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UKG Ready:  
Employee Profile



New Employee Profile: 
Overview 



Previewing the new Employee Profile 

To preview and take a test-drive of the 
new Employee Profile, click on the “Try the 
New Look” and to go back to the classic 
view click “Back to Classic”



Employee Profile: New View 



Employee Profile: Jump To links

Expand or collapse the Jump To links

*If you decided to close the Jump To links 
those will remain closed until you decide 
to open the panel again.

To open the panel, click on the Anchor icon



Employee Profile: Widgets 

Expand or collapse the Widgets 
you need to use 

*If you decided to close the Jump 
To links those will remain closed 
until you decide to open the 
panel again.



Employee Profile: Widgets 

Depending on your screen size you can 
have it set to show 1, 2, or 3 rows of 
Widgets.

*Screenshots were taken from a traditional laptop 
screen with the Resolution of 1920x1008. 

768-1280 = 1 column with panels 
collapsed
1281-1680 = 1 column with panels opened
1681-2560 = 2 columns
2560 and up = 3 columns



Employee Profile: Profiles 

Expand or collapse the Profiles 
panel. 

*If you decided to close the 
panel those will remain closed 
until you decide to open it again



Employee Profile: Expand and Collapse Profiles 
and Jump To links  

When the Jump To and Profiles
are closed you can always 
expand them for quick access by 
clicking on the highlighted icons. 

When you click on the icons the 
panels will expand out as an 
overlay as seen in the bottom 
screenshots 



Employee Profile: Search 

Use the search feature to quickly 
access widgets you need to work 
in. 



Employee Profile: Quick Links 

Use either highlighted icon to 
access Employee Quick Links



Employee Profile: Notes 

The highlighted icon provides 
access to add or view Notes 



Employee Profile: Email 

If you have this option 
configured use the highlighted 
icon to email the employee 



Employee Profile: Download 

Use the highlighted area to 
download the Employee Profile 
information to a PDF



Employee Profile: Edit Tabs 

Click the Edit Tabs to configure 
the windows you would like to 
see on each tab



Employee Profile: Hide Profiles 

Click the Edit Tabs to remove or 
add the Profiles Panel to the 
Employee Profile 



Employee Profile: Save

Use the highlighted area to save 
your changes!


