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TEXT MESSAGE ANNOUNCEMENTS & ALERTS
ENROLLING IN TEXT MESSAGES

Open UltiPro, using your usual method. (You cannot enroll in text services through the UltiPro mobile app.)

Login to your UltiPro account; click on the Log-In button. 
If you logged in through Okta, you can skip this step.

From the main menu, go to  
Myself > Personal > Name, Address, and Telephone.

View information on main screen. Verify two things: 
1.	 The Community Broadcast SMS field says none, or is 

blank. If there is a number listed and it is correct, you 
don’t need to do anything else. 

2.	Is the phone number listed under Primary Personal 
Phone and/or Alternate Phone Numbers a cell phone or 
land-line number?

If the cell phone you want to receive text messages on is 
listed, continue to step #5. 

If you need to enter a cell number or a different cell phone 
number, continue to step #8.

If the phone number you want to receive text messages is 
listed, click on the Edit button.
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Under the Community Broadcast section, highlight the phone number you want to receive text messages.

Click the green Save button.

You are now successfully enrolled to receive text message announcements and alerts. If you’d like to unsubscribe 
from text messages, please continue to page 4. If you need to unsubscribe from test message alerts, you can find 
those instructions on the last page.

If you need to enter a new phone number, click on the 
Edit button.

Under the Things To Do section, select the “Add Alternate 
Phone Number” option.
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Select the Type, Country, and enter the phone number.

Click the green Save button.

Now that the correct phone number has been added, complete steps 5, 6, and 7 to add your number for text message 
announcements and alerts.
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UNSUBSCRIBING FROM TEXT MESSAGES

Login to your UltiPro account; click on the Log-In button. From the main menu, go to  
Myself > Personal > Name, Address, and Telephone.

Click on the Edit button. Under the Community Broadcast section, click on drop-
down box, and select None.

Click the green Save button.
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