How to Access Your Pay Information

Step }: Reglster, You will need to register one time before belng able to view your pay statements
online. Step-by-step detailed directions on how to reglster are avaifable, if you need them, fram your
supervisor or local HR department. -

1. Go to https://lpay.adp.com and click on Reglster Now.
2. On the followlng welcame screen, dick on Register Now,
3. Enter Dungarvin-lpay In the Registration Pass Code box and chick Next.

4, Enter your name, last 4 digts of your soclal security number, and date of birth. Your name must
be enterad EXACTLY as It Is on record with the payrell department. Click on Next,

5. Enter your personal emall address. We recommend using a personal email address for recelpt of
- notifications such as your Jogln and passward Information. If you need to slgn up for a personal
emall address, we recommend uslng yahoo.com or hotmall.com. Phone number |s optlonai. Click
on Next.

a. If you do not have a personal emall address or cannot immaedIately sian up for ene, you
can use paperless@dungarvin.cam unttl you set up your ewn. Please note that you will not
be able ta recelve emat! notifications If you choose this email and that it should only be
used temporarily.

6. Enter your place of birth and birth month and day.

7. Sefect two securlty questfons and enter your answers, then click on Next,

IMPORTANT: The securlty questions and answers are used If you farget your log tn credentlals, so be suve to
choose Information that you will remember, You should make a note of your answers and keep them Ik a
safe place.

8. Your User 1D will display on the next screen. Your User ID will be flrst Initlal last name@dungarvin.
Le. Jsmith@dungarvin, .

9. Create your password and click on Submit. Yeur password is case sensitive,

10. Select IPay Statements and click Log On,

Step 2: Log In. Once you have reglsterad, do the following ta access your pay Informatlon:
1. Go to hitps://|pay.adp.com.
LR
2. Click on Login.
3. Enter your User ID and password that were created during your reglstration process.
4, Click on OK.

5, Click on the pay dave of the check you wish to see.

{continued on back)

6, Tovlew your W-2; click on the citcle next to W-2, (This feature won't be available unti January
2011.)

You will be able to access the current pay period up to 48 hours in advance of the actual pay date.

BY PHONE

You can also recelve your net pay by calllng Into a phone system.

1. Call: 1-877-894-5681.

2. Select 1 for English; 2 for Spanish.

3. Enter our sl¥-diglt Cllent iD #: 071002

4, Enter your Soclal Securlty number.

5. Enter your PIN, If you are using the system for the flrst time, you will be asked to set up a digltal
PIN {6 digit number). You will need to canflem your date of birth and current zip code when you
first reglster.

You wiil be able to access the current pay perlod up to 24 hours In advance of the actual pay date,
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iPayStatements Frequently Asked Questions and Troubleshooeting

ips: o

HOW DO |7
How da I log onto to view
my [PayStataments?

ACTION
If you are logglng on for the flst thme, you must register first. See the
"How to Access Your Pay Information” document.

Once veglstered, do the followlng to fog on to view your
|PayStatements.

1. Go to https://Ipay.adp.com

2. Click Login

3. Fnter your Hser |D and password
4, Click OK

How do 1 access my
IPayStatements If | forgot
my password?

To reset your password, do the followlng:

1. Ga to https:/Apay.adp.com

2. Ciick Forgot Your Password?

3. Enter your User iD

4. Foltow the Instructlons to answer securlty questions you set tp
durlng registratlen. if you do not know the answers to these
yuestions, contact the Corporate Payroll offlce.

5. Create a new password

6 Click Continue

How do | access my
jPayStatements If | forgot
my User iD?

To view yaur User 1D, do the followlneg:

1. Go to htips:/flpay.adp.com

2. Click Forgot Your Usar 1D?

3, Follow the Instructlons to answer securlty questions you set up
during registration. .
RESULT: Your User ID is displayed. if not, contact the
Corporate Payroll office.

4, Click Contlnue

How do | kinow my
infermatlon is secure?

As sooh as you log In, your connectlon to your IPayStatements Is
secure, If you leave your computer unattended or you forget to fog off
before exiting the site, you will automatically be logged off after 20
minutes.

Once you are logged in, your Informatlon Is protected with 551
rechnology. S51.I5 used to encrypt your personal Informatlon such as
your Bfer D, password, and salary and wage information. To further
ehsure your informatlon Is secure and confldentlal, do the followlng:

. If you are logged In and need to walk away for any reason, cllck
Log Off. When you log off, your secure connection wil be
terminated. To view your Information agaln, you will need ta
log on again {re-enter your User 1D and password).

. Select a password that would be difflcult for others to guess.
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+ - Do not glve your password to anyone. Do not Jeave wrltten
notes with your password near your computer,

How do | set up my
password correctly?

Passwords must be from 8 to 20 characters kn length and tnciude at
least 1 alpha {upper or lowercase} and at least 1 numerlc character.

NOTE: Special characters - |@#$ can be used and your passwerd is
case sensltive.

Can my password expire?

Your password must he changed avery slx months.

What happens if | respand
Incorrectly to the challenge
questlons?

You will need to contact the Corporate Payroll office to reset your
password,

You are a new employee
who will use
ipayStatements, but you are
unzhle to reglster.

You must walt untll your flrst pay date has passed before you can
reglster to use |PayStatements. For example, If you recelve a paper
paycheck on Thursday afternaon, but the funds are not avatlable untit
Friday {the pay date), you must walt untH Friday to access
|PayStatements for the flrst thme.

After 20 minutes, the slte
times out.

To protect your privacy, IPayStatements has a 20-minute |dle time limlt,
After 20 minutes, you will be logged off of IPayStatements and you will
have to log Ih agaln to access the site.

Can } recelve an e-mall
when my latest pay
statement is available?

Yes. To set up this optlon, log Into iPayStatements and cllck Change
Your Notiflcations Optlons.

You receive your email
hotification after payday.

If you elect to have an automatlc emall notlficatlon sent to you when

-| your current earnlngs statement Is avallable, It Is possible that you may

recefve this natiflcation after pavday, This does not affect your direct
deposit.

When you try to view your
pay Infprmatlon, a Flle
Download messdge
window is displayed
Indicating you should open
the file or save it to a disl.

You heed the jatest verston of Adobe® Reader® to view your wage and
salary Informatlon.

. Clck Cancel to close the Flle Download message windaw.

On the IPayStatements home page, click the Adobe Reader link
to download the latest verslon of Adobe Reader,

Some parts of the site don't
seam to be working,

Blacking all pop-ups may prevent Important features In {PayStatements
fram working., ADP recommends that you turn off any pop-up blockers
while using iPayStatements, For more Informatlon about pop-up
blockers, refer to the jPayStatements ohllne help.
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