UKG Modules Cheat Sheet

Which module do | use for which actions?

UKG Pro

e UKG Pro and Workforce Management.mp4

e UKG Communication and Training.pdf
o UKG Login (JOINOOEEID).pdf
e  UKG Workflows.pdf
o Termination
o JobChanges
o Salary/Pay Changes
o Status Changes
= LOA orActive
=  PartTime/Full Time
o UKG Workflows Training Video.mp4
e Employee Profile

o Uploading Licenses
= Training Video For Safety Officers

People Assist (Requests)

o LOARequest
o People Assist - General Guide.docx
e Worker’'s Compensation
o Worker's Compensation - Digital Process Manager.docx

e Pre-Hire Form
o Pre-Hire People Assist - Manager.docx
e Requisition Request
o People Assist - General Guide.docx
e Termination Request
o People Assist - General Guide.docx
e Video SOPs

Performance Management

e UKG Performance Management Training

e Employee Performance Evaluation SOP.pdf

e Manager Performance Evaluations SOP.pdf
e Assignable Goals SOP.pdf
e Performance Review Resources for Managers



https://communitycatalysts.sharepoint.com/:v:/s/AdjoinAdminForms/EbaHzfHFP8VJpQ5pNZT1z3cBgfmHEuMZ-kp40SeA4CaohQ?e=pcheb2
https://communitycatalysts.sharepoint.com/:b:/s/AdjoinAdminForms/EcNRT5Bd6tNGuVLWq7W6A90Bta8tO70hginW-FeIdcDbgA?e=nYweko
https://communitycatalysts.sharepoint.com/:b:/s/AdjoinAdminForms/EeCL-2loEK5EnvocpFcbR0wBxLUjfFtkSMqgrZJJkp1E9g?e=YlRLdl
https://communitycatalysts.sharepoint.com/:b:/r/sites/AdjoinAdminForms/Shared%20Documents/Admin%20Forms/UKG/Workflows/UKG%20Workflows.pdf?csf=1&web=1&e=v4y4x5
https://communitycatalysts.sharepoint.com/:v:/s/AdjoinAdminForms/Eb_rt_wt5PlIhkwR0ECBWx8BmlocPG-hjjb3bKVjNsHpMg?e=kZxDsr
https://communitycatalysts.sharepoint.com/:f:/s/SafetyCommittee/Et9m-4VRgd9BsBpqNrIV6FcBsfendcr58HFUzgEaL3_WFQ?e=QJgydg
https://communitycatalysts.sharepoint.com/:w:/s/AdjoinAdminForms/ERDxOhIJpbdDjZx6ZKKuiwsBgBURfOtYt-W7ExPJvH2G7w?e=suCMtu
https://communitycatalysts.sharepoint.com/:w:/s/AdjoinAdminForms/EdHWMFfh-bhEoWweFib-d1UBHmfsZAZVpRkucxqE1TuOWw?e=YRaTT3
https://communitycatalysts.sharepoint.com/:w:/s/AdjoinAdminForms/Ea7mZ6_eBT1PvKjARL4ZVHkB6cJqTDDMe0OC6pRbtUnHjg?e=WgojQB
https://communitycatalysts.sharepoint.com/:w:/s/AdjoinAdminForms/ERDxOhIJpbdDjZx6ZKKuiwsBgBURfOtYt-W7ExPJvH2G7w?e=suCMtu
https://communitycatalysts.sharepoint.com/:w:/s/AdjoinAdminForms/ERDxOhIJpbdDjZx6ZKKuiwsBgBURfOtYt-W7ExPJvH2G7w?e=suCMtu
https://communitycatalysts.sharepoint.com/:f:/s/AdjoinAdminForms/Euv3FZII0sRBvVQywvyFubMBKZt_vERfUnqtOhfd5K1mWg?e=HzAPCo
https://communitycatalysts.sharepoint.com/:v:/s/AdjoinAdminForms/EdpuaocxpvxPiNcvTIhmTUcBvi_GrTiKMmeDfB-DT5OWXQ?e=y5m2H6
https://communitycatalysts.sharepoint.com/:b:/s/AdjoinAdminForms/EVPC-T5YvmhGtOQ5Gd9i6ewBRrtZQriKxzZn5s2TmbceGw?e=9lzWYm
https://communitycatalysts.sharepoint.com/:b:/s/AdjoinAdminForms/EflIm4sxbeJMsvGrJDQK_80Be3iPhc8Bqwgfb6JvvDXqmw?e=IF3yBr
https://communitycatalysts.sharepoint.com/:b:/s/AdjoinAdminForms/EdgyuiSKoZhLkQbOdEfNIbcBuJAUW3e51wgdf_ErrP6a9A?e=1CvHFu
https://library.ukg.com/prebuilt/ResourcePages/shared/Performance-Mgr.htm

Recruiting Gateway

e Recruiting SOP for Managers

o Resume Review
o Phone Screen
o Interview
o Offer Letter, PreHire Task & I-9
e UKG Recruiting and Onboarding Training for Managers

Onboarding Gateway

e |-9 Paperwork

Document Manager (Employee Files)

e Uploading Documents
o Document Manager - General Guide.docx

o Training Video For Safety Officers
e Finding Employee Documents

o Document Manager - General Guide.docx
e Video SOPs

Workforce Management

e UKG Employee Login and Time Keeping.pdf

e UKG Pro and Workforce Management.mp4

o UKG Communication and Training.pdf
Accrued Time Off
Time Off Requests

Timecard Issues
Mileage Reimbursement

o O O O O

Expense Reimbursement
o PickYour Perk
e Please email Payroll for any WFM or Payroll related questions Payroll@adjoin.org

UKG Resources (SOPs and Training Videos)

e Adjoin Admin Forms

o Team Website

If you still have questions or need assistance email Human.Resources@adjoin.org



https://communitycatalysts.sharepoint.com/:f:/s/Recruiting/EpG9XBQHGihLqmP3m91_D78B37zluhGckUuviA0iD9nA_A?e=6dpvaU
https://communitycatalysts.sharepoint.com/:w:/s/AdjoinAdminForms/EbGtRlC0UR1BmHWJj7stXo4BXUM1JXbWajiBzoJw2Z4ikA?e=bwxSzz
https://communitycatalysts.sharepoint.com/:w:/s/AdjoinAdminForms/EeFehiss3MJKoWCLLIMpClEBZdWGC7tHmMQ3W8CqkzIMnw?e=B0SV81
https://communitycatalysts.sharepoint.com/:w:/s/AdjoinAdminForms/Ed7kmk8LpQ1NqbWGxCGFjVQBI561FabSXpo8RVBvv2cC_Q?e=RAJ7VG
https://communitycatalysts.sharepoint.com/:w:/s/AdjoinAdminForms/EXpoNfOVYDFPpU2TipAVBlIBw6HKbO7syJMieUUy9JPp2A?e=aiN6hK
https://communitycatalysts.sharepoint.com/:v:/s/AdjoinAdminForms/EZyHol_EfHJMkHa_FU5vXpcBvgCvmT2hPynVp-hDomUGPg?e=GeVRFR
https://communitycatalysts.sharepoint.com/:w:/s/Recruiting/ETyPHL9ldBNMpmZ3S-s7pCABk_y5pS8UG7I7BDcaCA-CXA?e=K8sloE
https://communitycatalysts.sharepoint.com/:w:/s/AdjoinAdminForms/EdDqn83IOc1GoYVQLUkyXgwBVkHa1RIbowHwPO0HCdvP3Q?e=Df7Zrh
https://communitycatalysts.sharepoint.com/:f:/s/SafetyCommittee/Et9m-4VRgd9BsBpqNrIV6FcBsfendcr58HFUzgEaL3_WFQ?e=QJgydg
https://communitycatalysts.sharepoint.com/:w:/s/AdjoinAdminForms/EdDqn83IOc1GoYVQLUkyXgwBVkHa1RIbowHwPO0HCdvP3Q?e=Df7Zrh
https://communitycatalysts.sharepoint.com/:f:/s/AdjoinAdminForms/Euv3FZII0sRBvVQywvyFubMBKZt_vERfUnqtOhfd5K1mWg?e=HzAPCo
https://communitycatalysts.sharepoint.com/:b:/s/AdjoinAdminForms/EdQ7ZYxwofBGiLj0vT-Xn9QBjupBEo1DejPFaD92NVeafQ?e=RnSITt
https://communitycatalysts.sharepoint.com/:v:/s/AdjoinAdminForms/EbaHzfHFP8VJpQ5pNZT1z3cBgfmHEuMZ-kp40SeA4CaohQ?e=pcheb2
https://communitycatalysts.sharepoint.com/:b:/s/AdjoinAdminForms/EcNRT5Bd6tNGuVLWq7W6A90Bta8tO70hginW-FeIdcDbgA?e=nYweko
mailto:Payroll@adjoin.org
https://communitycatalysts.sharepoint.com/:f:/s/AdjoinAdminForms/EvM0x_nqwDBClQFQslj0yXkBL0HwXQ1N4wZ3DamLjrdiSQ?e=H6LugR
https://adjoin.org/team/ukg
mailto:Human.Resources@adjoin.org
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