To: All Staff
From: Payroll Department

Re: Employee Self-Serve — MyPay

We have partnered with our payroll company to offer you an employee-centric software called
MyPay. The new employee self-serve software will provide you with numerous benefits
including:

e Automated email notifying you when your pay stub is available each pay period.
e 24-7 access to your pay stubs and year-end documents.
e Automated notification your annual tax documents are available.

You will be receiving an email notification to assist in your account setup. The automated email
you will receive will require you to log in and create an account using your Personal Email
Address. This email will come during your second week of employment and will have an
attachment that will include the Company ID and your personal employee Unique ID that you
will need to link your account to the company.

Attached to this memo you will find the instructions to assist you in creating your new MyPay
account.

There is a possibility that these emails could go to your email’s junk box instead of your inbox.
Please see page 10 of the attached document if you need assistance on how to move the
message from your junk box to your inbox so you will be able to see the attachment needed.
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