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Email Template: UKG/LoboTime Training Module Announcement
Subject: New UKG/LoboTime Training Module Now Available for Employees 
Dear [Department] Employees, 
We’re excited to announce the training module for the new UKG/LoboTime system. This training is essential for all employees who will be using UKG/LoboTime.
Managers and Supervisors should strive to have their training done by Jan. 23, 2026. This will give you all guidance as you enter the testing environment and ensure you get the most out of the User Acceptance Training Sessions.  
[bookmark: _Hlk216272767]Employees are encouraged to complete their training by Feb. 13, 2026, ahead of the Feb. 21, 2026, launch date. 
Training is available through Learning Central. To access it, simply log in and look for 'UKG/LoboTime 2.0’ training in your learning plan. The module is self-paced and includes video demonstrations, interactive guides, and helpful tips.
If you have any questions or need assistance accessing the training, please reach out to your HR Agent or Org Manager.
Thank you for your support.
[Sign name] 
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