UKG Time Off Request!

As part of our business strategy, we are introducing a new feature for requesting
accrued time off in the UKG system

WHEN AND WHY?

WHEN?
Non-Exempt Employees will be able to start accessing
the Time Off Request Tile in UKG March 30, 2026

WHY?

The new TOR system within UKG will provide
Employees and Managers with a paperless submission
and approval process

* Accrual balances are viewable by Employees

e Automatic Email notifications for submissions

* Automatic schedules updates with Time Off

Request

WHAT’S NEW?

WHAT’S NEW?

Proper approval workflow of your teams’ requests
Electronic records for audit and retention

Ability to view the status of requests via UKG Timecard,
UKG Schedule, or Mobile App

MANAGERS

View the status of all your employee’s request —
submitted, pending, and approved in their Timecard or
Schedule

Ability to review, cancel, and approve employee
requests in UKG or Mobile App

Electronic Record of Request at your fingertips
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Logging into UKG

UKG Website: https://crestwdbehavhealth.prd.mykronos.com/wid/home#/

Sign onto UKG as normal

Username
Y our username will be the first part of your email address.

Example: Jane.Doe(@cbhi.net Example: JDoe(@cbhi.net
Username: Jane.Doe Username: JDoe
Password

If you need a password reset for UKG, please click on “Forgot your Password” on the sign in page. You will
receive an email with a link to reset your password.

Help
If you are having 1ssues in UKG, please reach out to Payroll Systems at payrollsystemsteam(@cbhi.net.
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How it Starts

Employees log in to UKG or UKG Mobile App to submit a request for time off using the “My Time Off”
tile
* Once they click “Submit” an email will automatically be sent from noreply@mykronos.com to
Reports To Manager and Campus Payroll Support
* The email includes a link to UKG that will automatically navigate you to the Schedule Planner
where you can review the details and take action to Approve, Refuse, Add a Comment, or put in
pending status

Time off request submitted by
& & .
@ noreply@mykronos.com ‘ ® D Reply ) Reply All | — Forward | | o ‘ | ‘

To Thu 3/12/2026 3:40 PM

CAUTION: This email originated from outside of the organization. Do not click links or open attachments unless you recognize the sender
and know the content is safe.

Reguest for time off, submitted by for 3/16/2026 - 3/16/2026 has been Submitted . Please review
the details.

One-click navigation _
https://crestwdbehavhealth.prd.mykronos.com/navigateToControl?redirectUrl=manag —_ @ m Schedule Planner
2Cemployee¥dA%%2Fwidic2Fess%2Fmyschedule&endDate=2026%2D03%2D16T00%

252B00%253A00&employeeld=14160&peopleldList=14160&startDate=2026%2D03%.
253A00%252B00%253A00

View by Employee

2 o B MA & B

SMow ! a0le View Enerate

Hide Schedule

v Mon 3/16 - Mon 3/16
Mon 316
Name [1/1] < g4 a4 104 1A 12p 1p 2p 3p 4p

Wacation [2.00] 4:00 PM - 5:..
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Other Ways to Review and Approve

 Two additional places for you to find received request in UKG:
1. My Notifications tile under Employee Request
2. UKG Control Center

o My Notifications
Tasks

My Requests

My Accruals : Missing Punch by -~ : Pending TC Changes -~
i Balance as of Today Location (Path) by Location
, My Notifications
Vacation 1 1

46.57

0E 0E

| Employee Requests

Tasks

aaaaaa

Timekeeping

System Messages

Timekeeping Requests

Motices

Quick Links

Financial Flanning
Fidelity

Crestwood employee center

Employee Center

Sign In | ADP WFNPORTAL

ADPWFN

My Reguests

¥

Employee Requests

Primary Location (Path) Location
v Timekeeping

Manage Timecards - : Overtime by — : My Time Off

Employee System Messages
Previous Pay Period *Reason CD

Abanes, Alih.. | ————— 100 Vacation: 46.57 Hours
Test, Emma | 0.00
Test, Davis | 0.00 i k i
Pingl, Christop_.. | 0.00 * Date
Jnnean e | 2.00 5 Timekeeping Requests
o Pryene Deboc. | 000 1172472025
Eungla. Christi_..
= lu, Sixtrell
ZTinn, Hannah R . .
Ziemer, Elle ¥ * Duration
Ziemann, Mon e

§ Zereghi lia Hours Motices
aya, Tiffany_..

Employee Full Mam

Teeb, Michael ]
) Zawala, Pablo G *Start Time * Duration HH. .
WTK-181523 Mumber of employees in Zarate, Marga._.
request (2097) exceeds allowed limit (1000). Eaaaelli.]a:t.ll'i
Lapata, Sareh T
Zamarz-Budio, .

9 02 04 0B 0E 1 12

on page

UKG Control Center
Bell icon in the right
corner of the sign

UKG



Review and Approval

1. Click on the request you want to review
2. Review the details on the right of the screen
a) Date(s)
b) Hours
3. Select your decision
@ [P control Center

5 v @- %) . . x w4 I o © o =

Select A& Reflre= My Actlons Mark Done Approwe Refuz= A0d Pending Edit Canoe Deiete Ga Tao
Comments

Categories * Filter: % ™ MoStatus, Cancel Su... ﬁ = MNone & = Mone | < Details
0 Tasks ml- Reguest o Vacation Reguest 1of1
Employee
Created Cn 32372026 1213 PM ;
4 My Reguests miployee Mame and 10: Vacation Request
Feguest Period: A0EF0E6 - 4/03/2026 Time Off :
Approval Status: Submitted ESmeluEd
Duration: 2.00
1 Empl:-yee REE|UE'5E5 Reguest Status Submitted oh
Default :
45 Timekeeping N . ~/Default o
mE= _.?-I:Jj_[ Vacation Request
Eimni Dy ee
Created On 3M052026 515 PM
5 System Messages Employes r ame and 10
Reguest Period 341072026 - 3/M19/2026
Approval Status Pending
0 Timekeeping Regu... Duration 300 » Accruals
Request Status Pending
. » More Details
0 Motices
» Modified Dates
g Leave of Absence
Requests + Requested Dates
0 Leawve of Absence Paveades
¥

The status of the request will update from Submitted once you take action U '< G

Vacation (Hours)
Friday 4/03/2026
8:00 am-4:00 pm

» Comments & Status History

» Request Details



Actions Defined

= e X o | 2, © =

- =
L= R L

Mark Read/Done: Marks the request as read with no response
Approve: Approves the request
Refuse: Rejects the request
Add Comments: Use for partial day approvals
Pending: Updates status to Pending so you can make a final decision later
Edit Not an available option at this time
Cancel: Cancels the request on behalf of the employee
(*Employee initiated cancellations need to be approved to be removed from
schedule)
Delete: Deletes the request
Go To: Automatically routs you to the Schedule view
This comes in handy when you want to see all your non-exempt employees who have
time off requested or submitted within a defined time period.
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Reviewing Request in the Schedule

Click Go To

: . X S
It WI/I take you to the r-'a-:j:-ﬁs -f-.:::-'-.-e Refuse ::‘:I FE'lIE'I. ng CE& I."E;ie IE:-E':-
schedule planner with Comments

absence calendar view

= @ @ I Sschedule Planner with Absence Calendar

View b\)r Ernp|0yee v @ ¥  Current Schedule Period O’Q‘_O + AllHome {D Loaded 8:50 AM
® = A £ Lv G
Quick 1OW / nte v Zoom Tools yhare Refrest
t Hide
Q T | Sun 2/22 - Sat 2/28 Sun 3/01 - Sat 3/07 W Sun 3/08 - Sat 3/14 Sun 3/15 - Sat 3/21
Sun 2/22 Mon 2/23 Tue 2/24 Wed 2/25 Thu 2/26 Fn 2/27 Sat 2/28
Name [0/1]
I 8:00 AM - 5:00 PM I.a:oo AM - 5:00 PM I 8:00 AM - 5:00 PM I 8:00 AM - 5:00 PM I 8:00 AM - 5:00 PM
Mouse, Mickey
C
Vacation Request Pilot

Schedule view allows you to view all your non-
exempt employees within a defined time period,

making it easier to spot potential coverage issues. © @ '(G
7/




Approving Request in the Schedule

= (@ TP schedule Planner with Absence Calendar QO &

B o = A & < O

[ ) [ )

1 . R I g I It ( I I C k Y || Sun 2/22 - Sat 2/28 Sun 3/01 - Sat 3/07 B Sun 3/08 - Sat 3/14
un 2722 Mon 2/23 Tue 2724 25 Thu 2/26

Name [0/1] <

onthe statusof | ™" . .
the request

2. Scroll down Vacation Request
to review the
detaIIS Of the Default .../ACCOUNTING-PAYROLL/Default
request Status
[ Submitted
3. Make your Approvers [5] v
deCiSiOn Evaluated on 3/23/2026 at 7:13 PM for step 1 of 1:

Q/ X g A 00 9

Approve Refuse Edit Reevaluate Cancel Add
Approvers Comment
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View of a Final Approved Request

= @ @ @I Sschedule Planner with Absence Calendar

view by Employee ¥ ﬁ ¥ Current Schedule Period n'?'u + Ad hoc .f:‘,. Loaded 11:09 AM
® — M F o5 v S
Quick Show / Gantt View Zoom Tools Share Refresh
Actions Hide
In Schedule
Q, ? "' Sun 2/22 - Sat 2/28 Sun 3/01 - Sat 3/07 Ml Sun 3/08 - Sat 3/14 sun 3/15 - Sat 3/21
sun 2/22 Mon 2/23 Tue 2/24 Wed 2/25 Thu 2/26 Fri 2/27 Sat 2/28

1 Name [0/1]

I 8:00 AM - 5:00 PM IB:DI} AM - 5:00 PM Ivacation [8.00] Iv.acation [8.00] I 8:00 AM - 5:00 PM
[:] Mouse, Mickey
|

I4:DD PM - 5:00 PM I4:I}D PM - 5:00 PM

Wacation Request Pilot

= @ @IXP Employee timecards

Employee | Mouse, Mickey v | @ VMMOUSE 10f1 5 ~| Previous Pay Period &% v 1 Employee(s)selected ¢ Loaded: 11:13 AM
= LA v &, o (g B~ =~ v
List view Zoom Approve Sign-off Analyze Accrual Go to Share
actions
Date :dule Absence In Out Transfer In Out Transfer Pay code Amount
In Ti d - sun 2/22
n fimecar
+ Mon 2/23 - 5:00 PM i
== Tue 2/24 - 5:00 PM i
+ Wed 2/25 F‘ 8:00 AM F‘ Vacation r‘ 8.00
- - 5:00 PM =
+ Thu 2/26 F‘ 8:00 AM F‘ Vacation r‘ 8.00
+ - 5:00 PM =
4 Fri 2/27 - 5:00 PM n

|| Accruals Totals Audits Historical corrections




Partial day Time Off Requests

‘There is a special procedure to follow when you have a partial day request. ‘

"o approve partial day requests, Managers will need to add a comment showing the request is
“Approved” and mark the request as Pending.

|Th|s lets both the requestor and the Campus Payroll Support know this is approved and pending
|adjustment for final hours taken.

1Once the actual time taken is recorded, the Campus Payroll Support will update the request with
jthe actual time taken and close the request by selecting “Approved”. This locks the request and
|_Managers will give a final review when approving the timecard for the pay period.

----J

1. Click “Add Comments”
= @ [P control Center

||
Y v v v x 8 |1 ¢ © 0 =
Select All Refine My Actions Mark Done  Approve Refuse Add Pending Edit Cancel Delete GoTo
Comments
Categories Details
9 * Filter: % ¥ All Status a ¥ None u“}:'None | 0
0 Tasks @ &y Request Sick Request 10f1
Employee Mouse, Mickey
Created On 3/09/2026 12:53 PM : Submitted
7 My Requests Employee Name and ID: ~ Mouse, Mickey;27059 Sl{:k ReqUESt m
Request Period: 3/09/2026 - 3/09/2026 Time Off
Approval Status: Submitted
Duration: 2.00 Mouse, Micke
Employee Requests _ ’ y
1 POy q Request Status Submitted Job
Defaylt o

g{/ -
g "-2.
- e’




Partial hours requested for appointments

Add Comments X ]

= b
AL

-Default @

BT 1 &
-LETaU

Status

I submitted

2. Click the arrow next to “Add Comment” pmitbete SEEEe A

Submitted By
Modified By

3. Scroll down and select “Comment”
» Modified Dates

> Requested Dates

4. Type “Approved” in the “Type a Note (optional).”box

Comments [0]

5. Click the “Add” button © (Soecta commen ,|e

Ej Comment

6. Click the “Pending” button cmployee Note

First Meal Mot Taken

(S | Type a note (optional).

Add another note el Add )

(F'E"Il:l ng :1 (HEfUEE :1 &
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