How to view your schedule on the UKG Ny
Pro App “,.,l‘*ifiﬂ

Senior Li\fing3

1 Navigate to your UKG Pro App.
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Welcome to UKG Pro

®Company Access Code: VALLEYONUKG
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2  Begin the "Sign In" process by adding your 5-digit Employee ID and password.
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Verify your identity

‘ Username

Password ‘ ® ‘

Forgot your password?

or

Sign in with your company (SSO)

Company Access Code: valleyonukg

3 Locate your "My Schedule" tile in your shortcuts. If you cannot find the "My
Schedule" tile, look on the second page of possible shortcuts, or locate the pencil

icon to view a list of possible shortcuts.

My shortcuts Ve

@ Punch

D My Schedule .

Z—?A: Manage My Schedule

@ My Timecard

(Jﬂ Pay >
%o Time Off >
[=)
>
Q =
Home  Inbox Chat Feed Search Menu
[ @] <

Made with Scribe - https://scribehow.com



4 Once the "My Schedule" tile is viewable, click on the tile. By doing so, you will now
have the ability to view your schedule.

My Schedule >
Mon
28 TOde
@ 6:00 AM-2:30 PM [8:30]

@ 6:00 AM-2:30 PM [8:30]
Nursing * Tufte Manor « CNA

Tue
29 @ 2:00 PM-10:30 PM [8:30]

Wed
30 @ 10:30 PM-6:45 AM [8:15]

Thu
31 @ 38:00 AM-4:30 PM [8:30]

1 @ 7:30 AM-9:30 AM [2:00]
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To view your schedule further, you can use the "arrow" icon in the top right, to
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view your schedule in a calendar format. You can then click on the applicable

date(s) on the calendar to view your upcoming schedule.
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