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How to use a Desktop to clock in and
out of UKG WFM

1 Go to "Public Files (\VSLFILE) (P:)"
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2 Double-click "Shortcuts (Drag to your desktop)"

3 Locate "UKG User Login" and drag on to the desktop
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4 Once on the Desktop, double-click "UKG User Login"
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5 Add your 5-Digit Employee ID number, password, and press "Sign in"
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6 Click on the "Myself" icon to access the toolbar
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7 Click on "Workforce Management"

8 Locate the "Punch" tile and press "Punch" when looking to clock in and out
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9 Click "Close" after the punch has been successful

10 Click the icon below to access the toolbar
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11 Press the "Sign Out" button to sign-out of Workforce Management solution and
WFM browser

12 Press the Icon below to then sign-out of UKG Pro


