Employee Payroll Access

Getting Started...




Computer + Internet Connection




Navigate to www.nisec.org

» > Staff Login > Employee Access Login Button
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RDS Employee Access Login

» Create New User Account With Your Activation Code

ndows Internet Explorer |
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Existing users login here. Both User Mame and
Fassword are case-sensitive.

If you do not have a user name and password, you can use your activation code
to create a new account here. If you have more than one activation code, you
may enter them after you create your account.

Be sure to type your Activation Code EXACTLY as it appears.
Activation Code |

Create Account

Username || |

Passwaord | |
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User Set Up Screen

» Create User Name and Password, | Agree, Next...
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To create your account, type the information below, then click Mext
MOTE: Please remember your User Mame and Password. You will need them to log in on your next visit.

First Name| |
Last Name | |
User Name| |(8 characters or longer. Used to log in on your next visit.)
Password| |(B characters or longer. Used to log in on your next visit)

Repeat Password| |

Email A.ddress| |(Required)

You will be asked your Secret Question if you forget your passwaord. (Example: What is your favarite pet's name?)
SecretQueslion| |

Answer to Secret Question | |

| agree to keep My username and password private.
Ol agree O disagree

copyright 1985 to 2009 Regional Data Services

RDS

H100% -
& ML 113

| g ° Internet

T Document - Micr. ..

Indian. .. /= RDSEmp




Successful Account Setup

» Click on your name to enter your account ...
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Click the name of an employee to the left to view that employee’s information

add an employee

Click Add an Employee... if you have additional activation codes that you would like to enter. Each activation
code gives you access to an additional employee.

unt seftings

Click Account Settings to view or change your personal information or change your password.
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Things You Can Do

» Search, View, and Print Payroll Information
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Welcome to Employee Access. You may use the help selection or contact Deborah Sheets, NISEC 1S
Support, at 219-769-4000 for system assistance.
All Changes Meed To Be Received Friday Before Paydate!

View Payroll Information

Wiew transactions and pay stubs

fom [0101:2000  |[.]  through [07i2412008 (-] (View List ] ([ View Detai ] ||

@inqm-
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07/24/2009 Direct Deposit

P Northwest Indiana Special Education Cooperative
& NISEC 2150 West 97th Place
T Crown Point, IN 46307

Phone: 219-769-4000
Fax: 219-769-4563

Gross Pay Deductions  MNet Pay




Links and Other Communications

» Past payroll stuffers will appear in the links area.
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SHEETS, DEBORAH L. Ks
EEE‘:%‘.;\TS?FI%ZEE The links listed below will open in a new browser window
SECRETARIAL » ICAN Project
The official web site of I[CAN /ISTAR.

P Indiana Department of Education

The official web site of (ndiana Department of Education.
b State of Indiana
The official web site of the state of Indiana.
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Finished ?

» Good practice to use the logout tab to exit.
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SHEETS, DEBORAH L. Welcome to RDS Employee Access.
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Click the name of an employee to the left to view that employee’s information

add an employee

Click Add an Employee... if you have additional activation codes that you would like to enter. Each activ|
code gives you access to an additional employee.

account setlings

Click Account Settings to view or change your personal information or change your password.
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Help Contacts

» Information Content

- Doris Handley, Payroll Assistant
219-769-4000 Extension 232

» System Support

- Deborah Sheets, IS Support
219-769-4000 Extension 225




