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Applying as an internal Providence Living Applicant: 

1. Go to https://tw13.ultipro.ca/Login.aspx?ReturnUrl=%2fdefault.aspx and enter your work email 
address under User Name, and enter your password. 

a. If you have forgotten your password, please refer to the UKG Password Reset Guide.  

 
 
2. Once you have logged into UKG, click View Opportunities. This can be found under My Shortcuts 
and under Myself > My Company 
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3. UKG Pro will take you to the Career Opportunities page. Here you will find the newest postings at the top of 
the page. 

  

 

 

4. You can search jobs by Job Title, Job Category, and Posting Number (requisition number), by searching 
under What: 
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5. You can search jobs by City or Address, by searching under Where: 

 

 

6. You can use filters to search by Company Location, Job Category, Schedule, and Job Location Type: 

 

 

 

 

mailto:hr@providenceliving.ca
mailto:ukg.support@providenceliving.ca


 

 

 
 
 
 
 

hr@providenceliving.ca | ukg.support@providenceliving.ca  
 

 

7. Once you find a position you are interested in applying for, click on it. You will see the details on the job 
posting.  

 

 

8. To apply for the position click Apply Now 
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9. The site will take you to the application page. If it is your first time applying for a position through UKG, it 
will prompt you to upload your resume. Once you upload your resume, it will stay on file. (you will not have to 
re-upload it every time).  

 

 

10. Once you have uploaded your resume, please fill in your contact information, if it is not already there. 

11. UKG will take the data from your resume and enter it in Work Experience, Education, and Skills. Please 
review these sections to make sure the information is correct.  

12. If you are applying for a position outside of your current Job Description, you may need to upload Licenses 
and Certifications. For example, if you are a Food Service Worker applying for a Care Aide position. 

13. Finally, please answer the following Questions: 
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14. Click Submit. If you land on this page, your application has been submitted: 

 

15. To review your Personal Information, previous Applications, and job Offers, click My Presence 
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16. Once the posting that you applied for closes, you will either receive an email letting you know that you 
were not the successful applicant, or you will receive an email notifying you that you have a job offer.  
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17. Click Go to Offer Letter in the email, and review your Offer Letter. If you would like to accept the position, 
scroll to the bottom of your Offer Letter and click Add Your Signature 

 

18. Click Accept Offer: 

 

 

19. Once you accept your offer, you will be taken to the confirmation page. From this page you can click Go to 
Offer Letter, to download a copy of your Offer Letter: 

 

 

20. Should you choose to decline the offer, or if you have any questions, please email hr@providenceliving.ca 
and let us know.  
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