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Introduction

Deaconess Health System proudly presents the new innovative way for you to receive
your payroll advice electronically. Through partnership with Paperless Pay Corporation,
Deaconess now offers the eStubView product. This product is available for employees of
Deaconess Hospital, Deaconess Clinic as well as The Women’s Hospital.

eStubView is a comprehensive, on-line payroll advice portal which enables you to
receive your payroll advice through a secured web-site, on your phone, or even sent to
your home computer.

Viewing your pay advice is now as simple as going to a website and logging in. You will
have access to all your Deaconess payroll advices since December 2008. Your pay
advice will be available for your review 24 hours a day, 7 days a week and will be stored
on-line for 4 years. Imagine being able to pull last year’s payroll advice without any
hesitation... When you want the information, it’s at your fingertips! Need a reprint? Go
online. No longer a need to wait!

The following pages will further explain how eStubView.com works!

For Technical Assistance contact 1 (800) 489-1711



Accessing Electronic Payroll Advices

To Access Your Electronic Payroll Advice, simply go to www.deaconess.com/employees
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Once this page loads, click on the eStubView logo, shown above. To access the user
manual, please click on the HELP button just above the eStubview logo.

For Technical Assistance contact 1 (800) 489-1711



After you click on the eStubView logo, you will see the page shown below. Click on the
‘Employee Portal Entrance’ link, located in the center of this page. The eW2 product is
not yet available for use §nd is currently scheduled for release January 2010.
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After you have clicked on the ‘Employee Portal Entrance’ link, the instructions on the
following pages will take you to your paperless payroll advice.

For Technical Assistance contact 1 (800) 489-1711



Logging In

The following screen will then open. In this screen, complete your user name and
password. Your username is 13 characters and is made of the following 3 parts:

Company of Employment
Deaconess Hospital, Inc. Deaconess Clinic, Inc.
1. First 4 characters (not case sensitive) DECE DECC
. Nex har rs are the | igits of r ial
2. Next 5 characters are the last 5 digits of your socia XXX-X1-2345 XXX-X1-2345

security number

3. Next 4 characters are the first 4 characters of your first
name, as it appears on your pay advice, i.e.your legal
name per Human Resources. If your first name has only JOHN JOHN
3 characters, the last character would be satisfied by
pressing the spacebar.

For each example above, the User ID would be: DECE12345JOHN DECC12345JOHN

Please be sure to enter your user ID in the space shown below:
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To Access Payroll Dyposit View Portal
Enter Userllx

User Name: [decal Z450hn
Password [sssssssssssms
[ Logia |

Forgot Password?

Depending on where you work (Deaconess Hospital or Deaconess Clinic, your initial
user password is listed below. Please be sure to enter your password where shown above.

Company of Employment

Deaconess Hospital, Inc. Deaconess Clinic, Inc.
[Password deaconessevan deaconessclinic

(After you log in, you will be required to reset the password to a personalized one in
the user setup section)

For Technical Assistance contact 1 (800) 489-1711



Viewing your stub

After you click the “log in” box on this screen, you will be directed to your automated
pay advice listing, see screen below. Click on the “TRAN ID’, in this case, the number
1455092. Please note, the numbers in your profile will be specific to your payroll files.
Clicking on this link will take you to your electronic payroll advice!
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Electronic Pay Advice

To chaose the pay advice you wish to soe, simply click on §
Trans 1D Eaypent Date
14650532 12108

To print your pay advice, click on the link “Print this Page’, shown below: \
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USER SETUP

Directs you to the following options

e Change your password
e E-mail message capabilities
e Set up text messages

Changing your password

To change your password, please click on the User Set Up link, in the top of the
webpage. The system will require you to change your password the first time you log
into eStubView.com. This step is uggd to change your password after initial set up.
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To change your user password, click on the change user password

button
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You will be directed to a new screen that will allow you to change your password, see the
next page.

A Untitled Page - Microsoft Internet Explorer provided by AT&T WorldNet Service 10 x|
Elle  Edit wiew Favorites Tools Help ‘ :,'
- €Y - A - 2 - - 25
@Ba(k ) \ﬂ @ (a) ‘ - search < ¢ Favorites {(‘ == ij 5
address [&] hetps . sstubview.comiChangePassword. asp B ERE R

N

™ The Future of Employee Payroll Communication. .. Now!

STuB
Electronic Pay Advices

Flease Change Password.
Use of default password not allowed.
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Cancel

Password:
New Password:

Confirm New Password:

Change Passwaord

Click Change Password to save change.

For Technical Assistance contact 1 (800) 489-1711



E-mail message capabilities

You have the option to add an email address that will receive your pay advice. This
email address can be home, work, etc. You decide where you want your pay
information to be delivered! The stub can be sent in a password protected .pdf form or
you can just receive notification via email to go and view your paystub on the website.
To enter an email address you would like to direct these notifications to, simply:

1) click the button for e-mail. 2) Type your e-mail address.
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3) Click the option you would like  4) Click Save
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Set up text messages

If desired, you can add a cell phone number you would like to receive text messages
for your payroll related information. You can select up to six relevant options, by
following the directions below. Note, if you do not have parking, please do not select
parking, etc.

1) Click on the box to sign up for eStubView information texted to your Cell Phone.
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2) Select up to six relevant fields for the data you would like to have sent to your cellular
phone via text messaging.
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3) Select a cell phone provider.
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4) Enter your cellular Number including the area Code.  5) Click Save.

For Technical Assistance contact 1 (800) 489-1711




Forget Password

Should you forget your password, there are two options:
1. Select the ‘Forgot Password’ link and follow the instructions. Your password will
be emailed to you within seconds. The forgot password link is found at the User
Portal Entry screen, shown below:
2. Simply call the 1 — 800 support number listed below:
1 (800) 489-1711

This phone number is also listed under the user option help, see below:
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Welcome to =STus
User Portal Entry

To Access Payroll Deposit View Portal
Enter Userll and Passward

User Name: [decal Z450hn
Password: [sesssssssnses
k]

Forgot Password?

HELP

Should you require help, you can contact the support number at 1 (800) 489-1711
The support center can assist you with questions such as:

Your user login

Your user password

Your user account set up options

Any other technical issues you may have, as related to viewing your pay advice
on-line through this service.

Apwnh e
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Features Currently Under Development

Currently, the following features are under development:

1. eNews Company News Letter
2. eW2 —electronic W2 for your tax reporting and record keeping needs

As additional features become operational, we will notify you through company wide
communication as well as by updating this user manual.

For Technical Assistance contact 1 (800) 489-1711



