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iPay is an employee self service product, allowing the employee to view, print and save an
electronic copy of their pay statement posted to iPay. This chapter will go through the
process of employee enroliment. Included in this chapter are the tools needed and the steps
required to create a user id and password to access employee pay statements online.

During implementation a client announcement letter will be provided to ADP iPayStatements
Client Administrators currently set up in iSI (Internet Security Infrastructure — Netsecure).
This Announcement letter will contain a Self Service Registration Pass Code. This code
must be given to each employee because it is required for registration. It is suggested to cut
and paste this code into the employee e-mail sample provided on the ipayadmin site.

The Self Service Registration Pass Code is created when a company is initially registered on
iSI. The Self Service Registration Pass Code can be setup, edited, or viewed on the
‘Add/Edit Client” screen at the time of implementation or when a self service product is
purchased by the client.

The Self Service Registration Pass Code consists of the Client ID, a hyphen, and a
defined code. For example, the General Company, with a Client ID of GenCo, and
defined code of XXXXX, would have a Self Service Registration Pass Code of GenCo-
XXXXX. Clients provide this code to their employees to allow them to access and
register on the ADP iPayStatements product. This code is unique to each company set

up.

The Self-Service User within iSl is required to conform to a client identifiable User ID. This
User ID is assigned to the User during the registration process and consists of the following
data:

First initial of their first name

Last name

The ‘@’ sign

Client ID (selected by Client upon iSI set-up)

Example: User Name — Jane Harper
Client ID — ADP
User ID — jharper@ADP

This User ID will remain consistent across all ADP Internet products that are integrated
within iSI. The User does not have the option to change their User ID.
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Employee Registration

Authentication  Users of ADP iPayStatements may authenticate using their most recent pay statement or a
W?2. To authenticate, Users do the following:

1. Access the http://paystatements.adp.com or http://ipay.adp.com site.

2. Click on “Register Now” link
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) Information Center
Welcome to ADP iPay Statements

=Can't Log In?

. Login | » Forgot Your Password? » Security Settings
= Forgot Your User ID? = Minimum Software Reguirements

= Register Now
Use of pop-up blockers may interfere with

some of the features on this site. Tell me
more,
Important Message

The New iPayStatements is Here! Your statements are displayed in POF format
We are now live with the Iatest and greatest version of iPayStater™gs! and require the Adobe® Reader®. Click the
icon below ta install the latest version

Mavigation has been simplified and all options are now available from tl ain screen!

Finding older statements is much easier as well! cer Adobe
Reader

Fl I’St Tl me This site is bestviewed in 1024 x 768 using
Microsoft® Internet Explorer. Click the icon
Users below to install the latest version.

Click here
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| internet 475

@ | Explorer

Figure 1

3. Enter Self Service Registration Pass Code


http://paystatements.adp.com/
http://ipay.adp.com/
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NOTE: Since Client Admins already have an iSI User ID and Password they are not
required to enter their Self Service Registration Pass Code.
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Register for this Service

@& My employer provided me with a Self Service Registration Pass Code.

Self Service Registration Pass Code: » I:% User Enters
1 have an ADP user ID (for example, JSmith@Genco). Self SerVice
(First Initial+Last Name@Company D) Registratlon
e Pass Code

iPay Client Administators
click here, since they
already have a UserID and
Password

—

Figure 2

4. Check iPay Statements. Button already checked if there is only one product. Click
next.

2 NetSecure - Microsoft Internet Explorer provided by Distributed Systems Engineering
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Select a Service
You can select only one senice at a time.

@ iPayStatements

. Next |

What is iPayStatements?

—

Figure 3
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5. Select Pay Statement/Earnings Statement to register from pay statement. Click next.
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Select a Document
Select the document you want to use to provide proof of your identity.

(& Pay Statement/Earnings Statement
W2 Statement

. Next |
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Figure 4

6. Key authentication information (see Figure 5):

e Using a pay statement that has been posted to iPay, enter:

e Company Code

File number
Social Security Number
Pay Date or Advice Date
Corresponding Voucher, Check or Advice Number
Note: the sample that appears will look different than what PCS uses. In order to see a
PCS sample click on the alert message (see Figure 6). However the authentication
information remains the same on both figures.
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Enter Your Proof of Identity

Use your pay statement/earnings statement to enter the following information.

Pay Statement/Earnings Statement Information

& Important: If your company code (CO) begins with PCS (e.g., PCSABC),
use the Sample PCS Statement to enter the following information.

] ]
(Check/Advice #):

Pay Date

(Check/Advice Date): *

M o spaces or dashes)
. Next | . Cancel |

Social Security
Number:

Sample Pay Statement/Earnings Statement

§one Ty ein 3 covoeme Earnings Statement 18D
scue i —
P

101 MAIN
ANYTOWN, USA 12345

Note: This is a sample: your pay statement/eamings statement may be slightly
different.

—

Figure 5
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Enter Your Proof of Identity

Use your pay statement/earnings statement to enter the following information_

Pay Statement/Earnings Statement Information

& Important: If your company code (CO) begins with PCS (e.g.. PCSABC),
use the Sample PCS Statement to enter the following information.

Number i N ,—‘
(Check/Advice #):
Date): >'Jan—v|
3 l:| (No spaces or dashes)
& e & Concel

Pay Date
(Check/Advi

Social Security
Number:

. Previous |

Sample PCS Statement Back

Note: This is a sample; your pay statement/eamings statement may be slightly
different.

—

Figure 6
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If the information entered matches in the iPay database, the next set of screens will be
presented to establish the user profile in Netsecure.

7. Each of the flagged items are required. The company address should already be
populated. The first and last name will be used to create the user id.

Reg istra‘tlon A NetSecure - Microsoft Internet Explorer provided by Distributed Systems Engineering (= 5]
File FEdit Wiew Favorites Tools Help ha
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Enter Your Personal and Busi Information.
Please enter the following information to complete your registration.

Personal Details

First Name: b l:l Mi: D Last Name: b l:l
Confirm Email: b l:l
Phone: l:l Area code and number

Business Details

Country: »

City/Town: 3
State/Province: 3
Zip/Postal Code:  »

. Next | . Cancel |

< |

Figure 7

8. Enter and confirm a password in addition to completing the security section.
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Enter Your Security Information.
Please enter the following information to complete your registration.

Password Details

Create Password: » l:l Your password must be at least 8 characters long.
It must have at least one letter and one number.

Security Details
Important: If you forget your user ID or password, you will be prompted to provide the answers to the following questions.

T T —
Birth Month and Day : ¥ [Jan v | v (0w

Please choose one question and answer for each Security Question listed below.

Security Question 1: 3 ‘ What was vour favorite childhood pet's name? iV ‘
Security Question 21 b Please select a different question (only one) v/

. Previous | . Submit | . Cancel |

—

'Figure 8
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User ID

Email
Confirmation

Once the User clicks on the <Submit> button, they are presented with their new User ID (see
Figure 9).

A NetSecure - Microsoft Internet Explorer provided by Distributed Systems Engineering
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eaad - Q9 |ﬂ \g (o) | ) search ¢ Favorites {G2) - @ - _J 3
Address ] https: fnetsecure2.adp. comfpages pubjecmain jsp2rtnURL =https: fipay.adp.com
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File Edit View Favorites Tools Help :'l
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Thank you for registering
Thank you for registering. Use the following User ID and the password you created to log in.

User ID: IDemo1@PCSDEMO

. Login | . Add Another Service

|&@) pone

2 B Internet

Figure 9

After the User has received their new User ID, they can click on “Login” to begin Using this

Service” and begin accessing their pay statements.

Users receive a Welcome! email confirming (see figure 10) their new User ID with a hyperlink

to the ADP iPayStatements product.

Subject:  ADP Generated Message: Confirmation of Registration

Welcome! ¥ou have been enrolled in iPayStatements Internet service.
Plesse proceed to the following URL to begin using this service:

https://paystatements.adp.com

To access this service, enter the following User ID: IDemol@PCSDENO
and then enter the password you provided during the registration process.

If you have any guestions or encounter problems, please contact the Human Resource
or Payroll representative at your compeny for assistance.

Plesse do not respond to this message. This is a system generated ewail from an automated mwailhox

Figure 10
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User Features

Logging In In order to view a statement, the registered user must log in. On http://paystatments.adp.com
click login and enter the user id and password in the authentication window as in figure 11.

Q- @ [¥] B | Oseaen Fpraoes @ - L L&
pdeiress | ] httpss fipay.adp.cominde.ist | B s
IAdobe - YT - & ~|[searchwes [-] £ EB- @~ 9 | AN Bookmarks @ MyYahoo! ~ WP Yahoo! ~ i Finance - (IMal - »
£32
iPayStatements
Connect to ip: i ? Information Center
Welcome to ADP iPay 2 |
3 u Cant Log In?

.Lugii\

= Security Settings

= Minimum Software Requirements
iPay User [13:45:22:4273]

User name: € demo1@pcsdemo v Use of pop-up blockers may interfere with
_————— some of the features on this site. Tell me

Important Message
PR S [CIremember my password

The New iPayStatements i
We are now live with the latest This site is bestviewed in 1024 x 768 using
Microsoft® Internet Explorer. Click the icon

Navigation has been simplified below to install the latest version.

Finding older is mL

© TE

S @ Internet

2
Figure 11

Version 4.0 The screen in figure 12 is presented which contains all user options on one

—— =T . B .. z PR
Su m m ary A ADP iPayStatements - Microsoft Internet Explorer provided by Distributed Systems Engineering
Fle Edit View Favorites Took Help o
Page | e (il
Qra - @ [x] B @ Osensn Spravoes €8 (- 1 -8
address @] htps: Apay adp. comprivate index.jsf v B
TdAdobe - YW - & || search web Hﬂ - @~ 2y | [~ Bookmarks (@ My Yahoo! + ¥?Yahoo! ~ il Finance » (AMail + »
A3
Logout
22
Your Pay Statements Summary iPayStatements

= Information Center

Your most recent statements are shown below. Click a date to view the statement details. Need Help?

See What's new on this site?
T I I

= Things You Can Do

05/27/2005 0000001010 563742 $233.03

Chanage Your Password
04/25/2005 0000001000 $637.42 $233.03 Chanae Your Nofification Dptions
05/27/2004 0000001010 563742 $233.03 Edit Your E-mail Address
04/28/2004 0000001000 $637 42 $233.03 Change Your Security Questions

= Financial Teols

Salary Paycheck Calculator
Hourly Pavcheck Calculator
Gross Paycheck Calculator

401(k) Calculator

403(b) Calculator

Emplovee Stock Option Calculator
W-4 Assistant

2 @ Internet

Figure 12
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The user may elect to be notified when a pay statement or W2 is posted to the iPay site.
E-Mail
Notification All changes will take effect with the next payroll processing. The email notification is sent
between 12:30 am and 8:00 am on pay date.

2 ADP iPayStatements - Microsoft Internet Explorer provided by Distributed Systems Engineering

File Edit Wew Favorites Tools Help lr

Qe - © - [¥] B @ Osearen Spravones @) - 1 - ) S
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Home Log Qut
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Change Your Notification Options iPayStatements

Select these options to send an e-mail notification when a new statement is available to view Need Help?

[1 Send e-mail notification when new pay statements are available

= Why cantl change the Annual
Staternents option?
[1 Send e-mail notification when new annual forms (W-2 and 1099) are available
= Show all questions for this page
E-mail Address
Changing this e-mail address affects notification for both pay statements and annual statements.

E-mail Address:  jim_braithwaite@adp.com Edit Enter your question here

Save | Reset | @ cancel | W)

Figure 13

When a User changes their email address, they will be sent a confirmation email to both their
Edit E-mail new email address and their old email address.

2 ADP iPayStatements - Microsoft Internet Explorer provided by Distributed Systems Engineering

File Edit View Favorites Tools Help o
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address | @] htps: fipay adp.com privatefindex.jsf

AP

Home Log Out

B2
Edit Your E-mail Address iPayStatements

Enter your new e-mail address below. Need Help?

Important: Changing this e-mail address affects all your notifications. Changes take effect immediately.

= Dolhave to use my e-mail address

from work?
Current E-mail Address:  jim_braithwaite@adp.com
Iy e-mail address is corredt, but I'm not
New E-mail Address: » ‘ ‘ aetting e-mail

Wsee ) @ Reser ) & cancet ) e

Am | still being paid?

= Show all guestions for this page

Enter your gquestion here

o Find |

IPayStatemen

© FEEDBACK  © PRIV ATEMENT O TER CONDITIONS

Figure 14
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Change When in User Options, if a User desires to change their Password, they click on the Change
Password Password link (See Figure 15). This will take them to the Change Password Request screen
in iSI. There are no constraints to the number of times a User can change their password.

Users are required to key their current password and their new password (with confirmation).
Their new Password takes effect with their next login.
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Home Log Out
82
iPayStatements

Need Help?

= How often do | have to change my
password?

Change Your Password

m Change My Password

Please enter your current password, then create a new password and confirm the new password before continuing.
= | keep gefting an error message.

Current Password: L I:l = When do | start using my new
(Your password must be at least & characters long and it

Create Password: » password?
lzast one letter and one number Your password is case £

Confirm Password: 4 l:l » Show all questions for this page
@ save | @ Reset |

Enter your question here

o

Figure 15
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Security

The security questions answered during registration can be modified at any time. These will
Questions

be used should the user forget their user id or password. If the user cannot remember their
answers, they my contact their administrator.
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Change Your Security Questions iPayStatements
Important: If you forget your user 1D or password, you will be prompted to provide the answers to the following questions. Need Help?
City/Town of Birth: D = Does this personal information have to
be accurate?
Birth Month and Day: ¥ ; -

Security Question 1: DlWhatwas your favorite childhood pet's name?

v‘ » Who can see this information?
Answer 1: > = Show all questions for this page.
Security Question 2: lehatwasthe name of your first school? V‘
o 5 . Enter your question here
. Save | . Reset | . Cancel | ‘
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