Add Transfer

MANAGER ULTI TIME AND ATTENDANCE TRAINING AID

# 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 — E] icon.

— . 2. Select Workforce Management. A new tab opens, and
N 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 v
Workforce Management

X
Add Paycode
Manager Test
MT ’
1. From the Ulti Time and Attendance homepage,
select the Menu . icon in the upper left _ _
corner to open the menu. edit rofile. ¢ sign out &
2. Select the Schedule drop-down.
Search o)
3. Select Schedule Planner. The Schedule Planner
screen is displayed. Home |
Time
Schedule

I Schedule Planner [3,
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Add Transfer (continued)

4. From the Schedule Planner screen, locate
the desired team member.

5. Select the shift to which you wish to add the
transfer. The Edit Shift panel opens on the
right side of the screen.

6. In the Edit Shift panel, click the
drop-down and select Transfer.

The Transfer panel will open.

{Cimes
View by Employee ¥
® = A
Quick Show / Gantt View Zoom Sort Tools

Actions Hide

© Information Your search found 37 employee(s).

= =)

] Name[0/3079] ¥

Mon 11/27 Tue 11/28

) Open Shifts [0]

Test, e

TES
—
I9:00 AM -5:00 PM

I9:00 AM - 4:00 PM
TEST, CHIM10

TEST, CHIM11

0O O 0O O

Edit Shift X

9:00 AM-4:00 PM [7.00]

Employee Name

[ TEST, CHIM2 » ]

Job
Unmapped Job ®
../NONE/Unmapped Job

9:00 AM

4:00 PM

© Add Segment (J Assign Breaks

Transfer « |v\[7-00]

Segment Type
g yp 1/16

K3

[ Reqular

O Bre

@ Transfer

Comments [0] Add Comment
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Add Transfer (continued)

7. In the pop-up box, select Add Business Structure.

8. Use the search boxes to search for the Location and Job you want to transfer the
employee into. As you type, the results below will update accordingly.

9. From the results below, select the desired job and location.

10. Once you have

made your
selection,
select Ok in the Transfer X Transfer X
bottom right Business Structure
corner to be [
K back TEST, CHIM2 Current Job
taken back to . ) : : Direct Support Prof
h _I_- Primary Location The Chimes/Chimes Int
the transter ernational LTD/ACCOU Chimes of Virg... VOCATIONAL @
screen NTING/FINA...
. Nork Rule None o DAY HABILITA.. NONE
Cost Center None —
Labor Categories ,, eahon x
NONE
@ Add Business Structure
Job
. X
© Add WorkRule ~ Direct Support Prof Q
 lrerrithed - . 490}
© Add CostCenter v -
Program Managers
@ Add Labor Category @ Chimes of ... VOCATION... @ -
DAY HABIL... NONE

Administration

O Chimes of ... ADMINIST... @

GEN ADML.. NONE

Administration

O Chimes of ... ADMINIST... @

COMPLIA... NONE

@ Show Next 3 Results =

Yo
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Add Transfer (continued)

11. The summary of your transfer is shown under the Business Structure.

12. Select Apply in the bottom right corner. The Transfer panel closes, and the Edit Shift
panel is displayed.

13. On the Edit Shift panel, the summary of the transfer is shown again.

14. Select Apply in the bottom right corner. The Schedule Planner screen is displayed.

Transfer X Edit Shift X

8:00 AM-5:00 PM [9:001]

Test, Employee Employee Name
Primary Location The Chimes/Chimes of Test, Employee -
Virginia, Inc/VOCATION Job
AL/DAY H.. Direct Support Prof ®
Work Rule None .../Direct Support Prof

Cost Center None 8:00 AM

®
Labor Categories DSPR,DEEMP, m
4 4

Business Structure
The Chimes/Chimes of Virginia, S
InC/VOCATIONAL/DAY
HABILITATION/NONE/Program g O © Add Segment () Assign Breaks
Managers
@ AddWorkRule « Transfer~  [9:00]
Start Time End Time
© Add Cost Center + [ 8:00AM ] [ 5:00 PM ] 12/19
Transfer

...NE/Program Managers;;;; v
? @

Cancel Apply
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Add Transfer (continued)

15. From the Schedule Planner screen, the shift is shown in blue, with a double arrow to
indicate a transfer.

. 8:00 AM..2 P B:00 AM..2|F 3:00 AM..2 ) 8:00 AM..®
D Test, Em... TESTE... Direct... @ l II l

16. To save the transfer, select Save in the upper right corner.

@ ¥ Yesterday Plus 6 Days 6°~° v AllHome Locations &> Loaded  3:53PM

S Y

Refres Save
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