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Purpose 
The purpose of this guide is to walk you through the things you can do in UKG. In UKG you can change your 
personal information, find instructions on the mobile App, view and update pay information. 
 

 
 
A. Logging in to the UKG Website 

 
1. Go to the UKG website at: https://e11.UltiPro.com/ 

(Feel free to make this a favorite or bookmark! - In the top right corner, click on the star and add bookmark) 
 

2. On the login page, enter your username and password. The default username is your work email address in 
the format firstname.lastname@archbalt.org. The default password is your date of birth (mmddyyyy) followed 
by the first two digits of your social security number (XX). For example, if your date of birth is January 1, 
1995, and the first two digits of your social security number are 21, your default password would be 
0101199521. 

 
3. After entering your username and password, you will be sent a security token to your work email address. 

Check your email and retrieve the security token. 
 

 
 

https://e11.ultipro.com/
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4. Once you have the security token, enter it on the login page to verify your identity. 
 

5. After successfully verifying your identity, you will be prompted to change your password. The new password 
must meet the following requirements: 

• Password Length: 15-64 characters 

• Letters: At least 2 letters 

• Uppercase: At least 1 uppercase letter 

• Lowercase: At least 1 lowercase letter 

• Numbers: At least 1 number 

• Special Characters: At least 1 special character (e.g., !@#%^&*) 

6. Select the challenge questions that will be used to verify your identity when you reset your password in the 
future. 

 

7. Once you have completed the password change process, you will receive a Password Change Confirmation 
email. 
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8. You can now log in to the UKG website using your new password.  The page will open to the home page 

below. 
 

 
 

9. Click on the three horizontal lines (“hamburger menu”) to open the side navigation menu. 
 

 
 

 
o Under myself are the different tabs available to view and make changes. 
o Click on the three dots to view additional menu options (below).                
o  
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B. How to Change your Name, Address, and/or Telephone 

 

1. Go to Navigation Menu (3 horizontal lines) >> Myself >> Name, Address, and Telephone >> click edit. 

2. Under things I can do, on the right side of the page lists changes that can be made on the selected page; as 
well as the changes that can be made under the Personal tab. 

 
                                     

 

 

 

3. Click “Edit” 

a. Change name. Name changes require documentation to be submitted, (i.e. newly issued social 
security card) before the change request can be approved. Documentation is required within 10 
days of submitted change request.  
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b. Change name. Save and submit change. The request will be sent to the Benefits team for approval.  

 

c. Upload documentation (This step should be completed after the name change request has been 
saved and submitted for approval). Please go under MYSELF>Documents>Employee Documents. 
Please load your supporting documentation under the category Life Event Documents.  

 

d. Choose file to upload. Add title of document. The category is life event. The expiration should be left 
blank. Save. 
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e. You will receive an email requesting documentation to be submitted, if you have not done so after 
submitting your name change request. 

f. Address, email and phone numbers can also be changed under this page. If updating work email, 
please notify HRMS of change, in order to update your username in the system. An alternate 
“personal email” can also be added as well. 

4. Click ‘Save’ 

 
 

5. You will now see summary of the change(s) you made, click submit to complete the change request(s). 

 

 
 
 

C. Add/Change Alternate phone number 
a. Go to Menu >> Myself >> Employee summary or name, address and telephone >> Things I can do 

(top left of screen)  
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b. Click “save”  

 
 
D. How to Change your Emergency Contacts 
 

1. Go to Menu >> Myself >> Emergency Contacts  

                        

 
 

2. To add an emergency contact: 
 

i. Click ‘Add’ 

 
 

 
ii. Enter information you want to add 

 
iii. Click ‘Save’ 
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iv. You will now see your new emergency contact listed 
 
 

3. To make a change to an existing emergency contact: 
 

i. Click on the emergency contact’s name link 
 

ii. Click ‘Edit’ 
 

 
 

iii. Update the fields that you want to change 

 

iv. Click ‘Save’ 

 

 
 

4. To inactivate an emergency contact: 

 
i. Click on the emergency contact’s name link 

  
ii. Click ‘Edit’ 

 
 

 

iii. Uncheck the “Contact is active” checkbox 
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iv. Click ‘Save’ 

 

 

v. You will now no longer see the emergency contact in your active emergency contacts 

 

 

E. How to add Direct Deposit 
 

1. Go to Menu >> Myself >> Pay >> Direct Deposit 

  

 
2. Click “Add” 
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3. Enter banking information and the amount.  
4. Select available balance for if adding only one account total. To add multiple, please select either a flat $ 

amount or percent amount. 
5. For multiple accounts, the default account you want the remaining balance to go to, select “available 

balance” for that account. 
6. Click “Save”  

 

 
 

7. Click “Submit” to complete request 
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F. How to Add/Change Withholding Form (W-4) 
 

1. On the right, under things I can do, click on Add/change withholding form (W-4).  

2. On the Withholding forms page, you will find the links to the Federal (W-4) and Maryland (MW507) form. 

 

 

3. Click on the form you would like to update and follow the screen prompts to make your selections. 

 

 

 

 

4. Federal Tax Form W-4 
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a. Click “Next” 

b. Check attestation checkbox and click “sign and save” 

 

 

 

c. Click “Submit” to complete request 
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5. Maryland (MW507) Form 
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a. Click “Next” 

b. Check attestation checkbox and click “sign and save” 
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G. How to Print Form W-2 

1. Go to Menu >> Myself >> Pay >> W-2  

2. Select tax year that you are looking for from the drop down menu 

3. Click “Search” 

 

 

 

4. Select tax year that you are looking for from the drop down menu 

5. Click “Search” 

6. Click on the year. The W-2 will open on the next screen. 



UKG – What I Can Do V1                                                                                     August 2023             
 

Page 18 
 

 

7. Click “Print”. A pop-up window will open, click print again. 

 

 

 

H. How to change W-2 consent 

1. Go to Menu >> Myself >> Pay >> W-2 >> Things I can do >> Click on “Change W-2 consent form”.  

2. You will have the option to receive your W-2 electroically or receive a paper copy in the mail.  
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I. How to Print Form 1095-C 

1. Go to Menu >> Myself >> Benefits >> 1095-C  

 

 

 

2. Select year that you are looking for from the drop down menu 

3. Click “Search” 

4. Click on the year. The 1095 - C will open on the next screen. 

5. Click “Print” 

 
 

J. How to change 1095-Cconsent 

1. Go to Menu >> Myself >> Benefits >> 1095-C >> Things I can do >> Click on “Change form 1095-C consent”.  

2. You will have the option to receive your 1095-C electroically or receive a paper copy in the mail 

.  
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K. Add Licenses / Certifications 
 

a. Navigate to myself >> Career and education >> Licenses  
b. Click “add” 
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1. License / Certification – Add the license or certification type from the drop down.  The type is listed 

under the ‘Type’ header on the certificate.  If the value you are looking for is not available, please 
see the HRMS team to have it added to the list. 

2. Number – Add the highest level of education listed on the certification using the key. 
a. H = High School 
b. A = Associates 

i. B = Bachelors 
c. M = Master’s  
d. D = Doctorate 

3.  Received – Add the date the certification was received listed under the ‘Valid’ menu on the   
certificate, if applicable. 

4. Renewal – Add the renewal date, if applicable.  This is the second half of the ‘Valid” date on the 
certificate.   

5. Provider – Use the Provider drop down to add the “Certification Areas” from the certificate.  If the 
value you are looking for is not available, please see the HRMS team to have it added to the list. 

 
c. Click ‘Save’ when your changes are completed to update the system. 

 
d. Below is a sample form and then the fields that each field corresponds to in the system (follow the red 

arrow).  
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e. . Click ‘Save’ when your changes are completed to update the system. 

 

L.  Add Education 
 

a. Navigate to myself >> Career and education >> Education  
b. Click “add” 

 

 



UKG – What I Can Do V1                                                                                     August 2023             
 

Page 23 
 

 
 
 

1. School – Select the school from the drop-down list, if the school is not on the drop down, contact 
the HRMS team to have it added.  

1. From / To – Add the dates the employee attended the school. 
2. Graduated – Check only if the person has graduated. 
3. Major – Select the major from the drop-down list, if the major is not there; contact the HRMS team 

to have it added.  
4. Level – Select the level of education from the drop-down list.  
5. Highest Level- Check if this was the highest level of education the employee attained.  This is used in 

reporting, so please be sure to do this for our reports. 
6. GPA – Add the GPA, if available or applicable.  

 
c. Click ‘Save’ when your changes are completed to update the system. 

 

M.  Add Certification Document to Employee’s Record 
 

a. Navigate to myself >> Documents >> Employee Documents  
b.  Click “add” 
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1. 1.Document – Click on choose file to upload the document (License/certificate). This document should be 
save as described in the steps above. 

 
2. Document Title – The title should be the type of certification, last name, and renewal date.  Follow this 

example: PEC_Test_20210630 
a. Note:  This name does not need to match the named you saved the certificate under.  The saving 

name is important so we can find and move the certifications if we need, in the future. 
3. Category – drop down to select ‘Certifications.” 

4. Expiration date– Add the expiration date of the certificate, equal to the renewal date 

C. Click “save” to upload document. 

 
 

 


