&9 Pay-Net
New ReadyPay Online User

1. After logging into Pay-Net Online, select the company you will be adding the new user for, then click
on the “Company” link in the navigation bar.
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2. From here, select Security in Master Company.

9104 - Supervisor Demo Company -

Home Doouments ESS Employes HR Reporting Payroll COMPANY Mineral

HME Demogranhics Calendar Earmings & Deductians EBenedits B Insurance Deparcments & Labor PO
COMPANY HOME Custom Tables

Company Setup Master Company Setup Human Resgurces Setup

Demographics zeneral Ledger Custom

Calendar

Eamnings & Deductions
Baenefits & Insurance
Departments & Labar

FTO

ESS Setup
User Administration

Kiosk Meszages

Status & Services
Integrations
Taxes

[ Sen:Jrr,-l
Operations

Company Contacts

Performance/Reviews
License/Training
Status/Filters

Misc

Other Setup ltems
Company Settings
Fravailing Wage Setun

Webdock Settings




3. Select Add and enter in the new user info. Below is the standard setup for new users that have full
access to the system. We generally the first initial and full last name of users. The security role is set
as Co Client RPO and user type is Company User, then click Save.
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4. The next step is adding the email address that is associated with the user in the Contact Information
tab, then click Save.

User Informatian | CONTACT INFORMATION Report Securily [55 User Link Docurments Pomal Access P Address Resiricliens

Add Mew User

Fhone

Extension

Fau

Emai mjones@pay-net.net

Verifiad?

Add Zave Copy User




5. Once this has been completed, go to the Documents Portal Access tab, and add the company to the

user.
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6. Go back to the User Information tab and set a temporary password, then click Save. The new user
will be prompted to change their password upon logging in.
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Below is the template email we send out to our clients when setting up a new user:

Good Day,

We have created an online user for you and added you as a company contact. Please either call our
office for your temporary password or use the forgot password link to reset this yourself, as we do not
email this information. Anyone here in our office can give you your password. You will go through a brief
verification process via email when you log in for the first time.

Enter RPO website here

User: mjones

Company: 9104

If you have any questions, please feel free to contact us.


https://www.pay-netonline.com/PayNet/Login/Login.aspx

