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« How do | log in¢

« What can | do on UltiPro¢
* View pay statements

« Check tax withholdings

« Update personal information AG E N DA

« Manage
contacts/dependents
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How do | Log in¢

e Website: https://ew4é.ultipro.com/Login.aspx

« User Name: First name + Last Name + '@’ + HHR (Master Company Code) - ex:
johnsmith@HHR

» Default Password: birthday (MMDDYYYY format)

é CAR. alINA Please note:
- HURRIZANES
@ ‘pNC « Select Forgot your password after

2 failed attempts to log in!!

RENA

« This allows you to reset the password without
contacting a manager to do this for you!
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Password Requirements

After logging in to the self-service for the first time, you will be
prompted to change your password.
For security reasons your password:

 Must contain at least one upper-case alphabetic
character, one lower-case alphabetic character, one
numeric character, and one special character

« Can be any combination of alpha-numeric characters
that meet the above requirement

« Cannotinclude spaces or apostrophes
* |s case sensitive
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Challenge Questions

You will be asked to setup three challenge questions which can be
used to reset your password in case you forget it and click the Forgot
your Password link.

Tips to setup the challenge question:s:
1. Select questions that you the answer to and type in the answer

below that question
2. The answers are case-sensitive

Remember your password!

Note: It is always best to record your user name and passwords in a safe place for
future reference.
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Using UltiPro

N\

. View pay statements ‘
\
What can | do in Check withholdings ‘

the new system?

Update personal information ‘

. Manage contacts/dependents ‘
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Pay Statement Information

« ACcess your pay statements from the Home page or under
Myself/Current Pay Statement.

« Download or print your pay statements from the Statement screen.

MYSELF MYTEAM | [
PDF | | [
RaARh=: ?
Pay download print  help
Current Pay Statement
Pay History

YTD Summary
Third Party Pay
Direct Deposit
Income Tax

\Af D
Ww-<£
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Check Withholdings

* View your tax history under Pay/Income Tax tab.
* View your W-2s under Pay/W-2 whenever they are available.

I Vi N
dEv\U i::;.;'r fflf;gg::fs tj. PN GRS | ToDo | Shareldeas | Help | Logout
" ,‘\.‘ ‘.‘ A
Current Pay Statement Pay History YTD Summary Total Compensation Third Party Pay Direct Deposit Income Tax w-2
[ .
Income Tax Summary L@J > Things | Can Do
print  help e

Add/Change Withholding Form (W-4)

Regular Wages Learning Resources e
Claimed Exempt Pay Resources for Employees
Filing Multiple Claimed Additional Dependents Other Additional Block From
Description Form History Status Jobs Allowances Allowances Total Income Deductions Amount Withholding Tax ¥
Federal Income Tax Paper 27) MARRIED 0 0 $0.00 $0.00 50.00 50.00
NC State Income Tax Paper g{) MARRIED 0 1] $0.00
FILING
JOINT
OR SURV
SPOUSE
MNORTH CAROLINA, HHOLD
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Update Personal Information

Personal information can be edited by clicking on the Edit button on
the top-right corner of the Personal tab. Simply select the button and

follow the instructions.

MENU Myself l ”‘l’ i P ULTIMATE
. Personal ' ro SOFTWARE

Employee Summary Name, Address, and Telephone Status/Key Dates Contacts Emergency Contacts Property Private Info Identification Documents Other Personal Info
Name, Address, and Telephone 0 9
edit | pnnt help
Name Mrs. Jeri Edwards Abella Primary Home (323) 372-4444 (Private)
1 Phon
Preferred Jeri
Primary Work (502) 555-1891
Former last :
Phol
Marital status Married .
Work extension
Address 3766 S Van Ness Ave =
ir >-mal eabella@UEL.com
Lo Angelea CA Primary e-mail
90018 Alternate e-mail

United States

Note: Any information you have been given permission to change will display an “Edit”
button at the top right. Simply select the button and follow the instructions.
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Manage Contacts/Dependents

« Select the * button on the Personal/Contacts screen to add
A new contact.

» Select the name of a current contact to update it.
UItiPro | &euz,

ion Documents

Contacts © 00
d print  help
Status
vvvvvvv
Name =~
Abella,Jake Speuse L Beneficiary
DDDDDDDDDD
mer
Abella, John Bene!
eeeeeeeeee
Emeri
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What do | do if | can’t login

* If you forget your password, please attempt to use the
Forgot your password link first.
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Thank You
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