Norlh Central Health Care

UKG Job Aid — Paid Leave Time/Call Time Requests
! |

Employees log into UKG to view available Paid Leave Time (PLT) accrual balance information. Employees
may also submit, view, and edit PLT/call time requests.

Log In to UK

i

Click on the UKG desktop icon Hiel.

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.

@ 1'1" 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
FESS word

Forgot my password

If prompted, completed the MFA (Multifactor Authentication) piece.
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Access Time-Off Requests
UKG Dashboard displays, click MENU.

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.

Click MYSELF icon.

Click Time Management

My Onboarding
Career & Education

Career Development

UKG Pro Leaming

Pay

Time Management
Time Clock Entry
Benefits

Open Enroliment
Life Events

Documents

NOTE: You can make Time Management a shortcut on the UKG Dashboard.

UKG Timesheets page opens. View available PLT accrual balance information and submitted Time-Off (e.g., PLT and Call
Time) requests.
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Enter a Time-Off Request

Under Things | Can Do, click on Add Time Off Request.

Date Setection Thirvre § Fan Mo
« e ot v ®

wtus. Unopened
ttestation: Not Yet Submitted

- - e - $on Sss R Co—— - e e ot Yy 2z Midme

fwitam O lssPcilies Toefge  Accesiass  Asbw Sowe

Select Type (e.g., PLT and Call Time).
Click From Calendar to select date on which time off request begins.
Click To Calendar to select date on which time off request ends.

In Notes field, type message regarding your time off request, which is visible to the approving manager/their designee.
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(Optional) To edit Total hours (e.g., from 8 to 4) OR Type (e.g., from PLT to Call Time), click Show Advanced Options.

e Click Type field and select Type from drop-down.
e Click Hours field and type hours into field.

Advanced Options

Date Day Type Hours Start End Available Hours Remaining Hours
o 11/29/2019 FRI PLT B.OD 0 B.00
N
Advanced DDUO ns Advanced tions
Dt Dey | Type w Date Diary Hours Start
11/20/2019 | FR - * 11/29/2019 FRI PLT 4,00
P v

Click Save.

A Success confirmation message displays and an e-mail summarizing the time off request is automatically

sent to the approving manager/their designee.

Success
« Your new request was successfully saved and submitted. Click the + button to add additional requests.
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Time-Off requests page displays. View newly entered time off request (e.g., Request Status of Pending) and other time
off information.

[ econc |

Time-Off Requests 0 @ >

Avallable Balances

Fina by K tat A v
ok Date From |0 2 ey To 1 '™ -
Desplaying 1 to 2 of 2 record
Acthon
Iype Descrpbion Date Submutied ¥ Hours Request Status Supenasar Date Approved
LT 11/29/2019 10 117292019 One Day PLT Request 1/06/2019 D6 49 AM 800 Pending
Lt 09/26/2019 to 0972772019 09/20/2019 1115 AM 000 Canceled

0972072019 11:20 AM
" 4 |2 1 » M

PsgeSire [10 v

Edit a Time-Off Request

Within Time-Off Requests page, click radio button next to time off entry to modify.

Select Action
Fing by Fe Ly 7.\ v
% Le From |01/01 p— o 1 I~
Displaying 110 2 of 2 recerdly
Actan Edit Rerming Cancel
Type  Description Date Subemitted ¥ Hours  Request Stalus Supervisor Date Appeoved
. I P 114292019 o 1172972019 One Day PLT Reguest 1062015 08 49 AM 800 Pending
PLT 09/26/2019 10 092172019 092002019 1115 AM 000 Canceled 09/20/2019 11:20 AM
“ <« N o » PageSee 110 Vv

4 Select Edit to VIEW Edit Request form with original submitted information.
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4 (Optional) Within Advance Options pane, edit Total hours (e.g.,
(e.g., PLT or Call Time).

o Click Type field and select Type from drop-down.
o Click Hours field and type Hours into field.
o Click Save.

from 8 to 4) OR Type

To return to Time-Off requests page without saving, Click Cancel and click OK.

[ oo

Eoit Request Advancad Options

Description

Type = v

Fom « 112972015

Select Remind to type a message in the Reminder Message pop-up window.

Click Remind to send reminder message to your supervisor/approver.

Reminder Message (optional)

l: ok’ r"‘
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Select Cancel to type a message in the Cancel Message pop-up window. Click Cancel Request to send cancellation
message to your supervisor/approver.

Cancel Message (optional) Cancel

Hello Supenasor. Soery, but plans with my family changed and | no longer

*Note: PTO cancellations do not remove events, such as meetings, from your personal and/or shared Outlook calendars. To keep your calendar(s)
current, please manually delete the apphicable meeting(s)

Time-Off Requests page displays.

e |
Avatabie Balances
h " vt
bared by e 2. v
” 1 — — P
Desghmyng 110 1 &4 X reconstiyl

A ]

Type  Descnplon Date Suberattod T Moun  Request St Superemon Date Approwved

mi L2920N% 40 LI/292019 71T Roguest II0/2019 04 12 "M nod Ponang

mi H/22019 1o LA0NS One Day M T Request TUOG/2010 08 49 AM D00 Pemowed

"l CAREII019 %0 0N P01% 2072019 11 15 AM 000 Cancubed 00/20/2019 11 20 AM
" 4 11 1 > » Pagetan (10 WV
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