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1. Go to http://www.Ahola.com.

2. From the Ahola web page select Employee Self
Service Login.

3. Click on “Not Registered yet?”

Fargat yaour passward? | Not registered vet?

4. Enter your eight-digit Company Access code. You
can find your code on your Employee Self Service
registration letter.

5. After you enter your access code the system will
identify our company name and allow you to proceed
to enter the rest of your registration information. Be
aware that the format for your date of birth is
MM/DD/YYYY and you must accept the Terms and
Conditions to activate the “Submit” button.

Registration is actually two steps. Once you have
completed this registration page and selected
“Submit”, you will receive an email with a registration
link. You must use this link to complete your
registration. This link is good for 48 hours.

Registration Confirmation E-mail Sent
An e-mail has been sent to you with instructions required for the completion of your registration.
The registration link cortained inthe e-mail is valid for 48 hours.
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Forgot your passveord? | fVat registersd yet?
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Account Registration Page

Waicome. Please fill oLt the informetion below 1o create your profile.

Registration Steps For questions related to your weh registration
1. Entter your Company and Contact infarmation oF SpeCific wel otferings, please cortact your
2. Review the Terms and Candtions employer
3. Create & Passward and select your security
suEstions and answers
17 34

Center

MY PROFILE
Company

Access 32944350 Sample Corporation X

Code

Full
Nuame I ‘ I

SSH# l_ -l_ -l_
Pkl e | e |

Email [

Confirm I

Email
TERIIS AND CONDITIONS ﬂ
I agree lo ahide by the terms and forth by The &hola Corporation

security form regarcing the use c o event will the Ahola Corporation

to any party for out o or relating
j the use of the Ahola web site services or the personal and confidential =
i E

© sccent © Deciine

Submit

Print Disclairner




i Ahola Payroll Registration - Message {Plain Text) - Unicode (UTF-8)
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From:  Customer Service Department. Senk: Mon 5/4/2009
Tor  CherylLaskomski
Ce:
Subject:  ahola Payroll Registration
hank you for registering with Ahola Payroll Senices. Ahola's Employee Self Semice features will give you and your employees access to their payrall information when and where it's convenient for them.

To complete your registration you will nesd to select a passward and choase several unigue guestions and answers that can be used to validate your identity. Protsct your privacy by selecting a strong pas
not share your password o1 nique security answers with others

To complete your Employee Self Senice registration please click the link at the bottom of this email

If you have any questions about the registration process, please contact our Customer Service Department at 440-717-7620, option 7

Use of the Ahola website 3 it disclaimer

Click here to complete http: Jser.aspx?d=500PD0; LI Gl MAJH3]L Wz Shz GILFkS p3L Ry 74P Q4 0B CF RS Cn T %6211 %30 ]

New User Registration
Below, please choose your username, password, and security question and answer which you will
be asked for should you ever forget your password.

MY PROFILE
Company Dr Kevin 8 Jordan
Full Name IEruce IDaws

6. After you have clicked on the registration link you will ssw e
enter a password (minimum of 6 characters, one must be Emal
a numerical). Then select and answer three different
security questions. These security questions are used if (e~
you forget your password or wish to change it. When A you e your s wor,you il be et how comple . T e
you are done select “Submit”. e e e

Mote: Your password is case sensitive and must be at least 6 characters. Itmust
also contain atleast one number.

Reenter ’—‘

p

Security |Whali5 your favorite book/story from childhood? j
Question 1: I |

Security |Whali5 your favorite bookistory from childhood? j
Question 2: I |

Security |Whal|5 your favorite bookistory from childhood? j
Question 3:
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welcome. To access the site's secure features, please enter your Usernarme and password
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7. After you have successfully completed Part 2 of
registration you will be taken to the login page. R oo
Enter your password (your email address will
already be loaded) and select “Login” or “Enter”.

E-mall address: claskowski@ahola.com
e —
HELP
Center Login

Forgotyour passward? | Not registerect yet?

Home = Contact Us® Services Copyright ® 2008 Ahols Payrall Services Inc.

8. Once you are logged in you will be taken to the
Employee Self Service Page. You will have two ke

options to choose from: “View Your W-2" or ‘“@L\
w\ /; ” J e Cp'd
Vl ew YO ur E' PaySt u b . The Ahola Family, 2009 %
Employee Self Service Page
Welcome Chieryl Laskonshi. Pleass choose a company and sslect a selfservics option.
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9. Click on “View your E-Paystub” button or select

it from the left-hand menu. You will be
presented with a list of checks for the last two
months. Checks are not available until check
date. If the paystub that you are looking for is
not displayed enter the date range and click
“Update List”. The system will present you with
all the checks within your specified date range.
(Note: You can view checks from 9/15/2008
forward.)

10. Left click on the check date that you wish to view.

11.Depending on your browser you will be given

options to open the paystub pdf.
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View Your

Welcome Cheryl Lask
Current company:  Sam

ki

ple Corporation X (3300]

=

To view a pay stub, selectfrom the list of checks below or choose a different
date range to see more checks.

from: [121/2008 | To: [2nizo09 | Update List |
Check Date Check # Gross
01-02-2009 990000089 $354615
12-25-2008 930000068 §100,000.00
MELP

Center 12-18-2008 230000041 $30,000.00

12-05-2008 930000014 §15,000.00
Home  Contact Ls = 5 Copyright @ 2008 Ahola Payroll Services Inc
File Download x|

Some filez can harm gour computer. [F the file information below
looks suspicious, or you do not fully trust the source, do not oper ar

zave thiz file.

File name:  paystub pdf
File twpe:  Adobe Acrobat Document

Fram: 192168042

Wiould you like to open the file or 2ave it ta pour computer?

l Open " Save I

Cancel | tdore [nfio

¥ | &lways ask before opening this pe of file

Opening paystub.pdf

You have chosen to open

-‘;l paystub.pdf

which is a: Adobe Acrobak Document
From: http:/frematemanager

 what should Firefox do with this File?

I

{~ Save File

[ Da this aukomatically For Files like this From naow an,

o |] conce |




12. Once your selected check is displayed, you can
view, print and or save it. When you are done you

can minimize the pdf or close it.

13.You can continue to view checks or select another
If you select
“Employee Services” you will be taken back to the

option from the left-hand menu.

main Employee Services page.

Employee Services

* Yiew W-2's

* ¥iew ePaystub

# Edit Profile

® Change Password
® Logout

® Home

14.To view your 2008 W2 click on the “View
Your W2” button or select “View W-2's from
the left-hand menu.
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CHERYL LASKOWSKI

4523 WARREN RD

LAKEWDOD, OH 44107
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= Logout
* Home
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Rl M, Shatt aud Mand i
View Your Pay Stub
‘Welcome Cheryl Laskowski

Current company: Sample Corparation X (9300] Li

To view apay stub, selectfrom the list of checks below or choose a different
date range to see more checks.

From: |1211J'2008 To: |201/2009

Update List

Check Date  Check # Gross
01-02-2003 930000039 $3,646.15
12-25-2008 930000069 $100,000.00
12-19-2008 930000041 $50,000.00
12-05-2008 990000014 F15,000.00

Home ® Contact Us ® Services

Copyright @ 2008 #hola Payroll Services Inc.
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Employee Services

° View W-2's

= ¥iew ePaystub

# Edit Profile

® Change Password
® Lagout

® Home
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Employee Self Service Page
YWelcome Bruce Davis. Please choose a company and select a selfservice option

5 Jordan (8112) j

Current company: Dr Kevin

Home* Con
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15. Atthe present time you can view your 2008 “@l\ =
W-2 only. When your 2009 W-2 is prepared The ““;‘f?}ﬂf‘_!ﬁf}’jﬁ'f%'
at year-end you will be able to view it and “"'"’"’“'”‘”’“‘"’" S— |
2008. Click “Get it Now”. Your W-2 will be B o tmaerc. P hoss oo oo sl

* Yiew W-2's Current company: Sample Corparation ¥ [9900] =l

displayed. « Vien ePaystal

+ Company List

= Edit Prs
@ Change
@ Logout
@ Home

16. As with your paystub you can view, print or

save this document. (The printed document - S T AT S A

is 7 pages.)

17. Use the left-hand menu to navigate to other Employee

Services pages. Employee Services
= Employee Services — Use to navigate to * ¥Yiew W-2's
Employee Self Service page. s ¥Yiew ePaystub

= Edit Profile - allows you to change your ® Edit Profile
personal information and security questions.

= Change Password - Use this anytime you feel your
password is no longer secure.
You can change your password as often as you like. * Home

= Logout - Logs user out but leaves site open.

= Home - Takes you to the Ahola main web page.

® Change Password

® Logout




