Welcome to Employee Self-Service (ESS) offered by

The Human Resource Consulting Group!
ESS allows for 24-hour access to Pay Stubs, W-2’s, and Personal
Information through a secured login and password.

Web Site: https://www.evolutionpayroll.com/selfserve/HrConsulting

You can add this link to your favorites so you do not have to key in
the website each week.
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Welcome to your Employee Self-Service Portal.

Secure Login

User Name:

Password:
_ SeareLogn |
Click on Register
New User to
register

Register New User

Forgot Password

Information is protected by 128 bit SSL encryption.
Acrobat Reader is required to view pay statements
rar Adalk \ =)

IDone

First Time Users:
First time users must register for access to Employee Self-Service. To register you will

need your most recent Pay Stub which contains all of the required company related
and personal information for the registration process.
To register click on “Register New User”




Registration Process:
To begin you will need your most recent pay stub:
* Company Code ( XXXX)
» Social Security Number (no dashes)
* Check Number - if you have direct deposit you must enter the
(- minus) in front of the check number just as it appears on your stub
* __Current Total Earnings (this is your Current Gross Earnings, not YTD)
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Welcome to your Employee Self-Service Porta

Secure Login

Register llew User

wensTeqarcy
Password
Winimum length must not be less than 8 characters

1ust contain atleast 1 leter Must contain at least 1
number Must contan at least 1 symbol

Pay statement information

Company Code: * [alpha
SSN: * jennnnnene
Check Number: * 150175
Current Total [
Earnings: *
Create new login

User Name: * 1K fat
Passhord: * [sessneee
Confirm Passnord: * [sesssees

Calaate: * 41+47= |88

Regster User g

Forgot Password

Information is protected by 128 bit SSL encryption.
Acrobat Reader is required to view pay statements
cahde
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Create Your Login:
Once you have entered the required data from your pay stub you will need to create a
Username and Password. Your password must contain at least 1 letter, 1 number and 1
symbol — MUST BE 8 characters long.

* Enter Username
* Enter Password
e Confirm Password
* Click on Sign on

After you have successfully logged in you will be asked a series of Security questions:
Be sure to choose questions you will remember the answers for.
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Welcome to your Employee Self-Service Portal.

¢ Welcome, j401k-flat

Setup Security Questions

‘ * denotes required field

Please select three security questions and provide answers. They will be used to
restore forgotten password. You wil not be able to use ESS until you setup security

questions

Question 1: * [ j
Answer 1:

Question 2: * [ |
Answer 2:

Question 3:

Answer 3:
E-Mail:

Cancel Save




Main Menu: You can navigate the site with the tabs across the top of the

page or along the left side
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Pay Statements:

\.¢ Favorites

© Employee Self Service 2.0.13

v Will have historical data
from the 1%t check date
with HRCG
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Welcome to your Employee Self-Service Portal.

After selecting the year Dashboard Paystubs W2 EE Info Time Off Services Log Out
click on the magnifying Compzny: Sample Client Employes: Jane 401k-flat 'E]‘
glass to preview Previ
- review
v Stub will open as PDF Exssiatoments
‘/ Can VieW and print ‘ Show Year: Check Date v Check # v Gross Net Actio/
2014 May 11, 2007 150059 400.00 226.15 7
ol Apr 14, 2007 150092 400.00 22615 o]
" 2009
" 2008
" 2007




W2/1099 Forms:

v" Will have historical data
W2’s processed by HRCG

v" Will open as PDF

v' Can view and print
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Employee Info:

v' Can view
demographics

v' Can view
State/Federal
exemption status

hrconsulting 12.16.9.3

ver. 2.0.13_37

Dashboard Paystubs w2 EE Info Time Off Services Log Out
- [
Company: Sample Client Employes: Jane 401k-flat {
W-211099 Forms
Note: W2 data reflects only originally issued W2 information.
It does not reflect any W2C corrected statements
Year v Type ¢ Action
e Online Security | Privacy Policy .
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hrconsulting 12.16.9.3 ver. 2.0.13_37 © 2006-2011 iSystems, LLC. All rights reserved.
i.¢ Favorites | o Employee Self Service 2.0.13
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Compsny: Sample Client Employes: Jane 401k-flat Cf
Employee Information
Last Name 401k-flat Salary 0.00 Hire Date Mar 1, 2002
First Name Jane
Middle Initial Federal:
Birth Date Marital Status Single
Dependents 0
Address 1 1 Oak St Override Tax None
Address 2 Value 0.00
City Seymour
State CT State: VT
Zip Code 6483 Marital Status Single
Dependents O
Phone Override Tax None
E-Mail Value 0.00
Rate # Amount # Primar Div ~ Branch ~ Dept ~ Team
1 10.00 Y s ~
2 10.00 N This Division Is Hidden~This Branch Is Hidden~Dept 2~ v
i) Online Security | Privacy Policy L
evolution ~——

2006-2011 iSystems, LLC. All rights reserved.
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Any questions regarding your information, pay stubs, and W2’s can be
emailed to Human Resources by clicking on the “envelope” icon located on
the top right corner of each page. Email will open:



2 SelfServe message from Jane 401k-flat - Message (Rich Text)
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To,.. IW-CWw.Cm
Subject: _S&S«wmsaoahanmwlk-ﬂu

FileGuardian - Active

e

- FileGuardian is active. To send files securely, click the "Send via FileGuardian® button.

Send via
FileGuardian|  yeed help? Contact us at support@myshugo.com or 1.888.95-SHUGO(74846) x702
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