
This Quick Reference Manual is meant to outline the steps necessary to create and maintain users on Pay- Net’s 
Employee Self-Service Kiosk (ESS Kiosk). 

If you need instructions on how to register for the ESS Kiosk as an employee, please find those on 

1. Once logged in to Pay-Net Online, click “User Administration” under the ESS Setup section of the Company tab. 
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2. Navigate to the employee you wish to edit by clicking the next to their Employee ID/Name in the blank
space. From here, you can Create a new user account, or Invite the employee to self-registration (where the
employee can choose their own username, etc.).

To Create a new user account, simply fill in the fields as prompted, and click “Create User”, but REMEMBER:
A. ALWAYS leave the “User must change password?” box checked
B. ALWAYS leave the Security Role as “Employee”. (Changing a user to “Administrator” will allow

the employee to add other users and see other employees in the kiosk.)
C. ONLY check the “Email verified?” box if it is an email you know is valid AND you don’t want the employee

to verify the email address entered.

To Invite an employee to self-registration, first ensure an email address has already been entered for the 
selected employee. 

D.  Then, simply click the envelope icon next to the email you prefer to attach the user login to. The
employee will be sent an email with instructions to complete registration.



3. Once you’ve created or invited a user, you can always see if they’ve completed registration, and see if they’ve
signed up for electronic Pay Stubs, W2s, and/or ACA Reporting Forms (if applicable).

4. Also, once a user has been created (either by an admin user, or through self-registration), you can
always perform the following actions: Disable User, Change Password, Change Email, Change
Security Role.

5.



Instructions for Registration on the Employee Kiosk 

1. You will receive an e-mail inviting you to register in the employee kiosk. If you do not receive an
email invitation, please be sure to check your spam folders. Please click on the link in the email.

2. You will be directed to the login page for the ESS Kiosk. Please click the button to Find Your
Employee Account.

3. Next, please fill out the information on the registration screen. Please note that your
information must match what your employer has on file for you. Click on the Find 
Employee Account at the bottom when finished.

[Continued on next page] 



After registering, you will receive an e-mail from noreply@pay-
netonline.com. If you do not see it in your inbox, please check 
your spam folders. Please click on the link in the e-mail to 
activate your account.  

Instructions to receive electronic paystubs in the ESS Kiosk instead of printed paystubs 

1. Once you log into the Kiosk, please follow the instructions below to enroll in the
electronic paystub option:
a. Select Personal
b. Select Direct Deposits
c. Scroll to the bottom of the page to the "Paperless Option" section.
d. Select Check to Consent and Enroll in Electronic Direct Deposit Voucher/

Statements
e. Select Check to Receive Email Notifications when your paycheck is

available.
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The Company Number is provided in the email you received as the “company id”: 

Type YOUR Last Name, which must match what your employer has on file. 

The last four of your SSN 

Create a username and password that you will remember. 
Password requirements are: 

- At least 6 characters long
- Contains at least one digit (0-9) or one special character

(ex.: !@#$%)

Type your HOME zip code, which must match what your employer has on file. 

You will need to use the same email that your invitation was sent to. 
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