
  Introduction to UKG Time & Attendance 
EXCUSING AN UNEXCUSED ATTENDANCE EVENT TRAINING AID 

 
 
 
 

1 Upon logging into UKG Pro, the Dashboard will appear. 
 

1. Navigate to the Employee Timecard. 
2. Select the attendance violation and right click. 
3. Then select Comments. 
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4. You MUST enter a comment. 
5. Click Excused Attendance. 
6. Enter the specific reason for lateness.  Examples include: Bus route canceled, 

ER, Dr’s Appointment, Covid, and etc.  Note: “Excused Late In” is not appropriate 
as it is not a reason. 

         7.       Click Apply. 
  

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 



                                                                      8.  Violation will appear as Excused 
   

 
 
 

View in attendance details: 

 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



9.     Punch Actions will reflect the Excused Attendance under Comments and Notes 

 
                                      
 
 

 
 

 

Specific Reason Ex. ER 


