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What we will cover today
• Logging in
• Navigating & Customizing UKG-Pro
• What you can do in UKG-Pro
• Using UTA (UKG Time & Attendance)

• Clocking time
• Making edits
• Requesting Time Off
• Approving time

• What else is coming?



Caution!
You are logging in to the live system. Any changes you make can 

impact your pay.

Please be sure to delete any punches or time off requests that are 
inaccurate.



What browsers can I use?
• Any kind you want!

• UKG works best with Chrome & Firefox, but works on all 



Logging in
• Two Ways

• First way (preferred)
• My.Redlands.edu

• Requires you log-in to your 
Redlands account first

• Utilizes single sign-on



Logging in
• Second way

• http://uredlands.ultipro.com

• Redirects to the U of R single 
sign-on page

• Don’t Bookmark this page



Navigating & Customizing UKG
• Where do I find Time & Attendance?
• How do I change the QuickLink Tiles?
• How do I edit Favorites?
• How do I update my information?
• What else can I do?



Navigating & Customizing UKG



Navigating & Customizing UKG
• Pay attention to your Pop-up Blocker

• You must allow Pop-ups for UKG in order to launch UTA



Changing/Adding the QuickLink Tiles



Changing/Adding the QuickLink Tiles



Changing/Adding the QuickLink Tiles



How do I edit Favorites?



How do I edit Favorites?



How do I edit Favorites?



What can I do in UKG-Pro
• Updating Personal 

Information
• Accessing Pay info
• Changing Tax 

withholdings
• Reviewing Benefit info
• Much more to come…



What can I do in UKG
• Take a moment to review your personal information



Using UKG Time & Attendance (UTA)
• Launch UTA either by

• The Menu
• Your Favorite
• The QuickLink tile

• Not allowed – Need to disable Pop-up Blocker 



Using UTA



How to Clock In / On
• Two ways

• First, from the Launch Pad Homepage

• Second, from My TS



How to Clock Out / Off
• Two ways

• First, from the Launch Pad Homepage

• Second, from My TS



Making Edits



How to request Time Off
• Through the Launch Pad Homepage

• Through the Time Off Option

• Through the My TS Tab



Through Launchpad and Time Off
• Click Request Time Off or Time Off Calendar



Through Launchpad and Time Off
• Click on the date(s) in the calendar you wish to take off



Through Launchpad and Time Off
• Select the Time Off Code and Enter in the critical information 

(noted with a *)



Through Launchpad and Time Off
• Click Submit to send the request to your Supervisor for approval



Through Launchpad and Time Off
• The icon will change from Orange to Blue to Green



Through My TS Tab
• Navigate to the week you wish to enter time off



Through My TS Tab
• Click on the Pencil Icon and select LTA (Long Term Absence)



Through My TS Tab
• Enter the date(s) and Time Code for the Time Off



Through My TS Tab
• If you wish to enter a full day, leave the time blank
• Only enter time if you are inputting for a partial day

• The time will default to AM when you just enter the number. You must 
indicate afternoon hours with a “p” designation (for example 1p, 2:30p, 
4:10p, etc.). 

• Click Submit when done



Through My TS Tab
• Important note

• Your Supervisor will not be notified of this entry



How You sign off
• Can be done daily, weekly, or in some cases bi-weekly

• Navigate to My TS



A simple 3 step process to sign-off
1

3

2



Sign off completed
• The checked boxes are the visual indicator you have properly 

signed off on the days.



Sign off tips
• Create a calendar reminder in Outlook to sign-off on your 

timecard
• Items in yellow still require your supervisor’s authorization
• Ensure each week is signed off



How to Approve Time cards
• You are only approving exceptions (“Unauthorized”) time.

• Click on Daily TS for employees reporting to you

• Narrow the list by selecting a few options



How to Approve Time cards
• Narrow the list by selecting a few options



How to Approve Time cards
• Review for any items that are “Unauthorized”, noted by a yellow 

highlight
• Expand the day by clicking the triangle



How to Approve Time cards
• Review the day for accuracy and any missing Authorizations

• Correct as needed
• Check the empty check box
• Click Submit



How to Approve Time cards
• When complete, you may get a message that states

• This is normal and simply means there are no areas to review



Thank you for attending!
For additional training materials, please visit

http://ess.redlands.edu

For questions or corrections, please email
HRIS@redlands.edu


