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Document Purpose 

This document is intended for use by Canada K-C Team Leaders of Salaried Non-Exempt employees. 
It explains how to view/run an overtime report in the UKG Pro Time and Attendance System (UTA).  
 

To Access the UKG Pro Portal  

1. Go to K-C & Me. Select Time & Pay: UKG Pro under Quick Links.  

 

 

 

https://kcchrprod.service-now.com/hr
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2. Once logged in to the UKG Pro portal, select Time & Attendance on the main menu to go UTA.  

                        

 

To View Reports, follow these steps: 

As a Team Leader, there’s a variety of standard reports available to you on UTA.  

1. From the UTA main menu, click on My Reports. 

 

 
 

2. This will take you to the My Reports page (shown below). Click on Employee Punches by 

Day with Comments Report. 

 

If you click on one of the reports in the list shown 

to the left, the Selection Parameters page will 

display and provide a Report Description.  

 
 Employee Punches by Day With Comments 

Report will display the number of overtime hours 

worked, any absences, and any comments for a 

specific date range 
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3. The Selection Parameters page displays. Select the employee(s) or team you’d like to view. 

Then select the date range and select Go. All other fields can be left blank.  

 

4. Review the results.   

 

 

5. From the screen above, you can choose to run the report in a different format. The available 

options include: HTML, PDF, and Excel. You can change the file format by selecting the 

appropriate icon located at the top right-hand side of the report. 

 


