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Below are more detailed instructions to navigate your new electronic paystub system, including setting 

up notifications (text or email), changing your personal information, and more!                

           To add email delivery option to receive a secure email of your stub:                                          

Navigate to Notifications and click on Add Email button and select your preferences.   

   

 

  

To add text message notification to receive a text when you have a stub available for viewing 

on the website:   

Navigate to Notifications and click on Add Phone Number button and select your preferences.   

 

 

 

You can also add detailed text messaging notification where you can select up to 3 items from 

your paystub to be texted to you.   

 

 

 

 

 

 

 

  

 

If you decide you longer want any of the notifications you have setup, whether email or text, 

you can remove them at any time. 

                                                                                      

Continued on reverse side 
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Change your User ID, Password, Language Preference and establish Security Questions that 

allow you to reset your password should it be forgotten here. 

             Navigate to Manage Your Account 

   Preferences  

  

 

 

 

 

 

          

 Make sure to set three security questions.  This will allow for the password reset should it      

be forgotten.     

 

 

 

 

 

 

 

If the password is forgotten, go to the main log in page and click on the Forgotten Password button.   

Correctly answered security questions will allow the password to be reset.    If the password was entered 

incorrectly 3 times, the account will be locked for a period of 4 hours before a reset may be attempted.  

 

Change your 

Login ID here 

Select between English and Español  

Click here to reset 

Password 


