
How to Add a Document 

 

 

Myself > Documents > Employee Documents 

 

  

 

 

Click Add 



 

Choose File > Enter Document Title > Choose Category > Save 

 

 

 

 

 

Requires Approval > Submit *once approved, document can be viewed under Employee 

Documents (you will receive an email and a message in your UKG Pro Inbox when approved)  


