GUIDES

* Exploring the Main Menu

* Tiles
* Clocking In/Out
* Entering a Missed Punch
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EXPLORE THE MAIN MENU

Navigation: UKG Pro WFM > Home Page

1. From the Home Page, select the Main
Menu E icon

The main menu opens. From here you can edit (
your profile or navigate to specific areas in the ( Meal Out

Punch
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EXPLORE THE MAIN MENU

X
2. From the Main Menu Ereview the areas RN Rose Nylund
of the solution and select an option
. Edit Profile ¢ Sign Out (>
e Select My Information and then My
Timecard i
Search @)
Home
My Information -
My Calendar

:> My Timecard
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TILES

The home page is composed of
tiles, which are containers that
display a summary of content

You can perform functions such
as punching in and out or
navigate around the solution

Punch

—

ast Punch: 1/27/2025 4:32 PM @

\/ Clock In \u
h. A
\/ Meal Out \u
h. A
\/ Meal In \u
h. A
\/ Clock Out \I
. S
My Schedule ~»
Tue
2g Today
& [Cancelled]
USC Time Off Request (12:00
PM-2:00 PM)

wed You have nothing planned.

29

Thy You have nothing planned

30 g p g

;i You have nothing planned.

-

My Timecard

Edited Tue 1/28 by Hernandez, Miriam

Exceptions

My Accruals

Vacation

16892

ecess )

16892

0.00
0.00

Time-Off Request >

USCFPM

My Notifications

Tasks

My Requests

Timekeeping

Facilities Planning and Management
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CLOCKING IN/OUT

The Punch Tile has four buttons:
Punch

Clock In, Meal Out, Meal In, and Clock Out

Last Punch: 17212025 1228 PM @
Here’s how to use them:

( Clock In Hﬁl
* When you’re ready to start your workday, press Clock In : -
( Meal Cut )
* Ifyou’retaking a meal break, select Meal Out : -
( Meal In )
* Once you return from your meal, press Meal In ) -
i Clock Out |
s P

* Finally, atthe end of your workday, press Clock Out

After the punch isrecorded, a success message displays on the Punch tile

5 OO



USCFPM

Facilities Planning and Management

l

ENTER A MISSED PUNCH

If you forget to punch in or out as your schedule expects during the MyTimecord 2

current week, you will get a notification B B, Opan My Timacard
Exceptions

You can correct this on your timecard 3

* First, navigate to your Timecard 11

* Onthe My Timecardtile, selectthe Open My Timecard arrow

Exceptions are generated on your timecard when something doesn’t
match the schedule, such as a missed punch

* Selectthe cell that shows an exception indicated by asolidredcell ...~~~ =
e Enterthe missing time

e Select Save

BB E BB B B B B

A notification has been sent to the manager to approve the punch
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