UKG Instructions: January 2026
Below is the link for UKG training
UKG Ready for Subs and Temps | Rise 360
Some Simple Steps:
· Accessing UKG Ready:
               You can download the app onto your phone with the attached instructions:
               You can access the website through the ACPS Staff Portal.
· To begin your tutoring session, select “Transfer”.  This starts the clock, so to speak.
· Change Cost Center window:
Location: Type or Browse for COB
· Extra duty: Type or Browse for Tutoring Homebound

· To end session select Clock Out.  

· Multiple Sessions back-to-back: Select Transfer between each session. This will end the first session and begin the next.  This is important as different students will be charged to different budget codes, behind the scenes. 

· If you need to correct a session or forget to log-in:
                      Select CHANGE REQUEST
			Add Time Entry
			Comments: explain and include “homebound tutoring”
			Submit
Also…  in case you’ve not reviewed the training videos or attended UKG Ready training sessions… Beginning next week (1/10-1/16/2026) you are required to “Submit” your timecard in UKG Ready weekly.  
When looking at your Current Timesheet in UKG Ready, you will see the three dark green buttons in the upper right side of the screen.  
You will select the Submit button located in the middle of these three buttons.  You will need to “Submit” your timesheet every Friday.
Any corrections that may be required will still be made at the Central Office level once you’ve “Submitted” the timesheet.
 

