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1) Introduction

1.1 Introduction

We are excited to introduce UKG (Ultimate Kronos Group) as our new Human Resource
Information System (HRIS), designed to streamline our HR processes, improve
accessibility, and enhance your experience with self-service features. This guide will walk
you through the system's key functionalities, providing you with the resources and
knowledge to navigate UKG with ease.

As part of our commitment to enhancing HR operations and employee experience, we are
transitioning from our previous system, Ascentis, to UKG. While Ascentis has served us
well, UKG offers a more comprehensive and user-friendly platform that will allow us to
better manage our workforce, track time and attendance, handle payroll, and provide
greater access to self-service features for all employees.

This guide is intended to help you understand and make the most of the new UKG system,
ensuring a smooth transition and enabling you to efficiently complete everyday HR tasks.
Whether you're an employee, manager, or HR staff member, you’ll find step-by-step
instructions, tips, and resources to help you navigate UKG with confidence.

We are excited for you to explore the new possibilities UKG offers and look forward to
making this transition as seamless as possible. If you have any questions or need
additional assistance, please don’t hesitate to reach out to Human Resources.

1.2 Purpose of the User Guide

This user guide is designed to provide employees and administrators with a comprehensive
understanding of the UKG system. It will outline key features, functionalities, and step-by-
step instructions to navigate and utilize the system effectively and accurately. This guide
also aims to support users in performing essential task .
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2) Accessing UKG

2.1 Logging into UKG

In order to access UKG you will need to open your internet browser and will navigate to
https://ufcwi.ukg.net/

You will be arrive to the UKG welcome page below where it will ask you for your
organizations access code. You will enter - UFCWI - below.

UKG

Welcome

/
\ /
0 \ %
\ /
\
\
\
\ wihat is my Campany Access Code?
3
T = = -
R e .

Once this has been completed you will be brought to the following page where you are able
to log in for the first time using your work email in the username section and your date of
) birth with two digits for the

VKG month, two digits for the
day, and 4 digits for the
Welcome, - o password (e.g.01011950).
comeonin! - -‘:@"
= o ® .
» € B
Username &
Password & .
Forgot your password? Powered by UKG
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2.2 Forgot Password

In the case that you forgot your password, you do have the option to reset your password on
your own. From the login in page you will select “Forgot your password”.

viKG

Welcome,
comeonin!

Username

Password

Forgot your password? Powered by UKG

Clicking “Forgot your password?” will bring you to the following page. Here you will provide

your username, your work email address, and select continue.

viKG

Forgot Your Passwor

No problem. We can help with that.

Let's get started. Recejfed an access code or
resgf link?

Enter your username and we
will help you reset your
password.

ter the access code along
‘with your username below.
If you received a reset link
by email, please follow the
Username instructions in the email.

bgodwin@ufcw.org or

Username

Access Code

Don't know your username? Contact your Syg#€m Administrator for
help.

Cancel Continue
Powered by UKG
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This will bring you to the next page which will ask you the security questions that you have
set when you first log into your account.

vKG
Reset Your Password

Just one thing...

To ensure you're the right bgodwin@ufcw.org, please answer the
security question(s) you originally gave us when you set up your
account.

In what city were you born?

What was the name of your first pet?

What street did you grow up on?

Cancel Powered by UKG

Once you have entered in your information, UKG will send you an email with a link to reset
your password. Click on that link and provide a new password.
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2.3 Navigating the dashboard

Once you have logged into your account you will be greeted by your dashboard with your
name at the very top.

Q searct |
O A & @

Myself

Personal

My Company

Jobs.

Career & Education
Career Development
Pay

Workforce Management
Benefits

Open Enrollment

Life Events

Learning Center
UKG Community

Go To Assist

Home
Inbox

Sign out

( share Feedback )

| Q Search

o A 5

Myself

Personal

My Company

Jobs

Career & Education
Career Development
Pay

Workforce Management
Benefits

Open Enroliment

Life Events

Learning Center
UKG Community

Go To Assist

Home
Inbox

Sign out

Share Feedback

Qart oo

@ Hello, Brandon

Coming Up My shortcuts V'
My Schedule > ﬁ Request time-off
Wed Direct Deposit >
2 Today = .
@ 8:30am-4:30pm ’l—:‘g Contacts N

8:30 AM-4:30 PM [8:00]

8 g:30 AM-12:00 PM [3:30)
United Food and Commercial Workers/United Food and Commercial B2 Name, Address, and Tel.. >
‘Workers/UNION ADMINISTRATION/Human Resources
Office/EMPLOYEES/Default

& 12:00 PM-1:00 PM [1:00] &, Income Tax >
Break

8 1:00 PM-4:30 PM [3:30]
United Food and Commercial Workers/United Food and Commercial
Workers/UNION ADMINISTRATION/Human Resources
Office/EMPLOYEES/Default

L_'O U.S. Wage and Tax Stat... >

Thu s
3 = 8:30am-4:30pm
8:30 AM-4:30 PM [8:00]

For me

Ponered by UKG ©

Personal — This area will provide you with information such as
your employee summary, emergency contacts and other key
information.

My Company - This area will provide you with news &
information, employee directory, and the organization chart.

Jobs - This area will give you information pertaining to your job,
compensation, job history, and your performance reviews.

Career & Education - This will provide you with a summary of

your skills, awards and education.

Career Development - This area provides you with trainings
that are available to you, anything that needs to be completed, and
those that have already been completed.

Pay - This is the area that you can see your current pay
statements, pay history, YTD summary, and your direct deposit

information.

Workforce Management - This is the link you would use to get
to your timesheets.
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Coming Up My shortcuts s

My Schedule 5 T Request time-off

Tue ﬁ‘ Direct Deposit >
g Today :
= 3:30am-4:30pm @\ Contacts N
8:30 AM-4:30 PM [8:00]

B 2:30 AM-12:00 PM [3:30]
United Food and Commercial Workers/United Food and Commercial
Workers/UNION ADMINISTRATION/Human Resources
Office/EMPLOYEES/Default

MName, Address, and Tel... >

12:00 PM-1:00 PM [1:00]
Break

Income Tax >

)
]
X,

=9 1:00 PM-4:30 PM [3:30]
United Food and Commercial Workers/United Food and Commercial
Workers/UNION ADMINISTRATION/Human Resources 2
Office/EMPLOYEES/Default

U.5. Wage and Tax Stat... >

Wed
9 ® 8:30am-4:30pm
8:30 AM-4:30 PM [8:00]

The main screen will provide each employee with what their typical schedule is based on
Workforce Management.

o
My Shortcuts My shortcuts p.

On the right side of the screen, you will see shortcuts 75- Request time-off
y—r

that you can edit based on what you would like easy
access to. For this example, you can see that there is a

shortcut for requesting time off, direct deposit, @é\ Direct Deposit ?
contact, your Name, Address, and Telephone
information, income tax information and U.S. Wage |t.°! Contacts >

and Tax Statements.

:=| Name, Address, and Tel... >
Income Tax >

|E :I@ U.S. Wage and Tax Stat... >
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3) Employee Self-Service Features

3.1 Viewing Personal Information

+ » | Whenyou navigate to the right side of the dashboard, you will have
| Q search | the choice to view your personal information.
<o A 5 i

Employee Summary - This section provides you with all of your
Myself : personal information such as your name, employee number,

Personal ~

address, and contact information. This section also includes

Emplayee Summary

Name, Address, and Telephone company information such as your seniority, and department (with

Status/Key Dates department COde)- Finauy’ this section prOVideS basic Information
Contacts regarding yourjOb.

Emergency Contacts
Property
Private Info

Other Personal Info

Name, Address, and Telephone - In this section of your profile you can view you’re direct

contact information to include your name, address, phone number, and email address.

. Name, Address, and Telephone

Name, Address, and Telephone ot Feedback? 7 5 Q>
edit print  help
Name Brandon A Godwin Primary Home | ——
Phone
Former last
. Primary Work +1202-466-1517
Marital status single Phone
Address Work extension
Primary e-mail bgodwin@ufew.org
United States Alternate e-mail

Mailstop

Alternate Phone Numbers

Type 2 Phone Extension Country Country Prefix Private

Mo records found

If you would like to edit this information you would select the editicon at the top right. Right
now, this feature is inactive but will be available at a later date once we are able to setitup
so that it notifies the right parties before being confirmed.
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a ® & 0@ >

Change Name, Address, or Telephone W Got Feedback?
save cancel print  help
Effective 04/08/2025 o] Preferred first
Prefix v Former last
First * Brandon Marital status Single v
Middle A
Last * Godwin
Suffix v
Address

Quick Address
Search X

[ override Smart Tax address
You will have to validate Resident Tax codes if making manual changes

Country * United States ¥

Address Line 2

City

State/Province « Maryland &7

Zip/Postal code -

County Q
Primary e-mail bgodwin@ufcw.org

Alternate e-mail

Once you get to the edit page, you will have the ability to submit a change in your Name,
Address and Phone Number. Do not forget to click “save” in the top right corner to save
your changes.

Contacts & Emergency Contacts

These two sections show the same information, your emergency contacts and/or your
beneficiaries and dependents.

Contacts ®@ & 0>
add print  help
Status | Active - |
Name *+ Relationship Designation B
_ Friend Beneficiary
Dependent
Emergency contact
| — Cousin Beneficiary
Dependent
Emergency contact

If you would like to add a new contact, you would need to select the “add” icon.
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Add/Change Contact c ® s @ > Note: The

save reset cancel print help

B contactis actve only required
persene! . | information
idde ‘ \ (*)is the
. } } person’s first
Suff C and last
| name as well
as their

Designation relationship
z:\:ﬁc;:;:i:onueslgnat\onfor this contact. Note: Identifying this record as a Dependent or Beneficiary only makes them eligible for consideration, it does not automatically add them to any to you.
Retonship -

0

O em:
Address Telephone

s is different from employee Preferred phone \:I

3100 Irma Court Home phone [ setect country v

On this page you can submit a new contact and can add as much information as you would
like about that person. If this person is not someone who lives with you, you can select the
checkbox that states that their address is different from yours.

3.2 Viewing Pay Statements and Tax Information

Pay ~ On the main navigation bar to the right you have the
Current Pay Statement option to select “Pay”. This sections allows you to
_ view your current pay statement, your Year-To-Date

Pay History . _ .

(YTD) summary, Direct Deposit information, your
YTD Summary .

income tax summary, and the U.S. Wage and Tax
Direct Deposit Statements (also known as your W-2 information).

Income Tax

U.5. Wage and Tax Statements
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Current Pay Statement

Below you have a breakdown of your current pay statement. Here you can see the
following;

S & 0>

download print help

Pay Statement

This is a statement of earnings and deductions. This pay statement is non-negotiable

HEQW v

Period Start Date 01/19/2025

United Food and Commercial Workers Period End Date  02/01/2025
1775 K Street NW Pay Date 02/07/2025
Washingtan, DC 20006 Document 763

202-466-1561

Net Pay |

Pay Details

Home Address

BRANDON A GODWIN Employee Number 003850 PayGioup  USEMPLOYEES 70 HRS
\ _ SN XXKKXKXKK Location District of Columbia

Ush Job Assistant Director DEPARTMENT 30IM - Human Resources Office
Pay Rate | ] ALLOCATION  UA-UNION ADMINISTRATION
o Frequency  Biweekly LMTYPE  12-EMPLOYEES
Pay Rate o
y Pay Type Hours Pay Rate Current YD
Group Term Life
»
PREPAID LEGAL >
Regular Pay-Salary 70.000000 |
Total Hours Worked 70.000000 Total Hours70.00000
Deductions
Deduction Pre-Tax Employee Current Empioyee YTD Employer Current Employer YTD
Group Term Life No
PREPAID LEGAL No
»
D d t. RET/PENSION | No |
Group Term Life No
Health Plan No

Taxes
/ Tax Current

Taxes —
Employee Medicare

Social Security Employee Tax

MD State Income Tax

-j
3

Prince George's

Net Pay
Paid Time Off » NetPayDi
—
Plan Current Balance  Account Number Account Type Amount
Birthday 7.0000 00000 oooo3201 Checking
Ext Sick Leave 00000 1400000 Total -
Paid Time off Personal Day 0.0000 14.0000
Sick Leave 0.0000 84.0000
Vacation 00000 49.0000
Pay Summary
Gross FIT Taxable Wages Taxes Deductions Net Pay

Pay S smmp=
R ] H B H B

Note: Your pay statements will now show information that has not been previously
available such as accrual balances, shown as “paid time off”.
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Pay History

Pay history is where you will find your pay statements based on the pay period that you may
want to retrieve at any time. Selecting the pay date will allow you to see a breakdown

Pay History s 0>
print  help

You can download multiple pay statements in a single file by selecting up to 30 pays on or after 01/24/2025

Find by | Daterange ~ |From [oa/08r2024 |70 [mmroorrvy | (R

Filtered by Date range on or after 04/08/2024 [Clear Filters] Displaying all records | 0 row(s) selected
Pay Date ¥ Document Number Net Pay Earnings Employee Deductions Employee Taxes 55
O 02/07/2025 763 ——_— L [ [ ]
O 01/24/2025 436 | I I I

Selecting the pay date will bring you to a summary that looks identical to your current pay
statement, seen on the previous page.

Year-To-Date (YTD) Summary

The YTD summary provides employees with a simplified breakdown of all earnings,
deductions, and taxes.

Pay summary 5 0>
print  help
Find by
Company | United Food and Commercial Workers ¥
Year
Earnings Deductions Taxes
Type Hours Amount Type Employee Amount Employer Amount Type Amount
Group Term Life 0.0000 [ | Group Term Life | $0.00 Prince George's -
PREPAID LEGAL 0.0000 ] Group Term Life $0.00 || MD State Income Tax | ]
Regular Pay 210.0000 | ] Health Plan $0.00 - Federal Income Tax ]
Total 210.0000 | RET/PENSION | ] [ Employee Medicare |
PREPAID LEGAL [ $0.00 Social Security Employee Tax .
Total | ] - Total ]

Earnings are seen in the first column and will show and will show your regular pay.

Deductions are seen in the second column and will show both employee and employer
contributions

Taxes are seen in the third column and will show any City, State, and Federal taxes
deducted.
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Direct Deposit

The direct deposit tab will show you any active or inactive bank accounts used to deposit
paychecks, bonuses, and any other form of payment that is paid out from our payroll
department.

Direct Deposit Summary o2 Got Feedback? & @
add print  help
Learn more about PayPal Direct Deposit
O Account Number Description Bank Account Type Amount Status =5
O xooococooooocoooo IR Checking Available balang Active

If you would like to add another account, you can do so by selecting the “add” icon in the
top right of the page.

Direct Deposit Detail o Got Feedback? c ® 5 0 >
=

e reset cance print  help

You have a few B Paypal ©

How does PayPal Direct Deposit work?

options
available to you e e
if you wish to

add any direct

deposit

information.

One optionisto
add by using the
PayPal link at checking — acie Avalable blance
the top left of

the screen. Itis advised that you should add this information manually in the text boxes

Direct Deposit Summary

Selected Account Type Description Bank Account Number Status Amount B

below to ensure that information is accurate and will be applied appropriately.

Note: There are four (4) sections that are required in order to move forward and apply
the changes to your direct deposit information.

One thing to keep in mind is if you have more than one direct deposit account on file, you
will need to select how much you would like to apply to each account. This can be done
based on a flat amount or a percentage.

In order to save your data, you must click “save” in the top right corner.
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Income Tax

The Income Tax area will provide the employee with all tax information related to federal,
state, and local withholding.

The information that appears on this page includes all federal, state, and local income tax
jurisdictions assigned to the employee.

Income Tax Summary & 0 @
&
Federal Income Tax Paper L Single/Married filing [ | | ] [ ]
separately
SINGLE | -
SINGLE ) -

If you scroll this window to the right, you will see “Block Withholding” and “Exempt From

»

Tax

If the Exempt from Tax column is checked, the employee is configured as exempt from tax
withholding for the jurisdiction and no taxes are withheld. If the employee is marked as
exempt then the system will place all wages in exempt.

If the Block Withholding column is checked, the employee’s wages and taxes are
calculated as normal, but the taxes are not being taken out of the pay.

On the far right of the same page as your
Things | Can Do Income Tax Summary, you will notice the

For This Page Things | Can Do” area. This is what would

: o , allow you to make withholding changes and
Add/Change Withholding Form (W-4)

direct deposit information. “Change Pay

For This Tab Set Statement Preference” is a link that can be

. . accessed but we have elected to not print
Add Direct Deposit

paper direct deposit information.
Change Pay Statement Preference

Learning Resources ©

Pay Resources for Employees
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Selecting “Add/Change Withholding Form (W-4)” will show the following page.

Withholding Forms (W-4) < s @ »

back print  help

Add/Change Withholding Form (W-4)

Description Form

H

Federal Employee’s Withholding Certificate (W-4)
Certificado de Retenciones del Empleado (1IN{SP))
Employee's Withholding Certificate (W-4 rNon&@iif:ntA\ienll

Employees Withholding Certificate for Pension or\nnuity Payments (W-4P)

Maryland Maryland (MW507)

District of Columbia District of Columbia (D-4)

From here you can select the form titled “Employee’s Withholding Certificate (W-4)” That
will bring up a few questions that will automatically populate information into the form for
you.

Withholding - Federal = ® @ »

next cancel  help

Federal Tax Formmn W-4

* Are your paychecks subject to Federal income tax?
You can only select No if both of the following are true:
- Last year no Federal taxes were withheld from my paycheck
- This year no Federal taxes should be withheld from my paycheck

Yes
No

* Step 1: Personal Information - Filing Status

=] Full Instructions

Single or Married filing separately
Married filing jointly or Qualifying surviving spouse

Head of household (Select only if you're unmarried and pay more than half the costs of keeping up a home for yourself and a qualifying individu.

* Step 2: Do you hold more than one job at a time?
I Yes
No
Step 3: Claim Dependent and Other Credits

Is your income $200,000 or less?

Yes
No
Step 4: Other Adjustments
a. Other Income

If you want tax withheld for other income you expect this year that won't have withholding, enter the amount of other income heref This may include interest, g
dividends, and retirement income. You should not include income from any jobs.

b. Deductions
If you expect to claim deductions other than the standard deduction and want to reduce your withholding, use the Deductions
4 and enter the result here.

orksheet on page 3 of the Federal W- 5

c. Extra withholding
Enter anv additional tax vou want withheld each pav period.

Once you answer all required questions you will click “next”.
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You will now have a pre-populated W-4 Document that you will need to click the checkbox
stating that you have examined the form in its entirety and certify that all information | true,
correct, and complete to the best of your knowledge. Then you would select “Sign & Save”

Withholding - Federal < ® @ >

back cancel help

Federal Tax Form W-4

O mm\ss of perjury, | declars ave examined this certificate and, to the best of my knowledge and belief, it is true, correct, and complete

Sign & Save

w_4 Employee’s Withholding Certificate OME Mo, 1545-0074
Form Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay.
Give Form W-4 to I 2025

Department of the Treasury Ve Form W= Your employer.
Internal Revenue Service Your withholding is subject to review by the IRS.
Step 1: (a) First name and middle initial Last name {b) Social security number
E ’ Brandon A Godwin XXX-XX:

nter Address Does your name match the

Personal I name on your social security
Information card? If not, to ensure you get

City or town, state, and ZIF code credit for your eamings,
contact SSA at 800-772-1213

of go o WWAY.S5a.gov.

{e} [X] single or Married filing separately
[C] Married filing jointly or Qualifying surviving spouse
|:| Head of household (Check only if you're unmarried and pay more than half the costs of keeping up a home for yourself and a qualifying individual.)

TIP: Consider using the estimator at www.irs.gov/W4App to determine the most accurate withholding for the rest of the year if: you
are completing this form after the beginning of the year; expect to work only part of the year; or have changes during the year in your
marital status, number of jobs for you (and/or your spouse if married filing jointly), dependents, other income (not from jobs),
deductions, or credits. Have your most recent pay stub(s) from this year available when using the estimator. At the beginning of next
vear, use the estimator again to recheck your withholding.

Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can
claim exemption from withholding, and when to use the estimator at www.irs.gow/W4App.

Step 2: Complete this step if you (1} hold more than one job at a time, or (2) are married filing jointly and your spouse
Multiple Jobs also works. The correct amount of withholding depends on income earned from all of these jobs.

or Spouse Do only one of the following.

Works (a) Use the estimator at www.irs.gov/W4App for the most accurate withholding for this step (and Steps 3-4). I
you or your spouse have self-employment income, use this option; or

{b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below; or

U.S. Wage and Tax Statements
This section is where employees will find their W2’s.

Your W2 wage and tax statement reports any wages and other compensation paid
throughout the year. This form also reports income tax, Social Security taxes withheld, and
earned income credit payments (if applicable).

W2 Forms can be printed directly from this area.
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