Manager Guide for Ready Time

To access UKG's time module, Ready, select Workforce Management under My Team from the side Menu.
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A new window opens to UKG’s Ready time module’s home page.
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The Ready Home page consists of different sections and options.
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Quick links to time off requests pending your approval

Listing of your direct reports with links to profiles

Timesheets pending your approval

your direct reports

Drop-down menu to access timesheets, time off, team information and reports for

Search/Navigation bar.

Inbox-notifications and to do items.

Your information and open items.




To navigate within the UKG Ready you can use the hyperlinks from the Home page or use the Team tab of the left side
menu.
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The Team tab of the side menu allows you to access a variety of time information for your direct reports.

My Team

Under My Team the options include Dashboard, Team Members and Employee Information.

2 My Team

Dashboard

Team Members

Employee Information

e Dashboard — Shows a dashboard of employee information and attendance with quick links.
e Team Members — Shows the employees on your team and ability to access their records.
e Employee Information — Shows your direct reports, their payroll and timesheet status, and links to profiles.



Time
Under Time the options include Timesheets, Time Off and Reports

® Time

Timesheets

Time Off

Reports

Timesheets — Shows options for viewing timesheets, timesheet approval history, time entries and change requests.
Time Off — Shows options for reviewing time off requests, history, balances and time off calendar.
Reports — Shows the specific reports available to run.

Accessing Timesheets
Access employee timesheets by using the menu and selecting Team > Timesheets > All Timesheets
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On the All Timesheets page, click the Current View drop down and select View By to display options.

Select from the following options:

e Pending Approval — Shows all timesheets that are awaiting your approval.
All Timesheets — Shows all timesheets for a selected date range.
By Pay Period — Shows all timesheets associated with a pay period profile for a selected date range.
All Open — Shows all timesheets that have not yet been submitted for a selected date range.
Current — Shows all timesheets that include today’s date.
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From the All Timesheets page you can View, Approve or Reject employee timesheets.

Mark the box next to the employee’s name or select all employees you want to review.

< All Timesheets B¢ APPROVE REJECT

Page of 1 1-9of 9 Rows Current view v Timesheet Dates: This Month ¥ (1) A
starts with v starts with v starts with
=
V74 B E Salary Test OPFCU 20.00 3
O o B [ Ready Admin Test OPFCU

Available functions for the timesheets are indicated by the icons to the left of the employee’s name.
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Select the pencil icon to open and edit a timesheet.

Preview Timesheet

Employee Information

Time > Timesheets > All Timesheets
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The Timesheet Edit page contains several tabs in addition to the timesheet. The tabs include:

Calc Detail — Calculation details grouped by day (day total, week total, pay period)
Calc Summary - Calculation summary per code

Counters — Calculation summary for each code on each day

Summary by Day — Calculation totals per day

Approving Employee Timesheets

There are multiple ways to approve employee timesheets in the system including

A. Accessing My Mailbox
B. Using the Timesheets (Pending Approval) page

Approve Using My Mailbox

Select My Mailbox ‘Q from the top right of your screen.
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1. Select the timesheet you wish to approve from the left panel. The timesheet information displays.

2. Select Open Timesheet to open the timesheet for review or to make changes (click Back to return to

the My To Do Items screen).

3. Select Approve or Reject at the bottom of the screen to take action on the selected Timesheet. A

confirmation dialog box displays.

4. Enter a comment (optional) in the dialog box and select Approve.

Note: Take action on multiple timesheets at once by selecting the items in the left panel and clicking on Approve or Reject

at the top right of the screen.



Approving Using Timesheets (Pending Approval) screen

Use the left side menu to navigate to Team > Time > Timesheets > All Timesheets
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Select the Current View drop down and select the desired option.
Select the timesheets you wish to approve using the checkboxes.

Select Approve or Reject. A confirmation dialog box displays.
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Enter a comment (optional) in the dialog box and select Approve.
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Approve Directly from the Employee’s Timesheet

1. Use the left side menu to navigate to Team > Employee Information. On the Employee Information page, click

o
on the Employee Quick Links % icon.
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2. Inthe Employee Quick Links box select Current Timesheet.
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3. Use the action buttons in the top right of the Timesheet Edit screen.
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Approve Timesheet Change Requests
Select the My Mailbox icon in the top right of your screen.
1. Inthe My To Do Items tab select the request you wish to view the information about the request.

2. Review the request details using the text and available links in the right panel. Helpful links include the
ability to open the timesheet or review any relevant notes. Displayed information is organized into
columns comparing the current information to the newly proposed change (shown in bold).

3. Select Approve or Reject at the bottom of the screen. A confirmation dialog box displays.

4. Enter a comment (optional) in the dialog box and select Approve.
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Approve Time Off Requests

Pending time off requests can be approved or denied in multiple ways including:



A. From the Home page dashboard
B. Accessing My Mailbox

A. Home Screen

1. Locate the item on the dashboard containing “Time Off Awaiting My Approval” which lists any pending

requests.
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B. My Mailbox. Select the My Mailbox icon from the top right of the screen.

1. Inthe My To Do Items tab, select the request you wish to view from the left panel. Information about the
request displays.

2. Review the request details using the text and available links in the right panel. Helpful links include:
® View Time Counts: displays employee’s current accrual balance information.
® Modify: allows the manager to modify the employee’s request.
® View Scheduled People: displays status of other employee requests for the same date.

3. Select Approve or Reject at the bottom of the screen to take action on the selected Time Off
Request. A confirmation dialog box displays.

4. Enter a comment (optional) in the dialog box and select Approve.
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