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Introducing the UKG Dimensions Manager Playbook 

In this playbook you will find a collection of resources to help you navigate and communicate the UKG 
Dimensions implementation. This playbook is intended to be a guide – please use the tools you think will be 
most helpful for your unique group of teammates. You can find the most up-to-date version of this 
playbook on the Vital Signs UKG Dimensions page.   
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Your Role as a Manager 
Pay, staffing, scheduling and timekeeping changes are all very personal to our teammates and may affect 
units/departments differently.  Your positive leadership and openness in discussing these changes with your direct 
reports is an important part of ensuring your unit/department’s success in implementing the new system and 
practices.  Please plan to hold department meetings, have one-on-one conversations, if appropriate, and make 
yourself available to answer questions they may have.  If you have any questions or concerns not addressed in the 
playbook, please reach out for assistance.  

This playbook is comprised of three sections: 

• Communication Resources – various project overviews with talking points to share with your teammates 
• Supporting Resources – materials such as a Manager Check List to assist you in answering questions 
• Change Management Resources – to help you prepare for discussions with your teammates 

As you provide feedback on conversations, we will continue to update this playbook on the Vital Signs UKG 
Dimensions page and send you Leader Updates as needed.  Thank you for your support in helping us inform and 
prepare your teammates of the coming UKG Dimensions Implementation. 

 
  

As a Manager
you will:

• Lead by example
• Deliver communications prior to go-live on topics in playbook:

- UKG Dimensions Case for Change
- Clocking Practices
- Attendance Policy

• Complete training and provide opportunities for teammates to              
attend/complete needed training for their roles

• Provide feedback to the project team from your teammates 
• Follow policies and processes to optimize system use
• Stay up-to-date on project updates
• Provide support and feedback post go live

We will provide you 
with:

• Regular project status updates
• Support from your leaders
• Training needed for your role
• Communications to deliver

https://rsfvitalsigns.com/category/human-resources/ukg/
https://rsfvitalsigns.com/category/human-resources/ukg/
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SECTION 1 – COMMUNICATION RESOURCES  

UKG Dimensions Overview – Case for Change 
The implementation of UKG Dimensions, Kronos’ latest cloud-based enterprise workforce management system, is 
the first implementation in our Modernizing the Technology Suite portion of the Roper St. Francis Healthcare 
strategic plan.  
 
What will UKG Dimensions replace? 
At RSFH, UKG Dimensions will replace legacy systems Kronos Time and Attendance, API Shift Select, and 
the CareLine Online Forms Management Time Off Request Form. 
 
 
Why implement UKG Dimensions? 
  

 

As we modernize our technology suite, the implementation of UKG Dimensions will be 
the first significant step in fully integrating our system.   

 

Increase agility and optimize resources to best care for our patients 

 

Reduce staffing time for managers with 24/7 support   

 

Allow for more predictable and flexible schedules for teammates 

 

 

 

UKG Dimensions is more user-friendly than your current Kronos system.   

Teammates and manager will learn how easy the system is to use through short, self-guided 
learning modules available in NetLearning. These modules are assigned to everyone and all 
begin with “UKG Dimensions.”  
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Clocking Practices Overview 
  

With the implementation of UKG Dimensions, you may clock or punch in/out through your personal mobile 
smartphone, desktop computer/workstation or time clock (where available). Job Aids will be available on the Vital 
Signs UKG Dimensions page 
 
Remember you should clock in no more than five minutes prior to your shift or five minutes after your shift ends.  
Clocking in more than seven minutes before or after your shift will show as an Exception in the system and be 
monitored by your manager. Please review the Attendance policy on handling of Tardy occurrences.   
 
Attestation of Meal Break – Teammates will continue clocking in and out for lunch breaks.  UKG Dimensions will 
prompt the teammate to confirm that they were able to take an uninterrupted meal break.  Meal breaks should 
normally be 30 minutes, but at least 20 minutes of uninterrupted time.  If a teammate must return to duty prior to 
the end of the meal break, they should clock back in and they answer No to the attestation question.  If an 
interruption can be considered minimal (a quick question or small task), the break is considered uninterrupted and 
they should select Yes in the attestation. 

This attestation will ensure we correctly pay teammates for time worked.    
 
We will have three ways to clock with UKG Dimensions. 
 

 
Mobile App 
  

Prior to go-live, you will be provided 
directions for downloading the UKG 
Dimensions app. 
 
With this application, you will be 
able to easily clock in and out using 
your personal mobile smartphone 
from your work location within the 
geofence around your facility.  
 
Through your phone, you can 
complete any scheduling or 
timekeeping function available on 
the desktop application.  
 
Please be sure to abide by all cell 
phone usage policies. 
 
 
 
 
 
 
 
 

RSFH Email 
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Desktop Computer  

 

If using your phone is not 
convenient, you can log in to any 
network computer, go to UKG 
Dimensions from the link on the 
CareLine home page.  A tile to 
punch in will be on the UKG 
Dimensions Home Page as shown 
on left.  Chrome is the preferred 
browser. 
 
 
 
 

 
Time Clock 
  
 

Your badge will continue to work in 
the timeclocks that we currently 
use. 
 

 
Attestation of Meal Break  
 

         
 

Teammates will continue clocking in 
and out for lunch breaks.  UKG 
Dimensions will prompt the 
teammate to confirm that they 
were able to take an uninterrupted 
meal break.  Meal breaks should 
normally be 30 minutes, but at least 
20 minutes of uninterrupted time.  
If a teammate must return to duty 
prior to the end of the meal break, 
they should clock back in and they 
answer No to the attestation 
question.  If an interruption can be 
considered minimal (a quick 
question or small task), the break is 
considered uninterrupted and they 
should select Yes in the attestation. 
You must answer the questions for 
the punch to be entered.  
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Geofencing and Geosensing Overview 

Geofencing along geosensing technology enables the incredible 
convenience of clocking in using your personal cell phone. No 
more waiting in lines to use a desktop phone or at a timeclock.  
You will just need to download and set up the UKG Dimensions 
app.   

How does the technology work? 
Geofencing is the practice of using global positioning (GPS) to 
define a geographic boundary. In our use once the “virtual 
barrier” is established, you will be able to clock in using your 
phone inside the geofence. Geosensing technology allows us to 
know exactly where you are in the facility when you clock in.  

Does this mean you can clock in from anywhere within the geofence? 
No, just like today, you should be at or near your unit or worksite and ready to go to work when you clock in and 
you should clock out when you leave your unit or worksite for the day. Remember you should clock in no more 
than five minutes before the start of your shift or five minutes after the end of your shift.  If a manager feels the 
geofencing ability is being abused, i.e. a teammate is clocking in or out from the parking lot or the Starbucks line, 
they can request a geosensing report to learn more specific where an individual is clocking in from. 

  

 

MYTH – Downloading the UKG Dimensions app will allow Roper St. Francis Healthcare to track my movements 
all the time. Reality – The only time the Dimensions system will know where you are is the moment you clock in.  
When you punch in, the system records your coordinates.   

MYTH – Downloading the UKG Dimensions app will allow Roper St. Francis Healthcare to have access to anything 
in my phone. Reality – Roper St. Francis Healthcare has no access to your phone through the app.  

MYTH – Teammates are required to use their cell phone to clock. Reality – Use of the app is for your convenience.  
In addition to clocking, the app provides you access to complete system functionality for reviewing time and 
schedules, swapping and picking up shifts and more.  However, you can always use a timeclock or any available 
network computer to clock and perform other system tasks.    

MYTH – The app will always work from anywhere within our facilities.  Reality – It is the same as phone 
reception. Depending on your carrier or the Wi-Fi reception if on the RSFH network, there may be areas in facilities 
were a signal cannot be established. Also, as shown in the diagram above, there may be corners of a facility outside 
the geofence. You should download and test reception prior to go-live.  You may need to clock in outside your 
exact work location or use another method to clock in and out.    
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Attendance Policy Overview           
 
In conjunction with the implementation of UKG Dimensions, you are encouraged to review the RSFH Attendance 
Policy.  Below are some of the key changes between the current and new policy. Refer to the policy on CareLine in 
RSF Document Manager.   

In conjunction with UKG Dimensions, you are encouraged to review the RSFH Attendance & Punctuality Policy 
found on CareLine in RSF Document Manager.  There were no changes made to the Time and Attendance 
Policy.  Teammates with sustained absenteeism and tardiness occurrences may be subject to corrective action up 
to and including termination based on the occurrence chart below: 

 

 

 

Attendance Policy – Historical CACR Data 

Please note that absences and tardy occurrences reflected on prior Corrective Action Conference Records (CACR) 
issued to teammates in the current 12 month rolling calendar period for attendance and/or punctuality will not be 
reflected in UKG Dimensions.  Therefore, system notifications of occurrences may not be accurate.  If you are 
already addressing a teammate’s attendance with corrective action, please partner with Employee Relations if 
additional corrective action is required until the past occurrences fall outside of the 12 month look back period. 
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Notification Overview                   

When the following scenarios occur, teammates and/or managers receive notifications.  Notifications can be via 
email or just indicated inside the Dimensions system. This chart show when and how notifications will occur.  

 

 

 
 Teammates Manager 

Notification Email 
Inside 

Dimensions Email 
 Inside  

Dimensions 

Timecard total modified after approval 
  

x x 

Manager notified Teammates approaching OT 
  

x x 

Teammates Timecard Change Request 
  

x x 

Approval Removed x x 
  

Missed Meal Period- Approved 
   

x 

Missed Meal Unapproved 
  

x x 

Missed Punch 
   

x 

Attendance Warning Notification x x x x 

Attendance Pending Corrective Action 
  

x x 

Delegation Notification x x x x 

Employee Self Scheduling x x x x 

Employee Open Shift Request 
 

x 
 

x 

Request to Cover x x x x 

Shift Swap Approval 
 

x x x 

ESS Swap Submission X x x x 

Time Off Request 
  

x x 

Time Off Request Response (Approve or Deny) X x 
  

Self-Scheduling Opens X x x x 

Schedule Posted X x x x 

Timecard Exceptions 
   

x 

Timecard modified after approval X x 
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Dimensions System Scheduling Options  
 
There are two types of scheduling systems within the Dimensions system: 

1. Basic Scheduler – Most teammates will use this scheduler. It is intended for departments with simple schedules 
that have fixed shifts on a repeatable pattern.   

2. Advanced Scheduler – This system is intended for departments with more complex scheduling requirements.   

Advanced Scheduler allows teammates to self-schedule, request open shifts and facilitates shift swaps. It allows 
managers to build best-fit schedules, incorporate scheduling roles and balance resources across multiple 
departments and locations. 

If you are unsure as to whether or not your department will utilize Advanced Scheduler, click here to review the list 
of departments who will be part of the Phase 1 and Phase 2 rollout. 
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SECTION 2 – SUPPORT RESOURCES  

Manager Preparation and Engagement Checklist  
 
� Review all the materials in this playbook and become familiar with the changes and how they will affect 

you and your teammates.  

� Schedule time with your team to discuss the changes and encourage them to raise questions or 
concerns.  

� Ensure non-exempt teammates download the UKG Dimensions app prior to go-live in order to be able 
to clock/punch on day one.  Refer to Logging in to Dimensions job aid.  NOTE: All current timeclocks will 
remain available, but there may be a delay in the first 48 hours following go live as we update clocks to 
the new system.   

� Have teammates using Advanced Scheduling go into myHR and set up their mobile phone number in 
myHR as Home (Primary) and opt-in to receive SMS text messages.  Refer to Registering for SMS Texting 
job aid.  

� Ensure that your teammates know where to access job aids, FAQs and other resources on UKG 
Dimensions page in Vital Signs. 

� Partner with your area’s Change Champion and invite them to round with your team. 

� Ensure you have posted information within your department. 

� Take required training outlined in this Playbook and encourage your teammates to complete training.  
(Note: managers and timekeepers using Advance Scheduler will have additional training requirements).  
Training completion is being tracked, so please confirm that each teammate has completed their 
assigned modules.   

� Attend Onsite and/or Virtual Support Sessions as needed.  

� Feel free to share and/or post resources and FAQs for your teammates.  

� Talk with your leader about how the changes are affecting you as a manager.  

� Be watchful of updates to this Manager Playbook and other communications on this project. 

� Make sure all your non-exempt teammates have schedules in Dimensions prior to go live. It will be 
important to ensure you and your timekeeper have access to all teammates in your area when the 
system opens for scheduling.  

� Share feedback with your leaders and with the Dimensions project team throughout go-live. 

� Share lessons learned and best practices with your peers across the organization to assist with 
launching future phases of this project. 

 
 

  

https://rsfvitalsigns.com/category/human-resources/ukg/
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Resources Available on UKG Dimensions Page in Vital Signs     

 
 
 

 

 

 

 

 

 

 

• UKG Dimensions Playbook for Managers 
 
 

• Quick Start Guide  
 
 

• Job Aids  
Listing and links to all Dimensions Job Aids for teammates, managers, timekeepers, and schedulers  
 
 

• Pay Guide – Pay Rules and Work Rules 

 

• Virtual Support Sessions and Recordings  

 

• Policies via RSFH Document Manager   

 

 
  

https://rsfvitalsigns.com/category/human-resources/ukg/
https://bsmhealth.service-now.com/hrportal?id=kb_article_view&sysparm_article=KB0022048
https://bsmhealth.service-now.com/hrportal?id=kb_article_view&sysparm_article=KB0021970
https://bsmhealth.service-now.com/hrportal?id=kb_article_view&sysparm_article=KB0021973
https://bsmhealth.service-now.com/hrportal?id=kb_article_view&sysparm_article=KB0021973
https://bsmhealth.service-now.com/hrportal?id=kb_article&sysparm_article=KB0022321
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Training for Teammates and Managers (all training should be complete by April 4th) 
 

UKG Dimensions Training Plan 

 
TEAMMATE MODULES LOADED IN NETLEARNING (TOTAL TRAINING TIME:  30-38 MINUTES) 
 
ALL TEAMMATES: 
Navigation and Timekeeping for Teammates: 5 modules/30 minutes:  
UKG Dimensions - RSFH Tracking Your Time  
UKG Dimensions - RSFH Requesting Time off  
UKG Dimensions - RSFH Navigation  
UKG Dimensions - RSFH Requesting Shift Swap  
UKG Dimensions - RSFH Viewing Your Information  
  
 
ADVANCED SCHEDULER TEAMMATES: 
Self-Scheduling & Requesting Open Shifts for Adv. Sched TMs:  2 modules/8 minutes 
UKG Dimensions - RSFH Picking Up an Open Shift  
UKG Dimensions - RSFH Self-Scheduling  
 
 
 
MANAGER/TIMEKEEPER (TOTAL TRAINING TIME:  6 HOURS) 
 
BASIC MANAGER/TIMEKEEPER MODULES IN NETLEARNING 
Navigation and Timekeeping for Teammates: 5 modules/30 minutes   
UKG Dimensions - RSFH Tracking Your Time  
UKG Dimensions - RSFH Requesting Time off  
UKG Dimensions - RSFH Navigation  
UKG Dimensions - RSFH Requesting Shift Swap  
UKG Dimensions - RSFH Viewing Your Information  
  
Navigation Data views and Reports for Managers: 5 modules/30 minutes 
UKG Dimensions - RSFH Home Page Tour for Managers 
UKG Dimensions - RSFH Accessing Dataviews for Managers 
UKG Dimensions - RSFH Creating Charts for Managers 
UKG Dimensions - RSFH Personalizing Dataviews for Managers 
UKG Dimensions - RSFH Running a Report for Managers 
 
Workforce Dimensions: Basic Scheduling, Timekeeping, & Attendance for Managers: (1 hour) 
UKG Dimensions – Basics for Managers 
UKG Dimensions – Basic Scheduling for Managers 
UKG Dimensions – Timekeeping and Attendance for Managers 
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MANAGER/TIMEKEEPER EXTENDED TRAINING WEBINARS 

All NetLearning modules should be completed before attending the extended training sessions.   

 

Managers and Timekeepers (Total Training Time:  3 Hours) 

Managers and Timekeepers will be required to attend 2 webinars that will last 90 minutes each.  There are two 
options to attend the live webinar presentation of these sessions.  You will receive a calendar invite to these 
sessions.   The sessions will be recorded and made available via NetLearning once the live webinars have been 
presented.   You are strongly encouraged to attend the live webinar presentation so that you can take 
advantage of the opportunity to ask questions.  Attendance will be monitored and tracked. 

 

Timekeeping, Basic Scheduling & Attendance Extended Training - Part 1 (2 options to attend) 

        March 22  2:00-3:30 pm       Click here to join. 

        March 29   3:00-4:30 pm       Click here to join. 

 

Timekeeping, Basic Scheduling & Attendance Extended Training - Part 2 (2 options to attend) 

        March 23   12:00-1:30 pm       Click here to join. 

        March 31   10:00-11:30 am     Click here to join. 

 

Advanced Scheduling Managers and Timekeepers  

Advanced Scheduling Extended Training        

        March 30    1:00-2:00 pm         Click here to join. 

  
  

 

 
 

 

 

https://rsfh.webex.com/rsfh/j.php?MTID=mde6fae295e2413d0e7e49d26cd070cd4
https://rsfh.webex.com/rsfh/j.php?MTID=mcfe123e3679d54b2505ee888904a6e9c
https://rsfh.webex.com/rsfh/j.php?MTID=m4fe96d94c095370990d837b0e99e12e1
https://rsfh.webex.com/rsfh/j.php?MTID=m9376c32161cf8abd8b4f0cd5f63e1443
https://rsfh.webex.com/rsfh/j.php?MTID=md3f2aa3ada270d461c248c764a817ba6
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Support at Go-Live and Beyond  
For 24-hour support:   
Contact the Dimensions Go-Live Command Center at 800-385-3370 (calls will be handled by BSMH 
IT Helpdesk during off hours. 
 
Monday 3/28 – Friday 4/29 

• Staffed Hours 
o 3/28-4/8 

 Sunday 3/27 – 8a-5p 
 Monday-Friday – 8a-5p 

o 4/10-4/24 
 Sunday 4/10 – 7a-7p 
 Monday-Friday – 7a-7p 
 Saturday-Sunday – 8a-5p 

o 4/25-4/29 
 8a-5p 

 
 
Virtual Support Sessions  
Virtual Support Sessions on specific topics will be held to address questions. Click here for an 
updated schedule of sessions, and information about how to join.   
 
 
Virtual Open Sessions 
As part of our ongoing support strategy, open virtual support sessions are available.  Click here to 
access the most up to date schedule of sessions.   These ongoing sessions are open to all managers 
and teammates. 
 
 
Job Aids 
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Glossary 
Attestation a declaration that something exists or is the case 

Base Rate  the hourly or annual amount you are paid for your job, excluding 
additional payments such as shift differentials, overtime, or bonuses  

Day Divide helps us determine how hours worked are tracked and calculated on 
timecards, and which calendar date the worked hours are assigned to 

Exempt  a term for a job classification paid by an annual salary and not eligible 
for premium pay; exempt and non-exempt status is determined 
through criteria under the Fair Labor Standards Act, a federal law 
administered by the U.S. Department of Labor; Human Resources 
reviews each position to assign appropriate status  

Fair Labor 
Standards Act 
(FLSA) 

a federal law which establishes minimum wage, overtime pay 
eligibility, record keeping, and child labor standards affecting full-time 
and part-time workers in the private sector and in federal, state, and 
local governments 

Geofencing and 
Geosensing 

Geofencing technology limits the area from which teammates can 
clock in/out from.  Geosensing technology allows us to know exact 
location the person is clocking from 

Non-Exempt  paid hourly and eligible for premium pay; exempt and non-exempt 
status is determined by the Fair Labor Standards Act criteria; Human 
Resources reviews each position to assign appropriate status 

Overtime Pay  additional compensation paid when an teammates works more than 
40 hours in one work week; under the Fair Labor Standards Act 
(FLSA), overtime pay is determined by multiplying the  teammates 
“straight time rate of pay” by all overtime hours worked PLUS one-
half of the  teammates “hourly regular rate of pay” times all overtime 
hours worked  

Pay Codes  labels used to identify the rates of pay  

Pay Practices  standard policies and methods by which teammates are paid  

Paystub documentation of pay received at the end of each pay period  

Premium Pay  any pay received in addition to base pay; may include shift 
differentials, overtime, and bonuses  

SMS technology The technology that enables us to send text messages to teammates 
phones. 
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SECTION 3 – CHANGE MANAGEMENT RESOURCES 
 

Change Model  
Communicate – Build Awareness   

• Make your teammates aware of the changes that will impact them specifically. 
• Discuss the current challenges in your department/unit and the organization and how UKG 

Dimensions will help provide better care, improve operations and teammates engagement as well 
as support moving from complex processes to more streamlined scheduling, timekeeping and pay 
practices.  

Engage (WIIFM – “What’s in it for me?”) 
• Share the key benefits and how these changes will impact their role. 
• Ask teammates for their concerns about the project as well as what excites and interests them. 
• Do your teammates show desire to participate in the changes?  
• Think through how teammates are going to be impacted.  

Educate 
• Do your teammates know how to use the system? Have they participated in training? 
• Solicit feedback from teammates and ensure they know your door is open for questions 
• Listen to teammates and provide support and encouragement in adopting these new systems. 
• Confirm your teammates know how to access support materials (job aids, FAQs, etc.). 

Sustain 
• Celebrate successes. 
• If there is non-compliance, reinforce expectations and together set a plan to achieve compliance. 
• Determine gaps and mitigation strategies, e.g. additional information, training, etc. 

Leading Through Change Tip Sheet 
As managers, you play a key role in translating the changes to your teammates, and gathering feedback 
from them to minimize hesitation, mitigate resistance, and encourage adoption and buy-in. Your role 
includes the following: 

Model the Behavior 

Be actively and positively engaged in the change by being the first to make the change and by advocating 
for both the project and your teammates. 

Support the Transition 

Provide support to teammates before and during the transition, through communications and training. 

Support the Reinforcement 

Support teammates after the change and ensure sustainment is possible. 
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Coaching for Change: Best Practices 

 

1. Follow communication best practices  

Communication is both verbal and non-verbal. In fact, communication breaks down into 7% verbal 
(actual words), 38% non-verbal vocal (volume, pitch, rhythm, etc.), and 55% non-verbal body 
language (mostly facial expressions). Communications should be clear, sincere, and professional.  

 

2. Be Transparent  

Telling the truth may not always be comfortable. If we’ve built trust with our teammates, this 
becomes easier. Always tell the KIND truth – meaning telling the truth with dignity and respect. It 
is not always WHAT you are saying but HOW you deliver the message.  

 

3. Solicit feedback  

Never assume and do not hesitate to ask questions until you 
fully understand your teammates’ concerns and needs fully. Actively listen and it is always helpful 
to reflect back what you heard your teammates say.  

 

4. Set clear expectations  

Define what you expect the teammates to do in the new system. Provide as much detail as possible 
to ensure the expectations are specific and time-based. Maintain accountability consistently and 
remind teammates to come to you with questions.  

 

5. Recognize and reward  
  

Ensure that when your teammates do what you expect, you provide recognition and reward in a 
way that is meaningful for that teammates.  
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Manager Conversation Guide                   

How to Prepare for Conversations with Your Teammates 
While continuing to delivery our mission of healing all people with compassion, faith and excellence, our 
organization must continue to evolve so we can deliver the care of the future. To continue to practice our values of 
stewardship and service, we need common systems that enable us to function as one organization across multiple 
settings. With UKG Dimensions, we are becoming stronger together. 
 
Your role in adopting UKG Dimensions is an important one. You are the direct line to our greatest asset, our 
teammates. Throughout this transition, we are counting on you to keep the lines of communication open by 
sharing important information and answering teammates’ questions.  
 

12 Tips for Effective UKG Dimensions Communication 
Roper St. Francis Healthcare is relying on you to share important information with employees and to answer their 
questions. To build your credibility as the go-to person for teammates to turn to, apply these tips both in and out 
of conversations: 
 
1. Tell the truth: Be transparent when you do or don’t know something. An honest response is a fundamental 

step toward building credibility. When you don’t know something, tell the listener which steps you will take to 
provide the information for them. 

2. Listen: Don’t interrupt a colleague who is speaking, sharing an idea, or revealing something of himself/herself. 
Instead, listen, acknowledge that you heard them and confirm your understanding. By actively listening, you 
show you care about the teammates concerns and can clarify any confusion or misunderstandings they may 
have. 

3. Provide a context for change: Your discussions with teammates are some of the first they will have about UKG 
Dimensions. Share the context and reasons behind the changes to help them better understand what’s taking 
place and why it’s happening. 

4. Keep the message consistent: To avoid confusion and ensure all teammates fully understand the change, we 
must communicate the same information across the organization. Use messaging/resources provided to ensure 
you are communicating a shared message as the project continues to evolve. 

5. Meet them where they are and translate: Use language and examples that teammates understand, keeping in 
mind their experience with technical jargon and what they already know (or don’t know) about UKG 
Dimensions. 

6. Be open: Share what you know when you know it. When possible, promptly and fully share information with 
teammates in meetings and other conversations. 

7. Be direct: It’s better for your team to hear news from you—right away—than to hear it later from a 
secondhand source. 

8. Share feedback with managers and leaders: Make sure you are part of the feedback loop. If there are 
questions or if communications are “missing their mark,” make sure you contact the project team. A problem 
cannot be fixed if no one knows about it. 

9. Be a proponent: Always be conscious of what you say (and don’t say) about UKG Dimensions. Even joking 
remarks among colleagues can be interpreted as lack of support. 

10. Stop rumors: If you hear incorrect information or know an inconsistent message is being spread, ask the 
individual to stop sharing the information and provide them with the facts so they can accurately understand 
what’s happening. If it is unclear whether there is truth to the rumor, contact support. 
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11. Be in the know: Be informed so you can effectively answer your team’s questions. Keep an eye on 
communications about the project, review materials, attend UKG Dimensions meetings and raise questions 
when you’re unsure of something. 

12. Pass it on: Resistance to change is usually due to fear or lack of understanding. Share questions and concerns 
with other managers, so you can collaboratively provide available information or clarity to put minds at ease. 
 

Dealing with Difficult Conversations, Resistance, or Strong Emotions 
 
You may be wondering what you should do if conflict arises during your conversations. What if you’re faced with a 
truly difficult conversation and someone reacts in a sad, angry or disruptive or destructive manner? Conflict isn’t 
inherently bad; if handled respectfully, real emotions and genuine opinions can lead to meaningful conversations 
and better understanding. As a manager, it is your job to be prepared for conflicts and to handle them in 
a positive, purposeful manner. 
 
Managing conflict takes listening skills, maturity, and flexibility. Keep the following approaches in mind to help you 
weather any storms that may arise. 
 
• Deal with conflict directly. Ignoring it won’t make it go away; to the contrary, unaddressed conflict tends to 

fester and spread. Be proactive by acknowledging the conflict courageously and facing it openly. 
• Anticipate conflict by being mindful of your colleague’s body language, word choice and even their silence. 
• Remember that your goal is to listen and understand, not to win. By giving frustrated teammates a chance to 

be heard—and by letting them know that you are hearing them—you can often defuse the situation before it 
gets out of hand. Ask questions and seek to understand above all else. 

• Don’t take conflict personally but remember that the situation is personally meaningful to each of your team 
members. After all, it concerns their careers. 

• Relax. Keep an open, attentive posture. Maintain eye contact, but never in a threatening or defensive manner. 
Speak softly but firmly. Try to project a calm, interested tone and manner. 

• Respond positively.  Positive reinforcement and encouragement ease change transitions and lead to greater 
success.  The way you share messages with your teammates affects how they receive and respond to them. 
Even when you can’t change a decision, share the information to encourage teammates’ participation and 
adoption of the changes.  

• Be a collaborative problem solver. Ask the person to work with you to address the problem in a 
realistic and straightforward manner. 
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