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Simple...Here’s how it works 
On pay day, you will receive an email notification that your payroll stub is 

available. From your phone, other mobile device or PC, you can view and 

securely download your stub.  

Easy to get started

1. An access code will be assigned as follows: combination of employee
number and last name.

2. Upon first access to the system, enter your cell phone number.  This will
allow you to reset your password if necessary.

Secure access...
Here are the basics...A more detailed explanation follows: 

1. On the morning of your check-date you’ll receive an email notification

that your paystub is ready for download.
2. Enter your access code

3. View your payroll stub

4. Download your payroll stub to your computer for record retention.  On-line
access to pay stubs will be available for 2 years from the check date.



1. Contact your payroll department to provide your email address 

2. Payroll will enter your information into the Electronic Check Stub delivery system.  

3. Notification that your pay stub is ready for download  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Enter your secure access code   
You have already been assigned an access code comprised of your employee number and 

last name (Employee number [no leading zeros] and last name [all lower-case, no 

spaces]). Find your employee number on your current payroll stub.  

 

 

 

 

 

 

In the above example, the password is 80back 

 

Getting started and accessing your payroll stub 





5. View or Download your pay stub 
Use one of the two identified download buttons below to view/download your check 

stub.  

Tip: If you choose the “Download as encrypted PDF”, your check stub will be saved 

encrypted on your computer.  

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Save your pay stub to your computer 
Once you click download, your internet browser will prompt you to save your check stub 

to your computer.  Select the location on your computer where you’d like to save the file 

to and click “Save”.  

You’ll notice that by default the PDF file name for your check stub will be your last name 

followed by the check date for the payroll. 

 

Download your pay stubs for your own record retention. The system is only accessible to 

current employees. Current employees will have access to the last 12 months of stubs 

posted.   

 

 



7. Use Adobe Reader to view your payroll stub 

 

 




