
UKG Scheduling  
Updated 3/12/26 

1/ 

 

 

View and Change My Availability 
• Select the Manage My Schedule/My Schedule Tile and click the arrow in the upper right.  
• Select the Filter icon and verify Availability is selected. Select if not already selected. 
• Any Availability preferences that you have previously communicated will display. 
• To submit an availability request, select the Request button.  
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• Select Change availability 

 

 

 

 

 

 

 

 

 

 
• Select the days on your Calendar. Once all dates are selected, select Next. 
• From the Status drop-down list, select the availability type: Unavailable or Available.  
• Adjust the times. 
• Select Review, then Submit 

 

 

 
 
 
 
 
 
 
 


