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1. Memo from the desk of Tim Schantz, Troonôs President & CEO 

I hope all are well, safe and healthy, along with those you love and care for and about. Itôs hard 

to believe that we are at year-end and running headlong into the holidays.  Weôre in the home 

stretch on the implementation of an incredible ñgiftò for the Company.  To have a successful Go-

Live for the UKG system and confirm that all associates are prepared, I need for each of you to 

review and become very familiar with all of the resources provided. The Go-Live Guide is 

located on our website, https://ukg2022.com/resources/. Additionally, weôve also added the 

recorded meetings on the website. If you couldnôt attend or need a refresher, please 

visit https://ukg2022.com/training-videos/.  Next week, you will be receiving additional email 

reminders. Please make sure you read them closely and proceed as directed. Additionally, if you 

have any questions, please email ukg2022@troon.com for further guidance. 

  

An incredible amount of effort has gone into the selection and implementation of this tool. As 

Iôve noted before, no matter how high quality a tool is, it only ñworksò if those who use it 

become familiar with how to do so. Weôre at that stage so letôs commit ourselves to becoming 

master ñcraftspeopleò.  

 

On behalf of the Executive Team, I want to thank each of you for your involvement in attending 

and participating in the UKG Change Management meetings. 

  

Best, 

Tim  

 

 

 

 

 

 

 

 

 

 

 

https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fukg2022.com%2Fresources%2F&data=04%7C01%7C%7C6105552d40534a25ae2f08d9b73979b7%7C71ccfd9697fa4de4a92c1001efd71888%7C0%7C0%7C637742279759999985%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=5SjUhmy%2BLSUuV8zKs%2FlW7QHCo51bMVQpMdCGBlUq0wY%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fukg2022.com%2Ftraining-videos%2F&data=04%7C01%7C%7C6105552d40534a25ae2f08d9b73979b7%7C71ccfd9697fa4de4a92c1001efd71888%7C0%7C0%7C637742279759999985%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=8SQ4OGqy5zOeD4sln%2BPSfCelG42%2FCDo42tDLl1OOUdI%3D&reserved=0
mailto:ukg2022@troon.com
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2. Go-Live Timeline 

12/10/21  Review UKG2022 follow-up email  

Become familiar with all documents located in the Go-Live Guide 

Complete the Managerial Training Map 

https://edhosting.ukg.com/UA/Retail_Hospitality/Retail/troon/Troon_UKG_Supe

rvisor_Training/story.html 

Review Wave 2 meeting recordings https://ukg2022.com/training-videos/ 

Complete Supervisor Hierarchy updates 

 ñGMôsò lead at each facility will follow the instructions in the ñMail 

Merge Guideò 

 ñGMôsò, lead at each facility, will distribute all UKG User ID print outs ï 

see sample ñUKG User ID Templateò 

Dual maintenance ends  

Supervisors to manually maintain a list of changes in legacy system 

Complete the All-Associates Training Map 

https://edhosting.ukg.com/UA/Retail_Hospitality/Retail/troon/Troon_Associate_

UKG_Training/story.html 

12/13/21  Quick Time Stamp setup needs to be complete 

All  remaining associates (non-benefits eligible) take their UKG User ID 

document and log into UKG for the first time  

12/18/21  Bi-weekly associates first punch in UKG 

12/18/21-12/31/21 All Associates need to update Federal & State W-4 forms 

Update email address, phone number, mailing address, emergency 

contacts, etc. 

Bi-weekly Supervisors need to get in the habit of completing Payroll 

Close Tasks DAILY  

  Add 1/1/22 Merit Increases 

12/25/21  Weekly associates first punch in UKG (including facilities in RI and NY) 

12/31/21  Last day of the first payroll cycles in UKG 

1/3/22  Payroll is due by 9:00 local time for your facility 

1/7/22  First pay date in UKG 

https://edhosting.ukg.com/UA/Retail_Hospitality/Retail/troon/Troon_UKG_Supervisor_Training/story.html
https://edhosting.ukg.com/UA/Retail_Hospitality/Retail/troon/Troon_UKG_Supervisor_Training/story.html
https://ukg2022.com/training-videos/
https://edhosting.ukg.com/UA/Retail_Hospitality/Retail/troon/Troon_Associate_UKG_Training/story.html
https://edhosting.ukg.com/UA/Retail_Hospitality/Retail/troon/Troon_Associate_UKG_Training/story.html
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3. Dual Maintenance  

Dual maintenance is the process of making associate record changes in both the legacy system 

(Oracle, ADP, PrimePay, Paylocity, Paycom) and UKG. Dual maintenance ended on 12/10.  

For bi-weekly payroll cycles this means Supervisors will need to make any changes that happen 

(example: terminations) in your legacy system from 12/11-12/17. All Supervisors will need to 

maintain a written list of all changes by associate that were made in the legacy system during 

that time period. For the bi-weekly facilities, Supervisors will need to enter all of the changes by 

associate into UKG on 12/18. 

Supervisors at weekly facilities will maintain a written list of all changes by associate that were 

made in the legacy system from 12/11-12/24. On 12/25, Supervisors will need to enter all of the 

changes by associate into UKG. 
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4. Supervisor Training Map  

https://edhosting.ukg.com/UA/Retail_Hospitality/Retail/troon/Troon_UKG_Supervisor_Training

/story.html 

 

 

 

https://edhosting.ukg.com/UA/Retail_Hospitality/Retail/troon/Troon_UKG_Supervisor_Training/story.html
https://edhosting.ukg.com/UA/Retail_Hospitality/Retail/troon/Troon_UKG_Supervisor_Training/story.html
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5. UKG Go Live: Supervisor Checklist 

 

This checklist provides a list of specific actions to complete to ensure a smooth and successful 

go-live for employees punching. These activities should be performed each day you are at work. 

If you are out of office during the go-live period, please work with your GM to take care of the 

list of tasks below.  

 

Daily Tasks  

Indicator  Action Type Description 

 

Recommended Action recommended as a guideline, representing the most efficient 

or helpful plan. 

 

Required Action required by due date, if provided. Consequences that will 

impact employee paychecks may apply after the due date. 

 

Step 1: Take the Training  

Action Description Date Additional Info   

 
 

Access the website 

(www.ukg2022.com) and select 

Training Library . Your 

supervisor training recordings 

and course materials will be 

located under the Supervisor 

section. You will have access to 

step-by-step instructions as well 

via UKG Case Management. Be 

sure to look there for additional 

details. 

 

 

 

Starting on 

12/09/21. 

Must be 

completed 

by 

12/13/21. 

After completing the training, 

complete the form that will be 

available in your golf course to 

get credit. Training completion 

results will be reported to the 

Executive Sponsors. 

 

 

http://www.ukg2022.com/
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Step 2: Log In and Verify Information 

Action Description Date Additional Info   

 
 

Log in and verify your list of employees: 

¶ Use the URL:  

https://n35.ultipro.com/Login.aspx 

o Username: Your Emp ID 

followed by Last Name 

(Ex: 01010101Smith) 

o Password: Your birthdate 

(MMDDYYYY)  

¶ Bookmark the URL in your 

browser for future access. 

¶ Once in the system, click the main 

menu and then select the My 

Employees, and click Search to 

pull up all the people you have 

access to. 

Note: In UKG Pro, you will see direct and 

indirect reports, but in UKG Workforce 

Management, you will only see your 

direct reports. 

On 

11/29/2021-

until 

12/17/2021 

If you skip this step, 

your associates will 

not be able to paid 

correctly. 

 

If you are missing 

an employee, or 

have the incorrect 

list of employees, 

please request 

assistance from 

your GM or open a 

support case in 

UKG before 

12/09/2021 to get 

this corrected.  

 

 

 

https://n35.ultipro.com/Login.aspx
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Step 3: Distribute your UKG User IDôs to your Associates 

Action Description Date Additional Info  ü 

 
 

Log into UKG and run the UKG 

Usernames report to locate all the 

associates usernames needed to 

login for the first time. GMôs are 

responsible for giving the 

supervisor specific reports for your 

direct workgroup.  

 

Print out the report, and hand your 

associates clear instructions on how 

to log into UKG for the first time. 

An Associate Go Live Checklist 

has been provided to your GM. 

 

  

Starting on 

12/13/21 

Associates will begin 

punching in and out using 

UKG on 12/18/21 if they are 

biweekly paid, and 12/25/21 

if they are weekly paid. 

 
IT IS IMPORTANT to start 

distributing these logon 

instructions to associates 

ASAP ï they must be logged in 

before they can record their 

worked time (they wonôt see 

anything but will be ready for 

12/18 punches). 

 

Please review the Mail 

Merge instructions for User 

ID distribution located in 

Employee Case 

Management. 

 

- 

 

 

 

Step 4: Show your associates how to clock in  

Action Description Date Additional Info  ü 

 
 

Use the information in the training 

and the videos on the website to 

show your associates how to clock 

in and out using UKG. For detailed 

instructions, log into case.  

 

There are three options available 

for associates to record their time. 

Your GM will specific which 

option your team should be using 

and further instructions on how to 

get started. 

Starting on 

12/13/21 

Associates will begin 

punching in and out using 

UKG on 12/18/21 if they 

are biweekly paid, and 

12/25/21 if they are weekly 

paid. 

 

You should review your 

timecards daily to make 

your pay period end as 

efficient as possible. 

- 

Step 5: PTO Edits and Approvals for Missed Time 

Action  Description  Date  Additional Info   
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If an associate forgets to clock in/out, they will 

be prompted to request a timecard edit the next 

time they clock in.   

  

Once you review the edit, you can approve or 

refuse the time they entered.   

1. From the Manage Timecards 

tile, select Must Review.  

2. Locate the Pending 

Changes slider on the right, 

and select Approve or Refuse on 

each of the Punches that the 

associate has corrected.  

3. 
Once approved, their edits will be 

displayed on the timecard.   

  

Complete 

this DAILY  start

ing on 

12/18/21  (Bi-

weekly) or 

12/25/21 

(Weekly).   

  

Edits must be 

approved 

by 12/31/21.   

  

If you donôt 

have any edits 

to approve, you 

can skip this 

step today!   

  

If you have any 

issues, please 

contact 

your UKG2022 

Change 

Champion at 

your facility for 

assistance.   

  

You should 

review your 

timecards daily 

to make your 

pay period end 

as efficient as 

possible.  

  

If you have associates that requested time off 

(PTO, bereavement, jury duty, etc.) in your 

prior timekeeping system, you must add the 

time to their timecards in UKG so that they get 

paid correctly.   

1. Access the associateôs timecard, 

and select the paycode from 

the Paycode column corresponding 

to the date row of the absence. For 

example, select PTO on the row for 

12/19/21.  

2. In the Amount column, type 

the number of hours the associate 

requested to take off. If they 

requested the full day, 

you can select full day from the 

list.  

3. Save your edit by pressing 

the save icon.  

  

Complete this 

starting on 

12/18/21  (Bi-

weekly) or 

12/25/21 

(Weekly) before 

12/31/21.  

  

If you donôt 

have any PTO 

requests to 

enter, you can 

skip this step!   

  

PTO and 

Legislative Sick 

balances will 

not be available 

until late 

December. If 

the plan allows 

borrowing, 

the time off requ

est can be 

entered.  

  

PTO requests 

that were 

approved in a 

different system 

will not transfer 

to UKG. You 
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must manually 

enter them in 

the UKG 

timecard.   

  

You should 

review your 

timecards daily 

to make your 

pay period end 

as efficient as 

possible.  
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Step 6: Enter any absences or transfers, if necessary  

Action Description Date Additional Info   

 

If an associate is expected to work, 

and does not punch in or out during 

the shift, this is considered an 

absence and in order to get paid, it 

needs to have a pay code added to 

account for the missing time.   

 

Review the Manage Timecard tile 

for absences. Address the absence 

by one of the following:  

¶ Have the associate complete 

a request for time off  

¶ Add a pay code to the 

associateôs timecard, if the 

associate is unable to submit 

a time off request 

Starting 

on 

12/18/21  

(Bi-

Weekly) 

or 

12/25/21 

(Weekly) 

before 

12/31/21. 

Time off requests must be 

approved before closing the 

pay period for associates to 

get paid correctly. 

 

Any retroactive changes 

should be submitted via 

case management. 

- 

 
 

You must transfer hours in the 

timecard of any associate who 

works multiple jobs for them to get 

paid correctly.   

 

In the transfer cell, on the shift that 

needs to be moved to a secondary 

job code:   

¶ Select the transfer drop-

down in between the in and 

out punches. 

¶ Select Search and in the 

panel, select Add Business 

Structure 

¶ Then select the appropriate 

secondary job code 

¶ Save your edit 

 

Starting 

on 

12/18/21  

(Bi-

weekly) 

or 

12/25/21 

(Weekly) 

before 

12/31/21. 

Transfers must be entered 

before closing the pay 

period for associates to get 

paid correctly. 
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Step 7: Submit associate salary changes 

Action Description Date Additional Info   

 
 

Salary updates must be submitted 

using UKG this year.  

 

Supervisors will also be 

responsible for submitting 

Minimum Wage increases for their 

hourly associates. Please view the 

Minimum Wage Chart located in 

Employee Case Management. 

Starting 

on 

12/18/21 

with a 

due date 

of 

12/31/21 

For assistance completing 

this step, please review case 

titled: Submit Salary 

Changes in UKG. 

- 
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Step 8: Perform your pay period close tasks 

Action Description  Date Additional Info   

 

1. Timecard Maintenance 

¶ Review PTO and Sick 

requests ï approve or deny 

¶ Exceptions ï need to be 

corrected or approved (Ex: 

missed punch) 

¶ Add additional pay ï Ex: 

lesson, commission, Tips, 

service charge 

¶ Add additional deductions ï 

meal deductions, uniforms  

 

2. Review timecard for any penalties 

ï (CA meal break and NY span of 

hours) 

 

3. Review/edit transfers to 

departments to labor category/job 

 

All of the above actions can be 

done daily throughout the pay 

period 

 

4. Payroll Close: 

¶ Approve timecards (all 

exceptions must be cleared) 

¶ Timecard approvals must be 

completed by 9:00 a.m. local 

time on Monday after pay 

period end 

On 

12/31/21, 

after all 

your 

associates 

have 

clocked 

out of 

their shift.  

 

Deadline 

is 9am 

Local 

Time. 

If you approve your 

timecards before the 

associates have finished 

their shifts, then their 

punches will not be 

recorded.  

 

 

- 

 

 

Mark any notifications and alerts as 

read to clear the number for the next 

pay period. 

Complete 

at the end 

of each 

pay 

period 

starting 

on 

12/31/21. 

 - 
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Logout 

 

Because UKG has two parts, Pro and Workforce Management, the recommended practice is to 

Logout of both applications when youôve finished working in the system, especially if you are 

using a shared computer.  

 

 

 

Dual Maintenance Note 

Action Description Date Additional Info   

 
 

Dual Maintenance is the process of 

making associate record changes in 

both the legacy system and UKG; 

ending on 12/10. For bi-weekly 

payroll cycles this means 

Supervisors will need to make any 

changes that happen (like - new 

hires/terminations/etc) in your 

legacy system (Oracle, ADP, 

PrimePay, Paylocity, Paycom) from 

12/11-12/17. All Supervisors will 

need to maintain a written list of all 

changes by associate that were made 

in the legacy system during that time 

period. For the bi-weekly facilities, 

Supervisors will need to enter all of 

the changes by associate into UKG 

on 12/18. 

 

Starting 

on 

12/11/21 

through  

12/17/21  

(Bi-

weekly) 

Due in 

UKG on 

12/18/21 

 

12/11/21 

through 

12/24/21 

(Weekly) 

due in 

UKG on 

12/25/21 

For assistance completing 

this step, please review 

case titled: Dual 

Maintenance. 

- 
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For facilities with weekly payroll, 

your manual dual maintenance 

phase is longer because the first 

punch in UKG is 12/25. So, 

Supervisors at weekly facilities will 

maintain a written list of all changes 

by associate that were made in the 

legacy system from 12/11-12/24. On 

12/25, Supervisors will need to enter 

all of the changes by associate into 

UKG. 

 

 

 

 

If you any questions or problems, please contact your UKG Change 

Champion.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 pg. 17 

6. ALL Associate Training Map 

https://edhosting.ukg.com/UA/Retail_Hospitality/Retail/troon/Troon_Associate_UKG_Trai

ning/story.html 

 

 

 

 

https://edhosting.ukg.com/UA/Retail_Hospitality/Retail/troon/Troon_Associate_UKG_Training/story.html
https://edhosting.ukg.com/UA/Retail_Hospitality/Retail/troon/Troon_Associate_UKG_Training/story.html
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7. UKG Go Live: Associate Checklist 

 

This checklist provides a list of specific actions to complete to ensure a smooth and successful 

go-live. These activities should be performed each day you are at work.  

 

Daily Tasks  
Indicator  Action Type Description 

 

Recommended Action recommended as a guideline, representing the most efficient 

or helpful plan. 

 

Required Action required by due date, if provided. Consequences that will 

impact paychecks may apply after the due date. 

 

Step 1: Log In and Verify Information 

Action Description Date Additional Info   

 
 

Log in, change your password, set up your 

security questions, and verify your 

information is correct in UKG: 

¶ Use the URL:  

https://n35.ultipro.com/Login.aspx 

o Username: Your Emp ID 

followed by Last Name 

(Ex: 01010101Smith) 

o Password: Your birthdate 

(MMDDYYYY)  

¶ Bookmark the URL in your 

browser for future access. 

¶ Once in the system, click the main 

menu and review your Personal 

Information section.  

On 

12/13/2021-

until 

12/17/2021 

If you skip this step, 

you may have the 

wrong details and 

may result in 

delayed approvals 

for payroll. 

 

 

 

 

Step 2: Take the Training  

Action Description Date Additional Info   

 
 

Access the website 

(www.ukg2022.com) and right 

on the home page, your 

associate training course will be 

displayed. 

 

 

 

Starting on 

12/09/21. 

Must be 

completed 

by 

12/17/21. 

After completing the training, 

be sure to speak with your 

supervisor if there are any 

questions. You will only get 

credit for completing the 

training after submitting the 

Training Completion form 

located in the golf-course.  

 

https://n35.ultipro.com/Login.aspx
http://www.ukg2022.com/
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Step 3: Follow the instructions provided by your Supervisor to clock in 

Action Description Date Additional Info  ü 

 
 

Using UKG, Punch in and out at the start 

and end of every shift, and during your 

meal breaks. 

 

Depending on your facility, you may have 

different time entry mechanisms. Check 

with your supervisor for details.  

Starting on 

12/18/21.  

 

Complete 

Daily. 

Associates will begin punching 

in and out using UKG on 

12/18/21 if they are biweekly 

paid, and 12/25/21 if they are 

weekly paid. 

 

Failure to punch using UKG 

will result in not getting paid 

correctly. 

- 

Step 4: Corrections for Missed Time and Cash Tips 

Action Description Date Additional Info   

 
 

Fix any missed time when prompted and 

enter any cash tips at the end of your shift 

using UKG.  

 

Edits are subject to supervisor approval.  

Complete 

this daily 

starting on 

12/18/21  

(Bi-

Weekly) or 

12/25/21 

(Weekly).  

 

Edits must 

be 

approved 

by your 

supervisor 

before 

12/31/21. 

 

If you donôt have any missed 

time to correct, you can skip 

this step today! Keep up the 

good job! 

 

If you have any issues, please 

contact your UKG2022 

Change Champion at your 

facility for assistance.  

 

Failure to correct these time 

edits daily, will result in longer 

review times at the end of the 

pay period and you may get 

paid incorrectly. 

- 

 

Use UKG to request time off for future 

dates that you are planning to take PTO 

(sick, vacation, jury, etc.).  

 

Requests must be submitted before the end 

of the pay period that contains the absence. 

Recommended practice is that you submit a 

request for time off as soon as you know 

your dates. 

 

Complete 

this daily 

starting on 

12/18/21  

(Bi-

Weekly) or 

12/25/21 

(Weekly). 

 

 

If you donôt have any PTO 

requests to enter, you can skip 

this step!  

 

PTO requests that were 

approved in a different system 

will not transfer. Your 

Supervisor must manually enter 

them into your UKG timecard.  

 

Failure to do this will result in 

incorrect paychecks. 

- 
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Step 5: Update your W4 Tax Information 

Action Description Date Additional Info   

 
 

W4 withholdings will have to be 

entered and verified in UKG 

before 12/31/21. 

 

Starting 

on 

12/18/21 

with a 

due date 

of 

12/31/21 

Failure to enter your tax 

information will result in 

incorrect deductions which 

will have to be adjusted in a 

future paycheck. 

 

- 

 

 

Logout 

 

Because UKG has two parts, Pro and Workforce Management, the recommended practice is to 

Logout of both applications when youôve finished working in the system, especially if you are 

using a shared computer.  

 

 

Need More Information? 

For more information on how to complete some of these steps, please visit the HR Help link in 

UKG by going to Menu-> HR Help 

 

 

If you any questions or problems, please contact your UKG  Change 

Champion.  
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8. Quick Time Stamp 

  

 

For Go-Live we will  be using what is called a Quick Time Stamp. This is a web based clock that 

is simply a URL. 

For most facilities, the URL for the Quick Time Stamp will automatically be deployed to your 

POS by the Troon and Indigo Golf Partners IT departments. For those facilities where 

technology isnôt managed by Troon or Indigo Golf Partners, we will be publishing instructions 

on UKG2022.com/Resources and in HR Help on how to obtain and add the link to a POS, 

central computer, or tablet.  
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9. Support Structure Overview 

Å Level 1 ï Local  

Å Supervisor 

Å Change Champion (temp), ñHR Contactò, Club UKG ñAdminò (these may all be 

the same person) 

Å Level 2 ï Workforce Support  

Å Level 3 ï ñA specialist that can better helpò (HR, Pay, Ben, etc.) 

Å Level 4 ï Function/Group Managers 

Å Level 5 ï HRIS Specialist 

Å Level 6 ï UKG Support 

 

Level 1 ï Local 

Å How: Call the club, talk to manager, etc. 

Å Who: 

Å Supervisor, Facility ñHR Contact, General Manager, UKG 2022 Change 

Champion.   

Å Skills: 

Å General knowledge of UKG, resources, and Troon Workforce Support 

Å Role: 

Å Initial questions from supervisors and on-site employees, and direct users to 

resources that can solve their problems (Job aids, training, operational procedures, 

employee assist, case, Troon Workforce Support phone number and email 

address). 
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10.  HR Help, Employee Case Management 

Navigation: Menu > HR Help  
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Employee Case Management 

Navigation: Menu > My Team> Employee Case Management 
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11.  Knowledge Articles are in Employee Case Management and HR Help 

 
A. Mail Merge Instructions for UKG User ID Distribution  

Note: This step must be completed no later than 12/13/21 

Please use the attached template along with log in instructions to provide your associates with their 

username and important information about UKG.  This is a template.  Feel free to customize, update the 

logo, etc. based on any unique requirements you have at your club. 

Mail Merge Instructions: 

1. Save the sample letter to your computer 

2. Customize the letter to your operation  

a. Most clubs are biweekly (12/18/2021).  If you are in NY or RI you are on a weekly cycle 

(12/25/2021).  If you have questions on what cycle you are on please reach out to your 

payroll contact. 

b. Add your club specific instructions on clocking in 

3. Run Your ñUKG Usernameò Business Intelligence Report 

a. For information on how to run a Business Intelligence report, see the tutorial below 

4. Download as Excel data and save this to your computer  

5. Sort the data in the order you want the documents to print with the merge 

6. Save the file to your computer 

7. Follow the mail Merge wizard features in Word 

a. Open the letter 

b. Select the ñMailingsò tab 

c. Select ñStart Mail Mergeò 

d. Select ñStep-by-Step Mail Merge Wizardò 

 
 

Step 1: Select ñLettersò as the document type 

Step 2: Select Starting document: ñUse the current documentò 

Step 3: Select Recipients: ñUse Existing listò 

Step 4: Select browse and find the UKG Username file that you saved in the above step 6,  

Step 5: Add the fields into the letter. 

- To do this you will highlight the place holder fields (ex. Highlight [Full 

Name]), next on the right-hand side select ñMore Itemsò. Click on the ñFull 

Nameò in the list and select insert. Repeat this step for all placeholder fields. 

Step 6: Preview the letter 
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 -Read through the letter and verify that all of the placeholder fields are filled in 

with the correct information 

Step 7: Complete and print your mail merge 

 

8. Provide letters on your go live date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 pg. 28 

Template Sample: 

Date]  

  

[Full Name],  

Welcome to UKG!  

UKG is the new exciting Human Resources platform for Troon and its family of brands.  Beginning on 

[Date 12/18/2021 or 12/25/2021] you will use UKG to review your timecard, manage your schedule, 

complete learning, manage your contact information, retrieve your payroll payment advice, and much 

more.  

Your first critical steps in the system are as follows:  

1. Use Google Chrome to navigate to Troonôs UKG 
website: https://n35.ultipro.com/Login.aspx (or use the QR code below).  

2. Enter your user name (below).  

3. Enter your password.  Your default password is your date of birth in the following format 

MMDDYYY.   Example February 4th 1992 is 02041992  

4. Answer security questions  

User Name: [insert user name]   

Please log in to the application prior to clocking in the first time.  If you have already logged in for open 

enrollment you can skip these steps, you are all ready to go!  

[Club specific language on clocking in]  

If you have questions on anything UKG you have 3 primary resources:  

1. Reach out to your supervisor or Facility Leader    

2. Go to https://UKG2022.com   

3. Once you have logged in UKG you can navigate to HR Help to access the growing 

library of resources and important information to help you navigate the system.   

Thank you!  

  

  

[Full Name], [Organization], [Department], [Primary Job], [User Name]  

 

 

 

 

 

 

https://n35.ultipro.com/Login.aspx
https://ukg2022.com/
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B. Business Intelligence  

1.   Log in to UKG 

  

  

 

  

  

2.   Open the ñadministrationò window 

3.   Click on ñBusiness Intelligenceò 

  

  

 

  

  

A new browser window will open for People Analytics 

  

4.   Open ñTeam Contentò folder 
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5.   Open zzzCompany Folders 

 

6.   Open Troon Golf L.L.C. 


