View Schedule
EMPLOYEE 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 Search ] I;I icon.

2. Select Workforce Management. A new tab opens, and

Personal v
—— . the Ulti Time and Attendance homepage is displayed.
Jobs v

My Onboarding
Career & Education v
Career Development v

View Schedule

UKG Pro Learning

ERPHEpESARics ? 1. From the Ulti Time and Attendance homepage,
t

L locate the My Schedule tile.

I Workforce Managemen

2. Select the arrow in the upper right corner. The
My Calendar screen is displayed.

My Accruals My Notifications > cMy Schedule

Balance as of Today ,

R Fri

Overtime Accepted Tasks » > 1' Today

. My Requests o > @ [Approved]
Time Off Request -
Available Balance Timekeepin 0 > i i
S— ping Catastrophic, NJ, Philly (Full)
Planned Takings
s;l You have nothing planned

Sun

3 You have nothing planned

Mon
Time-Off Request > 4 ) [Submitted]

Time Off Reaiest - b
e

Need help? Email support@chimes.org TOF2
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View Schedule (continued)

The schedule allows you to easily view critical, up-to-date information, such as your shifts

and scheduled time off. Note the following:

OO w>

Use the Month View to quickly access a date in the future.
Use the Agenda View to view upcoming shifts, requests, and events in a list.
Select Location Schedule to view those working at a particular location.
Use the Accruals tile to view your accruals at a glance, submit a time off

request, or view your accruals in your timecard.

nom

My Schedule

July 2024

Sun Mon Tue Wed

1 2 3
.

21 2 PER

28 29 30 3N
. .

Today

<

>

Thu
1 @ 3:00 AM-5:00 PM [9.00]

Fri
2 @8 3:00 AM-5:00 PM [9.00]

August 04 - 10
Tue

6 @ 3:00 AM-5:00 PM [9.00]

Wed
7 @ 3:00 AM-5:00 PM [9.00]

Thu
8 @ 3:00 AM-5:00 PM [9.00]

Fri
9 @ 3:00 AM-5:00 PM [9.00]

August 11-17
Tue

13 @8 3:00 AM-5:00 PM [9.00]

Wed
14 @8 3:00 AM-5:00 PM [9.00]

Thu
15 @ 3:00 AM-5:00 PM [9.00]

Who's working this week?

Find your colleagues in the Location
Schedule

Use the Request button as another way to submit a Time Off request.
Use the Filters to narrow down the shifts, requests, and events that are shown.

Q

Accruals
Balances as of today

PTO Expired

-113 wours

PTOF

114.00 Hours

( Request time off )

View accruals in timecard

B2 Aooroved

X Filters Reset
Holidays X Paycodes X Shifts X

Time-off X Availability X
In progress X Approved X

Notapproved X  Cancelled X

Event Type ~
Holidays

Paycodes

Shifts

[0 Schedule tags

[0 Transfer shifts

Request Type ~
Time-off

Availability

Request Status ~

In progress

Need help? Email support@chimes.org
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