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HOW TO LOG IN TO ULTIPRO, VIEW YOUR PAY STATEMENTS & W-2'S

Option # 1 — Log in through WIS Intranet
1) Go to www.wisintl.com and enter your User Name and Password.

INTERNATIONAL

Results you can count on.

This site is intended to be used by employees and customers of WIS International only.
To visit our public Internet site, please go to: www.wisintl.com

Mac users, Click Here

©Copyright WIS Intemstions] 2012. All rights sasarvad
WIS Intemstionsl, the WIS Intemstional logo, W1Serd zre trademarks or registered trademarics of WIS Intemstional in the United States and other countriss

2) From the main WIS Intranet page, select the UltiPro link (located on left side of page).

rrie, Welcome
to the WIS inTRARet

Home | WiSIntl.com | Frangais | Change Pa Log Qut

Search WIS International InTRAnet for:

Your Contacts: e
We're listening to what you have tg

WHAT'S NEW  SAFETY AND HEALTH ECZ@ MY WIS TRAINING AND DEVELOPMENT
1

Human Resources *  Area Recruiter-Trainer L P IUMAN RESOURCES] PAYROLL
il o e . ———————
Forms *  Recruiting > Block Counting Video WIS WORLD 2012
Reports *  Production Enhancement » [¢ Counting 16th Edition
Portals » Inventory Associate Training ™ ft = 24
Information Services L
" " 1
Quick Links ¥ * A
Watch Vid —
Manage Quick Links T R L= \ ’
RMS website ‘;“: .é
e iuE Just another reason for us to do a vehicle CIRCLE OF SAFETY CLICK HERE

requires Adobe Reader check before driving off in our vehicles

NEW

View Past Editions

Walmart Fixture Download

Walmart Fixture Upload A crew warking for a utility company found this young child in the wheel well of

their truck while conducting a "CIRCLE OF SAFETY" of the company truck the crew
members were driving before moving the vehidle.

iy UltiPro - How To Login
Ultipro =
Ultipro Help & View Pay Statements

I don't want to think about what would have happened if the employee had
gotten in the truck and drove off without doing a walk around. Please share this

Hourly Pay Explained
eye opening, bone chiling photo and experience with your crews,

M Referral Bonus

This crew has also reported children dimbing into the back of company vehicles,
Keep in mind children are out of school on summer break, so be sure to watch out Labor Law Posters
for them!!

Note: UltiPro is compatible with Internet Explorer 8.0-9.0 and Mozilla Firefox 3.6 and 11.0
Email UltiProHelp@wisintl.com for any UltiPro questions and/or password resets.
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Option #2: Log in through your Internet Browser
1) Go to the UltiPro website via www.wisintl.com/payroll in your browser address bar (not the
search bar to the right) — you may either use Internet Explorer 8.0-9.0 or Mozilla Firefox 3.6 or
11 on Microsoft or Mac.

- [ T =
@., )% |\ hetp:ffunsan wisint]. compayrol ¥| % 3| X |

2) Enter your User Name and Password (see below).

o in English = Afficher an francais | ¥eren ssps

Eg 0

Log in

Entaot your paageoed?

User Name =

o If you were hired before October 10, 2016, your user name is first name (first letter capitalized) and the

last 4 digits of your Social Security Number. (Example: John1234).

e If your hire date was October 10, 2016 or after, your user name is your last name (first letter
capitalized) followed by the first four digits (MMDD) of your 8 digit date of birth. (Example: If
your date of birth is January 2, 1980 and your last name is Smith, then your user name is
Smith0102).

Password = The password you have chosen after your first log in. If this is your first log in or if you have
requested a password reset, your default/current password is your birth date in the following format:
MMDDYYYY (Example: if your birth date is January 1* 1990, your default password is 01011990)

SETTING YOUR PASSWORD: i
If you requested a password reset or your password
. . . Change Password
has expired (every 90 days), UltiPro will ask you to
Your new password cannot be the same as your previous one and must meet
change your passwo rd. the minimum password requirements outhned below:

Special
characters: 1 (Examples: /EEEY ~8*()_-+={[FI\u\ "=/

Current Password
Mew Password

Confirm Password

'''''''

Note: UltiPro is compatible with Internet Explorer 8.0-9.0 and Mozilla Firefox 3.6 and 11.0
Email UltiProHelp@wisintl.com for any UltiPro questions and/or password resets.
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Current Password = enter your current password (if your password has been reset or if this is your first
time logging in to UltiPro, your current password will be your birth date formatted mmddyyyy)

New Password and Confirm Password = enter a new password that meets all requirements listed

PASSWORD REQUIREMENTS:

- Password length must be at least 8 characters but no more than 15 characters

- Password must contain at least 1 UPPERCASE letter: A-Z

- Password must contain at least 1 lowercase letter: a-z

- Password must contain at least 1 number: 1-9

- Password must contain at least 1 special character: | @ #S$S% A& *(_)+{=}|:"<,>?~"[1\;’
- Password cannot be either of the two passwords you have used in UltiPro

*Notes: To protect highly sensitive information, passwords expire every 90 days. You will be prompted
to reset your password whether or not you have logged in at any point in the past 90 days.

Requirements will dim (turn grey) as you enter specific characters — you have successfully created an
acceptable password when all password requirements are dimmed.

Example — The password entered below has an uppercase letter, a lowercase letter and a special
character. It does NOT have a number and is NOT at least 8 characters in length. You would need to
include a number and add more characters to satisfy the password requirements.

Change Password

Your new password cannot be the same as your previous one and must meet
the minimum password requirements outlined below:

I Password length: 3-15|

I Numbers: 1 |

Current Password TS
New Password .

Confirm Password

Cancel

Note: UltiPro is compatible with Internet Explorer 8.0-9.0 and Mozilla Firefox 3.6 and 11.0
Email UltiProHelp@wisintl.com for any UltiPro questions and/or password resets.
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SETTING SECURITY QUESTIONS:

Once you have created a new password, UltiPro will prompt you to choose 3 Security Questions and
enter answers for each.

e Be sure to select questions and answers you will easily remember.
e The answers you enter are space-sensitive so remember the spelling and spacing of your answers.

'
Challenge Questions

Please select and answer your challenge questions from the list below. The
selected challenge questions will be used to verify your identity when you
request to reset your password.

In what city were you born? e Cityville

What was the name of your first pet? el Fido

What is your favorite color? e Elua
Finish Cancel

PASSWORD RESET REQUEST:

After three failed attempts to log in to UltiPro, your account will be locked and the “Forgot Your

Password?” feature will not be available to you. If your account has been locked, email a password
reset request to UltiProHelp@wisintl.com.

1) If you forget your password, click “Forgot Your Password?” on the UltiPro log in web page.

Note: UltiPro is compatible with Internet Explorer 8.0-9.0 and Mozilla Firefox 3.6 and 11.0
Email UltiProHelp@wisintl.com for any UltiPro questions and/or password resets.

ds5WOra
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2) Enter your User Name (first name and last 4 digits of your Social Security Number) and click Submit.

Reset Password

Enter your user name

User Name | Jchnizz4

3) You will receive an email containing a link to reset your password. For security purposes, this link
expires two hours after it has been sent and your account will automatically be Inactive. If this
occurs or you do not receive the reset email, contact ultiprohelp@wisintl.com for assistance.

From: hostingsupport@ultipro.com
To: UltiPro Help

Co

Subject: Password change requested

You recently requested to change vour password. If vou did not make this request, please contact vour Svstem Administrator.
Click here to change vour password (This link will expire so please use it as soon as possible):

https:/N14.ultipro.com/Login.aspx JpwdKey=bT7e84543-2085-4£50-98el-e36066affaff

If vou are having trouble with this link, simply copy and paste it into vour browser to change vour password.

Note: UltiPro is compatible with Internet Explorer 8.0-9.0 and Mozilla Firefox 3.6 and 11.0
Email UltiProHelp@wisintl.com for any UltiPro questions and/or password resets.
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4) Click the link to access the UltiPro login page and reset your password

=l o

Log In

An email has been sent to your email address
on file. Please follow the instructions in the
email to continue with the change password
process. If yvou did not receive an email,
pleaze contact your system administrator.

Password

Eorgot your password?

5) Answer all 3 security questions you selected during your first log in or last password reset and click
Finish.
*Remember — You must spell and space your answers exactly as you created them.

Challenge Questions

Please select and answer your challenge guestions from the list below. The
selected challenge questions will be used to verify your identity when you
request to reset your password.

|In what city were you born? V| | Cityville |

|What was the name of your first pet? Vl | Fido |

|What is your favorite color? V| | Elues |
Finish Cancel

UltiPro will then prompt you to select a new password — refer to page 2 of these instructions for
password selection requirements.

Note: UltiPro is compatible with Internet Explorer 8.0-9.0 and Mozilla Firefox 3.6 and 11.0
Email UltiProHelp@wisintl.com for any UltiPro questions and/or password resets.
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VIEWING YOUR PAYROLL CHECK STUBS:

1) When you are logged in to UltiPro, you will see the Home Page with current announcements — hover
your mouse over the Myself link on the blue menu Bar, click on the Pay History submenu.

Home Inbox Prafersnces ¥ Help ¥ Logout

INTERMATIONAL

=

Your W-2 Personal Documents s
Employes Summary

Hame, Address, and

ew Hire Process
Telephone

November 1, 2011, new employees need to be added to Taleo instead of UltiPro. Changes to employees vill continue to be made using UltiPro.

2011W-2
e
A\ contacts + questions abaut how ko hire in Taleo, please contact your DHRM.

& Jabs

" Job Summary

Pay

Current Pay Ststement

Pay History CONTACTS
Direct Deposit

Income Tax
Fadaral W-4 Do you have an emergency contact set up?
State Withholding
w-2
3 own Emergency Contact, click on the Myself menu to access the Contacts tab.
Benefits mergency contact for another employee, open the Employee's recard. Click on the Contacts tab. Make sure you check the box czlled Emergency
Payroll || Current Benefits don't need to fill out the bottom section called Personal.

Beneficiaries/Dependents
EMPLOYMENT VERIFICATION INFO

WIS International now uses The Work Number®
to provide automated employment and income
varifications on our current and formar employses.
The Work Number is an automated service that
provides you with the ability to quickly provide
proof of your employment or income. You benefit

a2 QuickTour (link on the right side of the Contacts scraen) or dlick the online help button for instructions on how to add your smargency contact
information.

from having control of the pracess, since you

authorize access to your information. The Werk

Number provides verification services to over 80
Meore ¥

2) The Pay History screen will list all your pay dates starting with the most recent pay date. Click on
the Pay Date to view and/or print your pay statement.

Note: Pay statements for all pay dates prior to 12/10/09 will be in the ADP iPay system for 3 years from
the date posted. Contact ultiprohelp@wisintl.com for assistance accessing any pay statements prior to
2009. All pay statements from 12/10/09 to the current pay date will be in the UltiPro payroll system.

Pay History #v 9

print  h=lp

Find by | Date range % |From || |mTo | |m[ Search
Employe:
Document Check
Pay Date -~ Number Mode Type Voided Voiding Reconciled MNet Pay Earnings Deductions
05/19/2011

Note: UltiPro is compatible with Internet Explorer 8.0-9.0 and Mozilla Firefox 3.6 and 11.0
Email UltiProHelp@wisintl.com for any UltiPro questions and/or password resets.
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VIEWING YOUR W-2 WAGE AND TAX STATEMENT:

1) When you are logged in to UltiPro, you will see the Home Page with current announcements — hover
your mouse over the Myself link on the blue menu bar and click on the W-2 submenu.

Home | Inbox | Preferances ¥  Help ¥ | Logout

INTERNATIONAL

Requests LT

Your W3 Persenal Documents o
Employee Summary

2011 w-3 Name. Address, and

ew Hire Process.
Telephone

P Novembsr 1, 2011, new smployess nesd to be sddad to Talzo instesd of UltiPro, Changss to smploys=s will continus o be mads using UltiPra. IF
- N2 contacts r questions about how to hire in Taleo, plesse contact your DHRM.
Lo,

obs.

Job Summary

Pay

Current Pay Statement

Pay History CONTACTS
Diract Deposit

Income Tax

¥ Dy h { tact set up?

Federal W-4 'O You have an emergency contact set up:

State Withholding

w-2

svm Emergency Contact, click on the Myself menu to access the Contacts tab.

meargency contact for another emplayee, open the Employee's record. Click on the Contacts tab. Maks sure you chack the box called Emergency

Pay[u" || Current Benefits don't need to fill out the bottom section called Personal.

Beneficiaries/Dependents

EMPLOYMENT VERIFICATION INFO

WIS Intarnational now uses The Work Number®

to provide sutomated employment and income

verifications on our current and former smployees.

The Work Humber is an automated service that

provides you vith the ability ta quickly provide

praof of your employment or income. You benefit

from having control of the procass, since you

authorize access to your information. The Work

Mumber provides verification services to over 80
Mora ¥

Benefits

he QuickTour (link on the right side of the Contacts screen) or dick the anline help buttan for instructions on how to add your emergency cantact
information.

2) When available, you will be able to view and print your W-2 by clicking on the Year link for the W-2
you would like to review.

Home | Inbox Prefersnces ¥ Help ¥ Logout

INTERNATIONAL

Personal Jobs Pay Benefits Documents

Current Pay Statement | Pay History | Direct Deposit | Income Tax Federal W-4 State Withholding w-2
i} :

Form W-2 Wage and Tax Statement - ? Jhipailitanng
print help

Information

“You vill receive both a paper copy and an electronic copy of Form W-2. If you do not consent to receive Form W-2 electronically, you vill receive a paper
Form W-2. Consent applies to all Forms W-2 and W-2C issued sfter consent is given and will remain until consent is vithdrawn by changing your election. To
obtain & paper copy you may change your election at any time; however changes will not taks effact for forms already issued. You can withdraw consent to

Add Direct Deposit

T e L e i [t e [ ey Lhange Pedarsl W Withhalding
+ The provision of an employee's Form W-2 by elactronic format may or may not cease upon cessation of individual's employment. Contact employer for
details.
Quick Tours
Fna by [Taver w9 () [~ (semeh Eay Sestion Ovenview
Viewing Your Form W-2 Tour
e — e ¥ Viewing Your Year-End Sliss Tour
2011 W-2 WIS International USa

FOR ADDITIONAL HELP:

When you are logged in to UltiPro, hover your mouse over the Help menu along the top toolbar on the
Home Page and select the Help For This Page submenu.

Home Inbox Praferences ¥ Halp ¥ | Logou
INTERNATIONAL

Help For This Page

Requests Myself

About UltiPro

Note: UltiPro is compatible with Internet Explorer 8.0-9.0 and Mozilla Firefox 3.6 and 11.0
Email UltiProHelp@wisintl.com for any UltiPro questions and/or password resets.
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