

K2
vy

Start

[ Timeshest DatesiTodzy | Y1 v oo

v End v Hours.

v = v - iE
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C.

d.

e.

Click on filter button (the funnel), and change the option to “This Month.”

KA
P
[ Timesheet Dates: Today @ v
if Name - Start - End - Hours
with - - v - - - L)
L

Filters %

Global Column

Timesheet Dates
Type

Calendar Range v

Date Range

Today .

Current =
Today
This Week
This Year
This Quarter

Past
Yesterday
Last Week
Last Month
Last Quarter
Last Year
Last N Days
Last N Weeks

Click Apply button.

Apply

The page will then show the existing entries on your employees’ timesheet for this month.

Time > Timesheets

& AllTime Entries

Page of 2 P 1-150f16Rows  Current view ¥
O fmployeeld v FstName v LastName tov date -
startswith v startswith v startswith v = v
O B resus Testo03 Classified Management - MM Exempt  10/15/2023
OB rens Test03 Classified Management- MM Bxempt ~ 10/1/2023
O B resus Test003 Classified Management- MM Exempt  10/20/2023
(] Testi03 Testo03 Classified Management- MM Bxempt  10/20/2023
o Testl0s Test00s Confidential-CA 8 Hours 101572023
(] Testl0s Test00s Confidential-CA 8 Hours 10237203
(] 5000 Test Emp - NM-128 10022023
OB s Test Emp-NM-2-8 10/04/2023
(] 5000 Test Emp - NM-12:8 10005/203
(] 5001 Test Emp - NN-12:8 10107203

[ Timesheet Dates: This Mont1

i

Status v Position Full Path v TRL Full Path v Activities Full Path v Time Off Name v

sartsw ¥ starts with v starts with v starts with v starts with v
New 03 [ILL]- ILLNESS 10 PCT
New 03 [ILL]- ILLNESS 1C0 PCT
New 03 [ILL]- ILLNESS 100 PCT
New 02 [VACA] - VACATION
New 03 [ILL]- ILLNESS 1C0 PCT
New 21 [JURY - JURYDUTY
New 03 [ILL]- ILLNESS 10 PCT
New 19 [PDIS] - FERS DISCRETION
New 19 [PDIS] - FERS DISCRETION
New 02 [VACA] - VACATION

®v

Start v Ed
- v - 3
Q@

08:00a 1

01:00p 0

08:00a 1

08002 1

08:00a 0

08:00a 0
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f.

To save this view for your future use, click on the Actions (...) button, and select Save View

As option.
Lo
N
Timesheet Dates: This Moenth h & - ass
Time Off Name - Start || Refresh
|
starts with - =

03 [ILL] - ILLNESS 100 PCT
03 [ILL] - ILLNESS 100 PCT
03 [ILL] - ILLNESS 100 PCT
02 [VACA] - VACATION

03 [ILL] - ILLNESS 100 PCT

21 [JURY] - JURY DUTY

03 [ILL] - ILLNESS 100 PCT
19 [PDIS] - PERS DISCRETION
19 [PDIS] - PERS DISCRETION

02 [VACA] - VACATION

1 Save View... e

Manage Views...

Sort/Multi-
Column Sort...

Add/Remove
Columns...

Export...
Export Settings...
Schedule Report...

Manage Email
Schedules...

Save View As

Name *
[ This Mont

Description

Tag

[

My Default e

Run Immediately

[ share

Comr) D TP

[ peletion and Overwriting Is Not Allowed (@

O

g. Give it a name, check the My Default box, and click Save button. Next time you open this
view/report, it will show the data for the whole month.
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5. View an Employee’s Accrual Balances
a. Onthe Dashboard, click on My Team tab.

= Ul(G 02:50 PM (PDT)

TT Welcome back, Test0031

b. From the Quick Links widget on the left of the page, scroll down and click on Balances link
under the Time Off section.

Vv N
& Links
Quick Links (16) 2o
Calculated Time Summary -

Time Off Calendar
Time Off Calendar by Month
Time Off Calendar by Week

& My Team

Employee Information

@ Time

Timesheets
All Timesheets
Pending Approval
By Pay Period
Current

History
Time Off

Pending Approv
Request
Balances

Time Off Calendar v
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c. Orfrom the Main menu H, in the Team tab, click on Balances link under the Time Off

section.
( Q) w %
My Info Team Setting
7
Favarites Ti me
-1
L= =¥
My Team: Dashboard
@ Timesheets
Time
Time Off
Ez Pending Approval
Accruals
Request
= Balances
Schedule
Time Off Calendar
e
HE

Points

d. Click on the Browse button in the Choose Employee box to select the employee you want to
view accrual balances.

dinas Test0031 Timekeeper Salaried Employee ID: Test0031

v l( G 09:19 AM (PDT)

Time = Time Off = Balances

¢ Time Off Balances

O | B]
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= UKG rswem Browse and Select Employee D X
Time > Time Off > Balances
Page of2 b 1-150f29Rows Saved: [System]~w My Columns(1) @ V(1) «e+
& Time Off Balances
Employee Id ~  Username ~  FirstName ~  LastName 1 v YEmployeeStatus it v InPayroll ~  Locked -
-« N | s ] || - ] [ [ =] | [t 11 [ S [m < [ <] o
Terminated o
O Testom Test001 Teston1 Cert. Mgt. - MC 10 hrs Fri OFf Not In Payroll No No
O restooz Test002 Test002 Class. Mgt. - MM 10 Hours Friday Off NotIn Payroll No No
O restooz Test003 Test003 Classified Management - MM Exempt NotIn Payroll No No
O Testooa Test004 Test004 Classified Mgmt- MN 8 Hours Not In Payroll No No
Q| Tesoos Test005 Test005 Confidential - CA 8 Hours NotIn Payroll No No
O Tesoos Test006 Test006 CSEA-ER4.5 Hours NotIn Payroll No No
O Testoo7 Test007 Test007 CSEA- ER 5 Hours Not In Payroll No No
O restoos Test008 Test008 CSEA-ER 5.5 Hours NotIn Payroll No No
Q| Testoos Test009 Test009 CSEA- ER 6 Hours NotIn Payroll No No
Q| Tesoi0 Test010 Test010 CSEA- ER 6.5 Hours Not In Payroll No No
O teston Test011 Testo11 CSEA-RR 5 Hours NotIn Payroll No No
O tesw0iz Test012 Test012 CSEA-RR 6 Hours NotIn Payroll No No
Of tesoz Test013 Test013 CSEA-RR 7 Hours Not In Payroll No No
O tesia Test014 Test014 CSEA-RR 8 Hours NotIn Payroll No No
Q| so0t 5001E: Test Emp - MN-12-8 NotIn Payroll No No
Time = Time Off > Balances
€ Time Off Balances
@ [ Test005 Confidential - CA 8 Hours &
Vacation Iliness 100% Iliness 50% DKT
current current current
. . .
5 500 hours 259 500 hours 800 000 hours
Current Accrued 26.500 hrs Current Accrued 285.500 hrs Current Accrued 800.000 hrs
Projected Accrued 26.500 hrs Projected Accrued 285.500 hrs. Projected Accrued 800.000 hrs
| Current Balance 5.500 hrs Current Balance 259.500 hrs Current Balance 800.000 hrs
Projected Balance 5.500 hrs Projected Balance 259.500 hrs Projected Balance 800.000 hrs
Taken &80 21.000 hrs Taken 26.000 hrs Taken 0.000 hrs
scheduled 0.000 hrs Scheduled 0.000 hrs scheduled 0.000 hrs
Requested 0.000 hrs Requested 0.000 hrs Requested 0.000 hrs
Previous Carry Over 26.500 hrs Previous Carry Qver 189.500 hrs Previous Carry Over 0.000 hrs
Request Request Request
Personal Necessity Personal Discretionary liness AB109
current current current
32.000 hours 16.000 hours 48.000 hours
Current Accrued 56.000 hrs Current Accrued 16.000 hrs Current Accrued 48.000 hrs
Projected Accrued 56.000 hrs Projected Accrued 16.000 hrs Projected Accrued 48.000 hrs




Click on the highlighted links like Taken to see the history of all the usage for a particular

leave type.

Taken Hours - Vacation

Page| 1 |0f1

1 Date

07/06/2023
07/10/2023
07/20/2023

Page Total

1-30f3Rows Saved: [System]~

- Weekday

v starts with

Thursday
Monday

Thursday

Hours

-

4.000
8.000

8.000

20.00

Time Off

starts with

VACATION
VACATION

VACATION
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6. Create a Time Off Request on behalf of an Employee

Note: for teachers and para-educators, their time off requests should be created and approved
in Red Rover, not in UKG Ready.

a. Onthe Dashboard, click on My Team tab.
= Ul(G 02:50 BM {PDT)

TT Welcome back, Test0031

b. Scroll down the Quick Links widget on the left of the page, click Request link under the Time

Off section.

' ™
Links %
Quick Links (16) -;:f-

e mmamTAlEm A AA L FraaAE mrwass s EEmmE p

Time Off Calendar
Time Off Calendar by Month
Time Off Calendar by Week

& My Team

Employee Information

@' Time

Timesheets
All Timesheets
Pending Approval
By Pay Period
Current
Timesheets Approval History
Time Off
Pending Approval
~—
Balances
Time Off Calendar -
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c. Orfrom the Main menu E, in the Team tab, click on Request link under the Time Off

section.

. i

Q) A * X
My Info Team settings

w

Favorites T i me

blél 'I
L= =Y

My Team Dashboard
@ Timesheets >
Time

Time Off A

Q All Open

Accruals )

Pending Approval

E Requegtﬂ
Schedule

History

Balances

Time Off Calendar

d. Click the Browse button from the Employee drop-box.

Time > Time Off > Request

€ Time Off Request

Employee* ) Time Off Type
[ B
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e. Select an employee from the Employee Lookup list

Employee Lookup X
Page 1 of3 » 1-150f32Rows Saved: [System]~ v Columns (1) @ Y (1)
Employee Id s b Username - First Name Last Name e o T Employee Status 4T ¥ In Payroll b4 Locked b d
starts with - = - starts with starts with - = - A - All - =)
% Terminated L
O | Test001 Test001 Test001 Cert. Mgt. - MC 10 hrs Fri Off Not In Payroll No No
O Test002 Test002 Test002 Class. Mgt. - MM 10 Hours Friday Off Not In Payroll No No
QO || Testoo3 Test003 Test003 Classified Management - MM Exempt Not In Payroll No No
O Test004 Test004 Test004 Classified Mgmt- MN 8 Hours Not In Payroll No No
O Test005 Test005 Test005 Confidential - CA 8 Hours Not In Payroll No No
O Test006 Test00& Test006 CSEA - ER 4.5 Hours Not In Payroll No No
f.  Click the Browse button from the Time Off Type drop-box.
Time = Time Off = Request
< Time Off Request \
Employee * Time Off Type .
@ | Testemp-RR-12:8 & | TR
g. Select the time off type like lliness 100%, Vacation, etc. from the Browse and Select list. The
list might have two pages, so you will need to go to page 2 for a leave type that is not on the
first page.
Time Off Type
Choose... t_ﬁ
Browse and Select X
n View
- Page of2 » 1-200f23Rows Q)

Q000000000

Name

ASSOCIATION
BEREAVEMENT
CATASTROPHIC LV
COMP TAKEN
EXCESS SICK LV
EXCESS VAC LV
ILLNESS 100 PCT
ILLNESS 50 DKT
ILLNESS AB109
ILLNESS MTRNTY

Full Path

ASSOCIATION
BEREAVEMENT
CATASTROPHIC LV

COMP TIME EARNED/COMP TAKEN

EXCESS SICK LV
EXCESS VAC LV
ILLNESS 100 PCT
ILLNESS 50 DKT

ILLNESS 100 PCT/ILLNESS AB109
ILLNESS 100 PCT/ILLMNESS MTRNTY

Close
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h. Click Start Request button.

= UKG rssmem

Time > Time OFf = Request

& Time Off Request

Employee * Time Off Type \
@ [ Testemp-rr28 & | ((1uNess 100 e R Start Request

i. The Request Time Off box appears. Enter the information for the time off request like

Request Type, Date, and From and To time (for partial day request), Comment (optional),
then click Submit Request button.

Request Time Off X
MON JUL 10
= Schedule I
(8.00hrs)
12 3 6 9 12 3 6 9 12
am am am am pm pm pm pm am
Time Off Type * Request Type *
[ ILLNESS 100 PCT B l [ Partial Day (Start/stop) v
Date *
| o07/10/2023 |
From* To*
| 10:00 am @] [ 0200 pm @
Total
4.00 @
Comment
Submit Request
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j-

The time off request shows on the employee’s calendar as pending approval (dotted-line
edge).

Time > Time Off > Request
& Time Off Request
Employee * Time Off Type
@ [ restemp-rro2s B | B
4 JuL2023 » Today
TUE WED THU FRI
25 29 30
%]
2 3 4 5 6 7
| PeRs piscremoN (8.00 hrs) :
@
9 10 " 12 13 14
{ runess 100 peT (400 hrs)
2
16 17 18 19 20 21
@

k.

It will then be routed to the supervisor for approval, and once approved, will be posted to
the timesheet/accruals for the employee.

UKG wumom

TE Good afternoon, Test
Myself Eo 34
Links My schedule # My time off 7
QuickLinks (8  Hyperlinks(1) ¢ @,UL 2023 » =
& My Information MON TUE WED THU FRI SaT
My Profile 1
@ My Time
Timesheet 2 3 4 5 s 7 8
Current Timesheet (7777777777777
Historical Timesheets
Change Requests
Time Off - § 10 " 12 13 14 15
Request —
History
Balances
My Time = Time Off = Accrual Details
4 Accrual Details
Page | 1 | off 1-160f16Rows  Saved: [System]w
Employee Name - Accrual Value (Days) - Accrual Value (Hours) - Accrual Category - Record Date + - Transaction Type -
= = - = v starts with - = - starts with v
Test Emp - RR-12-8 120.000 Iliness 100% 07/01/2023 Carry Over
Test Emp - RR-12-8 96.000 Iliness 100% 07/01/2023 Grant
Test Emp - RR-12-8 -8.000 Iliness 100% 07/03/2023 Time Off Request
Test Emp - RR-12-8 -8.000 Tliness 100% 07/06/2023 Time Off
Test Emp - RR-12-8 -8.000 Tliness 100% 07/07/2023 Time Off
Test Emp - RR-12-8 -2.000 Tliness 100% 07/10/2023 Time Off
Test Emp - RR-12-8 -1.500 Iliness 100% 07/10/2023 Time Off
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7. How to Add an Attachment to a TOR
a. On the Dashboard, click on My Team tab.

= Ul(G 03:25 PM(PDT)

5

Good afternoon, Test0030

b. Scroll down the Quick Links widget on the left of the page, click Request link under the Time

Off section.

s 2
Approved Notifications
Time Offs. to Review

-

Links %

Quick Links (16)

B e LT E S R T

Time Off Calendar
Time Off Calendar by Month
Time Off Calendar by Week

& My Team

Employee Information

@ Time

Timesheets
All Timesheets
Pending Approval
By Pay Period
Current
Timesheets Approval History
Time Off
Pending Approval
—~—
Balances
Time Off Calendar

"’ﬁ
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c. Orfrom the Main menu E, in the Team tab, click on Request link under the Time Off

section.

#
|
e

My Info
w
ravorites

-1

-

WMy Team

®

Time

Q) m ® X
Team Settings
Time
Dashhoard
Timesheets >
Time Off v
All Open )

Pending Approval

Requegtﬂ

History

Balances

Time Off Calendar

d. Select an employee and the time off type (e.g. JURY DUTY) and click Start Request button.
= UKG 01:42 PM POT)

T

ime > Time Off > Request

& Time Off Request

E’mp\oyee*”

Time Off Typee

@ Test005 Confidential - CA 8 Hours

E] 21[JURY]-JURY DUTY R ‘

Search
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e.

f.

The Request Time Off box appears. Enter the information for the time off request like
Request Type, Date, and From and To time (for partial day request), then click on the paper

clip button to attach the document (in this case, the jury duty summon notice).

Request Time Off X
MON OCT 23
= Schedule |
(8.00hrs)
12 3 6 9 12 3 6 9 12
am am am am pm pm pm pm am
Time Off Type * Request Type *
[ 21 [JURY] - JURY DUTY L_C'l] [ Full Day - ]
Date* Total
[ 10/23/2023 ] 8.00 ®

Upload Document

Projected balance
Start Balance

Calculate

End Balance

The Supporting Documents box opens, click on Choose button.

T, Upload Document

-~

Request Time Off X
MON OCT 23
= Schedule |
(8.00hrs)
12 3 9 12 3 6 9 12
am am am am pm pm pm pm am
Time Off Type * Request Type *
Supporting Documents X

@ A maximum of 5 files are allowed to be selected per upload.

Ly

Close
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g. Find the document you want to attach, and click on Upload button.

Supporting Documents X

File 1

| P, Test Document For Attachment Functionality.Pdf

Display Name Document Type
[ Test document for attachment fun ] [ v ]
Upload
e s

h. Click Close button.

Supporting Documents X

@ File uploaded successfully. x

@ A maximum of 5 files are allowed to be selected per upload.

T, Upload Document
No file chosen

[ Test document for attachment functionality.pdf (56.8 KB) .@l

Created: 10/18/2023 by Test0030 Supervisor Salaried
—

Le

i. And now, next to the paper clip button there is a number 1 with red dot on top, click Submit
Request button to submit the TOR.

Time Off Type * Request Type *

[ 21 [JURY] - JURY DUTY & ] { Full Day - }
Date * Total

[ 10/23/2023 ] 8.00 (O]
Upload Document g

Projected balance
Start Balance End Balance

Calculate

Comment

—_—

Submit Request
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8. How to View an Attachment from a TOR
Note: attachment(s) added to a time off request will not be posted to the timesheet. Instead,
they can be viewed in the Time Off request History panel/report.
a. Onthe Dashboard, click on My Team tab.

E v l(G 03:25 PM {PDT)

Today's Tasks '3

=3 22

TS Good afternoon, Test0030 Approved  Norificatins

Time Offs. to Review

b. From the Quick Links widget on the left of the page, scroll down and click on History link
under the Time Off section.

r Yy
Links ===
Quick Links (20) Xt

Employee Information

@ Time

Timesheets
All Timesheets
Pending Approval
By Pay Period
Current
Timesheets Approval History
Change Requests
Timesheet Change Requests

Pending Timesheet Change
Requests

Time Off
All Open
Pending Approval
Request
Balances s
Time Off Calendar -

31| Page



c. Orfrom the Main menu H, in the Team tab, click on History link under the Time Off

section.
( Q) A R X
My Info Team Settings

W

Favorites T i me

My Team Dashboard
@ Timesheets >
Time
Time Off ~
t& All Open )
Accruals

Pending Approval

. E _ Request

Hstory h
(':')
- Balances

d. History page opens showing all time off requests for your staff for the time range specified
on the filter, in this case, “This Month”. You can filter on any employee using the filter

boxes at the top of the report.

Time > Time Off > History

¢ History

£ Requasted Detes: Thsbort | Y1 Q' L

Page I] o7 b 1-20f2Rows  Current: [System] ¥

Emplojeeld v Usename v FrstName v LastName v | Requestedlieekday v LostRequestedWeekday v DateRequested * v LastDateRequested v From AN () v Time
startswith v E v strtswith - v startswith v v H v b b v v v 0
L]
B R s 5015 Test Emp-MC124 Monday Tuesday 1016703 1024203
[‘ E Test00s Test0s Testdls Conficential -CA8 Hours  Monday Marday 1072302023 1023103
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Initially, the current view may be in TILE format. You will need to switch to the List view,
then click on the Actions (three dot) button, and select Add/Remove Columns.

kA am o
KN (] o— ’
Requested Dates: This Year Y1 [~ e
psition Name - TRL Name - Activities Name - # Attache| Refresh |
= - = - = - =
Save View...

Save View As...
Manage Views...

Sort/Multi-
Column Sort...

Add/Remove
Columns...
Export...

Export Settings...
Print...

Schedule Report...

Manage Email
Schedules...

Search for Attached Documents in the search box by typing “Attached” in the Search box, or
just scroll to the bottom of Available Columns section and select Time Off Request: #
Attached Documents, then click Add button to move it from Available Columns to Current
Columns section.

Add/Remove Columns X
- N
( Attached Q)
\. .
Available Columns Current Columns
@ ime Off Request: # Attached Documents @ Sorry, but nothing matches your search items.

Please try again with different parameters.

©
=0

( Manage Custom Columns ) Apply
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g. Move it up in the Current Columns section to where you like, and click Apply button.

Add/Remove Columns X

Available Columns Current Columns

Date Requested
Activities: Full Path -

i Last Date Requested
Activities: Name
Approved On
Approved/Rejected By
Button: Employee Quick Links and Actions

rual Balances

Request State
Time Off Request: # Attached Documents

Workflow Status

00000000000
0olD0OD0OO0OO0OOCaO

Time Off

o -
( Manage Custom Columns ) Apply

Date Request Modified >

h. You can now access the attached document(s) from the time off requests of your
employees, if any, by clicking on the paper clip button.

Time > Time Off > History
< History bR-H
page [ 1 ] of1 b 1-20r2Rens: cument [Systam1> BRessveETeE) Y1 B -
v v + o v om v v Time v oays v Requeststate v #AtachedDocuments v Workflo
= - v = v = - - v m = - = = - B - B = starcd
B Monday m— Tonerzs Torar023 2800 ~ Approved (Tme Off Deleted) prm |
B vonsr — e Tozvaces 5 1 s

i. Click on the hyperlink of the attachment name in the Supporting Documents box, and the
document will be downloaded for you to view at the top right side of the browser. Once
done, click Close button.

showAdmin=1&sft=UJXXBZXZT&ActiveSessionld=28559841611#manage/time/timeoff/history 2 Y b.ﬁ, m |
Dowr
Recent Downloads x
[#) Test document for attachment
functionality.pdf
56.8 KB « Done
Show all downloads =
<2 mm
cd  mm
ent v [#] Requested Dates: This Month Y1 ~
me - Last Name - # Attached Documents - Requested Weekday - Date Requested T v Frot
{ E -~ - -~ -
- Supporting Documents x =
[ Test document for attachment functionality.pdf|(56.8 KB) .on e 10/02/2023
Teated: 3By Test Gssified Management - MM Exempt
sesday 10/03/2023 10/
sesday 10/03/2023 10/
©
londay 10/09/2023

34| Page



9. Enter or Modify a Time Off Entry on Timesheet

Note: This should only be done when you have the approved paperwork.

a. On the Dashboard, click on My Team tab.
= Ul(G 02:50 PM {PDT)

TT Welcome back, Test0031

b. Scroll down the Quick Links widget on the left of the page, click on Current link in the Time

section.

' ™)
Links
Quick Links (16) -;:(-

MR LA RS AR F EraE mraaraasEEwmE

Time Off Calendar
Time Off Calendar by Month
Time Off Calendar by Week

& My Team

Employee Information

@ Time

Timesheets
All Timesheets
Pending Approval
By Pay Period
Timesheets Approval History
Time Off
Pending Approval
Request
Balances
Time Off Calendar -
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c. Orfrom the Main menu E, in the Team tab, click on Current link under the Timesheets

section.
I} -\\I
|\‘_ Cl_/l n * X
My Info Team Settings
W
Favorites Ti me
My Team Dashboard
Timesheets v

All Timesheets

Accruals

=

r=}

Sch

QU
a.;ﬂl
HE

A

Pending Approval

By Pay Period

¥

Current

All Open

Timesheets Approval History

Time Entries

d. The Timesheets (Current) page shows the current pay period timesheet for the employees

assigned to you. It might have multiple pages.

Time > Timesheets

€ Timesheets (Current)

Page | 1 |of2|» 1-200f34Rows  Currentview ¥

L Permission v Approval State

v

O¢ BB topoe Open
O¢ B E toooe Open
O¢g B R tpoe Open
O¢ B B poe Open
O¢ B R topoe Open

v Employeeld 1 v FistName v LastName
v startswith v startswith v starts with
5000 Test Emp-MM-12:8
5001 Test Emp-MN-128
5002 Test Emp-NN-12:8
5004 Test Emp-RR128
5009 Test Emp-RR-106

b Raw Hours. » #Records

v = v

1850

2500

26.00

2300

1150

v

KA
vy

#Unapproved Time Entries

v Timesheet Start v Timesheet Er
v v = D)
[
4 08/01/2023 08/31/2023
7 08/01/2023 0813172023
4 08/01/2023 08/31/2023
6 08/01/2023 08/31/2023
3 08/01/2023 08/31/2023

o0z Vi) By -
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e. Click on the Edit Timesheet button (pencil button) for the employee you want to enter or
modify a time off request.

= UKG rosmeon Time

Time > Timesheets

€ Timesheets (Current)

Page | 1 of 1 1- 48 of 48 Rows Current view »
Permission ¥ Approval __ + Employee.. First Name ~ LastName Raw Hours v #Records v #Unappr... Timeshee... Timeshee.
= v || = v || startswith | | startswith  w | | startswith  w || = ~||= ~||= v || = v || = -

Ol ¢ |’ Es Edit Open 5000 Test Emp - MM-12-8 4.00 1 1 07/01/2023 07/31/2023
Ole | B Edit Open 5001 Test Emp - MN-12-8 57.00 11 1 07/01/2023 07/31/2023
Ol ¢ |’ Es Edit Open 5002 Tast Emp - NN-12-8 3450 7 7 07/01/2023 07/31/2023
Olege IR B Edi Open 5003 Test Emp - CA-12-8 - - 07/01/2023 07/31/2023
O & |R E Edit Open 5004 Tast Emp - RR-12-8 16.00 2 2 07/01/2023 07/31/2023
Olege IR B Edit Open 5005 Test Emp - TT-12-8 - - 07/01/2023 07/31/2023
O & |R E Edit Open 5006 Test Emp - 07/01/2023 07/31/2023
Ol IR B Edit Open 5008 Test Emp - 07/01/2023 07/31/2023

f. Toenter a new entry, select the date that the request is on, enter From and To times, or just
enter the Raw Total hours for the time off request.

Time > Timesheets

©

< Timesheet Edit

@ TestEmp-NN-12:8 (002 & 4« September 01, 2023 - September 30,2023 »  Open '

Extra Pay & Counter Adjustment Exceptions Calc Detail More Tabs (3) ¥

0.00ns 0.00hs  0.00

Worked Hours Time Off Hours Overtime Hours

Raw Total | Calc. Total | In Date Time Off Position Time Report Location m
v FRISep 1 « |[ 0730 am | @ | 11:3d am ||@ || 4.00 0.00 FRISep1 ~ ~ | B [} [} =1

0730-1600 M 1230-1

+ 4.00 hrs =
> SATSep2 + =l
> SUNSep3 + =
> MONSep4 B <+ =

g. Click on the down arrow under the Time Off column and then click on Browse.

= UiKG osoemeon

Time > Timeshests

. 5 .
¢ Timesheet Edit ® 0 [=h
@ Test Emp - NN-12-8 (5002) & 4 September 01, 2023 - September 30,2023 » Open o'

Extra Pay & Counter Adjustment Exceptions Calc Detail Calc summary counters Summary By Day

0.00hns  0.00ns  0.00 nes

Worked Hours Time Off Hours  Overtime Hours

v FRISep1 [ 07:30 am | @ | 1130 am | @ | 400 0.00 FRISep1 ~ =]
0730-1600 M 1230-1... 2
+ 4.00 hrs =
- VACATION/IND INJ VAC
> SATSep2 ar INDUST INJURY =
> SUNSep3 + 02 [VACA] - VACATION =
> MONSepd By + =
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h. Select the appropriate absence code from the list.

Browse and Select X

Page of2 » 1-200f33Rows I:" Q\j

Name Full Path
O 02 [VACA] - VACATION 02 [VACA] - VACATION
O 03 [ILL] - ILLMESS 100 PCT 03 [ILL] - ILLMNESS 100 PCT
O 06 [VLIL] - VACA LIEU ILL 02 [VACA] - VACATION/O6 [VLIL] - VACA LIEU ILL
O 11 [IL50] - ILLNESS 50 DKT 11 [IL50] - ILLNESS 50 DKT
O 13 [1109] - ILLNESS AB109 03 [ILL] - ILLNESS 100 PCT/13 [1109] - ILLMESS AB109
O 16 [BRVT] - BEREAVEMENT 16 [BRVT] - BEREAVEMENT
O 17 [PNEC] - PERS NECESS 03 [ILL] - ILLNESS 100 PCT/17 [PNEC] - PERS NECESS
O 19 [PDIS] - PERS DISCRETION 03 [ILL] - ILLNESS 100 PCT/17 [PNEC] - PERS NECESS/19 [PDIS] - PERS
DISCRETION
O 21 [JURY] - JURY DUTY 21 [JURY] - JURY DUTY B

Close

i. Click Save button.

Time > Timesheets

< Timesheet Edit ® 0 Eh a m

@ restemp-nn128 00 8 4 September 01, 2023 - September 30,2023 »  Open o'

LSV Extra Pay & Counter Adjustment  Exceptions  Calc Detail ~ CalcSummary  Counters  Summary By Day

0.00ns 0.00ns O

WorkedHours  Time Off Hours

v FRISep 1 v [0730 am | @ [ 1130 am | @ 0.00 FRISep1 v 03 [ILL] - ILLNESS 100 PCT [} [} B| B
0730-1600 M 12301

+ 4.00 hrs =]

> SATSep2 + =]

> SUNSep3 + =

38| Page




j. To modify an existing entry on the timesheet, for example, changing a time off entry from
Possible Industrial Injury — Iliness 100% to Industrial Injury leave code, after the workers’
comp case has been approved, select the date with the original time off entry.

@ TestEmp-NN-128 (5002 & 4 September 01,2023 - September 30,2023 » Open o’

RSV Extra Pay & Counter Adjustment  Exceptions  Calc Detail  CalcSummary ~ Counters  Summary By Day

0.00ns 0.00ns 0.

DX R

Time OffHours  Ove

> OFRisep1 B+ 400hrs 400 hrs =
> SATSep2 + =
> SUNSep3 + =
> MONSeps B 4 =
v @TUESep5 @ TmEOFF
0730-1600 M 12301 — . e
| am | @ [0 am | @ [800 ]800 TUESep5 v | [ 03[ILLI-ILLNESS 100 PCT/31 [PINI]-POSSINDINURY + ||| & || & || B| =
+ 800hrs 800 hrs =}

< Timesheet Edit ® 0 Eh a @

k. Click on the down arrow under the Time Off column and then click on Browse.

> MONSepd B +

2

v @TUESep5 @ TIMEOFF
0730-1600 M 1230-1...
- am | & [[1oam | [800  ]eoo TUESep5 | [ 03(ILL]- ILLNESS 100 PCT/31 [PINI] - POSS IND INJURY |+ [] | & || &

+ 8.00 hrs 8.00 hrs
03 [ILL] - ILLNESS 100 PCT/31 [PINI] - POSS IND INJURY
-
> @WEDSeps = + 8.00hrs 800 hrs 03 [ILL] - 1LLNESS 100 PCT
> @THUSep7 &= + 800hrs 800 hrs 02 [VACA] - VACATION/IND IN] VAC
INDUST INJURY
o

> FRISep8 -] 02 [VACA] - VACATION

I.  Select the code INDUST INJURY from the list. You might have to go to page 2 to find the

code.
4 Page |T| of 2 21-33 of 33 Rows .::’ Q‘:}
Name Full Path -

()  ADMIN LEAVE UNP ADMIN LEAVE UNP
()  BOARD RECESS BOARD RECESS
o COMP TIME EARNED COMP TIME EARNED
o FMLA UNPAID FMLA UMPAID
o HOLIDAY HOLIDAY
O IND INJ SICK 50 11 [IL50] - ILLNESS 50 DKT/IND INJ SICK 50
O IND INJ SICK100 03 [ILL] - ILLNESS 100 PCT/IND IN] SICK100
O IND INJ VAC 02 [VACA] - VACATION/IND INJ VAC

| (O  INDUST INJURY INDUST INJURY
O TIICITARY WITLITARY -

m. Click Save button.

Time > Timesheets

@ TestEmp-NN-128 (5000 & 4 September 01, 2023 - September 30,2023 » Open m'

LGSO Extra Pay & Counter Adjustment  Exceptions  Calc Detail  CalcSummary  Counters  Summary By Day

0.00hs  0.00ns  0.00 ns
Overtime Hours

Worked Hours  Time OFf Hours.

+

v

2 ®FRIsepl W 400hrs 400 hrs =
> sATsep2 + =
> SUNSep3 + z
> MONSepda 5 + o

v @TUESep5 © TIMEOFF
e all am )@ (o am] e [sw 8.00 [(1ueseps ~ | [Cmwusimgory ~ | &) = R =
+ 800Mis 800 hrs o

< Timesheet Edit ® 0 [En m m ..

39| Page




10. How to Report First Day Worked or Last Day Worked on Timesheet
a. Onthe Dashboard, click on My Team tab.
= UKG weomem

TT Welcome back, Test0031
Myself i v

b. Scroll down the Quick Links widget on the left of the page, click on Current link in the Time

section.
' ™
Links
Quick Links (16) -ﬁ-

A mTAEmAE A L NAEAE ErwArsaEEEEmE

Time Off Calendar
Time Off Calendar by Month
Time Off Calendar by Week

‘& My Team

Employee Information

@ Time

Timesheets
All Timesheets
Pending Approval
By Pay Period
Timesheets Approval History
Time Off
Pending Approval
Request
Balances
Time Off Calendar -
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c. Orfrom the Main menu E, in the Team tab, click on Current link under the Timesheets

section.
I} -\\I
|\‘_ Cl_/l n * X
My Info Team Settings
W
Favorites Ti me
My Team Dashboard
Timesheets v

All Timesheets

Accruals

=

r=}

Sch

QU
a.;ﬂl
HE

A

Pending Approval

By Pay Period

¥

Current

All Open

Timesheets Approval History

Time Entries

d. The Timesheets (Current) page shows the current pay period timesheet for the employees

assigned to you. It might have multiple pages.

Time > Timesheets

€ Timesheets (Current)

Page | 1 |of2|» 1-200f34Rows  Currentview ¥

L Permission v Approval State

v

O¢ BB topoe Open
O¢ B E toooe Open
O¢g B R tpoe Open
O¢ B B poe Open
O¢ B R topoe Open

v Employeeld 1 v FistName v LastName
v startswith v startswith v starts with
5000 Test Emp-MM-12:8
5001 Test Emp-MN-128
5002 Test Emp-NN-12:8
5004 Test Emp-RR128
5009 Test Emp-RR-106

b Raw Hours. » #Records

v = v

1850

2500

26.00

2300

1150

v

KA
vy

#Unapproved Time Entries

v Timesheet Start v Timesheet Er
v v = D)
[
4 08/01/2023 08/31/2023
7 08/01/2023 0813172023
4 08/01/2023 08/31/2023
6 08/01/2023 08/31/2023
3 08/01/2023 08/31/2023

o0z Vi) By -
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e. Click on the Edit Timesheet button (pencil button) for the employee you want to report the
FWD or LWD entry for.

= UKG rmemieo

Time > Timesheets
€ Timesheets (Current)

Page | 1 of 1 1- 48 of 48 Rows Current view »

Permission ¥ Approval First Name LastName Raw Hours ~ # Records #Unapps
= v ||= v || startswith | | startswith  w | | startswith  w || = ~||= ~||= ~v||= v ||= -

Ole |B E Edit Open 5000 Test Emp - MM-12-8 4.00 1 1

O ¢ B E Edit Open 5001 Test Emp - MN-12-8 57.00 1 1 07/01/2023

Ole |B E Edit Open 5002 Tast Emp - NN-12-8 3450 7 7 07/01/2023

O ¢ B E Edi Open 5003 Test Emp - CA-12-8 - - 07/01/2023

Oleg |B E Edit Open 5004 Tast Emp - RR-12-8 16.00 2 2 07/01/2023

O ¢ B E Edit Open 5005 Test Emp - TT-12-8 - - 07/01/2023 07/31/2023

Oleg |B E Edit Open 5006 Tast Emp - MC-12-8 - - - 07/01/2023 07/31/2023

O ¢ B B Edit Open 5008 Test Emp - MC-11-8 07/31/2023

f. Select the date, enter From and To times, or just enter the Raw Total hours for the entry.

Time > Timesheets
& Timesheet Edit ® 0 m Historical Corrections

@ Test Emp - NN-12-8 (5002) -.& 4 October 01, 2023 - October 31,2023 » Open uf’

Time Entry Extra Pay & Counter Adjustment Exceptions Calc Detail More Tabs (3) ¥

0.00ns 0.00hs 0.00n

WorkedHours  TimeOffHours  Overtime Hours
> SUNOct1 +
“/ MON Oct 2 ‘[ 0730 am | @ (o400 pm | @ (850 | 000 ‘ [monoa2 ~ | ~ ] & | &
0730-1600 M 1230-1...
8.50 hrs

g. For asalaried employee, click on the down arrow under the Time Off column and then click
on Browse.

Time > Timesheets
4 Timesheet Edit ® 0 Historical Corrections

@ restemp-NN128 G0 8, 4 October 01,2023 - October 31,2023 » Open uf

Extra Pay & Counter Adjustment Exceptions Calc Detail More Tabs (3) ¥

0.00ns 0.00hs  0.00ns

‘Worked Hours Time Off Hours Overtime Hours
> SUNOct1 +
' MON Oct 2 « (0730 am ] @ (o400 pm @ (850 o000 MONOCt2 ~
0730-1600 M 1230-1...
8.50 hrs Browse...
53 [FDW] First Day Worked

> TUEOCt3

03 [ILL] - ILLNESS 100 PCT/17 [PNEC] - PERS NECESS/19 [PDIS] - PERS DISCRETION
24 [CMPW] - COMP WORKED/25 [COMP] - COMP TAKEN

+ + +

=]
> WED Oct4 =]
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h. Select FDW or LDW option.

Browse and Select X

4 Page of 2 » 21-27 of 27 Rows sz' O\“\}

Name Full Path
(O 46[ALPD]- ADMIN LEAVE PD 46 [ALPD] - ADMIN LEAVE PD
(O  50[PI5]- POSSIND INJ 50 11 [IL50] - ILLNESS 50 DKT/50 [PI5] - POSS IND INJ 50
O 51[PIV]-POSSIND IN) VC 02 [VACA] - VACATION/51 [PIV] - POSS IND INJ VC
O 52 [LDW] Last Day Worked 52 [LDW] Last Day Worked
O 53 [FDW] First Day Worked 53 [FDW] First Day Worked
O 54 [CTLV] - CATASTROPHIC LV 54 [CTLV] - CATASTROPHIC LV
(O  57[NDD]-NON DUTY DAY TT 57 [NDD] - NON DUTY DAY TT

Close

i. Click Save button.

Time > Timesheets

@ Test Emp - NN-12-8 (5002) .’Uﬂ 4 October 01, 2023 - October 31,2023 » Open u"

Extra Pay & Counter Adjustment Exceptions Calc Detail More Tabs (3) ¥

0. 00 s 0.00 nrs 0 00 hrs

Worked Ho Time offHours
I O ) A N e )
> SUNOCct1

/' MON Oct 2 [ 0730 am | @ (0400 pm | @ (850 | o000 (MoNoct2 ~ | [ 53 (FoWIFirst Day Worked ~ | | B B

0730-1600 M 1230-1

8.50 hr

j. For an hourly employee, click on the Time Entry Notes button under the Notes column.

Time > Timesheets

& Timesheet Edit ® 0

@ Test016 Hourly Monthly EE 8 Hrs (Test016) 8, 4 September 01, 2023 - September 30, 2023 »

Extra Pay & Counter Adjustment  Exceptions  Calc Detail  CalcSummary  Counters  Summary By Day

0.00 hrs 0.00 s 0.00 hes

Worked Hou Time Off Hou Overtime Hours
- Raw Total | Calc. Total m Time Off Position Time Report Location | Activities
W FRISep 1 = | 0800 am } [ 04:30 pm [ 8.50 ]ooo [ FRISep1  ~ H ]
No Schedule
+ 8.50 hrs
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k. The Time Entry Notes panel opens. Enter “First Worked Day” or “Last Worked Day” in the
note box, then click Save button.

Fri Sep 1, 08:00 Am - 04:30 Pm
Time Entry Notes X
@ No notes to display
Add Note *
First Worked Day.
Clear
D
A

I.  Now there is a red dot and a number ‘1’ to the right of the Time Entry Notes button. Click
Save button.

Time > Timesheets

< Timesheet Edit ® 0 m
@ Test016 Hourly Monthly EE 8 Hrs (Test016) .‘J, 4 September 01, 2023 - September 30, 2023 » /

Extra Pay & Counter Adjustment Exceptions Calc Detail More Tabs (3) ¥ [N

0.00ws 0.00ns 0.00Hhs

Worked Hours Time Off Hours Overtime Hours

V' FRISep 1 (‘\. 04:30 pm | & FRISep 1

No Schedule

+ 8.50 hrs
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11. Access Timesheets for Your Team By Pay Period
a. Onthe Dashboard, click on My Team tab.
= Ul(G 02:50 BM {PDT)

Today's Tasks D

TT Welcome back, Test0031 Al

Time Offs

b. Scroll down in the Quick Links widget to Timesheets section and click on By Pay Period link.

My Team

Links

Quick Links (20) {1-

Employee Information

@ Time

Timesheets

All Timesheets
Pending Approv-|
By Pay Period
Current

Timesheets Approval History

Change Requests
Timesheet Change Requests

Pending Timesheet Change
Requests

Time Off
All Open
Pending Approval
Request
History
Balances
Time Off Calendar -
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Or from the Main menu E, in the Team tab, click on By Pay Period link under the

Timesheets section.

|/ -\\u
N Q) w

My Info Team

w

Favorites Ti me

My Team Dashboard
@ Timesheets
Time

All Timesheets
Ez Pending Approval
By Pay Period

|:! Current

Schedule
All Open
Y
HR Timesheets Approval History
Time Entries
Learning Change Requests

Time Off
Points

Reports

*

X
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d. The Timesheets (By Pay Period) page might be blank with the message “Pay period profile is
not selected.” if this is your first time accessing it.

= UKG rmsmem

Time > Timesheets

< Timesheets (By Pay Period) b4
<& | Pay period profile is not selected.
Page [ 1 ] of1 » ORows  Currentview v Yo B e
Permission v Approwal.. v  Emplojee.. T v  FrstNeme v  LastName v  Rawkous v  #Recods v #Unsppr. v  Employee. v  InPayoll v  DefautP.  ~
- - - sanswith v sortswith v sarswith v - = = = A = A = B = 5 =

Q

(@  NoDatato Display

e. Click on the Filter button on the right.

= UKG rmom

Time > Timeshests

« Timesheets (By Pay Period) 4]
& pay period profie s not selected.
: =
Page [ 1 Joft » omows  Currentview v B v
Pembson < | appeomisine -+ Empoyeens 1 v Grsthame v Lasthame | mowtouns o | frecoss DT e———— < | empioreesams < | e et postionFullpath <
- = v starts with - starts with. v starts with v = v = v = - = - Al - = v =
°

®  NoDatatoDisplay

f.  Make your selections, then click Apply button.

Filters x
Global Column
Pay Period
KA Type
P
l Pay Period - l
Profile
a l My Profile: Salary Monthly - l
Pay Period
l Current - l
Employee Status -~ 1n Payroll
<« Oct 2023 »
= A Al
SUN TUE WED THU FRI SAT
1 3 a 5 & 7
8 o 10 1 12 13 14
13 16 17 18 12 20 21
22 23 24 25 26 27 28
29 30 3 2 3 4

o Pay Period Oct 01, 2023 - Oct 31, 2023

Employee Filter

l All Employees - l
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g. Your employee list of timesheets for the selected criteria should show.

UKG mmen
Time > Timesheets
< Timesheets (By Pay Period) bid
Page [ 1 | of14 » 1-100f13tRos  Currentview v (54 oy Period: 10/01/2023 - 10/31/2023 b B
O permission v Approvalstate v Employeels T v Frsthame v Lasthame v RawHours v #Recorss ~ #Unapproved Time Entries v Employee status * Pyl ~ Default Position Full Path. v
B v st | [swn | [seewn ] [= -l BNE « | [= < [ - - 2l )
o
O¢ & soprove Open 50 : 1) b s
O¢ & Aeprove Open Actve s
Ov¢ & Aoprove open Acie Yes 951156 HS EARLY LEARNING ANALYST
0Ov & Approve Open s o - 698511 HS CHILD DEV AND D CSLT
O¢ & Aoprove Open S COMMUNITY OUTRCH CSLT
O & Aoprove Open active ves
Oe & Aoprove Open Acive s
O¢ & soprove Open Aaive Yes
O¢ & Aoprove Open Acive ves
0Oe Agprove Never Opened Terminated No
Page ot
5500 7 7
d he righ d sel i
ots) on the right, and select Save View As.
Time > Timesheets
& Timesheets (By Pay Period) b
Page f3 » 1-100f26Rows  Current view v [ 4 PayPerod:10/01/2023-10/31/2023 »  Y(1) @~ B
0 e [ e e e
. . . . . . Reset
= v = v starswith v startswith v sartswith v = v = v = v = v Al v
=
O ¢ B E & rooe open Testoo1 Testoot Gert Nt 10he E E o hce Yes Manage views...
sFi
E r — « 5 Mgt. - . . . " Sort/Multi-
0Og¢ B B Approve Open Testo02 Testo02 i;\i?sgﬂéaym 10 Active Yes Sorumu
O ¢ B B & apoe Open Test003 Test003 Classified Managem - - - NotInPayroll No Add/Remove
ent- MM Exempt Columns..
O ¢ B B & ipoe Open Test004 Test004 Classified Mgmt- M - - - NotInPayroll No
Export.
O ¢ R EBE & apoe Open Test005 Test005 Confidential - CA 8 H - - - NotInPayroll No Export Settings..
0O¢v B B Approve Open Test006 Test006 CSEA-ER4.5 Hours - B - NotInPayroll No
0 ¢ B B Approve Open Test007 Test007 CSEA- ER5 Hours - - - NotInPayroll No

i. Give it a name and check My Default box, then click Save & Run button

Save View As X

Name * o
Employee TS By Pay Period ]

Description

Tﬂg

[

[ peletion and Overwriting Is Not Allowed @

My Default e

Run Immediately @

[ share

(o) D CIITD
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12.

Import of Bulk Entries to Timesheet(s)

a. From the Main menu E, in the Settings tab, click on Time Entries link under the Imports

section.
( Q) m ® X
My Info Team Settings
Settings
Profiles/Policies b
Imports v
Time & Attendance Data v
Adjustments
Raw Time Punches
Time Entries )
Mass Edit >

b. The Time Entries page open with the defaulted Input Type for Excel.

= Ul(G 03:10 PM (PDT)

Imports = Time & Attendance Data = Time Entries

< Time Entries

Time Entries

File To Upload* |1| Choose File No File Chosen

File Pre-Processor Name

Group Save [ ]
Continue On Validation Errors []

Note: It is recommended to zip files (.zip) larger than 100 KB to improve upload time.
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Click on the Choose File button.

E U l( G 03:10 PM {PDT}

Imports = Time & Attendance Data > Time Entries

€ Time Entries

Time Entries

Input Type  Excel ~

File To Upload| LIRS -|No File Chosen

Note: [t 1s recommended to zip files (.zip) larger than 100 KB to improve upload time.

File Pre-Processor Name

Group Save [ ]
Continue On Validation Errors [ |

Choose your file on your computer, which should be populated per the instructions on the
Import template, like the sample below.

Employee Id Pay Date InDate Time In Time Out Total Time Piece Quantity Override Time Off Cost Center 1 Cost Center 2 Cost Center 3 Note
NW2778241 0910112023 s

PT2058358 09/01/2023 16:00  [17:00 )

Click Import button.

- Ul(G 03:10 PM (PDT)

Imports = Time & Attendance Data > Time Entries

< Time Entries

Time Entries

Input Type  Excel «

File To Upload* |1| Choose File No File Chosen

Note: It is recommended to zip files (.zip) larger than 100 KB to improwve upload time.

File Pre-Processor Name

Group Save [ ]
Continue On Validation Errors [ ]

o
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f.  System imports the entries and the Import Results page shows the status.

Imports = Time & Attendance Data > Time Entries

¢ Import Results

Rows On Page 20 « 3Rows ) Refresh Data

Date Created:  Calendar Range ~ All ~

Type Me Row Col

= ~ = ~ = ~ = ~
Info #Time Entries In File: 2 T
Info # Of New Entries Created: 2 -
Info Done -

g. Gotoemployees’ timesheet to verify.

Time > Timesheets
0 B

< Timesheet Edit

Time Entry Extra Pay & Counter Adjustment Exceptions Calc Detail

¥ FRISep1 am | 600 FRI Sep 1 [~ ][ sss402exammaTionAssT & B | [ 108 & | B
=

No Schedule
+ 6.00hrs 600 hrs

4 September 01, 2023 - September 15,2023 » Open o’

CalcSummary  Counters  Summary By Day
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13.

Approve an Employee’s Timesheet
a. Onthe Dashboard, click on My Team tab.
= Ul(G 02:50 BM {PDT)

TT Welcome back, Test0031

b. Scroll down in the Quick Links widget to Timesheets section and click on Pending Approval

link.

F
& Links

Quick Links (16)

Calculated Time Summary
Time Off Calendar
Time Off Calendar by Month
Time Off Calendar by Week

‘& My Team

Employee Information

@ Time

Timesheets
All Timesheets /
Pending Approval =
By Pay Period
Current
Timesheets Approval History
Time Off
Pending Approval
Request
Balances
Time Off Calendar

1t

Y

ﬂ
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Or from the Main menu E, in the Team tab, click on Pending Approval link under the
Timesheets section.

|'f Q:;l " ¥ X

A

My Info Team settings

w

Favorites Time

b"u

s =Y

My Team Dashboard
@ Timesheets ‘D
Time

All Timesheets

Ez Pending Appruual{,j

By Pay Period

|:! Current

Schedule
All Open
f
HR Timesheets Approval History

Time Entries ¥
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d. The Timesheets (Pending Approval) page shows the timesheet for the employees assigned
to you that are pending your approval. It might have multiple pages. This will be the same
view for Timekeepers and Time Managers. Once the Timekeeper approves the timesheet(s),
they will be routed to the Time Manager’s queue for approval.

= UKG 1149 AM PDT)

Time > Timesheets
& Timesheets (Pending Approval) b4
page‘ 1] of Current view v [ Timesheet Dates: Last And Current Months Y (1) [} v+
Employee.. v | FirstName v | LastName v | RawHours v | #Records v |  #Unappr. v | ¢ Timeshee.. Timeshee.. v | Comment v | DefaultP.. ¥ | Employee.. ¥ | InPayroll v | Approval.. ¥
sartswith v | | sarswith v | | saswith v || = vl = vl = vl = vl = vl = MIE vl = v|l a vl = vl 9

Og B B Tesos Test00s Confidential - CA 67.00 n n o003 0773112023 NotIn Payroll No Submitted

8Hours
Og B B Tesoos Test04 Classified Mgmt- 60.50 3 3 002023 0773112023 NotIn Payroll No Submitted

MN8 Hours
Oy B B T Test00 CSEA-ERA5 HO 7100 18 18 07012023 0773112023 NotIn Payroll No Submitted

urs
Og B B 1o Testo07 CSEA-ER S Hour 800 1 1 omor23 0773112023 NotIn Payroll No Submitted
Oy B B Tesos Test008 CSEA-ER55HO 800 1 1 omor23 0773112023 NotIn Payroll No Submitted

urs
Og¢g B B Tesow Test009 CSEA - ER 6 Hour 16.00 5 5 0701208 0773112023 Not In Payroll No Submitted
O g B B o0 Test010 CSEA-ER65 Ho 80 12 12 o0uns 0773112023 Not In Payroll No Submitted

urs
O ¢ B B Teon Test011 CSEA-RR 5 Hours 800 1 1 07/01/2023 Not In Payroll No Submitted
Oe¢g BB Tuom Test012 CSEARR 6 Hours 800 1 1 omor23 NotIn Payroll No Submitted
Oy B B T Test01 Cert. Mgt.-MC 1 2400 5 5 0701203 0773112023 NotIn Payrall No Submitted

0hrs Fri Off
Page Totl

31350 & 3]

e. The timesheets can be mass approved by clicking on the All On Page or All On Report
options when clicking on the checkbox at the top left. All On Page will select the timesheets
that are currently shown on the page; and All On Report will select all timesheets pending
your approval, if there are more entries than what is shown on one page.

Time » Timesheets
& Timesheets (Pending Approval) &
Page ‘ 1 | of2 ¥ 1-100f15Rows  Currentview ¥ [ Timesheet Dates: Last And Current Months Y1 @ ¥ e
|:| v Employee Id ¥ FirstName v LastName ¥ RawHours v #Records ¥ #Unapproved Time Entries v TimesheetStat T ¥  Timesheet End v Comment i Default Positi
AllOn Page (10) |stans with v startswith v starts with v = v = v = v = v = v = v ] )
Alon Report (15) (]
A
. Bst001 Test001 Cert, Mgt.-MC 10 hrs Fri Off 800 1 1 09017203 0930203
|:| ¢ R s Testo02 Test002 (Class. Mgt. - MM 10 Hours Friday Off 800 1 1 09012023 0973012023
0O ¢ B E T Test003 Clagsified Management - MM Exempt 800 1 1 09017203 0930203
O ¢ B B s Test004 Classified Mgmt- MN 8 Hours 800 1 1 09301203
0 ¢ B B 7= Test005 Confidentil-CA8 Hours 800 1 1 09R0223
D ¢ B s 5000 Test Emp- MM-12-8 11.00 2 2 0901208 093012023
D 0 E‘} s Test00f Test006 (CSEA- ER4.5 Hours 200 1 1 09017203 09/30/2023
D % B B Testoo? Tast007 CSEA- ER 5 Hours 800 1 1 09/01/203 09/302023
D 0 B 5001 Test Emp-MN-12:8 16.00 2 2 09017208 097302023
O BE so Test Emp-NA-123 - - - 0901203 09730203
Page Total
8300 1 "
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f.

Click Approve button.

Time > Timesheets

¢ Timesheets (Pending Approval)

Page of3 ¥ 1-100f29Rows  Currentview ¥

Employee... ¥

startswith v

QO B B Testos
QO B B Tes
O R BB T
O R B Tesow
O R B Teso
¢ B B Teow
¢ B B Teoo
¢ B B Tem
¢ B B Teon
QO B B T
Page Tota

FirstName v

starts with

Test005

Test004

Test006

Testo07

Test008

Testo09

Testo10

Testol1

Test012

Testool

LastName v

sarswith v

Confidential - CA
8Hours

Classified Mgmt-
MN 8 Hours

CSEA-ER45 Ho
urs

CSEA- ER 5 Hour
s

CSEA-ER 5.5 Ho
urs

CSEA- ER 6 Hour
s

CSEA-ER 6.5 Ho

CSEARR S Hours
CSEA-RR 6 Hours

Cert, Mgt - MC 1
0 hrs Fri Off

Raw Hours v

67.00

60.50

71.00

31350

4 Timeshee...

07/01/2023

07/01/2023

07/01/203

07/01/203

07/01/203

07/01/2023

07/01/2023

07/01/2023

07/01/203

07/01/2023

v | Timeshee..

07/31/2023

07/31/2023

0773112023

0773112023

0773112023

0773112023

0773112023

0773112023

0773112023

073112023

Comment v | DefaultP.. Employee...

Not In Payroll

Not In Payroll

Not In Payrall

Not In Payrall

Not In Payrall

NotIn Payroll

NotIn Payroll

NotIn Payrall
NotIn Payrall

Not In Payroll

InPayroll v

Ne

Ne

No

Ne

Ne

No

No

Ne
No

Ne

{nd Current Months

Y By e

Approval ..

Submitted

Submitted

Submitted

Submitted

Submitted

Submitted

Submitted

Submitted
Submitted

Submitted

g. The confirmation box appears, and if you are sure to approve the timesheet, click Approve

button.

Approve Timesheet(s)?

You are about to approve timesheet(s). Once timesheet(s) are approved, any further

modification would not be allowed.

Comment

Cancel

Approve
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h.

In case you only want to approve an individual timesheet, then select the one you want to
approve, and click Approve button on the far right.

Test0031 Timekeeper Salaried  Employee ID: Test0031

= UKG 2

Time > Timesheets

& Timesheets (Pending Approval) b @

Page of3 » 1-100f29Rows  Currentview v 5 Timeshest Dates: Last A aurrentMontns Y (1) B+

#Records v Timeshee.. v | Comment v | DefaultP.. v | Employee.. v | Alnpayroll v | Approval. ~

~ | * Timeshee...

Employee... v LastName v |  RawHours v #Unappr...

FirstName

sartswith v | | startswith v | | sarswith v || = v|[= v||= v||= MIE MIE e v|[= -

Ol B B Tesos Test005 Confidential - CA 67.00 n 1 o703 0713112023 Not In Payroll No Submitted
8 Hours

Oe¢ B B Test004 Test004 Classified Mgmt- 6050 13 13 07/01/2023 07/3172023 Not In Payroll No Submitted

Q0 B B Test006 Test006 CSEA-ER45 Ho 71.00 18 18 07/01/2023 0773112023 Not In Payroll No Submitted
urs

O¢v B B Test007 Test007 CSEA - ER 5 Hour 800 1 1 07/01/2023 0773112023 Not In Payroll No Submitted

Ol B B o Testo0s CSEA-ER 5.5 Ho 800 1 1 07012023 0713112023 Not In Payrall No Submitted
urs

Oe¢ B B Test009 Test009 CSEA- ER 6 Hour 16.00 s 5 07/01/2023 07/3172023 Not In Payroll No Submitted

The confirmation box appears, and if you still want to approve the timesheet, click Approve

Approve Timesheet(s)?

You are about to approve timesheet(s). Once timesheet(s) are approved, any further
modification would not be allowed.

Comment

-

-

—
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14. Update an Employee’s Shift
a. Onthe Dashboard, click on My Team tab.

= Ul(G 02:50 PM (PDT)

TT Welcome back, Test0031
Myself i v

b. Scroll down in the Quick Links widget and click on Employee Information link in the My
Team section.

& Links
Quick Links (16) -ﬁ-
lime Keports .

Calculated Time
Calculated Time Summary
Calculated Time Summary
Time Off Calendar
Time Off Calendar by Month
Time Off Calendar by Week

0 |
a My Team 1/

Employee Information

@' Time

Timesheets
All Timesheets
Pending Approval
By Pay Period
Current
Timesheets Approval History
Time Off
Pending Approval -
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c. Orfrom the Main menu E, in the Team tab, click on Employee Information link under the

My Team section.

(

)

My Info

7>

Favorites

My Teamn

Team

My Team

Dashboard

Team Members

m ¥ X

Settings

Em plnye&lnfnrmatinn
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d. The Employee Information page shows the list of the employees assigned to you. It might

have multiple pages.

MyTeam > Employee Information

< Employee Information

saved: Employee Information ¥

Last Name

Username

- v || startswith v | | startswith v ||
0 Test001 Testoo1 Cert. Mgt. - MC 10 hrs Fri Off
0 Test002 Test002 Class. Mgt. - MM 10 Hours Friday OFF
O & & o Testo0z Classified Maragement - MM Exempt
O®B Test004 Testo04. Classified Mgmt- MN 8 Fours.
0 Test005 Test005 Confidential - CA 8 Hours
0= Testo0s Testoos CseA-ER 4.5 Hours [y
(] E & Test007 Test007 CSEA-ER 5 Hours
0B Testo08 Testons CseA-ER 5 5Hours
Olr Testons Testonn Csen-eR 6 Hours
OB & Teson Testo10 CSEA- ER 6.5 Hours
OE & o Testont CSEARRS Hours
0 R Testo12 Testo12 CSEARR 6 Hours
Olr Testots Testors CSEARR 7 Hours

In Payroll

v || v||=
Terminated
No No Not In Payrol
No No Not In Payrol
No No Not In Payrol
No No Not In Payrol
No No Not In Payrol
No No Not In Payrol
No No Not In Payrol
No No Not In Payrol
No No Not In Payrol
No No Not In Payrol
No No Not In Payrol
No No Not In Payrol
No No Not In Payrol

isor Name

Test030 Supervisor Salaried
Test030 Supervisor Salaried
Test030 Supervisor Salaried
Test030 Supervisor Salaried
Test030 Supervisor Salaried
Test030 Supervisor Salaried
Test030 Supervisor Salaried
Test030 Supervisor Salaried
Test030 Supervisor Salaried
Test030 Supervisor Salaried
Test030 Supervisor Salaried
Test030 Supervisor Salaried

Test0230 Supenvisor Salaried

imekeeper Name

Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried

Test0031 Timekeeper Salaried

e. Click on Employee Information button of the employee you want to view.

Page of 1 1-290f29Rows  Saved: Employee Information ¥
Username First Name n Payroll Locked
= v | | startswith v | | startswith v || Al
0 Test001 Testo0t Cert. Mgt.- MC 10 hrs Fri Off
Ol Test002 Test002 Class. Mgt. - MM 10 Hours Friday OFf
] Bl Test003 Test003 Classified Management - MM Exempt
Olg Test004 Test004 Classified Mgmt- MN 8 Hours
Olg Test005 Test005 Confidential - CA 8 Hours
OB &  resuos Test006 CSEA-ER 45 Hours
Ol Test007 Tesi007 CSEA-ER'S Hours
Ol Test008 Testo03 CSEA-ERS5 Hours
Olg Test009 Test009 CSEA-ER6 Hours
] & Test0lo Testo10 CSEA-ER 6.5 Hours
0 Testol1 Testol1 CSEARR 5 Hours

v /| Al v
Terminated
No No Not In Payro
No No NotIn Payro
No No Not In Payro
No No NotIn Payro
No No Not In Payro
No No Not In Payro
No No NotIn Payro
No No Not In Payro
No No NotIn Payro
No No Not In Payro
No No NotIn Payro

# Y Employee tatus

Supervisor Name

Test0030 Supervisor Salaried
Test0030 Supervisor Salaried
Test0030 Supervisor Salaried
Test0030 Supervisor Salaried
Test0030 Supervisor Salaried
Test0030 Supervisor Salaried
Test0030 Supervisor Salaried
Test0030 Supervisor Salaried
Test0030 Supervisor Salaried
Test0030 Supervisor Salaried

Test0030 Supervisor Salaried

Houms() @ Y1) By -

Default Position Full Path

Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried
Test0031 Timekeeper Salaried

Test0031 Timekeeper Salaried

f.  Scroll down on the Employee Information page to Work Schedule section at the bottom

right.

V' Pay Information g

Employee Type

V' Extra Fields

TNETTOTTaT T

V Dates

Employment Length
2VYears, 6 Months, 30 Days

Hired
01/01/2021

Review

Seniority

Terminated

Years Of Service
2 Years, 6 Months, 30 Days

01/01/2021

¥ | PayCalculation

Effective Date *

v PayPrep

Pay Prep

Effective Date*

T ||v Work Schedule

Work Schedule
-~

& [ os00-1630 M 12001230 &)

Start Schedule On

[ oay K o
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g. Click the Browse button and select the shift the employee wants to change to.

Browse and Select Work Schedule Profile X

4 Page | 2 of8®21-4nof152Rows ( Q)
S ——— e ]

0700-1330 M 1200-1230

0700-1330 M 1215-1245
0700-1530 M 1230-1300
0700-1330 M 1245-1315
0700-1530 M 1300-1330
0700-1600 M 1130-1230
0700-1600 M 1200-1300
0700-1600 M 1230-1330
0700-1600 M 1300-1400

)OOOOOOOOO.

A7AN1723N A 1720N21 72N MEE FDTMAW AT

h. Click Save button at the top right.

Account Status | g [ =
>| E Profiles
Not In Payroll Add To New Hire Export /
% 3 v Si i
Primary Email Secondary Email Simple Profiles
- - Access Holiday
Calendar A
Code Work Phone Pay Period Points
United States (+1) = Primary Salary Monthly
Code Home Phone Security Timesheet
United States (+1) = Primary Employee Salary - MM
Code Cell Phone TS Auto Population
United States (+1) = Primary Holidays (Standard
Work Day)
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i. Next, go to the Main menu E, in the Team tab, click on Generate Schedules link under
the Basic Scheduling section.

j-

(

)

My Info
3
Favorites

»'s
-}
& 2
My Team

Team

Schedule

Dashboard

Team Setup

Basic Scheduling

A * X

Settings

Employee Schedule Cycles

Generate Schedules

Schedules

Reports

U

Select the employee and then click on Generate Schedules button.

Schedule > Basic Scheduling > Generate Schedules

4 Generate Schedules

Page [I] of 3 b 1-300f61Rows  Current: [System] ¥

O~ Employee Id v
starts with v
a B &  Testo0r
a Test002
Test003

og
@
e e 2o

Test004

Test005

m]
ﬁJ-‘

v Username

Test001

Test002

Test003

Test004

Test005

v TFistName ¥ v
- starts with v
test
Test001
Test002
Test003

Test004

Test005

Last Name t v Inpayroll
starts with v All
Cert.Mgt. - MC 10 hrs Fri OFf Yes
Class. Mgt. - MM 10 Hours Friday Off Yes
Classified Management - MM Exempt No
Classified Mgmt- MN 8 Hours No
Confidential - CA 8 Hours No

v Locked
v Al
No
No
No
No
No

Y Employee Status

=

Terminated

Active
Active

Not In Payroll
Not In Payroll

NotIn Payroll

i

b 9 Generate Schedules

I Columns@ @ Y2 @Y oo
Work Schedule v

starts with *[ ' 9

0630-1700 M 12301300 OFF FRIDAY AWS
0630-1700 M 12301300 OFF FRIDAY AWS
0800-1630 M 12001230
0430-1300 M 0900-0930

0600-1430 M 12001230
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k. Specify the From Date, To Date (required), check the box Override existing schedule entries
and then click Generate button. Please note that you can only generate schedule for a
maximum of 2 years from today.

Generate Schedules Parameters X

@ In case work schedule profile is not selected, employee's
default will be used

From Date

[ 07/01/2023 o ]

To Date*

[ 10/16/2023 9 ]

Work Schedule
| =y

Override existing schedule entriesl

I.  Schedule Generation Result page shows.

Schedules Generation Result X

@ Processed: 1

Created entries: 65

m. Click OK button.
n. Verify shift information on employee’s timesheet.

Time Entry Extra Pay & Counter Adjustment Exceptions Calc Detail Calc Summary Counters Summary By

0.00 hrs 0.00 hrs 0.00 hrs

Worked Hours Time Off Hours Overtime Hours
S S ) )
> SUNOct1 -
¥, MON Oct 2 | am | & [1o am | o | ] 0.00 [ Monocz v || -

0800-1630 M 1200-1..,
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15. How to Assign a Delegate
a. Onthe Dashboard, click on My Team tab.

= Ul(G 02:50 PM (PDT)

TT Welcome back, Test0031

b. Click on Delegation link in the My HR section of the Quick Links widget.

Links

Quick Links (19) -;:(-

1 My HR /

Delegations | ™

My Reports

Report Hub
My Saved Reports
Time Reports
Calculated Time
Calculated Time Summary
Calculated Time Summary
Time Off Calendar
Time Off Calendar by Month
Time Off Calendar by Week

& My Team

Employee Information
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c. Orfrom the Main menu E, in My Info tab, hover your mouse over My HR tile, then click
on Delegations link on the right.

e ™
( Q) w ® X

My Info Team Settings

7

Favorites My HR

My Infarmation Delegatiﬂ ns
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d. Click Add New button on the Delegations page.

= UKG wemen
My HR > Delegations \ .
i a2 T
< Delegations 23
Page | 1 |oft ORows Saved: [System]w T Columns (1) ® Y (1) v e
Employee Id v Usemame v FirstName v LastName T v Y EmployeeStatus 4 x WorkflowType ~  Datefrom *  DateTo -
starts with - = - starts with v starts with v = v = v = v = - 2
Terminated o
@  NoDatato Display

e. Click the Browse button in the Delegate To box.

Workflow Delegation X
Delegate To * 40rkﬂ0w Type *

[ G | -
Date From * Date To*

| | | l

Workflow Group
[ B |

f.  Search for and select the manager that you want to assign as a delegate from Browse and
Select Employees list, then click Apply button.

Browse and Select Employees X

-~ ~

4 |Page 3 of 4 » 41-600f71Rows ( Test Q)

Employee Name

Test0031 Timekeeper Salaried
Test0032 TimeManager Salaried
Test0033 Supervisor Hourly
Test0034 Timekeeper Hourly
Test0035 TimeManager Hourly
Test004 Classified Mgmt- MM & Hours
Test005 Confidential - CA 8 Hours
Test006 CSEA - ER 4.5 Hours

Test007 CSEA - ER 5 Hours

Test008 CSEA - ER 5.5 Hours

10000080000 0

T—— Apply
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g. Select All Workflows from Workflow Type box.

Workflow Delegation

Delegate To *

Workflow Type *

| Test0035 TimeManager Hc

Date From *

Workflow Group
| & |

Custom Form

| Employee Custom Form
Overtime Request
Questionnaire
Time Off Request
Timesheet

e

ge Request

a) | 7]

h. Enter the date range in the Date From and Date To boxes. Then, click Add button.

Workflow Delegation X
Delegate To * Workflow Type *
Test0035 TimeManager Hc (3 | All Workflows A |
Date From * Date To*
. oy
08/15/2023 | 08/18/2023

Workflow Group
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i. The Delegations page shows the workflow delegation, and you have the options to delete or
modify it on the left.

= UKG nsmem

My HR > Delegations

¢ Delegations bH m

page [ 1 ]of! » 1-ToftRons Saved: [System] ¥ i Coimns () ® V(1) B oo
Employee1d v | Usermame v | Firsthame v LastName t v Y Employeestatus 4 v WorkiowType ~  baterom v baeto -
starts with v = v starts with v starts with v = v = v = v = v )
Terminated
Test0035 Test0035 Test0035 TimeManager Hourly Not In Payroll All Workflows 08/15/2023 08/18/2023
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