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Accessing UKG on a Computer

* Enter the URL: t11.ultipro.ca
* You will be asked to enter your username/password

— Username is your personal email address provided
— Default password is your birth date in the format MMDDYYYY

 Select how to receive the verification code

e |f accessing your account for the first time, you will need to reset
your password
— Follow the guide on the screen for password requirements
— 15 character minimum; upper/lower case; symbols; numbers

* You will be asked to set your security questions/answers
* Once your new password is set, log in with that moving forward
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Screenshots: Accessing UKG on a

Computer

v . ; Hamilton
Hamilton Burlington

Burlington . Brantford
. Brantford

S’lM'he Oh S“M.he Oh

Select Delivery Method

W | For additional security, we need to send you a time sensitive
e CO I I I e, access code. Choose how you would like to receive this access
code and click Submit. On the next page you will enter the access

comeonin! code.

O Text Text M
‘ - XXXXXX4567

Standard message and data rates may

‘ User name

Voice M
XXOO4567

O Voice

Password >
If your voice number requires an extension,
we will not be able to reach you.

E-mail

O E-mai
“ H E mall T ......... t@ymcahbb.ca

Forgot your password?

Cancel Submit

V
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Accessing UKG on a Mobile Device

Download the UKG Pro If requested, enter the Enter your username Select an option to If accessing for the first
Classic Mobile App Company Access Code: and password receive a verification time, you will need to
from Google Play/App YMCAHBB code change your password
store eNote: The app will and set your security
guestions and answers

also accept the code
in lowercase letters
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Screenshots — Accessing UKG on a
Mobile Device

 Download the UKG Pro Classic app from Google Play
or the App Store

* Please ensure to download the “Classic” app

V
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MaintainX Work Order CMMS
x MaintainX Inc. Install
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y
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Best Work Order App I've Used
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& Installed

UKG Pro Classic
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Screenshots — Accessing UKG on a
Mobile Device

 Enter the Company Access Code, then click Continue: v iKG
— The access code is YMCAHBB Welcome to UKG Pro
— Note: the app will also accept the code in lower case letters

Rt o P

Toak

S

Company Access Code *
YMCAHEB

What is a Company Access Code?

V
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Screenshots — Accessing UKG on a

Mobile Device
VHamilton

Burlington
* Enter your Username and Password . Brantford
— Username is your personal email address S-lmine 0‘1

— Your initial password will be your birth date in the format

mmdd Welcome!
Yyvy We're glad you're here.

e Click Sign In

Sign in with your company (SS0)

V
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Screenshots — Accessing UKG on a
Mobile Device

* Select an option to receive a verification code N &
+
+

— Can be via email, text, or call

* Click ‘Get my code’
A quick security check...

We'll send you a verification code to be sure thisis
really you. Where should we send it?

@ Email me at @ymeahbb.ca
O Email me at @live.com
Call ma at *rreedrd 567
Text me g *hees 4567

Call me at ***=++4034

O O OO0

Text me at #4934

What if | can't get a code?

Y >
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Screenshots — Accessing UKG on a
Mobile Device

* In this example we’ve received the code via text +
* Enter the code

 Choose to “Remember this device” if you would like
* Click Signin Check your phone

We sent a verification code to true. Enter this code
to finish signing in.

8 / 6 8 8

() Remember this device (optional)

Cancel

V
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Screenshots — Accessing UKG on a
Mobile Device

* |f you are accessing your account for the first time, you will need to reset your
password and set your security questions/answers
uKG vKG

Cha ssword .
nae passwor ; Hamilton

Your new password cannot be the same as your previous one Chullenge QUEStiOﬂS

and must meet the minimum password requirements B Ll rl.l n gtﬂn

outlined below: Please select and answer your challenge guestions from the
) list below. The selected challenge guestions will be used to ® B r'a nth rd
* Password length: 15-64 verify your identity when you request to reset your
* Letters: 2 password,
* Uppercase: 1 »
* Lowercase: 1 Question 1 -
» Numbers: 1 h e h
* Special characters: 1
Examples: /@ #5%ARH()_+={[}]| \:\"<,>.2/~"
Answer 1
Ciitvent password @ ¥ou have successfully changed your password.
You may now close this window.
uestion 2
N I wor Questiar
@ ) )
Powered by LUKG
Confirm password o) Answer 2
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Completing Training on a Computer

* Login to UKG Pro, then:
— Click the 3 horizontal lines to open the menu
— Select single avatar icon to open ‘Myself’
— Click ‘UKG Pro Learning’

V
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Personal

My Company

Career & Education
:> UKG Pro Learning

Pay

Workforce Management

Benefits
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Completing Training on a Computer

* |f you need assistance with navigating UKG Pro Learning to complete your
training, take a look at the guide on the help desk webpage titled “UKG Learning
Navigation Guide”

V /\Q
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Completing Training on a Mobile Device

* Download the UKG Pro Learning app from Google Play or the App store
* Enter the company access code: YMCAHBB
— Note: The app will also accept the code in lower case
e Click Continue
e Click Continue to Sign In
* Enter your username and password, then click Sign in

\4 D> (|4
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Screenshots — Completing Training on
a Mobile Device

* Download the UKG Pro Learning app from Google
Play or the App store & ukg pro learning Q

&

O This device ~

) UKG Pro Learning
Kronos Incorporated @
3.0% 100K+ |
190 reviews © Downloads Everyone @

Ultimate Kronos Group’s UKG Pro Learning mobile application
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Screenshots — Completing Training on
a Mobile Device

* Enter the company access code: YMCAHBB JKG
— Note: The app will also accept the code in Welcome to
lower case UKG Pro Learning
* Click Continue RY
ymcahbb

What is a Company Access Code?
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Screenshots — Completing Training on

a Mobile Device
viKG

 Click Continue to Sign In UKg;I:OOIZZ:ging

Company Access Code: ymcahbb
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Screenshots — Completing Training on

a Mobile Device

vganl’_iilton
urlington
Enter your Username and Password . Brantford
Click Sign In Shine On
Welcome!

We're glad you're here.

V
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Screenshots — Completing Training on
a Mobile Device

* Select an option to receive a verification code

— Can be via email, text, or call

* Click ‘Get my code’

V
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A quick security check...

We'll send you a verification code to be sure thisis

®
O

O O OO0

really you. Where should we send it?

Email me at @ymeahbb.ca
Email me at @live.com
Call ma at *rreedrd 567
Text me g *hees 4567

Call me at ***=*++4034

Text me at #4934

What if | can't get a code?
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Screenshots — Accessing UKG on a
Mobile Device

* In this example we’ve received the code via text +
* Enter the code

 Choose to “Remember this device” if you would like
* Click Signin Check your phone

We sent a verification code to true. Enter this code
to finish signing in.

8 / 6 8 8

() Remember this device (optional)

Cancel

’ >
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How Do | View My Timecard?

* Computer:

— Loginto UKG Pro

— From the side menu, select ‘Myself’ then ‘Workforce Management’ to bring you
to the Time and Attendance system

— From the home page, click the arrow on the ‘My Timecard’ tile or
— Open the side menu, click ‘My Information’ then ‘My Timecard’

# X
My Timecard ~

Q a - 2p

Exceptions
Myself : 0
| Q Search

-

Personal v J
My Company v b
Career & Education v

) No data to display.
UKG Pro Learning

Pay v

@ Workforce Management

Benefits v

’ >

Shine On A

20



How Do | View My Timecard?

* Mobile app:
— Login to the UKG Pro Classic mobile app

— Click the ‘Timecard’ tile or
— In the bottom right corner click ‘Menu’, ‘Time & Attendance’, ‘My Information’,
then ‘My Timecard’

; Profile

Pay

Time & 2
Pay Time Off
A d off
bt - Time & Attendance ~ |k

:> == oia::b E Time

Timecard . Calendar
L Timecan ds Schedule ~ B o nider
C? ﬁ '6 Workforce Planning
Giving Bepefits Learniig Dataviews & Reports

- My Infarmation
53 '
My Calendar

@ My Tirme Off
Time & Attendance
\ 2 = - -
Home Inbox Team Search Menu

4l
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How Do | View My Calendar?

* Computer:

— Loginto UKG Pro

— From the side menu, select ‘Myself’ then ‘Workforce Management’ to bring you
to the Time and Attendance system

— From the home page, click the arrow on the ‘My Schedule’ tile or
— Open the side menu, click ‘My Information’ then ‘My Calendar’

# X
My Schedule ~

Q a - 2p
Thu
Myself n  Today
(Q searen @ DBA-430P
8:00 AM-4:30 PM [8.50]
Personal v

8 3:00 AM-4:30 PM [8.50]

Y¥YMCA of Hamilton Burlington
Career & Education v Brantford/Hamilton/Associatio
n Services/People Leadership
Culture/HamiltonDowntownFa

My Company v

UKG Pro Learning

Pay v milyYMC/01-1-017-
@ Workforce Management o1 UU;’WOI’kf{.JrC.E Management
& HRIS Specialist

Benefits v
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How Do | View My Calendar?

* Mobile app:
— Login to the UKG Pro Classic mobile app
— Click the ‘Calendar’ tile or

— In the bottom right corner click ‘Menu’, ‘Time & Attendance’, ‘My Information’,
then ‘My Calendar’

Profile

A ® xR

AT Time Off

Attendance
- Time & Attendance PR | me Off

=) @

Team
Timecards Caleridar

E—I'!

Timecard :
Schedule

C? ﬁ '6 Workforce Planning
| £

Giving Benefits Learning

Dataviews & Reports

- My Infarmation
42 '
settings - My Calendar

My Timecard

@ My Tirme Off

Time & Attendance
\ § 4 = o -

Home Inbox Team Search Menu
Shine On A
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How Do | View My Pay Statement?

* Computer:

Log in to UKG Pro

From the side menu, select ‘Myself’ then ‘Pay’
Click ‘Current Pay Statement’ for the most recent statement, or click ‘Pay History

to see pI'EViOUS statements

Q a - 2p
Myself

| Q Search

Personal v

My Company v
Career & Education v
UKG Pro Learning

Pay v
Workforce Management

Benefits v

v

Shine On A
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Pay ~

=> Current Pay Statement
=> Pay History

YTD Summary

Total Compensation
Direct Deposit
Income Tax

Year-End Slips

24



How Do | View My Pay Statement?

* Mobile app:

v

Shine On A

Log in to the UKG Pro Classic mobile app

Click the ‘Pay’ tile or
In the bottom right corner click ‘Menu’, ‘Pay’, then ‘Pay Summary’ or ‘Pay
Statements’

- Pay Summary
- Pay Statements

Direct Deposits

Taxes

Time & Attendance

25
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What If | Forget My Password?

Upon first accessing UKG, you will be asked to set a
new password and set your 3 security
questions/answers

If you forget your password, use the “Forgot your
password?” link either on the mobile app or a
computer

You will be asked to provide the answers to your
security questions to then change your password

Note: passwords cannot be reused

\4 D> (|4
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Who Do | Contact If | Have Questions?

* |f you have any questions after reviewing this
guide, please email plc@ymcahbb.ca

* Please include as much detail as possible so
that we may look into your question and
include screenshots wherever possible.

v 1]
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