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UKG Pro – Employee – Document Acknowledgement
Updates made to this document:

	Date Created or Updated
	Created or updated
	User Created or Updated

	03/13/2023
	Created
	Lori Hammerschmidt






I received notification that I have a document to acknowledge, what do I do?
· Log into UKG Pro (use Apps)
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· Notification will display
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· Click “Ok” -> the system will route you to the Document Acknowledgement page
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· Select the document to acknowledge (Status:  Unacknowledged)
· Download the document/review (Note:  Downloading is a required step)
· Select “Accept”
· Click “save”
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· Confirm your acceptance
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· The completed acknowledgement will be displayed with other acknowledgements that have been completed or awaiting acknowledgement.
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You can locate all document acknowledgments under Myself -> Documents -> Document Acknowledgement

	[image: Graphical user interface, text, application, email

Description automatically generated]

[image: Graphical user interface, text, application, email

Description automatically generated]
UKG Pro – Employee – Document Acknowledgement

image3.png
& Document Acknowledgment

Document Acknowledgment ® B8 0

editiabels  print help

Myself

Findby | DocumentStatus ~ | is  ~ | Unacknowledged > |@
Filtered by Document Status - is Unacknowledged [Clear Fiters] Displaying all records

Personal

Category Status. Status Date =]
My Company
Jobs Policy Unacknowledged

Career & Education





image4.png
Document Acknowledgment

New TBPH Employee Handbook B C ® & 0

editiabels  save reset cancel print help

Document D New TBPH Employee Handbook  1- Download the 3 - Save
Category Policy document and

Message review Theravance K
Biopharma A,

Hello:

The HR team is working hard to automate as many business processes possible to ensure the most efficient use of our HR system. Welcome to UKG Pro
document acknowledgement.

This acknowledgement contains our new TBPH Employee Handbook for 2023. Please download the new handbook, review and acknowledge that you have
received/read it. Each time you log into UKG Pro, you will be reminded to acknowledge until it is complete.

If you have any questions, please reach out to your HR team.

Thank you

Accept? =[] 2 -Once you have reviewed the document, click "Accept"





image5.png
New TBPH Employee Handbook ® B c ® &
edit labels save reset cancel print
Document O New TBPH Employee Handbook
Category Policy
Message Tberavance. K
Biopharma AKX,
Hello:

Accept?

The HR team is working hard to automa Jst efficient use of our HR system. Welcome to UKG Pro

document acknowledgement.

he new handbook, review and acknowledge that you have
complete.

This acknowledgement contains our ne
received/read it. Each time you log into

If you have any questions, please reach

Thank you

v

®

help





image6.png
< Document Acknowledgment

Document Acknowledgment ® & 0
edit labels print  help

Find by | Document Title ~ | startswith ~ ‘I:IG-)‘

Title Category Status Status Date

W

Testing" Employee Handbook Policy Accepted 01-10-2023 11:58 AM

~ New TBPH Employee Handbook Policy Accepted 01-10-2023 1:44 PM





image7.png
< Document Acknowledgment

¥ 2

- Document Acknowledgment

Myself :
a Find by | Document Title ~ | startswith ~ ‘l:l@
‘ Search ’

Title Category Status
Personal v
My Company v Testing" Employee Handbook Policy Accepted
Jobs v .

New TBPH Employee Handbook Policy Accepted
Career & Education v
Career Development v
Pay v

Time Management

Time Clock Entry

Benefits v

Open Enrollment

Life Events v

Documents ~
Employee Documents

‘ IDSeTEREAERROTTIgene





image8.png
< Document Acknowledgment

New TBPH Employee Handbook <« 60
edit labels back print  help
Document O New TBPH Employee Handbook
Category Policy
Message Theravance K
Biopharma AX.,
Hello:
The HR team is working hard to automate as many business processes possible to ensure the most efficient use of our HR system. Welcome to UKG Pro
document acknowledgement.
This acknowledgement contains our new TBPH Employee Handbook for 2023. Please download the new handbook, review and acknowledge that you have
received/read it. Each time you log into UKG Pro, you will be reminded to acknowledge until it is complete.
If you have any questions, please reach out to your HR team.
Thank you
‘ Status Status Date Comments

‘ Accepted

01-10-2023 1:44 PM





image1.png
B T-Connections - Home X @3 Meeting Information -Zoom X | Lori Hammerschmidt - 2090 - Tr. X | Lori Hammerschmidt - 2090 -Tr X |+ v - X

& 5 C Y @ theravancesharepoint.com/sites/intranet Qe v« »00 :
[l TEPH links Web Slice Gallery @ Pinlt G Google () Microsoft Office Ho.. & MyDrive - Google.. @ Welcome @ hitpsi/cevddultipr..  § Signin|Gresnhouse [ ITI-2022 Steering.. || Imported @ My Job Search - Tes.. @ UKG Pro Standard.. Lori Hammerschrmi.. Lori Hammerschmi. I Beyond Values: Buil. | [1 Other bookmarks

. i ? Hammerschmidt, ...

Microsoft 365 — L Search across sites 38 /
e v Policies v Community v Departments v Ireland v Help
Apps
. Home SSF Hub Reimagine ACE_Docs News@Theravance KM Alerts Decision Making W Following
Outlook @ OneDrive

Word Excel

@ rovercie I onevot is to create Medicines That Make a Difference® Upcoming Events Szl

+ Add event
ﬁ Teams oAce Adaptive Co...
Trade Window Closed
. .\ I Mon, Dec 19, 12:00 AM
k6 UKG : A TBPH Intranet New York, NY Dublin City, Ireland
. 3h ahead . 8h ahead
¥ IT Helodesk w Visio I 1 . 11 om Tuesday, Jan 10, 2023 6 11 om Tuesday, Jan 10, 2023 401(k) Bonus Deferral
KAGE p .
E Window
9-27 Mon, Jan 9, All day
[« Concur m Yammer
TBUS Holiday: Martin
m Project Q Zoom JAN Luther King Day
zoom See all 16
Mon, Jan 16, All day
Ess LMS ;% TheraStars Jnnections
sravance Biopharma, Inc. Highlights 2022 Accomplishments and 2023 Key Targets
All apps -

ravance Biopharma, Inc. Highlights 2022 Accomplishments and 2023 Key Targets All upcoming & previous events

hitps://account activedirectory windowsazure.com/applications/signin/07ae2132-4207-4465-bf01-589962206 106 7tenantid= fda260c-ad F-4023-9ac3 4971050227

T THERAVANCE BIO..pdf A Showall | X




image2.png
e i [ o S

e -

" ”
ol

ozt 2 & oy
12152022

Mobile App.

Notifcation will appear each time you
og ifto UKG Pro until the
acknowledgment is complete.

o (“. = st time |




image9.jpeg
Theravance 4K
Biopharma N«




