UKG READY

HOW TO SUBMIT YOUR TIMECARD

This training document is intended to provide instruction on how to approve your
timecard.

* Go to “View my timecard” on your clock icon

View my timesheet

* Onthe upperright-hand corner of your timesheet will be the Submit button

* Select the approve button, the Approve Timesheet notification will appear

' Submit for approval

Once timasheet is submitted for approval, any further medification would not be
allowed. Do you want to continue?

* Select Submit.

@ 1 Movember 02, 2025 - November 15, 2025 ¢ (5 Subr

*  Your timecard will appear as “Submitted”.
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