
 

   
 

How to Request UKG Manager Access Through DocRoute 

• Navigate to Faculty/Staff Applications A – Z on the University of South Alabama’s website. 

• Select letter “D”. 

• Click Document Routing (DocRoute). 

 

• Log in using your SSO credentials, which are the same as your PAWS log in. 

• Click the Finance and Administration drop down. 

• Select UKG Manager Access. 

• Click the Add New Request button. 

https://www.southalabama.edu/a-z/facultystaff.html


 

   
 

 

• Fill out the information as applicable, noting any employees you do not have access to in the comment box at the very bottom of the page by J#. 
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