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Logging In

Please visit the UCP Training Portal URL at: 
ucpaz.server.tracorp.com

You’ll be prompted to enter your user 
name and password.

Username: Your UCP email address (using 
all lower case letters)
Password: PayCom123 (password is case 
sensitive, please make sure you use a 
capital P and capital C) 

*For example.  Jane Smith’s UCP email 
address is jsmith@ucpofcentralaz.org

jsmith@ucpofcentralaz.org is her 
username. 2
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Logging In

Once logged in, you’ll be asked to change your password 
and update your Time zone.  
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Logging In

To select your time zone, scroll down the list of 
options and select (GMT-07:00) Phoenix.
Once your time zone is selected click on update. 

4



Logging In

This will take you to the Welcome Screen.  Click on 
Assigned Content. 
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Assigned Content 

Your Assigned Content screen will show you 
trainings that are pending/due.
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How to View Certifications

You can also view certifications that are not 
showing up on your Assigned Content Screen 
and check due dates for all your other 
certifications.

On the left side of the screen you’ll see a section 
titled Certifications.  Click on the downwards 
arrow and a list of all your certifications with 
due dates will show up.

If you wish to complete one of the certifications 
showing up, simply click on it.  This will open the 
training bundle. 
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Launching a Training  

To complete a training click on the training bundle, this will expand the bundle allowing you to see the training 
and quiz.   Click on the training and launch the content.  This will open a PDF document on a different screen.  

*Note: In order for your training to launch successfully, you will need to have pop-ups enabled on your browser.
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Launching a Training 

When you launch the training PDF, you might see 
an information box pop-up asking you if you 
would like to remove your existing record.  If this 
happens, select “YES”.  This will reset your due 
date to reflect your new completion date.

9



Launching a Training

The Training Presentation will open as a 
PDF document, on a separate browser 
widow.  

*Note: Pop-ups must be enabled for 
presentation to open successfully.

Once you read through the presentation 
and are ready to complete your quiz, 
close that window to go back to your 
training portal page.  
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Launching a Quiz

Once you’re back on your Training Portal page, 
select the quiz and launch the content.  This will 
open the quiz in a separate page.  
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Completing a Quiz

Read through all the questions and select the best 
answer.  Once you have completed the quiz, make sure 
you click on the “Submit and Finish” button at the 
bottom of the page. 
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Completing a Quiz

When you submit your quiz, you 
will immediately be notified if you 
received a passing score or not.  
Select “Close”, this will close the 
current window and take you back 
to your Training Portal.
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Viewing Certificates 

Once you’re back on your Training Portal, 
you will have access to your training 
certificate.
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Questions

If you have any questions or need assistance please email the training department at 
Training@ucpofcentralaz.org or reach us by phone at 602-943-5472

Thank you! 
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