Employee Portal-External Guide

DO NOT USE FIRE FOX
Accessinq the employee portal

1) Open your internet.

2) Type the following in your address bar:
www.doculivery.com/systems3000-RIH This will bring you to your log in screen.
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To log into the employee portal

1) Enter your User ID.

2) Enter your password. SMS!% Jggg

itichnalogy Advenosd Applloations for NJ S8chool Dlstriar

If you don't know your User ID and/
or password, send an email from

your RIH email address to PLLASE LOG-IN TO THE DOCULIVERY SYSTEM,
nmarshall@rih.org .

Your User ID is identified here.

2) Click on the Log In button. User 10: |

3) New users may be promoted to Your initial password is identified here.
answer security questions and

change your password. Passward: | giten Passiced?

]

For a quick 'User Guide' of how fo access the employee portal. There is a a button at the
bottom left of the screen that says 'Click here for User Guide'. This will give you a quick step-
by-step process of how to enter in your ‘User ID' and ‘Password’
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1) Answer the 4 security questions:

a) Selecl a question from the
drop down menu.
b) Place an answer in the open

field. PLEASE ANSWER 4 SECURITY QUESTIONS,
c) Click the 'Save’ button

Welcome;

d) Repeatsieps a-¢c | : , I ["ta |
i £ 000U §roi ? (v 17
e) All 4 questions must be i, T '—} bl
answerec! and saved. )
()
?2) Change the password. )
a) Enter in the old password.

PLEASE CHANGE YOUR PASSWORD.

3) Enterin a email address et
Enter Old Password: ﬂ

a) The email address must Your password niust be at least six characlers in length and contain at least one digi.
be valid. It can be any email

address that you regularty

use.
Confirm New Password:

b) Enferin a new password. It
must be atleast six
characters in length, and

PLEASE ENTER YOUR EMALL ADDRESS.

contain  one  digit

(example: Happyl). Email Address:

c) Confirm the new password. [Smelnrolmalionf]

4) Click ‘Save Information' button.

Now that the initial setup is complete, you will be able to view, print, save, and email your pay
stub(s). This process will be explained in a step-by-step process on the next page.



Viewing Your Pay Stub

When you first log into the system, the 'Pay Stub’ tab is your first view. Here houses your pay stubs
from the maosf recent, fo the least recent. To view the pay stub do the following...

1)

2)

Click on the light blue arrow |
icon, located under the
'Click To View' field.

The pay stub will display with |
the following information...

Demagraphic Info,

Earnings

Deductions |
Taxes

Direct Deposit

Messages

FE e

SUSTEMS T000

Taohnclogy dilcaniad] Apiiietiaone fos NI BROrnal Cuanrian

Welcome: District Employce

X W-2  InfoForms = Messages | Manago Your
Stulbys Account

CLICK TO CHECK _
VIEW NOMBER PAY DATE | NET PAY |
G 900000522  6/15/2015  2481.40 | |

52 900000479  5/30/2015  2481.40

900000436 5/15/2015% 248140
a00000393  4/30/2015 248140
¢00000350  4/15/2015 248140

.
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Print/Save & Email the pay stub

1)

2)

3)

Click 'Print HTML Statement’
this will print the pay stub.

Click 'View as a PDF' this will open
the pay stub as a PDF document,
At this point you may save the
document to your desired drive
or USB.

To send a copy of your pay stub as
an email, select from the drop
down menu.

The three options are...

d) Unencrypied PDF
(Email Attachment)

b) Embedded HTML
(Web Format)

c) Encrypted PDF
(Password required)
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Pay stub Notifications

The email; along with the text messcige noftifications are
located under the 'Pay Stubs' tab,

It's located at the right side of the screen. A nofification
is optional. You may choose to be notified that there is
a new pay stub available and/or choose to have your
pay stub delivered via email or text message, the
choice is yours.

To setup your notifications, do the following:

1F YOU WOULD LIKE TO RECEIVE
NOTIFICATIONS OF IMPORTANT MESSAGES,
THEN PLEASE SET UP A MESSAGE DELIVERY

OPTION ON THE 'MESSAGES' TAB.

YOU HAVE NOT SET UP ANY USER
NOTIFICATIONS

Add Email belivery Ogtion

Add Emalil Notification

Add Text Message Notifications

Add Detailad Text Messaging

Email Notification-Allows you to be notified that there is a new pay stub available in the portal

to be viewed. This is the recommended method.

1) Click on the 'Add Email Notification' field.
2) Entferin a valid email address.
3) Click on the 'Test Email' button.

a.  An email confirmation will be sent
from Docullivery.

b. Make sure to verify that you have
received the test email. If the test
email has not been received, check
the email address entered and try it
again,

4) Enter a check mark in the box *Notify me
when my pay stub is available'.
5) Click on the 'Save' button.

EMAIL INFORMATION

Ematl Address:

] _Test Email |

ALERT OPTIONS

(I Notify me when my pay stub is available

BN

This test is just to
verify that you typed
in the right email

address.



Email Delivery Option-Allows the pay stub to be sent as an attachment or the body of the emaiil.

This sends your paystub through cyberspace.

1)
2)
3)
4)
5)

Click on the ‘Add Email Delivery Option' field.
Enter in a valid email address.

Click on the Test Email' button.

Select your delivery option.

Click on the 'Save' button.

EMAIL INFORMATION

Email Address:

[ Test Emil

DELIVERY OPTIONS

(] Email me my new pay stub (as HTML),
ancrypted PDF),

H Email me my new pay stub (as

Text Message Notification- Allows you to be notified that you have a new pay stub available

in the portal to be viewed.

1)
2)
3)

Click on the 'Add Text Message Notifications’ field.

Enter in your cell phone number.

Enter in your cell phone provider from the drop
down selection.

Click on the ‘Test Cell Phone' button.

Place a check mark in the box 'Notify me when
my pay stub is available’,

Click on the 'Save' button'.

a. In the next steps you can control the
information that gets sent to you as a
text message.

b. You may choose to have your net pay
{only} or, you may choose up to three
payroll items sent thru text message.

' Celt Phone Number; ( ) -

Cell Phone |
Provider:

LTest Cell Phane |

You will incur normal text messaging
charges from your provider.

ALERT OPTIONS

Natify me when my pay stub is available




Adding Detailed Text Messages-Allows you to control the information sent to you by Text
message. Keep in mind that a text message, depending on your carrier will only allow
for a limited amount of characters per text message. Setting up this screen is an
optional step. To set up the detail do the following:

1) Click on the ‘Add Detailed Text Messaging’ field.

a. This will open a new screen; allowing you to select the item(s) you would
like to receive by way of text message.

L. On the left side of the screen there will be descriptions (item To Text) of
available information that can be sent as a text message.

c. The maximum number of items dllowed is three.
(The below illustration is just a sammnle)

2) Place a check markin the 'Select’ box for the item of your choice.

a. Once the item is selected, it will appear in the 'Categories Selected' field.

3) Enterin your cell phone information (see text message notifications)

4) Click the 'Save Text Message' button. Enter in your cell phone
Pick from the available number and the cell phone
provider. Next, enter click
on the ‘Send Text’ button,

item by placing a check
mark in the
‘SELECTED’ field,

foForms * Messages = Manage Your = Help
Account

Please Select up to 3 Items for Text Delivery CELL PHONE INFORMATION
Enter your cell phone =
B8C/BsS 0 Select yaur cell phone I [T|
,,,,,,,, providar: =
FAMILY LEAVE INSURANCE |FT][ . e
= Test my cell phone |6
FEDERAL TAX:SS ] information: = | Send Text |
FICA iJ * You will incur normal text messaging charges from
. your provider.

IMPUTED TRAF E

MEDI O

Net Pay 4]

Categories Selected

NJ STATE A:S5 ] g

PENS SAL 10-MONTH ] NETPAY = =i

SUI []

TPAF CI 1

TPAF PENSION | | — . |

UNION DUES - NIEA [

Once you select the
- i item(s) to send as a text
You will incur normal text messaging charges
from your provider. message, it will display in

Click on the ; this open field.

Save Text Messages | | Cancel
'Save Text { ve 2 essene "] _"_] I

Message' to save
your settings,



W2’s
Opt-In electronically, Viewing, & Printing

To Opt-In to receive your W2's electronically, you will need to be on the 'W-2' tab. From this tab
you may also view, and print the W2,

Opt-In to W-2's-By federal law you are required to opt-in to receive your W2's electronically.
This is a one-time process.

\
1) Click on the following / \
wording: 'Click here to opt- a7 5?5!% Jggg 2=

in for electronic W-2s!' rechnolopy Advanoed Applioations fon NJ Bohaal Districss
a. This will open a new
screen, allowing you

optedin. Start by

doing the

following... TnfoFamis Manage Your * Help
2) Click on the wording: 'Click
here to view a sample W-2',

a. Thisis just to verify if You have the falloving V-2 documents available for view:
you have the OPT-IN FOR ELECTRONIC DELIVERY!
CLICKTO VIEW | DOCUMENT

Welcome;

Account

capability to view

~ Opt in now for W-2 electronic delivery! There are many
the W 2,03 d PPF' @ 010W-2. advantages, including being able to see yaur latast W-2
b. If you click fo view online immediately!

the PDF and you - ;
can’t view the W-2, ﬂ e
then you will want to  fF———

dOWﬂlOOd the 1. Verify that you can view your W-2 as a PDF. If e SaNIEENIERY
. ik Ripe to vith | HUR . our VW2 sample
AdObe ReGderl if you cannat view your W-2, click the link to the right to ﬂ Bhssomaome d Y load th AZ b
which is located on dowinload Adobe Reader. P ownload the Adobe
v
J[hls screen, Ond free_ 2. Agree to lhe teems of use. Reader‘ It's free.
Please read the Terms of Use, and check to see if you can view the online W-2 sampie,
3) Agree to the terms of use., If you agree to the Terms of Use, and can view the W-2 sample, then selact the checkbox below,
4) Enterin your SS# Doculivery Online W-2 Terms of Use i
5) Enterin your email address,
and confirm fhe enqo“ The Inteenal Revenue Code allows Form W-2 (W-2) to be furnished in an electronic format provided it confonns
Lo oll applicable legal requirements (Treas Reg 31 6051-1). By meeting these requirements, your employer is
address. considered to have fumished your W-2 to you, the recipient, i a towely manuer.
6) Choose your method of 1. Employee Consent
H H Y nlin istration for online W-2 the Doculiv bsit 1 |ectroni ~|
dellvefy. ” is our . our online regjstration for online s on the Docultvery website represents your electronic )
recommendation to 'Just i
i) I have read and agree ta the terms of use.
notity me when my W-2is ]
. 3. Enter your infarmation.
available'. Enter your Social Security number:
7) C'le on fhe ‘que Opt_|n' Enter your email addrass:
bU”Oﬂ Confism your emall address:
4. Cheose your delivery method.
‘2 Send me my W-2 when it is availoble.
1I'd like my W-2 attached to my notification email as a password-protected PDF file. [ understand that I will have to use
Recommended my Sodial Security Number and :?:Iube Acrabat Reader to view lhzratga(hmen!. 1€ I do not already have alccea;teo Adobe
, Acrobat Reader, I will download a free copy,
de“VerY methed. <) Just notify me when my W-2 is avallable.

I'd only like to receive the notification email stating that a new W-2 file is available far download from this website. T do
not wish to receive my W-2 as a password-protaected PDF attachment via email. I understand that I will have to manuall
lag into this website to obtain my W-2 as a passward-protected POF. I understand that 1 will have to use my Social
Secnrity Mumber and Adobe Acrabat Reader to view my W-2s, If [ do not already have access to Adohe Acrobat Reader,
wili download a frea copy.




Viewing your W-2's electronically-To view the W-2, you will need to be on the 'W-2' tab.

1)

2)

3)

Click on the light blue arrow icon, located under the 'Click To View' field.
a. A pop up message displays letting you know that your social security number

b.

must be entered in order to

view the W-2,
Click on the 'Ok’ button to
proceed.

Enter in your password.

d. When you enter your social

security number, just enter
in the nine digits without
any hyphens or dashes.

Click on the 'Ok’ button.

a,

b.

At this time you may either
open or save the W2,

If you chose to open the
W2, you may print it from
here also.

Welcome:

BN (nfoForms * Messages ™ Manage Your ™ Help
Account
You have the folloving V-2 documents avalable for view:
OPT-IN FOR ELECTRONIC DELIVERY!

Technology Advanced Appliestiona for N Bchool Dlatriots

CLICK TOVIEW | DOCUMENT

Opt innow for V-2 electronic delivary! Thete are many

Employee Name
200 E. Main Street
Mew lersey, N107012
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online immediatelyt
(itk herabo gt nfor legtrep s
ﬂ &t !
K R
[TTXL] | O b dey SAMBPIE W-2
CA'D K3 1RAESTIE
Lo grmtilensfiwe ¥ ake U g Ap i #her sk ket 'y - 7=
3251 % 27922
i ce 8 e : L] L LY 4 R Rt - i
District Name $HABY 54 211632
123 Main Street] e g sz
Mew lersay, N107245 s s "
<M [1Yne]
= . - = % Crewsieet =
PR R I N A ) " ok m e
oo | F 1A 98

1$8wm L oyiormn Patn 2T e 11 e meger

ML

¥ otra micalae

Chyrred WA

W 2 WVogs and Tox
f Statemeant .

=,

Cmbtrmd o f  wmap e Shms e




W2 Change to Opt-In

After opting in 1o receive the W2's electronicailly, you may change the delivery opftion for email
or text message or opt-out of receiving the W2's electronically.

To change or add an email delivery option.

1) Click on 'Add Email Option' tab a box
will display for you to type in an email
address.

2) Confirm the email address

3) Click on 'Save New Email' and the
email will be saved

-~/ SysTems 2000 |

Tochnolofry Adyanoad Applaations for NJ Bohiool Dluteats

Welconte; District Employee

Pay BUEA Infoforms  Meéssaads  Manage Your  Help
Stibs Actount

You have tha folloming W-2 decuments available for wiewy:

|
|
|
|
|
|
|
|

CONGRATULATIONS! YDU) ARE OPTED IN FOR W-2

DELIVERY!
CUICK 10 VIEW | DOCUMERT
2010 W-2 You il recelve 3 nolificatlon as soon as yaur ¥-2 Is
: avrhbla st the emald sddrass
2009W.2, fharrington &systems3000.com.
[
r

CHANGE W-2 DELIVERY METHOD

CHARGE Wr2 DELIVERY EMAIL

OFT OUT OF W-2 DELIVERY

To change your W2 delivery method.

1) Click on the 'Change W-2 Delivery
Method' tab.

2) FPlace the bullet in the delivery option
that you want.

3) Click the 'Save' button

To opt-out of receiving the W2's electronically.

1] Click on the 'Opt Out of W-2 Delivery'
tab.

2) Place a check mark in the available
field stating that you wish to opt-out.

3) Click the '‘Opt Out’ button,

Enter the new emall address that you want the W-2

delivared to:

Confirm the email address:

Cancel [ [ Save New Email

If you wish to opt-out of electronic W-2 delivery, then
please read and and agree to the below statement.

[} I wish to opt-out, which means that I do not
wish to receive electronic delivery of my wW-2.

| Opt Out

| Cancel |




InfoForms

The following forms are made available through the employee portal 'InfoForms' tab: Change
of Information, Direct Deposit, NJ W-4, and W-4. These forms can be entered, and submitted
electronically to your payroll deparlment.

_SysTEMS 2000

Teohndogy sdvanoged Appigetinsie !

Welcome:

InfoFarms Jessages rMarnage Your
Account

Change of Information

Direct Deposit

N1l w-4

Change of Information

1) Click on the 'Change of Information' field.
a. Fillin the information that you want to update/change.
2) Click on the 'Submit this form to the payroll Department' button.

Direct Deposit

1) Click on the 'Direct Deposit' field.
a. Select from available option (New, cancel, or revise existing direct deposit).
b. Fillin the appropriate fields with the red asterisk.

2) Click on the ‘Submit Direct Deposit Agreement’ button.

NJ W-4

1) Click on the 'NJ W-4'tield.
a. Fillin the appropriate fields.
2) Click on the 'Submit NJ W-4' button.

w-4

1) Click on the ‘W-4' field.
a. Fillin the appropriate fields.
2) Click on the 'Submit W-4' button.



Messages

Under the 'Messages' tab, messages sent by the payroll department will be waiting for your
review. You can receive nofifications that there is ¢ message(s) waiting for you in the portall.
These are messages sent by the payroll administrator about important changes to your payroll
earnings, or deductions. (e.g.. new tax laws, changes in a deduction, etc.) The setup will be no
different from the paystub notification. This is an optional setup.

To set up an email notification,
click the ‘Add Emaii Notification'
field, then fill in the appropriate

iashnology Advanced Applicationn for NJ Sahool Distels

information. (See paystub
elcome: .
To read the notifications for step by step
messages, click instructions).
the light blue

n You have 1 naw mmssags

sithiect Lay
stubs
YOU HAVE NOT SET UP ANYJUSER
RNOTIFICATIONS
Iastmessaqe to Test Employes
m 11/10/2050
Add Email Notitication
Add Text Message Notifications
Welcome: DISTRICT EMPLOYEE
m Messages [UELERNERITS
Account _
YOU HAVE NOT SET UP ANY USER NOTIFICATIDNS
' Aib s ranit Caiificatoon I
Cell Phona \
Number; ( f
Cell Pho
Proviéer?e | . — . . El
To setup a text message [ Test Cell Phona |
Iy . 5 ‘ You will incur normal text messaging
nOtlflCﬁthn, click on the Add charges from your provider,
Text Message Notifications' field,

then ﬁ“ in the appropriate LJNulify me when [ have a new massage,

. 0 m -Ssva

information. (See paystub -

notifications for step by step

instructions).
Click the ‘Save’ button.

This will complete the
setup.



Manage Your Account

The ‘Manage Your Account' tab allows you to change your password, email address and your
security questions. To change any of these do the following...

Change the password

1)

2)
3)

4)
5)

The new password must be at least

Click on the 'Change Password' field,
a. A new window will display,

Enter in your old password

Enterin a new password.

six characters in length, and contain
one digit (example: Happyl).

Confirm the new password.
Click on the 'Save Information'
button.

Change the email address

1)

Highlight the email address, and then
enter in a new email address.

Change the security questions

1)

2)
3)

4)

Click on the 'Change My Security
Questions,

a. A new window will display.
To change the security question, click
on the 'Remove’ button.
Select a question form the drop
down menu.
Answer the question in the open
field.
Click on the ‘Save' button to store
your question and answer,
Click on the ‘Save Changes' to save
your changes.

~/ SYSTEMS 2000

1 achnology advancaed Apgliostionn far N Bohool Dintricrs

Wel 2: DESTRICT EMPLOYEE g e
B The ghosted information

is controlled by the

| tanage Your
Account

InfoForms © Mesisages

Pay

S0y payroll department. Please

follow regular rules in
place by the payroll
department for name

USER INFORMATION

User Nama:
Change Passward:
User First Name:

fhanqe Rassyiord

changes.

User Last Name;

Primary Email Addrass: distemp@yourschool arg

Saea Changes

Change My Seairity Quaitions

PLEASE CHANGE YOUR PASSWORD

Enter Old Passward: {

Your password must be at least six characters in length and contain at least one
digit.
Enter New Password;

[Confirm New Password:

_

[ Save Iformation |

PLEASE PROVIOE ANSWERS TO 4 OF THE FOLLOWING QUESTION(S).

1) m?la;s the first name of your best na [ jR:e:move I
hat
@ ;‘;;ﬂ r;s the name of your hometown - [ R e.m—]ove_

(3} what wias the model of your first car?  na

{4) Who was your childhaod hero? me

oGy s




When to notify your payroll department

There are a few things that will not be controlled by you the user such a nam

e change, or user

name change. Another thing out of your control is the ability to uniock yourself from the system,
This is a security feature within the portal to protect you the user. You will need to contact your

payroll department for these matters as well as issues with your paystub in ge

neral.

In the event that you get locked of the system, contact your payroll department to unlock you
so that you may access the portal again. You will have several attempts at logging in, however if

continued unsuccessfully, it will lock you out of the portal.

After several failed
attempts at logging in, the
system will lock you out of
the system. Contact your

payroll administrator for
access into the system,

Message from webpage

I

Your account has been lecked, Please contact the payroll department
. to have your account unlocked.

Rt L T R

If you forgot your password, but not

locked out of the system, click on the

‘Forgotten Password' field to change

your password. It is wise to use this if
you have tried entering your password
2x unsuccessfully,

e
Frechnology Advanoed Applicstiona for NJ Bohool Districy

PLEASE LOG-TIN TO THE DOCULIVERY SY.

Your User ID is identified here.

User ID: Iq -

Your initial password is identified here.

Password: | Fargoltan Pagsword?





