Norlh Central Health Care

UKG Job Aid — Configure Dashboard Widgets

Configure Dashboard Widgets

Log In to UK

& @

i

Click on the UKG desktop icon Hi<a.

You will be asked to “Pick an account.” Your norcen.org email account should display like in the sample below.
If it does not display, you will need to type it in.

E 1'1" City-County IT Commission

Pick an account

—I— Use another account

The PW screen is your Network password. The one you log onto your computer with.

6 iT City-County IT Commission

-

jsmith@norcen.org

Enter password

Forgot my password

If prompted, completed the MFA (Multifactor Authentication) piece.
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Home Page Personalization

Personalize the home page by configuring which Quick Links appear on the Dashboard.

NOTE: UKG menu options are security driven, and individuals may configure dashboards by preference;

your UKG view may be different from screen shots in this document and other users.

viKG Home

o Hello, Jeri

Things to look into

Qo Inbox

For you

My poy

There are & Tasks (N your |

My shortcuts

N

Add Quick Links on the Smart Dashboard

You can personalize the Smart Dashboard by configuring which Quick Links appear. UKG allows up to six (6)

shortcuts.

Available Quick Links are based on your web access rights. From the Smart Dashboard, you can do the

following:

¢ Remove a Quick Link
e Add a Quick Link
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From the Smart Dashboard, at the My shortcuts section, select the Edit shortcuts icon. The Edit
shortcuts window appears.

My shortcuts 3 |

PTD Requests >

% Direct Deposit >

l(’.’é contacts >
ﬁ Name, Address, and

A= Telephone

@ Goals >

% Income Tax >

From the Edit shortcuts window, select the toggle for shortcuts you want to appear on your Smart Dashboard

Edit shortcuts (Max 6) x

My Team > PTO Requests
Myself > Direct Deposit
Myself > Cantacts

Myzelf > Name, Address, and Telephone

€ € € € €

Mysell > Goals

3 2 3 92 3

06066886

Myself > Income Tax
Business Intelligence > Business Intelligentce
Employee Admin > My Employees

My Company > Company Info

My Company > Electronic Forms

Cancel | Apoly

Select Apply.
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Remove Quick Links from the Smart Dashboard

From the Smart Dashboard, at the My shortcuts section, select the Edit shortcuts icon. The Edit

shortcuts window appears.

My shortcuts

“ PTO Requests
@, Direct Deposit

Contacts

i

Name, Addreds, and
Telephone

Goals

Income Tax

8 @ &

[£]

>

From the Edit shortcuts window, select the toggle for shortcuts you want to remove from your Smart

Dashboard.
Edit shortcuts (Max &) X
—6 My Tesm > FI0 Sequests b
@) vt oeen pepase I
() Myust > Coreans * 3
O Myt > Name, Aderess. and Teephene * &+
)| v con 3
@] wpar irecene 1 P
s twsd AERRercy » Bisiven) [rtegmce
Erphoyee Adrin » Ny bnployees
Wy Campany » Campary Info
-l Wy Campary » Beciron Forme
-'
Select Apply.
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To continue working within UKG, click the NCHC logo found on the top blue bar.

OR

To exit UKG, click the Person icon and Logout.

Employee Summary
Preferences

Mobile App Instructions
Change Password

Edit Favorites

Logout
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