
 

 

Introducing the UKG Software from a Manager or Director Point of View.  

Let’s Get to Know Your New Employee Requests View 
• Google Chrome is the recommended browser. 
• Actioning an employee request can be done multiple ways on the home screen, one being the My Notifications tile.  

o Shift swap requests can also be actioned from the My Notifications tile. 

• Some features may not be available to all users (options will be based on role).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Note: Some features displayed may not be available for your specific user role. For questions contact click here to email Support Team  

 

Stay Tuned for Volume 5 arriving soon! 

Filter option permits users to 

select specific statuses to display 

Details window will display 

more information below 

about the employee request 

Action buttons to review and 

decide upon the request   

Add Comments button to send a 

message back to the employee  

Shift Swaps can be 

actioned from this location 
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