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UltiPro Mobile App for Doyon, Limited employees

Download the “UltiPro” app from the App Store or Google Play Store

«» Do NOT select UltiPro Learning
Once downloaded, open the app
The company access code is “Doyon”. This is not case sensitive.

Sign in using your UltiPro credentials
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% Note: You can enable fingerprint sign-in

Employee Details and Emergency Contacts

al ATET T

John Doe Test

Help Desk Technician

Retirement
Plans

f a

Home Inbox

Notes.

113PM -

N j =
$="+ O X
= N
Pay Timesheets Time Off
ia- e ?a
- as= as= <
Directory 0Org Chart Benefits.
v
G, 1= e,
- &

Settings.

Time Entry
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Timesheets
OPEN

Mar 8-

Total Regular
1.50 haurs

Days

Sun 08
0.00 hours

Mon 09
0.50 hours

Tue 10
0.00 haurs

Wed 11
0.00 hours

Thu12
1.00 hours
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SUBMIT

Total Owertime
0.00 hours
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Personal Info. EDIT

Tap on your photo

(or initials if you have no
photo) to access your job
and personal details.

Tap EDIT to update your
contact and emergency
contact details if need be.

{907 459-2000
Work phone

.

hrhelpdesk@doyon.com

Prirmary e-mail

123 Main Street

Fairbanks, AK 99701
9 United States

Address (residence)

CA
United States
\tiork Address

Emergency Contacts
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Tap the Timesheets icon

®
0.0

Note: If your timesheet opens to the current day use the <> buttons to
move to the current pay period and to move between days

Tap on a day to begin

®

“* Note: Salaried employees only enter exception time, not hours worked.
If your timesheet is correct, tap “Submit”

Proceed through the steps shown on the next page
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Basic Steps for Hourly Time Entry

Tap “Add Time”

il ATET = 12:44 PM -
¢ Timesheets ADD TIME
OPEN
Mar 19
Total Regular Total Dvertime
0.00 hours 0.00 hours

* 2} = Q =

Heme Inbax Team Search Menu

Enter additional pay
codes per day

-
X Add Work Detail SuBMIT
£y Code *

134 [ADMIN OUTAGE] 7
Duration
2

Labor Metrics

Jab -

Select a pay code

12i44 PM

Pay Code

(107 [ON CALL REG]
O 108 [PTO TIME]

(O 110 [UNPAID LOA]

@®  4[REG WORK HOURS]
(O 134 [ADMIN DUTAGE]

SELECT

Once all days and hours
are entered tap “Submit”
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Timesheets SUBMIT
OPEN

Mar 8

Total Reqular Total Overtime
80.00 hours 0.00 hours

Days

Sun 08
0.00 hours

Man 09
8.00 hours

Tue 10
8.00 hours

Wed 11
8.00 hours

Thu12
8.00 hours
f " i a =
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Enter hours under
duration then save
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Pay Gode *
4 [REG WORK HOURS] 2
Duration
&
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Tap “I Agree” and
then “Submit”

x Verify Timesheet SUBMIT

| zertify that this limesheet is correct.

Datails

Mar 8-21, 2020
Pay Period

Verification

@®  lAgree

Page 2 of 3




Supervisor Approval

Tap “Team Timesheets”

Tap on each of your team’s
names to review their
timesheet

If the hours are correct and
they are at Submit
tap “Approve”
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€ Team Timesheets

DL Bi-weekly
Mar 8-21, 2020
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APPROVE
SUBMIT

Mar 8-21, 2020
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Total Overtime
0.00 hours

Total Regular
80.00 hours

Days

Sun 08
0.00 hours

Mon 09
8.00 hours

Tue 10
8.00 hours
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