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1. Log into UKG Ready via LACOE Staff Portal 
a. Go to LACOE Staff Portal Links folder on your browser, and click on LACOE- Staff Portal link. 

 
 

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

 
 

c. Check the box “I agree to the following:”, then click Log In button. 
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d. Type in your LACOE email.  

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

 
f. The Applications page shows with UKG Ready tile on it 
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g. Click on the tile and system will prompt you to pick an account.  Choose the one with your 
LACOE email for confirmation, twice. 
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2. UKG Ready Home Page Review 
a. Once signed in, UKG Ready home page shows. 

 
 
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.  

 
 

c. Click the three-stripe Main menu button  (also called hamburger menu button) will give you 
access to three tabs:  

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. 
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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.  

 
 

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. 

  
 

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.  

  



7 | P a g e  
 

g. You can use the Search box to search for a particular menu item or a report within the system.  
For example, I entered “tor” and the system returns the results below. 

 
 

h. 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. 
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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. 
 

 
 

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

 
 

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.  
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l. 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. 
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m. And Edit tab allows you to make some updates to the tabs shown on the home page. 
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3. Preview a Staff’s Timesheet 
a. On the Dashboard, click on My Team tab. 

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

section.  
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c. Or from the Main menu , in the Team tab, click on Current link under the Timesheets 
section. 

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

assigned to you.  It might have multiple pages. 
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e. Click the Preview Timesheet button for a particular employee.  

 
 
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. 

 
  



14 | P a g e  
 

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. 
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4. View Your Team’s Timesheet Entries 
a. From the Main menu , in the Team tab, click on All Time Entries link under the Time 

Entries section. 

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

 
 

d. Click Apply button. 

 
 

e. The page will then show the existing entries on your employees’ timesheet for this month. 
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f. To save this view for your future use, click on the Actions (…) button, and select Save View 
As option. 

 
 

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. On the Dashboard, click on My Team tab. 

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

under the Time Off section.  
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c. Or from the Main menu , in the Team tab, click on Balances link under the Time Off 
section. 

 
 

d. Click on the Browse button in the Choose Employee box to select the employee you want to 
view accrual balances.  
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e. The balances for all the leave accrual buckets of the selected employee show. 

 
  



21 | P a g e  
 

f. Click on the highlighted links like Taken to see the history of all the usage for a particular 
leave type. 
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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. On the Dashboard, click on My Team tab. 

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

Off section.  
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c. Or from the Main menu , in the Team tab, click on Request link under the Time Off 
section. 

 
 

d. Click the Browse button from the Employee drop-box.  
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e. Select an employee from the Employee Lookup list 

 
 

f. Click the Browse button from the Time Off Type drop-box.  

 
 
g. Select the time off type like Illness 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. 
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h. Click Start Request button. 

 
 

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

 
 
k. It will then be routed to the supervisor for approval, and once approved, will be posted to 

the timesheet/accruals for the employee. 
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7. How to Add an Attachment to a TOR  
a. On the Dashboard, click on My Team tab. 

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

Off section.  
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c. Or from the Main menu , in the Team tab, click on Request link under the Time Off 
section. 

 
 

d. Select an employee and the time off type (e.g. JURY DUTY) and click Start Request button.  
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e. 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). 

  
 

f. The Supporting Documents box opens, click on Choose button. 
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g. Find the document you want to attach, and click on Upload button. 

 
 

h. Click Close button. 

 
 

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. 
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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. On the Dashboard, click on My Team tab. 

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

under the Time Off section.  
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c. Or from the Main menu , in the Team tab, click on History link under the Time Off 
section. 

 
 

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. 
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e. 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. 

 
 

f. 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. 
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g. Move it up in the Current Columns section to where you like, and click Apply button. 

 
 

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. 

 
 

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.  

 



35 | P a g e  
 

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. 

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

section.  
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c. Or from the Main menu , in the Team tab, click on Current link under the Timesheets 
section. 
 

 
 

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

 
 

f. To enter 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. 

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

 
 

  



38 | P a g e  
 

h. Select the appropriate absence code from the list. 

 
 

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

 
 

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

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

code. 

 
 

m. Click Save button.  
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10. How to Report First Day Worked or Last Day Worked on Timesheet 
a. On the Dashboard, click on My Team tab. 

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

section.  
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c. Or from the Main menu , in the Team tab, click on Current link under the Timesheets 
section. 
 

 
 

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

 
 

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

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

on Browse. 
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h. Select FDW or LDW option.  

 
 

i. Click Save button. 

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

 
 

l. Now there is a red dot and a number ‘1’ to the right of the Time Entry Notes button.  Click 
Save button. 
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11. Access Timesheets for Your Team By Pay Period 
a. On the Dashboard, click on My Team tab. 

 
b. Scroll down in the Quick Links widget to Timesheets section and click on By Pay Period link. 
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c. Or from the Main menu , in the Team tab, click on By Pay Period link under the 
Timesheets section. 
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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. 

 
 
e. Click on the Filter button on the right. 

 
 
f. Make your selections, then click Apply button. 
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g. Your employee list of timesheets for the selected criteria should show. 

 
 

h. Save the view to make this the defaulted view in the future by clicking on the ellipses (three 
dots) on the right, and select Save View As. 

 
 
i. Give it a name and check My Default box, then click Save & Run button 
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12. Import of Bulk Entries to Timesheet(s)  
a. From the Main menu , in the Settings tab, click on Time Entries link under the Imports 

section. 

  
 

b. The Time Entries page open with the defaulted Input Type for Excel. 
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c. Click on the Choose File button. 

 
d. Choose your file on your computer, which should be populated per the instructions on the 

Import template, like the sample below. 

 
e. Click Import button. 
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f. System imports the entries and the Import Results page shows the status. 

 
 

g. Go to employees’ timesheet to verify. 
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13. Approve an Employee’s Timesheet 
a. On the Dashboard, click on My Team tab. 

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

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

 
 
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. 
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f. Click Approve button. 

 
 

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

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

button. 
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14. Update an Employee’s Shift 
a. On the Dashboard, click on My Team tab. 

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

Team section. 
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c. Or from the Main menu , in the Team tab, click on Employee Information link under the 
My Team section. 
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d. The Employee Information page shows the list of the employees assigned to you.  It might 
have multiple pages. 

 
 

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

 
 

f. Scroll down on the Employee Information page to Work Schedule section at the bottom 
right. 
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g. Click the Browse button and select the shift the employee wants to change to. 

 
 

h. Click Save button at the top right. 
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i. Next, go to the Main menu , in the Team tab, click on Generate Schedules link under 
the Basic Scheduling section. 

 
 

j. Select the employee and then click on Generate Schedules button. 
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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. 

 
 

l. Schedule Generation Result page shows. 

 
 

m. Click OK button. 
n. Verify shift information on employee’s timesheet. 
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15. How to Assign a Delegate 
a. On the Dashboard, click on My Team tab. 

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

 
  



64 | P a g e  
 

c. Or from the Main menu , in My Info tab, hover your mouse over My HR tile, then click 
on Delegations link on the right. 
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d. Click Add New button on the Delegations page.   

 
 

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

 
 

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. 
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g. Select All Workflows from Workflow Type box. 

 
 

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