POWERPAY SELF SERVICE — Quick Activation Guide

Instructions are provided for Powerpay and Powerpay People. Complete the steps for your product.

Powerpay
1. Employee e-mail addresses are required to add user accounts. Verify/Add employees’ email address on the

Employee Profile page (Payroll = Hire/Profile - Employee Profile)
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2. Navigate to the Multiple User Create page (Company —> Self Service - Multiple User Create). Review the
Validation Messages for employees without e-mail addresses. In the Employee List section, select the
employees for whom to create accounts from the Employees without Accounts list and click the > button to

move them to the Create Accounts list. Click Create.
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3. Activate Powerpay Self Service for your employees. This step should only be completed once you are ready to

begin using Powerpay Self Service and have created accounts for your employees.

Navigate to the Self Service Options page (Company - Self Service = Self Service Options). Select the Enable

Pay Statements & Tax Forms in Self Service checkbox. Click Save.
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Powerpay People

1. Navigate to the Profile tab (People - People List - Profile). Select the employees for whom to create Self

Service accounts. In the Self Service User section, click Create User.
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Click Create to set up a Self Service User account.

The Create New Self Service User Account window displays the employee’s Username and email. Update the
Username if required and click Create User.
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Click Create to send emails with login information.
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2. Activate Powerpay Self Service for your employees. This step should only be completed once you are ready to

begin using Powerpay Self Service and have created accounts for your employees.

Navigate to the Self Service Options page (Company = Self Service = Self Service Options). Select the Enable
Pay Statements & Tax Forms in Self Service checkbox. Click Save.
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