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  Smart Tip 
Click the boxes or hyperlinks to access associated Web Pay screens. 

  Smart Tip 
Note that each company will customize the display of information. 
Users may not have access to all the information displayed. 

  Smart Tips 

• Click the heading icon to expand or collapse the section. 
• Click Less to hide information in the section.  
• Click More to display all information. 

  Smart Tip 
Use the Self Service Portal to manage Web Pay information. 
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  Smart Tip 
From the “$ Pay” tab, view recent pay 
history. Click the Net Amount icon to hide 
or display check amounts. 

  Smart Tip 
In “News”, view the latest company-specific 
news items.   Smart Tip 

Within the “Welcome” tab, you can: 
• Complete Events assigned to you 
• Edit personal information 
• Customize your employee profile 
• Access Training Documents 
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  Smart Tip 
Access Web Time and click in and out from 
the “Time Entry” tab. 

  Smart Tip 
View employment information and your own 
job/work history from the “Employment” tab. 

  Smart Tip 
View year-to-date compensation 
information and manage your benefits from 
the “Benefits” tab. 

  Smart Tip 
The “Time Off” tab allows you to view 
available time off options and submit time 
off requests. 

  Smart Tip 
View and apply for open 
positions from the “Career” tab. 
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Use the Directory to find employees and their contact information. 
 

 

 

  Smart Tips 
• View the employee’s profile. 
• View the employee’s team. 
• Award an impression badge for the employee.  
• Users may also access their own self service portal. 
• Use the search filters to expand or limit the display of employees. 
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Use your Employee Profile to share information about yourself. 
 
 
 
 
 
 
 

 

  Smart Tip 
Coworkers may submit an impression badge 
for you by clicking Add Impression, or view 
your team by clicking View Team. 

  Smart Tip 
Coworkers who view your profile may email 
you directly by clicking the email address link 
on your Profile page. 

  Smart Tip 
Coworkers will able to view your interests, 
education, skills, and other information you 
choose to share. 
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Edit your profile to choose what information you would like your coworkers to view. 
 
   Smart Tip 
Upload your personal image. 

  Smart Tip 
Upload your resume. 

  Smart Tip 
Enter information about yourself in 
the About Me section. 

  Smart Tip 
Link social media account(s) to 
your employee profile. 

  Smart Tip 
Enter your education information 
and skills/expertise. 

  Smart Tip 
Select various categories in the 
Interests section and check the 
boxes adjacent to your personal 
interest(s). 

  Smart Tip 
Once all information has been 
entered, click Save Profile Changes. 
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Impressions recognize outstanding work.  
 

 

  Smart Tip 
Click Award Impression or Award to 
award an impression badge to 
recognize employee. 

  Smart Tip 
Click All Impressions to view all 
impressions awarded throughout 
the company.  

  Smart Tip 
Filter by Dates or Impression Type. 
Or search for a specific employee in 
the Search by Name field. 

  Smart Tip 
Impressions may require supervisor 
approval before appearing in this 
screen. 
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Award an Impression to show appreciation to a fellow coworker!  
 

 

  Smart Tip 
Select the Impression Badge you 
wish to use.  

  Smart Tip 
Choose if you want to share the 
impression with everyone, or just 
the employee.  

  Smart Tip 
Provide comments on why you are 
submitting the impression.   

  Smart Tip 
Once complete, click Send to submit 
the impression badge.  

  Smart Tip 
Type who you are awarding the 
impression to in the Recipient(s) 
field.   
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Select Teams to view the company’s team structure and move up and down the team structure. 
 
 
 

   Smart Tip 
Click the plus sign (+) to expand and 
display direct reports.  

  Smart Tip 
Click My Team to view your own 
team’s structure.  

  Smart Tip 
Click the up arrow icon to move up 
the team structure.  

  Smart Tip 
You can Export the displayed team 
to a PDF file for downloading. 


