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HOW TO USE EMPLOYEE SELF SERVICE

Go to Encore Online = https://encoreonline.radcliffepayroll.net/encoreonline

Click on “Click here to get started”

PAYROLL. MADE EASY.

Forgot your password?
© beadeh L prbu

New User to Employee Self Serpe?
Click here to get started
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Fill in the blank fields. Note: Access Code = 01-Company Code (ie: 01-R711). Also your employee
number must match exactly, so look at an old paystub or ask your employer for your number.

Step 1. Verify your identity

Access Code:
Last Name:

Employee #:

Last 4 of SSN or EIN: |

< PREVIOUS
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Create your user account. Enter your own unique username, password, and email address. Also select
a security question and answer. Note in the instructions the password requirements. Click next. Verify
your information on the last screen and click finish.

PAYROLL. MADE EASY.

Step 2. Create your user account

Welcome

Flease provide your desired username and password which
you will use to access Encore Online. Please note that
passwords be between 8-20 characters and must adhere to
our requirements of at least 1 capital letter, 1 lowercase letter,
1 digit and 1 special character.

,— - Username: \7

. Password:
© beedee Wame o
el Compsny Frvham St Confirm Password:
Confirm Email:

This question and answer below will be utilized to reset your
| user account's password in the instance of you forgetting the
current password on your account.

Select a security question:
} What is your mother's maiden name? v‘
y A

Answer: | I |

From here you can click on “Check/W2” to view check stubs and W2’s.

Welcome: johnlennon | DEMO DEMO COMPANY INC
MY PROFILE | HELP | CONTACT US | SIGN OUT

v
Pay g ;hmce' EMPLOYEE SERVICES

Control Panel Information Center
w4 -

No messages have been found.
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Click on the specific check or W2 you would like to view. Another window will pop up so be sure your
pop-up blockers are off.

WeICOme: JONAIENNON | UEMU UEMU LUFIFANT INL
v MY PROFILE | HELP | CONTACT US | SIGN QUT
PayChoice EMPLOYEE SERVICES

Employee: 8 : JOHN LENNON

=
Check/w2 W2 View
Employment Info
- Thers are currently no W2's available.
Directory
Employes Payrall Informaticn
Check View
2009 iy
Check Date ‘riud Begin Date Period End Date Check Number Net Pay
5/8/2009 4/19/2009 5/2/2009 15832 $1,506.45

Copyright 2009, Payroll Asseciates. (v1.5.12.1434) Need an Adobe PDF Reader? Click Here. Meed a Microsoft Excel Viewer? Click Here.

If you click on the “Employment Info” on the left menu another menu will drop down. Click on
“Demographics” to edit your address, phone number or email address. You can set up or edit
“Emergency Contacts” and “Dependents.” You can view your assigned items under “Assets & Property
Items.” You can set up or edit your “Employment History.” You can view your “1-9 Status.” Under

“Employee Skills” you can edit or add your education, certification, skills and training records. Lastly,
you can view your available PTO balance.

Welcome: johnlennon | DEMO DEMO COMPANY INC
" MY PROFILE | HELP | CONTACT US | SIGN OUT
PayChoice EMPLOYEE SERVICES

Employee: 8 ; JOHN LENNON

=
Check/w2 Employes Demographics
5 Employment Info
First Name: Birthdate:
Middle Name: Ethnicity
Last Name: EEOC:

Actual Marital Status:

Gender: Veteran Status:

Addr
Type Address1 Address2 City State Zip +4
Home Address 879 PENNY LANE LONDON DE 19999

Copyright 2008, Payroll Associates. (v1.5.12.1434) Need an Adobe POF Reader? Click Here. Need a Microsoft Excel Viewer? Click Hers
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If you click on “Directory” you will be able to search and view the employee directory.

Welcome: johnlennon | DEMO DEMO COMPANY INC
MY PROFILE | HELP | CONTACT US | SIGN OUT

v
PayChoice EmpLOYEE SERVICES

Check/W2 Employee Directory
Employment Info
Please select an employee to view.

Directory Search By: | Last Name »

Employee Payroll Information e,
CONTACT, IMA
GOSPEL, MATTHEW
GOSPEL, MARK
GOSPEL, LUKE
GOSPEL, JOHN
HARRISON, GEORGE
LENNON, JOHN
MCCARTNEY, PAUL
Nardo, Leo
Ngele, Michael
12
# of rows to display: |10 %

If you click on “Employee Payroll Information” another menu will drop down and you can view your
“Deductions”, “Direct Deposit”, “Additional Data”, “Salary History” and “W4.” Under “W4” you will
also be able to print a W4 to hand into your supervisor if you want to change your withholding
exemptions.

Welcome: johnlennon | DEMO DEMO COMPANY INC

P l'l " MY PROFILE | HELP | CONTACT US | SIGN OUT
a 01CE EMPLOYEE SERVICES
Employee: 8 : JOHN LENNON =
Check/w2 WAlTax Seftings
Marital Status: Number of Dependents:
¥ nation ) )
uctions Tax Code Tax Name Marital Status # Dependents OPtional/Override  Override
Amount
Direct Deposit DE DE State Single [} None
Additional Data W FED WTH Single o

salary History

wa
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