Assign Employees to Activities in UKG
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3 Click on the hamburger menu
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4  Click "Dataviews & Reports"
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Click "Activities Details"
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ActaOvertime Summary
Employee

Group Edit Results
Employee

Attendance Audit
Employee

Activity Profile Audit
Employee

Time Audit
Employee

Activities Details

Click the hyperfind menu

Name:
Subject:

Name:
Subject:

Activities Details
Employee

Work Order Hours Spectrum Integration
Employee

Attendance Audit for Wage Increase
Employee

Indirect Audits
Employee

Training Courses
Employee

Name:
Subject:

Name:
Subject:

Name:
Subject:

Employee Activity Assignments
Employee

Time Off Request Details
Employee

schedule Profile Audit
Employee

Employee Na.

Bannen, Brian A

Bannen, Brian A

Bannen, Brian A

Bannen, Brian A

Fasi, James N

Fasi, James N

Fasi, James N

Nelson, Lane T

Nelson, Lane T

Nelson, Lane T

Stanton, Luke A

Stanton, Luke A

Stanton, Luke A

Lucky. lason P

Made with Scribe - https://scribehow.com

o~ Apply Date

7/28/2025

7/30/2025

7/29/2025

7/28/2025

7/29/2025

7/29/2025

7/28/2025

7/29/2025

7/28/2025

7/28/2025

tivities C
Notice

Activity  ~
24031-All Overhea...
24031-All Overhea...

24031-All Overhea...

Unaccounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time

v

08:00

08:00

08:00

08:00

08:00

08:00

08:00

08:00

08:00

08:00

en

Project Mana...~ Activity Type ~  Direct or Indi...~

Mountain Constru... Direct

Mountain Constru... ~ Direct

Mountain Constru...  Direet

Indirect

Indirect

Indirect

Indirect

Indirect

Indirect

Indirect

t Pay Period ¢

> B‘i‘r.' 124031 - Snpwmass 10AB-AD 3 Loaded 8:38 AM

Description ~

Snowmass 10AB-A...

Snowmass 10AB-A...

Snowmass 10AB-A...

Default Unaccount..

Default Unaccount...

Default Unaccount...

Default Unaccount...

Default Unaccount..

Default Unaccount...

Default Unaccount...

Manager App..~-  Assigne..~ T

Jason Dowell

Jason Dowell

Jason Dowell




8  Click the "Search" field and find your hyperfind

tPayPeriod ¢ > &b ~ 24031-Snowmass 10AB-AD &3 Loaded 8:38 AM
&~ o 0 Co- Locations & Hyperfinds a
Accruals Adtivities  C - re
Notice | search
Employee Na...~ Apply Date Activity  ~ Hours ~  Project Mana...v Activity Type ~  Director [ Lecations Assigne..~ ¥ T
Bannen, Brian A 7/28/2025 24031-All Overhea... 08:00 Mountain Constru...  Direct Jason Dowell
All Home Locations
Bannen, Brian A 7/30/2025 24031-All Overhea... 08:00 Mountain Constru...  Direct Hyperfinds Jason Dowell
Bannen, Brian A 7/129/2025 24031-All Overhea... 08:00 Mountain Constru... Direct Jason Dowell
Ad Hoc &
Bannen, Brian A
= &
Fasi, James N 7/28/2025 Unaccounted Time 08:00 Indirect
23025 CSU VHEC &
Fasi, James N .
23044 Honeywell Expansion P4
Fasi, James N 7/29/2025 Unaccounted Time 08:00 Indirect
_24006 - NREL EMAPS &
Nelson, Lane T 7/29/2025 Unaccounted Time 08:00 Indirect
New Hyperfind
Nelson, Lane T 7128/2025 Unaccounted Time 08:00 Indirect
Select Locations
Nelson, Lane T
Stanton, Luke A 7/29/2025 Unaccounted Time 08:00 Indirect Default Unaccount...
Stanton, Luke A
Stanton, Luke A 7/28/2025 Unaccounted Time 08:00 Indirect Default Unaccount...
Luckv. lason P 7/28/2025 Unaccounted Time 08:00 Indirect Default Unaccount....

9 Click the checkbox next to as many employees as you need to assign.

() + Current PayPeriod ¢ E-S
=/~
Activities
e Employee ID + | Employee Na...~ Apply Date ~ Activity  ~ Hours  «  Project Mana...» Activity Type ~  Direct or Indi...~ Description ~  Manager App..
DNDUCK Duck, Donald FULL
DNDUCK Duck, Donald 7/29/2025 Unaccounted Time 10:00 Indirect Default Unaccount...
[] DNDUCK Duck, Donald 7/28/2025 Unaccounted Time 10:00 Indirect Default Unaceount...
0O 2221 Mouse, Minnie M 71292025 Unaccounted Time 10:00 Indirect Default Unaccount...
0O 222221 Mouse, Minnie M
222211 Mouse, Minnie M 7/28/2025 Unaccounted Time 10:00 Indirect Default Unaccount...
DMMUSER DMM, User
DPDUCK Duck, Daphne 7/29/2025 Unaccounted Time 10:00 Indirect Default Unaccount.
[J DPDUCK Duck, Daphne
(] DPDUCK Duck, Daphne 7/28/2025 Unaccounted Time 10:00 Indirect Default Unaccount...
| ACTADMIN Activities, Admin
SYSADMIN Admin, System 7/28/2025 Unaccounted Time 08:00 Indirect Default Unaccount...
SYSADMIN Admin, System 7/29/2025 Unaccounted Time 08:00 Indirect Default Unaccount...
SYSADMIN Admin. Svstem
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10 Click the checkbox next to as many employees as you need to assign.

= @ VIKKG Activities Details

Activities Details = () + CurrentPayPeriod ¢ > &~ admin Employ
¥
./ Employee ID + | Employee Na.... Apply Date Activity Hours  ~  Project Mana...v Activity Type ~  Direct or Indi...~ Description ~  Manager App..
DNDUCK Duck, Donald FULL
DNDUCK Duck, Donald 7/29/2025 Unaccounted Time 10:00 Indirect Default Unaccount...
C DNDUCK Duck, Donald 7/28/2025 Unaccounted Time 10:00 Indirect Default Unaccou
22201 Mouse, Minnie M 7/29/2025 Unaccounted Time 10:00 Indirect Default Unaccount...
=7 222211 Mouse, Minnie M
2221 Mouse, Minnie M 712812025 Unaccounted Time 10:00 Indirect Default Unaccount...
DMMUSER DMM, User
DPDUCK Duck, Daphne 7/29/2025 Unaccounted Time 10:00 Indirect Default Unaccount...
[J DPDUCK Duck, Daphne
] DPDUCK Duck, Daphne 7/28/2025 Unaccounted Time 10:00 Indirect Default Unaccount...
ACTADMIN Activities, Admin
SYSADMIN Admin, System 7/28/2025 Unaccounted Time 08:00 Indirect Default Unaccount...
SYSADMIN Admin, System 7/29/2025 Unaccounted Time 08:00 Indirect Default Unaccount...
SYSADMIN Admin. Svstem

11  Click the activities drop down menu

() » CurrentPayPeriod ¢ > & * Test/Admin Employ:
Sric
“Activities
v Employee ID + | Employee Na...~ Apply Date ~ Activity  ~ Hours  «  Project Mana...» Activity Type ~  Direct or Indi...~ Description ~  Manager App..
DNDUCK Duck, Donald FULL
DNDUCK Duck, Donald 7/29/2025 Unaccounted Time 10:00 Indirect Default Unaccount...
[] DNDUCK Duck, Donald 7/28/2025 Unaccounted Time 10:00 Indirect Default Unaceount...
222721 Mouse, Minnie M 71292025 Unaccounted Time 10:00 Indirect Default Unaccount...
0O 222221 Mouse, Minnie M
222211 Mouse, Minnie M 7/28/2025 Unaccounted Time 10:00 Indirect Default Unaccount...
DMMUSER DMM, User
DPDUCK Duck, Daphne 7/29/2025 Unaccounted Time 10:00 Indirect Default Unaccount.
[J DPDUCK Duck, Daphne
(] DPDUCK Duck, Daphne 7/28/2025 Unaccounted Time 10:00 Indirect Default Unaccount...
ACTADMIN Activities, Admin
SYSADMIN Admin, System 7/28/2025 Unaccounted Time 08:00 Indirect Default Unaccount...
SYSADMIN Admin, System 7/29/2025 Unaccounted Time 08:00 Indirect Default Unaccount...
SYSADMIN Admin. Svstem
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12  Click "Assign to Activities"

Activities Details = () + CurrentPayPeriod ¢ > & = Test/Admin Employ:
v &~ Q-
Refine TrackTime Accruals  Approval  Activities
«~ EmployeeID | Employee Na...~ Apply Date v[ Create Hourly Activity ]5 ~  ProjectMana..»  Activity Type ~  Direct or Indi...w Description ~  Manager App..
Stop Open Activi
DNDUCK Duck, Donald pop ty FULL
Create Duration Activity
DNDUCK Duck, Donald 7/29/2025 10:00 Indirect Default Unaccount...
Log Off‘All Activities
[J DNDUCK Duck, Donald 7/28/2025 10:00 Indirect Default Unaccount.
Assign 1o Activities
22201 Mouse, Minnie M 7/29/2025 I 1 1000 Indirect Default Unaccount...
Unassign from Activities
0 222221 Mouse, Minnie M
2221 Mouse, Minnie M 712812025 Unaccounted Time 10:00 Indirect Default Unaccount...
DMMUSER DMM, User
O DPDUCK Duck, Daphne 7/29/2025 Unaccounted Time 10:00 Indirect Default Unaccount...
[J DPDUCK Duck, Daphne
] DPDUCK Duck, Daphne 7/28/2025 Unaccounted Time 10:00 Indirect Default Unaccount...
[ ACTADMIN Activities, Admin
SYSADMIN Admin, System 7/28/2025 Unaccounted Time 08:00 Indirect Default Unaccount...
SYSADMIN Admin, System 7/29/2025 Unaccounted Time 08:00 Indirect Default Unaccount.
SYSADMIN Admin. Svstem
8 " HY Ll
13 Click "Add Activity
Activities Details Assign to Activities X

) ~ currentPayPeriod ¢ > e

F 4k

People
Employee Na...~ Apply Date Activity  ~ Hours ~  Project Mana...~ Activity Type ~  Direct or Indi...~ Descriptio
Duck, Donald
Duck, Donald 7/29/2025 Unaccounted Time 10:00 Indirect Default Unaccol
Duck, Donald 7/28/2025 10:00 Indirect Default Unaceof
Mouse, Minnie M 7129/2025 Unaccounted Time 10:00 Indirect Default Unaccof

Mouse, Minnie M

Mouse, Minnie M 7/28/2025 Unaccounted Time 10:00 Indirect Default Unaccof
DMM, User
Duck, Daphne 7/29/2025 Unaccounted Time 10:00 Indirect Default Unaccoy

Duck, Daphne

Duck, Daphne 7/28/2025 Unaccounted Time 10:00 Indirect Default Unaccof

Activities, Admin

Admin, System 7/28/2025 Unaccounted Time 08:00 Indirect Default Unaccol
Admin, System 7/29/2025 Unaccounted Time 08:00 Indirect Default Unaccol
Admin. Svstem
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followed by the asterisk followed by /L and /V. Example: 12345%*/L

Activities Details

Employee Na...»
Duck, Donald
Duck, Donald
Duck, Donald
Mouse, Minnie M
Mouse, Minnie M
Mouse, Minnie M
DMM, User
Duck, Daphne
Duck, Daphne
Duck, Daphne
Activities, Admin
Admin, System
Admin, System

Admin. Svstem

15

People  Track Time

Employee Na...
Duck, Donald
Duck, Donald
Duck, Donald
Mouse, Minnie M
Mouse, Minnie M
Mouse, Minnie M
DMM, User
Duck, Daphne
Duck, Daphne
Duck, Daphne
Activities, Admin
Admin, System
Admin, System

Admin, System

Apply Date

7/29/2025

7/28/2025

7/29/2025

7/28/2025

7/29/2025

7/28/2025

7/28/2025

7/29/2025

Accruals  Approval

Apply Date ~

7/29/2025

7/28/2025

7/29/2025

7/28/2025

7/29/2025

7/28/2025

7/28/2025

7/29/2025

Activity  ~

Unaccounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time

Activities €

ce

Activity  ~
Unaccounted Time
Unaccounted Time
Unaccounted Time
Unaccounted Time
Unaccounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time

Reques

Hours ~

10:00

10:00

10:00

10:00

10:00

10:00

08:00

08:00

Hours ~

10:00

10:00

10:00

10:00

10:00

10:00

08:00

08:00

Project Mana...~

Project Mana...~

Activity Type ~

Activity Type «

(5 = CurrentPayPeriod ¢ >

Direct or Indi...~

Indirect

Indirect

Indirect

Indirect

Indirect

Indirect

Indirect

Indirect

Direct or Indi...~

Indirect

Indirect

Indirect

Indirect

Indirect

Indirect

Indirect

Indirect

Click the "Search" field and enter the activity you wish to assign. Be sure for jobs to
include the /V or /L as needed. As an example enter the 5 digits of the job number

Descriptio

Default Unaccol

Default Unaccoy

Default Unaccof

Default Unaccol

Default Unaccol

Default Unaccol

Default Unaccol

Default Unaccol

Descriptior

Default Unaccot

Default Unaccol

Default Unaccol

Default Unaccot

Default Unaccol

Default Unaccot

Default Unaccol

Default Unaccol
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Charts

Select Activity X
Activity Query
( All Available Activities >

Search

(O Sort by sequence

Total [0] Selected [0]

Activities

Search

25051%71]

Search the list and check the boxes next to all the activities you wish to assign.

(O sort by sequence
Total [15] Selected [0]

€ 25051% /L
Activities
..Accounting-100800/L
m]

Related Digital CYS01-Pr...

..t Engineers-100900/L
Related Digital CYS01-Pr...

..t Managers-101000/L

Related Digital CYSO1-Pr...

..AC AC Cable-200000/L

Related Digital CYS01-Ra...

~~Temporary-903000/L

Related Digital CYS01-Te...

..atal Station-101300/L

Related Digital CYS01-To...

("cancel )
N
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Click "Apply"

N Employee ID ~ | Employee Na.... Apply Date ~

DNDUCK
DNDUCK
DNDUCK

2200
22200
222021
DMMUSER
DPDUCK
DPDUCK
DPDUCK
ACTADMIN
SYSADMIN
SYSADMIN

SYSADMIN

Duck, Donald
Duck, Donald 7/29/2025
Duck, Donald 712812025
Mouse, Minnie M 7/29/2025

Mouse, Minnie M

Mouse, Minnie M 7/28/2025
DMM, User

Duck, Daphne 7/29/2025
Duck, Daphne

Duck, Daphne 7128/2025

Actrvities, Admin
Admin, System 7/28/2025
Admin, System 712912025

Admin, System

Activity  ~

Unaccounted Time

Unaccounted

Unaccounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time:

10:00

10:00

10:00

Project Mana...»

Activity Type ~

Direct or Indi...~

Indirect

Indirect

Indirect

Indirect

Indirect

Indirect

Indirect

Indirect

B ~ CurrentPayPeriod ¢ ) ¢

Descriptior

Default Unaccot

Default Unaccot

Default Unaccol

Default Unaccol

Default Unaccot

Default Unaccot

Default Unaccot

Default Unaceat
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rect

rect

Click "Submit"

Default Unaccot

Default Unaccot
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Charts

Select Activity X
Activity Query

ANl Available Activities =
Search

[ 2s051%L )

[0 sort by sequence
Total [15] Selected [2]

S1% 7 L

€

Activities

...Accounting-100800/L

Related Digital CYSO1-Pr.

..t Engineers-100900/L
Related Digital CYS01-P

-t Managers-101000/L

Related Digital CYS01-Pr.

-AC AC Cable-200000/L

Related Digital CYS01-Ra...

..Temporary-903000/L

Related Digital CYS01-Te...

..atal Station-101300/L

Related Digital CYS01-To...




18 If the save button is purple, click it or your changes will not take effect. If it is gray
you should be good to go.

Activities Details

Employee Na...~
Duck, Donald
Duck, Donald
Duck, Donald
Mouse, Minnie M
Mouse, Minnie M
Mouse, Minnie M
DMM, User
Duck, Daphne
Duck, Daphne
Duck, Daphne
Activities, Admin
Admin, System
Admin, System

Admin. Svstem

Apply Date

7/29/2025

Activity  ~

Unaccounted Time

7/28/2025 Unaccounted Time

7/29/2025

7/28/2025

7/29/2025

7/28/2025

7/28/2025

7/29/2025

Unaccounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time

Hours ~  Project Mana...»

10:00

10:00

10:00

10:00

10:00

10:00

08:00

08:00

5 ~ CurrentPayPeriod ¢ > &% v Test/AdminEmployees ¢ Loaded 8:38AM
<~ 9
re Save
Activity Type ~  Direct or Indi...~ Description ~  Manager App..~  Assigne..~ ¥

Indirect

Indirect

Indirect

Indirect

Indirect

Indirect

Indirect

Indirect

FULL

Default Unaccount...

Default Unaccount...

Default Unaccount...

Default Unaccount...

Default Unaccount...

Default Unaccount..

Default Unaccount...

Default Unaccount...

19 To confirm these changes navigate back to the hamburger menu.

Activities Details

Activities Details =

Select Al Refine

A

v Employee ID « | Employee Na..

DNDUCK

DNDUCK

DNDUCK

22291

222221

222211

DMMUSER

DPDUCK

DPDUCK

DPDUCK

ACTADMIN

SYSADMIN

SYSADMIN

SYSADMIN

Duck, Donald
Duck, Donald
Duck, Donald
Mouse, Minnie M
Mouse, Minnie M
Mouse, Minnie M
DMM, User
Duck, Daphne
Duck, Daphne
Duck, Daphne
Activities, Admin
Admin, System
Admin, System

Admin. Svstem

v Apply Date ~

7/29/2025

7/28/2025

712972025

7/28/2025

7/29/2025

7/28/2025

7/28/2025

7/29/2025

Activity  ~

Unaccounted Time

Unaceounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time

Unaccounted Time
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~

10:00

10:00

10:00

10:00

10:00

10:00

08:00

08:00

Project Mana...~

() » CurrentPayPeriod ¢ > & * Test/Admin Employ:

Activity Type ~  Direct or Indi...~ Description ~  Manager App..
FULL
Indirect Default Unaccount...
Indirect Default Unaccount...
Indirect Default Unaccount...

Indirect Default Unaccount...
Indirect Default Unaccount...
Indirect Default Unaccount...
Indirect Default Unaccount...
Indirect Default Unaccount...

10



20 Click "Group Edit Results"

Edit Profile y Sign Out (3
[ Search Q]
Home
Time v
Schedule o0

Workforce Planning ~

Dataviews & Reports o
Dataview Library
Group Edit Results
Report Library

My Information -

Maintenance v

Administration b

Share Feedback

21 Click the drop down triangle and review success/failure counts.

= @ VIG GroupEditResults

Grouped By... v ‘ Group Edit Name ~ ~ Group Edit Date Time ¥+ Group Edit User Name Group Edit Failure Count ~  Group Edit Success Count~  Groug

-
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