UKG User Guide

Performing Open Enrollment Elections

Step 1: To make new elections, log in to the UKG Step 6: Enroll dependents. Click the box next to
portal at https.//ew33.ultipro.com. the dependent you want to cover then verify
information is correct.

Step 2: Go to Myself>Open Enrollment. You will
be guided through each page.

@ Enron Dependents

You must enroll between 1 and 1 dependents in the plan.
1 ¢ Elvis Presley
1 I:> v @ SSN 12345 6789

Myself H B

2 |:> Date of birth 08/09/1970
Benefits ~
Benefits Summary Gender W

Beneficiaries/Dependents

PTO Plans

1095-C Step 7: Confirm elections, hit “submit” and print
Links your confirmation statement.

2 ¢ Open Enroliment

Step 3: Add/change beneficiaries and/or Helpful Navigation Tips

dependents. Click “add”, enter details, then click

“save.” If you will be covering a dependent in a < - Navigation buttons to
benefit plan, you must select “Dependent.” back  next proceed to the next
page or go back to a
previous page.
1> 9 ® Add dependent,
2 add beneficiary or
emergency contact.
Relationship .
2= pesignaton P p— e In the upper right hand
B R corner of each page
B you can view your
. e current elections.
Step 4: Answer the tobacco use question.
1 ¢ ave you used tobacco in the past 6 wks? a Save your prog ress and
$0.00 Biweekly* draft return later.
oens View additional plan
@® No, | have not $0.00 Read more . .
2= - information.
(O Yes, | have 50.00
Review any errors that
(@ Information H
T ——— are displayed on your
Flexible Spending Account . .
_ confirmation page.
Step 5: For each plan, make your benefit L
election by choosing a plan and option using the
corresponding radio buttons. = Newsenefis- Asofosi0v2025 | \/erify your plans an
15> o s Eiependents' |n”the '
- New Benefits” section.
options & Print any page you are
¢ O Employee Only $3.91 print Curreht[y on.
® Empl +5] $8.43 . .
2 A © Submit your elections.
submit



https://ew33.ultipro.com/

