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Managers/Time Approvers

Managers/Time Approvers, please use the How-to for All Staff to learn how to do your own
Timecards and Time-Off Requests. This How-to is specifically for Manager/Time Approver
responsibilities.
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How can | get help?

Submit a ticket on OnPoint EOB for UKG/Kronos. Once you complete the ticket, your information
will be sent immediately to the correct office to address your problem or issue.

How to complete an ONPOINT ticket:

Go to https://mncppconpoint.service-now.com/mncppc

Next, click on the ONPOINT icon on the right side of the page.
Then, click Create Ticket.
Select Category UKG/Kronos.

a bk~ wnh -~

Your subcategory selection will be based on your issue, whether it's something broken,
like a clock, or whether you are requesting something new, such as a request for reports.

6. Fillin Title of Issue.
7. Finally, complete Description of Issue.
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Section 1. Taking Action on Employees’ Timecards

How do | find my employees’ Timecards to review?

On the Home page, look at the Manage timecards tile for all people who report to you. Review
the alerts (also called at a glance) for key information. Click on the title Manage timecards to

review timecards by employee.

Manage timecards
Select a timelrame

Previows Pay Period =

Must Fix
TN ieewa

MNeed Review

]

Clean Timecards

9

Tip
The alerts noted as Must Fix show you punch transactions that came in for you to address. The alerts noted as
“Clean Timecards” are Timecards with no exceptions. Even though you can Approve All from there, you should

review them first.
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To pick one employee at a time to review, or to search for a specific employee, use the down
arrow to the right of the first name on the top left of your screen. The down arrow will open a
drop-down menu.

Employvee Bird, Big - o BIRD

limefrarme @ [ Caareh e ;_i Q]{

= 5l 5 i

List view Zod  Bob, Sponge
Duck, Donald

Duke, Daisy

Tip
Employees are listed in alphabetical order by last name.
As an alternative, you can cycle through each employee one by one, by using the right and left

arrows on either side of your employee count. (Note: the example employee count in the
screenshot below is 1 of 23.)

Errplonyes Bird, Big * | BRD 1of23

For hourly employees who punch the clock, you will see the hourly view Timecard. It should
look familiar to you.

Date Schodulo Absonoo Assignmont  Pay code Armaount in Out Transfer

+ Mo B 120 AM - 00 P i

f BOHD AN - TI00 P

I Tua BNE

i Waid BE 200 &M - 400 PM i b oW

+ 00 AN - 00 FM b Hoo
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Tip
In the Hourly view Timecard, you will see a column called Absence. It will not be used in this system.
Please ignore it.

If you are an employee assigned online access to the UKG system for the purpose of adding
your hours worked, you will see the Project view Timecard.

Frajoct Sun K04 ivion 10708 Tus ICJ0E Wiod 10407 Thu IGJ0E Fri W0 Sat 1GH0

ScFaihia 00 A TOH) A TO0 AN TAHD A 00 Ak

| wonder: What are the rounding rules for punch actions in the system?

They are the same as they were in the prior system. You can view them from the Employees’
Timecards by right clicking on any In or Out punch. You will see a pop-up called Punch Actions
that shows the rounded times.

Punch actions

| wonder: What if an employee’s shift spans two days?

The hours belong to the date on which they were worked, as was true in the prior system.

How do | make a Pay code edit on a Timecard?

From the Hourly Timecard view, find the Pay Code column. Click in the cell for the date you
want to add time to.
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Select the appropriate Pay Code from the drop-down menu.

Date Sehedule Absence  Assignment  Poy code Amount

; Men 8112 1200 AM - 400 P p e |G

REG PaY

¥ 00 AM - 1200 PW P CGe ANNUAL LV
SICK LY

+ = | HoEe- PERS LV 1
HOL P&Y
ADMAIN LY
10 COMP ERN
PR COMP TEN
SEC PREM - EOR EVE
SEM PREM - MCE EVE
& Thaa 217 SES PREM - MR EVE

+ Tus 815

2 Wiod W16 12:00 AM = 00 PM

t 5:00 AW - 00 P 'J HCGL

In the Amount column on the same row, type the number of hours to add to that Pay Code.

As soon as you add or edit any cell, the Save button in the upper right corner will turn purple.
Click on it to save your work.

Caloulatm Save
totals

Pay code Armvount Iy Cut Transter Shift Daily

AMMNLIAL LV BOG
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How do | make a Pay Code edit for employees with multiple
assignments or positions?

From the Hourly Timecard view, find the line for the date where you want to make a Pay Code
edit (e.g., sick leave). For employees with multiple assignments or positions, click in the
Assignment column to select the desired assignment or position from drop-down menu.
Assignments are listed in order of position level. The primary assignment is on top.

Date Schedule Absence Assignment Pay code Amount
. '_F'i -
{ Sun W27 i R
HCGC-GOLF INSTR-111

+ bon B 20 HEGG-GOLF ATTENDANT-112

-+ Tisee BFZE

In the Pay Code column, select the appropriate Pay Code edit (e.g., Sick Leave), then enter the
amount of hours in the Amount column.

Date Schedule Absence Assignment Pay code Amount
Sun 327 HCGC-GOLF INST. SICK LY a:00 .
Mon 2/28

Tip

Employees can only charge sick leave for hours they are scheduled to work.
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How do | make Timecard edits for punch transactions?

Tip

You must not edit the punch transactions in the In and Out columns.

On the Hourly Timecards view, select the name of the employee from the Employee drop-
down list in the upper left corner of the screen and find the transaction to edit.

Date Schaduie Abaancea Assignmant Py code Amount In Out

HEGG-GOLF TST BICK LY 400

3 ] Sun B IT
i =1 Mon 28 f HOoGC-G . w00 AN -

Next, click the “+” to the left of the date. This will add a new row under the date to make edits.
In this example, we need to edit the duration of hours worked.

Date Schadule Abzenco Assignment Pay coda Armount In Ot

Sun BT HOGE-GOLF INET BICK LV 4:00

Mon B28 : ICGE-GOLF NG 00 A -

LT

For employees with multiple assignments or positions, click in the Assignment column to select
the desired assignment or position from drop-down menu. In the Pay Code column, select
Hours Worked and enter the amount of hours in the Amount column. When finished click the
Save button.

Date Schedula Absence Assignimient Pay codo Armount In Ot
S B/77 HEGC-GOLF INST SICK LY 4:00
=) Mo GBI HOGE-GOUF IM5T SO0 AM - ]
B HEGC-GOLF INFT Hs W 4100

Tip

When you make a timecard adjustment or edit, you should include a comment.
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How do | add a comment to a transaction?

Comments are short, predefined descriptions that you can add to punches, exceptions, or
transactions. You should add a comment to a transaction any time you make a timecard
adjustment or edit.

To add a comment, right-click on the desired transaction. In this case, we will right-click on the
Amount of hours (4:00) we previously added due to the missed out-punch. From the Pay Code
Actions panel, select Comments.

Paycode actions

‘i'.".ZSFEDEE-

-|L|:_.-\_, |_.L;|r MSTR-T
Haours Wiorknd

..*..fm

& =

In the Comments panel, select a comment from the “Select a comment” drop-down list. If
desired, you can also add additional text in the “Type a note” box. Next click the Add button.

% Comments {0}

Aclct

When finished, click the Apply button at the bottom of the Comments panel.

Tip
You can add more than one comment and note to the same punch by clicking the Add button.
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On the Hourly Timecards screen select Save to save your edits. Comments appear on the
timecard with a blue bubble indicator on the transaction.

Mo BI2E HCGE-GOLF MST Hises Wor ano

How do | add an optional note to an Exception Error?

If a transaction has an exception error, an associated comment will be assigned to the
transaction automatically.

To see the exception error and add an optional note, right-click on the punch with the exception.
In the Punch Actions panel, you will see the exception error. In this case the error is,
“Exceptions: Missed out-punch.”

If you would like to add an optional note, select Comments from the Punch actions panel.

Punch actions

8/ 28/ 3026

HOGC-GOAF INSTR-M

00 AM

Therride

Dlutt punch

§ MEssed out-punch
TR
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On the Comments panel, you will notice the “Comment on” drop-down box is automatically
populated with the exception error, “Missed out-punch.” If you would like to add an optional
comment, select a Comment from the drop-down list. In the “Type a note” box, add any
additional information.

* Comments (1)Mssed out-punch

Missed out-purah

] Aedoinional indanm

Tima Elick aot werking

When finished, click the Apply button at the bottom of the Comments panel.

On the Hourly Timecards screen select Save to save your edits. Comments appear on the
timecard with a blue bubble indicator on the transaction.

Mar 323 HOGC-GOLF ST Hizirs Wit 4:00 _.

HOGC-GOCF IMET B0 AM - 2
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How do | adjust punch transactions?

In some situations, you may need to adjust existing punch transactions. In this example, the
employee punched out at 5:27 pm instead of 5:00 pm. The shift total shows 7 hours and 45
minutes due to the 30-minute break deduction and rounding rules.

HEGD-OOF ATTI 2:00 AR BITPM

To see the Rounded time, right-click on the punch out time. This will show you the actual time
(5:27 pm) and the rounded time (5:15 pm).

Punch actions

HEEI02E

HOGC-GOLF ATTENDAWNT-112
537 P

16 P

Dtk purch

To deduct the extra 15 minutes, click the “+” to the left of the date to add a new row under the
date to make edits. For employees with multiple assignments or positions, click in the
Assignment column to select the desired assignment or position from drop-down menu.

In the Pay Code column, select Regular Pay (Reg Pay) and enter the amount of hours in the
Amount column. When finished, click the Save button. The daily total has now been adjusted by
15 minutes.

[iwtn Schaduls Abzercs Azsignmant iwy zode Amoung ] Ot Transim: LA ] ity

M AM B P £

Tip
The “Regular Pay” Pay Code should only be used to make timecard adjustments. All hours worked
should have the Pay Code “Hours Worked.”
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How do | transfer time To Account Unit or Activity Codes?

If you need to allocate time to a different Labor Category for hours worked, find the date that
includes the hours worked for that day. Then go to the Transfer Column and select Search.

AT Pay cooa Armaurtt n Ot ransfor Shift
HOGCCEF KTTE RED PAY i K,
Sl - 00 AN X7 P
00 A 00 Fu

A pop-up called Transfer will appear on the right. Select Add Labor Category.

" Transfer

Bob, Sponge

HOGE-G0LT RETH-1H

lon 1214 A7 O Henyon

Crgar
N H Course\S0T28

Creei
Fong -
Hong

b HCQC 20108 AAFRENDE 000
oA

Tip
Labor categories include Account Unit codes and Activity Codes (Transfer Code/Labor Code). Depending
on your role, you may only be able to access certain codes. What you see is based on your assignment or

position and business needs. Please see the How-to for All Staff for adding a new Project to your own
Timecard; you can use the same process to add a Project to an employee’s Timecard.
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In the Transfer Labor categories box, use the drop-down arrows to select the Add Account
Unit or Add Activity, then click the OK button in the bottom right of the box.

2 Transfer
Labar calegorias

When you return to the Transfer box, select the Apply button.

Labor categories

ACTNITY
0320 -4 =y

The Transfer code will now appear on the employee’s timesheet.

Assignment Pay code Amount In Out Transfer

HOGC-GOLF INST 8000 A 12:00 PM R .. B0320;

Select the Save button to save the transfer.
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How do | move amounts on an employee’s Timecard?

Go to the employee’s Timecard, select the Timeframe for which you need to make a move.
Select the Totals tab at the bottom of the page.

Accrun lotmls Aucits Higtorcal cormaction

You will see information in the Totals tab. To move total amounts, be sure to set both drop-
downs at the top left to All (as shown in the screenshot).

Al = | Al - Show onby urmpproved obiis. [ Assigrovant grouping
Assignment o~ Location #g " Job Ty " Costcanter +, ™  Lebor catagory +g = Fay code e ™ Amount
5 GrganesionftHAAPD. 5 GOUF CANT ATTENDA RO SO DB L RAML TOTAL ran
5 Orgardstion/THAAFD. 2 OLFINSTR [EFHCREADTIE AAFTIET GRAMD TOTAL x0O
B, Orgatisar anl T SAFD B, OLF NETN OO A0TIE SAFLETAL ORENTF TOTAL L e
COC-OOUF ATTTRGANE. 8 Organtosison(TJAAFD. | 0 GOUF CART ATTENOA I SOTIR AAPDLBKIAL RED PAY 130

Right click on the Pay Code where you want to move total amounts from. You will see the pop-
up for Totals Actions. Select Move Amount at the bottom.

Totals actions

WININE

HEGO-GOR T ATTIMEANT -

Tip
If you are moving totals for a multi-job employee, the Assignment Grouping option must be selected.
Also, amounts can only be moved within an assignment. Amounts cannot be moved from one assignment

to another.
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You will now see the Move Amount panel.

%~ Move
armount

Baby, Sponge

In the To area, enter the Effective Date, select a Pay Code from the drop-down menu, and
enter an Amount.

Tip

Effective dates must be within the selected Timeframe.

If you need to change the Account Unit or Activity that the time has been charged to, select
Transfer from the most recently used list, or select the down arrow to open the Transfer pop-up.

You can also add Comments and Notes.
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Select Apply at the bottom of the Move Amount pop-up. The screenshot below shows 4:00
unapproved hours in the Pay Code column before the Move.

Al - Al - Ehvpim by LB Y B Assgressm grogeng
Assignrant ) T Looation Ty Jot ol Costoantor T, "  Laborcategory Tq " Pay oo *a Armount =
¥, Drpanizwtioni TR DOLF mETe DT AR AdF T THLA KD TOTAL 00
E DegaramisnMrasrn & QOLF METH HEGE SON2E ARFTIR 0 | TeA AND TOITAL LB
UG- COLF AFTEMDIRNT ¥, OrpamzstianiT2isArn B, GQOLF CART ATTERDA,. HLGC 2018 ARFUEITS | RO PAY 130
VOO -CHOL F ATTRMOAMT E DegariastianiTraarn A GOLFCART ATTERDA, NCGE S0TM ARTIEI0A | UHAPFAOWVID MDURS 4:00

A new row with the To information is added, unless there already is a Pay Code or Transfer of
the same value in the Totals add-on. The From row is reduced by the amount moved. (Note: The
screenshot below shows that the 4:00 unapproved hours were transferred to a new Pay Code,
1.0 Comp Emn.)

Al - Al - St sl i prirsed tonsk Assijinmont Pouning
Assignmarit ¥ " Leoathon " Jobs iy ™ Cosd comtar -+, " Labor cotegory +. ™ Pary codo Ty " Arncunt -
2, Dugssiastion/AAFD. 5 DOAF MSTR MGG, B01 78 AT ML GRAND TOTAL L]
WEE - (O0F ATTESIANT i, Orgmniaation Tl AAFD i GOLF CART ATTENDA Laratoalb T R L0 SO ERK 400
HCOC-G0LF ATTENDANT 5, Dvgesianton/TI/AAFD. 5 GOLFCABT ATTENDA OO S01IE AFTIEI RED LY N30
NEGC-G0UF ATTENDANT. & Orgeebsation/TAAFD. & OOLFCART ATTONDA CEEC BT AR T EN0 UNMAPPEOWID HOLES aoa

In the Timecard, as always, select Save in the upper right corner when it turns purple by clicking
on it.
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How do | view (or delete) the amounts | moved on an employee’s
Timecard?

Go to the selected Timeframe for which you want to view your Moved amounts. If there are any,
you will see the View Moved Amounts in the Timecard toolbar.

= *T ¥ o - & g -

List view Zoom Approve Analyze Wiew Go to
mioved

Select View Moved Amounts. The View Moved Amounts pop-up opens with information about
all the moved amounts for the selected Timeframe. These are listed in chronological order by the
effective date.

%= View
moved Bob, Sponge
amaounts d

Total moves [2]

I
10 COMP E8N
00 Hoar(4)

= .I '.I.:-'.:lx:.l
U PEROVED baOLES
A0 Hourie)

Tip

If you moved multiple amounts on the same effective day, they show in alphabetical order.

While you are in the View Moved Amounts pop-up, you can delete all the moved amounts by
selecting Delete All.
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To delete a specific moved amount, select the moved amount and then in the Moved Amount
Details pop-up, select Delete. When finished, select the Done button.

»*  Moved
amount Bob, Sponge
details sdinis

HCGC-GOLF ATTENDANT-N2
B IN2026

4700 Hower(s)

REG PAY

To

UNAPPROVED HOURS

On the next screen, select Apply. Back in the Timecard view, click the Save button on the top
right.
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Section 2. Taking Action on Time-Off Requests

How do | review and respond to an employee’s Time-Off (leave)
Request?

Click on the Employee Requests option in My Notifications tile on your Home page (or the
Alarm icon in the far-right top corner).

My notifications >

My Requests 1 >
Employee Requests 3 ’
Timekeeping 29

Then, the Control Center will open with all Employee Requests.

= Contrel Canter

[~ ] & L
Lo 5o o . 8w .
My i - Soma OFF Fle-jasal - Blancard 1
Pty —
ETHE Tirme O Reguest - Standard
3 Empioyes Reguan . inme : St
2 Teghemi FERT M, o
Tirsn CF Reguast Tignsierd
THAT -8, il VE AIDE PROGRAM MITH
. MW AAE MLk dar SO
]
o Open § ="
Tisss COT bguaial - B posbinsa
TESTIE. CLOCKEE
i Warnages RGP
Timahisseiy REdil

Click on the one you would like to review and respond to. You can review more information on
the right side in the Details panel.
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At the top of the page, you can take action to Approve, Refuse, Add Comments, put it on hold
(Pending), Edit, Cancel, or Delete. Below are tips about those actions:

e When you Approve the Time-Off Request, it will pass through to the employee
Timecard and cannot be edited or canceled there. You, as the Manager/Time
Approver, would have to take action to edit it through the options above.

¢ You can Cancel a Time-Off Request if it was submitted by the employee in error.

¢ |f you want to remove a Time-Off Request from your view, be sure you've canceled it
first. Then, you can Delete it.

= v X = I 74 N © =
Mark Done Approve Refusa Add Panding Edit Cancal Delate Go To
Commenls

Tip

Deleting a Time-Off Request does not cancel it. It only removes it from your view.
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Section 3. Scheduling Employee’s Time

How do | build a schedule for my employee’s time?

You will see the Manage Schedule tile on your Home page. Click on the title “Manage
schedule” to open the Basic Schedule Planner.

Manage schedule >

HHDEMAO2E + Lgst Uodste 174

You will see the Schedule grid with a list of all your employees.

E—; m Basic Schedule Planner with Absence Calendar

rfrarms |"—__'| Vasterday Plus & Dms =

» e [=] =

Guiskisc-  Bhowl Ganttyiew Ziem
tians Hidle
Q T+ Sisn 1O7T] - Sat KHTT
Name  {onal + Sun /R Mion 10/12 Tues X412 Wad 1014 Thy 10/15
* Bab, Sponge I BN AM- 000 Evel Iu-:x:..-.--l-guuw |uwnr-'-.n-'_-:; P I-_luumf-u.-:-:l oM
E— l B0 PM-700 P l T30 P - 7000 P I 100 PRA-700 PM l 1200 PH-T400 PM
® Duks, Dnisy
® v, Clinek
® Lane, Lois
TP l D130 AM-500 P I S AM-500 P I B8 AM-TZO0 P ' 045 ARE-T2O0 PM I 0545 AM-12130 P8

Tip
You will also see a tab at the bottom for the Absence Calendar. The Absence Calendar shows a dot to indicate
the date the Time-Off Requests are submitted and approved. You must click the dot to see the details.
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From the Schedule grid, you have four options for how you schedule. Each schedule option has
a different purpose:

e Scheduling Option 1: To assign schedules in mass when you want to create or use
known, recurring patterns and shifts.

e Scheduling Option 2: To assign schedules in mass when you want to use existing
Schedule Groups.

e Scheduling Option 3: To assign schedules for one-time use.

e Scheduling Option 4: To assign schedules for one employee at a time, using
Groups.

Each option is outlined in the following sections.
Tip

Regardless of which option you use, know that when you build a Schedule, the start date should be in
line with the first day of the pay period, or the first day of the week in a work period.
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Scheduling Option 1: Use a Schedule Pattern Template and/or a Shift
Template from the Schedule grid.

Purpose: To assign schedules in mass when you want to create or use known, recurring patterns
and shifts.

From the Schedule grid, click the down arrow next to the calendar button on the top left to
navigate to the Timeframe you want to schedule for.

Timeframe | (5] Curment Schedule Period «

Timeframe

Previous Schedule Period

Currant Schedule Period

Mext Schedule Period
Next Schedule Period + 1
MNext Schedule Period + 2

Todany

Select range

Tip

Schedule Period for the Schedule Planner with Absence Calendar is two weeks.

In the Timeframe you selected, you can view the first week or the second week by clicking the
tabs at the top with the weekly dates on them.

Iz m Basic Scheduls Planner with Absence Calendar
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Some Managers/Time Approvers use Hyperfinds to schedule people who are in similar groups
or roles. To find your Hyperfinds, click on the All Home down arrow in the Location option on
the top right of the screen.

Locate and select the Hyperfind you want to use to filter your employee list.

edule Penod = CELIoN @l All Home -

Locations & hyperfinds

0-5T Manager with Unapproved T
0-5T Terminated and Inactive Em

Active-Inactive-Terminated Emp

Tip

To learn how to create your own Hyperfind, see Section 7.

Next, right click on the employee’s name to see your menu options for scheduling that
employee. Click Schedule Pattern.

Duke, Daisy
HOEC-ADMIN SUPPT-101
[AAFDYHanson Cresk Goll Coursafd0T00ETE ADMIN SLIPFT
SOea3
Triimg
, i
AN SUFFT
G000 - Ol
(s =
B = % - r 3
oy ¥ i ol
o "

Tip
Most Managers/Time Approvers use the first two options in the menu in the above image: Schedule
Pattern and Add Shift.
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The Schedule Pattern dialog box will appear.

Schedule Patten

Duakin: Dy o (iain

| Stwst Patimens . O Ack! New Preinm
L

L Erimy Mozt ny Vammiary oty I=1rusiay Frosy Eaturdary

LR
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Tip
If the employee already has a Schedule Pattern built out, you can assign another Schedule Pattern in
addition to what is already there. There are pre-defined Schedule Pattern templates in the system. Also, a

Manager/Time Approver can create a Schedule Pattern and assign it to the employee (see instructions
below).

To assign a Pattern Template, click the down arrow next to the Pattern Template icon. Next,
select the Pattern Template you want to apply to this employee. The screenshot below displays
a list of pre-defined Pattern Templates.

o]

Fattern Templats

5.3 So W4T S300-315p Saml W-F 8300w~ 315 minas 80 ek
5.3 Goes 3-F Sa - 3485p Wi -F G00am - Labpim mine A5 et
RAEF EAS]] Sum -~ EE0nd AKEF EAE Barry ~ S30pen 5P B3

BAFT) FEASLI S - B30 ALFD FEASL Surn - S30pm: 5P8 BI

RAFD TTHFEL Bmm. - S30per ALFD TTHFEL S - 530pm BR8 A2
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Once you select a Pattern Template, review your selections in the left menu for the Start Date
and End Date, how long you are defining the Pattern for, whether you are overriding other
Patterns, and which week to start the Pattern on.

When finished, click Apply in the bottom right corner.

Schedule Pattern

Duke, Daisy

E3SE‘E||_SM-FEE| - 1_ ’ ﬂ -‘:U;id NEW F‘BTTEFF‘I

Mo Sunday Monday

N SUPPT=-101 - (T .
i hit |L.-.".‘UJ'-M-'J-1-:.I—"M I:J:‘.'

@ Forever

Spacify Date

1 Weak(s) w

Cwarride Othar Patterns

You will return to the Schedule grid where you must Save your work to apply the schedule.
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As an alternative to using an existing template, you can create a New Pattern by filling in the
information in the Schedule Pattern / New Pattern panel.

Tip

Be sure to name your New Pattern in a meaningful way so you can find it again.

Name your New Pattern and define your Start Date and End Date.

Schedule Pattern

Duke, Daisy

| Mew Pattern | - © Add New f

N SUPPT-101 - | @

® Forover

Spacily Date

1 'n'u'unl-u.l:.ﬁ_:- w

Tip
Please do not use the Forever button when you are creating a New Pattern; the system defaults to the
year 3000. Specify a true End Date.
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If you want to use a pre-defined Shift Template within your Schedule Pattern, click on the Shift
Template icon and select your choice from the pre-defined Shift Template menu.

B+ & = = [
Pattem Ehl Commeni  CopyPasin Do
Tt It

= )

Home Brescription

TEABAM - EOSP M

T B - Col S
1200 &m - 10d5am 10 HCHRS SHFT Saturday
1230 pm - RIS pm 10 HOUR 3HFT

The Shift Template you selected will become active, as shown under the Schedule Pattern
title. Your cursor will become a plus sign (+). Click into the cells for the days you want to assign
that Shift Template to in the Schedule Pattern.

Schedule Pattemn
ﬂ_ Sivf Templais TANAMW -1 40k
2 =l
DakmDml ey
¥ _“*“ Parem @ Adid New Pattem
V - Mo Savluy [EEE T lay W sy Thas iy Fé iy
CRATL i - | @ o F-.;.,_ﬂ. A% P I::.. M- AL T
— m e 1
=

When finished, click Apply in the bottom right corner. When you return to the Basic Schedule
Planner, click the Save button to apply your changes.

Tip
If you first apply a Pattern Template and then modify it, you will get a warning message that recommends

you change the name of the pattern. Please DO rename the Template with something meaningful if you
modified it; otherwise, you may be changing a Template that other people use.
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Once you have applied and saved the schedule or shift, you can navigate to the Employee
Timecard to view schedule information. Right click on the employee’s name. Click on the drop-

down next to Go To. Then, click on Timecard.

e Calendar
HOGC-ADMIN SLPPT=101
TAAFD Henaon Cresl Goll Course/ 0 20N0S 6 ADME SLPET
":l‘:":"‘:lﬂ.
Traring
AL SUPPT = Sat 10017
Tiss B0
schodided Wl Hour
Q0 = D000
= - L3 o - b - | rzoomr00em
i i o st Al g rei T et Apspriid I GaTa
i i I I TE45 AM-E4h P
Timecard
* Kent, Clork [ ]
Paopls
® Lare Lole
Reports
# Mose, Mickay 9060 Ad-Ec00 P ' 00 AM-ooo e I oo IR T

The Employee Timecard loads and includes the schedule for your review.

= & Employee timecards

Ermpioye Duke, Daisy = | @ 99993 ot Timatrame | (5] Curren
= T W 'ﬁ' ol 5 4
List wimw Ioom Approve Anatyza Goto
Date Schedule Absence Assignment Pay code Amourt
+ Sun W
+ Maon 10012 Tt45 AM « 545 PM b Hoo
+ Tee 1013 145 AM - 545 PM l"_ G
+ Wed 10014
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Scheduling Option 2: Use a Schedule Group from the Schedule grid

Purpose: To assign schedules in mass when you want to use existing Schedule Groups.

Within the Basic Schedule Planner, click on the down arrow next to View by Employee and
select Schedule Group.

= ([ Basic Schedule Planner with Absence Calendar

View by | Employee =

View by
Employee

Schedule group

™ hov e |

Tip
Employees can be in more than one group, you can only add to one group at a time.

In the left column, you will see both Ungrouped Employees and Grouped Employees, if
applicable.

If you want to add one employee to a Schedule Group, right click on that employee’s name. (If

you are only assigning one employee, you do not have to click the select box by their name; you
can simply right click on their name.)

(#l4e) Basic Schedule Planner with Absence Calendar

Ve by | Schedule group = et [ Yostorday Plis & Days =
o ey [im]
en & T et
Juick pc-  Show/  Gantiview  Joom Loa
tiong Hide Ermine
¥ ? | Sun BT - Sut 10017
PREPRE Bun MM o 10012 Tise MU Wed W12 Thai 1CY10
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» Botx Spongs " B0 AM -G FM
# Dok, Dongkd II 1200 P- 700 P || 00 Pi-T00 P || 0D Pl =700 P II 1200 Prd-71000 P
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Select Add to Group from the pop-up.

Duke, Daigy
HCGC-ADMIN SUPPT-¥01
JTAAFOHe i ek Golf

Errpiny
SERaG
Teaming

ALY ELPPET

If you want to add multiple employees to a Schedule Group, click the check box next to each
name to add, and then right click any one of their names. Select the Add to Group icon.

[ b - %
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You will see a pop-up called Add to Group on the right. Click on the down arrow next to
Group. From the Group drop-down menu, select the Group.

% Add to group

Duke, Daisy
fussapnmend
_=ADMIN SUPFT-101 - ._fli-\
DE00-1645 MTWT -

CE00-1645 MTWT
0G00-1845 MTWTF
BO0-245p
&30u-H5p
Admin Aides
AREIRIRNT Varus Manegers
Lo -5ufBa-lpM-FE3Da - 3Ep

BHRP Twe - Sat 830wm - J15pm

Then, specify a Start Date and an End Date. Start at the beginning of a pay period or work
period.

*  Add to group
ke, Daisy

ALORIN SUPFT=101 -

Admin Aide

1T 2028 (]

*  Formee
Spacify date

Remove amployess trom otfeer scheduls

Inferitance groups for selected dete range
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Tip
Please do not use the Forever button when you are scheduling; the system defaults to the year 3000.
Specify a true End Date.

You might consider selecting the checkbox next to Remove employees from other schedule
inheritance groups for selected date range. Only use this option if you are certain that other
managers are not also assigning this employee to Groups.

When finished, click the Apply button in the lower right corner.

You will see the Schedule grid again. Now, on the left, you will see the new Group schedule you
created (in the screenshot below, it is Admin Aides). You will also see that the employee you
assigned to that Group is under that Group heading, rather than the Ungrouped Employees
heading.

= [[[Z3 Basic Schedule Planner with Absence Calendar

lew by | Schedule group -« neframe | [5] Yesterday P
G L) = - pi
Gutck o Ehow | aant L Lo Lood
I el ]
‘Tr‘ | Ban BOFT - Sat 1041
S 10T Mo 10{12 Tue Y13 e O Thu
harma fonzy +

Ungreupad Employes_
3

Adrmin Aiches [1]

II ThaS AM-5:L5 Pl il 1Ba5 ASA-5-a5 P
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Scheduling Option 3: Use Quick Actions from the Schedule grid.

Purpose: To assign schedules for one-time use.

You have the option to use Quick Actions in the Basic Schedule Planner for multiple actions,
including scheduling. Remember, Quick Actions are for one-time use. Once you navigate to the
Basic Schedule Planner page, you will see Quick Actions on the top left.

= (19 EBasic Schedule Planner with Absence Calendar

i-l"‘ L] - T

Fhiick @ EFerii | Chanst wiw Tewn
tiony Hidn

Click on Quick Actions for a complete menu of options.

= Basic Schedule Planner with Absence Calendar
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Scheduling Option 4: Use a Group assignment from the employee’s People
record.

Purpose: To assign schedules for one employee at a time, using Groups.

Tip

Schedule Groups are set by the UKG Support Team and cannot be modified by a user. You can request a
new Schedule Group(s) option by entering a ticket in ONPOINT. See “How can | get help?” in this
document to learn how to submit a ticket.

You can also assign an employee to a Schedule Group from their People record. From either
their Timecard or their Schedule grid, click the down arrow next to Go To, then select People.
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In the People Information screen that opens, look for Scheduling. Click the arrow next to
Scheduler to expand the options.

[HEieg  Peopls indarmatian

Bab, Spenge

Scheduling

Sctmdder
Hob, Spange

Tt ASERPMEra St De” Ervct Darta
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You can then assign that employee to a schedule group with a Start Date and End Date using
Group Assignment. Click the right arrow in the first row under Group Assignment. Make your
selection.

- People information

Bab, Sponge
Group Assigrment 5

Bab. Sponge
56 .

Set the Start Date and End Date. Then click the Save button to save your work.

Tip
Please do not use the Forever button when you are scheduling; the system defaults to the year 3000.
Specify a true End Date.

The Maryland-National Capital Park and Planning Commission
UKG Workforce Pro: Time and Attendance Management (10/19/26) Page 40



Managers/Time Approvers

Section 4. Adding Employee Contact Information

How do | add or update employee contact information?

On the Home page, select the Main menu in the upper left corner. From the Main Menu, select
People Information under Administration, Time Administration.

Administration
l:'-} Time administration ~

Paoplo information

On the People Information page, select the Employee’s Name from the list.

People information

- 3 - 5 - ; - .
Bob, Spon
Mame SP E=
Ernifalonies Usiar Detiits
Aot (s of W6E20E8) SEEE9
Bob, Sponge e ,
[ SEASTINAL SICK LEAVE Active (s of 107262005

imiary Job information rdtiggrmad com
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Informatian
Cortacts

Bgditional irdormation

Mccoss Profiles

Next, select Contacts under the Employee heading.
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When the Contacts option is expanded, you may enter the employee’s contact information.
Select the Save button in the upper-right corner when finished.

Bob, Sponge

« Contacts

cla Frra

metipgmail.com

madf@gmad com +12023873486 & sME =k

M3

When entering a Phone Number, use the following format: +1 with the area code and phone
number with no spaces or dashes, e.g., +12025559743. In order to send SMS text messages
to employees, add phone number to field Phone 1 and check SMS. Adding the email address
for Seasonal / Intermittent employees enables workflow notification and self-service
password reset.

Tip
Fields “Phone 2” and “Phone 3” can be used to store phone numbers, but they are not used to support

SMS at this time. For employees who are issued a Commission email address, the information will be
populated through automation.
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Section 5. Delegating Your UKG Workforce Pro
Responsibilities to Another Manager

How do | submit a request to delegate my responsibilities to
another manager to perform?

Delegation requests are used most often when managers are out of the office, going out on
short-term or mid-term leave, or if a manager anticipates a vacancy that will be filled soon. You
must have approval to delegate your responsibilities.

Tip
The approval will take place outside the system. A manager must get approval from their supervisor to

delegate their responsibilities to another manager.

Click on the My Notifications tile on the Home page.

My notifications

On the top left, click on the down arrow next to the My Actions button. Select Business
Processes. Then, select Manager Delegation.

-

My Actiona

My Actions Lib

2 Business Processes

t’danager Delegatinr{

The Maryland-National Capital Park and Planning Commission
UKG Workforce Pro: Time and Attendance Management (10/19/26) Page 43



Managers/Time Approvers

A pop-up will appear on the right for Manager Delegation.

*  Manager Delegation

Neaw Delegation

Delegats*

TRAM-5PA. JOE -

Start Date®
End Date®

Role Profile®

Delegate Profile - |

Cancel

First, click on the down arrow in the Delegate box to select the manager you want to delegate
to.

Tip
You can only delegate to a manager who already has a manager’s license in the system and who is in
your department.
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Next, use the Calendar icons to set the Start Date and End Date.

Start Date®
&
End Cate®
E 1l
Role Profile®
Dedagate Profile - |

Submit

Do not do anything with the Role Profile down arrow. It will default to Delegate Profile. When
finished, click Submit.

Tip
You can only delegate a Start Date from the current day going forward. You cannot delegate from the

previous day or going into the past. You can set a future date, but the manager will not see it until the
future date arrives.

There is no limitation in the system to the End Date (it can be a day, a month, a year, etc.). The delegation
will automatically expire on the end date with no action on your part.

You will see “Success Submit action has completed successfully” in the Manager
Delegation pop-up.

* Manager Delegation

& success Submit actlon has completad

sutcassiully

You can then click the large blue X next to Manager Delegation to close the pop-up.
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Tip
When you submit, an email notification will be sent to the manager as a request. You will receive an email
that your request has been submitted.

To view your pending delegation requests, click Tasks under the Categories menu in the
Control Center.

= 9 cControl Center

=

My Actions.
Categories
o ® Filtgr: Bl = Mone @ = bane |
0 My Requests Active b

0 Employes Regues TRAIN-5PA, TOM
TRAIN-52%, TOM has submitied o delegation

TRAIN-ZP&, TOM hins starten & delagation an KO/OEI202E]

63 Timekeeping HHOBI0HE E04 P
Ciation 19 Concel The Delegation
; THAIN-58%, TOM
1 Tasks “riitse O IG0VDE 1035 204 PM

0 Open Shift Regue.
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How do | cancel a delegation?

Tip

You may want to cancel a delegation if you made a mistake or want to end it early.

On the My Notifications tile on your Home page, choose the Tasks right arrow to get to the
Control Center.

My notifications »

My Reguests g 2
Emploves Requests o 2
Timekeeping €3 2
Tasks 1 2

Click on the delegation request that you want to cancel. On the right, you will see the details of
the request with a Cancel Delegation button at the bottom. Click it to cancel at any time.

Manager Delegation

ﬁ-g'llrgrl'l.-n-n Cancellation Farm

You have successiully sent n delagation
regquest a8 described below. To cancel the
regquesl, click Cancel Delegation

TRAIN-5PA_ JOE

Delegate Profile

Cancel Delegation
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How do | accept or reject a delegation request from another
manager?

Tip

Managers can only have 3 delegations at one time.

Click the hyperlink in the email you received requesting delegation. Log on successfully to the
system.

Click on the My Notifications tile on your Home page (or the Alarm icon in the far-right top
corner). Find the specific Task Assignment for the new delegation request in the Control
Center, and click on it. You will see the Task request in full; review the details.

= Control Center

Categarisn
L * Filter o ione 8 = kora |
0 My Requests Artivn L
0 Employne Heques. % . THAIN-528, TOM

TRAI-5P, TOM nas suterittedl o delagation
Seow TRAR-SPA, TOM Puis Warted & detegatiss on 1DV202000 ST AM, This reguesl hes not yot b
0 Timekeeping aiwcd RIS 3T A
T Ko Delagation Aooppmance Form
TRAIN-5PA, JOE
TEVE 0 T

1 Taiks

Tip

You cannot change the Start Date or End Date on the request.
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In the Details section on the right, you will Accept or Reject. AComment on the request is
optional.

Manager Delegation
Detegator

TRAIN-5PA, TOM (TRAINZ)
Start Date

022024

Role Mame
Delegate Profile

Select Action®

If you Reject the request, please add a Comment as to the reason for the rejection. The request
will be returned to the requesting manager, and they will need to submit a new delegation
request.

If you Accept the request, you agree to perform the process duties on behalf of this manager.
When finished, click Submit.
Tip

When you click Submit, the Task will disappear. The requesting manager will receive email notification
that you accepted their request.
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How do | perform my delegated responsibilities?

Tip

To see your delegated responsibilities, you must log out and log back in.

After you log back in, go to the top right of your screen and select the Switch role option.

[—T Switch role

In the Roles & Employments pop-up box, you can switch between your Initial Role and your
Delegate Role by using the drop-down arrow.

*  Roles & Employments

Roilg: *
[Irl-tlal Rala = @
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To perform the Delegate Role, select the button beside it, then click Confirm. Reverse this
action to return to your Initial Role.

*  Roles & Employments

Rote
{:l Initial Role
Delegate

(® TRAIN-SPA, TOM [10/12/2026 -
1012/2026]

EJH:EI m

Tip
Initial Role is your original manager role. Delegate Role is the temporary assignment you have accepted while
the original manager is out of the office.
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When you are acting as a Delegate for another manager, your log in name will show that you
are Acting as that manager.

= (I3

@ Acting as TRAIN-SFA, TOM

Welcome back, JOE

Now you can perform your delegated responsibilities.

Tip
You will not be able to see the delegation in the system until the date the delegation starts. So, don’t
worry if you don’t see the delegation switch in the system today when your Start Date is in the future.

The Maryland-National Capital Park and Planning Commission
UKG Workforce Pro: Time and Attendance Management (10/19/26) Page 52



Managers/Time Approvers

Section 6. Viewing Reports for Managers/Time Approvers

How do | view reports that are available to me as a Manager/Time
Approver?

Tip

Only Managers/Time Approvers have access to the reports.

Go to the Main Menu on the upper left. Under the Administration section, select Reporting.

Admifistraticn

(3 Time administration w

D Reporting

Select the Reports Library shortcut.

Reporting

Shortcuts

p_m] HReparts librery B Dataviews library @ Group adit resuts

From the Reports Library screen, choose the Run Report icon.

= [P reports library

™=
L4
Bur fepan
o Completed [CI]
¢ InProgress [0]

* Upcoming Reports [0]
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You will see a pop-up on the right with an index of reports, either All or by category, such as
Attendance, Audit, etc..

% Select Report

¥ Al

y Attendance
y Audit

» Scheduler

» Timekeeping

Click All to see all reports available.

* Belect Report

L¥] ."._|_

Absent Empioyess

Accrual Debit Summary

Accrual Detail Report

Accrual Detail Report With Running Balance
Accruind R:pnrhﬁg Period Surmmary
Attendance Analysis

Audit Report

Employee Hours by Job

Employes Schedula - Weekly
Employee Sign-0ff

Exceptions

Timir Dotadl

Choose the report you want to view and click Select at the bottom of the screen.
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You will see the pop-up change to the title of the report, a description of it, and options for
Timeframe, Hyperfind, and Output Format.

*  Time Datail

Some reports have options for the Output Format, such as PDF, XLSX, CVS, or other.

Cutput Format ®

FDF |

POF

ALSX
Interactive {Desktop Onl..

csv

Make your selections and click Run Report at the bottom.

[ Cancel | EEGIRLIEN
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After the report is run, you will see a pop-up with Report is completed. Click OK (or the X) to
close the pop-up box.

@ Report is completed

Tirne Detssl Raport 8 completid

To find the report, go to the Completed section of the Reports Library.

= Reports fibrary

o )
i Fu M|

= Completed [1]
Tirnia Dol
&l
TR0 WM Al 3
EVIE 008 W00g Al
Fest-Manage: Joe [irital Ros

o o FDF
+* |mProgress [CI]
» Upcoming Reparts [0]

If you click on the Completed Report, it will automatically launch on your screen. As an

alternative, you may click the checkbox to select the report. This will launch a pop-up on the
right side of the screen with Report Details and report options.
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In the report Detail pop-up box you have details about the report and several options: Delete,
Re-Run, and View Report.

* Time Detail

& Bucesss fopoit s ceTEimed X

Disploys detafed dato sbout each ermployess
putichen, durstion. snd poy code adits. Summary
duis m displayed par ampioyes, totaling rme snd
meaniry 0y labor CEapary and pay Coce [axchidirng
combinad pay codna) and then by Bay cods anly
{separately listing combined pay codes)

Ga il
IHIEF2026 0kl AM
T IE2076 Tk ARt

ODnDs

Completed

Dt R - Bisn

You also can find the report in your Downloads. (See the section titled, When do | need to
download a Dataview? to learn how to download.)
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If you want to run a report for a particular employee, you can run the report from the Employee
Timecards view by clicking on the Search icon in the upper right corner of the screen.

The Employee Search panel will appear on the right. Enter the Employee Name, then click the
Search button.

*  Employee Search

In the search results, select the checkbox beside the Employee’s Name. Then select the Go To
button and select Reports.

*  Employee Search

Total |1] Selected| Timecand

Schadula
E Mo Disel
i SFFeH
Peopls

Hoports

You will see a pop-up on the right with an index of reports, either All or by category. If you
navigated here through the Employee Timecard, the Hyperfind will show you that you’ve
already selected an employee. Select the desired report.

The Maryland-National Capital Park and Planning Commission
UKG Workforce Pro: Time and Attendance Management (10/19/26) Page 58



Managers/Time Approvers

After the report is run, you will see a pop-up with Report is completed. Click OK (or the X) to
close the pop-up box.

@ Report is completed EJ

Tirne Detssl Raport 8 completid

If you click on the Completed Report, it will automatically launch on your screen. As an
alternative, you may click the checkbox to select the report. This will launch a pop-up on the
right side of the screen with Report Details and report options.

[ b

= Completed [2]

You also can find the report in your Downloads.
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How do | use the Dataview Library?

Tip

A Dataview is a dashboard report.

From the Home page, click the Main Menu in the upper left corner.

Under Administration, select Reporting.

TIME ADMIN
T TRAIN-SPA

4= Add Favorines

Myt

ﬁ'; Tirma

byt

I,‘,F"‘} Tearn tirme L
,5,% Tearn plan w
Administration

{_l} Tirne adrministration -

Peopls wlomaton

[} Reporting

From the Reporting screen, select the Dataviews library shortcut.

Reporting

Shortcuts
:ﬂu Fopaity Bbosry E Chuitaved oo Bbw ary m i it rasulin
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You will see a grid of the Dataviews that are available to you.

Tip

Dataviews are organized and grouped by category, such as Timekeeping or Scheduling.

= [E3 Datwviews library

Tirtal | 30
Bebatilng
Hame O-5T Agaproren Tima OFF Roguests 3 M 007 bcheduls Dotall - Bhif Sagmsn 3 e B-8T Dbl Plamnes Soiumn et 3
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Hi T Borasabaske Burimary - §il 3 Masv's D07 et iy Bavaviary - Pasysl ivile [ atiis - T Radimasle Banimiary - Ll 3
[T [T [
drarme [ KT Tiresa 0F Meauemais Huiary 3 Pimirs B NT Tirme O Fwoquests o 5 [Hars Ciall Lmd Dodumin bed 5
L] 1 g (P
-------- o b vy U aboarn B 3
By
mak prpang
Hame 0-4T Employes Approvel it Sab Sum. 3 Huirs O-07 Ermgeioiss Agsprm Bumemany e trame D-8T Empiryes Haurs by Job 3
AT Tinmy - e
Hane 1 &1 | gy insirs g L shar Catagery % [T ) Baanmnial e 5 Haitis lrmigmey Hmas l:l 4

Find and select the desired Dataview, such as Pay Period Close.

MName: Pay Period Close 3
ot Ernployme

Tip
If the number of records exceeds the threshold limit for display, you will be automatically prompted to
download the Dataview.
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An open Dataview looks like the one below, called Pay Period Close.

= ([ Pay Period Close

Drataview | Pay Period Close Nimaframe ﬁ Prewious Pay Per_ =
Y T L B 8- -
Select all Refine Zoom Feople Track time  Approval Create no-
tice

W Employe.. ~ Employe... = Employe.. = Approvin.. = Manager.. * Previous .. ~ Exce
|:| Bob, Sponge 09994 NONE TRAIMN-5PA, T. o
E] Duck, Donald 95938 NONE TRAIN-5PA, T_ o
D Maouse, Mickey Ba997 NOINE TRAIN-5PA, T
D Lane, Lols 299996 MCHME TRAIM-5PA, T

When do | need to download a Dataview? And how?

If the Dataview has too many records to display, you will receive a message asking whether you
want to create a download of your selection. The Download button will be located in the bottom
right corner of your screen.

& Download
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Click the Download button to create a download file of the data. You are automatically directed
to the Reports Library where you can access the file.

)

= Completed [1]

»  Name BST_tmplnyuq Summary_ Full
[Dataview
1A 2024 905 AN
10 30/2024 S06 Al

Select the download file of your choice. It is downloaded in comma-separated value (.csv)
format, and you can open it with the application of your choice. It is stored locally in your
Downloads folder.

w | @
x| 05T Employee Summary_Fu [ [A
090549.csv
5.4 MB » Done

3 Loaded

If you navigate away from the Downloads page and want to return to it, from the Dataview
Library, click Navigate to Downloads in the upper left.

4

MNawvigate to
Downicads

Total [29]
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Can | print a Dataview?

Yes, you can; however, it depends on the Dataview.

If you see the Share button on the right side of the toolbar, then you can Print the Dataview.
From the Dataview toolbar, click Share then click Print.

o

Details Shara

Export ]

| Print
rir. ) i al

In the Print panel, the items that are available to print are displayed. Select the items that you
want to print, and click Continue.

%  Print

ﬂ Infarmmation & provieey of your
pelsctmnis} wil apan in p sepersis %

weredow of vour browsar.

Tables [1]
Hiomeatric Staius

il / m
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A preview of the items you want to print appears in your browser. To Print, use your browser's

print capability.

@ B mnop gk ronoa com)
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How do | export a Dataview?

If you see the Share button on the right side of the toolbar, then you can Export the Dataview.
From the Dataview toolbar, click Share then click Export.

g

Dextails Shara

Export ]

| Print
i ‘, ) a

The Dataview export will quickly appear in the upper right corner of your screen. If you miss it,
you can click on the down arrow in the upper right corner of your screen to retrieve it.

¥

LSl

You also can find the Dataview export in your Downloads.

Tip

After you click Save, you may be prompted to save the file to a location on your computer. Locate the file
on your computer; then open. These steps may vary depending on the browser that you are using. You
will need to download a Dataview when the number of records exceed the display threshold. Don’t forget
to sign out of UKG!
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Section 7. Creating Your Own Hyperfind Query

How do | create and save a personal Hyperfind?

From the Main Menu, click on Time application setup under System Configuration.

Joe
Test-Manager

Myself

e Time v
My team

I,E..?n Team time W
I};PE Team plan w

Administration

G;', Tirme administration W
D Reporting

System Configuration

{8} Time application setup 2

The Maryland-National Capital Park and Planning Commission
UKG Workforce Pro: Time and Attendance Management (10/19/26) Page 67



Managers/Time Approvers

In the Time application setup screen, click on the Hyperfinds link under Common Setup.

- Time application setup

Setup

Expand All
Common Setup -

v Hyperfinds

From the Hyperfinds page, select the Create icon on the toolbar.

= [P Hyperfinds

HYFERFINDS

Tip

Only you will be able to see this Hyperfind. It will be labeled as Personal visibility in the system. You, as an end-
user, are restricted from creating public Hyperfinds.

On the Hyperfind Editor page, you will see options that you cannot edit and options that you
will need to define. If you cannot edit it, the options will be greyed out.

Hyperfind editor

Hrd haos Heeme smployses = N

Ad hae
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First, decide if you want to create an Ad Hoc Hyperfind or if you want to save it for future use. It
will default to Yes for Ad Hoc, which is a one-time use. Any Hyperfind created that is specified

as Ad Hoc is not saved in the system.

If you want to save it for future use, click No for Ad Hoc and then enter a Name for your query in
the Add Description textbox on the left.

Hyperfind editor

Training Home employees (= H
hod descripiion e e Tl
# Ad hoc (3] Hr

yparfind will be savad for lator

Then, click the Add Conditions button in the middle of the screen.

Tip
Conditions are how you apply the filters you want to include in your Hyperfind.
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When you click Add Conditions, you will now see a set of Filters on the left with drop-down
menus under them that you can expand for many options. You will also see the first available
Filter under General Information called Name or ID.

Tip
In the Select Conditions dialog box, there are main filter categories: General Information, Timekeeper,

Time Management, Scheduling, Accruals, User Information, and Business Processes. (Note: Business
Processes is the category you can use to filter for Delegations.)

Saelect conditions

Filter J Mameor 0

=
w General infarmation

Byt Lt Maers
Harra 0r B
Primary Lanor Cutagory
Primary Cost Ceriar

Ssarch

Ak koral indoaration
Perpcrip Dates
Reoone To
Empibiyid Licafiid
Workes Type
Tirrae Torw
Sbata

Febacied G aredHaen
Legped e L

¥ [lgglei dinitalsds

Tirne Managermant
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When you have selected the Filter you want, you can add information to your Filter. In the
screenshot below, you are including people who match the criteria to Search by Last Name for
all employees that you have access to. You will get all employees because you have the
wildcard (*, asterisks) in the text box called Search for.

Select conditions

Fitter J Mame ar ID

iy clude volude people who meet this condit
v General Information

By Last Mame -
Marne ar 10

Primary Labor Category

Primary Cost Centar
Search

Additioral Informathon

Pearsons Dates

Reports To

Employes Liconse

Click the Search button to see the results of your Filter condition, but you have not yet added
them to your Hyperfind.
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In this screen, you will see your results on the left with a set of arrows in the center that direct
you to add the items you want from the left box to the right box. The right box is called Selected
Items. If you select one result, use the single arow. If you want to select all results, use the

double arrows.

In the screenshot below, you see that two results were moved to the Selected Items box on the
right. Only then will the Selected Conditions, Add button become active. Click Add.

Marme ar D

Balected conditicem Add

Your Selected Items will now appear in the Selected Conditions box at the bottom of the
screen. Next click the Apply button.

Seferteed Conditions Add

Lmst rame s Bol. Duck
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After you click Apply, you will see the Hyperfind Editor screen that shows you a summary of
your Hyperfind.

Hypartind aditor

1wy Wisldity =

#&d hac

To test the query, click Test Hyperfind in the lower left corner.

Test hyperfind
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You will see the Test pop-up on the right that shows you the results of your Hyperfind for the
Current Pay Period with a Total count of results at the bottom.

You can select different Timeframes you are interested in by selecting the Calendar icon.
Review your Hyperfind results; then, click Done to close the test.

= Test
&= -
Name i In}
Bob, Spange 9994
Diuck, Donald 99938

Totals 2

Dane

Tip

“Week to Date” is recommended for anything you want to see that is true today.
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If you like your results, you can Save the Hyperfind by selecting the Save button in the lower
right corner.

O sod

If you do not like your results, make the appropriate edits to your filters and filter conditions by
clicking the Add or Edit Conditions option to relaunch the Select Conditions pop-up.

Click on the conditions that you want to update that are within the Selected Conditions box.
Next, use filters to filter conditions to add new items. To complete, return to earlier instructions.

To modify items, select the items that you want to modify, then click blue arrow button. Then,
click the Update button.

To delete all conditions, select the conditions then click Delete.

Select conditions

Filter il Marre o D
w eraral Infoerrmartson

TR rr— - Upelwin |  Dulak

Next, click the Apply button at the bottom right corner of the screen.
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Click Test Hyperfind in the lower left corner to retest your Hyperfind.

Test hyperfind

If you like your results, click the Save button at the bottom of the screen.

Once you click Save, you will return to your list of Hyperfinds. You will see the one you just
saved in the list; the table will show that it is only visible to you (Personal) under the Visibility

column.

HYPERFIMND:S

Cregry Mama T Wik bty For Hame Employass

['hnl'.l'.,g 3
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The Maryland-National Capital Park and Planning Commission
UKG Workforce Pro: Time and Attendance Management (10/19/26) Page 76



Managers/Time Approvers

Tips for creating and finding your personal Hyperfind Queries

Be specific: think about how many people have the same Last Name.

The screenshots showed the initial default selections for searching by Last Name. You will see
other options by clicking the down arrow next to Search by. Be as specific as you can in your
filters; many people share Last Names so you may not get the results you intended.

Mame or 1D

By Last Mamo

By Last Mame

o @y Firsg Hama

By Full Mame
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Be aware of employment status: If you want active employees only, you
must include that filter in your Hyperfind.

Under the Timekeeper Filter, select Employment Status.

Select conditions

Filter

» General Information

~ Timekeeper

Hire Date

Emplayment Status

Employment Terms

Pay Rules

In the Employment Status filter, you can make your selections about what Employment Status
you want to include in your Hyperfind.

Employment Status

IO 1aI3028
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Once you have selected the Employment Status you desire, click Add. Keep in mind that you
are adding that condition to your Selected Conditions box at the bottom.

Selected conditions I’ Add

Employes employed and working as of today

How do | find a Hyperfind | created from Employee Timecards?

From the Employee Timecards screen, click the down arrow in the Location box. From here
you will see a list of available Hyperfinds as well as a Search function.

= Empaoymia timacards

o -ﬂ Fromsm Pay Pancsi = T .::- 1 Employesin) nelectpd = iy

WEG PAY a1
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Section 8. Additional Features

How do | add frequently used pages to Favorites?

You can personalize your Main Menu by adding your most frequently used pages to Favorites.
Favorites provide quick access to multiple pages within the system.

To add a page to Favorites, select the Main Menu, then click on Add Favorites under the
Favorites option.

OMNLINE TEST-

OT eme

=+ Add Favarites

Expand the menu subcategories to see available options. Select the checkbox next to each
item you would like to add to Favorites. Then select Save.

¥ Add Favorites Cancal m

) Pores marked on favoriies will anly nppearin the new hodk Cigae

Pick up 1o 40 pages to add in the tevorites categary in tha main manu. tems picked 040 Q saarch

= Myself

ﬁTrm‘

[0 My Colendar

O Timecard

The item will now appear on the Main Menu under Favorites.
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How do | use the Bryte A.l. Search and Navigation Feature?

The Bryte A.l. Search and Navigation action button appears in the lower right corner of the
screen on most pages in the system. You can use the system to help you quickly get to any area
of the system or ask a question to find information, such as:

e Open my timecard.

e Where can | enter a time-off request?

e What is my schedule this week?

To launch the Bryte A.l. feature, select the button in the lower right corner of the screen.

&

In the Search or ask for anything text box at the bottom of your screen, enter your request,
then select the Search Arrow.

Search or ask for anything

cryle Uses Al AIWaYS CNECK for aUrprises and mistakes
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Glossary

In this Glossary, we list in alphabetical order terms used in this document that may be new or
unfamiliar. Please use this Glossary for reference.

e Absence Calendar: A feature in the scheduling module that displays employee
absences and approved time-off requests.

e Accruals: Amount of time off an employee has earned but not yet used.

e Allocation: The assignment of work hours to projects/programs, expense codes,
and jobs.

e Approval: The final step in Timecard submission, indicating confirmation of hours by
the employee or Manager/Time Approver.

e Assignment: A single assignment or position (one job) that an employee holds
within an organization, which has distinct attributes, like its own separate pay rate,
schedule, and Time Approver/Manager.

e At a Glance: Overview or summary information displayed on the screen, often
highlighting alerts or items requiring attention.

e Attachment: A document or file linked to instructions or information within the
system, such as guides for creating Hyperfinds.

e Audits: Alog of changes and approvals made to a Timecard, accessible in the
system for verification and tracking.

e Bryte A.l.: A search and navigation feature that uses artificial intelligence to assist
with routine tasks and answer questions within the UKG application.

e Business Structure: The organizational framework within the system that defines
various departments, division, physical work location, expenditure codes, and jobs.

e Completed Section: A part of the Report Library where completed reports are
stored and can be accessed by users.

e Control Center: A centralized location within the system where employees can
manage requests and notifications.

e Content Menu: The Main Menu button represented by three vertical lines (often
called a “hamburger”) on the main navigation, allowing access to system modules.

o Dataview: A custom display that provides structured access to workforce data,
helping Time Admins and Managers/Time Approvers with tracking, validation, and
review tasks.
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o Dataview Library: A section within the system that provides dashboard reports for
various workforce metrics and management.

o Effective Date: The start date on which an action, such as a delegation or schedule
change, takes effect.

e Employee Count: The number of employees currently assigned to a manager,
typically displayed in the top navigation of the Timecard screen.

e Error Message: A system notification indicating an issue with a task or process.

¢ Extension: An exception that allows extra time beyond the standard cutoff to
complete a process (e.g., Payroll sign-off).

o Favorites: A feature that allows a user to add frequently used items for quick and
easy access.

e Historical Correction: An adjustment made to Timecards already processed by
Payroll.

¢ Hourly View Timecard: A Timecard format designed for hourly employees, showing
detailed punch information and hours worked.

e Hyperfind: A query or filter that allows users to select specific groups of employees
based on criteria, such as location, department, or job status.

¢ In and Out Punch: Entries on a Timecard that reflect the start (In) and end (Out)
times for an employee's work shifts.

¢ Intranet: An organization’s internal website accessible only by its staff.
¢ Kronos: A workforce management tool used for timekeeping.

e Labor Category: A way to organize information about what an employee has
worked on (i.e., job, employee’s assigned job location, etc.).

e Landing Page: The initial or main page presented to users upon login, also referred
to as the Home Page.

¢ Locations and Hyperfinds: A filtering tool within the system that allows users to
select specific groups of employees based on criteria such as department, role, or
location.

e Manager/Time Approver: Individual with the authority to approve other employees’
Timecards.

e Multi-Pay Employee: An employee who holds multiple job roles or pay

assignments within the organization.
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e Multiple Assignment: Allows one employee to hold multiple assignments or
positions (more than one job) at one time, each with its own separate pay rate,
schedule, and Time Approver. It is all under one Human Resources Information
Systems (HRIS) and UKG record.

e Pay Period: The recurring schedule by which employees are paid biweekly.

e Payroll Processing: The administrative task of managing and calculating employee
wages, taxes, and other deductions on a scheduled basis.

e Pay Code: Codes used to classify types of hours worked, such as regular, overtime,
or holiday hours.

¢ Position: A single assignment or position (one job) that an employee holds within an
organization, which has distinct attributes, like its own separate pay rate, schedule,
and Time Approver/Manager.

e Query: A saved search or set of criteria in the system for quickly filtering information.

e Report Library: A storage area within the system where Managers can access and
run workforce reports.

e Scheduler: A system module that allows managers to define and manage work
schedules for employees.

e Share Option: A feature allowing users to print or share information.

e Shift Template: A pre-defined schedule or shift setup that can be applied to
employee schedules.

e Single Sign-On (SSO): An authentication process allowing users to access multiple
applications with one set of login credentials.

e Task Assignment: A specific responsibility or item requiring action, assigned to a
Manager or employee within the system.

e Tiles: Blocks on the user interface that link to various sections or functions.

e Time Admin (Time Administrator): An individual authorized to finalize time records
within the timekeeping system.

e Timecard: A digital record of hours worked by an employee.

e Totals Tab: A section where cumulative hours or pay period summaries are
displayed.

e Transfer: A function allowing employees to assign time worked to specific
projects/programs, jobs, and expenditure codes.
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¢ UKG (Ultimate Kronos Group): The company that provides workforce management
and human resource management services.

e UKG Workforce Pro: M-NCPPC'’s time and attendance system.

¢ URL (Uniform Resource Locator): A web address.
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