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ULTI-PRO

Your pay statements, benefits and other personal information are all available on the Ulti-Pro portal. 
The portal address, Login ID and initial password are listed below. The first time you access the system 
you will be prompted to change your password to a complex password and answer three challenge 
questions that will be used to assist with any new password issues (forgot password/reset, etc.). Once 
you complete the task you will receive a system generated e-mail alerting you that your password has 
been updated.

Ulti-Pro is also available as an app for download to both Android and iOS devices. When you open the 
app for the first time, you will be prompted to enter a business code. Our business code is: AHRCN (in 
all CAPS). Once you enter this code, you will then be directed to the log-in screen where you would 
enter the information below.

Address: https://e13.ultipro.com

Login ID: Last Name + First Initial (Ex: Clark Kent would be entered as kentc)

Password: Birth Date (Ex: 03/10/61 would be entered as 03101961)

Please take the time to access the system as soon as possible so that you can view and print your pay 
information to be prepared for this transition.

If you have any issues with the instruction or the system, please open a ticket with the Help Desk at
helpdesk@AHRC.org or call 516-293-1111, extension 5280.
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2025 PAY SCHEDULE 

AHRC/CITZENS/FOUNDATION/ ADVANTAGE CARE/BCCS-AHK 

PAY PERIOD PAY PERIOD PAYROLL PAY 

BEGINNING ENDING DUE COMMENTS DATE 

12/21/24 01/03/25 01/07/25 01/15/25 

01/04/25 01/17/25 01/29/25 01/29/25 

01/18/25 01/31/25 02/04/25 02/12/25 

02/01/25 02/14/25 02/18/25 02/26/25 

02/15/25 02/28/25 03/04/25 03/12/25 

03/01/25 03/14/25 03/18/25 03/26/25 

03/15/25 03/28/25 04/01/25 04/09/25 

03/29/25 04/11/25 04/15/25 04/23/25 

04/12/25 04/25/25 04/29/25 05/07/25 

04/26/25 05/09/25 05/13/25 05/21/25 

05/10/25 05/23/25 05/27/25 06/04/25 

05/24/25 06/06/25 06/10/25 06/18/25 

06/07/25 06/20/25 06/24/25 07/02/25 

06/21/25 07/04/25 07/08/25 07/16/25 

07/05/25 07/18/25 07/22/25 07/30/25 

07/19/25 08/01/25 08/05/25 08/13/25 

08/02/25 08/15/25 08/19/25 08/27/25 

08/16/25 08/29/25 09/02/25 09/10/25 

08/30/25 09/12/25 09/16/25 09/24/25 

09/13/25 09/26/25 09/30/25 10/08/25 

09/27/25 10/10/25 10/14/25 10/22/25 

10/11/25 10/24/25 10/28/25 11/05/25 

10/25/25 11/07/25 11/11/25 11/19/25 

11/08/25 11/21/25 11/21/25 SEE BELOW 12/03/25 

11/22/25 12/05/25 12/09/25 12/17/25 

12/06/25 12/19/25 12/22/25 SEE BELOW 12/31/25 

PAY DATE 

12/03/25 PAYROLL DUE EARLY -AGENCY CLOSED 11/27 /25 & 11/28/25 

12/31/25 PAYROLL DUE EARLY -AGENCY CLOSED 12/25/25 
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HRC 
N A S S A u 

HOLIDAYS FOR 2025 

AHRC will observe holidays for calendar year 2025 as follows: 

NEW Y EAR•s DAY 

MARTIN LUTHER KING, JR. DAY 

MEMORIAL DAY 

JUNETEENTH 

INDEPENDENCE DAY 

LABOR DAY 

THANKSGIVING 

DAY AFTER THANKSGIVING 

CHRISTMAS 

PLUS 4 Floating Holidays 

• WEDNESDAY, JANUARY 1

• MONDA�JANUARY20

• MONDAY, MAY 26

• THURSDAY, JUNE 19

• FRIDAY , JULY 4

• MONDAY, SEPTEMBER 1

• THURSDAY, NOVEMBER 27

• FRIDAY, NOVEMBER 28

• THURSDAY , DECEMBER 25

2 floating holidays will accrue on January 1, 2025; the remaining 2 floating 

holidays will accrue on July 1, 2025. Only those employees who are employed 
by the agency on those dates will earn the floating holidays. Once accrued, 
the floating holidays may be used anytime during the calendar year. 

Please refer to the Employee Handbook for additional information concerning 
holiday schedule procedures. 

8 of 46



9 of 46



JEI Brookville Center
�� £ r hildr n' r ic 

HOLIDAYS FOR 2025 

Brookville Center will observe holidays for calendar year 2025 as follows: 

The Children's Residential Program 

Non-School Calendar Staff (Administrative/Office) 

NEW Y EAR•s DAY 

MARTIN LUTHER KING, JR. DAY 

PRESIDENTS' DAY 

MEMORIAL DAY 

JUNETEENTH 

INDEPENDENCE DAY 

LABOR DAY 

THANKSGIVING 

DAY AFTER THANKSGIVING 

CHRISTMAS 

PLUS 3 Floating Holidays 

• WEDNESDAY, JANUARY 1

• MONDA�JANUARY20

• MONDAY, FEBRUARY 17

• MONDAY, MAY 26

• THURSDAY, JUNE 19

• FRIDAY , JULY 4

• MONDAY, SEPTEMBER 1

• THURSDAY, NOVEMBER 27

• FRIDAY, NOVEMBER 28

• THURSDAY , DECEMBER 25

2 floating holidays will accrue on January 1, 2025; the remaining 1 floating 

holiday will accrue on July 1, 2025. Only those employees who are employed 

by the agency on those dates will earn the floating holidays. Once accrued, 

the floating holidays may be used anytime during the calendar year. 

Please refer to the Employee Handbook for additional information concerning 

holiday schedule procedures. 
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Dear Student,

Congratulations! An account has been created for you on the Relias Learning Management System 
(RLMS), brought to you by ANRC Nassau. Relias is happy to have you on board. Below is the 
information you will need to log-in to the RLMS and the Relias Mobile App.

When using a desktop or laptop computer. Please log in to Relias following the directions below:

1. Log onto Ulti-Pro at https://e13.ultipro.com/Login.askp?ReturnUrl=%2f
2. Click on “Menu” which can be found in the top left corner
3. Click on “Myself”
4. Once on “Myself”, click on “Relias Learning”

For those accessing training on a mobile device, please download the Relias App. The name of the 
app is Relias, not Relias Learning.

URL: https://login.reliaslearning.com/login 

Username: last name first initial (ex: kentc) 

Password: welcome

You will then be prompted to update this upon your first log-in. Your password is private and 
unique to you! Please follow the directions on the login screen to reset your password or contact 
the help desk for additional password help.

Organization ID:

14022 Brookville Center for Children’s Services, Inc.
14024 Citizens Options Unlimited, Inc.
14020 NYSARC, Inc., Nassau County Chapter dba AHRC Nassau

Should you have any questions, please submit them to the Learning & Professional Development at 
training@ahrc.org and include RELIAS in the subject line. Please utilize this option for any questions 
you have concerning Relias.

We hope you enjoy using the RLMS. 

Sincerely,

Relias
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Relias can also be accessed directly without logging into Ultipro by using the links below. Each company 
has a direct link to Relias so please use the link for the company where you work.

For example, anyone working at AHRC Nassau would use the ahrcnassau.training.reliaslearning link 
below, Citizens would use citizens.training.reliaslearning link, etc. Once you enter the link, please enter 
your username and password as indicated below.

Links to access Relias:

https://ahrcnassau.training.reliaslearning.com/

https://brookville.training.reliaslearning.com/

https://citizens.training.reliaslearning.com/

Username: last name first initial (no spaces)

Password: welcome (all letters in lowercase)

When using this direct method for the first time, you may be prompted to change the password. Please 
choose a secure password since this is the specific password that will be used whenever directly logging 
into Relias without going through Ultipro. (As a reminder, the Ultipro link to Relias is separate and will 
not be affected by changing the password here to use the direct sign-in method. The Ultipro link will 
continue to work with the same login information you currently have once it is restored).

The organization IDs are listed below as well. If asked, please enter the ID for the area you work at

Organization ID:

14022 Brookville Center for Children’s Services, Inc.
14024 Citizens Options Unlimited, Inc.
14020 NYSARC, Inc., Nassau County Chapter dba AHRC Nassau
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kentc

******

CLARK KENT
Direct Support

RELIAS LEARNING

MYSELF
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Benefit Information

Welcome and I wish you all a long and prosperous career with us.

We have created this list so that you can make a decision pertaining to your benefits with 
ease and confidence that you are making the right choice.

Your benefit eligibility date is the first of the month following sixty days of employment. 
You should be sure to turn your completed enrollment information into the benefits 
department approximately one month in advance so that you will be enrolled in the plans 
that you elect, and you have your benefit cards on your effective date. Please email all 
enrollment forms to Pavleen Bassi at pbassi@ahrc.org if you are an AHRC, Adv. Care or 
Citizens employee and to Kristen Danzi at kdanzi@ahrc.org if you are a BCCS 
employee. You have been provided with a website in which you can download 
enrollment forms.

https://e13.ultipro.com
ID- Last Name + First Initial (Ex: kentc) 

Password- Birth Date (Ex:03101961)
Go to the My Company → News & Info Section 

Enrollment forms are listed under Benefit Forms & Info

Phone Numbers:

Kristen Danzi, Benefits Manager: 516-293-1111 x5137

Li Rinaldo, Benefits and Leave of Absence Lead: 516-293-1111 x5138 

Pavleen Bassi, Benefits Coordinator: 516-293-1111 x5136

CoPilot (Additional Medical, Dental & Vision Assistance): 1-800-794-1215
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Summary:

EAP – Employee Assistance Program – Company paid. Help you with mental health, 
legal advice, elderly care, and physical fitness.

Short-Term Disability: No enrollment necessary. NY State Mandated. Pre-Tax Dollars.

Voluntary Short Term Disability- 60 % of weekly earnings to a max of $1,000 per week. 
Plan is payable for a max of 26 weeks. Enrollment form necessary only if you choose to 
elect these benefits.

Voluntary Long Term Disability- Coordinate with other benefit payments to ensure 60% 
monthly earnings to a max of $5,000 per month of salary to age of 65 so long as unable 
to work. Enrollment form necessary only if you choose to elect these benefits.

FSA – Flexible Spending Account – Employee contribution. Pre-Tax dollars. Enrollment 
form necessary only if you choose to elect this benefit.

Term Life Insurance Benefits – Company Paid.
Enrollment form is necessary for beneficiary designation, and other necessary 
information needed by our carrier.

Voluntary Supplemental Life Coverage- You contribute based on the amount of 
additional coverage you choose, your salary, and your age. Enrollment form necessary 
only if you choose to elect this benefit.

Spousal and Dependent Supplemental Life Coverage – You contribute based on the 
amount of additional coverage that you would like. Enrollment form necessary only if you 
choose to elect this benefit.

403(b) – You contribute to a retirement fund. Subject to IRS tax rules. Pre-Tax dollars. 
Enroll online only if you choose to elect this benefit.

Retirement Plan – Company contributes. No enrollment necessary.
• Must work 1000 hours in a calendar year
• Must have completed 6 months of service prior to January 1st

• Must be 20 1/2 years of age
• Contribution based on salary and length of service
• Employer contributions only.
• 100% vested after 3 years
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Workers Compensation: Company paid benefit.
• For injuries sustained while on the job
• Must complete on-the-job accident report
• All medical expenses paid by the agency/comp carrier

AFLAC Cancer Insurance Plan- Enrollment form necessary only if you choose to elect 
this plan.

AFLAC Accident Plan- Enrollment form necessary only if you choose to elect this plan. 

Legal Services- Enrollment form necessary only if you choose to elect this plan.

Full Time Employees 30+ Hrs Per Week- Eligible for all insurance

Part Time Employees 21-29.99 Hrs Per Week- Only eligible for voluntary insurance 

Marriage and birth certificates are required for all plans

Medical Benefits: Your medical coverage is being administered through Empire BCBS. 
As referenced below, you have three plans to select from. All medical contributions are 
deducted from your paycheck on a pre-tax basis. In order to enroll a spouse, you must 
complete the spousal coverage form to determine if they are eligible for coverage.
Eligible dependents can also be covered on your plan until the end of the year they read 
the age of 26. If you do not wish to elect medical coverage, then a waiver form must be 
completed.

Empire Value- Plan requires you to utilize a Empire network provider in order to 
receive benefits. There are no referrals needed. For a detailed summary of copays, 
deductibles & out of pocket expenses, please refer to the plan summary document. Note 
to Remember: There is no coverage if you use out of network providers

Empire Plus- Plan requires you to utilize a Empire network provider in order to receive 
benefits. There are no referrals needed. For a detailed summary of copays, deductibles & 
out of pocket expenses, please refer to the plan summary document. Note to Remember: 
There is no coverage if you use out of network providers

Empire Premium - Plan allows you to utilize either a Empire network provider or out of 
network provider to receive benefits. If you choose to use an Out of Network provider, 
you will be subject to higher deductibles & out of pocket expenses. There are no referrals 
needed. For a detailed summary of copays, deductibles & out of pocket expenses, please 
refer to the plan summary document.

16 of 46



Dental Benefits: Dental contributions are deducted on a pre-tax basis. Dependents are 
covered until the age of 19 or the age of 23 if a full time student. If you do not wish to 
elect dental coverage, then a waiver form must be completed.

Cigna Dental PPO Low- Call your dentist and ask if he or she participates in the Cigna 
PPO Plan, or logon to www.cigna.com and look up by provider. You do not have to list a 
dentist if you choose this plan.

Cigna Dental PPO High- Call your dentist or log onto www.cigna.com and see if they 
participate in the Cigna PPO Plan. If not, you would want to choose this plan to avoid 
any extra out of network expenses.

Cigna Dental DMO- You must call your dentist to see if he or she is listed as 
participating dentist in the Cigna DMO Plan, or check www.cigna.com to look up a 
provider. You must list a dentist for this plan.

AHRC, Citizens, Adv. Care & Foundation Vision Benefits: Dependents are covered 
until the age of 19 or the age of 23 if a full time student. If you do not wish to elect vision 
coverage, then a waiver form must be completed.

General Vision or your choice of provider
Eye Exam Reimbursement up to $50.00 
Single Vision glasses and frames Reimbursement up to $100.00 
Bifocal Lenses and frames Reimbursement up to $150.00
Soft or Hard Contact Lenses Reimbursement up to $250.00
Trifocal Glasses and Frames Reimbursement up to $250.00 
Progressive Glasses and Frames Reimbursement up to $250.00

BCCS Vision Benefits: Dependents are covered until the age of 19 or the age of 23 if a 
full time student. If you do not wish to elect vision coverage, then a waiver form must be 
completed.

Davis Vision
Eye Exam
Single Vision Lenses and frames 
Bifocal Lenses and frames
Soft or Hard Contact Lenses 
Trifocal Glasses and Frames

Copay of $10.00 
Copay of $25.00 
Copay of $25.00 
Copay of $25.00 
Copay of $25.00
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MEET THE
TALENT ACQUISITION TEAM

AREAS HIRING FOR:

TALENT ACQUISITION COORDINATOR
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