TOOLS

EMPLOYEE SUPPORT SYSTEM — UKG Pro| Navigating and using your Employee Portal

logging in

TO LOGIN TO UKG PRO, START AT THE LANDING PAGE: EXTERNAL>EMPLOYEE RESOURCES
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Employee Resources ACK N
. Welcome to all the resources you need as a Betenbough Companies team member!
If you do not find what you need you can email us at employ pp b b h.com and we will email or give you a call back. For confidential matters, you can reach our team's leaders at confidential@betenbough.com.

One of your most important resources is UKG‘J'O — Click here to login. I

= UKG (Ultimate Kronos Group) is our employee support system.

= Request PTO, clock-in and out, enrcll in benefits and more!

For ease of clocking-in and out download the UKG Pro app.
n Having trouble with the app or clocking-in/out? Need access to a previous pay statement or W-27

Email employeesupport@betenbough.com.
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Login using Single Sign On.

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

this:
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basic navigation

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

Hello, Amanda

‘ Q Search

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

From there, you will be directed back into UKG to clock-in/out &/or request time off-
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HOW TO VIEW YOUR TIMESHEET

The quickest and easiest way to view your current timesheet is by clicking the “My
Timesheet” icon on your UKG screen.
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Clock In Clock Out

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
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HOW TO SUBMIT A TIMESHEET REQUEST

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

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

Change Request

Change Type * Choose Date *
| Add Punch Out 04/27/2022 ‘
—
To*
05:05 pm @
Comment

Missed Punch-Out

Clear

Cancel Submit Changes

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



HOW TO SUBMIT A PTO REQUEST

The quickest and easiest way to view your current timesheet is by clicking the
“Time Off Request” icon on your UKG home screen.

. siioa

My Timesheet My Schedule Time off Request Team Timesheets Teamn Time Off
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You clocked in at 08:05am
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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
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continued

Click the “list” icon under Time Off Type

My Time = Time Off = Request

< Time Off Request

Time Off Type

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

click “Start Request.”

Browse and Select

1 0f1 6 Rows

E

a]

Bereavement
o Business Travel/Training - HRLY
O Business Travel/Training - SAL
Commission Time Off
Paid Time Off

Unpaid Time Off

< Time Off Request

Time Off Type
Paid Time Off B
W Accrued Balances Details *I:(*
Your balance will not reflect pending time off requests
Paid Time Off =
0.00 days 0.00 days 0.00 days 0.00 days
Current Accrued Taken Current Balance Scheduled

4 APR2022 » Today

Bereavement

Business Travel/Training - HRLY
Business Travel/Training - SAL
Commission Time Off

Paid Time Off

Unpaid Time Off

0.00 days

Pending Approval

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



