
UKG READY 

PAGE 1

HOW TO ADD IN SCHEDULE

This training document is intended to provide instruction on how to add 
employee schedules. 

• Go to My Employees on your dashboard.

• Search employee and select the paperclip icon.

• Select “Edit Schedule”  
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• Select Shift Type and Dates.

• Select the employee then select the Add Schedule 
button .

• Add in the below information then select Generate to generate schedule.


