
 

 

E M P L O Y E E  S U P P O R T   S Y S T E M  –  U K G Pro |  Navigating and using your Employee Portal 

 

 

 

TO LOGIN TO UKG PRO, START AT THE LANDING PAGE: EXTERNAL>EMPLOYEE RESOURCES 

 

 

 

 

 

 

 

  

 

 

 

 

 

T O O L S 

logging in 



     Login using Single Sign On.  

 

 

 

 

 

 

 

 

 

 

 

 

 

When you have successfully signed in, your UKG Pro Homepage will look like 

this:  

 



 

 

Click the “Myself” icon in the ribbon on the left side of the homepage: 

 

Click “Workforce Management” within the “Myself” column. 

From there, you will be directed back into UKG to clock-in/out &/or request time off.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

basic navigation  



 

The quickest and easiest way to view your current timesheet is by clicking the “My 

Timesheet” icon on your UKG screen. 

 

 

 

 

 

 

 

 

Another way to view your current timesheet is by clicking the menu icon on your 

UKG home screen >My Info icon > My Time > Timesheet > Current Timesheet 

 

 

 

 

 

 

 

 

 

 

 

 

H O W  T O  V I E W  Y O U R  T I M E S H E E T 



 

From your current timesheet view, click “Change Request”.  

 

For example, we are going to add the clock-out time on April 27th so the clock-in time of 7:00am 

has the correct clock-out time at the end of the day at 5:05pm. 

H O W  T O  S U B M I T  A  T I M E S H E E T  R E Q U E S T  



 

 

Click Add Punch Out > Choose Date > To (type in time needing to add) > type in 

comment > Submit Changes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*Once you have submitted your change request, a notification will go to your 

leader to approve/reject your request. 

 

 

 

 

 

continued 



 

The quickest and easiest way to view your current timesheet is by clicking the 

“Time Off Request” icon on your UKG home screen. 

 

 

 

 

 

 

 

 

Another way to view your current timesheet is by clicking the menu icon on your 

UKG home screen > My Info icon > My Time > Time Off > Request 

 

 

 

 

 

 

 

 

 

 

 continued 

H O W  T O  S U B M I T  A  PTO  R E Q U E S T  



 

 

Click the “list” icon under Time Off Type  

 

 

 

 

 

 

A list of time off types will appear. Click the type that you’d like to request, then 

click “Start Request.”  

 

 

 

continued 



 

 

Select the “Request Type” drop down menu, then “Full Day” or “Multiple Days”. 

Double-check the date you’ve selected and that it populates in the “Date” field. Then click 

“Submit Request.”  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*Once you have submitted a request, a notification will go to your leader to approve/reject. 

continued 


