UKG DIMENSIONS USER GUIDE

UKG DIMENSIONS USER GUIDE SERVES AS AN ESSENTIAL RESOURCE FOR ORGANIZATIONS AIMING TO OPTIMIZE THEIR \W ORKFORCE
MANAGEMENT PROCESSES. UKG DIMENSIONS, FORMERLY KNOWN AS KRONOS ¥/ ORKFORCE DIMENSIONS, IS A COMPREHENSIVE
PLATFORM THAT INTEGRATES TIMEKEEPING, SCHEDULING, ATTENDANCE, AND LABOR ANALYTICS. THIS USER GUIDE PROVIDES A
DETAILED OVERVIEW OF NAVIGATING THE SYSTEM, LEVERAGING ITS FEATURES, AND MAXIMIZING PRODUCTIVITY THROUGH
EFFICIENT \WORKFORCE MANAGEMENT. W/HETHER YOU ARE NEW TO UKG DIMENSIONS OR LOOKING TO DEEPEN YOUR
UNDERSTANDING, THIS GUIDE COVERS EVERYTHING FROM BASIC SETUP TO ADVANCED FUNCTIONALITIES. KEY TOPICS INCLUDE
USER INTERFACE NAVIGATION, EMPLOYEE SCHEDULING, TIME AND ATTENDANCE TRACKING, AND REPORTING CAPABILITIES.
ADDITIONALLY, BEST PRACTICES AND TROUBLESHOOTING TIPS ARE DISCUSSED TO ENSURE SMOOTH OPERATION. THE
FOLLOWING TABLE OF CONTENTS OUTLINES THE MAIN SECTIONS COVERED IN THIS COMPREHENSIVE UKG DIMENSIONS USER GUIDE.

GETTING STARTED WITH UKG DIMENSIONS

e NAVIGATION AND USER INTERFACE

TIME AND ATTENDANCE MANAGEMENT

EMPLOYEE SCHEDULING AND SHIFT MANAGEMENT

REPORTING AND ANALYTICS

BesT PRACTICES AND TROUBLESHOOTING

GETTING STARTED WITH UKG DIMENSIONS

UNDERSTANDING THE INITIAL SETUP AND CONFIGURATION IS CRUCIAL FOR EFFECTIVELY UTILIZING UKG DIMENSIONS. THIS
SECTION HELPS NEW USERS FAMILIARIZE THEMSELVES WITH THE SYSTEM REQUIREMENTS, ACCOUNT SETUP, AND BASIC
CONFIGURATIONS NEEDED TO BEGIN MANAGING \WORKFORCE OPERATIONS.

SyYSTEM REQUIREMENTS AND ACCESS

UKG DIMENSIONS REQUIRES COMPATIBLE HARDW ARE AND SOFTW ARE FOR OPTIMAL PERFORMANCE. SUPPORTED BROWSERS
TYPICALLY INCLUDE THE LATEST VERSIONS OF CHROME, FIREFOX, EDGE, AND SAFARI. USERS MUST HAVE SECURE CREDENTIALS
PROVIDED BY THEIR ORGANIZATION TO ACCESS THE PLATFORM, ENSURING DATA SECURITY AND PRIVACY COMPLIANCE.

ACCOUNT SETUP AND UsEr ROLES

SETTING UP USER ACCOUNTS INVOLVES DEFINING ROLES AND PERMISSIONS THAT CONTROL ACCESS TO DIFFERENT FEATURES
WITHIN UKG DiMensions. COMMON ROLES INCLUDE ADMINISTRATORS, MANAGERS, AND EMPLOYEES, EACH WITH TAILORED
ACCESS LEVELS. PROPER ROLE ASSIGNMENT ENSURES USERS CAN PERFORM THEIR TASKS EFFICIENTLY WITHOUT COMPROMISING
SYSTEM INTEGRITY.



INITIAL CONFIGURATION

INITIAL CONFIGURATION INCLUDES SETTING UP ORGANIZATIONAL HIERARCHIES, DEFINING LABOR RULES, AND INTEGRATING
PAYROLL OR HR SYSTEMS IF APPLICABLE. THESE CONFIGURATIONS FORM THE BACKBONE OF THE SYSTEM, ENABLING ACCURATE
TRACKING OF TIME, ATTENDANCE, AND SCHEDULING BASED ON COMPANY POLICIES AND COMPLIANCE REQUIREMENTS.

NAVIGATION AND USER INTERFACE

EFFECTIVE NAVIGATION THROUGH UKG DIMENSIONS ENHANCES USER PRODUCTIVITY AND REDUCES TRAINING TIME. THIS SECTION
FOCUSES ON THE LAYOUT, MENUS, DASHBOARDS, AND CUSTOMIZATION OPTIONS AVAILABLE WITHIN THE PLATFORM.

MAIN DASHBOARD OVERVIEW

THE MAIN DASHBOARD PROVIDES USERS WITH A SNAPSHOT OF KEY INFORMATION SUCH AS SCHEDULED SHIFTS, PENDING
APPROVALS, AND ALERTS. USERS CAN CUSTOMIZE WIDGETS TO DISPLAY RELEVANT DATA, IMPROVING REAL-TIME DECISION=
MAKING AND TASK PRIORITIZATION.

MeNU STRUCTURE AND NAVIGATION PATHS

UKG DIMENSIONS FEATURES A HIERARCHICAL MENU STRUCTURE THAT ORGANIZES FUNCTIONS INTO LOGICAL CATEGORIES SUCH
AS TIMEKEEPING, SCHEDULING, AND REPORTING. USERS CAN QUICKLY ACCESS SPECIFIC MODULES VIA DROPDOWN MENUS OR
SEARCH FUNCTIONALITY, STREAMLINING \WORKFLOW.

CusToMIzZING USER PREFERENCES

USERS CAN TAILOR THEIR INTERFACE BY ADJUSTING SETTINGS SUCH AS LANGUAGE, TIME ZONE, NOTIFICATION PREFERENCES, AND
DISPLAY OPTIONS. CUSTOMIZATION ENHANCES USABILITY BY ALIGNING THE SYSTEM WITH INDIVIDUAL \WORKFLOWS AND
REGIONAL REQUIREMENTS.

TIME AND ATTENDANCE MANAGEMENT

ACCURATE TIME TRACKING IS FUNDAMENTAL TO WORKFORCE MANAGEMENT. UKG DIMENSIONS OFFERS ROBUST TOOLS FOR
RECORDING, EDITING, AND APPROVING EMPLOYEE TIME AND ATTENDANCE DATA.

CLOCKING IN AND OUT PROCEDURES

EMPLOYEES CAN USE VARIOUS METHODS TO CLOCK IN AND OUT, INCLUDING WEB PUNCH, MOBILE APP, BIOMETRIC DEVICES, OR
PHYSICAL TIME CLOCKS. THESE OPTIONS PROVIDE FLEXIBILITY WHILE MAINTAINING DATA ACCURACY FOR PAYROLL PROCESSING.



MANAGING TIMECARDS

MANAGERS AND EMPLOYEES CAN VIEW AND EDIT TIMECARDS TO CORRECT ERRORS OR ADD MISSING PUNCHES. THE SYSTEM
MAINTAINS AUDIT TRAILS FOR COMPLIANCE AND TRANSPARENCY. TIMECARDS ARE SUBJECT TO APPROVAL WORKFLOWS BEFORE
FINALIZING PAYROLL DATA.

HANDLING EXCEPTIONS AND ATTENDANCE POLICIES

UKG DIMENSIONS ALLOWS CONFIGURATION OF ATTENDANCE POLICIES SUCH AS TARDINESS, ABSENCES, AND OVERTIME. THE
PLATFORM AUTOMATICALLY FLAGS EXCEPTIONS FOR REVIEW , ENSURING ADHERENCE TO LABOR LAWS AND COMPANY POLICIES.

EMPLOYEE SCHEDULING AND SHIFT MANAGEMENT

EFFICIENT SCHEDULING IS CRITICAL TO BALANCING LABOR COSTS AND MEETING OPERATIONAL NEEDS. UKG DIMENSIONS PROVIDES
COMPREHENSIVE TOOLS TO CREATE, ADJUST, AND COMMUNICATE EMPLOYEE SCHEDULES.

CREATING AND PUBLISHING SCHEDULES

MANAGERS CAN CREATE SCHEDULES BASED ON EMPLOYEE AVAILABILITY, SKILL SETS, AND LABOR RULES. ONCE FINALIZED,
SCHEDULES CAN BE PUBLISHED TO NOTIFY EMPLOYEES THROUGH VARIOUS COMMUNICATION CHANNELS, REDUCING SCHEDULING
CONFLICTS.

SHIFT SWAPPING AND AVAILABILITY MANAGEMENT

EMPLOYEES CAN REQUEST SHIFT SWAPS OR UPDATE THEIR AVAILABILITY USING SELF-SERVICE FEATURES. MANAGERS RETAIN
CONTROL BY APPROVING OR DENYING REQUESTS, ENSURING COVERAGE AND COMPLIANCE WITH SCHEDULING POLICIES.

OVERTIME AND LABOR CosT CONTROL

THE PLATFORM HELPS MONITOR LABOR COSTS BY TRACKING SCHEDULED HOURS AGAINST BUDGETS AND ALERTING MANAGERS
WHEN OVERTIME THRESHOLDS ARE REACHED. THIS PROACTIVE APPROACH AIDS IN MANAGING EXPENSES AND MAINTAINING
PROFITABILITY.

REPORTING AND ANALYTICS

DATA-DRIVEN INSIGHTS EMPOWER ORGANIZATIONS TO OPTIMIZE WORKFORCE MANAGEMENT STRATEGIES. UKG DIMENSIONS
INCLUDES A SUITE OF REPORTING AND ANALYTICS TOOLS DESIGNED TO DELIVER ACTIONABLE INFORMATION.



STANDARD REPORTS

PRE-BUILT REPORTS COVER AREAS SUCH AS TIME AND ATTENDANCE SUMMARIES, LABOR DISTRIBUTION, COMPLIANCE AUDITS,
AND SCHEDULE ADHERENCE. THESE REPORTS CAN BE GENERATED ON-DEMAND OR SCHEDULED FOR AUTOMATIC DELIVERY.

CusTtoM ReporT CREATION

USERS WITH APPROPRIATE PERMISSIONS CAN CREATE CUSTOM REPORTS TAILORED TO SPECIFIC ORGANIZATIONAL NEEDS. THE
REPORT BUILDER INCLUDES DRAG~AND-DROP INTERFACES AND FILTERING OPTIONS TO REFINE DATA PRESENTATION.

DASHBOARD ANALYTICS

INTERACTIVE DASHBOARDS OFFER VISUAL REPRESENTATIONS OF KEY PERFORMANCE INDICATORS (KP|S), ENABLING MANAGERS TO
MONITOR TRENDS AND IDENTIFY ISSUES PROACTIVELY. DASHBOARDS CAN BE CUSTOMIZED TO FOCUS ON METRICS RELEVANT TO
DIFFERENT USER ROLES.

BeEST PRACTICES AND TROUBLESHOOTING

MAXIMIZING THE BENEFITS OF UKG DIMENSIONS INVOLVES FOLLOWING BEST PRACTICES AND UNDERSTANDING HOW TO ADDRESS
COMMON ISSUES. THIS SECTION OUTLINES STRATEGIES FOR EFFECTIVE SYSTEM USE AND PROBLEM RESOLUTION.

ENSURING DATA ACCURACY

REGULAR AUDITS OF TIMECARDS, SCHEDULES, AND EMPLOYEE DATA HELP MAINTAIN ACCURACY. ESTABLISHING CLEAR
W ORKFLOWS FOR APPROVALS AND CORRECTIONS MINIMIZES ERRORS THAT COULD IMPACT PAYROLL AND COMPLIANCE.

User TRAINING AND SUPPORT

PROVIDING COMPREHENSIVE TRAINING FOR ALL USER ROLES ENHANCES ADOPTION AND REDUCES ERRORS. UTILIZING AVAILABLE
SUPPORT RESOURCES SUCH AS HELP CENTERS, TUTORIALS, AND CUSTOMER SERVICE ENSURES TIMELY ASSISTANCE WHEN NEEDED.

CoMMON ISSUES AND SOLUTIONS

TYPICAL CHALLENGES INCLUDE LOGIN PROBLEMS, INCORRECT TIME ENTRIES, AND REPORT GENERATION ERRORS. TROUBLESHOOTING
STEPS OFTEN INVOLVE VERIFYING USER PERMISSIONS, CHECKING SYSTEM STATUS, AND REVIEWING CONFIGURATION SETTINGS.

® VERIFY USER CREDENTIALS AND ROLES
o CHECK NETWORK CONNECTIVITY AND BROWSER COMPATIBILITY

® REVIEW ATTENDANCE AND SCHEDULING POLICIES FOR CONFLICTS



e CONSULT SUPPORT DOCUMENTATION FOR ERROR CODES

FREQUENTLY AskeD QUESTIONS

WHAT Is UKG DiMENsIONS User GUIDE AND HOW CAN IT HELP ADMINISTRATORS?

THe UKG DiMeNsIoNs User GUIDE IS A COMPREHENSIVE MANUAL DESIGNED TO HELP ADMINISTRATORS UNDERSTAND AND
EFFECTIVELY USE THE UKG DIMENSIONS \WORKFORCE MANAGEMENT SYSTEM. [T PROVIDES DETAILED INSTRUCTIONS ON SETUP,
CONFIGURATION, AND DAILY OPERATIONS TO OPTIMIZE SCHEDULING, TIME TRACKING, AND LABOR MANAGEMENT.

\X/HERE CAN | FIND THE LATEST UKG DiMensions User GUIDE?

THe LATEST UKG DiMENSIONS User GUIDE CAN TYPICALLY BE FOUND ON THE OFFICIAL UKG SUPPORT WEBSITE OR THROUGH
THE UKG DIMENSIONS APPLICATION’S HELP SECTION. USERS WITH APPROPRIATE ACCESS CAN DOWNLOAD PDF VERSIONS OR
VIEW ONLINE DOCUMENTATION FOR UP-TO-DATE INFORMATION.

Does THE UKG DiMensions User GUIDE COVER MOBILE APP USAGE?

YES, THE UKG DiMeENSIONS USER GUIDE INCLUDES SECTIONS DEDICATED TO USING THE MOBILE APP, GUIDING USERS ON HOW TO
CLOCK IN/OUT, VIEW SCHEDULES, REQUEST TIME OFF, AND MANAGE NOTIFICATIONS, ENABLING EFFICIENT \WORKFORCE
MANAGEMENT ON THE GO.

How poes THE UKG DiMeNsIoNs User GUIDE ADDRESS TROUBLESHOOTING COMMON
ISSUES?

THE User GUIDE PROVIDES A TROUBLESHOOTING SECTION THAT HELPS USERS IDENTIFY AND RESOLVE COMMON PROBLEMS SUCH
AS LOGIN ISSUES, DATA SYNCHRONIZATION ERRORS, AND SCHEDULING CONFLICTS. |T OFTEN INCLUDES STEP-BY-STEP SOLUTIONS
AND CONTACT INFORMATION FOR FURTHER SUPPORT.

CAN sUPERVISORS USE THE UKG DiMeNsIONs User GUIDE TO MANAGE EMPLOYEE
SCHEDULES?

ABSOLUTELY. THE UKG DIMENSIONS USER GUIDE CONTAINS DETAILED INSTRUCTIONS FOR SUPERVISORS ON CREATING,
UPDATING, AND APPROVING EMPLOYEE SCHEDULES, MANAGING SHIFT SWAPS, AND MONITORING LABOR COSTS, ENSURING
EFFECTIVE \WORKFORCE PLANNING AND COMPLIANCE.

ADDITIONAL RESOURCES

1. UKG Divensions User GuIDE: A COMPREHENSIVE HANDBOOK

THIS BOOK SERVES AS A DETAILED MANUAL FOR USERS OF UKG DIMENSIONS, COVERING ALL ESSENTIAL FEATURES AND
FUNCTIONALITIES. T WALKS READERS THROUGH SETUP PROCESSES, TIMEKEEPING, SCHEDULING, AND REPORTING TOOLS. IDEAL
FOR HR PROFESSIONALS AND MANAGERS, IT HELPS OPTIMIZE WORKFORCE MANAGEMENT USING UKG DIMENSIONS.

2. MasTerING UKG DiMeNSIONS: TIPS AND BEST PRACTICES

FOCUSED ON PRACTICAL APPLICATIONS, THIS GUIDE OFFERS EXPERT ADVICE FOR MAXIMIZING EFFICIENCY WITH UKG DIMENSIONS.
IT INCLUDES TROUBLESHOOTING TIPS, CUSTOMIZATION OPTIONS, AND STRATEGIES FOR IMPROVING EMPLOYEE ENGAGEMENT. THE
BOOK IS DESIGNED TO HELP ADMINISTRATORS AND SUPERVISORS LEVERAGE THE SOFTWARE TO ITS FULLEST POTENTIAL.

3. UKG DIMENSIONS REPORTING AND ANALYTICS EXPLAINED
THIS TITLE DELVES INTO THE POWERFUL REPORTING CAPABILITIES OF UKG DIMENSIONS. READERS WILL LEARN HOW TO CREATE,



CUSTOMIZE, AND INTERPRET REPORTS TO MAKE DATA-DRIVEN DECISIONS. THE BOOK ALSO COVERS INTEGRATION WITH OTHER
BUSINESS INTELLIGENCE TOOLS, ENHANCING ORGANIZATIONAL INSIGHTS.

4. TiMe AND ATTENDANCE MANAGEMENT WiTH UKG DIMENSIONS

SPECIALIZING IN TIME TRACKING AND ATTENDANCE FEATURES, THIS BOOK GUIDES USERS THROUGH EFFECTIVE WORKFORCE TIME
MANAGEMENT. |T EXPLAINS HOW TO CONFIGURE SCHEDULES, MANAGE EXCEPTIONS, AND ENSURE COMPLIANCE WITH LABOR LAWS.
THE BOOK IS ESSENTIAL FOR PAYROLL SPECIALISTS AND HR TEAMS.

5. IMPLEMENTING UKG DIMENSIONS: A STEP-BY-STEP APPROACH

THIS GUIDE IS PERFECT FOR ORGANIZATIONS PLANNING TO DEPLOY UKG DIMENSIONS. |T OUTLINES THE IMPLEMENTATION PROCESS
FROM INITIAL PLANNING TO GO-LIVE, INCLUDING DATA MIGRATION AND USER TRAINING. THE BOOK ALSO HIGHLIGHTS COMMON
CHALLENGES AND HOW TO OVERCOME THEM.

6. Customizing UKG DIMENSIONS FOR YOUR ORGANIZATION

LEARN HOW TO TAILOR UKG DIMENSIONS TO FIT UNIQUE BUSINESS NEEDS WITH THIS COMPREHENSIVE CUSTOMIZATION GUIDE.
TOPICS INCLUDE CONFIGURING WORKFLOWS, SETTING UP SECURITY ROLES, AND CREATING PERSONALIZED DASHBOARDS. |T
EMPOWERS ADMINISTRATORS TO CREATE A USER-FRIENDLY AND EFFICIENT SYSTEM.

7. UKG DiMensions SEcURITY AND COMPLIANCE HANDBOOK

THIS BOOK FOCUSES ON SECURING SENSITIVE WORKFORCE DATA WITHIN UKG DIMENSIONS. |T COVERS BEST PRACTICES FOR
ACCESS CONTROL, AUDIT TRAILS, AND REGULATORY COMPLIANCE. PERFECT FOR | T PROFESSIONALS AND COMPLIANCE OFFICERS,
IT ENSURES THAT ORGANIZATIONS PROTECT EMPLOYEE INFORMATION AND MEET LEGAL STANDARDS.

8. ADVANCED SCHEDULING TECHNIQUES IN UKG DIMENSIONS

EXPLORE SOPHISTICATED SCHEDULING METHODS TO OPTIMIZE WORKFORCE PRODUCTIVITY IN THIS SPECIALIZED GUIDE. |T
INCLUDES STRATEGIES FOR SHIFT PLANNING, DEMAND FORECASTING, AND MANAGING LABOR COSTS. THE BOOK IS VALUABLE FOR
OPERATIONS MANAGERS LOOKING TO IMPROVE STAFFING EFFICIENCY.

9. UKG Dimensions MosiLe App User MANUAL
DESIGNED FOR END-USERS, THIS MANUAL EXPLAINS HOW TO NAVIGATE AND UTILIZE THE UKG DIMENSIONS MOBILE APP

EFFECTIVELY. [T COVERS FEATURES SUCH AS CLOCKING IN/OUT, VIEWING SCHEDULES, AND SUBMITTING REQUESTS ON THE GO.
THE BOOK ENHANCES THE MOBILE EXPERIENCE FOR EMPLOYEES AND SUPERVISORS ALIKE.
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