Setting up Employee Self Service

You want to logon to https://peoples.processmypayroll.com
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)~ | ] etpsi o encoreps. comfencorsoriins; DENEE

-

File Edit W“iew Favortes Tools  Help

L} |ﬂ &‘vl Search|<|> B Mal - @) NewIM B IMThisPage [ SetStatus + @ £ ©SignIn

Y o [@Encwe orline lil S v B @ o~ bPage + () Tads -

»

PAYROLL. MADE EASY.

Forgot your password?

New User to Employee Self Service?
Click here to get started
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1. Once you’re on main home page you will click on “Click here to get started”
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PAYROLL. MADE EASY.

Step 1. Verify your identity

Access Code: 01-DAN1
Last Name: SMITH

Last 4 of SSN or EIN:

< PREVIOUS NEXT > CANCEL
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2.
3.
4.
5.
6.
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Access Code- 5751-5986

Last Name

Employee #- You can find your employee # on your check stub
Last 4 of SSN or EIN (if you’re a 1099)

Click on Next
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PAYROLL. MADE EASY.

Step 2. Create your user account

Welcome ADRIENN SMITH (I'm not ADRIENM SMITH)

Please provide your desired username and password which
'you will use to access Encore Online. Please note that
passwords be between 8-20 characters and must adhere to
our requirements of at least 1 capital letter, 1 lowercase letter,

s partn toaen AN 1 digit and 1 special character.

© Samamne ke e2nNT

Username: ADRIENNSMITH
‘1h-"""' heduled Payrn it Aopo Password: LTI

© doadeh . - Confirm Password: - .

Email: [ebiase@paychaice.com

— Confirm Email: ebiase@paychoice.com

© samennatan . . o
This guestion and answer below will be utilized to reset your
P . user account's password in the instance of you forgetting the
AP Lnoe . . ) current password on your account.
s drs g
© Samannn e s

Select a security question:

What street did you grow up on? ~|

Answer: |Encord] |
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1. You will set up your username

2. Password- the password must be between 8-20 characters and must require at least 1
capital letter, 1 lowercase letter, 1 digit, and 1 special character (special character’s that
the system will allow(!,@,#,5,%,&)

. Email

Confirm Email

Select security question

Click on Next
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PAYROLL. MADE EASY.

e LS Step 3. Verify your account info
a‘,‘ S Welcome ADRIENN SMITH (I'm not ADRIENN SMITH)
P Please verify your account information. Once complete, click
O S gernn been (OSNST Finish.
@ Pociied Paynan =L Username: ADRIENNSMITH
@ 2caiw

Password: **sxxsrrs

Selact a security question:
What street did you grow up on?
Provide an answer to the selected question:

Encore

o samannninen ORSE
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1. The last page is confirming your account set up. You will click on Finish

Please note - If you click on finish and the screen does not upload, you have used a
Character in your password that the system does not accept. IE *, #, (, )
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Encore Online

Encore Online is 3 comprehensive resource center for Employers,
Employees, Providers and others wanting to improve their
administrative operaticns. From payroll to HR and time tracking, our
services are delivered faster, accurately, confidentially and most
importantly, personally.

These enterprise solutions deliver sustainable benefits by cannecting
your people, your work practices and the latest technology to your
business.

Sign in!

Where do [ enter my password?

LOGIN

I forgot my password

New User to Employee Self Service?
Click here to get started

Secure Website
Copyright 2011, Payroll Associates. (v11.1.2)

Contact Us

Dane

= ]

# Start a3 CE & In T En

& Local intranet

Once you have finished setting up your Employee Self Service account you will be

brought back to the home page.

Revised 5/2014
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Encore Online

Encore Online is a comprehensive resource center for Employers, N
Employees, Providers and others wanting te improve their Sign
administrative cperations. From payroll to HR and time tracking, our

services are delivered faster, accurately, confidentially and mest

importantly, personally. Username:|DDebiaze?|
These enterprise solutions deliver sustainable benefits by connecting

your people, your work practices and the latest technolegy to your
business.

ere do I enter my password?

I forgot my password

New User to Employes Self Service?
Click here to get started

i‘ Secure Website

Copyright 2011, Payroll Associates. (v11.1.2) Contact Us

Local intranet

1. Click on “login”

I:\CSG\Payrol\ENCORE\ESS = Revised 5/2014



Internet Explorer, optimized for Bing and MSN

@@ w [&] retpi/ipgmenwnnze Encareonine Login/Loinstandard. asp

V|@|§Hg| [l Live Search

|2

File Edit Wiew Favorites Tools  Help

x | bing | P

Mews Hotmail

W°F wideo Private

+

WA Signin

i Favarites | 9% 8 suggested Stes @] Bing™ Traffic = @] Web Slice Gallery +

| @encore oniine L]

Ziv B ) @ v Page~ Safety - Toos- (@-

»

Sign in - Enter your password

Username: DDebiase2

Sign in using a different login

password: ||

LOGIN

Forgot Password?

(51 Secure website
Copyright 2011, Payroll Associates. (v11.1.2)

Contact Us

‘ﬂ Local intranet

1. Enter your password
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Sign in - Enter your password

Username: DDebiasez

Password: [sessesses

LOGIN

el

Sign in using a different login

Forgot Password?

i‘ Secure Website

Copyright 2011, Payroll As#€Ciates. (v11.1.2)

Dane

Contact Us

% Local intranet

1. Click on LOGIN
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| € Encore Orline
Your Encore Online Enhanced Credentials are made up of a few pieces of information which will be used to verify your identity to Encore Online. In addition, your A
Enhanced Credentials will be used by you to verify the authenticity of the Encore Online website. E
@ Step 1: Choose your Encore Online Personal Image and Phrase
Please choose an image category, then click on the image you would like to use for your Encore Online Personal Image.
Image Category| Sports and Leisure v Selected Image
Nature and Animals
Business and Technology
v
% Local intranet 43 v ®100% -

1. You can choose from numerous online personal images
2. Select the image you would like to use for your Encore Online Personal Image.
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SerecteT Tage =
Please enter a phrase to use for your Encore Online Personal Phrase. NOTE: This is not your password.
Phrase: L' |
v
Example: Ice Cream
v
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1. Once you select your personal image, you will select a personal Phrase.

Please Note : THIS IS NOT YOUR PASSWORD

I:\CSG\Payrol\ENCORE\ESS = Revised 5/2014




GE; @ [&] reip pgmormwoze

File Edit View Favorites Tools Help
x| bing a
~ g eina Traffic - @] Web Slice G

vi| & [») @ G} & a Sionin
Hotmail Autofill 30°F Video Private

i Favorites | 7z @

\eEncoveOnline & v B ) @ - Page~ Safety- Tooks- @~ b

o
Please enter a phrase to use for your Encore Online Personal Phrase. NOTE: This is not your password.
Phrase: |ENCORE |
Example: Ice Cream
o Step 2: Create your Encore Online Enhanced Credentials Secret Questions
© Step 3: Verify your Account Information
© Step 4: Review | |
v
% Local intranet a v ®i00% -

2. Once you enter your personal image you will select “next”
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+ Step 1: Choose your Encore Online Personal Image and Phrase

would know.
Question 1:
Answer:
Question 2:
Answer:
Question 3:
Answer:
Question 4:
Answer:
Question 5:

Answer:

#® Step 2: Create your Encore Online Enhanced Credentials Secret Questions

What is your eldest child's middle name?
What is your eldest child's middle name?
In what time of day were you barn? (rounded to the closest hour, for example
What is the first name of your spouse’s mother?

What is the first name of your eldest nephew/niece?

What is the middle name of your eldest sibling?

‘ When is your oldest sibling's birthday (MM/DD)? V‘
‘ What was the name of your first pet? V\
‘ Which was the first foreign country you visited? V‘

Please select and provide answers to the secret questions below. The answer you give should be something that anly you

o Step 4: Review

o Step 3: Verify your Account Information

@ Secure Website

|

v

1. You will select from a list of security questions

2. And you will enter the Answers to the security questions

1:\CSG\Payrol\ENCORE\ESS
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+ Step 1: Choose your Encore Online Personal Image and Phrase Lo
| ® Step 2: Create your Encore Online Enhanced Credentials Secret Questions ‘
Please select and provide answers to the secret questions below. The answer you give should be something that anly you
would know.
Question 1: ‘ What is your eldest child's middle name? V\
Answer: [ENCORE |
Question 2: ‘ In which year did you mest your spouse (YyyY)? V‘
Answer: [ENCORE |
Question 3: ‘ When is your oldest sibling's birthday (MM/DD)? V‘
Answer: [ENCORE |
Question 4: ‘ What was the name of your first pet? V\
Answer: [ENCORE |
Question 5: ‘ Which was the first foreign country you visited? V‘ 3
Answer: [ENCORE |
o Step 3: Verify your Account Information
o Step 4: Review
(] secure website |

Done Local intranet

1. You will click on Next
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Select Your Encore Online Enhanced Credentials

Ve are changing the way you sign in to Encore Online to better safeguard the privacy and security of your personal information. Previously, you
signed in using your Login and Passwerd. From now on, you'll also use your Encore Online Enhanced Credentials.

*Your Encore Online Enhanced Credentials are made up of a few pieces of infermation which will be used te verify your identity to Encore Online. In
addition, your Enhanced Credentials will be used by you te verify the authenticity of the Encore Online website.

+ Step 1: Choose your Encore Online Personal Image and Phrase

+ Step 2: Create your Encore Online Enhanced Credentials Secret Questions

® Step 3: Verify your Account Information

Email Address: |dame\le.deb\ase@pay:hoice.com |

o Step 4: Review

(51 Secure website
Copyright 2011, Payroll Associates. (v11.1.2) Contact Us

Done ﬁ Local intranet

1. You will be asked to verify your account information
a. Once you have, you will click on Next
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STEp 27 Create youF ENCore UNMNE ENfanced Credentrals Secret QUestions

+ Step 3: Verify your Account Information

® Step 4: Review

Personal Image and Phrase

Personal Image:

Personal Phrase: ENCORE

Secret Questions
Question 1: What is your eldest child's middle name?
ENCORE

Question 2: In which year did you meet your spouse (YYYY)?
ENCORE

Question 2: When is your oldest sibling's birthday (MM/DD)?
ENCORE

Question 4: What was the name of your first pet?
ENCORE

Question 5: Which was the first foreign country you visited?
ENCORE

|

v

1. You will review your personal image and phrases
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Personal Phrase: ENCORE
Secret Questions
Question 1: What is your eldest child's middle name?
ENCORE
Question 2! In which year did you meet your spouse (¥¥YY)?
ENCORE
Question 3: When is your oldest sibling's birthday (MM/DD)?
ENCORE
Question 4: What was the name of your first pet?
ENCORE
Question 5: Which was the first foreign country you visited?
ENCORE
Account Information
Email: danielle.debiase@paychoice.com
Would you like to register this computer?
O yes, I plan on using this computer to access Encore Online in the future
O No, this is a public computer or one I do not plan on using to access Encore Online in the future. -
L]

P

4o - Rk -

1. You will select if you want to register this computer or if this is a public computer and you do

not plan on accessing Encore Online from this computer in the future.
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Personal Phrase: ENCORE

Secret Questions

Question 1: What is your eldest child's middle name?
ENCORE

Question 2! In which year did you meet your spouse (¥¥YY)?
ENCORE

Question 3: When is your oldest sibling's birthday (MM/DD)?
ENCORE

Question 4: What was the name of your first pet?
ENCORE

Question 5: Which was the first foreign country you visited?
ENCORE

Account Information
Email: danielle.debiase@paychoice.com

Would you like to register this computer?
@ Yes, I plan on using this computer to access Encore Online in the future

O No, this is a public computer or one I do not plan on using to access Encore Online in the future.

Save 2

Local intranet H100% -

15. You will click on Save
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Enhanced Credentials

Congratulations’ You've successfully crested your new enhanced credentisls.

From now on, when you log in te Encore Online, you'll be presented with your Security Image and Security Passphrase befere you enter your passwerd. If you don't
recegnize the image or phrase, do not enter your password - contact yeur administrator for further assistance.

You may occasionally be asked to answer your Challenge Questions, mainly if we don't recognize the computer you're using to access Encere Online. Once you answer the
questions correctly, you'll be able to lag in as usual.

If you have questions about the new security enhancements, please see the Help links on the login pages, or contact your administrator.

[i] Secure Website

Copyright 2011, Payroll Associates. (v11.£72) Contact Us
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1. Once you have completed the enrollment- you will click on OK
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Welcome: ADRIENNSMITH | DAN1 WAVE SURFBOARDS AND KAYAK CO.
MY PROFILE | HELP | CONTACT US | SIGN OUT

v
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Control Panel Information Center

No Info Center groups have been found.

No messages have been found.

Copyright 2009, Payroll Associates. (v9.2.3.0) Need an Adobe PDF Reader? Click Here. Need a Microsoft Excel Viewer? Click Here.
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1. Once you click on OK, you will be brought to the employee service page.
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