
Welcome to 

Workforce 

Manager

Otherwise

known as 

WFM



Logging into UKG Workforce Manager (WFM)

Log into WFM:

GoWMU > Employee Self Service > UKG WFM.

Then log in with your
BroncoNet ID and
password.

Multifactor 
Authentication
is required

Click on SSO Login



Home Screens



Your Supervisor Home screen might look like this.



Your Timekeeper Home screen might look like this. 

You will notice this screen includes the “Punch” tile.



• All “My” tiles pertain to you, the hourly employee.

• Manage Timecards tile will bring you to your department’s employee

timecards.

• Manage Schedules tile will take you to your department’s employee
schedules.

• The Punch tile is for you, as an hourly Timestamp employee, to punch in
& out on your PC.

Anywhere you are in WFM, you can click on the Home        to take you back to 

your home screen.



Timecards



Timecards

To view all employee’s
timecards, click the arrow on
the Manage Timecards tile.
**This defaults to Previous
Pay Period upon log in.

Notice the Must Fix. WFM

is letting you know of

problems within your 

timecards.

Employee list-click 
the dropdown.

Timeframe

Hyperfind-Recommend 
use “All Home & 
Transferred In*”. Can 
use any choice 
available.

Click Accruals tab to 
see leave balances.

Click Totals tab to 
see timecard
totals.



Make your employee’s time entries by either using Paycodes (regular, retro, 

vacation-hourly, sick-hourly, etc.). You can also enter in and out times according to 

when your employee worked.

Both, whether time is entered via Paycodes, or in & out times, should be recorded 

on the actual day they were worked.

Remember: you must click on the Totals at the bottom of the timecard to view 

them.  You must check every timecard total to verify your entries are charging to 

your department.

Click on the employee drop down list.  Scroll to the employee you want to enter time 

for.  Click on their timecard.



Here is an example of a timecard with both Regular hours and In & Out times.  

Take a look at the totals.



Entering leave used hours in WFM
Some employees have paid time off called vacation and sick leave.  To enter the hours, go to the employees 

timecard. 

To check their balance, click on the Accruals tab at the bottom of the timecard.

Go to the Paycode column, click the drop 

down. Choose the appropriate “hourly” 

code.  

Then enter the hours. Save



You can hold your cursor over the employee’s
name, do a right click, and get employee
information.

Employee jobs are now called assignments. If an employee has more than one job, they have multiple assignments.  In 
the example above, the highlighted Primary job is the employee’s home account.

In WFM, there is more

information available by

clicking on any of these

arrows (>).



There are no more Job Transfers in WFM.

Jobs are now called Assignments.  

Multiple jobs are now called Multiple Assignments. 

To assign your hours to the correct job, follow the process in the 

next few slides.



Timecard Job Transfers

**New Process

No More Transfers!  Timekeepers no longer click on the transfer
box and enter job information. Timekeepers click on the “Assignment”
box. All active jobs for this employee appear. You would choose the
appropriate job within your department for these hours.

If the employee only has one job you just enter the hours via in & out times, or
paycode entry, no Assignment adjustment is necessary. With your department
being the home account, nothing further is needed.

If the employee has more than one job, timekeepers either enter in & out times,
or add hours via a paycode. The “Assignment” will appear if it isn’t already.
Click on “Assignment” and then click the drop down, job choices will appear.
Choose the appropriate job for your employee’s worked hours.

WFM Job transfers are done differently.



Click on the appropriate job for those hours. Job transfer is complete. Be sure to save.



The view with the timecard totals open shows each department’s total, and the 

entry for the person logged in (you) has dark text.  



The bottom of the Timecard=Accruals, Totals, Audits

Accruals

This folder shows leave balances. As leave used is entered into the employee’s timecard, the system will 

deduct the leave hours used from the employee’s balance. * * The exception to this is the week of payroll

processing. WFM time is due every other Friday. Payroll pulls the time on the Monday after WFM due

Friday. The payroll is processed and new leave balances are inserted into WFM on the following Friday

(exactly one week later). If you enter leave used during these 4 days, the new leave balance will override

the existing balance and will not reflect the used hours you have already entered.

Note:  you cannot enter  more hours used that exists in the leave balance.

Totals

This folder shows all timecard entry grand totals. Totals should always be checked after entries are made.

Doublecheck to make sure the hours are correct, and that they are charged to the correct department.



Audits

This folder shows who does what in a timecard.  All entries in a timecard are recorded.



Supervisor-Approving Timecards

Log into WFM. Click on the 3 lines.

A selection panel will open.

Click on Dataview& Reports.

Then click on Dataview Library.

Note: the Group Edit Results 
right underneath.



Select the Approve Timecards tile.

Change to current pay period (with Friday approval) or

Previous pay period (with Monday prior to 9am approval)

All Home & Transferred In*



Your list of employees will appear.  Make 

sure you have “All Home & Transferred 

In*”.

Double check that you are in the correct 

pay period.  

Approving Friday is Current Pay Period.  

Approving Monday before 9am, is 

Previous Pay Period.

Click Select All.

Click the drop 

down arrow on 

Approval.

Click on Approve 

Timecard.

Are you sure? 

Yes or No

You use this same process to
remove your department’s
approval. 
You would choose “Remove
Timecard Approval”.



Once you approve, go back and click the 3 lines (top left corner).

This takes you back to the Selection Panel.
Scroll down to Dataviews & Reports.
Click on Group Edit Results.
This will show your progress.

The Group Edit Results report is completed.

This screen will show your process, number of successes, number of failures, and totals.

Double click to open.



Failures mean that there are issues with these particular employee’s timecards and they did not
approve. Click on a Failure box. A side panel will open.

Any error other than “You cannot apply this action to yourself”, must be corrected and the
timecard then approved manually.

There are various ways to approve timecards. Please explore. You can always go into
employee’s individual timecards and approve or remove the approval.

WFM is set up so that Approvers no longer approve the employee’s whole timecards. They only
approve their department’s hours.



Notice that this Approver has only approved their entries.

This employee has 3 active assignments (jobs) and one of the approvers is about to 

approve their hours in the timecard.



This is the 

timecard 

after 2 of the 

3 approvers 

have 

approved 

the 

timecard.

The is the 

timecard after 

all 3 

approvers 

have 

approved the 

timecard.



Clicking on the 3 lines opens up other options. This is also where you sign out of WFM.

“Home” takes you to your home screen.

“Time” takes you to timecards and
employee summary. 

“Schedule” takes you to employee
schedules. 

“Dataviews & Reports” takes you to
various reports.

“My Information” takes you to your
employee information.

“Maintenance” brings you to a list of each
employee’s information.



Searching For Employees

If you are looking for a particular person rather than scrolling through your list of
employees you can search for a particular employee.

From your home page, click on the search button.

Check the box for the appropriate 

employee then click on the “GoTo”.

Enter employee by last name which will bring

up all of your employees with that same last 

name, or enter the emplid number which will

load that exact employee. Click search.



Choose the

screen you want

to go to for this 

employee.



Schedules



Schedules

WFM is totally new data. Your employees should all appear in your WFM access but schedules will not.
They will need to be recreated for all employees.

If you have employees with schedules, or are
interested in using schedules, click on the
arrow in the Schedules tile in your home screen.

Your list of employees will load.

To add a schedule, right
click on the employee’s
name.



We have a 2 week pay period, change the Define Pattern
For* from 1 to 2. Verify that the Start Date is the first day
of a pay period.

You can click on Shift Template and choose from existing shifts then click on the appropriated days, or you can 
type each days scheduled in and out time on the appropriate day (be sure to add a  p for pm on any pm time).

Right click on Schedule Pattern



To change an employee’s existing 

schedule, right click on their name.

Then click on Schedule Pattern

Then click on 

the New 

Pattern drop 

down arrow.

From here 

you can edit, 

rename or 

delete the 

existing 

schedule.

Before making 

changes, define 

your timeframe.

WMU has a 2 

week pay period.



When you are finished making changes, click Apply.  Then be sure to Save

After saving your change,

to get back to the employee’s 

timecard, right click on their name.  

Click on GoTo, then Timecard



In WFM, you are able to change individual day schedules directly in the employee 

timecard.

Notice that this employee was scheduled to work 8am to 5pm however, they actually worked 

7am-3:30p.  Notice the red indicator that tells you something is different with these entries.

This timecard schedule change can be made any time. It does not have to be made after the 

employee actually works a different shift.

Hold your cursor over the schedule box that needs to be changed, do a right .



A Schedule Actions 

box will appear.  Click 

“Edit”.



A slide out box 

will appear that 

allows you to 

change the 

schedule times.

Make your 

necessary 

changes then 

click “Apply”



Once you click Apply, you will see the change in the timecard.  Be sure to “Save” the 

timecard.  

Notice the red notifications are gone.



Dataviews

&

Reports
Dataviews & Reports are ways to access information and complete some 
processes.
To get to the Dataviews & Reports click on the 3 lines at the top of your
Home page.



Dataviews

Notice some familiar “Reconcile Timecard”,
“Approve Timecard” and some new.

You can access timecards using Reconcile 
Timecards tile.

Please explore all Dataviews to see what work 
for you. The “WMU Active Assignments”
shows your employees multiple jobs.

Click on
Dataviews & 
Reports.
Then Dataview
Library

Click on the 3 lines



Select the Dataview you want to run.

Once the Dataview is open you can see
choices at the top of the screen. The best
Hyperfind option is to make sure you are
in All Home & Transferred In*, you can
however, use other choices.
Include the timeframe you want to see.

To see more data, you can either select
Refine at the top, or click the Filter to the
right of the screen.

By choosing the Filter, you are able to adjust the
columns by adding or deleting the check marks.



Reports
Click on Dataviews & Reports, then Report Library.

To run a 

report, click 

on Run 

Report.

A right slide will open

and you can select the

report you want to run.



Choose your timeframe. 

Choose your Hyperfind group.

Clicking the 

blue button 

opens the 

Exception

Type box so

you can

choose what

to see.

Make your 

selection. 

click apply.Choose 

your

output 

format.



Once you have selected your report
data, you can click on Run Report.

Report is 
completed.



Another notification, 
Report is completed. 
Click Ok and your
report will open.



Timestamp



Timestamp

If you are on 
Timestamp,
you will use 
the Punch tile
on your home 
page to punch 
in and out.

If you have multiple jobs, you must 

click on the Assignment drop down.  

Then select the appropriate job.



Creating Hyperfinds

Hyperfinds are the groupings of specific employees that allows you to interact in 

WFM with them specifically.  This would be helpful if you are Timekeeper or 

Supervisor of multiple departments, or have different specific types of employees.

Want to see specific employees or groupings of your choice? Any place that gives

you the Hyperfind option, also allows you to create your own categories. When you

create, these are your personal Hyperfinds. Other Timekeepers and Supervisors

cannot see them.

If you are interested in learning how to create your own Hyperfind groupings, 

please reach out to Payroll and we will schedule one on one training.



Questions??


