Online User Manual -

Heartland Employee Self Service




Once Heartland has set you up as a Self-Service user, you will receive an email to activate your account. You will need the last 4 digits of your
social security number. The rest of the log in information will be provided within the email, including the activation link and client code:

Heartland Payroll Employee Self-Service Account Created
noreply@heartlandpayroll.com

@ Extra line breaks in this message were removed.

Mon 1/25/2016 9:31 AM
Harden, Jolene

*** Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox *** New Self Service
User:

Welcome to Heartland Payroll. Below are your login credentials. Your account must be activated before it can be used. To access
your payroll information through Heartland Employee portal , click the activation link below to get started.

https://www.heartlandcheckview.com/AuthenticateUser.aspx Pticket=84450ed7-3ba6-4648-b0fd- 2fc73377265f

In order to activate your account, you will need to provide the f%lowing information on the activation furm:\ Activation Link

Authorization Code {This will be the last 4 digits of your S5N)

User name: JHarden2@mylunchmoney.com Client Code: BROOKPARK

The Heartland Payroll Team N Client Code ‘




Heartland

New User Account Setup
To activate your new account please enter the following information into the fields below and click the Cantinue button.

Account Information
User Name: |JHarden2@mylunchmoney.com |

Client Code: |BRODKPARK |

—
Identity Confirmation
Authorization Code/Pin: | [  Enterlast4of ss#
This information is located in the
activation email sent to you.
Setup Account Password T
T | Choose and confirm a
Mew Password: | X
L password (note special
Choose a password for your new %
account. Please ensure that rEqU'rements}
passwords are a minimum of 3 -

Once you click the link, you will
be taken to the New User
Account Set Up. Here you will
need to enter your
Authorization Code/Pin (last 4
of your sacial security number)
and set up your password.

alphanumeric (at least one each of
alpha [a-z] and numeric [0-9]}
characters in length and contain at
least 1 special characters [(@#H5%"&*
N

Confirm Mew Password: | [

Re-enter your password to ensure it is
correct.

Security Challenge Question 1

| v

Choose a security challenge question from above. You will be
prompted to answer this question if you need to reset your password.

; You will also need to
Answer: | | choose and answer two

Specify the answer to the challenge (2} security questions.
question you selected above.

Confirm Answer: | [

Re-enter the answer from above to
ensure it is correct.

Security Challenge Question 2

| v

Choose a second security challenge question from above. You will be
prompted to answer this guestion if you need to reset your password.

Answer: | [

Specify the answer to the challenge
question you selected above.

Confirm Answer: | |

Click "Continue" once
Re-enter the answer from above to
complete. ensure it is correct.

Continue | Cancel |




After you click continue, you will be redirected to log into the Employee Self Service Site:

Heartland

New User Account Setup

Your account is now activated. Click the login button below to return to login form and begin using your account.
' Click "Login" F’ Login

To login, enter your user name, password you created and client code (reference activation email). Click “Login”:

Welcome to

Heartland Payroll

[ ——

User name:
Password:

Client Code:

Forgot your password?

Payroll Office V62.11.2/15.12 - Copyright® Heartland Payment
Systems® ContactUs Privacy Policy




When you are logged in, you will be on the Employee Landing Page. From the landing page, you can view your pay stubs as well as your W-2’s
(once available):

| Heartland 'pPayroll

Employee Management Client: BROOKPARK - BROOKPARK TRAINING DEMO Company: BROOK PARK TRAINING DEMO Support Id: 124301

m Check History SALLY GARCIA Employee#: 2 Status: Active Salary: #sssss Division: Hourly Emp Pay Group:

Pay Group: Weekly Hire Date: 12/0/2014 Work Location: DETROIT, MI Department: 0200 Work Location:

| W-2/1099 History
Employee Landing Page

® Employee Landing Page

Welcome to BROOK PARK TRAINING DEMO Employee Self Service.

Employee Management

® Check History
| W-2/1099 History /
® Employee Landing Page

SR AT AT A 4

Click on “Check History” to view current and past pay stubs. Click on “W-2/1099 History” to see current and past W-2/1099’s. Please note that
historical documents prior to your first payroll on the Heartland Payroll platform will still be stored on the Ovation portal.




When you choose Check History, the top half of the screen will show all pay stubs you have available to view. The most current check
stub is always on top and is the default. If you would like to see any older pay stub, click on the date from the list on top half of the
screen. (Please keep in mind that any check stubs or W-2's that were processed on the Ovation system will continue to be housed
on the Ovation Employee Portal.) The summary of the check chosen will show on the bottom half of the screen. To print a selected
pay stub, click the “View/Print Pay Stub”. Your check will download as a .PDF file and you can print to any selected printer. You must
have Adobe Reader 9 or later to view/print the paystubs.

A
; Heartland Payroll+HR

e

=0T ENEN BT | Client: BROOKPARK - BROOKPARK TRAINING DEMO Company: BROOK PARK TRAINING DEMO Support Id: 124301

= S SALLY GARCIA E:fp::::: u:maem ::am ;t:mT:-';-':a14 :v:::kr{u::fmncw. M gl::‘r::en: Du:nzyazmp :\'a;kGII::::iun:
B W-2/1099 History
4 Check Date 4 (Gross Pay 4 Net Pay 4 CheckWoucher # 4 Check Amount 4 Description 4 PRRun#
1/22/2016 2650.00 1832.89 15098 1832.89 Regular Check 55
Highlight / 1152016 2650.00 1907.89 15096 1907.89 Regular Check 0
any check 1182016 2815.62 1978.07 15003 1978.07 Regular Check 0
date inthe 11/2022015 2650.00 1352.90 15087 1352.90 Regular Check 43
top half of 11/6/2015 2650.00 133468 15084 1334.68 Regular Check 47
the screen. 91172015 1981.00 1020.69 15077 1020.69 Regular Check 44
The check THT2015 2650.00 134378 15071 134378 Regular Check 37
details will 6/52015 2650.00 1337.40 15067 1337.40 Regular Check 36
show in the !
lower half. \ [ View/Print Pay Stub Click_the "View/Print Pay Stub" button
/et Pay S| to print the selected pay stub.
CHECK SUMMARY - Regular Check

Check Date 1/22/2016 | Gross Pay: 2650.00 SALLY GARCIA Employee #: 2 Fed Mar: Married
Period End: 1172016 Gross Wage 2650.00 588 SOUTH ADDISON Department 0200 StMar:
Peried Begin: 111/2016 Net Pay: 1832.89 DETROIT, Ml 43208 Division Hourly Emp Fed Ex: B
Check #: 15098 Check Amt: 1832.89 WALTER'S WIDGETS Soc Sec #: HHK-XX-9999 StEx: ]
EARNINGS & MEMO 5* DEDUCTIONS TAXES
Current ‘fear-to-Date Current Y¥TD Current ‘Year-to-Date
Title Hours Dollars Hours  Dollars Title Dollars ~ Dollars Title Dollars ~ Wages  Dollars  Wages
Salary 40.00 2650.00 120.00 7950.00 Loan (gosl) 75.00 75.00 SOC SECEE 162.75 2625.00 49542 799062
Weighted Half T 500  165.62 HSA Pre Tax 50.00 MED EE 36.06 2625.00 11586 799062
company mateh® 000 7875 0.00 24122 Voluntary Annut 40.00  120.00 FEDERAL WH 32567 2585.00 100592 787062
408(k) Match* 0.00 66250 0.00 202890 Vision Pre Tax 25.00 75.00 MICHIGAN WH 90.25 2585.00 27566 787062
SEP IRA" 0.00 53000.00 DETROIT 60.38 2585.00 183.91 787062
CURRENT PERIOD LEAVE ACCRUALS DIRECT DEPOSIT EMPLOYER TAXES
Hours Hours Available Deposit Current ‘Year-to-Date
Title Accrued Taken Balance Type Account Amount Title Dollars Wages Dollars Wages
SICK 1.000000  0.000000 19.000000 FUTA ER 9.81 163438 42.00 7000.00
VACATION 3.077000 0.000000  -29.538000 MED ER 38.06 2625.00 115.86 7990.62
S0CSEGER 162.75 2625.00 495.42 7990.62
MI ER OBLIGATON 13.25 2650.00 40.58 8115.62
ASSESSMENT
MICHIGAN SUI ER 71.55 2650.00 219.12 8115.62




When you choose “W-2/1099 History”, you will see a .PDF for each year a W-2 and/or 1099 was issued for you. Select which year you would like
to print and click “View PDF” to the right of the year. (As a reminder, W-2’s and/or 1099’s that were processed on the Ovation Payroll platform

will continue to be housed on the Ovation Employee Portal.)

*Please note that a W-2 will not be available to view until your company has processed the last payroll for the year and we have completed

your company’s year-end tax filing.*

Heartland rayroll+HR

Client: ERCOKPARK - BREOOKPARK TRAIMING DEMO Company:

: Empl #: 2

B Check History SALLY GARCIA F;nypﬁnr?;;p' Weekly

CIVV-2/10:99 Hisio '

B Employee Landing Page e

| Click the "View
Vear 2015 T view POF ‘"N.., PDF" to print the
Year 2014 T view POF selected W-2
and/or 1099




When you have completed using the Self Service site, click “Logout” on the upper right portion of the screen:

Home | Logout
N

VT EET I | Client: BROOKPARK - BROOKPARK TRAININGDEMO ~ Company: BROOK PARK TRAINING DEMO Support Id: 124301

B Check History SALLY GARCIA Employee#: 2 Status: Actve Salary: #s#222 Division: Hourly Emp Pay Group:
— Pay Group: Weekly Hire Date: 12/0/2014 Work Location: DETROIT, MI Department. 0200 Work Location,
8 W-2/1099 Higtory

Employee Landing Page

Welcome to BROOK PARK TRAINING DEMO Employee Self Service.

To log back in, go to www.heartlandcheckview.com and enter your user name, password and client code.




