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People Leaders


Access Employee Timecards
You can review the overall status of your employees’ timecards. You can select one of more employee timecards and apply the same action to selected employees. 

Navigation: UKG Home Page 
1. Select the Main Menu from the UKG Home Page. 
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2. Select Time > Employee Summary. You will be directed to the Employee Summary dataview.
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3. In the Employee Summary, select the box next to the employee you want to review. You can select one or more employees or use Select All to select all employees. 
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4. Select Open Selected, which will open the first employee timecard. 
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5. Select the Calendar dropdown for the timeframe you want to review.
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6. Click on the arrow to view the next employee timecard you selected to review.
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1
image1.png




image2.png
viKG




image20.png
viKG




image3.png
MEDLINE




image4.png
Welcome back

My Notifications » Manage Timecards ~» . Manage Schedule o :

11/12/2024 + Last Update 5:56 PM
Previous Pay Period v

Tasks 0 >
Must Fix Starting 0 >
My Requests [ 16 Unexcused Absence >
Missing (] >
Employee Requests [ .
Clean Timecards On Break 0 >

191




image5.png
ET

Edit Profile &

Schedule

Dataviews & Reports

My Information

Maintenance

Sign out >





image6.png
Employee Summary

ﬁ ¥ Previous Pay Period < > :{{n v AllHome ¢ Loaded 6:18PM

Bl ¢« v A v £ B To

Select Al Open Refine Zoom Approve  Remove  Add Punch Add
Selected Approval Paycode

~  Employee Full ... ™ EmployeeID v Actual Hours v Scheduled Hours v~ Projected H... v

]| Employee, A. 781338

]| Employee, B. 28216

[J| Employee, C. 752466

]| Employee, D. 783323





image7.png
Employee Summary

a ¥ Previous Pay Period < > D%_, v AllHome ¢ Loaded 7:08 PM

2l v A v w @B fo

Uns;le;tAII Open Refine Zoom Approve  Remove  AddPunch  Add
Selected Approval Paycode
~  Employee Full ... M v EmployeeID v Actual Hours v Scheduled Hours ~  Projected H... v
Employee, A. 781338
(] Employee, B. 28216
Employee, C. 752466
[]  Employee, D. 783323





image8.png
Employee Timecards

revious Pay Period D‘}, ~ 2 Employee(s) Selected ¢ Loaded: 7:22 PM

@ 781338 < 10of2 >

0 mween <

= PA v 3 L~ B~ <~ o H 9

ListView ~ Zoom  Approve  Remove  Analyze GoTo Share View  Calculate  Save
Approval Pending Totals
Date Absence Schedule In Transfer Out In Transfer
+ O Sun11/03
+ O Mon 11/04
+ O Tue 11/05
+ O Wed 11/06
( Accruals Totals Historical Corrections Audits ]

® B aseo LESRAESDAEGEEO R TLO G  ~ecww S




image9.png
0 mweeen+

Employee Timecards

@ 781338 < 1of2

() ~ Previous Pay Period &, v 2 Employee(s) Selected {3 Loaded: 7:22 PM

E A v % Bm- =~ < o H ¥

List View Zoom Approve Remove Analyze GoTo Share View Calculate Save
Approval Pending Totals
Date ‘ Absence Schedule Transfer Out In Transfer
+ O Sun 11/03
+ O Mon 11/04
<+ O Tue 11/05
<+ O Wed 11/06
( Accruals Totals Historical Corrections Audits ]

R Q Search

LETDAESCASEEEONTLO G

necaw e




