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UKG Pro Sign-in Workstation Instructions

The URL for UKG Pro is https://unifiedfire.ukg.net . Please do not bookmark any other URLs.

URL: https://unifiedfire.ukg.net
Company Access Code: unifiedfire

Users sign-in to UKG Pro using their email address and password. The sign-in process is similar to
other SSOs, such as KnowBe4, PowerDMS, and others. However, if you are using a shared device,
you need to sign out when you are done using UKG Pro. Closing the browser is not sufficient.

1. Open a browser or an incognito browser tab, and go to https://unifiedfire.ukg.net
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Welcome!
We're glad you're here.

( Sign in with your company (SSO) >

Forgot your password?

Company Access Code: unifiedfire €



https://unifiedfire.ukg.net/
https://unifiedfire.ukg.net/
https://unifiedfire.ukg.net/

2. Enteryour email address and email password.

B Microsoft

Sign in

kmail, phone, or Skype

Can't access your account?

Q Sign-in options

3. Ifyou are on a shared device, select “No”

B® Microsoft
B nifiedfire.org
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

[:] Don't show this again




4. |Ifthisis your first time signing in, you will be asked the following questions.
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Challenge Questions

Please select and answer your challenge questions from the list below. The selected challenge
questions will be used to verify your identity when you request to reset your password.

Question 1 Answer 1

Question 2 - Answer 2

Question 3 - Answer 3
Cancel

5. You will see the following screen, after successful login.

Myself :

For me

Personal

My Company
My pay

Jobs

My Onboarding 0 Last pay Friday, February 9
Career & Education v View detailed paystub
Career Development

Pay

Giving

Workforce Management

Bengfits

Open Enroliment

Life Events

Documents

Workforce Continuity

Home
Inbox

Logout

My shortcuts

@, Direct Daposit

[‘-_“'& Contacts

=) Name, Address, and T.

@ Goals
% Income Tax

B w




If you get an error, please create a ticket at https://support.unifiedfire.org
a. Information Technology | IT | Applications

There is a bug in UKG; you cannot reset your password through UKG. This will be corrected
in future releases.

On the left side of the screen is a list of menu options. You can see your personal
information, job information, compensation summary and history, benefits summary, direct
deposits, and much more. You should review this information for accuracy.


https://support.unifiedfire.org/

Timecard Entry and Approval

On the menu options on the left side, click Workforce Management. This will give you
access to the timekeeping system.
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Myself i
Personal
My Company

Jobs

Career & Education

Career Development v
Pay

Workforce Management

Benefits

The first time you login, you will want to select the tiles for information you would like to
have on your home screen. Click on the pencil to edit your home screen.
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Welcome back,




3. Nextyou will want to choose the tiles that pertain to the information you will need to see.
For employees you will want My Timecard and My Accruals Available.
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My Accruals - Cur... My Business Proc..
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Cancel ( Apply ) Cancel



4. Managers will also need to add the tile for Manage Timecards.
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5. To see your time card, you can select the tile on your home screen and click on the arrow
next to My Timecard.

Welcome back,

My Accruals - > My Timecard ™
Available Balance

Exceptions
20

0.
18400
12000

Avellable Belance.

8
omp Miltar Perso Solary Sck Vacatl
ime nal on

pref
Accrual Code Name

6. You can also get to your time card by clicking on the 3 bars in the upper left hand corner.
Then click on my time card.
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Welcome back, Debbie

My Information ~

My Calendar

My Location Schedule

My Timecard




7. Nextyou will see your time card. Day staff will need to enter in and out times for all time
worked. For Operations, time will flow into the timecard from Telestaff. This is the same
process we currently do in Kronos. The approvalicon is in the upper left hand corner.

& Loaded: 1:50 PM
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Period

My Timecard
3 ~ current Pay Period
= v ‘) & o =04 <~ o
UstView  Approve Sign.0ft Anayze Share
Date Schedule Absence in out Transfer Pay Code Amount Shift Daily
+ | O wedsol
4+ - Thu 5/02
+ © FriS/03
+ | © Sat5/04
+ O Sun 5/05
+ © Mon 5/06
+ ¢ Tue 5/07
+ o Wed 5/08
+ | © Thy 5/09
+
1
+
+
+
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8. You can also review your accruals and totals hours worked on the bottom of this screen.
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\-T’ ol o1t (3 ~ PreviousPay Period &% v 1 Employee(s)Selected {5 Loaded: 2:07 PV
E A v % % & & B & § % <~ 0o B 9
UstView  Zoom  Approve SignOff e Anayze Accrual GoTo Snare
Actions
Date Schedule Absence In Out Transfer Pay Code Amount Shift Daily Period
+ O Teas 800AM 9 £00PM 9 800 800 4800
+ O wedsans 800AM S 400PM S 800 800 56.00
+ O T 800AM § £00PM S 800 800 6400
+ O s 800AM 8 400PM 9 800 800 7200
+ ‘ sat427 7200
= I X
Accrual Code Name MV Accrual Code Type Nv Available Balance v Taken to Date NV Current Vested Balance v Planned Takings T v v
Comp Time Hour 000 0.00 0.00 0.00
Military Hour 12000 0.00 12000 000
Personal Pref Hour 8.00 0.00 8.00 0.00
Salary Hour 8667 260.00 0.00 138667
Sick Hour 180.00 0.00 18000 0.00
Vacation Hour 11400 0.00 11400 0.00



9. Youwill also see the Pay by Schedule Salary. This will indicate the 86.67 or 121.75 which is
the amount of hours that are used to calculate your salary regardless of the number of
hours you worked during the pay period.

Employee Timecards

= A v g B §- 8- <
Date Schedule Absence In Out Transfer Pay Code Amount Shift Daily Period
+ O Tewsn 8:00AM 9 400PM 9 800 8.00 48.00
+ O wedans 8:00AM 9 400PM 9 800 8.00 56.00
+ O Thans 8:00AM 9 400PM 9 800 8.00 6400
+ O Fiun 8:00AM 9 400PM 9 800 8.00 7200
e sat4 7200
-+ Sun4/28 7200
e on 472 400PM S 800 800 8000
- 400PM S 800 800 88.00
' 3 = X
Location ™ v Job ™ Cost Center v Labor Category N Pay Code 0 Amount Wages v

UFA/Unified Fire Autho

UFA/Unified Fire Autho

10. You will still be able to add notes/commetns on your timecard. You will need to hit save
after entering your time before adding a note. If you don’t, you may lose the data you’ve
already entered.



Transfers (Day Staff Only)

Transfers work a little different in UKG Pro vs Kronos. You still select the transfer box next to
the shift you want to transfer.

Date Schedule Absence In Qut Transfer Pay Code Amount Shift
4+ © Mon 4/01 8:00 AM 12:00 PM [ l 4.00
+ © 12:30 PM i 6:30 PM i 6.00

Once you select the transfer it will pop up a tab to choose the Business Structure (previous
fund and department) You will click on Business Structure.

' Transfer X

Primary Location UFA/Unified Fire Autho
rity/Wildland/Wildland/
Squad ...

Work Rule None @

Cost Center None

Add Business Structure
Add Work Rule =

&
4+
@ Add Cost Center w
Q

Add Labor Category




3. Onceyou click on Business Structure scroll down to the bottom and select Browse Entire
List.

Transfer _— X I
Business Structure
Division Chief
O UFA Unified Fir... @
Wildland Wildland
Firefighter
Q UFA Unified Fir... ®
Wildland Wildland
@ Show Next 3 Results
Jobs with: "Squad Boss" [4]
Squad Boss
O UFA Unified Fir... ®

Wildland Wildland

Squad Leader

O UFA Unified Fir... @

Wildland Wildland

Squad Boss
O UFA Unified Fir... @
Wildland Camp Willi...
@ Show Next 1 Results
m Browse Entire List

4

( Back ) I

4. Thenyou will need to select each item to drill down to the department you want this shift
transferred to starting with UFA and all the way through till the Department (4 steps).
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Business Structure Business Structure t —
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\ Search ‘ o} | Search | 0
\ ) = =
Locations Home = UFA R pa—
UFA @ Locations = =
UFA 4 =
Unified Fire Authority ® wildiand -
UFA/Unified Fire Authority 4 e settlana o




5. Ifyou need to transfer to a project (previously named activity) there is one more step. Back
at the Transfer screen, click Add Labor Category.

Transfer [ ] >< I

e ¢ 0 O
{

Add Labor Category

-

6. Add Project.

Transfer X
. ]
Labor Categories

© AddHRJob w
© AddcCost v
@ Add Projects «
Quick links
Business Structure

Work Rule

Cost Center




7. Findthe project you want to use.

r Transfer X 1

Labor Categories

@ ~ddProjects

| search

100 N

USAR Deployment

1005
EMS AL PM

1009
EPMW

1087

Quick links
Business Structure
Work Rule

Cost Center

8. Click apply. This has transferred the shift. It will keep the last few transfers in your drop

down so if you use the same one often it should be in your listing when you click on the
transfer column. If you use a Work Rule, the process hasn’t changed.

mployee mecards

Transfer
B ~ 4/01/2024 - 4/15/2024 = -
- g =- I
Primary Locat UFA/URNified Fire Autho
rityswildlandswvildlands
” squad ...
e n out Transfer Pay Code

Work Rule rNone D

8:00 AM 12:00 PM choose: ~ ost Center None

- — on-c rations Lat .t
NE— P JExtra Hours Platoon-Operations:;
UFA/URified Fire Authority/General Fund/Training/
8:00 AM 12:00 PM Constant Man - Merit;;; S
- *| :Physical Exam::
12:30 Fm 6:30 PM @ Add work Rule -
Extra Hours::

8:00 AM 12:00 PM searct
€ Add Cost Center =

12:30 PM 6:30 PM

8:00 AM 12:00 PM

12:30 PM 6:30 PM



UKG Pro Mobile

All users have access to the UKG Pro mobile app from the Apple App Store and Google Play Store.

1. The app will have the following icon.

2. After Launching the App, review the following.

gt

a’

Connect with your team

from anywhere

Message your team any time, no matter
where you are.

Get Started

¢« 0

Keep tabs on your pay

See your last pay, review your contributions,

or even model what a change might look like,

from anywhere.

Skip

« 0

Balance your life and your
work

Stay on top of your schedule, punch in, or ask
for some well-deserved time off, all in one
place.

Skip

® ¢ 0

3. Enterthe URL of https://unifiedfire.ukg.net or the Code is: unifiedfire


https://unifiedfire.ukg.net/
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Welcome to UKG Pro

Access Code or URL *
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What is an access code or tenant URL?

Support
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Welcome to UKG Pro

Aecess Code or URL *
unifiedfire ukg.net

What I an access cade of tenant URL?

Suppart
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A quick security check...

4. Enter your email address and email password.

X

B8 Microsoft
Sign in

Email, phene, of Skype

Can't access your account?

Q, sign-in eptions

Torrms of Use  e————

Team Goals

There are no team geals

Your Goals

here are no active goals.

Your Pay

S February ¢

Your Time Off

There are no time off plans

Dashboard
four Profile
Alerts

View Opportunities

Onboarding
Onboarding Gaf

Track & Take Action

boarding

Your Retirement Plans

Your His

Manage

Your Team

Business Intelligence

Learning

Manager Tours & Videos

Team Goal

There are no tex

Your Goals

There are no ac

Your Pay

S Fcblua;

Your Time

There are no tin



