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Register and View Your Paystub on EPay
Web Address: www.intranet.Icps

HOME BUSINESS & FINANCE INSTRUCTION PERSONNEL PLANNING PUPIL SERVICES SUPERINTENDENT SUPPORT SERVICES FORMS/RESOURCES
Thursday, September 22, 2011 1:20 PM
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click here to go to the LCPS Internet Site
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Read & Write 9: 'I'hursday 2,2.

; Homophone Tools

NEED HELP?

— AlTHelp (Administrative Help Desk)
— Altris Helpdesk (AV/Instructional)
— Support Services Work Request

— Safety and Security Repairs

— LCPS & COL Staff Directory

— Office 2007 Quick Reference

— Intranet FAQs

www.delicious.com/icpsati22sep2011

]
Read & Write 9 is available on all LCPS instructional computers and works with
other programs like MS Word and Internet Explorer. The Homophone tool assists
students by identifying proper choice of words that sound alike but have different
spellings and meanings. In conjunction with dictionary definitions, students are

QUICK LINKS guided in choosing the correct homonym for their usage.

— iForms {Budget Adjustment)

— StarWeb - Schools A-H

— StarWeb - SchooksI1- P

— StarWeb - Schools Q- Z

— OLPS (Online Purchasing System)
— SmartFindExpress

— Schoolbooks-Web
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Homophone Video Tutorial:
http://bit.ly/rwghpvid
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— From the LCPS Intranet home page click on E-Pay.

Employee Payroll Advice

Thiz page is for the sole use of Loudoun County Public Schools Brployess.

Unauthorized parties are prohibited from accessing these pages.
\Violators will be prosacuted.

View Your Pavstub (Registration Required)

@tcr to View Your Pa@

Frequently Asked Questions/Tnstructions

Administrative Pages
[(Bperial Access Required and Logged)

Registration Removwal . LCP S Help Desk Only

Businesz and Financial Servicesddmin Page

Diagram B

— If this is the first time you are using the system, you MUST register.
From the EPay page click on “Register to View Your Paystub”.

— Ifyou have already registered, then click on “View Your Paystub (Registration
Required” and skip to page 3.
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Employee Payroll Advice

This page is for the sole use of Loudoun County Public Schools Bmployees.

Unauthorized parties are prohibited from accessing these pages.
Violators will be prosecuted.

~Registration

—- | Emiployee Last Name: (Zee Note Below)

— | Social Security # (Include - dashes)

Fassword. (3ee Note Below)

|
|
— | Employes Home Zip Code: |
|
|

Repeat Password for Verification:

Loudoun County Public Schools has taken all necessary precautions to ensure that
vour data iz kept private and secure, We recogmrze, however, that many people would feel better of
their information was not available to view over the internet. By checling the box below, you can opt-out
of access to your paystub wa the Internet. Please note that selecting thiz option means that you will only be able
to access your paystub from the Loudoun County Public Schools Intranet. If yvou decide later that you
would likke the conventence of wewmng your paystub from the Internet, vou must call the Help Desk
at (571) 252-1333 duning regular business hours and ask them to delete your registration.
You will then be required to regster agam.

71 elect to opt-out of access to my paystub wia the Internet,
Register |

Note: The Last Name JMUST be IDENTICAT to the Last Name on vour Paystubl
For Example: Smith JTE. (Don't forget the peried after JE) or Jones I (That's 3 capital "1's after Tones)
Passwords mmust start with a letter, be at least 8 characters long, have one number, have one
S —— non-alpharumeric character ke @#5%* and are case sensitive.

Diagram C

— Complete the information requested on the registration page.

— The information in the first (3) fields MUST match the information in the payroll
system. Contact the Payroll Office if not sure 571-252-1260.

— See the “Note” section at the bottom of this screen regarding setting up your EPay
password.
Some examples of acceptable passwords are:

ABC@2006

TBONE*84

GOLFPAR @2

REDMUM#3

TOPDOG*1

— Employees may access the information from their school or home. Employees who
will never view their paystub from home can opt-out of access to your paystub over the
internet by clicking inside the checkbox to opt-out of this access.

— Click on the Register button when you have completed this page.
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Emp

This

Login

Social Security #: ||

(use dashes'--")

Password:|

[zase sensitive)

Forgot password? Tze the button below

Forgot Passward |

Diagram D

— Once you’ve successfully registered, you will be directed to the login screen.
— Complete the login screen with your social security number and your EPay password.

— Click on the login button.
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Employee Payroll Advice

This page is for the sole use of Loudoun County Public Schools Bmployees.

Unauthorized parties are prohibited from accessing these pages.
\Viplators will be prosecuted.

12/12/2011

~Select a Pay Date

button below.
Change Password

Pay Date - Check or Deposit @A Pay Date - Check or De@

Your Password 15 0 Day(s) Old. It 1z lighly recommended that you change your password
when it becomes 2?0 days old To change vour password now, chck the Change Password

Sign Cut |

Diagram E

— Click on the drop down arrow and select the pay date you want to view.

— Scroll to the bottom of the screen to view your paystub.

~Loudoun County Public Schools

Employee Mame:

Fay Period End Date: 05/31/2006

Hours and Earnings
_ Current Current ¥TD
Description . .
Hours Earnings Earnings
REGULAR PAY 5746 191850  19,185.00
TOTAL PAY 5748 1,918.50 19,185.00
Other Taxable Fringes
A Current Current ¥TD
Description . .
Hours Earnings Earnings

(5717 252-1260 Payroll Division Main Line

Check Mo.: 1501

FPay Date: 05/31/2006
Lacation:

Rate/Salary: 1918.50
Deductions

Description Current YTD
FICA-OASDI M7 117713
FEDERAL S-00 308.44 3.084.40
FICA-HI 27.a3 27530
COUNTY MOMONT 14431 144310
POS PRE TAY 21 BB 26RO
LOUDOUN ED ASS0 22.00 220.00
NET PAY 1,276.85 12,768.47
Leave Accrual

Description Balance
Annual Leave 14.00
Sick Leave a81.25

Personal Leave

Employee Statement of Earnings and Deductions:
Any Errors Should Be Brought Promptly to the Attention of the Payroll Division

Diagram F
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~Select a Pay Date
Your Password is 0 Day(s) Old. It i3 highly recommended that you change your password
when it becomes 20 days old. To change your password now, click the Change Password
button below,
Change Passwaord

Pay Date - Check or Deposit No: ISEIect A Pay Date - Check or Deposit j

< Sign Cut |

Diagram G

— Be sure to click on the “Sign Out” button when you’ve finished.

Loudoun County Public Schools - Exit Page

You have sighed out of your payroll page.

*PLEASE CLOSE THIS WINDOW TO ENSURE THAT ALL
TRACES OF YOUR INFORMATION ARE REMOVED*

Diagram H

You’ve successfully signed out of EPay!

Page 5of7



12/12/2011

TO VIEW PAY STUBS FROM HOME VISITTHE LCPS WEBSITE:
www.lcps.org/

1. Under Our District Select “Employee Resources”

Loudoun County Public Schools / Overview - Windows Internet Explorer ST 3|
&' - [F repeswemiops.orapagers =]/ 42| < | [oupoum counTy PusLCI ScHooLs | £ -
Sle Edt View Favortes Tooks Help

= o
5% @ % Loudoun County Public Schools / Dverview | | @~ - oG- 7

@ osTricT |EETErYT Transiate tnis paps From

"4 Climate for Success”

LOUDOUN COUNTY

PUBLIC SCHOOLS
PARENTS STUDENTS

Our District Academics Administration Employment Information Purchasing School Board Services

About
Employae Resources
Web Cast = School Board Seeks

LCPS TV C Input on FY 2013 Loudoun County Public Schools Annual
Policy and Reguiations o] ing Bu COLLEGE FAIR

» School Board Seeks Input on FY 2013
Operating Budget

PSAT Testing for Home-Schooled and
Qut-of-County Students

Briar Woods' Flores Recognized at FBLA
Mational Conference

College Admissions Prep Program
September 26th at Stone Bridge

Middleburg Elementary Centennial
view full view all ISl  Celebration September 24th
> ARTICLE » HEADLINES |® ARCHIVES

|VWHAT DO YOU WANT TO DO? == ANNOUNCEMENTS QUICK LINKS

UPCOMING EVENTS

> Apply Oniiie Now
Tomorrow Loudoun County Public Schools - S
10:00 AN 100th Birthday Caiebration for o > Budoct nformation
Middieburg Elemantary Sehos! .
State of Education »  BoardDacs - School Board infarmation
9400 PIi - 08:00 P LEPS Collags Fair Watch Video > Ciosing and Delay Information
M, > ConnectEd Phone Messaging System
08:00 PI Persannel Services Commitiee Az o aercm
District Profile
Tuesday
0530 P11 Finance and Facilities Committas > Energy & Enviranment o
Meeting T R e ad
lhttp: ffwwvr. Icps.orgfdomain/s [T T T [ S3iecalintanet F oo -

Transisie this page from. REGISTER

“"A Climate for Success”

LOUDOUN COUNTY

PUBLIC SCHOOLS
PARENTS STUDENTS
trict Academics Employment Information Purchasing School Board

Job Opportunities
Home > Our District = | Notice of Non-Discrimination
Employee Benefits
Payroll
Employee Resources (Employees Only)

Employee Resources

Emplayee Resources
oramTy
ENCORE

Staff Development PLEASE NOTE: The content contained within this section is for the sole purpose of Loudoun County Public Schools
employees. All of these LCPS web applications require periodic maintenance and backup windows which can make
them unavailable for use after hours. Please be aware that systems may not be available 24 hours a day, 7 days a
week.

ALTIRIS Trouble Call System

Total Compensation Statement

Employee Benefits Workshops & Events

GroupWise Webaccess Flease note: Internet Explorer 8 (IE9) may not work well with LCPS GroupWise WebAccess.
To resolve these issues, Novell recommends turning on Compatability mode in IEQ for the site. To do this, ensure
your Menu Bar is visible, then click on Tools in the menu bar > click on Compatibility View Settings and enter in
webmail.lcps.org and dlick Add, then dick Close,

E-Pay <

DFS Dashboard

WinOcular
My Learning Plan: Login and sign up for prafessional PP ies. For assistance with your login or

password contact Marlys McLean at 571-252-1060.

StarWeb: StarWeb is the Student Information System used by LCPS. Login is required and is limited to
administrative and appropriate support staff.

Smartfind Express

lttp: /fwww.lcps org fdomain/&8 [ [ [ [ Sdtocalintranet w100% -

M
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3. Click “Sign On”

/2 Employee Resources | E-Pay System - Windows Internet Explorer = |

= [88 s jwww Icps.org/ste/Defauit.aspxtPageln=43 +/| % | [Louboun couny PuBLCT ScHooLs | | 2

o

le Edit Mew Favorites Took. Help
= Links >

=
|
:
I

k¢ Employee Resources / E-Pay System

© ostrer ST Tesnsists i pags rom

“A Climate for Success”

LOUDOUN COUNTY

PUBLIC SCHOOLS
PARENTS STUDENTS
Administration Employment Information Purchasing School Board Services

Employee Resources
Horme > Dur District > Employes Resources

> Employee Resources
v  @ouamiy
Welcome to the Loudoun County Public Schools Electronic Pay Stub E-Pay System
v ENCORE LCPS E-Pay is an electronic version of the employee pay statement that replaces the current paper statements for
2 the direct deposit voucher. In addition to providing current pay period information, LCPS E-Pay will eventually hold a
Staff Development three (3) years history of employaes’ pay statements for easy access and retrieval. Currently history is available

back to 6/30/2005. The E-Pay system will be updated with the current pay period information the morning of the
scheduled payday.
The Electronic Pay Stub can be accessed from any computer with an Internet connection but
Registration for this service must be completed from one of LCPS School Locations or Administration
Sites.

How to Access My Pay Data

The electronic pay statement is available normally 24 hours per day except for Tuesday ni
and Sunday morning when maintenance and data back up is being performed.

Click the login button belove and sign on.

Sign On

If you need Help, please call the Payroll Division at 571-252-1260 for questions about your leave
or salary. The AIT Help Desk at 571-252-1333 can help you if you need to re-register. There are
no after hours or weekend Help Desk staff available for questions. The AIT Help Desk or Fayroll
Division hours are from 7:30 a.m. to 5:00 p.m.

[Dane. [T T | NJloalintranet [HR% -~

You will then login with your social security number (include dashes)
and password (case sensitive). Remember to log out when you are
done.
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