EZ St“b® Employee Quick-Start Guide

Welcome to EZStub - an electronically-distributed pay stub system. In addition to providing current pay period
information, EZStub also archives a history of each employee’s prior pay statements, available for easy access and
retrieval. This guide provides information for you to login and view your EZStub pay stubs, and to change your settings
for delivery options including text messaging. The complete quick-start guide is available online once you login.

Getting Started -Elﬁistub'

1. Using your internet browser go to www.myezstub.com.

2. Enter your initial EZStub login ID and Password.
You may be required to change your password at this time.

3. Once you login, you will see your main screen. A list of all

pay dates for which you have a pay stub will appear on the
left-hand side of the screen. Click on any pay date to view stub.

4. All messages sent to you by your employer will appear on the right-
hand side of the screen. Click on the message to view its content.

Helpful Hint: If you need to send out a copy of this stub, you will find a field at
the bottom of the stub ] where you may enter an email address for a one-time
delivery option. 4]

Changing Settings

1. To change your settings click the change settings link H to begin.
This is where you can choose an email delivery option and
change your login information. @ 6]

Helpful Hint: To use the forgotten password feature, you must enter an
email address.

Setting Up Text Messaging

1. Click the text messaging link I to enable this feature by entering
your cellular number and carrier Bl and then clicking the save
changes button. El a




