Employee Self Serve User Instructions

Here are instructions on how to access your payroll information online using
Employee Self Serve by Balance Point.

In order for you to access your online pay statements,W2’s and demographic
info you will need to follow a few simple steps, which are outlined below:

1.) Go to www.balancepointpayroll.com Click on the tab that says

“EMPLOYEE SELF SERVICE”.

2.) The first time you login, click on the REGISTRATION

INFORMATION button and print out the instructions. You will
need to enter information from one of your current pay stubs.
3.) Next, go back and click the “ENTER EMPLOYEE SELF
SERVICE” button, them click on REGISTER.
4.) You will see the following:
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You will now use your current pay stub to complete the following:

» COMPANY: this is not your employers name but actually their
client number with Balance Point. It will be a letter followed by
three numbers, For Example: A008

> SOCIAL SECURITY NUMBER: Just enter it without dashes.

» CHECK NUMBER: Enter your check number. If you have direct
deposit, be sure to include the “-* before the number.

» CURRENT TOTAL EARNINGS: simply enter the amount under
the “current” column.
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Live check example Direct deposit example
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CREATE YOUR LOGIN: This is simply something YOU
create and will need to remember. It is case sensitive so
remember whether you capitalize any letters. If you forget your
password, you will need to go through the same steps as in (3.)
above to reestablish your login by using the REGISTER button.

5.) At the bottom of the page left click on the word and
click OK to “bookmark” this in your favorites for future use.

We

hope you will enjoy this valuable
service from Balance Point

>



