Employee Portal-External Guide

Accessing the employee portal — This can only be done after you receive your first payheck

1) Open your internet

2) Type the following in your address bar:
my.doculivery.com/systems3000-denville. This will bring you to your log in screen.
(The coordinating documentation can be found on our Website. And there is a
‘User Guide’ in the Portal-see bottom of this page).

To log into the employee portal

’ SYSTEMS 3000 -
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1) Enteryour ‘User Id’

Your last name

four digits of your social security number.

Your User ID is identified here.

(example: Smith1234)
User ID:

Your initial password is identified here.

Password: I:| Forgotten Password?

2) Next, enterin your ‘Password’
(This is a one time password only)

a) This will be your last 4 digits of SS#.
(example: 1234 or 4000)

b) Once logged in you will go through the prompts to answer 4 security questions and
change the password.

3) Click on the ‘Log In’ button

For a quick ‘User Guide’ of how to access the employee portal. There is 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’



Initial One time setup - 5”5!% 3000 |
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1) Answer the 4 security questions

a) Select 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.

d) Repeat steps a-c.

Welcome:

. 1) Inwht ity did you grow up? v Sae
e) Al 4 questions must be ( Aok b
answered and saved. (2)
)

2) Change the password m
a) Enter in the old password
which is the last four digits of
your social security number.

b) Enter in a new password-the

least six characters in length,

and contain  one  digit  gnter old Password: |

(example: Happyl).

Your password must be at least six characters in length and contain at least one digit.

c) Confirm the new password. Entar New Password:

3) Enter an email address Confirm New Password:

o) The emaiacaressmustoe TN

valid, it can be an email

address that you regularly PLEASE ENTER YOUR EMAIL ADDRESS.
use.

Email Address:

4) Click ‘Save Information’ button.

| Save Information |

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 step-by-step on the next page.



When you first log into the system, the

‘Pay Stub’ tab is your first view. Here houses your pay stubs

from the most recent, to the least recent. To view the pay stub do the following...

Viewing Your Pay St cucreasc =aoa

1) Click on the light blue arrow
icon, located under the ‘Click
To View' field.

2) The pay stub will display with
the following information...

Demographic Info.
Earnings
Deductions

Taxes

Direct Deposit
Messages

FEFEEFEF

Welcome: District Employee

InfoForms Messages Manage Your

Account

CLICK TO PAY DATE | NET PAY

VIEW

00000522 6/15/2015 2481.40
900000479 5/30/2015 2481.40
S00000436 5/15/2015 2481.40
200000293 4/30/2013 2481.40
Q00000350  4/15/2015 2481.40

-

Print/Save & Email the pay stub

1) Click ‘Print this document’ icon
this will print the pay stub.

2) Click ‘View this document as a PDF’
icon this will open the pay stub as a
PDF document. At this point you may
save the document to your desired
drive or USB.

3) To send a copy of your pay stub as
an email, select an option from the
‘Email a copy of this document’icon.

The three options are...

a) Encrypted PDF
(Password required)

b) Unencrypted PDF
(No password required)

c) Embedded HTML PDF
(Web format)

Pont HTML Statemaent View s & POF
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Pay stub Notifications

The email, along with the text message notifications,
are located under the ‘Pay Stubs’ tab.

It is located at the right side of the screen. A notification
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:

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

OPTION ON THE 'MESSAGES' TAB.

¥ OU HAVE NOT SET UP ANY USER
NOTIFICATIONS

Add Email Delivery Option

Add Email Notification

Add Text Message Notifications

Add Detailed 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) Enter a valid email address.
3) Click on the ‘Test Email’ button.

a.  An email confirmation will be sent
from Doculivery.

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)  Confirm check mark in the box ‘Notify me

when my pay stub is available’.
5) Click on the ‘Save’ button. ‘ a

EMAIL INFORMATION

Email Address:

' Test Email |

Motify me when my pay stub is available

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.

J—

SLrebd=

(3}

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

Click on the ‘Test Email’ button.

Select your delivery option.

Click on the ‘Save’ button.

This is an Un-
editable document.
Needs password
protected.

EMAIL INFORMATION

Email Address:

Test Email

DELIVERY OPTIONS

Email me my new pay stub (3as HTML).

Email me my new pay stub (as encrypted POF).

ave

Web browse
document. This
will send your
paystub as body
of email

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)
4)
5)

6)

Click on the ‘Add Text Message Notification’ field.

Enter your cell phone number.

Enter your cell phone provider from the drop down selection.

Click on the ‘Test Cell Phone’ button.

Confirm check mark in the box ‘Nofify 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 through text message.

CELL PHONE INFORMATION

Cell Phone Number: | ) -

Cell Phone
Provider:

[«

| Test Cell Phone |

You will incur normal text messaging
charges from your provider.

ALERT OPTIONS

Motify me when my pay stub is available

Close Save

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.
b. 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 allowed is three.
(The illustration below is just a sample)
2) Place a check markin the ‘Selected’ box for the item(s) of your choice.
a. Once the itemis selected, it will appear in the ‘Categories Selected’ box.

3) Enterin your cell phone information.
4) Click the ‘Save Text Messages’ button.

Pick from available

items by placing a check

mark in the

‘SELECTED’ box

Enter in your cell phone
number, provider, and

MMS option

Click on ‘Save
Text Messages’

to save

Manage Your
Account

Please Select up to 3 Items for Text Delivery

ITEM TO\TEXT SELECTED

BC/BS
FAMILY LEAVE INSURANCE

FEDERAL TAX:S55
FICA

IMPUTED TPAF

MEDI

MNet Pay ]
N] STATE A:55

PENS SAL 10-MONTH
SUI

TPAF CI

TPAF PENSION
UNION DUES - NJEA

You will incur normal text messaging charges
from your provider.

[ Save Text Messages H Cancel

CELL PHONE INFORMATION

Enter your cell phone ( )
number:

Select your cell phaone |Z|

provider:

* vou will incur normal text messaging charges from
your provider.

Test my cell phone
information: =

Categories Selected

- Once you select the
item(s) to send as a text
message, it will display in

- this box

NET PAY




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-tfime process. Paper W-2s will no longer be available, beginning with 2022 tax year.

1) Click on the following —_—m
wording: ‘Click here to opt- : Sysurgmgggg

in for electronic W-2s!’ Technolagy Advanced Applications for NJ School Digtriots
a. This will open a new
screen, allowing you
to opft-in. Start by
doing the
following...
2) Click on the wording: ‘Click
here to view a sample W-2'.

a. This s just to verify if You have the following W-2 documents available for view:
you have the OPT-IN FOR ELECTRONIC DELIVERY!
CLICKTO VIEW | DOCUMENT

capability to view

Welcome:

Stubs

_ Opt in now for W-2 electronic delivery! There are many

the W 2_05 a P'_DF' @ 2010 W-2. advantages, including being able to see your latest W-2
b. If you click to view online immediataly!
the PDF and you Click here to optin for electronic W-2s!
can't view the W-2, pay InfoForms
then you will want to
dOWnlOOd The 1. Verify that you can view your W-2 as a PDF. If )’OU cannot view
Adobe Reader; Clidhere to view a sample Wz, m. s download the Adobe
If you cannot view your W-2, click the link to the right to ettt

which is located on download Adobe Reader. A Reader. It’s free.
ThIS screen, Oﬂd free, 2. Agree to the terms of use.

Please read the Terms of Use, and check to see if you can view the online W-2 sampie:

3) Agr’ee to the terms of use. If you agree to the Terms of Use, and can view the W-2 sample, then select the checkbox below.
4) Enterin your SS#. Doculivery Online W-2 Terms of Use :
5) Enterin your email address,
and confirm the email The Internal Revenue Code allows Form W-2 (W-2) to be furnished in an electronic format provided it conforms
to all applicable legal requirements. (Treas Reg 31.6051-1). By meeting these requirements, your employer is
address. considered to have furnished your W-2 to you, the recipient. in a timely manner.
6) Choose your method of 1. Employee Consent
d e“\/ery. ”» iS our Your online registration for online W-2s on the Doculivery website represents vour electronic 2

recommendation to ‘Just
notify me when my W-2is

1 have read and agree to the terms of use.

3. Enter your information.

available’. Enter your Sacial Security number: - -
7) C“Ck on The ‘SGVe Opf-|n' Enter your email address:

bUTTOh Confirm your email address:
8) Validate email address. 4. Choose your delivery method.

Send me my W-2 when it is available.
T'd like my W-2 attached to my notification email as a password-protected PDF file. I understand that 1 will have to use
my Social Security Number and Adobe Acrobat Reader to view the attachment. If [ do not already have access to Adobe

Recommended Acrobat Reader, 1 will download a free copy.
. Just notify me when my W-2 is available.
dellver'y. I'd only like to receive the notification email stating that a new W-2 file is available for download from this website. I do

not wish to receive my W-2 as a password-protected PDF attachment via email. I understand that I will have to manually
log into this website to obtain my W-2 as a password-protected PDF. I understand that I will have to use my Social
Security Number and Adobe Acrobat Reader to view my W-2s. If I do not already have access to Adobe Acrobat Reader, 1
will download a free copy.

\ Save Opt-in H Cancel




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

1) 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
must be entered in order to view the W-2.
b. Click on the 'Ok’ button to proceed.
c. Click on '‘Open file'.
2) Enterin your password.

a. When you enter your social J fv_"‘ g,nn” L

security number, just enter UGS VOV
in the nine digits without Technology Advanced Applications for NJ 8chool Distriot:
any dashes or spaces.
3) Click on the ‘Ok’ button. i
a. Once the W2 is available, s
you can print or save right
from here. RN InfoForms ~ Messages  Manage Your - Help
Account
You have the following W-2 documents available for view:
OPT-IN FOR ELECTRONIC DELIVERY!
CLICKTO VIEW | DOCUMENT
P Opt in now for W-2 electronic defivery! There are many
z A10W-2 advantages, induding being ableto see your atest W-2
online immediately!
Click here to opt-in for electronic W-2s!
m ¢
Pl /000 READCK
2eeee | T = [— SAMPLE W-2
L L ———— T Wages Spn st v~.;:;‘-! 2 Fotes mowme ten wilhhet ]
-D-xs't;x-::t-lll.a'%e s SR S1am e 215622
123 Main Street] Sy o o | e |
New Jersey, NJ 07245 T Gauied sonuty e 8 Aluasiud tye
000 o0
o S e N et 2

Employee Name

200 E. Main Street e o
New Jersey, NJ 07012




W2 Change to Opt-In

After opfing in to receive the W2's electronically, you may change the delivery option for email
or text message or opt-out of receiving the W2's electronically.

-/ SUSTEMS 2000 -

To change your W2 delivery method. Teshnlegy Advanosd Applioatlons fon NJ Bahaol Dissricts

Welcome: District Employee

1) Click on ‘Change W-2 Delivery
MeThOd’ TOb Sl:zzs IR [nfoForms = Messages Mag:cgni::ur Help
2) Place the bullet in the delivery option

You have the following W-2 documents available for view:
CONGRATULATIONS! YOU ARE OPTED IN FOR W-2

you wd nt. DELIVERY!
CLICK TO VIEW | DOCUMENT
3) Click the '‘Save’ button --

You will receive a notification as soon as your W-2 is

# 2010 W-2. available at the email address
2] 2009 W-2. jharrington@systems3000.com.
1 +

‘CHANGE W-2 DELIVERY METHOD

CHANGE W-2 DELIVERY EMAIL

OPT OUT OF W-2 DELIVERY

To change or add an email delivery option.

Enter the new email address that you want the w-2

1) Click on the ‘Change W-2 Delivery
Email’ field.

2) A box will display for you to type in an
email address.

3) Confirm the email address.

4) Click the ‘Save New Email’ button

5) Validate email address. :
| Save New Email |

delivered to:

Confirm the email address:




InfoForms

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

CUCTEME TNNN
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InfoForms

Change of Information

Direct Deposit

Federal W-4

NI 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.

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

Federal W-4

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

NJ W-4

1) Click on the ‘NJ W-4'field.
a. Fillin the appropriate fields.
2) Click on the ‘Submit NJ 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 a message (s) waiting for you in the portal.
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 nofification. This is an optional setup.

To read

messages click

light.

SUSTEME 200D

reachnology Advancad Applicationa for NJ School Diatricts

Welcome: To set up email/text

notifications, click on

Ia You have 1 new message ﬁeld(s), then fill in the
GG B Messages RREUEN RN appropriate information

Account

DATE YOU HAVE NOT SET UP ANY USER
MESSAGE m CREATED NOTIFICATIONS
Test message to Test Emploves
Add Email Notification

Add Text Message Notifications

m 11_."10,1"20 10

- SUSTEME TNON -
ey o [ e v [ S i A e e’ o
Techneology Advanced Applications for NJ School Districts English |z|

Welcome: DISTRICT EMPLOYEE

Wou hawe no messages.
¥OU HAVE NOT SET UP ANY USER NOTIFICATIONS

CELL PHONE INFORMATION

Zell Phone | .
Mumber: " i

Cell Phene |E|

Provider:

| Test cell Phone |

You will incur normal text messaging
charges from your provider.

ALERT OPTIONS

Motify me when I have a new message.

Close Save

and save.



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 email address

1) Highlight the email address, and then enter in the new email address.
2) Click ‘Save Changes’ button.

Change the password

——]

Yeur password must be at least six characters in bength ansd
contaln at least cne digit.

Erzer Mew Fatgamord
ST ——

1) Click on the ‘Change Password’ field.
a. A new window will display.

2) Enterin your old password.

3) Enterin anew password.

4) Confirm the new password.

5) Click on the ‘Save'button.

Change encryption password used when PDF’'s are emailed

1) Click on the ‘Change Encryption Password Used When PDF’'s Are Emailed.
a. A new window will display.

2) Enter new encryption password.

3) Confirm new encryption password.

4) Click on the ‘Save’ button.

Change the security questions

1) Click on the ‘Change My Security Questions’.
a. A new window will display.

FLLASE FRONTIE JOVSWERS 104 OF [ O LOWTING (S 10N,
1 Dt ity el o e !
el e et el bocm it ? VYT
T I o el o e Bl i Laroa

1] Wl i o e st = ar

2) To change the security question, click on the ‘Remove’ button.
3) Select a question form the drop down menu (at boftom).

4) Answer the question in the open field.

5) Click on the ‘Save’ button to store your question and answer.
6) Click on the ‘Save Changes’ to save your changes.



When to notify your payroll department

There are a few things that will not be controlled by you as the user such as name change, or
user name change. Another thing out of your conftrol is the ability to unlock 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 general.

In the event that you get locked out 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

Message from webpage

payroll administrator-.
Your account has been locked. Please contact the payroll department
! to have your account unlocked.

OK

If you forgot your password, but

are not locked out of the portal,
click on the ‘Forgotten Password’
field to change your password. Use
this if you have tried entering your

3 5?5!% 505@ b password 2x unsuccessfully.

Technology Advanced Applications for NJ School Districts

PLEASE LOG-IN TO THE DOCULIVERY SYSTEM. _

Your User ID is identified here.

User ID:

Your initial password is identified here.

Password: ‘ Forgotten Password?




