How to view your timecard

SEME Salary Supervision

From UKG Pro>Click on “Workforce Management ”

On your homepage of “Workforce Management ”, look for the “My Timecard ” tile
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Your timecard will appear. Please verify that your job hours worked came over properly. If there
are any edits that need to be updated on your timecard, please contact your manager.
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2. Click the “approve” check mark to indicate you have reviewed your timecard for accuracy
a. Your timecard will turn yellow.

**Exempt employees are auto paid (40hrs). Hours captured on your timecard are for
tracking and review purposes only**

Requesting Time Off

From the “Accruals” tile
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1. Click “Time-Off Request”
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2. Select the day(s) you’re requesting
3. Click “Apply”
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4. Select your duration “Hours” or “Full”
a. If selecting “Hours”
5. “Start Time” is the time you start your day
6. Enter in the duration per day
a. The system will auto calculate the total number of hours for multi-day request.
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Your time off request will now be submitted to your manager for review and approve
1. Click “Done”





