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Virginia Department of Accounts

Participant

Go to Payline Web Page

 Key the following web address on your internet
browser

https://payline.doa.virginia.gov

NOTE: WWW does not precede the web address

4/14/2010 2
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TO0A How To Become A Payline

Virginia Department of Accounts

Participant

There are two methods to request your
temporary passwords. These methods
are Illustrated in the following slides.

NOTE: A temporary password cannot be
Issued until you have been paid.
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How To Become A Payline

Virginia Department of Accounts

Participant

METHOD 1:

Enter your Employee ID in the corresponding box and click
on Forgot Password/New Account.

NOTE: Personal ID cannot be used until you are an active participant.

Login - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

- Eile Edit Sieny Favorites  Tools Help i
< O |ﬂ @ 2 /',_\J Search \5‘\'( Favortes <) - :_5 [ - N
{ address [@] hitp: fet2ictevAshlynipaylinedogin.cfm = =

I:> New Account Welcome to Payline> .

Your source for personal earnings, benefits and leave infoermation. 't Howto Become 3 Payline

Participant [POF] [PowerPoint]

Please enter your Employee Number or Personal ID and Password: > (Pepeiiess Peiel [ Snelmem!
] [PDF] [PowwerPoirt]

Employee Number or Personal ID: I:I <= i # Introduction to Payline - Viewing m

Leave Information [PDF]
[PorvwerPoint]

+# Introduction to Payline - Yiewing

i Payroll Information [PDF]
| [PowerPairt]
Pavline FAQ's
Ifyou are a firsttime user or have forgotten your password

click the fargot password/new account button Payline Manuals and Forms

Unused temporary Fayline passwords are deleted 45 days after issuance.

Tha cacrurity nf unnr narenanal infarmatinn ic imnartant tn net s,

&] Done &) Loal intranet
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ow To Become A Payllne

Virginia Department of Accounts

Participant

Method 2:

Click on the Forgot Password/New Account Button, and Payline will
display a screen to allow entry of the Employee ID Number.

Eile Edit Sieny Favorites  Tools Help f'
@ Back ~ () lﬂ ‘,: h /.,_\J Search < "( Favartes {} < - :_5 [w] - J ﬁ 3
{ address [@] hitp: fet2ictevAshlynipaylinedogin.cfm v | B oo

\ II_'glllia . g()\-’ Online Services | Commonwealth Sites | Help | Governor

contact Us | EEEUSEIEY © cntive site @ capp only

New Account Welcome to Payline!!l

;Lrnks....

Your source for personal earnings, benefits and leave infoermation. 't Howto Become 3 Payline
Participant [POF] [PowerPoint]

Please enter your Employee Number or Personal ID and Password: > (Pepeiiess Peiel [ Snelmem!
] [PDF] [PowwerPoirt]
Leave Information [PDF]

Employee Number or Personal ID: I:I
: [PorsverPoint]
+# Introduction to Payline - Yiewing

i Payroll Information [PDF]
| [PowerPairt]

Fayline FAQ's

- Introduction to Payling - Viewing

Ifyou are & firsttime user or have forgotten your password
click the forgot passwaord/new account button

Fayling Manuals and Forms

Unused temporary Fayline passwords are deleted 45 days after issuance.

Tha cacrurity nf unnr narenanal infarmatinn ic imnartant tn net s,

&] Done &) Loal intranet
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How To Become A Payline

Virginia Department of Accounts N .
Participant

Enter your Employee ID Number and click on Submit.

2 Forgot Password - Virginia Department of Accounts - Windows Internet Explorer. provided by DEPARTMENT OF ACCOUNTS

: File  Edit Wiew Fawvorites  Tools Help 5
3 - — n i

: - | ) ' i - — 7 - o

e Back => « n: { A 4 Search < ¥ Favorites E‘B i I i i J

Address @ hittp: ot 2icfdevashlyniPaylineForgot_PIM.cfm?012945 w | Go

Payline = Forgot Password

= Payline - Forgot Password/New Account

Please enter your Employee Number (must be 9 digits) or Payline Personal 1D (must be 5-8 characters):

Employee Number or Payline Personal 1D: | Submit | <e—————

£

@ Done \‘-_-g Local intranet
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TO0A How To Become A Payline

Virginia Department of Accounts

Participant

Depending on how your agency is set up to allow or disallow the
printing of earnings notices, you will see one of the following
options for receiving the new pin:

» “Print new password on my next earnings notice” only

» “Print new password on my next earnings notice” or «gen(
new password to my agency’s human resources and payroll
officers”

» “Send new password to my agency’s human resource and
payroll officers” only

Where applicable, the human resources and payroll officers’
email address will appear to the right. The Pin will be forwarded
to you via the employing agency’s internal procedures.

NOTE: Click on an option once it is displayed.
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How To Become A Payline

. a_» fA n n
Virginia Department of Accounts Partici p ant

= | Forgot Password - Wirginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

Filz Edit ey Favorites Tools Help
i, L | -
' J & S

eElac:k - e - |ﬂ |EL| _;j /-__\J Search “3::../ Favorites €‘3 - =

: Address |§| hittp: Mot 2icfdevashlyniPaylinesF orgot_Pin.cfm

v B oo
Search virgmiagoy - Jeo)

] orting Excellence.

e - = .-.-Il 3 r - - -
\4' ll_glllld . g()\’ Online Services | Commonwealth Sites | Help | Governor
Financial A

FDOA...... Payline 1 .
Virginia Department of Accounts L L ~xa B BR
Contact Us | © Entire site ® capp Only

Pavyline = Forgot Password

Payline - Forgot Password/New Account

Log On

<

Send new password to my agency (00101} Pawroll Offfcer: doa. doa@doa.virginia. gov
HE Oficer: doa. doaE@doa.virginia, goy

Payroll and HR. Officers

Print new password on my next earnings notice S ubrnit

o end:

- £ 2 Internst
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TO0A How To Become A Payline
Virginia Department of Accounts Participant

The system will ask for a personal pass phrase (can be one or more words and up
to 24 characters). Enter the pass phrase and click on submit. Remember this
pass phrase as it is required in conjunction with your temporary password to
access Payline for the first time.

A Forgot Password - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS
: File Edit ‘iew Favorites Tools  Help i

eElack - |ﬂ @ _7;‘] /._‘J Search '-l;:‘\'_(Favorites €4 2 - :;_‘ J = G 3

: Address |g‘| hittp: Hof2ictdevashlyniPaylineForgot_PIM.cfm?095515 "| Ga

r Sswor

Payline - Forgot Password/New Account

Enter a personal pass phrase (any word or phrase of your choosing up to 24 characters).

[ | (Submit e

Wou will be required to provide this pass phrase when using your remporary password to access

Payline for the first time.
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TO0A How To Become A Payline

Virginia Department of Accounts

Participant

If your temporary password is being printed on your
earnings notice, it will be shown in the message area
which is located below the perforation. Look for the
message below:

PER YOUR REQUEST, YOUR CONFIDENTIAL
TEMPORARY PAYLINE PASSWORD IS:

4/14/2010 10




Financial Accountability. Reporting Excellence.

TO0A How To Become A Payline
Virginia Department of Accounts Parti C | p ant

The following is an example of the email transmitted to the Human
Resources and Payroll Officers. The email will subsequently be
forwarded onto you.

*** THIS RESPONSE IS BEING SENT AUTOMATICALLY. PLEASE DO
NOT REPLY TO THIS EMAIL ***

A confidential temporary Payline password for John Q Public (Employee
Number is 009999999) of agency 00230 was requested and provided in
this email.

Please forward this message to the requestor.
Temporary password is: E5SBeZ2N6
The Employee Number of the requestor has been provided to aid in

identifying the employee.
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TDOA How To Become A Payline

Virginia Department of Accounts

Participant

Once you receive you temporary password you
are ready to access Payline.

 Key the following web address on your internet browser

https://payline.doa.virginia.gov

NOTE: WWW does not precede the web address
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How To Become A Payline

Virginia Department of Accounts Parti Cipant

Enter your Employee ID and Temporary Password. Press
Log On.

Login - Virginia Department of Accounts - Windows Internet Explorer provided by DEPAR

File  Edit “iew Favorites Tools Help r"
™ — i . T
€] O (X [Bl @ Psearen Foravomes € (2- 2 @ - [ JE B
| Address |£_“| hitpe dict2ias paylinedogin cfm V| Go

Forgot Password / _
) e— Welcome to Payline! ]
) - 1

Your source for personal earnings, benefits and leave information. ¥ Howto Become a Payline
Parlicipant [FDF] [PowerFoint]

# Paperless Payroll Enrollment
[FDF] [PowverPoint]

Please enter your Employee Number or Personal IDD and Password:

Employee Number or Personal ID: # Introduction to Payline - Viewing
' Leave Information [PDF]
[PoveverPoirt]
Password: | | <=

Log On

Ifyou are a first time user or have forgotten vour password
click the forgot passwordinew account button.

# Introduction to Payline - Wiewing
Payroll Information  [POF]
[PoveeerPoirt]

- Payline FAQ's

- Payline Manuals and Farms

Unused temporary Payline passwords are deleted 90 days after issuance.

Tha carurity af vanr nareanal infarmatian ie imnartant fa ne!

‘-:g Local intraret

L[
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TO0A How To Become A Payline
Virginia Department of Accounts PartiCi pant

Enter the pass phrase you entered when requesting the temporary
password. Press the submit button. If you cannot remember the
pass phrase, you can request a new temporary password.

A Forgot Password - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS E=])
© File Edit Wiew Favortes Tools  Help

eﬁack M > Ij Iﬂ j /_ ‘i‘\'_(Favnr'rtes €‘} < - “'5 4] ﬁ :’j

: Address |€| hittp: ficf2ictdevashl yruPaylineLo gin2.cfm7FreshPa ge=104001 -~ | Go

Payline - Forgot Password/New Account
Please enter the following information:
Pass phrase: richmand| | [Gubmt<<e————
OR
1would like a new password assigned Subrnik L5
o’
< | >
@ Done ‘:g Local intranet
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How To Become A Payline

Virginia Department of Accounts Parti Cipant

Security information will be presented for you to read. Click on
continue.

<3 Forgot Password - Virginia Department of Accounts - Windows Internet Explorer provided by DEPARTMENT OF ACCOUNTS

: File  Edt “iew Favorites Tool=  Help h
: - ~ n . T

2 v \ y A . = y 1A F a4

e Back > \ﬂ \g f A - Search ¢ Favarties {} = ii ‘i

| Address | ] it ficf2icTdevashlynPayine/Forget_PIN.cfm?104114 v B

Payline > Forgot Password

The security of your personal information is important to us!

Diligent efforts are made to ensure the security of Commonyvestth of Virginia systemns. Before you use thiz Web site to
conduct business with the Commonwealth, please ensure your personal computer is not infected with malicious code that
caollects your personal information. This code is referred to as a keylogoer. The way to protect against this is to maintain
current Anti-Yirus and security patches.

For more information on protecting your personal information online, refer to the Citizens Guide to Cnline Protection.
Online Protection Glossary

[Contine ] <=

@_1 ‘3 Local intranet
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The Payline Personal Options page will be displayed for you to complete. You will be required to
change your password and answer challenge questions at this point. DOA strongly
encourages employees to input at least one email address, a hint, and opt out of receiving
earnings notice print (if agency has not done so). You will also have the option to suppress
display of your W-2s. Click on submit once all desired fields are completed.

2l Forgot Password - Virginia Department of Accounts - Windows Internet Explorer. provided by DEPARTMENT OF ACCOUNTS

. File Edit “iew Favortes Tools  Help |','

: 0 Back - \_) d Ij h /._\' Search \?ﬂ? Favorites {3 <] ~ :\,'_ _J ﬂ ‘3 P aSSWO rd C r I te rl a :
Address :aj hitp: ficf2icfdevashlynPayineForgot_PIN.cim?1 04422 : _ _ v‘ Go 1) b e at I east e| g ht C h aracters | n
TDOA Payline 1 S tengmn
: ungaDepartmem of Accounts . - : '-' 2) utilize at least three of the
Payline = Forgot Passwor, Contact Us _Sean:h DOA Entire Site CAPP Only .
I fo||0W|ng four:
_ Payline - Forgot Password/New Account Special characterS'
($t@{}r&~+72[]),
upper case alphabetical
Please enter new personal information. Enter new| password twice for verification. | Chal’aCte rs (A _ Z) ,
Email Address 1 .
Verify Email Address 1: | | Iower Case alphabetlcal
Email-.ﬂ.ddre?s = | | Characte rs (a _ Z),
T | ——L numerical characters (0-9),
B BCuire asaword s case-sensitive. ) .
Verify Password: Requiradd  Password s case-senaitive 3) n Ot con tal ns p aces
Challenge Guestion 1: Please Select v| ‘ | Required 4) n Ot m at Cc h ass | g n ed te m p o) rary
Challenge Question 2: | Please Select w | ‘ | FRequired
o | password
Receive Printed Earnings Notices: No (s Required - Default fs No. If you desire 2 printed earmings notice change to Yes. 5) n Ot m at C h I ast 24 p aS SWO rd S
Display W2s: Yes v | Reguined
< @
@ Dane \:} Local intranet

4/14/2010



Financial Accountability. Reporting Excellence.
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Virginia Department of Accounts Parti Ci p i

You will receive a message confirming your security record has been
updated. Press ‘Continue to Payline’ to enjoy the benefits of using
Payline for Payroll, Benefits and Leave Information.

Filz= Edit “iew Favorites Toolks  Help 4’
2 M — n - —

: . \ y e ) > R p ag

@ Back => ] \ﬂ \g f A - Search ¢ Favarties e} = _J ii ‘i

| fddress |&] it ficf2icTdevashlynPayine/Forget_PIN.cfm?110354 v B

Payline > Forgot Password

Payline - Forgot Password/New Account

Your Security Record has been successfully updated!

Please continue to the Payline Application:
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Review the following power point
presentations for details on navigation,
iInformation available, and how to request
changes within Payline.

e Paperless Payroll Enrollment

 Introduction to Payline — Viewing Leave
nformation

 Introduction to Payline — Viewing Payroll
nformation
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