Chimes Review, Approve Schedule Changes
AN MANAGER ULTI TIME AND ATTENDANCE TRAINING AID

# x| Navigation to Ulti Time & Attendance

a - = Upon logging into Ulti, the dashboard will appear.

Myself : 1. From the left-hand navigation panel, select the Myself
[Q Search ] gl lcon.

— . 2. Select Workforce Management. A new tab opens, and
My Company . the Ulti Time and Attendance homepage is displayed.

Jobs v

My Onboarding

Career & Education v

Career Development v Review, Approve Schedule Changes

UKG Pro Learning

Erglepeaoles 9 1. From the Ulti Time and Attendance homepage, locate
t

bay the My Notifications tile.

Workforce Managemen

2. Select Employee Requests. The Control Center is
displayed.

My Notifications ~ My Accruals My Schedule A
Balance as of Today a
. Mon
s » > Overtime Accepted 4 Today
My Requests 0 N You have nothing planned
Hour
: Tue .
Employee Requests 2 > Available Balance You have nothing planned
Pending Grants 5
Planned Takings
Timekeeping 4 > Wed
6 You have nothing planned
Th
7” You have nothing planned
Fri .
Time-Off Request > 8 You have nothing planned
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Review, Approve Schedule Changes (continued)

3. In the Control Center, requests submitted by team members are displayed. If
necessary, filter requests by using the Status and/or Calendar drop-downs.

Note: When filtering by date, the date applies to when the request was submitted,
not the date(s) of the request.

4. Locate the desired request and select the checkbox. The Details panel on the right

side of the screen updates with the details of the selected request.

G

le v
S Select All Refine
Categories
0 Tasks

0 My Requests

4 Employee Requests

4 Timekeeping

@-

-
=
-

v X B}

Pending Edit Cancel Delete GoTo
Details
< 10f1 >

My Actions Mark Done  Approve Refuse Add
Comments
o Filter: %~ NoStatus, Cancel Su.. () v None | & ~ None | O

=] Request Time Off Request - PTO Only
Employee Test, Employee
Created On 12/04/2023 2:51 PM
Employee Name and ID: Test, Employee;4151
Request Period: 12/12/2023 - 12/12/2023
Approval Status: Submitted
Duration: 08:00
Request Status Submitted

08 Request Time Off Request - PTO Only
Employee Test, Employee
Created On 12/04/2023 1:25 PM

Employee Name and ID:
Request Period:

Test, Employee;4151
12/13/2023 - 12/13/2023

Approval Status: Submitted
Duration: 08:00 > Accruals
Request Status Submitted

2.More Detalls

[ v @ o =

Time Off Request - PTO Only

Time Off m Submitted
Test, Employee
Job
Direct Support Prof ®

.../NONE/Direct Support Prof

> Team Absences
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Review, Approve Schedule Changes (continued)

5. Review the details of the request. Select Details
the arrow | 3 | icon to open each
section: < 10f1 %
e Accruals Time Off Request - PTO Only
_ Time Off I submitted
. More Details
Test, Employee
. Job
Modified Dates Direct Support Prof ®

.../NONE/Direct Support Prof
. Requested Dates

+  Comments & Status History

> Team Absences o_
6. After reviewing, click Approve at the top

of the page. > Accruals

> More Details
> Modified Dates
> Requested Dates

> Comments & Status History

> Request Details

v | v o I v 0 0 %
Mark Donej Approve Add Pending Edit Cancel Delete GoTo
Comments
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