INOVAPayroll”

The Smart Way to Pay™

Loqgging in to your Employee Self-Serve Portal

« From your Internet Browser go to www.inovapayroll.com.
(NOTE: If you experience technical difficulty accessing your data you might also try going

to the website login page at: https://inovapayroll-pa.evolutionpayroll.com/ess#/login)

* Click on the “Login” button (in the upper right hand corner)
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+ Click the “Employee Self-Service” button under the “Green Server” option
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* Click on “New User Registration”

Secure User Login  ((New User Registration ) Forgot Password
L]

Identify Yourself

Welcome to your employee self-serve portal

+ The following window will appear. Please use your most current check stub to complete
the data (as shown below)

Secure User Login New User Registration Forgot Password
Setup Your Credentials Provide Pay Information

ter credentials to use for validation Answers are found on your pay statement

Minimum length must not be less than 8 characters. Must contain at least 1
letter. Must contain at least 1 number. Must contain at least 1 symbol. Company Code

Login Name

Register Me

« Passwords must be at least 8 characters long with a combination of alpha and numeric and
must contain a symbol

« Hit the “Register User” button once all fields are completed

* You will need a check stub to fill in the above information. Please note the following:
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« After you hit “Register Me”, the screen below will appear. Here you will create a security

profile that will help you if you forget your password in the future:

Note: All General Security Questions answers must be AT LEAST 2 characters long, and

they are case sensitive!

n Settings
3 -~ o YL
l._.I‘ral‘IQE Password

New Password Confirm Password

Email Notifications

>enefalAQOress 0000 Deheins A0Gress

dmcdearman@inovapayroll.com dmcdearman@inovapayroll.com
General Security Questions
Question Answer
- Select Question - v
CQuestion 2 Answer 2
- Select Question - v
Qusstion Ansve
- Select Question - v

» Once you have answered all three security questions and provided an e-mail address (we

recommend that you provide your personal e-mail address), hit save .

» Once successfully registered, you will be able to access your pay stubs.

General Notes

Paycheck data is not available until the actual check date
Historical data is available for the years that Employee Self-Service was available
Employee may change password at any time
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Personal information is available such as filing status, recurring deductions and other pay related items 5.

Existing users will see a new option labeled, “I forgot my password” on the login screen.

a) If the user enters their password incorrectly three times, or clicks the “l forgot my password” button, they
will be directed to a screen that will prompt them to answer their previously defined questions.

b) If they answer the questions correctly, they will be prompted to reset their passwords and be directed back

to the initial login screen. There they will be able to login using their new password.

c) If they answer the questions incorrectly three times, their account will be blocked. They will receive a
message prompting them to contact their Company Administrator. Passwords will need to be manually reset

and the user’s security questions will need to be redefined on next login.
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