How to upload Benefit Documentation to UltiPro:

Items you can upload:

1. Dependent Verification Documents
2. 401k Hardship Documentation

Step 1: Login to UltiPro and go to Myself > Employee Documents
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Step 2: Click “Add”

Employee Documents

Jobs

Job Summary

Com pensation

Job History

Other Company Info

Career & Education

Goals

Goal Planning
Licenses

Skills

Previous Employment

Awards

Education

Pay
Current Pay Statement
Pay History
YTD Summary
Direct Deposit
Income Tax

W3

W-£

Time Management

Benefits
Benefits Summary
Beneficiaries/Dependents
Retirement

PTO Plans

-

are Eligibility

Links

Open Enrollment

Benefit Changes (Life
Events)

Benefit Changes (Life
Events)

Documents
Employee Documents

Document

Acknowledgment

Step 3: Choose file, title the document, select the category as “Benefits,” and do
NOT put in an expiration date. Hit “Save” and then “Submit”
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Type any additional notes you have
related to documentation here


https://ew14.ultipro.com/

