Pay Day, Inc.

FUNCTION:  Employee Self-Serve (ESS)
DATE IF REVISION:  June 2, 2011
REPLACES REVISION of: May 20, 2011
1. Employee Set up

a. Employer (Recommended)

i. Employee – Employee – Address tab (Bottom right) Self Serve section
ii. Access Level = Read Only
iii. Print Voucher = No ( If the employee has a net check greater than zero a live check will automatically print) If an employee wants to have a voucher printed, you will need to leave Print Voucher = yes
iv. User name = Enter the user name, we recommend, all caps, first initial first name and last name followed by employee # ie. John Doe  ee# 258 = JDOE258 (Case sensitive, Right click to remove capitalize first letter)

v. Password = Enter the password (Case sensitive, Right click to remove capitalize first letter)
vi. Employer can change password or make any employee inactive anytime

b. Employee (not Recommended)
i. Employees may register their own user name and login via www.p-day.com 
ii. Click on register

1. From any pay stub enter the information required

2. If correct it will log the employee into ESS, and populate Evolution with their username and password

2. Employee Access

a. Go to www.p-day.com

b. Scroll to the bottom and click on Employee Self-Serve
c. Both active and inactive employees will have access to the web site until the Employer revokes access

d. Enter your user name and password to sign in (password is case sensitive)
i. First time, you will be directed to the Setup Security Questions screen 

ii. Choose Question 1 and enter answer  for question 1

iii. Choose Question 2 and enter answer  for question 2

iv. Choose Question 3 and enter answer  for question 3

v. Employee enters email address

vi. Create new password

vii. Confirm password

viii. Enter the calculate field

3. Forgotten Password

a. At the bottom of the page, employee clicks the Forgot Password Button

i. Employee enters username, and clicks the Continue Button.

ii. Employee is asked to answer the three security questions they previously setup.

iii. Employee creates a new password for themselves.

iv. Employee enters the answer to the calculation.

4. Functionality

a. Employee

i. View and print

1. Pay Stubs (Pay stubs are not available until check date)
2. W-2’s

3. 1099’s

4. Personal Info

5. Personal Time Off

ii. Change

1. Password

2. EE should change password on first login

iii. Email the employer contact with questions and/or changes
5. Errors

a. If an EE forgets is blocked from Employee Self Service
i. The employer will need to unblock it for them

ii. When on the Address tab in Employee-Employee, you will have the option to “Unblock Account”

iii. When selected, you are provided with a temporary password for the employee. This should be emailed to the employee.

iv. Upon entering the temporary password, the employee will be able to create three new security questions.

v. Pay Day will refer all employee inquiries to the employer and will not address any employee questions.
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