UltiPro® HR/Payroll Portal Access for COMPANY NAME Employees

To access COMPANY NAME’S new UltiPro HR/Payroll portal:

1. Go to: INSERT URL
2. Enter XXXX for your user name.

3. Enter XXXX as your default password.
4. Select Log in to access the UltiPro portal.
<Insert screenshot of your UltiPro portal Login Page>
Sample of the Log In page

Once you log in, the Home page will display.
<Insert screenshot of your UltiPro portal Home Page>
Sample of the Home page

Company Information
The UltiPro portal provides important COMPANY NAME information to you 24 hours a day, 7 days a week via the Internet. From the home page, you can access a variety of company-related information, including:

· Company announcements

· Calendars

· Important dates and reminders

· Claim forms
· Policy handbooks
· And more

Personal Information

The UltiPro portal provides COMPANY NAME employees with anytime, anywhere access to review personal information as well as relevant HR, payroll, and benefits data.

To access your own data, select the Myself tab from the main menu dropdown arrow.
[image: image1.png]UltiPro

by
ULTIMATE
SOFTWARE

Nadja Acharya COMPENSATION MANAGEMENT
Compensation and Salary Planning
|continue to test out this efficient too
Pay [salary Plans. Managers can then easil
0 make informed decisions about th
Current Pay Statement sl S . |department budgets
Pay History o
YTD Summeary T - . .





[image: image2.png]Inbox

MYSELF

Personal
Employee Summary

Narme, Address, and
Telephone

Status/Key Dates
Contacts

Property

Private Info

Identification Documents
Other Personal Info

My Company
Company Info
Electronic Forms.
Employee Directory
Organization Chart
View Opportunities.

Jobs
Job Summary
Compensation
Compensation Plans
Variable Pay
Job History
Contracts
Reviews
Other Company Info

Career & Education
Goals
Goal Planning
Competencies
Personal Development
Telent Profile
Licenses
Skills
Tests
Previous Employment
Awards
Education
Relocation Preferences

Career Development
Available
Current
Completed

Pay
Current Pay Statement
Pay History
YTD Summary
Third Party Pay
Direct Deposit
Income Tax
w-2
Model My Pay

‘Time Management
‘Time Clock Entry

Benefits
Current Benefits
Beneficiaries/Dependents
Investments
PTO Plans
PTO Requests
COBRA
Health Care Eligibility
1095-C
Links

Open Enrollment

Life Events
Life Events

Documents
Employee Documents

Timesheets





<Replace generic screenshots with your own as needed>
The Myself menu offers a number of options, including:
	Myself Feature
	Description

	Personal
	Displays general personal and employment information, including name, address, phone, emergency contacts, organization information, and key employment dates



	Jobs
	Displays job and compensation information and job history



	Career & Education
	Displays employee license and certifications, job skills, awards, education, and previous employment details 



	Pay
	Displays employee pay statements, pay history, year-to-date summaries, direct deposit details, and federal and state withholding information



	Benefits
	Displays employee current benefits information, dependents and beneficiaries, investment details (401k), and paid-time-off plan descriptions and requests


UltiPro® is a registered trademark of The Ultimate Software Group, Inc.

