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Employer Registration

Once you, as an Employer user, have been connected and invited to the Portal from the Payroll
application; you will receive an email invitation with a ‘link’ that will take you to the Portal website

to start registration. The invitation link within the email is valid for 20 days.

my@PayWindow

Employer Invitation

Welcome to myePayWindow

Dear Michelle

You are invited via this email to register on the myePay\Window website so that
you can securely access your company payslips and related payroll information
at any time and from anywhere

This registration process requires that you enter various personal and previously
agreed information. This invitation will be valid for 20 days

Click here to Register

Please note, if the invitation has already expired please contact your Employer
who vill be able to send & new invitation to you

JIRIS

Note: The text in the invitation email differs slightly between Employer users and Employee
users in that Employees are advised to have a previous payslip to hand when they go through
the registration process as they will require their NI number to verify their identity (or passport
number if they don’t have an NI Number). We do not explicitly state the requirement for an NI
number in the email for security reasons and Employees who do not have an NI number should
be individually pre-warned of this registration requirement. Employer users registering will need
to have prior knowledge of a ‘secret’ keyword pre-agreed with the Payroll Bureau or department

(see step 1 below)

Registration Step 1 - Verify Identity

The first step of registration is to verify that you are genuine. The details on this screen (see
below) need to match your details set up in the Payroll software. All fields must be entered

correctly to verify your identity and for the registration process to continue to step 2.

Note: First Name is as per the Payroll Employer or Employee record. If you have more than one
name in this field, any one of the names can be entered. For example, if you are known as ‘John

James’ either John or James can be entered in the First Name entry field.

Note: Secret key is a word you have agreed with the Payroll Department user, for example this

could be a pre-existing report password.
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First time login

my@PayWindow
2 Give consent ) Set-up account

We need to verify your identity before creating your account

Email Address. n
First Name u
Last Name u
Date Of Birth u
Secret Key u

@ Verify your identity

Registration Step 2 - Give consent

On completing Step 1 successfully, the registration process moves to Step 2, consent. By scrolling
to the foot of the Give consent window and clicking the ‘I agree’ button, the registration process
moves to step 3.

First time login

my@PayWindow

o 2 | Give consent Set-up account

In this Privacy Policy references to we, our or us are to Star Computers Limited. References to A
the Website are to myePayWindow.com

1.  What Information we Collect i
2. Why we need it 3
3. What we do with your Information v
4. How long we keep it 4
5. How we protect your Information 7
6.  Your Consent N
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Registration Step 3 - Set-up account

This step involves you setting up your Portal username and password:

= Username - minimum 6 characters, an email address can be used if this more easily
remembered. Note: if you are an existing ePayslips user you can use your ePayslips
Employer UID if this is more easily remembered

= Password - minimum 8 characters, 1 upper case, 1 lower case, 1 special, 1 numeric.
Note: an existing ePayslips password can also be used

First time login

my@PayWindow
° °

Now complete the security details you'd like to use

ac@celestial.com

CYTYTY Y Yy
VERY STRONG

Note: A special character is a punctuation type character from your keyboard such as (|, ?, %, =,
*)

The password strength for any entered password is shown dynamically on screen, the password
strength indicator will only change to green and very strong, when you have entered a password
meeting the criteria.

The password will need to be entered a second time to verify it and you will not be able to
register until they match.

On clicking the Register button, the following message is displayed. You will then receive an
email to activate your user account, so the full registration process is not yet complete.

my@PayWindow
&

Thanks! Please check your email and follow the account activation link.

You must login to complete your account set-up.
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Registration Step 4 - Activate account

The final step in registration involves clicking the activation link in the email sent to you in Step 3,

and then successfully logging in to the Portal.

Warning - If the activation link is not used within 24 hours then the registration process will
need to be re-started from the link in the initial invitation email if it is within 20 days. If more

than 20 days have passed you will need to ask to be re-invited by your Payroll Department.

my@PayWindow

User Account Activation

Welcome to myePayWindow

Dear Michelle
‘You are almost done!
This activation link is valid for 24 hours so don't delay.

Click here to activate your account (you must login to complete activation)

Please note. if the link has already expired please contact your Employer who
will be able to restart the registration process.

You have received this email because your

payroll is processed using Payroll I R I s
Professional, but we do not manage your I

payroll depariment. Please direct any

employment related questions to your
company's payroll administrator.

payroll-support@ins.co.uk.

On clicking the activation link you will be automatically directed to the login screen on the Portal

where you must login to complete registration.

my@PayWindow

PLEASE ENSURE YOU LOGIN NOW TO COMPLETE ACCOUNT ACTIVATION

Username n

Password

Forgot Password? Forgot Username?

JIRIS
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Enter the login details created during step 3 and click ‘login’, this will complete the registration

process.

my@PayWindow

PLEASE ENSURE YOU LOGIN NOW TO COMPLETE ACCOUNT ACTIVATION

oa s wery

Additional authentication - 2SA/2FA

UIUCASHM n
Forgot Password? Forgot Usemame? |

MeTCRAFT

JIRIS e

2 forms of optional user security authentication can be used in addition to the standard

username and password:

= 2 Step authentication 2SA - Requires a user to set-up a memorable word from which

they will be required to enter 2 random characters from this word each time they

log-in to gain access to their account

= 2 Factor Authentication 2FA - Requires a smartphone ‘Authenticator App’' (Google /

MS /Authy/andOTP are some examples) Each time a user logs-in they will additionally

need to enter a code generated by the authenticator app to gain access to their

account

If additional authentication is not enforced, then 2SA/2FA Authentication can be optionally

enabled by an individual user via the My Settings/My Account pages.

By default, additional authentication is not enabled (None). Use the drop-down selector to

choose to enforce either 2SA or 2FA. Then click ‘Save’ at the foot of the page to apply.
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2 Step Authentication
If 2SA is enforced for your users, the user will be asked to create a memorable word. The
Memorable word can only contain letters and digits and be between 6 and 12 characters in

length

Clicking Submit saves the memorable word to your user account

First time memorable word

my@PayWindow

Please enter the new memorable word you would like to use

The Memorable Word must only have characters, digits and maximum 12 characters long
Memorable Word

The word and i word do not match.
Confirm Memorabie Word

Once a username and password are entered a second page is displayed where the user must

enter two random characters from their memorable word.

my@PayWindow

Enter the following characters from your memorable word:

2nd: 5th :

Forgot Memorable word?

METCRAFT
JIRIS prmm———
—_ O bty
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A message is displayed if incorrect characters are entered.

my@PayWindow

Enter the following characters from your memorable word:

2nd:[A v]ath:[A ~

The Information provided is incorrect, try again

Forgot Memorable word?

+IRIS

After 3 incorrect attempts the account will be locked.

my@PayWindow

Enter the following characters from your memorable word
2nd: [A ~]4th:[A ]

Your account has been locked, ciick on the Forgot Memorable word fink below to reset your
memorable word.

Forgot Memorable word?

JIRIS

If the account is locked the user will need to wait an hour to re-enter the 2 characters from the
memorable word or contact their Bureau/Employer to unlock the account.

Forgot Memorable word reset during login

To reset the memorable word, click the ‘Forgot Memorable Word' link

Enter your username to receive a reset link via email. The User must provide the verification

details in the email to reset the memorable word and gain access to their account

my@PayWindow

Forgot your memorable word?
Enter your Username and we will send you a link to reset it

aard [ |
@ submit

As 2SA has been enforced at company level the User will be unable to edit personal settings
under My Settings/ My Account.

= Celestial Limited & O A Contari-
W Esmpioyer Dashboard

— | W - =3

© wPaysien W hcme - Uy Setings

W Enpiogees. My settings

L T e L]

8 Use asamonst aumentcston 33 par af e logen process.

.
it

]
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i
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Individual User 2SA Activation

An individual can Enable 2 Step Authentication for their myePayWindow account provided that
2SA has not been enforced via Administration at Employer/Bureau Level.

From the Top-bar, click on the username and My Settings.

B4 EXEa

MY COMPANY INFO
2 A S o o sorany mbaten

Qo USEFUL LINKS (Epiorer ) mysPayWindow Guide ‘
BSI060L m nm

1PP.Star Buroau Limited 01273 300715

Paysip Example ‘

On the My Account tab, click the Enable 2SA button.

If the Enable 2SA/ Remove 2SA button is greyed out, 2 Step Authentication has been enforced
and users cannot change this setting.

= Celestial Limited

¢ Empioyer Baskboara

P . |

T oPaysips W ame oy S

&' O Agha Centaur-

¢ Empioyees
= stnstes

= Adminisiraion

0 Privieges

© Lagout

Click the confirm button to set-up your memorable word.

Enable 254

Are you sure you want to Enable 2 Step Authentication on your account? Click on confirm to be
directed to the login page where you will be asked to create 8 memorable word.

Cancel Confirm
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Users will be next asked to enter their username & password, after which they can ‘set-up’ the
memorable word. The Memorable word can only contain letters and digits and be between 6
and 12 characters in length.

First time memorable word

my@PayWindow

Please enter the new memorable word you would like to use

| Memorable Word

Confirm Memorable Word

If the Enable 2SA/ Remove 2SA button is greyed out, 2 Step Authentication has been enforced
and users cannot change this setting.

-]

If 2SA is not enforced, a user can Remove 2SA from their account via My Settings/My Account
and the Remove 2SA button.

W Empioyer Dashoosrd
U |
B ePaysips W Homwe . Wy Semngs
* Empioyses My settings
® sustcs Ak | OWksme | iy AR
« Aommayaton B Rese Resout Saceety 8 Use s3stony aumanticaton 3¢ par o e gon omcess
@ Prvisges v
© toget E==ga e e i o
[Sessias] :
EE===

85020 Gty P A sits s

Once a user has confirmed this action, they will be directed to the login page.

Remove 2SA

Are you sure you want to remove 2 Step Authentication on your account? Click on confirm to
return to the login page. You will need to enter your usemame. password and 2 characters from
your memorable word to remove the 2SA action.

Confirm

Enter the Username, Password and 2 characters from your memorable word to confirm the
remove 2SA action.

my@PayWindow

PLEASE ENSURE YOU LOGIN NOW TO CONFIRM YOUR ACTION

Usemame n

Password
@ Login

Forgot Password? Forgot Usemame?
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Forgot Memorable word reset during login

To reset the memorable word, click the ‘Forgot Memorable Word' link

Enter your username to receive a reset link via email. The User must provide the verification
details in the email to reset the memorable word and gain access to their account.

2 Factor Authentication

If 2FA is enforced for your users, the user will be asked to scan/enter a QR code:

First time Authentication

my@PayWindow

Scan the QR code or add manually your code using a
mobile authenticator:

Type the following code in your Authenticator App
GE3DKODDGAZGELIXGE
Enter the code provided by your authenticator app:

Enter the code

Ensure you have your “authenticator app” installed on your smartphone.
Scan the code or enter manually to access your account.

Note: If you are using your smartphone for first time authentication, either copy and paste the
long code or hold your finger down on the QR code. You will be asked if you wish to open in
“Authenticator”. Your chosen authenticator app will open, and you will be asked to add the

token.

The app will provide you with a code which you will need to enter to access your account. Enter

the code provided and you will access your account.
my@PayWindow

Enter the code provided by your authenticator app:

Enter the code

Forgot Authenticator?

et
JIRIS oAt
SRS

If the account is locked the user will need to wait an hour to re-enter or contact their

Bureau/Employer to unlock the account.
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Forgot Authenticator - reset during login

my@PayWindow

Enter the code provided by your authenticator app:
Enter the code

Merc
JIRIS Mercarr

riy Avdeed 3019-09-23

Click on Forgot Authenticator?

Enter your username to receive a reset link via email. The User must provide the verification
details in the email to reset the authenticator and gain access to their account

my@PayWindow

Have you forgotten your 2FA Authentication?
Enter your Username and we will send you a link to reset it.

Usemnmame n
® Submit

If 2FA is not enforced, a user can Remove 2FA from their account via My Settings/My Account
and the Remove 2FA button.

= Celestial Limited a' O aphContari-
& Employer Dashboad
e | | W . = |
® ePaysips W Home . Wy Setings
# Employees My settings
® Statstics SWyreyes  Owyacost  @WSetp 8P d e
« Adminswaton @ ResetAccot Secuy 8 Use 33t0ns sunerscation 5 pan of e ogon pecess
W Prdeges o
o toyut == et =
=
S

 On Eubseet g ou WA e e 08t 3 oo a3 by e 236

S2030 Caaey Pyt Al s assrmt

Once a user has confirmed this action, they will be directed to the login page.
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Remove 2FA

Are you sure you want to remove 2 Factor Authentication on your account? Click on confirm to

be directed to the login page where you will be asked to scan or enter a QR code to confirm the
action.

Cancel Confirm

Enter the Username and Password

my@PayWindow

PLEASE ENSURE YOU LOGIN NOW TO CONFIRM YOUR ACTION

Simpsonl1!

seseseess

@ Login

Forgot Password? Forgot Username?

Enter the code provided from the authenticator app to confirm the removal of 2FA

my@PayWindow

Enter the code provided by your authenticator app:
Enter the code

n . —
' |IRIS o4

) Y
Securty Audted 2015-09-22
[r— Ciick to Venfy

Individual User 2FA Activation

An individual can Enable 2 Factor Authentication for their myePayWindow account provided that
2SA/2FA has not been enforced via Administration at Employer/Bureau Level.
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From the Top-bar click on the username and My Settings.

MY COMPANY INFO QO USEFUL LINKS (=50 myePayWindow Guide ‘

B53060L m m

1PP.Star Bureau Limited 01273 300715 Paystip Example ‘

Vewhsreseson ©

[T e —

If the Enable 2SA/ Remove 2SA button is greyed out, 2 Step Authentication has been enforced
and users cannot change this setting.

Click the enable button to set-up 2FA

= Celestial Limited s O A Certari-

W Empiojec Dashboard

& Moticanons @
0 epayin
 Ewicjees

& stastes

« sameiswaton

b e 2 et e o e

W Priveges

© Logout

Click on confirm

Enable 2FA

Are you sure you want to Enable 2 Factor Authentication on your account? Click on confirm to be
directed to the login page where you will be asked to scan or enter a QR code

Cancel Confirm

Users will be next asked to enter their username & password, after which they will be asked to
scan the QR code or add manually using the authenticator app.

Ensure you have your “authenticator app” installed on your smartphone.

Note: If you are using your smartphone for first time authentication, either copy and paste the
long code or hold your finger down on the QR code. You will be asked if you wish to open in
“Authenticator”. Your chosen authenticator app will open, and you will be asked to add the
token.

The app will provide you with a code which you will need to enter to access your account.
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Enter the code provided and you will access your account.

First time Authentication

my@PayWindow

E H'.-' E Scan the QR code or add manually your code using a
- ﬁ mobile authenticator:
e
n - Type the following code in your Autheniicator App
GE3DKODDGAZGELIXGE

o
ﬁ. gy | Enter the code provided by your authenticator app:
- Enter the code
[=]grdasi?

© Submit

Enter the code provided

my@PayWindow

Enter the code provided by your authenticator app:

Enter the code
Forgot Authenticator?

ercearr

JIRIS
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Using the Portal

myePayWindow user interface

The diagram below describes the main elements of the Portal site. The layout and options are
essentially the same for all Portal users, the main difference being the options available in the

‘Left-menu’ and the contents of the home-dashboard page.

Quick Access Buttons -

Logo and Quick

[ Your Company Name & Logo ] Top bar can be coloured can be custom linked to

to match your company Access Button

left menu pages

[ Showrhide left menu ] branding Bar

= Celestial Limited

# Empioyer Dashboard
) Sos
Left menu - click & Nobicatons @ ()
items to access page ® ePaysiips s

View/change your

e INFORMATION FROM YOUR BUREAU

New COVID guidance available

= Statistics personal settings items to

access page

Clickable navigation  Privieges Ross Py
14,798.56
‘breadcrumb’ Ol +)
Last run pay widgets
MY COMPANY INFO USEFUL LINKS
Sy of your compan frmation
BS30 60L m 1
TacoamCT eoemcrcooe | TanerEREnce
IPP-Star Bureau 01273 300715
Limited TELEPHONE Payslip Example .
s Useful links set up by
R T— .
your Bureau as a tile and
[ERTPR——— )
Broadcast message User guides
from your Bureau

Main content area - on

&

My Company info

After logging in to the Portal you will arrive at your Home-Dashboard page from where you can

Useful links set up by

login, this is the home
your Bureau
dashboard page [ Change the useful link ]

view from ER to EE

access various menu options and Portal features:

= Home-Dashboard - Your home screen, provides data insights regarding your Payroll
activity, last pay run, Company info and Pension contributions for the last pay run

= Notifications - a list of various notifications regarding your Payroll, for example
payslip and report delivery

= ePayslips - Listing of all payslips, CIS Statements, P60s, P45s and P11Ds that have
been sent to the Portal, payslips/statements for each period can be opened and
viewed

= Employees - Listing of current employees and leavers. Current employees are
displayed by default and a leavers view can be switched using the Current-Leavers
drop-down selector

= Statistics - Population Statistics - A snapshot from the last month provides graphs

by month or for a selected period
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= Administration - This is the Portal Administration area for your Company and
Employees for you as the Employer

= Privileges - This is where you can create Employee Groups based on the Analysis
Groups held in Payroll, add your Employees to, create roles, set custom Privileges,
and assign Employer Users

= My Settings - This is where your personal Portal settings can be viewed and
changed. This includes setting 2SA/2FA and enabling email notifications

Top bar

= (Celestial Limited 4° &2 © AlphaCentauri~

The Top-bar (see above) appears at the top of the Portal screen and can be coloured to match

your company branding.
The information displayed on the Top-bar from left to right is as follows:

= Burger icon - hides/shows the Left Menu

= Company name - Your company name

= Notification alert icon - shows the number of new notifications
= Logged in User Name - Your name

Burger Icon and Company name

= Celestial Limited

The Burger icon next to the company name allows you to collapse the Left Menu, allowing the
main Portal content to be maximised in the display area.

Notification and Document alert icons

The Alert icon badges show you the number of new items received for Notifications and
Documents, clicking on either of the Alert icons will allow you to see summary of the
corresponding new items and you can access them directly using the ‘View All
Documents/Notifications' link.

4° &2 © AlphaCentaur|

You have 2 new documents
&d PARUMG. pdf Wed, 27/06/2018
&d PARUME pdf Wed, 27/06/2018

View All Documents
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Logged in User Name (you)
£ My Settings

@ User Guide

®) Feedback

¢ Logout

By clicking your User Name, you can access the My Settings area, user guide and other options
as per the dropdown list displayed.

Logo & Quick Access bar

The Logo & Quick Access bar is located directly under the Top bar.

.‘.= Notifications Documents ePayslips
- No New messages no new documents Payslips, P60s, P11ds

When a Logo has been set (see Administration - Branding section) it will display on the left-
hand side of the Logo & Quick Access bar.

-..
. Cebessial Limniced |

Additionally, a Logo URL can set up so that when a user (Employer or Employee) clicks the Logo
image (see above) they will be redirected to the web page specified.

A Bureau logo can be set up to show on the base of the Employers left menu (See
Administration - Details section)

The Quick Access buttons appear on the right-hand side of the Logo & Quick Access bar. The
quick access buttons can be customised so that they link to the left menu page options as
required (see My Settings - My Settings)

ePayslips Statistics

Payslips, P6ds, P1lds Show stalistics

Navigation ‘Breadcrumb’

& Home » Employees Listing » Payslips for Pippa Barnden
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The Navigation breadcrumb shows the site location for the current page. You can click on the
various sections within the Navigation breadcrumb to navigate to the page required (so in the
example above by clicking ‘Employees Listing’ you will go back to the Employees Listing page)

Left Menu

The Left menu allows you to access the main content pages within the Portal. For Notifications,
the number of new items received is displayed in the menu in a red ‘alert badge'.

& Employer Dashboard
A Notifications &

By ePayslips

& Employees

of Administration

& Privileges

@ Logout

The options available in the left menu vary according to your Portal User type. For example,

Employees have no access to Employees or Administration and can only see their own
information.

Home-Dashboard page

INFORMATION FROM YOUR BUREAU
New COVID guidance available

Period: 6
Tax period: 30/09/2020

NET PAY ‘GROSS PAY. DEDUCTIONS TOTAL PENSION
£ 1134399 wp) 14,798.56 (wp 345457

MY COMPANY INFO % USEFUL LINKS Employer v myePayWindow Guide
Summary of your company information Useful links set up for you by IPP-Star Bureau Limited
BS30 6DL 11 1M1 COVID Reporting
TAXDISTRICT TAADISTRIGECODE TAREEERENCE HMRC- Off Payroll Working rules from April 2021
IPP-Star Bureau 01273 300715
Limited TELEPHONE Payslip Example

BUREAU

View Administration ©

©2020 Galaxy Payroll. All rights reserved.

As the name suggests the Home - Dashboard page is your site home page and is where various
‘dashboard’ content is displayed.

Broadcast Message - Your Bureau can set up a Broadcast message that will show on all

Employer dashboards. Employer users can set up Broadcasts for their employees by clicking on
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View Administration or accessing Administration/Employee Dashboard from the left menu.
Please see the administration section for further guidance.

The Home-Dashboard is where various dashboard widgets can be displayed to show summary
information relating to your payroll

My Last Pay Run widget, this shows the breakdown for the last pay run, Period details, the Total
Pay, Deductions, Net Pay & Total Pension contributions (ER & EE) these figures are a total for all

employees paid in the period. The ePayslips can be accessed from this by clicking on the widget.

Note: If Employer Privileges are enabled and users do not have access rights to all information
the My Last Pay Run widget will not show.

The My Company Info widget displays Employer Tax information - Tax district, Tax District code
and Tax Reference. Your Bureau name and telephone number if relevant. You can access your
company Administration settings by clicking on View Administration.

The Useful Links widget displays useful links that have been set up by your Bureau to display on
the employer dashboard. You can create Employee useful links by clicking on View
Administration or accessing Administration/Employee Dashboard from the left menu. See
the Administration section for further guidance.

Notifications
= Celestial Limited
# Employer Dashboard
o
£0a preeerie
& Notifications @ [ )
I oPaysiips ¢ Home » Nolifications Listing
# Employees Notifications
E Statistics A Notifications i
o Administration e B3 il
& Privileges O Toe Received ¥ Type Due days)
© Logout [mRAY whiy 092020 payslips are ready for publishing Tue 15092020  Information Tue 15092020 +

O L) Monthiy 092020 paysiips have been published Tue 15/09/2020  Information +

£
&

[0 L) Celestial_Bonus_OT_Sep20_Pay_run_Celestial Limitad_M_300920.xisx has been downloaded by your bursau user N Payroll Tue 15092020  Pay run data Mon 30/11/2020 { 74d ) +

Shewing record: 110 3 from 3 emis)

Actions on
selectsd

©2020 Galaxy Payroll Al rights reserved

The Notifications page shows various notifications that are sent to you. Notifications are a result
of actions carried out in the Payroll application or actions on the Portal. You can click to sort on
the various column headings in the notification list.

To manage your notifications, you can mark them individually or collectively as ‘read’ and remove
them from the ‘current’ view by archiving them. Use the Current/Archive selector at the top
right-hand side of the notifications list to switch views.
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As an Employer you receive Notifications after the following events:

Notes:

Payslips are ready for publishing - Employees cannot see Payslips yet, but you can
review now in advance of the publish date

Payslips have been published - On the day when Employees are able to access their
payslips

P45s have been published- when P45s are uploaded by your Payroll
Bureau/Department

[YearYYYY] P60s have been published for [X] Employees - when P60s are uploaded
for X number of Employees by your Payroll Bureau / Department

Warning that a document will be deleted in 10 days - reminder to download a copy if
you want to retain a copy

AE letters have been uploaded for [X] Employees - where X is the number applicable
An Employee has declined consent to use the Portal either during or after Portal
registration

An Employee Leaver Portal account will be deleted in 10 days

An Employer Leaver Portal account has been deleted

Portal terms and conditions have been updated - myePayWindow usage terms have

changed, and you will need to confirm your agreement

"In the current Portal version, these notifications are only sent to the default Employer User, you

define this user via Administration - Details

Archived notifications are automatically deleted by portal housekeeping routines 3 months after

their ‘due’ date’ or the ‘received date’ when there is no notification due date.

You can choose via My Settings if you want to receive an email reminder summary for new

notifications received in the past hour.

Notifications have the following features:

Title - Description of the notification

Received date - the date the notification is received

A Type' - either Pay run data, Starters and leavers, Other, Registration, Information
A ‘State’ - High (needs attention), Moderate, or Low (most are High by default)

Due date (Xd) - For documents sent by Employers, the accompanying notification will
show the pay date for which the document applies and how many days (Xd) remain

between now until this date (this will dynamically update)
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Notification actions:

Click “+ 7 -"in the end column or anywhere on notification to expand or collapse view to see ‘item
actions’

-
Mark As Read Ar

hive

i

= Mark as Read/Unread - this decrements/increments the Icon ‘badge’ © i the menu
and top bar B8 and bolds/ un-bolds the entry in the listing

= Archive / Un-Archive - once read a notification can be moved to the archive list

= Payslip - view the payslips

= Multi-select Actions - by clicking the select tick-box ' you can select multiple
notifications and apply actions from the actions shown at the footer of the
notifications listing e.g. Archive or Mark as Read

ePayslips

Payslips by Period
The ePayslips left menu option displays the Payslips by period page. For each period in the list
payslips are available to either view or download for all employees that were payroll processed.

20195 Tuasday 315t December 2018 12

20198 Friday 29th November 2015 12

= Celestial Limited & © AlphaCentauri-
4 Employer Dashboard
i
ces ==

& Notifications @ [ )

& ePayslips 4 Home » ePayslips » Payslips by Period

# Employees Payslips by Period

£ Statistics

@ I Ehion PE0s P45s Pensions

# Privileges e

© Logout e
[m] Ta YesuPerion Tax Period Start v Frequency
o 20208 Wednasday 30th September 2020 2 +
o 202008 Monday 31st August 2020 12 +
(m} 202004 Friday 31st July 2020 12 *
o 20203 Tuesday J0th June 2020 12 +
(u] 20202 Friday 29th May 2020 12 +
(m] 20201 Thursday 30th Aril 2020 12 +
= 201912 Tuesday 315 March 2020 7 .
o 20191 Friday 28th Febeuary 2020 12 +
o 201910 Friday 31st January 2020 12 +
o +
= +

+

Q]

o

20197 Thursday 3181 Octobar 2019 12

Click on a period in the listing to expand the entry and access the ‘View' action:

B Pay Period

B

a Tax Year/Period Pay Date ¥ Frequency

] 201806 Friday 25th September 2018 12 -
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Click the view action for the Pay period chosen:

L]
Friday 28th September 2018

This will open a page listing of employees.

=1 Payslips
] Forename Surname Pay Date v Tax Year/Period Net Pay
[m} Howard Matthews Friday 28th September 2018 2018/06 227384 +
[m} Julie LeMaire Friday 26th September 2018 2018/06 227384 +
[m} Angela Bealey Friday 28th September 2018 2018/06 2273.84 +
[m} Azmat Hoddell Friday 28th September 2018 2018106 2273.34 +
[m} Pippa Barnden Friday 25th September 2018 2018/06 2273.84 +

Showing record: 1 to 5 from 5 ftemis)

Actions on
selected:

Click on any Employee name to access actions to either view or download payslips as required.

@ X
Friday 28th September 2018 Friday 28th September 2018

To download payslips for all employees use the check-box in the header of the first column to
select all, or selectively set the check-box against required Employees and then at the footer of
the Employees list click Actions on selected: Download

= Payslips
= Forename Sumame
# Howard Matthews
(] Julie LeMaire
7] Angela Bealey
(m] Azmat Hoddell
# Pippa Barnden

Showing record: 1 fo 5 from 5 itemis)

Actions on 3
selected: Downlozd

When viewing an online payslip, you can use the Previous and Back buttons to scroll through
each employee’s payslips in the selected period. The payslip layout will display according to the
template you have set (see Administration-payslip settings)
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Celestial Limited

Private & Confidentia

Mrs Angela Bealey

Salary bl I I B Tax 413.00
Mational Insurance 285.40
Pension Contribs. 63.42

I\Total Payments 3:1?1.12j \Total Deductions ?SI.SU

Employee No: &5 MName: Mrs Angela Bealey

MiMo:  AA555555A Date: 30/08/2020 Net Pay 240921

NI Rate: A Perod: Month Ma: 8

Tax Code: 1250L  Pay Method: Zazh

Gross MNlable 15,855.60 Student Loans 0.00 Employee Pension 380.52
Gross Taxable 18.646.20 SsP 0.00
FAYE Tax 2.478.20 Cther Stat Faymenis 0.00
NIC 1,427 .45 MNet Pay 12,045.85

Employer Pension: B851.35 Employer's NI: 1,683.00

Celestial Limited

Payslips Migrated from IRIS OpenPayslips

Follow the steps above for ePayslips. The only difference with migrated payslips is you can only
download them; you cannot preview them.

P60s

From the Payslips by Period page click the P60s icon to view your P60s by Period (as available &
when uploaded by your Payroll Department/Employer)

Click icons to switch view to Payslips by Period or P45s

e @ @

Payslips P45s Pensions
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Search for P60s by Tax Year, click column heading to sort ascending, descending, click '+ / -" or
anywhere on the entry to expand or collapse the view to open the view icon.

P60s by Tax Year

TaxVear v IR Rl

2010 | 11 +

0O o0 oo

2017 | 1 +

©2020 Galaxy Payrol. Al ights resarved

To view P60s for Tax year, click on the view icon for the selected Tax Year.

You can search P60s in the listing by Forename, Surname, Tax Year, Pay, Tax deducted (click

column heading to sort ascending / descending).

To ‘select all" use the checkbox at the top of the first column, this allows a multi-select download
E3

Download

action. Clicking - will download P60s for Employees selected.

Click ‘+ / -" or anywhere on P60 entry to expand or collapse view, to view or download

= Cclestial Limited
W Employer Dashboard

‘]
:or
A Nolifications @

& Documents & Home . eRaysiips - Bis by Tax Year » s for 3017

B sPaysips P&0s

w Employees

& Administration €

# Mrivileges

© Logout

Tax Yo our Tox cucind
W skt Tias

01 5850 2

pren 11760 1681

ELnan 11760 1581

20118 11270 1436

IR

ELnan 11760 1584

28
IRIS. Look forward



Click on the Navigation Breadcrumb to go back to P60 listing by Employee or Tax year or (or
Home etc.)

& Employer Dashboard °

1.‘.
& Notifications @
o ePaysips W Home . ePaysips - P60s by Tax Year . P80 for 2019 . P60
W Employees B P60 Tt Yo
& Statistics This is a printed copy of an eP60
P60 End of Year Certificate et |

# Privileges

o Adminisvation — [ —

© Logout

Note: P60's should be run at the appropriate time of distribution e.g. At year end to ensure that
any leavers that left during the year are removed from the P60 upload. You are unable to delete
P60s from the secure transfer box once uploaded.

You can export the P60 report as a document and upload to the portal.

P45s

The leaver tick box needs to be entered against the Employee record in Payroll in order for the
Employee to be shown as a ‘leaver’ in the Portal Employees listing. This can be via the leaver tick
box or when you close the period.

To create the P45, a leave date must be entered in Payroll.

P45 View in myePayWindow

From the ePayslips by Period page click the P45s icons to view your P45s by Period (as available
& when uploaded by your Bureau/Payroll Department)

Click icons to switch view to P45s, P60s, Payslips by period or Pensions

2 ® ®@ @

Payslips PEls Pensions
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Search for P45s by name or leave date, click column heading to sort ascending, descending, click
‘+ /- or anywhere on the entry to expand or collapse the view to open the view icon.

aaaaa

Fildoy 7th December 2018

To view P45s, click on the view icon for the selected Tax Year.

A

2018/2019

To ‘select all use the checkbox at the top of the first column, this allows a multi-select download
£

action. Clicking ==+===

will download P45s for Employees selected.

ke o Do on

P45 actions for period by employee; View or Download

an &

2018/2019  2018/2019

Click on View (see below) or Download to a PDF document

o Home . ePayslips PaBs . P45 for Pippa Barmden

= pas

— P45 Part 1A
{44 Revenue Dot of umpioyesbviag ok

B
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Click on the Navigation Breadcrumb to go back to P45 listing by Employee or Tax year or (or
Home etc.)

Employees

The Employees option in the Left Menu opens a page showing all Employees within your
company and their status on the Portal. Click anywhere on an Employee user entry, or on the '+
button to see the actions available for each individual Employee - the actions available will vary
depending upon the user status. Multi-select actions are also available.

# Employer Dashboard

& Notifications @

® sPaysiips

W Employsss
8 Statistics.
o Administration
# Privleges

© Logout

paaag

Portal status definitions

A Portal user's status (Employer User, Employee) will be one of the following.

= Unregistered - user (Bureau User, Employer User, Employee) not yet invited

= Invited - Invitation sent from Payroll or myePayWindow no action taken by user yet.
A date & time stamp of when the user was last invited will show in the last column on
the grid.

= Activating - User has received invitation and is going through registration

= Activated - User has completed registration and is set up

= Deactivated - User account has been Deactivated by Employer or Bureau

= Declined - User has not given Consent, or withdrawn Consent

= Locked - User has five failed login attempts, account locked for one hour

*= Privacy Pending - User has not yet agreed to recently updated terms of use/Privacy

For Employees with a status of Unregistered, Invited, Activating or Declined, the actions available

are as follows:

I
[
‘
i

[
14
3
I
i
A
i
[
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For already Activated or Deactivated Employees additional actions are available to either
Deactivate or Activate.

=]
[
3
1
g
f
]
L
ot
3
5
+
+
1eh
]

The actions for available for each employee are:

= ePayslips - view payslips, P60s, P45s for the selected Employee

*= Notifications - see the notifications sent to an Employee

= My settings - access the Employee settings (see the email address they have used
for their Portal account)

= Invite/Re-invite - Send Invitations and re-invitations for Employees not currently
registered

= Deactivate-Reactivate - temporarily deny-reinstate activated Employee access to
the Portal

= Reset/Unlock- Send / initiate a reset email for a specific Employee for Memorable
word/Password and username. Details also state if the user is locked out and the
last login date & time

Reset and Unlock

Reset memorable word Reset password Reset username

User is currently not locked (last logged in: Thu 22/02/2018 12:29)

Leavers view

& Employees

Search Curent+

Use the drop-down selector at the top right-hand side of the Employees listing to switch the view
to see Employees who have been set as ‘leavers' by your Payroll Bureau or Payroll department in
the Payroll software application.
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Access to myePayWindow, for leavers shown in this view, will remain open for 15 months after
their leave date so that Employees have sufficient time to download their payslips and other
documents. 15 months after their leave date their account is automatically deleted and then
after a further 1 month their data is automatically removed from myePayWindow. Both the
Employee and the Employer will be sent notifications 10-days in advance of the account closure
and the Employer is notified when an Employee account is finally closed.

You can manage Employee leavers until their account removal as per ‘current’ Employees using
the actions available.

Statistics - Population Statistics - Employees

Please refer to the Employer Statistics Guide located on the Statistics page for further

information on the charts available. The user guide is also available on the Customer support
website.

= Celestial Limited
W Employer Dashboard ...
LU
& Notifications @ &
© ePayslips o Home - Statstics
¥ Employses Statistics
® Statistics. & =opuston Statsics - Empiopees & Pay Dt Siatates
@
W Privileges
- o s
o Employees Gends o
8 " %
5(+0) 40 360
Starter Leavers o Unique Employee User Visits o
) = Ve 1
3 0
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Statistics - Pay Data Statistics

Please refer to the Employer Statistics Guide located on the Statistics page for further
information on the charts available. The user guide is also available on the Customer support

website.
= Celestial Limited e
@ Employer Dashbaard
0%
& Nolifications @ -
® ePaysiips A Home . Stalistics
W Employees Statistics
& Statistics
ot Administration
W Privilages
© Logout
Pay Breakdown - L] Employee NI o Employer NI o Employee Pension o Employer Pension o
—_ 2 )
Gross pay Deductions [:] Net Pay [:]
"j C‘ £11344
14799 £ 14799 £ 3454
e S—
Administration

The Administration page provides access to the following Employer administration functions via
the 'tabs”

= Users tab - A list of all the Employer users and their Portal status. These users can be
sent reset password or username emails as required. Whilst the deactivate action
can be seen here it has no effect as only Bureau users can deactivate Employer users

= Details tab - The Employer address details as held in the Payroll application, the
default Employer contact, and the Bureau contact address information

= Branding tab - This is where you can set the Portal colour scheme for you and your
Employees and add a company Logo as required

= Employee Dashboard tab - This is where you can customise your Employees
dashboards including creating a broadcast for all employees and setting up useful
links

= Payslip & CIS Settings - From here you can define which items to display on the
online payslip view including a payslip company logo if required. You can define
what items to display on a CIS Statement

34
IRIS. Look forward



Administration-Users

This tab shows the Employer-level Users connected to the Portal together with their Portal
Status.

 Employer Dashboard

°
So%
& Natifcations @ -
® sPaysips o Home . Employer Settigs
# Employess Administration
W Usars. [ E= o St
 Statistcs
v
o Administration
A Privileges o | = ] o |
— O | oo Lusttame ~ s e
a o =3
a S Py - | scneren

Click anywhere on an Employer user entry, or on the ‘+" button to see the actions available for
the individual user - The actions available will vary depending upon the user status:

For Employer users with a status of Invited, Activating, the actions available are as follows:

r |

r— P . .
nvite/Re-invite Llele User

For Employer users with a status of Activated, Deactivated, the actions available are as follows:

]
B
'..J
m Eb

= Deactivate - Reactivate - To deny/reinstate access to an Employer user

= Reset/Unlock - Send a Password/Username reset email to the Employer user & view
the status of the user & the last logged in date and time. If a user is locked out it will
show here.

= Delete - Delete user, this is only possible if the User status is ‘Unregistered’ or
‘Invited’

If an Employer user leaves and they have an activated Portal user account, the user cannot be
deleted but their Portal account should be deactivated.

If you attempt to deactivate the Default User, you will receive the following error message.

Error »

The Default user for nofifications cannot be
deactivated/deleted.
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Administration-Details

= Celestial Limited 4 O AphaCentari-
# Employer Dashboard
0%
& Notifications @ [ )
© ePaysips Wtiome - Employer Sedtngs
W Employees
8 Su e B Encioee Desres =
& Administration @ Employer information @ Bureay information’
ot mtec s B —
W Priviages e s
o BssaL o Swiw e 4041Omemsfssg  Brghon EsuSuases 8138
© Logout
oucesn | W SE— R
» m S— PR
Prene oz 26 Ve ——
eoeemstaizon
sssuastont Buking 3 Haters Lane ansores e ”
e st eston
horviras |
8 Dsfat contact for natfications
o soamsatine’
e e s e e W el vt s
Crodey Park. Watfor Empoyer Gata cortact AL
#ouCaoe WOIB8YG @ Defauk contact for Employees
S0Ereas wtwre aTOywes San bend S 6.5 Payrol R rees
= hertsanee Enoomea e ko commamscn 9 5 A ot vl 20
owrer Undiec Kinggom . @esiestia com.
ene v

This tab shows:

= Employer Information - your (the Employer) company address and contact
information as held in the Payroll application.

*= Bureau information - Your bureau address details as held in the Payroll application

= Automatic Invitation - Allows you to set automatic invitations for all employees

= Default contact for notifications - Allows you to set the default contact to receive
Payslip/P60/P45 notifications from Payroll Department. Click in the drop-down
selector and then Save Employer details (see below)

@ Default contact for nofifications

Use the drop-down selector to set the employer user who will receive ‘in-portal’ notifications for payslip/PE0/P11D/AE letter and
declined consent notifications:

Employer default contact Alpha Centauri =

Save Employer details

= Default contact for Employees - Allows you to set the default contact (email) where
employees can send queries e.g. payroll/HR inbox. By entering an email address
here, the employee will have access to an Employer contact button when they click
on their username on the top bar

- £ My Settings |
@ User Guide

| % Feedback
B4 Employer

& Logout
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= Enforce additional authentication for Employer & Employee Level Users -
Provides additional security for your Employer & Employee users. The user can
choose to enable 2SA/2FA via My Settings/My account pages. Tick Enable 2SA/2FA
and then Save Employer details (see below) for more information see Additional
Authentication

@ Enforce additional authentication for Employer & Employee Level Users

2 forms of optional user security authentication can be used in addition to the standard username and password:

* 2 Step authantication 254 — Requires 3 user to set-up @ memorable word from which they will be required o enter 2 random characters from this word aach time
they log-in to gain access to their account

= 2 Factor Authentication 2FA — Requires a smariphone ‘Authenticator App® (Google / MS /Authy/andOTF are some examples ) Each time 2 user logs-in they will
additionally need to enter a code generated by the authenticator 2pp to gain access to their account.

If additional authentication is not enforced, then 2SA/ZFA can be op y enabled by user via the My SettingsiMy Account pages.

By default additional authentication is not enabled (None). Use the drop-down selector to chaose to enforce either 25A ar 2FA. Then click ‘Save' at the fact of the page
to apply.

None W

Enable 254
Enable 2FA

B 5ave Employer details

Administration - Branding

From this page the colour of the Portal’'s ‘Top-bar’ and the icons in the Notifications, Documents,
and Employee listings can be set to match with your company branding. A Logo and a Logo URL
can also be added. The Logo URL will allow a website link to be set so that when a user clicks on
the Logo it will take them to the company's website (or another site of your choice).

= Celestial Limited .
# Employer Dashboard

B ePaysips yer Settings

W Employees

& Statistis

o Administration

o Privieges

© Logout

Orse you heve uskeaded an mage e uton 295ty e oo

Company Logo - drag or click in the blue area to upload a logo image to the Portal, images
cannot be larger than 500kb in size and will automatically be resized. Click upload again to
replace an existing logo image.

Colour theme - use the slider or colour pane or enter a HEX / RGB / HSL colour code.

Note: Depending on the web browser you are using; you may be able to add a browser tool that
will allow you to find out the colour code used on an existing website page element. If you do
this, you will be able to match exactly the Portal with colour of your own website.
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Logo URL - Type a URL here that can be followed when users click your logo image.
Click Save, to apply the Logo to the Portal and your chosen colour setting.

Note: If the Payroll Department has selected the option to show their Payroll Department Logo
on the Employers' left menu, the logo will show as below.

= Celestial Limited 4 ONohCertasi-
e

& [ =~
| W

 ePaysips WHome

 Empiojees Admin
Wi

B stasencs

® oy e

Administration-Employee Dashboard - Broadcast Message

From this page a Broadcast Message & Useful links can be created to show on the employee
dashboard.

Navigate to Administration/Employer Dashboard.

Use the date picker below to apply an expiry date to the broadcast message. Enter the message
text (a maximum of 500 characters). Click save. This broadcast message will show immediately
on all your ‘Employee’ dashboards. Only one message can be displayed at a time. A message
remains on display until it is replaced, removed or the date expires. If you wish to remove the
message you will need to click on clear and then ‘save’ and the message will be removed from
the Employee dashboard.

——
e |

" ePaysips

o Employees
 Statsses

& adminsirstion

PP

 Prvieges
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The broadcast message will display as below on the Employee Dashboard:-

= Celestial Limited —

INFORMATION FROM YOUR BUREAU
New COVID guidance available

=

MY COMPANY INFO. 00 USEFUL LINKS

& Notreations @

8530601 m "

1PP.Star Bureau Limited 01273 300715

Administration - Employee Dashboard - Useful Links

Navigate to Administration/Employee Dashboard. Click on the add new link button

1. Enter the Title of the useful link e.g. HMRC Useful link
2. Enter the Url link of the website or Document U'e e
ihinke Url link
3. Choose whether you would like the website " e e

shown as a link or a tile on the dashboard

@ Savenewlink

4. Click Save new link

The useful link has been created on the Employee dashboard. You can create as many useful
links as you like, however we recommend that create 5-8 Useful links and two tiles on the
dashboard.

= Celestial Limited A Qaom-
@ R

S0

- ==
s o
W rseros WEORMATION FROM YOUR BUREAU

P, New COVID guidance available

Paied &
« Admnabsteo Tan oo 0992820

@ Prieges werrmy
£ 13430
o Logout

MY COMPANY INFO

@ seses

8530 60L m

1PP.Star Bureau Limited 01273 300715

Below shows an example of a useful link as a tile.

= Celestial Limited & O A Cotasi-

# Employer Dashboard

..'
R -

v epayies 0 ooma Sepleya Cemtoned
w Empiogees INFORMATION FROM YOUR BUREAU
= New COVID guidance available

Pt s
« hdmesision T s
e P seress amossr
£ 13439 o) 1479856
o Logout
MY COMPANY INFO Q  vserwumes
Bs30 6oL m 1

1PP.Star Bureau Limited 01273 300715

Paystip Examplo ‘
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To delete a useful link, navigate to Administration/Employee Dashboard and click on the bin
icon. This will remove the link from the Employee dashboard.

B Useful link

Create useful links to popular websites i e HMRC or your pension provider to display on all Employee dashboards. Click on the Add new
link button to enter the URL of the chosen website. From the Employee dashboard the user will be able to view and access the link directly.

Add new link

@ HMRC Tax Code explanations % hitpsfwww.gov.ukitax-codes
@ Celestial HR site % hitps:/fwww.cascadegocloud.co.uk/portal/
@ Pension Advice % hitps:/fwww.pensionsadvisoryservice.org.ukfask-us/pension-wise
]ﬁl Benefits Portal % https:ffwww perksatwork. com/marketplace

]ﬁl Covid-19 Support for Business [#
https:/fwww_gov.uk/govemment/publicatiens/guidance-to-employers-and-businesses-about-covid-19/covid-19-support-for-busi. ..

From the Employer dashboard you can switch the view from your Employer Useful links (set up
by the Payroll Department) and the view from the Employee useful links (set up by the
employer). Use the dropdown box to choose the view.

= Celestial Limited &' ©AghaContmst-
O —— s

g
& otrestons @ 2
® wapsin M Vs Swr Dbt
¥ Envises INFORMATION FROM YOUR BUREAU
= New COVID guidance available

o
[Ppee— T 3080
S Pt oxzim xoncroes
o) 1479856 (W 345467
o Logeut
MY COMPANY NFO Qp UnEruLums

8530 60L m "

19P-Star Bur

oau Limited 01273 300715

[T R —

Administration - Payslip Settings

Employer users can set the company logo to appear on the online payslip views and those
details to include on the payslip. Click Save to apply the changes.

= Payslip Template - This drop-down allows different online Payslip templates to be
used. Currently, there are 2 templates available. Template 1 is the default if this is not
set. Click on the View Layout button to see a preview of the templates

= Payslip data - Online Payslip settings, the most frequently used options for the
templates are defaulted to display for convenience. Add/remove check marks as
required

= Upload images - Click in the logo box to upload an initial Logo to appear on Payslips
views - use ‘Upload again’ to replace with a different logo
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= Celestial Limited & O s e
| N~~~

.........

Employer Level Privileges

The Privileges page provides access to the following Employer functions:

= Employee Groups tab - Create New Employee Group(s) and add Employees based
on the Analysis group in Payroll (Branch, Cost Centre or Department)

= Roles-privileges tab - set-up new access Role(s) with appropriate privileges

= Groups-Roles-Users tab - add the required Role(s) to each Employee Group(s) and
add the Employer Users to each Role (remove them from the Full Access Role as
required)

Employer level privileges can be set-up either by an Employer level user or alternatively, a
Bureau level user, with the appropriate permissions, can do this on the Employer’s behalf.
Employer level privileges do not need to be used but any new Employer users added from now
onwards will need to be assigned required access permissions (see below).

Existing Employer Users

Existing Employer Users are automatically added to the default Full Access Role with full access
privileges to all Employees.

New Employer Users

When you add a new Employer user, they will have no access until they are added to Roles in the
various Employee Groups.

4@ Employer Deshhoard
oy
()

4 Notifications @

® cPaysips 4 Home » Employer Privileges.

& Lployoes Privileges

& slatisics W Employes Groups 8 Roles— Privkegos 4 Groups — Rokes -Users.

@ Adminisiration W Add-Edit Employes Groups W How Privieges Work

cick roup. Enier & e & descriion lhen ik Englojees Al Emloyeus sie fram b it A
W Privileges. = e r = =

Oslelngs Egloyes  Pivisges he Emplayes's Sanch, Degriment and Cost
@ Logout Groupanky 3 conke axigunest in e Payeal Appication (Andly s Gcurs)

3 Roks-Users, 3 he Enployss
Rola 25 raqurad

Al Employes

£ Stackton gsio

120230 Galawy Payeal Al rights racarved.
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Note: Depending on the Role an Employer User belongs to, access to the Privileges page may
be restricted or unavailable.

You do not need to use Employer Privileges but please read this section carefully to ensure how
Privileges impact myePayWindow operation.

Step 1 - Create a new Employee Group (s)

From the Privileges - Employee Groups page, you can create a logical Employee group and add
Employees to it.

Note: All myePayWindow Employees are automatically added to the default All Employees
group. Employees cannot be removed from the default All Employees group, but they can be
added and exist simultaneously in as many other groups as required.

= Celestial Limited 4" O AphaCentauri~
# Employer Dashboard P
]
& HNotifications @ -
B aPayslips & Home » Employer Privileges
 Employees Privileges
£ Stafistics W Employee Growps 4 Roles — Privileges 48 Groups — Floles - Users
@ Administration W Add-Edit Employee Groups B How Privilages Work
- Click the Add button to create a new Employee Group. Enter a name 8 description then click tha Next bution to add the Emgloyees. All Employess are automatically added to the dafault All Emplayees. group. Employees cannot be removed from the default All
& Privileges that belong in this Empl » Employee: they can be added ather red
O ploy jed 1o the list, use the edi icon (2 1o amend and the delste icon @ tn delete it Deleting a Employee trol which Emgl  based on the Employee's Branch. Depariment and Cast
¢ Logout Group only deletes the Group itself centre assignment in the Payroll Application (Analysi

Privileges ars usad to customise accass for Employar Users as follows:

1..On this page, create new Employee Group(s) and dd Employees by Anslysis Group 85 required 1o the grougi(s)

2.On Roles-privileges, set-up new accass Role{s) wih appropriste privileges

3. On Groups-Roles-Users, add the required Role(s) to sach Employee Group(s) and add the Employer Users to each Role.
{remave them from the Full Access Role as required).

BB All Employees (ul Employees) m

B8 Stockton (Stockion empioyees) F o

52020 Galaxy Payroll Allrights raserved

Click the Add button at the bottom of the Employee Group listing to Add a Group (to edit or
delete a Group use the Icons per Group in the listing).

Add Employee Group

® Add Employee Group name and description. W What is a Employee Group?
MName South E Use Emplayes G logically group Empl ther e.g. ically of by type
Deoowiphen Employess are in the South only

=3 =3

You must enter an Employee Group Name (100 Characters) and provide a description (500
Characters).

Add Employees (by analysis group) to the Employee Group(s)

Use the alpha/numeric filters or use the search box, then click the Branch, Cost Centre or
Department name(s) (to highlight in green) to add to the Employee group. You can Click the ‘Yes'
button in the select All Data section to add All Employees to the group.
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Note: When you choose ‘Select All Data’ a group entry called ‘All Data’ is automatically included
in the Employee Members section and not individual Employees names.

To remove individual Employees from the Group, click the waste-bin Icon in the Employee
Members section of the screen.

When you have chosen all the Employees for this Group, Click Save to apply.

Add Employee Group

B Add Employees. @ Employee Members

Use tha alphainumeric fiters or usa the search bax, than cick the Employea name(s) {to highiight in gren) to add to this Employse group. Click tho Yos bution in the seloct A Data sechon 0 g i oo et 1o i Emoloyee Group. Use the delete

‘2dd All Employaes to tha group. Click Save to apply. putton to remove a Employos

(Y emm——r—— St S o) @
Support (Dept) (2]

o =

Sales (Dept) [l @ Support (Dept)
B D H L M n

Step 2 Create Roles - Privileges

On the Privileges - Role-privileges page create a Role and add Privileges to it:

Note: Existing Employer Users are automatically added to the default Full Access Role that has
full access privileges to the default All Employees group.

When you add new Employer Users, they will have no access until they are added to one or more
Roles as defined here.

You can only delete a Role if it is not added to an Employee Group.
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Click the Add button at the bottom of the Roles listing to Add a Role (to edit or delete a role use
the Icons per Role in the listing).

You must enter a Role Name (100 Characters) and provide a description (500 Characters).

Add Role Privileges

B Add Role name and description @ What is a Role?

Tip: To make f easier when adding Roles to Empioyee G Users 1o Rel tab) it A Role defines the set of Privilages a Employer user wil inharit once they are added ta this Role
helps f the Roke name roflects the level of Priviloges available & g "No ePayslips accoss
Role Name Read Only
Role
Read Only Access
Deserition .

Click next to Add Role Privileges...
Add Role Privileges

Role Privileges allow different levels of access to myePayWindow menus and the actions
available within them. All main menu item can be Allowed, or alternatively Custom access can
be used to refine access to the individual menus as required (Full Access, No Access, Read
only). For example, using the selectors on the left below, this Role can be set up with Read only
access to the Employees menu, ‘No accesses to the ePayslips, Administration and Privileges

menu.

Note: setting the ePayslips menu to ‘No access' will override any higher level ‘Full Access’ which
would otherwise allow Employees payslips to be viewed. Therefore, in this example, a user in this
role will have no access to the ePayslips left menu, will be able to see a list of Employees but will
be unable to invite/re invite or deactivate/activate Employee accounts. Further, the ePayslips

‘action’ for an Employee will be disabled.

Choose the access levels using the selectors below, click save to apply.

Add Role Privileges

@ Add Privileges

‘When All menus access is Allowed all left menu options in myePayWindow and associated ‘actions’ are accessible to
the Role

With Custom privileges, left menu access can be defined per Role and also (where available) access to the ‘actions’
available per menu. Choose the access levels using the selectors below and click the save button to apply them to this
Role.

ePayslips - Menu
ion -Menu [No Access |

All menus Access

Employees - Menu

Privileges - Menu

@ What are Role Privileges?

Role Privileges allow different levels of access to myePayWindow menus and the actions available within them. A main
menu item can be Allowed or alternatively Custom access can be used to further refine access (Full Access, No
Access, Read only). For example, using the selectors on the left, a Role can be set up to Allow aceess to the Employees
menu but with Read only access to the Employees ‘action’ but with ‘No access' to the ePayslips action. Note: setiing the
ePayslips action to ‘No access’ will override any higher level ‘Full Access’ which would otherwise allow Employees
payslips to be viewed
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Step 3 - Add Roles and users to Employee Groups

The final step is to add Roles to Employee Groups and Employer Users to the Roles as required.

Note: An Employer User must be added to one or more Roles in each Employee Group they
need access to.

When you add a new Employer User, they will have no access until they are added to one or
more Roles in the Employee Groups.

Existing Employer Users are automatically added to the default Full Access Role for the Default
All Employees group. Remember to remove Employer Users from this Default Role as this will
override any other Role and Privileges to which they are added.

For the required Employee Group in the listing click the Add Role button.
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Select the roles you would like to add to the Employee Group. Click on Add.

Add Role

Click to select the rales you would like to add to this Employee group.
[ Hove Full Access - o Admin-Privs | (0 Bighton Ful AccesssAtmin o Prvs|

=3 3

Click on the Add User button or the Remove Role Button to delete the Role.
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Select the users you would like to add to the Role. Click on Add.

Add User

Click to select the Users you would like to add to this Role.

[0 Penny Wise] [0 Alpha Centauri]

Use the waste-bin icon to delete users from the role.
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Privileges - Best practice

Once you start using Privileges to restrict access to one or more Employee Groups it is good

practice to:

1. Create an alternative ‘All Employees - Unrestricted’ Employee Group and add all Employees

to this by Analysis Group (not as ‘All Data)

2. Create an alternative ‘Employer Full Access’ Role without Administration and Privileges

access

3. Add the ‘Employer Full Access’ Role to the ‘All Employees - Unrestricted’ Employee Group
and add the majority of Employer Users to this role (see 4 below)

4. Leave your Employer Administrator in the default Full access role and default ‘All

Employees Group’' and remove all other Employer Users - so your ‘Super’ or ‘Admin’ user

retains Full access to everything
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Step-by-step:

Step 1 - Add ‘All Employees - Unrestricted’ Employee Group

Add an Employee Group

@ Add an Employee Group name and description. @ What is an Employee Group?

Use Employee Groups to logically group Employees together by Analysis Group & g. Branch, Department or Cost centre
Name All Employees - Unrestricted ploye ps to logically group Employees together by Analy peg p

Description All Employees - Unrestricted

Add an Employee Group

@ Add Employees by Analysis Groups 1B Analysis Group Membership
Use the alphanumeric fiters or us the search bax, then cick the Analysis Group name{s) (to highlightin green) to add to this Employes group. Click the Yes button in the select All Data Analysis Groupis) added tothis Employes Group. Use the
secion to add All Employees to the group. Click Save to apply. elete 1o remove an Analsis Group

[Defaut] (Branch) [a]

[Defauit] (CostCentre) E
s =
[Defaul] (Dept) E
. D N S

EE Employees -

Select All Data:

Step 2 - Add ‘Employer Full Access’ Role-Privilege

Add Role Privileges

B Add Role name and description. B What is a Role?

Tip: To make it easler when adding Roles to Employee Groups and Employer Users to Roles (Groups-Roles-Users tab) it A Role defines the set of Privileges s Emplayer user illinherit once they are added 1o ths Role
helps if the Role name reflects the level of Privileges available e g "No ePaysips access’

Fiolz Nams Emplayer Full Access Role - No Administration & Privilege Access

Role

Decerpton Empioyer Full Access Role - No Adminisiration & Privilege Access

Add Role Privileges

B Add Privileges

B What are Role Privileges?
When All menus access is Allowed allleft menu options in myePayWindow and associated ‘actions' are accessible to

Role Privileges allow diferent levels of access to myePayWindow menus and the actions available within them. A main
the Role. be Allowed or altzmatively Custom access can bs ussd Io futher reine access [Full Access, No
Aecsss, Read only) F ing the sslectors on the ls#, 3 Role 2an b set up o Allo o the Empl
With Custom priileges. left menu access can be defined per Role and also (where available) acoess to the ‘actions’ cess. Read only) For examgle, usng e seiecors on e 61 2 Role b st up 1 Allow access o s Employ s
ol oot s St e e oy et b St st o 1 sy ot menu but with Read only access to the Employess ‘action’ but with No access 1o the ePayslips acton. Nole: seting the
;‘l aeeess ePayskips action to ‘No access’ will overide any higher level Full Access’ which would atherwise allow Employees
payslips 1 be viewed.
Allmenus Access [Custom ]

S——
ePayslips - Menu
Administration - Menu
Privileges - Menu
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Step 3 - Add Employer ‘Full Access Role’ to ‘All Employees Unrestricted’ and Add Employer

Users

Add User

Click to select the Users you would like to add to this Role.

[0 Penny Wise] [0 Alpha Cenlauri]

© Cancel

Step 4 - Remove all other Employer Users from Default All Employees Group - leave ‘Super’

User in Default Full Access Role
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Note: Please remember any new Employer Users will have no privileges assigned by default so

you will need to add them to a Role for them to have access to any Employees.
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Employer Privileges set from Payroll Department Level

Employer Privileges can be set through the Payroll Department user.

Click on Employers, select the Employer and click on Privileges.

& Payroll Dashboard

Lo T m

B Employers S Home > Employers Listing
£ Statistics Employers
o Adminisiration B Employers - your curent Empioyers | 2 poweions cvmerio |
P (-]
® Logout
o O em o Empioress Comace Fnomsumose
(m] [2] Riverside Hospital PLC 0 0123456789 -

= ® o L s

The Employer Privileges pages will be accessible. Follow steps 1-3 as above.

My Settings

The My Settings page contains various tabs concerning your individual Portal user settings and
details. These features will be extended in future releases:

= My Key Info
= My Account
= My Settings
= Privacy & Terms

My Settings - My Key Info

= My Key Info - Your (The Employer) details as held in the Payroll application and your
last Portal login date, the date you were invited to join the Portal and your Portal

role’

Note: You are unable to edit these fields. Any Data changes required here must be made in
Payroll and updated from there via Data/myePaywindow.

= Celestial Limited
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My Settings - My Account

= Change password - On clicking this you will be logged out immediately and an email
will be sent to your registered portal email address (the address held by your Payroll
department and to which your Portal invitation was sent). The email will contain a
link to reset your password. You will be required to verify your identity so have a
previous payslip to hand

»= Change username - On clicking this you will be asked to confirm your registered
portal email address (the address held by your Payroll department and to which your
Portal invitation was sent) you will then be logged out and an email will be sent to
this registered portal email address. The email will contain a link to reset your
username. You will be required to verify your identity so have your verification details
to hand

= Enable 2-Step or 2-Factor Authentication on your account - this provides additional
security for you when logging into myePayWindow. If 2SA/2FA is enforced at a

company level, you will not be able to edit the settings here

Click Change password or Change username, to start the reset process.

= Celestial Limited & © AlphaCentauri-

& Employer Dashboard
... At sitnten
L preTriris as | st
& Notifications € [}

B oPaysiips & Home » My Setlings

W Employees My settings

E Statistics AMyKeylnla  OMyAcount @ MySetings & Privacy & Terns

o} Administration 8 Resel Account Security B Use additional authentication as part of the logon pracess

w Privileges When you reset elther your password, your usermame or your memarable word you wil be logged out of the websits sutomatically and 2 forms of optianal user sscurty authentication ean be used in addion 1o he standard usermame and password
ou will be sent an emad with 2 ink that wil sbow you 1o complate the rese! pracass
! B - = -able word from which they will b required o arter 2 random
char o thei account
- 2Fa feator App' (GeogleMS(ALy/andOTP are some examples)
Each tme & user logs-in they wil addiianally nsed 1o entér 3 code generated by the suthentcalor 8pp 10 gain access o thei
secount

- 2 Sto

2SA - Roquires a user 1o
word aach time they o

& Logout

f additional nat enforced, than 2 ba optonally
P enfarced. Use the d 254

By default additional
or 2FA. Then click ‘enable 10 apply.

None v

©2020 Galaxy Payroll Al ights reserved

Enable 2 Step Authentication

2 Step authentication 2SA - Requires a user to set-up a memorable word from which they will be
required to enter 2 random characters from this word each time they log-in to gain access to

their account.

Enable 25A

Are you sure you want to Enable 2 Step Authentication on your account? Click on confirm fo be
directed fo the login pege where you will be asked to create a memorshble word.

Confirm
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If you have 2SA Enabled, you will see a Change Memorable word button, click on this to change
your memorable word.

= Celestial Limited PSR T -
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Click on the Remove 2SA button to remove 2SA, you will no longer be prompted for 2 random
words from your memorable word when you log in.

Remove 25A

Are you sure you want to remove 2 Step Authentication on your sccount? Click on confirm to
return to the login page. You will need to enter your . P and 2 from
your memaorable word to remove the 254 action.

Confirm

Note: If 2SA is enforced at a company level you will be unable to change the settings at a
personal level here.

Enable 2 Factor Authentication

2 Factor Authentication 2FA - Requires a smartphone ‘Authenticator App’ (Google /MS
/Authy/andOTP are some examples) Each time a user logs-in they will additionally need to enter
a code generated by the authenticator app to gain access to their account.

Enable 2FA

Are you sure you want to Enable 2 Factor Authentication on your account? Click on onfirm to be
directed to the login page where you will be asked to scan or enter a QR code

Cancel Confirm

Users will be next asked to enter their username & password, after which they will be asked to
scan the QR code or add manually using the authenticator app
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Ensure you have your “authenticator app” installed on your smartphone.

Note: If you are using your smartphone for first time authentication, either copy and paste the
long code or hold your finger down on the QR code. You will be asked if you wish to open in
“Authenticator”. Your chosen authenticator app will open, and you will be asked to add the

token.

The app will provide you with a code which you will need to enter to access your account. Enter

the code provided and you will access your account.

First time Authentication

my@PayWindow

Scan the QR code or add manually your code using a
mobile authenticator:

Type the folowing code In your Authenticator ADp

GE3DKODDGAZGELIXGE

Enter the code provided by your authenticator app:

Entar the code

Enter the code from the authenticator app

my@PayWindow

Enter the code provided by your authenticator app:
Enter the code

Forgot Authenticator?

J4IRIS

If you have 2FA Enabled, you will see a Change 2FA button, click on this to reset 2FA

My settings

[P p—
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Click on the Remove 2FA button to remove 2FA, you will no longer be prompted for a code from
the authenticator app when you log in.

My settings

8 Use additionat authentication as part of the iogon process

My Settings - My Settings

@ Employer Dashboard

205 summics
L Show stmsatcs
& Nolifications @ -

1% oPayslips & Homa » My Settings

W Employees My settings

8 Statistics AMyKsyino @ MyAccownt @ MySatings & Privacy & Temns

Administration

= @ Quick Access Buttons B Email Notfications

W Privileges You can " our Uss the drap-town ists belaw 1n assign ane of the site's Tafl-mamy Ifyou want to recaive an jow Portal nutificaions sent to yaur myaPay the last 1 hour
flems ta each Quick Access Bullon This can be helplul when using  mobie device or smalle screens Tickthe box belaw and click the ‘Save My setings'bulton. Nola i you have o new nolfications ao email willbe sent

] Loq“ﬂ Quick Access 1 Administration A | Sand email noffication summaries
QuickAccess? | EPaysips v
GuickAccess 3 | Slalsties =

©2020 Galaey Payroll. Allrights reserved.

The My Settings tab allows you to personalise the Portal as follows:
= Quick Access Buttons - for easier user access via a smartphone or small tablet

Use the drop-down selectors to assign a left-menu item to Quick access button 1, 2, 3 click
Save Dashboard to save changes and apply.

Note: The Quick access buttons are for convenience when accessing the Portal on a mobile
device. (You can set your favourite menu item to the Quick access button (3) that will be closest
to your thumb on a smartphone! - see screenshot over the page)

ePayslips Statisfics

Fayslips, P60s, Plids Show stalistics
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Email Notifications - you will automatically receive email notification summary to your registered
Portal account email address.

Use this tick box to opt to receive an an email summary for new Notifications. An email summary

will be sent to your registered account email addrees (see My Key Info) if you have new, unread

notifications in the last 1 hour.

@ Email Notifications

If you want to receive an email summary for new Portal notifications sent to your myePay\Window account in the last 1 hour .
Tick the box below and click the 'Save My settings’ button. Note: if you have no new notifications no email will be sent.

+ Send email notification summaries

Example summary email Notification:

Dear Alpha
In the last 1 hour(s) you have received the following new notifications:

1 Payslip Notification(s)

1 Leaver Notification(s)

1 Document Notification(s)

1 Administration Notification(s)

To view simply:
1. Log on to your myePayWindow account and
2. Select 'nofifications' from the left menu

This email has been sent to aperson@star-payroll.com based on your myepaywindow
account settings. If you don't want to receive these messages, please update settings here
my settings . You have received this email because your payroll is processed using Star
Payroll Professional, but we do not manage your payroll department. Please direct any
employment related questions to your company’s payroll administrator.
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My Settings - Privacy & Terms

= Privacy and Terms - View/download myePayWindow terms and privacy and access
Consent option

All Portal users must provide their consent to use the site upon registration. Once you have set
up your account you can scroll this window to access a ‘Consent withdrawal’ button and click ‘l
do not agree’ button if you wish to discontinue using the site. This action will deactivate your
account immediately and your Portal status will be set to Declined. A notification will be sent to
other employer users and your Bureau to confirm this fact.

= Celestial Limited & © AiphaCentauri-

@ Employer Dashboard
00 s
eBs el

& Notifications @

B ePayslips & Home > My Settings
# Employees My settings
B Statstics

&MyKeylno  ©MyAccount @My Sattings 8 Privacy & Tems

6 Aomeiraion W Last Updated 14th April 2020

W Privileges

yePay y statement and t d conditions of se for which you provided your consent when you first registered 1o use this service. You can review and downioad them again here. You can slso withdraw your consent at any time
below.If you withdraw consent you will b logged out of the site immediately, your account wil be locked and we wil awai instructions fom your bureau.

© Logout

&3 Download POF varsion

my@PayWindow

DATA PROTECTION
. This myePayWindow.com service is provided for under an Agreement be Payroll of the Group) and "our Customer” (who will either be your Employer or your Employer's Payroll Service Provider)
Click to download a
Under this Agreement Galaxy Payrol may be pocessing information about Data Subjects 0n our Customer's behall and thus act as 8 “Data Processor” for the purposes of the prevaiing EU_GDPR Data Protection regulations
copy of the Privacy In these circumstances, Galaxy Payroll wil ) only process personal data In accordance with our Customer's lawful and reasonable instructions. ensuring its own compliance with the prevailing Data Protection regutations: and (i) comply with all ntegriy and

confidentiality obligations equivalent to those imposed on our Customer, as Data Controller under the prevalling Data Protaction reguiations.

& Terms f you wish o access this setvica then you should read and accept the Torrs and Candiions st out belorw

Terms and Conditions for use of myePayWindow.com Website
in these Terms and Condiions we, our or us refers to Galaxy Payroll as propristors of the myePayWindow.com (the Website")

1. Acceptance of Terms
2. Modifications.

3. Copyright

" 4. Permitied Use

Any user that declines consent will need to be re-invited if they subsequently decide they want to
use the Portal.
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Re-setting Usernames and Passwords

Re-setting usernames and passwords is a fully automated process (i.e. they do not require
Payroll Department User or Employer user intervention although such resets can be initiated by
Payroll Department or Employer users if required). The term ‘user’ applies to any Portal user i.e.
Employee, Employer or Payroll Department user. Any of these ‘users’ can initiate a reset directly
from the Portal login page or once logged in to the portal via My Settings/ My Account options.
Resetting Username and Passwords require the user to have access to their registered portal

email account.

Automated password reset

Step 1 - From Portal login page

From the login page the user can click on Forgot Password? to start the reset process.

my@PayWindow
Username
rPasswom n
JIRIS LT

[

Step 2 - Request link

On clicking Forgot Password a new screen will appear requesting the user to enter the account

Username. Enter the username and click Submit

my@PayWindow

Forgotten your password?
Enter your Username and we will send you a link to reset it.

UserName u
® Submit
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Step 3 - Confirmation of reset

Once the username has been submitted a message appears on the screen to confirm that an
email has been sent to the registered email address for the user.

my@PayWindow
o

Thanks! We're sending you a link to reset your password

Please check your email

Step 4 - Receive reset email

The user will receive an email (to their payroll registered email address) with a link to complete
the password reset. The link in the email will redirect the user to the Portal where they will be
asked to verify their account, this link is only valid for 24 hours.

my@PayWindow

Account Security Reset

Dear EE Two

We received a request fo reset your account security. All you need to do to resst
your details is to click the link below. This reset link is valid for 24 hours so don't
delay.

Click here to reset your account security

Please note, if the link has already expired you will need to restart the process
again by clicking forgotten password or forgotten username again.

P.S. If you have remembered your details, or didn’t make the request yourself,
you can forget this email, your account details are safe and will remain
unchanged.

JIRIS

pavrolisuppori@star-pavroll.com

Step 5 - Verify identity

All fields must be entered correctly to complete the identity verification and to continue with the
reset.

Note: The last field in verify identity screen for an Employer User will be the secret key agreed
with Payroll Department User (Not the National Insurance Number, as this is required for
Employee Users)
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First time login

my@PayWindow
Give consent J Sel-up account

We need to verify your identity before creating your account

Email Address
First Name
Last Name
Date Of Birth

National Insurance Number

® Verify your identity

Step 5a - Verification failure

After 5 failed attempts at identity verification an error message is displayed, and the process will
need to be restarted. This message will also be displayed if the reset link has expired.

my@PayWindow
®

You have failed the verification, you can try to reset your password again.

Step 6 - Enter new password

Once the user has verified identity correctly, they will be able to set a new password. The two
password entry fields must match, there is no limit on the number of attempts.

Passwords will be validated and need to meet the following complexity rules.

= 1 upper case character

= 1 lower case character

= 1 special character

= 1 numeric character

= Contain between 8-20 characters

Forgot your password

my@PayWindow
°

Please enter the new password you'd like to use
=3 B
Confirm Password On
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Step 7- Change Password confirmation

On clicking Reset the password change will be confirmed as successful and the user can
continue to the login screen by clicking Go to login

my@PayWindow
1]

Password updated successfully

AGo tologin

Automated username reset

Step 1 - From login

From the login page the user can click on Forgot Username? to start the reset process.

my@PayWindow

Usermame u

rPESSWOId

Forgot Password? Forgot Usermame?

s
JIRIS it A0

— OS5

Step 2 - Request link

On clicking Forgot Username a new screen will appear requesting the user to enter the email
address associated with account Username. Enter the email address and click Submit.

my@PayWindow

Forgotten your username?
Enter your Email address and we will send you a link to reset it.

i
@ Submit

Step 2a - Email address used with multiple Employers

If an email address is used for more than one Employer, for example, when an employee works
for two employers and uses the same email address for both, a warning message will be
displayed. In such situations the Employee (or Employer or Payroll Department user) will be
asked to contact the Employer directly for the employment concerned so that an email link to
reset can be sent to them (this can be done by the Employer or Payroll Department from the
Portal).

59
IRIS. Look forward



my@PayWindow
0

Sorry we can't change this now because your email address is used with more
than one employer.

Don,t worry, just contact the employer concerned directly and ask them to send
you a reset link by email. With this link you will be able to change your
username

Step 3 - Confirmation of reset

Once the email has been submitted a message appears on the screen to confirm that an email
has been sent to the registered email address for the user.

my@PayWindow
o

Thanks! We're sending you a link to reset your username

Please check your email

Step 4 - Receive reset email

The user will receive an email (to the specified payroll registered email address) with a link to
complete the username reset. The link in the email will redirect the user to the Portal where they
will be asked to verify their account, this link is only valid for 24 hours.

my@PayWindow

Account Security Reset

Dear EE Two

\We received a request to reset your account security. All you need to do to reset
your details is to click the link below. This reset link is valid for 24 hours so don't
delay.

Click here to reset your account security

Please note, if the link has already expired you will need to restart the process
again by clicking forgotten password or forgotten username again

P.S. If you have remembered your details, or didn’t make the request yourself,
you can forget this email, your account details are safe and will remain
unchanged

You have received this email because your
payrollis processed using Payrol I I RIS
Professional, but we do no manage your ]

payroll department. Please direct any
employment related questions to your
company's payroll administrator.

pavrollsupport@star-pavroll.com
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Step 5 - Verify identity

All fields must be completed correctly to verify identity and continue with the reset.

Note: The last field for an Employer User in the verify identity screen will be the ‘secret key’
agreed, with the Payroll Department (Not the National Insurance Number, as this is required for
Employee Users)

First time login

-
my@PayWindow
Give consent &) Set-up account

We need to verify your identity before creating your account

Email Address
First Name
Last Name
Date Of Birth

National Insurance Number

@ Verify your identity

Step 5a - Verification failure

After 5 failed attempts at verifying identity the user will get a warning page and the process will
need to be restarted. This page will also be displayed if the reset link time has expired.

my@PayWindow
®

You have failed the verification, you can try to reset your username again.

A Go tologi

Step 6 - Enter new username

When the user has verified identity correctly, they will be presented with a screen to enter a new
username. The Username must be at least six characters in length and Users are prompted that
an email address can be used as this may be more memorable (note: when an email address is

used as a username it may not necessarily be the same as the registered Payroll email address
for the user).

Forgot your usemame

my@PayWindow
°

Please enter the new userame you'd like to use

netard [a |
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Step 7- Change Username confirmation

On clicking Reset the Username change will be confirmed as successful and the user can
continue to the login screen by clicking Go to login.

my@PayWindow
v/

Username updated successfully

Automated Memorable Word reset

Step 1 - From login page

Complete the Username & Password as normal.

my@PayWindow

Usemame H

I Password

Forgot Password? Forgot Username?

MeTcRAFT
JIRIS Eesian
R

On the second page click on Forgot Memorable Word? to start the reset process.

my@PayWindow

Enter the following characters from your memorable word:

1st: 5th -

Forgot Memorable word?

.
JIRIS oA
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Step 2 - Request link

On clicking Forgot Memorable word? a new screen will appear requesting the user to enter the
username associated with the account. Enter the username and click Submit.

my@PayWindow

Forgot your memorable word?
Enter your Usemame and we will send you a link to reset it.

L i)

@ Submit

Step 3 - Confirmation of reset

Once the username has been submitted a message appears on the screen to confirm that an
email has been sent to the registered email address for the user.

my@PayWindow

o

Thanks!, if you entered the valid username for your account you will shortly receive a link by email address to
reset your memorable word. If not try again.

Please check your email

Step 4 - Receive reset email

The user will receive an email (to the specified payroll registered email address) with a link to
complete the memorable word reset. The link in the email will redirect the user to the Portal
where they will be asked to verify their account, this link is only valid for 24 hours.

Step 5 - Verify identity

All fields must be completed correctly to verify identity and continue with the reset.

Forgot your memorable word

my@PayWindow

We need to verify your identity before changing your memorable word

Email Address
First Name
Last Name

Date Of Birth

@ Verify your identity
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Step 5a - Verification failure

After 5 failed attempts at verifying identity the user will get a warning page and the process will
need to be restarted. This page will also be displayed if the reset link time has expired.

my@PayWindow

®

You have failed the verification, you can try to reset your memorable word again.

Step 6 - Enter new memorable word

When the user has verified identity correctly, they will be presented with a screen to enter a new
memorable word. The memorable word must be at least 6 - 12 characters in length.

First time memorable word

my@PayWindow

Please enter the new memorable word you would like to use
The Memorable Word must only have characters, digits and maximum 12 characters long

Vermaran e s |

The word and i word do not match.
Confirm Memorabie Word

Automated 2FA reset

Step 1 - From login page

Enter username and password

my@PayWindow

Enter the code provided by your authenticator app:
Enter the code

Forgot Authenticator?

MeTCRAFT
JIRIS e
LI
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Step 2 - Request link

On clicking Forgot Authenticator? a new screen will appear requesting the user to enter the
username associated with the account. Enter the username and click Submit.

my@PayWindow

Have you forgotten your 2FA Authentication?
Enter your Usermname and we will send you a link to reset it.

Usemame u

® Submit

Step 3 - Confirmation of reset

Once the username has been submitted a message appears on the screen to confirm that an
email has been sent to the registered email address for the user.

my@PayWindow
0

Thanks! If you entered the valid username for your account you will shortly receive a link by email
address to reset your 2FA. If not try again.

Please check your email

Step 4 - Receive reset email

The user will receive an email (to the specified payroll registered email address) with a link to
complete the 2FA reset. The link in the email will redirect the user to the Portal where they will

be asked to verify their account, this link is only valid for 24 hours.

Step 5 - Verify identity

All fields must be completed correctly to verify identity and continue with the reset.

Forgot your 2fa

my@PayWindow

We need to verify your identity before changing your 2fa

[ Email Address

First Name

Last Name

Date Of Birth

® Verify your identity
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Step 6 - Reset 2FA
When the user has verified identity correctly, they will be presented with a screen to scan or

enter a code.

Forgot your 2fa

my@PayWindow
o

Scan the QR code or add manually your code using a
mobile authenficator:

Type the following code in your Authenticator App

GBRDGYLCGE4GMLIOME

Verify the code provided by your authenticator app:

myePayWindow maintenance

From time to time myePayWindow will require maintenance updates which are normally
conducted outside normal business hours. During periods of maintenance the myePayWindow
website will be taken out of service. If a user tries to access the website directly through a web

browser the following message page will be displayed:

my@PayWindow

is currently

\We expect to be back online shortly. Thanks for your patience.
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Useful numbers

HMRC online service helpdesk HMRC employer helpline

Tel: 0300 200 3600 Tel: 0300 200 3200
Fax: 0844 366 7828
Email: helpdesk@ir-efile.gov.uk

Tel: 0300 200 3211 (new business)

Contact Sales (including stationery sales)

For IRIS Payrolls For Earnie Payrolls For IRIS Payroll Professional
Tel: 0344 815 5656 Tel: 0344 815 5676 Tel: 0345 057 3708
Email: sales@iris.co.uk Email: earniesales@iris.co.uk Email: payrollsales@iris.co.uk

Contact Support

Your Product Phone E-mail

IRIS PAYE-Master 0344 815 5661 payroll@iris.co.uk

IRIS Payroll Business 0344 815 5661 ipsupport@iris.co.uk

IRIS Bureau Payroll 0344 815 5661 ipsupport@iris.co.uk

IRIS GP Payroll 0344 815 5681 gpsupport@iris.co.uk

IRIS GP Accounts 0344 815 5681 gpaccsupport@iris.co.uk
Earnie or Earnie IQ 0344 815 5671 earniesupport@iris.co.uk
IRIS Payroll Professional (formerly Star) | 01273 715300 payroll-support@iris.co.uk

IRIS is a trademark.
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