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LOG INTO ULTIPRO – For the First Time
1. Go to UltiPro: Link is located under Employee Login on your Company websites Home Page.
2. Login using your default User Name and Password. Your default user name is your First Name followed
by your Day of Birth, typed as MMDDYYYY. (Ex: Mary was born on September 21, 1980. Her default
User Name would be Mary09211980)
3. The default password is First Name followed by Home ZIP code. (Ex: Mary’s ZIP code is 60555. Her
default Password would be Mary60555). If you encounter problems, try using the zip code you lived in
when you first were hired.

4. Click the “Log In” button to continue.
5. The first time you log into UltiPro, you will be asked to Change your Password to something more
secure. You can choose any password you like, as long as it follows the listed UltiPro password
requirements.
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6. After setting up your password you will be asked to set up three “Challenge Questions” which you will
need to answer if you ever forget your password. Remember that your answers are case sensitive. Click
“Continue” when you are done to be taken to your new Home Page (Smart Dashboard).

Changing your language preference:
If you wish to change your language preference to Spanish,
-Place your mouse over your name in the upper right hand corner and select Preferences
-Select edit in the upper right hand corner
-Select the Language drop down box and select Spanish (USA)
-NOTE: At this time, only Spanish or English is available in UltiPro
-Select save
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OVERVIEW – Company Info Page
Upon logging in to UltiPro, you will gain access to Pertinent Company documents.

✓
✓
✓
✓

Employee Handbooks
Benefit Information
Safety and HR Employee Videos
Personal Tax & Direct Deposit Information
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MYSELF Tab - Changing Your Address and/or Telephone
1. To access the MYSELF tab, click on Menu and then click “Name, Address, and Telephone Contacts”.

2. On the PERSONAL tab, select ‘Change Name, Address or Telephone’ from the Things I Can Do menu on
the right of your screen.

3. Effective date defaults to the date information is being updated, modify if necessary.
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Changing Your Address and/or Telephone – Continued
4. Update the Address and/or Telephone sections as applicable. Name changes MUST be processed
through HR with legal documentation provided.

5. Click Save.
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PERSONAL Tab – Adding Emergency Contact Information
1. On the c tab, select ‘Add Contact’ from the Things I Can Do menu on the right of your
screen.

2. Enter the first and last name of the Emergency Contact.

3. Scroll down to the ‘Designation’ section and select the appropriate Relationship from the picklist
provided.
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Adding Emergency Contact Information - Continued
4. Select Emergency contact as the contact Designation.

5. Click Save.
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PAY Tab – Changing Your Withholdings & Direct Deposit
Click on the PAY tab to access your tax and information.

1. To modify your withholdings, select ‘Add/Change W-4 Withholding’ from the Things I Can Do menu
on the right of your screen.

2. To update the FEDERAL withholding information, select “Employees Withholding Allowance
Certificate (W-4)”.

3. Please review instructions and then select “Begin”.
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Changing Your Withholdings & Direct Deposit – Continued
4. Complete W-4 and click “Submit Form” when finished.

5. The following confirmation box will pop up, after reviewing please click “ok” and then type “Agree” on
the subsequent box and click “ok”.

1. To modify your STATE taxes, select ‘Applicable State Form’.
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Changing Your Withholdings & Direct Deposit – Continued
2. Please review instructions and then select “Begin”.

3. Complete State form and select “Submit Form” when finished.

4. The following confirmation box will pop up, after reviewing please click “ok” and then type “Agree” on
the subsequent box and click “ok”.

1. To modify your DIRECT DEPOSIT, select ‘Add Direct Deposit’ from the Things I Can Do menu on the right
of your screen.
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Changing Your Withholdings & Direct Deposit – Continued
2. You cannot “edit” a current direct deposit. You must add new banking information and delete the previous
direct deposit data. Fill out the details prompted after selecting the “Add Direct Deposit” link.

3. To delete the previous information, check the box listed under delete and click “delete” above.

4. Then click “ok” to confirm changes and “submit” to finish.
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Benefits Enrollment Walkthrough: New
Employee New Hire Enrollment
To View Benefit Guides & Summaries

#1 – Menu choose MYSELF
#2 – Choose Company info under the My Company section

#3 – The Company Info Page has New Hire and Benefit
Changes Enrollment Guides and instructions.

Step 2: Click on the Menu. Select Life Events under

Step 2:

the Myself tab

Step 3: Select I am a new employee
Step 3:

Step 4: Select New Hire as reason for life event on the
following page. Then click Next
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Step 5: Review and complete the Verify Beneficiary and
Dependents Information tab
1. Click on the name of your beneficiaries/dependents to verify their information
2. To add contacts, click the green add button.
3. If corrections are needed, click the edit button
4. Click Next**

Complete necessary information

**Note: Beneficiaries and dependents need to be designated using the check box provided in order to be enrolled.
Full legal names, social security numbers, gender, relationship, and dates of birth for dependents that will
be covered under our benefit plans is REQUIRED. If you do not enter a SSN or date of birth, you will not
be able to add the dependent to coverage or list them as a beneficiary under voluntary life plans.
Supporting documents must be sent to Human Resources to verify beneficiaries. Refer to Dependent Enrollment
Eligibility for a list of acceptable documents to verify eligibility.

Step 6: Complete the Medical tab
1. Review the options and select your level of coverage. Click Read more for detailed information

2. If you choose an option greater than Employee Only,
be sure to indicate which dependent(s) is covered
under that benefit plan
3. Click Next
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Step 7: Complete the Medical Spousal Surcharge tab
1. If Spousal Surcharge applies:
a. Select Medical Spousal Surcharge
b. Select Medical Spousal Surcharge
again, under Options
2. Select I decline the Medical Spousal Surcharge
plan ONLY if at least one of the following is
true:
a. You are declining medical coverage
b. Your spouse is not enrolling in the
medical plan
c. Your spouse is enrolled in Heico’s
medical plan but not eligible for medical
insurance through their employer

3. Click Next

Step 8: Complete the Medical Tobacco Surcharge tab
1. If Tobacco Surcharge applies:
a. Select Medical Tobacco Surcharge
b. Select Medical Tobacco Surcharge
again, under Options
2. Select I decline the Medical Tobacco
Surcharge plan ONLY if at least one of
the following is true:
a. You are declining medical coverage
b. You don’t use tobacco products
regularly
c. You use tobacco products regularly
but agree to join a tobacco cessation
program within 60 days
3. Click Next
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Step 9: Complete the Health Savings
Account tab

Step 9:

1. Select one of the Health Savings
Account Plans if applicable
2. Select your desired contribution
method and enter the desired
amount
3. Click Next**
**Note: Your HSA account must be opened
within 31 days of the effective date of
coverage in order for the employer and
employee contributions to be deposited into
your account.

Step 10: Complete the HSA Catch-Up
tab**
**Note: If you are enrolled in the medical
plan and will be at least 55 years of age in
2017, you can contribute an additional
$1,000 annually towards your HSA. You are NOT eligible to contribute to the HSA plan if you are receiving
social security benefits or are enrolled in Medicare.
1. If waiving to participate in the HSA Catch-up,
a. Select I decline HSA Catch-up plans
2. If you would like to contribute to your HSA Catch-up,
a. Select HSA Catch-up 55+
b. Select Contribution per pay check or Annual Contribution
c. Enter desired amount
3. Click Next
If you choose Employee+1 or Family Coverage:

Step 11: Complete the Dental tab
1. Review the options and select your level of coverage
2. If you choose an option greater than Employee Only,
be sure to indicate which dependent(s) is covered
under that benefit plan
3. Click Next

Step 12: Complete the Vision tab
1. Review the options and select your level of coverage
2. If you choose an option greater than Employee Only, be sure to indicate which dependent(s) is covered
under that benefit plan
3. Click Next
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Step 13: Complete the Dependent Care FSA
tab
1. If you choose to participate in the
Dependent Care FSA, select Dependent
Care FSA
2. Select the contribution method and enter
the desired amount
3. If you do not wish to participate, you
may decline the plan
4. Click Next

Step 14: Complete the Voluntary Employee Life tab
1. If you wish to participate, employee coverage
can be purchased in increments of one-half,
one, two, or three times of your annual salary
to a maximum of $500,000. Amounts greater
than $300,000 are subject to Evidence of
Insurability. Reach out to your HR
Administrator for applicable forms
2. Determine your desired increment and
multiply this factor by your annual salary
3. An example, using the one-half increment and
an annual salary of $40,000, is listed below.
a. $40,000 x ½ = $20,000
4. Enter this number into the space provided
next to Benefit amount
5. Determine how this benefit should be
allocated between your enrolled beneficiaries
6. Select your primary
beneficiary/beneficiaries
7. You may also select secondary
beneficiaries
8. You may also choose to decline this
option
9. Click Next
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Step 15: Complete the Voluntary Life Spouse tab

Step 15:

1. You can purchase spousal life insurance in increments of
$5,000; $10,000: $15,000 or $20,000
2. Select your desired amount or waive this option
3. Click Next

Step 16: Complete the Voluntary Life Child(ren) tab
1. You can purchase Child Life Coverage in increments of
$2,000; $5,000: $10,000; $15,000 or $20,000
2. Select your desired amount or elect to decline this
Option

Step 16:

3. Click Next**
**Note: Children between the ages of 14 days
and 6 months are eligible for a benefit of $250;
children younger than 14 days are not eligible
for any benefit

Step 17: Complete the AD&D Employee Only tab
1. You can purchase Voluntary Accidental Life and
Dismemberment Insurance as Employee Only or Family coverage
2. If you choose to participate in Voluntary Accidental Life and Dismemberment Insurance as Employee
only, select AD&D Employee Only
3. Enter your desired Benefit amount into the space provided next to Benefit amount. Benefit amounts can
only be purchased in increments of $10,000 up to $750,000 maximum. Amounts over $400,000 are
subject to ten times annual salary
4. Determine how this benefit should be allocated between your enrolled beneficiaries
5. Select your primary beneficiary/beneficiaries
6. You may also select secondary beneficiaries
7. If you choose not to participate or prefer to purchase the Employee + Family option, select I decline the
AD&D Employee Only plan
8. Click Next
9. If you choose to participate in Voluntary Accidental Life and Dismemberment Insurance as Employee +
Family, select AD&D Employee + Family
10. Enter your desired Benefit amount into the space provided next to Benefit amount. Benefit amounts can
only be purchased in increments of $10,000 up to $750,000 maximum. Amounts over $400,000 are
subject to ten times annual salary
11. Determine how this benefit should be allocated between your enrolled beneficiaries
12. Select your primary beneficiary/beneficiaries
13. You may also select secondary beneficiaries
14. If you choose not to participate or purchased the Employee Only option, select I decline the AD&D
Employee + Family plan
15. Click Next
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Step 18: Confirm your elections or changes
1. Review your elections
2. Correct any errors
3. Once you are satisfied with your
selections click submit
4. If you need to make changes,
Select the section from the list

Benefit Phone: 855-678-5027
Benefit E-mail:

Benefits@HeicoCG.com
Fax – write “Attn: Benefits”
816-459-7135

Your Dependent Proof must be
received by the Benefits
Administrator to enroll your
spouse or children.
If you are enrolling dependents,
this step is required:
Send the supporting
documentation by scanning to the
e-mail Benefits@HeicoCG.com
Or mail a copy to:
Heico Benefits Attn: Bob
10100 N. Ambassador Dr. #400
Kansas City, MO 64153
A list of acceptable documents is
available on the Benefits site.
Your Local Office Administrator
can assist you with completing
your enrollment or by sending
your dependent proof to Lauren,
the Benefits Administrator

This enrollment process must be
completed even if you are not electing to
enroll in Company offered benefits.

STEP 19— Submit Your Elections
Once you click “submit” a confirmation message will appear - Congratulations! You have completed
your Benefits Enrollment. If you do not receive a confirmation message or received an error
message, contact Human Resources to make sure your benefit elections were submitted.
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