
	

New Account Set Up – UnitusTI-HR 

 

Welcome to your UnitusTI-HR account!    

The purpose of the information below is to help get you started with your account. We will 
cover the following:    

1. Login and passwords  
2. Security  
3. Creating/removing supervisors 
4. Assigning supervisors 
5. Assigning employees 
6. Updating company information  
7. Billing  
8. Support Center    

Here is your Unitus TI-HR sign in information. Please follow the instructions below:    

Note: We recommend using only Chrome or Safari when accessing UnitusTI-HR; we do not 
guarantee the complete functionality of the system on other browsers. You will want to 
make sure your browsers and operating system are up to date, as well.     

For USA access: https://unitusti-hr.mundopato.com/hr/index.jsf 

Fill in the designated fields below with your personal log in information:  

 

           



	

 

 

Creating Supervisor Accounts:   

To create a personalized supervisor account, please follow these instructions-    

  

1. Select Company from the column of options on the left-hand side of the screen  
2. Select Supervisors  
3. Click the red circle in the bottom right corner of the screen to create a new 

account 

 
  
4. Input your information (* indicates a required field) and choose the Role 
Assignment that is appropriate.  Be sure to enter a valid email address in the email 
field. 



	

 

 
5. Select Store Account Data  
6. Done! 

Note: When creating a password, be sure to include letters, symbols, and numbers.    

Mundo Pato, Inc. staff does not have administrative access to your account, so it is 
important that you maintain good security practices to keep your account secure.   

1. Never write passwords down.  
2. Never send a password through email.  
3. Never include a password in a non-encrypted stored document.  
4. Never tell anyone your password.  
5. Never reveal your password over the telephone.  
6. Never hint at the format of your password.  
7. Never reveal or hint at your password on a form on the internet.  
8. Never use the "Remember Password" feature of application programs such as Internet 
Explorer, your email program, or any other program.  
9. Never use your corporate or network password on an account over the internet which 
does not have a secure login where the web browser address starts with https:// rather 
than http://  
10. Report any suspicion of your password being broken to your administrator.  
11. If anyone asks for your password, refer them to your administrator.  
12. Don't use common acronyms as part of your password.  
13. Don't use common words or reverse spelling of words in part of your password.  
14. Don't use names of people or places as part of your password.  
15. Don't use part of your login name in your password.  
16. Don't use parts of numbers easily remembered such as phone numbers, social security 
numbers, or street addresses.  
17. Be careful about letting someone see you type your password.  



	

18. Use symbols, letters and numbers to compose your password.  
19. It is good practice to change your password every three months.    

 

Removing Supervisor Accounts:   

To remove an account, please follow these instructions-    

 

1. Select Company from the column of options on the left-hand side of the screen  
2. Select Supervisors  
3. Click the arrow to the left of the See Details button, under the Actions column, of the 
account you would like to remove  

 

4. Choose the appropriate option and follow the instructions on the screen.  
5. Done!    

 

 

 

 



	

Creating Employee Profiles:    

 

We have provided one test employee with an image of our friend “Pato”, free of charge, 
which you may play around with to get comfortable with the application- before you start 
configuring goals for your own employees.  

*Note: Once you have created an Administrator account, assign Pato to that account in 
order to have access to his account.  See instructions below.   

Once you are ready to start adding employees, please follow these steps-   

1. Select Company 
2. Select Employees  
3. Click the red circle in the bottom right corner of the screen to create a new 
account 
4. Fill out all the desired information  
5. Select Save  
6. Done!     

 

 

Assigning Employees to Supervisors:   

*Note: Once you have created your employees, you will then want to assign them to a 
supervisor. If you do not assign your employees to a supervisor, they will not be able to 
“see” the employees in the employee list - this is a critical step. To assign employees please 
follow these instructions-   



	

1. Select Company from the column of options on the left-hand side of the screen  
2. Select Supervisors  
3. Find the supervisor to whom you would like to assign the employee 
4. Click the actions button (“…”) to the left of the See Details button under the Actions 
column of the supervisor    

 

6. Choose Assign Employees  
7. Find and check the box to the left of the employee’s name whom you would like to 
assign to that supervisor  
8. Click Store Selection  
9. The supervisor you have chosen to assign that client to will now be able to see that 
employee’s information   

*Note: Even if you are the one adding the employees yourself, you will still need to assign 
them to yourself.  Employee information is not visible until assigned to a supervisor as a 
security measure.  

 

Updating Your Company Information:   

To add or update your company information, please follow these steps-   

1. Select Company from the menu options on the left side of the UnitusTI-HR screen  
2. Select Company Information  
3. Click on the fields to update with desired information (you may also add your own logo 
here)  
4. Select Update Data  
5. Done!   

     

Support Center:   

For any questions that arise regarding the use of UnitusTI-HR, please contact our support 
team by doing the following:   



	

1. Click on the Help menu on the top right hand corner of your UnitusTI-HR screen  
2. Select Request Support  
3. Fill in the required fields, for fastest results to your questions, use as much detail as 
possible!   
4. Click Send    

 

Note: Please make your supervisory staff aware of the support center, as this will be the 
best tool for them to use to contact Mundo Pato with any questions that may arise 
regarding the use of UnitusTI-HR.      

 

Billing Information:   

For any billing questions, please contact our controller: Velrie Freeman – 
velrie@mundopato.com 

Thank you so much for choosing UnitusTI-HR and Mundo Pato, Inc.! Please feel free to 
contact our support center with any questions.    

Sincerely,   

The Mundo Pato Team   


