CURBELL

Requesting Time Off in UKG

How to Request Time Off on a Desktop:

Navigation: UKG > Myself > Time > Time Management

1. On the right-hand side under Things I Can Do, click on “Add Time Off Request”:

]
Things | Can Do

Add Time Off Request

2. Enter in the description type (Vacation versus FlexBank/etc.) and enter in the from and to dates. (You can also
add notes to the approving supervisor if necessary.)
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3. For advanced requests (multiple pay codes, partial days, non-consecutive days), select the “Show Advanced
Options” and edit the details accordingly:

Time-Off Requests
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4. Once the time has been entered accordingly, select Save at the top right corner:

Time-Off Request: 0 0 e ® .
Available Balances

5. After saving, the request is sent to your supervisor and you will be brought to the Time-Off Requests page where
you can see all submitted requests. The status of the request remains in Pending status until it is approved or denied
by your supervisor. After your supervisor approves or denies your request, you will receive a message to your
Outlook email and when you access Time Management in UKG.
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How to Modify Requested Time Off on a Desktop:

You can modify and cancel requests for time off, as well as send a reminder to respond to a request in Time
Management using the Requests page.

Navigation: UKG > Myself > Time > Time Management > Scheduler > Requests
1. Select the entry to you wish to modify
2. From the action bar, select the action: Edit, Remind, or Cancel.

e If you select Edit, an Edit Request form appears with the original information

e If you select Remind, a Reminder Message pop-up window appears. Enter a message to your supervisor
and select Remind

e If you select Cancel, a Cancel Message pop-up window appears

Note: Select the View Calendar from Things I Can Do to view an annual comprehensive view of historical and
current time off requests status. Select a month to see a monthly view of requests. You can also view/hide requests
based on status by selecting/deselecting from the key on the left.

How to Request Time Off via the UKG Mobile App:

*If needed, download the mobile app from the Apple or Google Play app stores. Enter CURBELL for the company
access code.

Once the app is downloaded, enter the username and password you use to log in to this site.
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Navigation: Menu > Time > My Time Off:
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1. Click on the “Request Time Off” button:

Request Time Off

Reauests

2. Select Time Off Type (Vacation versus Flex Bank/etc.):
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3. Optional - Enter in a description for Request Title (Ex. Family Reunion):

X Request Time Off Submit

Time off type

VACATION v

56 hours

Request title

4. Add in the Start Date and End Date, then click Save in the upper right corner:

X Start and end dates Save
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5. A summary of the total hours requested should then appear at the bottom. If you need to request anything less
than 8 hours, click on the “Request partial day(s)” slider which will allow you to adjust the number of hours on the
next line.

Request partial day(s) ®

Total hours requested off

4
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6. Add in necessary comments for your supervisor if needed:

Comments

7. Select “Submit” in the top right-hand corner once finalized:

X Request Time Off Submit

8. You should see this confirmation at the bottom of your screen:

Your Time Off Request has been submitted.

You can view pending or past requests on the Time Off page under “Requests,” and see your remaining PTO for
each category under “Balances.”
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