Creating an Account on PaperlessEmployee.com

Begin by accessing your company’s site at: https://www.PaperlessEmployee.com/companyname.

1. Select the ‘Create Account’ button to begin the process.

Seiect a language: English Francals Espanol h

Welcome, ACA Demo Employees

UserID: If this Is your first visit to the site,
| you must create an accountto

access your employer's services.

- This site Is an employee self-
Login
service portal for:

Forgot User 1D or Password

2. Enter your Social Security Number, Employee ID, and the first 3 letters of your last name.
NOTE: If your last name contains 2 or less letters, input only those letters. Do not use any
punctuation.

3. Click the ‘Authenticate & Create Account’ button.

Create a New Account

Account Authentication

Your SSN, Employee ID and First Three Letters ¢~ it Name are
required to validate your secure account access SSN

Please enter your 9 digit Social Security Number without dashes.

Employee ID

Employee ID

First Three Letters of Last Name

Do not include spaces, dashes, or apostrophes

™

reCAPTCHA

Authenticate & Create Account
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https://www.paperlessemployee.com/companyname

4. Create your ‘Account Name’, ‘User ID’, and ‘Password’ for future access to the site. Once you
have completed all the details on this screen select the ‘Create Account’ button.

Create a New Account

Account Name

The name entered here 15 only used as your user name To make any legal or permanent name changes. please contact your employer

First Name Migdie Name Last Name

Create Your Usermname

Choose a User 1D

Create A Password

Enter a New Passworg

Confum New Passworg *

Make sure you save your User ID and Password in a safe place, as they will be
required from this point forward to access the system.

5. Enter responses to three personal ‘Security Questions’ and click ‘Save Security Questions’.

Create a New Account

Security Questions

he answers o the b will De used 10 3555t you N reseiing 3 forQotien password Your answers must Myich Ife ONgInal 2t and formating used ahen

Answer Question 1

Question 2 *

Answer Question 2

Question J °

Answer Question 3 ©
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6. Enter your ‘Contact Information’. The options can vary and may include any one, or all of the

following:
. Email Address
. Alternate Email Address - optional
. Cell Phone - optional

NOTE: This contact information may be used to assist in the resetting of a forgotten Password,
or as the notification method to alert you that an electronic statement is available.

7. Next, you are required to validate your email. Click ‘Validate Email’.

Contact Information

The information you provide below is used for resetting your password and any notifications you opt to receive. This information may be shared with your employer. Please
see the Privacy Statement for details

Email Address

Pleaze erter your primary email address.

Retype Email Address

Validate Email

Alternate Email Address

Pleaze erter n optional secondary email address.

Retype Alternate Email Address

Cell Phone

By providing your cell phone number you sre suthorizing us to send you SMS messages relsting to your
(3elect a carrier) v 1095, To unsubscribe return to PapetlessEmployes.com and select & different notification method.

Test Text Message

Please enter vour primary email address.
Retvpe Email Addrezz must match Email Address

Yalidate Email /

You are required to validate your Ernail Address

Validate Email Address

Enter the Email Validation Code

Flease werify your email address by entering the validation code that was
sent to you via email.

Email Validation Code: *
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The validation code will be sent within a few minutes in an email to the email address you entered.

Dear Test Employee,

Please enter the following verification code on the screen to confirm validity of your email address. Your verification code is:

UWU44BNN Your code will be different but will look similar to this.

This code 1s only valid for the next 15 minutes.

Please add the "PaperlessEmployee.com" domain to your email safe senders list.
Sincerely,

PaperlessEmployee.com

To stop receiving notifications from PaperlessEmployee.com, please click unsubscribe.

PLEASE NOTE: Unsubscribing means you will not receive future notifications.

This unsubsecribe link expires at 3/18/2016 8:46:57 AM Eastern Time.

8. Enter the code from the email and click ‘Submit’.

Validate Email Address B

Enter the Email Validation Code

Please verify vour email address by entering the validation code that was
sent to you via email.

Email Validation Code: *

i |
o T

NOTE: If your employer allows an electronic delivery option for Affordable Care Act statements
there will be additional options to elect an electronic statement and a notification method, (a
sample is on the following page).

Page 4 of 5



9. When finished, click ‘Save Notification Option Settings’.

Save Notification Option Settings Cancel

Below is an example of the electronic delivery option you may be offered while creating an account.

The delivery notification options indicate the method in which you would like to be notified when a
form is available.

Once you have selected your delivery notification method, select ‘Save Notification Option Settings’

Sample of Opt-in and delivery notification options for an Affordable Care Act (ACA) Statement.

Electronic Statement Notification Options

If you are eligible fora 2015 ) ves Frwnary Alternate Text
Affordable Care Act (ACA) Form e Email cmal Message
1095, would you like to access Address Address

this statement electronically?
o

Form 1095 is an annual statement provided to individuals deemed eligible for health insurance
through their emplover. Your empioyer will determine by the end of the tax year if you meel the
reguirements 10 receive this form. For more information on this new form, please visit

WWW.Irs gov/aca

By choosing YES, you agree (0 the foliowing
1. You will be notified when your form is available

2 You will need to download a pdf file and print your form. it will not be emailed to you

3. You will not recelve a paper/postal copy

4. This registration will be carried over from year 10 year uniess you choose 1o withdraw your
consent

5

You may opt out at any time by returning to this site and selecting the “Account Settings”
menu option

If you do not have software instalied on your computer for viewing PDF documents, you can
downiocad the free Adobe® Reader®

10. You have now created an account. You may ‘Logout’.

Welcome

AcCoont Kame: lanat ”
What would you like to do today?
@ .'o Year-End Tax Statements

YearEnc Tax Statements O

Account Settings O

Gt ‘
. ADOBE" REACER"
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