Norlh Central Health Care

UKG Job Aid — Timesheet Management
[ |

Supervisors and their designees log into UKG to review, modify/correct, and approve timesheets for direct
reports.

Log In to UKG

* @

o

Click on the UKG desktop icon Riel.

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.

@ 1']" City-County IT Commission

Pick an account

—|— Use another account

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

« 1’1" City-County IT Commission

€

~ | jsmith@norcen.org

Enter password

Forgot my password

If prompted, completed the MFA (Multifactor Authentication) piece.
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UKG Job Aid — Timesheet Management
[ |

Access Time Management

UKG Dashboard displays.

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.

| »
-p
Click the ADMINISTRATION icon !

Scrolling down the column until you see Time Management.

Click on Time Management.

S——

Wage Attachments

Aloric

Time Management

Void Payment

The Overview dashboard opens.

— =

Overview
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Click Summary option.

—

Time Management |

Auendarce

Dverview

Surrety
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UKG Job Aid — Timesheet Management

The Summary option displays a list of the supervisor/designee’s direct reports. To drill down to an individual

employee’s timesheet, click employee’s name.

Summary
Pay Cycle: Date Selection:
Bi Weekly v Current Pay Penod v

Filtered by Initiated date range is between 110372019 and 11/16/2015 [Clear Filtars]

Group / Filter By: AX v Empioyee Search
Supervisor / Filter By:

Status Filter: As v ! Active Only
Unopened Timesheet o

Opened Timesheots: 748 Save Approve this Page

n*

00009000 1.TC2LD

CO0RER002-TC2LD

Test, Enn Doganeres

From: To:
110372019 117102010 Last updated: Tuesday, 11/05/201
v Cancel Filler
Missed Punch SchMr Reg Mr
0 o Q25
] 000 000

Timesheets options opens to display the selected employee’s timesheet.

Time Management

Attendance
Overview

Sumimary

I Timesheets

To navigate employee timesheets, click Previous Employee or Next Employee buttons to navigate through

employee timesheets in succession.

M AM o enSepon
- n Pt

06 SN (AN

T T T ¥ T T ¥
¥ At < A JTest, Kyle chandler I View Ptk [T View Schodus
Saperwoe o Wassa  Jb ONA Py Foley DEFAULT FAY POLICY
I Sewch o
Fay Cyce
" Dhrte Sebocton
Vool v
« rreet Py bwnoa v »
W Py Vo
Sl Tweiti v| Coset 248 November 03, 201
Premwoun Fengriogee Newt Employee
el - T
1 ta
HSw A KDssts @Cexe  * Cobews o
e T e
L pORE HOURS
Vot Qg Chwiosow ores. 1can 4

ar. DEFAULT SHIFT

o M Nerow L P

Py Camgory ¥ T HHOUR HOUDRY

lay

Status OFEN Q
Attestation Not Yet Submnitted

Ot Ot i

) (7 415 . ' ) ()
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UKG Job Aid — Timesheet Management

Search for a specific employee’s timesheet, type employee’s name or employee ID in the Employee field.

Click Search.
The employee’s timesheet displays, and the employee’s name is highlighted in the list (e.g., Test, Kyle
Chandler).

NOTE: If Employee Search finds multiple matches (e.g., Test), use arrows to locate correct employee’s

timesheet
Supervisor
Employee: Test Search
dfound 4 1 »|] Filter
Pay Cycle:
Bi Weekly v
M Active < rlTest, Kyle chandler 22 View P
SUpeOGsOr Locavon : Wausau Job: CNA  Pay Policy: DEFAULT
[Employee chandler l Search o
1found 4 ! » [ ] Filter
Date Selection
Pay Cycle
ayl ye <« Current Pay Penod v »
B Weekly |
All ] tNo Group Filter) Timesheet for November 03, 2019
All Timesheets [v] Count: 748
Previous Employee Next Employee Summary
NAME n*
Timesheet Detail
HSave dpAdd K Delete @ Cancel ¥ Colu
Date PayCode
Mon 11/04,2019 O[WORK HOU
Test, Kyte Chandier 000999901-TC21D 4 <
est. Erin Degenere 00999902.TC2LD

View a different employee’s timesheet — Select another employee (e.g., Test, Erin DeGeneres)
from the Timesheets tab list.
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UKG Job Aid — Timesheet Management

Enter a Missed In/Out Punch

While viewing an employee’s timesheet, scroll down to the Timesheet Detail section.

NOTE: Maroon boxes in the In and Out columns identify missed punches.

Test, Kyle chandler 2% View Profile ) View Schedule

o Wausau oo ONA Pay Poicy  DEFAULT PAY POLICY Number DEFALULT SHBFT  Pay Category. Full Time Hobday Rue 8 HOUR HOLIDAY

HSw $AMd XDelete @Cancel ¥ Columm o MultAdd o Insert/Repost | Ml Edit o Agprove & Pt

Diste PaCode In In find Ount Out Frd Reg or W
San 1652019 WORK HOURS - 0.00AM 05000M 0 00AM . 0.00 000 000
X 20 % S8AM KIAM . M OTPM 4 15PM ¢ ) 25 o 00

Click In (or Out) field and type time for missed in (or out) punch.

NOTE: When entering time, the system defaults hours entered as AM. System accepts AM
designation if entered. To indicate afternoon/evening/nighttime correctly, type PM after time entry
(e.g., 407PM).

Missed “In” Punch example

HSave Add ¥ Delete @Cancel ¥ Columns o MultiAdd o Insert/Repost || MultiEdit o A
Date PayCode In In Rnd Out |
1 74 Sun 11/03/2019 O[WORK HOURS! 659 0.00AM 05:09PM
Mon 11/04/2019 OIWORK HOURS! 06:58AM 7:00AM 04:07PM
Tue 11/05/2019 OIWORK HOURS] 06:57AM 7:00AM - -

Last Updated 7/2023
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UKG Job Aid — Timesheet Management

Missed “Out” punch example

HSave Add ¥ Delete
Date

Sun 11/03/2019

Mon 11/04/2019

14 Tue 11/05/2019

@Cancel ¥ Columns o MultiAdd o Insert/Repost || Multi Edit ¢AJ

PayCode
O{WORK HOURS]
O{WORK HOURS)

OIWORK HOURS!

06:58AM

06,57AM

q

in Rnd Out
05:09PM
7 00AM 04:07PM

Select Reason Code for each modified/corrected timesheet entry:

Tab to Reason column.

From Reason drop-down list, select Reason Code.

Notes

CALL [CALL TIME]

El [Early In]

FriLA [FMLASLOA]

LM20 [Lunch Less Than 20]
LO [Late Out]

MP [Missed Punch]

MCMSE [Mo Callf/Mo Show]
MLP [Mo Lunch Punchl]

PO [Power Outagel

TD [Mime Clock Downl
UMNSC [Unscheduled Absence]
WT Weather]

Click Save.

Timesheet modification/correction (e.g., missed punch) is processed and selected Reason Code displays on

updated employee timesheet.

Timesheet Detail
FiSave JpAdd X Delete @Cancel ¥ Columns o MuliAdd o Insert/Repost [ Muln Edit o Approve =) Print
Dute IhayCode In In Rnd Out Out Kedd [ oY HOLW
un 1103 ’] (WORK HOURS 7 00AM 05 09PM C15eM 1025 00 0f
) 11/04/201 OPNORY HOURS 06 58aM 7 D0AA 4 M 4 0 0f
Tue 1105/2019 DIWORY HOURS) 06 S7AM 7.DOAM A 75 a0 0.00
Notes Reason Audit
| MP Missed Punchl | )
-\
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UKG Job Aid — Timesheet Management

Enter a Missed In/Out Meal Punch

While viewing an employee’s timesheet, scroll down to the Timesheet Detail section.

Example: Employee forgot to punch out/in for a 30-minute lunch on Sunday, November 3.

Click Insert/Repost.

e Inrow 1, select Date and Time for missed Meal Start.
e Inrow 2, select Date and Time for missed Meal End.

Click OK.
Insert/Repost Punches ® Insert/Repost Punches
— Select Date/Time Information | — Select Date/Time Information
Date Time Date ﬁme
i 1 [Sun 11/03/2019 v e '—'w 1 [Sun 11/03/2019 [ 11:30aM
2. ! 2. [Sun 11/03/2019 :
[Sun 11/03/2019 v W o [Sun 117 ~|[ 12:00PM| HOLW
3. [Sun 11/03/2019 v 3. | Sun 11/03/2019 v |
6 59AM 7 00AM 000
4 [Sun 11/03/2019 v : 4. [Sun 11/03/2019 v|| |
5. [Sun 11/03/2019 v 6.50AM F O0AM | 5. [Sun 11/03/2019 |
6. [Sun 11/03/2019 | & 5TAM 7 DOAM 6. [Sun 11/03/2019 | 00
L | 7. [Sun 11/03/2019 | 7. [Sun 11/03/2019 |
8. [Sun 11/03/2019 v 8. [Sun 11/03/2019 |
— Notes: Motes:
To INSERT one or more punches, please fill in the To INSERT one or more punches, please fill in the
information abowve. Otherwise, please hit [OK] to information above. Otherwise, please hit [OK] 1o
REPOST a Pay Period. REPOST a Pay Period.
1 OK @ Cancel H OK @ Cancel
Click OK.
Message from webpage >
Time Management System has determined that 2 record(s)
will be reposted to your timesheet data file. This process
cannot be undaone,
Continue to Repost the Punches?
Last Updated 7/2023 Page 7 of
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UKG Job Aid — Timesheet Management

Time sheet modification/correction (e.g., missed meal in/out punch) is processed.

v Timesheet Detail

HSave dAdd X Delete @ Cancel ¥ Columns o MulbAdd o Insert/Repost ) Mult Edit o Approve | = Prnt
| : | c | X "

Sun 11052019 OIWORK HOURS 0650AM 700AM e 1150AM 11504AM e 450 000 000
Sun 1170372019 O[WORS, MOURS) 12.00PM 12.00PM : 05.11PM 515°M 5 55 000 000

Mon 1LA4/2019 OIWORK HOURS) 06 S8AM 7 00AM . 04 7PM 41550 N 85 0o

Tue 1052019 OIWORS BOURS) 06STAM 700AM 3 03-34PM 330PM > 850 D00

000

000

Adding Time or Other Entries

While viewing an employee’s timesheet, scroll down to the Timesheet Detail section.

Test, Kyle chandler 2L View Profile | [ View Schedule
Locsvon Wausas  Jon CONA  Pay Policy DEFALILT PAY POLICY  Shét Numbes DEFAULT SHIFT  Pay Category Full Time  Holday Rule B HOUR HOLIDAY
o

Timesheet for November O3, 2019 to November 16, 2019 Statux- OPEN Q

> Summary

Attestation. Not Yel Subrmitted

W Timesheet Detail

FiSwve  $Add X Delete | @Cancel ¥ Columns | " MuliAdd | o Insert/Repost | L0 Mult kde | " Approve &2 Prnt

» Mow 11042019 DIWORK HOURS) 06 S8aM 7 0GAM 4 04 TTPM 415PM - 025 a0o

.00

Click the next empty date field.

Select Date from list.

v Timesheet Detail

EiSove  ¢Add | X Delete | @ Cancel ‘3;
ue 11/05/2019

Mon 11/04/2019 OIWORK HOUR VP YU TrANE b
Thu 11/07/2019
Sat 11/08/2019
Sun 11/10/2019

Mon 11/11/2019
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Click PayCode field and select a PayCode from list.

NOTE: If a Work Hours PayCode is selected, In and Out punch times must be entered.

Timesheet Detall

H Save ckAdd M Delete ¢ Cancel ¥ Columns o MultiAdd , Insert/Repost

Date PayCode In In Rnd
Mon 11/04,/2019 06:58AM 7-00AM
DIWORK HOURS
(1 Tue 11/05/2019 HOTIDAY
3[SICK LEAVE]
10[BEREAVEMENT]
11[CALL TIME]
12[JURY DUTY]
13[OM CALL PAY]
14[PLT]
Z0[TRAINING]
J1NO CALL NO SHOW]
e 32[FMLA]
Timesheet Detail
M Save  dpAdd W Delete ¢ Cancel ¥ Columns o MuluAdd  , Insert/Repost || Multi Edit = o Approve ) Print
Date PayCode In In Rnd Out Out Rndd
Mon 11/04/2019 DIWORK HOURS) 06 58AM / 00AM - 04 07PM 415PM
|14 Tue 11/05/2019 DIWORK HOLRS] :

NOTE: If a non-working PayCode (e.g., Jury Duty, Sick Leave, Bereavement, and PLT) is selected, the

total number of hours (e.g., 8) must be entered in the REG column.

r r Nt
mesneel Uela

MSeve $Add KDelete @Cancel ¥ Columns o MulbAdd o Insert/Repost - Mulo Bdit o Approwe 55 Print
n n ind Out Out Rind Rog o1

5 GOAM 7 D0AM . 06 00 5 15PM . 10 3¢ 000

W Tue 11/05/2019

As appropriate, select Reason Code:
e Tab to Reason column
e From Reason drop-down list, select Reason Code

Click Save. Timesheet modification/correction is processed.
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Approve an Individual Timesheet

Approve timesheet on an Individual OR on a By Page basis. The following are steps are how to approve an

individual timesheet.

While viewing an employee’s timesheet, scroll down to the Timesheet Detail section.

After completing modifications/corrections and confirming totals on an employee’s timesheet, click Approve.

M Save

ne et Detail

pAdd K Delete @ Cancel ¥ Columns

Date PayCode

"

6 59AM

¢ Muin Add

s Insert/Repost

It Rendd

Mudt Edit
Ot

v Approve

- Prnt

Out Rned

Req

or

HOLW

Tip: To simplify the Timesheet Detail view, click Columns button to select and hide

unwanted timesheet columns. Follow the same process to unhide timesheet columns.

Approve Timesheets by Page

Approve timesheet on an Individual OR on a By Page basis. The following are steps are how to approve

timesheets by page.

While viewing Time Management > Attendance > Summary tab, review totals for displayed list of
manager/designee’s direct reports.

Click Approve this Page.

Repeat review and approval steps for each additional page of employee timesheets.

Tip: Apply various Filter options to filter employee timesheets page by Supervisor, Group, etc.

To continue working within UKG, click the NCHC logo found on the top blue bar.
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Summary
Pay Cycle: Date Selection: From: Tor
Bi Weekly (V] CumentPayPenos  [v] = 11932019 11102018 Lagt updated: Tuesday, 11/05/209

Filtered by initiated date range is between 1103/2019 and 111682018 [Clear Filters]

Group / Filter By: Al v Emgloyee Search I~ Cancel Filter
Supervisor / Filter By:
Status Filtee: As (v Yl Active Only

Unopened Timesheets: 0
Opened Timeshaots: 748 Save Approve this Page

n* NAME Missed Punch Sch Me Reg Hr
000000601 TC2LD Test, Kyle Chandier 1} Qco 825
CO0GORE02-TC2LD Test. Erin Dagencres [} 000 0.00

To continue working within UKG, click the NCHC logo found on the top blue bar.

North Central Health Care

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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