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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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2. Enter your email address and email password. 

 

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

 
 

 
 



4. If this is your first time signing in, you will be asked the following questions.  
 

 
 

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

 



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

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

in future releases. 
 

8. 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.  
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Timecard Entry and Approval 
1. On the menu options on the left side, click Workforce Management.  This will give you 

access to the timekeeping system. 

 

 
 
 

2. 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.  

 

 
 
 
 
 
 
 
 
 



3. Next you 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.  
 
 

 
 
 
 
 
 
 
 
 
 
 



4. Managers will also need to add the tile for Manage Timecards.  

 



5. To see your time card, you can select the tile on your home screen and click on the arrow 
next to My Timecard. 

 
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.

 

 



7. Next you 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 approval icon is in the upper left hand corner.    
 

 
 

8. You can also review your accruals and totals hours worked on the bottom of this screen.   
 

 

 



9. You will 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. 
 

 

 

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) 
1. Transfers work a little different in UKG Pro vs Kronos.  You still select the transfer box next to 

the shift you want to transfer. 

 
2. 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. 

 
 
 
 
 



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

  
 

4. Then you 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). 

 



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

 

6. Add Project.  

 

 

 

 



7.   Find the project you want to use.  
 
 

 
 
 
 

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. 
 

 

 

 

 

 

 

 

 



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. 
 

 

 

 

 

 

 
 

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

https://unifiedfire.ukg.net/


   
 

4. Enter your email address and email password. 
 

   
 
 

 


