Complete Schedule
MANAGER ULTI TIME AND ATTENDANCE TRAINING AID

A X Navigation to Ulti Time & Attendance

e
3

Upon logging into Ulti, the dashboard will appear.

Myself : 1. From the left-hand navigation panel, select the Myself
[Q m— E| icon.

— . 2. Select Workforce Management. A new tab opens, and
O y the Ulti Time and Attendance homepage is displayed.
Jobs v

My Onboarding
Career & Education v
Career Development v

UKG Pro Learning

Employee Voice
Pay b
Workforce Management

X
Complete Schedule M Manager Test
1. From the Ulti Time and Attendance homepage,
select the Menu [&] icon in the upper left corner
to open the menu. Edit Profile y signout (3
2. Select the Schedule drop-down.
Search o)
3. Select Schedule Planner. The Schedule Planner
screen is displayed. Home |
Time
Schedule

3 Schedule Planner -
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Complete Schedule (continued)

On the Schedule Planner screen, the following filters can be used to adjust the results

shown.
A.
B.
C.
Selector to select the appropriate one.
4.

Name column. A pop-up box will appear.

View By: View data by Employee, Job, Schedule Group, or Employment Terms.
Date Selector: To change the date of the plan, use the Timeframe selector.

Location Selector: If you have access to multiple locations, use the Location

To create a schedule for a single team member, right click on their name in the

Note: 7o create a schedule for multiple team members, select the checkboxes next
to their names, then right click on any name.

{Cimes
View by Employee ¥ I
= A W Fr
Qui Gantt View Zoom Sort Tools
Actio!
0 Information Your search found 37 employee(s).
o Mon 11/27 Tue 11/28
[ Name[0/3079] ¥

» Open Shifts [0]
[ Test, Admin
—

[] TEST, CHIM1
—

W Mon 11/27 - Sat 12/02

Wed 11/29 Thu 11730

I@ ~ Current Schedule Period ID%_, ~ All Home Locations I(:, Loaded 11:49 AM

W Fri12/01 Sat 12/02

:00 PM I 9:00 AM - 4:00 PM I 9:00 AM - 6:00 PM I 9:00 AM - 5:00 PM I 9:00 AM - 4:30 PM
E] TEST, CHIM10
—
D TEST, CHIM11

o 8

Refresh

Sun 12/03 - Sun 12/03

Sun 12/03
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Complete Schedule (continued)

5. At the bottom of the pop-up box, select Schedule Pattern. The Schedule Pattern
screen will appear.

TEST, CHIM27

Custodian
.../NON-UNION/ARIEL RIOS/NONE/Custodian

Employee ID

Loading...

Primary Job

Loading...

Schedule Group
Loading...

Incoming Requests Count
Loading...

Primary Location (Path)

- - =

=] o X 6 g ¥ =% £ F-
Schedule Add Enter Time Lock Unlock  Insertshift Append Replace GoTo
Pattern Paycode Off transfer shift shift
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Complete Schedule (continued)

6. On the Schedule Pattern screen, the current schedule is displayed.

7. To edit the current schedule or create a new schedule, select Add New Pattern.

Schedule Pattern X

TEST, CHIMS5

Unmapped Job B5- .2 o S
.../NONE/Unmapped Job ® Shift  Comment Copy/Paste  Delete

New Pattern © Add New Pattern a
9/25/2023-Forever

No. Sunday Monday Tuesday Wednesd... Thursday Friday Saturday
Start Date*
® 9:00 AM - 5... §9:00 AM - 4... §9:00 AM - 6... §9:00 AM - 5... [§9:00 AM - 4...
9/25/2023 © |
End Datex
(@ Forever

() Specify Date
Define Pattern For+
1 Week(s)

Start Pattern On*

Week 1

o
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Complete Schedule (continued)

8. Enter the start date and specify the end date.
Selecting Forever will enable the plan to continue in perpetuity, until it is edited again.
9. Complete the Define Pattern fields. This specifies the length of the cycle that repeats

(in weeks or days).

Schedule Pattern

9/25/2023-Forever

1/15/2024-Forever

Start Date+
1/15/2024 ]

End Date*

(@ Forever
(O Specify Date

® O

Define Pattern For#

(1

] [ Week(s) v

©

[__] Override Other
Patterns

Start Pattern On+

Week

TEST, CHIMS5
Unmapped Job 8- B o ©
.../NONE/Unmapped Job ® Pattern  Shift Comment Copy/Paste  Delete
Template Template
New Pattern eNew Pattern1 © Add New Pattern

No.

Sunday Monday Tuesday Wedne... Thursd...

Friday Saturd...

Need help? Email support@chimes.org
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Complete Schedule (continued)
10. To add a shift, select the appropriate cell. You can enter a shift in three different ways.

A. Type the shift into the cell using either the 12-hour format (?a-5p) or the 24-hour
format (9-17).

Schedule Pattern

TEST, CHIMS
Unmapped Job B8 L o ©
.../NONE/Unmapped Job ® Pattern Shift Comment Copy/Paste  Delete

Template Template

New Pattern e New Pattern1 _ @ Add New Pattern
9/25/2023-Forever | 1/15/2024-Forever

No. Sunday Monday Tuesday

Start Date*

e o © ©

l9zoo AM - 5:00 PM
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Complete Schedule (continued)

B. Shift Templates: Shifts can also be added from a library of pre-populated shift
templates. To do so, select the Shift Template icon and select the desired shift
from the drop-down. The curser will become a plus sign (+). Click the cell(s) you
wish to add the shift to.

To turn off Shift Templates, select the Shift Template icon again.

Schedule Pattern
TEST, CHIM5
Unmapped Job 8- B ©
.../NONE/Unmapped Job ® pattern]|  Shift C Copy/Paste  Delete
Templatg Template
[ Fearch... je) ]
New Pattern eNew Pattern1 © Add| Name Description
9/25/2023-Forever | 1/15/2024-Forever
10a-6p Day 10a-6p
No. Ay
Start Date 10a-7p Day 10a-/p
— & ® O 1| 10a-8p Day 10a-8p

10p-7a Overnight 10a-7p
End Datex
@ Forever
(O Specify Date
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Complete Schedule (continued)

C. Copy/Paste feature: Shifts can also be added using the Copy/Paste feature. To
do so, select the Copy/Paste icon and select the aspects of the shift you wish to
copy and select Apply.

The curser will become a plus sign (+). Click the shift you wish to copy and then
click the cell you wish to copy it to.

To turn off the Copy/Paste feature, select the icon again.

Schedule Pattern X
TEST, CHIM5
Unmapped Job B L C ]
.../NONE/Unmapped Job @ Pattern Shift Commenf| Copy/Paste | Delete
Template Template
All
New Pattern e New Pattern1 © Add New Pattern Shift
9/25/2023-Forever 1/15/2024-Forever I
Paycode
. No. Sunday Tag Wednesday Thursday Friday Saturday
tart Date*
® © 1 i
1/15/2024 & ey
End Datex
Schedule Pattern X
TEST, CHIM5
Unmapped Job 8- B N ©
../NONE/Unmapped Job @ Pattern Shift Comment Copy/Paste  Delete
Template Template
New Pattern oNew Pattern1 © Add New Pattern
9/25/2023-Forever 1/15/2024-Forever
No. Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Start Date+
® O ; 9:00 AM - 5:00 ...
5
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Complete Schedule (continued)

11. When the schedule is complete, select Apply at the bottom right corner of the
screen. The Schedule Planner screen is displayed.

Schedule Pattern X
TEST, CHIM5

Unmapped Job 8- B o ©

../NONE/Unmapped Job ® Pattern  Shift Comment Copy/Paste  Delete

Template Template

New Pattern eNew Pattern1 © Add New Pattern
9/25/2023-Forever | 1/15/2024-Forever

No. Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Start Date
9:00 AM - 5:00 ...
115/2024 &) ® O ! I
End Datex
(@ Forever

() specify Date

Define Pattern For

(] override other
Patterns

Start Pattern On+

Week
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Complete Schedule (continued)

12. On the Schedule Planner screen, the schedule that was just created is now shown.
Each newly-added shift is indicated by a red dot in the corner.

1
8:00 AM-5:00PM *[l 8:00 AM-5:00 PM  *Jl 8:00 AM -5:00 PM *J 8:00 AM -5:00 PM  *
Test, Employee

13. Note that the Save icon in the top right is purple. This is a visual indicator that there

are unsaved changes. When satisfied with the changes, click Save in the upper right
corner.

The schedule has now been applied to the selected team members.

Smes
View by Employee ¥ @ ¥ Current Schedule Period 69“0 v AllHome Locations ¢ Loaded 11:49 AM
B o = A W F- 2]
Quick  Show/  GanttView  Zoom Sort Tools Save
Actions Hide
0 Information Your search found 37 employee(s). Actions will be applied to the 1 employee(s) selected. X
W Mon 11/27 - Sat 12/02 Sun 12/03 - Sun 12/03
Mon 11/27 Tue 11/28 Wed 11/29 Thu 11/30 W Fri12/01 Sat12/02 Sun 12/03
0O  Name[1/3079] ¥
) Open Shifts [0]
I 9:00 AM - 5:00 PM I 9:00 AM - 4:00 PM I9'00 AM - 6:00 PM IQ'OO AM - 5:00 PM I 9:00 AM - 4:30 PM
D TEST, CHIM8
—
I 9:00 AM - 5:00 PM I 9:00 AM - 4:00 PM I 9:00 AM - 6:00 PM I 9:00 AM - 5:00 PM I 9:00 AM - 4:30 PM
D TEST, CHIMS
—
8:00 AM - 5:00 PM *Jj 8:00 AM - 5:00 PM *Jj 8:00 AM - 5:00 PM *j 8:00 AM - 5:00 PM . I Phila Sick Leave [8:00]
Test, Employee
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