How to Setup and Configure the New Ul Home Screen

The Home Screen is the New Ul default landing screen which can be configured for a user
when they first login to the system.
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Assigning the Home Screen to Users

The easiest way to assign the Home Screen to a group of users is to do so by attaching the
profile to the users security group.

From the Show Menu @ in the upper left of your screen Navigate to the Admin

button Maf 2 - il then to Company Settings > Profiles/Policies >

1.

Security.
2.

Home Screen.
3.

Click on the Pencil icon 4 next to the security profile you wish to assign the New Ul

Change the First Screen to New Ul Dashboard (Home) as seen in the image below.
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4. Repeat these steps for each security profile you wish to switch to the New Ul Home
Screen.

Configuring the Home Screen

In addition to assigning the Home screen on the security profile, you must also configure and
assign the New Ul Dashboard Layout Profile to each user. The New Ul Dashboard Layout
allows you to control what features of the New Ul Home Screen will be available to the user.
The assigned profiles can be effective-dated at the employee level if a new dashboard should
take effect at a specified date.
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The profiles are effective dated so that you can schedule dashboards to become effective as of
a specified date. Any employee assigned to the profile will be subject to the dates specified.

Configuring Profiles

For each profile, options to enable dashboards and buttons are available.
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e Show Home Dashboard — Checking this option enables the premium dashboard that
may have been configured and used within the Classic Ul.

e Show My Dashboard — Checking this option enables the New Ul Dashboard Layout
when the user logs on.

e Show Module Dashboards — Checking this option allows managers to view and/or
create dashboards under each enabled module under the Team menu. i.e. Time has a
dashboard, Accruals has a dashboard, Schedule has a dashboard, etc. Under these
dashboards, managers can add Report Charts that provide important information at a
glance and will update in real time.



Hamburger Menu Settings

Show Home Button — Checking this option will enable the Home button within the
hamburger menu, and when tapped by the user, will display the New Ul Dashboard.
Show Classic Dashboard Button — Checking this option will enable the Dashboard
button within the hamburger menu, and when tapped by the user, will display their
assigned Classic Ul dashboard.

Schedule — Dashboard Layout Profiles can be effective-dated, and more than one time
period can be added by clicking the Plus (+) sign and adding a new effective date. The
profiles will become active as the dates roll up. Click the edit icon to open the dashboard
to add/remove widgets.

Schedule

This dashboard contains only one (1) column to save space/scrolling since it can be used within
the Mobile App. The Available Windows can be dragged and arranged in the desired order.

& Dashboard Layout Configuration

The user will see all the configured Available Windows on their Home view when logging in to
the Mobile App. Shown below are descriptions and examples of the dashboard widgets on a
user’s home page.

Available Widgets

Clock — This widget will display the current day, date, time, and user’s time zone. This
widget is typically used by users who need to punch in/out or transfer to another cost
center. A View Timesheet link will take users to their current timesheet.
Announcements — This widget is useful for communicating company information to all
your users through the use of announcements, which can be configured under Company
Settings > Our Company > Announcements. Users can tap the Info icon or arrow to read
the announcement.

Benefits — This widget will display the user’s current benefit enroliments. A View
Benefits link will allow the user to view their current benefits. When viewing benefits, two
tabs will display, one for viewing Benefit Plans and the other for Enroliment in benefits.



Pay — This widget will display a countdown until the next pay. A View Pay History link will
allow the user to view their recent and historical pay statements. When viewing pay, two
tabs will display, one for Pay History and the other for Direct Deposit. Users can add new
direct deposits from the Direct Deposit tab, and e-signatures are available, and when
signed, the employee will receive their pay statements electronically.

My Applicant Profile — This widget works with the New Applicant Portal and is part of
the HR Recruitment module. This widget cannot be used with the Mobile App and is only
accessible from a browser, although a browser from a mobile device can be used.
Applicants will get the Default New Ul Dashboard Profile that is created by default when
the New Ul is enabled for a company, enabling them to create applicant profiles and
apply for jobs. You can find more details about how to use this functionality in the
Recruitment/Talent Acquisition User Guide.

Recruitment — For companies using the Recruitment module Marketplace product, this
widget can provide HR professionals with information about job requisitions, open
requisitions, and the status of the open requisitions. Selectable links are available to
view more details.

Succession Chart - For HR companies using Succession Management, the
Succession widget can be added to managers. The Succession tile pulls data from the
user’s talent matrix widget which can be configured, for now, in the Classic Ul. Managers
can use this tile to gauge readiness and benchmark the strength of their team for
possibly filling higher level positions as they become available.

Timesheet Chart — This widget will display a graph of the employee’s currently
calculated hours for the current days of the current week. If there are no hours
registered, the bars will not display. The current day will be highlighted. The chart will
continually update as hours are added to the timesheet.

Time Statistics — This widget will display the configured time elements defined in the
widget. The statistics will continually update as hours are added or removed. The Time
Statistic widget contains additional settings, accessed by clicking the Gear icon.
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Display — Uncheck to not display this type of time statistic to the user on
their dashboard widget.

Label — Allows you to customize the name of this type of time statistic the
user will see.

Type — The type of time to show the user. Options include Time Entry
Based, Counter Based, and Accrual Based.

Time Type — The category of the time to show the user. Options include
Calculated, Raw, and Pay Category.

Period — The period of time to show the user. Options include Pay Period
and Weekly.



