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1. Go to the UltiPro login page or from PSAV.com select

login and then UltIPro.

2. In the user name fleld enter your last name followed

by the last four digits of your saocial security number Log In
(example: smith1234). User Name
3. In the password field enter your password. If this is Passworg
your first time logging in to UltiPro, enter your Forastysupassalds Cloan

birthdate in the mmddyyyy format (example:

For an optimal experi L Wi d uzing these b g

08231979). Fitefox 22.0, 230 Chrome 290  Intermet Explorer 8.0-10.0

Unexpected results may ocourwhen using other browsers.

4. Click Log In or press Enter.

_ Viewing Time and Attendance in UltiPro*

1. Log in to UltiPro.

2. Hover your mouse pointer over the Myself tab.

3. Choose Time & Attendance. This will prompt a pop up window that will take you to your time and
attendance site. If you have a pop up blocker turned on, you will need to bypass it to view this
page.

4. You will have various tab options across the top of the site which give direct access to your
Messages, time sheet (My TS) and the Time Off Request form. The Last TS tab will link you to the
last timesheet you viewed. The My Reports tab will allow you to view past timesheet information.

! Time and Attendance
Messages (0) My TS Last TS My Reporis Time OIT Request

The site page will default to the My TS tab.
*Note: The system refreshes every two minutes. If you punch in or out and then view your

timesheet, the punch will not appear until two minutes after you punched on the time clock.
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https://n21.ultipro.com/Login.aspx?ReturnUrl=%2f

Viewing Your Timesheet

1. Your current timesheet is under the My TS tab in UTA.

U|T|Pr0 Tirne and Attendance
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Your timesheet has been saved.

Timesheet (daily} + 04/06/2014 - 04/12/2014 |+ Page 1 of 1 Back to Selection Screen
SAVE [a Show Applied Overrides g Miew All Work Details Employee: Jesionowski, Wavne
pply pp! Issues Detail Auth By Clocks on OfFf on Off Time Code v Hour Type v G ion G
BN L & I | | | [ |
p o Brace ¥ =] 04/06/2014 Sun AUTO  [nd/0s/zo14 &) | ][ ][ || | L]
|E| o Birsce ¥ (=] 04/07/2014 Mon  AUTO  [04/07/2014 5| [siw0a | [sioop | ] [ | .| wRks:ioo REG 2:00
‘Approved Issues Start Time End Time Hours  Rate Time Code Hour Type Jab Departrent Event Location o
=] 00 |[s:00p |[3:00 ] [wirK Allres Allrroso  Af[ooo4zo Ao A [oooaos Al|ee micHip] [
add Work

Add Premmium

H O of Biee B (=] 04/08/2014 Tue  AUTO  [0d/08/2014 | | ][ ][ ] [ ] el HOURLY HON-U
E B o Brace B =] 04/09/7014 Wed AUTO  [n4/09/2014 [ ][ ][ || | L]
H O of Biee B (=] 04/10/2014 Thy  AUTO  [0d/10/2014 [ ][ ][ ] [ ] el HOURLY HON-U
E [ o Brrace ¥ (=] 04/11/2014 Fri  AUTO 0471142014 [ ][ ][ ] [ | HOURLY HON-U
H O o Brrace ¥ =] 04/12/2014 Sat  AUTO  [04/12/2014 | | ][ ][ ] [ ™| HOURLY HON-U
| save| Page 1 of 1 Back to Selection Screen

2. To view Paid Time Off details for the given time period, click on Show Applied Overrides.
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3. To view details for a specific day, click on the plus sign next to that day’s listing.
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