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Welcome to the UltiPro Employee Self Service (ESS) Web Portal. The Web Portal is your gateway to view 

and/or make changes to your personal information via the Web. The Web Link to access the ESS Web Portal 

is listed below.  This is a secure Web site as noted by the ‘s’ at the end of the http.   

https://ultimate.yapinc.org 

Everyone at YAP has been provided with a login to access their information regardless if they have a YAP 

email account.  

Your User name is your last name plus the last four digits of your Social Security Number (SSN). 

Your Default Password is your birth date in the format: mmddyyyy  

Example:   Employee: Mary Baxter 

SSN: 123-12-1234 

Birth Date: 01/15/1980 

 

User Name = baxter1234 (last name + last 4 digits of SSN) 

Password =     01151980   (birth date; no slashes or dashes) 

 
 

To login to the UltiPro web portal, please use your Internet browser to go to the following address: 

https://ultimate.yapinc.org , then follow the steps below:

https://ultimate.yapinc.org/
https://ultimate.yapinc.org/
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Login Screen 

1. Enter your “User name”. 

2. Next, enter your “Password”. 

3. Next, click the “Log in” button. 

 

4. Next, enter your “Current Pasword”. This is the password that you just logged in with.  

5. Next, enter your “New Password”. This password can be anything you want. It must be atleast 4 

charactors and can be no larger than 15 charactors. 

6. Next, click the “OK” button. 

 

7. Next, choose your challenge questions and enter the answer for each one to the right of the 

question.  

8. When you are done, click the “Finish” button. 
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Home Page 

 

The Home page contains 3 Dividers:  Requests, Myself, and My Company. 
 
Human Resource News -  currently contains Web Tours explaining the Myself Divider and Life Events. Click 
on the links and follow the prompts to learn more about these features. The information in this sections 
will be updated regularly by HR. 
 
Menu Bar  (To the right of  the YAP Logo) 
 
Clicking the “Inbox” link allows you to check any messages you may have. 

Clicking the “Preferences” link allows you to change your password and user settings. 

Clicking the “Help” link displays help about the page you are viewing. 

Clicking the “Logout” link logs you out of the UltiPro web portal. Then close the Internet Explorer browser. 
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Requests Divider 

 

The Requests divider shows all requests you submitted to HR or Payroll for changes in address, marital 

status,   dependents, etc. and waiting approval.   Changes in telephone numbers, contact persons, and 

beneficiaries do not require approval. Select the appropriate filter settings and then click the “Find” button 

to show all requests. 
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Myself Divider 

 

The “Myself” divider contains information all about YOU. Please note that not all of the features listed in 

this divider are being utilized at this time.  

Personal - shows a Summary about you, your location, and your job, address, status, contacts, property, 

and EEO/I9. 

Jobs - shows a Summary of your Job, Compensation, History, Reviews, and Other. 

Career and Education shows any licenses, skills, tests, awards, and education. 

Pay - shows your pay history, year-to-date summary, W-4 and W-2 information. 

Benefits - shows your current benefits, dependents, investments, and Benefit links. 

Training - shows a history of classes you have completed. 

Benefits Enrollment - contains Open Enrollment sessions where you can enroll in benefits during the 

open enrollment period.  

Life Events - allows you to change your marital status, remove dependents, and add new dependents.  
All changes will follow a workflow process alerting an HR or Payroll person to approve or not approve a 
change. The status of the change will appear under the Status column.  
 

You can learn more about the “Myself” divider by taking the Web Tours.
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My Company 

 Company Info - contains links to YAP information or uploaded forms. 

 

 

 Employee Directory - helps you find other employee’s information such as Job Title, Email address, 

Business Phone, and Location 

 


