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UltiPro Job Aid – Log In and View/Print Current Pay Statement 

View and print a copy of your pay statement from Current Pay Statement page in UltiPro.  From this 

page, view detailed information about your pay statements, including earnings, deductions, tax 

amounts, and net pay. 

 

 

INITIAL Log In to UltiPro 

1. Double-click UltiPro desktop icon        . 
 

2. When UltiPro Log In displays: 
 

a. In User Name, type your North Central Health Care (NCHC) e-mail address (e.g. 
name@norcen.org). 

 
b. In Password, type your Date of Birth in MMDDYYYY format (e.g. 10151982 for October 15, 

1982).  
 
3. Click Log In. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
4. When Change Password page displays: 
 

a. In Current Password, type your Date of Birth in MMDDYYYY format (e.g. 10151982 for 
October 15, 1982). 
 

b. In New Password, type new password. Pay close attention to password requirements (e.g. 
password length, upper/lower case letters, numbers, special characters described in screen 
shot below). 

  
c. In Confirm Password, retype new password. 

 
d. Click OK. 
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5. When Challenge Questions page displays: 
 

a. Click drop-down arrow next to first challenge question field. 
 

b. Select first challenge question from list. 
 

c. Type answer to challenge question in corresponding field. 
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d. Repeat steps a through c for second and third challenge questions/answers. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Click Continue. 
 

7. When Welcome to the Smart Dashboard! page displays, click I Understand. 
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View Current Pay Statement 

1. UltiPro Dashboard displays, click MENU. 
 

Note:  UltiPro menu options are security driven and individuals may configure dashboards by 
preference; your UltiPro view may be different from screen shots in this document and other 
users.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Click MYSELF tab. 

 
3. Click Current Pay Statement.  
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Most current pay statement displays for viewing. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Print Current Pay Statement 

1. While viewing current pay statement, click print        . 
 

2. Click radio button next to Social security number format to print (or hide) on current pay statement. 
 

 
 
 
 
 
 
 
 
 

 
3. Click finish       .  Printer friendly version of current Pay Statement displays. 
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4. Click Print.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. Click Print.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6. Click Close.  
 
  

View Pay Section Overview Quick Tour 

To learn more about the UltiPro Pay Section, click Pay Section Overview link in Quick Tours and Tips. 
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Log Out of UltiPro 
 
1. Click Logout. 
 
 
 
 
 
 
 
 
 
 
2. Click X in upper right corner of window to close web browser. 
 
 

Log In to UltiPro – AFTER Initial Password Change 
 
1. Double-click UltiPro desktop icon        . 

 
2. When UltiPro Log In displays: 
 

a. In User Name, type your North Central Health Care (NCHC) e-mail address (e.g. 

name@norcen.org). 

 
b. In Password, type your password. 

 
3. Click Log In. UltiPro Dashboard displays. 
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Get Help 

 View Help Documentation 

» Available from Help link when signed into UltiPro 

 View Quick Tours and Tips  

» Available in Quick Tours and Tips links section of application tab set when signed into UltiPro 

 Send e-mail to NCHC - Human Resources 

» HResources@norcen.org 

 Speak with Human Resources Staff 

» 715-848-4419 or ext. 4419 
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