Employee Portal-View Personnel/Payroll Docs
Forms Integrator (Fl) User Guide

Hello, and welcome to our new Employee Portal! You can get to our portal by goingto the District’s website

https://www tattnallschools.org/ > FOREMPLOYEES > Login Menu > Informa Login — View Payroll/Personnel Docs

Click on the link
Informa Login - View
Payroll/Personnel Docs.

**When you register your account, please be sure your Caps Lock is NOT on!**

***NOTE: You may receive a message indicating the site is “unsafe” or something similar. ***
We have verified the site is, in fact, safe. Some web browsers and networks may not always recognize the security ceriticate author.
If this occurs, follow the screen prompts to “advanced” or “take me there anyway” links.

” u

You should be able to set the site as a “safe site,” “remember my selection,” etc. when prompted.
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For security reasons, you must first, register your account, using your district email* as your username. Follow the
directions below to registeryour account.

1. Click the blue button [Log In to My Documents].

2. You will be redirected to the informasofware login. . Enter the DEFAULT
3. Click the [Log In] button. Logln P@ssword!

Local Login

e 4 - Username
informa == ../ o

software Password

Informa forms Integrator 9
io

[J Remember My Login

1. Enteryouremail addressin the Username field.

2. Enterthe default password P@sswOrd! (thatis a zero) m Cancel :]

3. Click the darkerin] button.

4. Checkyour email, from [nforma ldentity 5erver | (Don’tforgetto check yourspam folder)

Confirm Email

Informa ldentity Server <dambrose@informasoftware.com =
To @ denibeale@gmail.com

Please confirm your account by clicking this link: link o

A. Click the link in the email. It will take you to this login screen again.

5. Togettothe change passwordscreen...login AGAIN with the DEFAULT

Password. Enter the DEFAULT

1. Enteryouremail addressin the Username field. Logi n { .%ZZ“JZ%T,! ]
2. Enterthe default password P@sswOrd! (thatis a zero)

3. Click the darkerblue [Login] button. Local Login

Username

denibeale@gmail.com

Password

[ Remember My Login
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You should receive the following message

Email Confirmed

Your email is confirmed. Click here to login.

[ Click the "here" link. ]

6. Now youcan change your password using the Change Password screen.
Enter the default password P@sswOrd! in the FIRST Password field.
Enter your NEW password into the SECOND Password field.

Enter your NEW password into the Confirm Password field.

Click the darkerblue [Change Password] button.

o0 w>

Change Password

Error
» The CurrentPassword field is required.
+ The Password field is required.

Enter the DEFAULT
Password password.
P@ssword!

The CurrentPassword field is required

Password
Enter your NEW Password. Q

The Password field is required.

Confirm Password Enter your NEW Password
AGAIN to confirm.
D Change Password \l

Click on the Change Password button. ]

Password Rules:
i. Must be at least 8 charactersin length.
ii. Must contain at least one number. (0,1,2,3,4,5,6,7,8,9)
ii. Should contain at least one UPPER CASE letter
iv. Should contain at least one lower case letter.
V. Must contain at least one special character. (!,#,/, etc.)
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7. You will be redirected back to the Login screen.
8. Enteryourusername (email) and NEW password.
9. Click the Login button. (The screen may take a few seconds and “refresh” or “pop” a couple times.)
10. You will be prompted to accept “forms-integratoris requesting your permission”.
b. Make no changes (oryou will not be able to see yourdocuments.
c. Click INEH:\ILIM|button.

LEAVE ALL selected as shown or you will not
be able to access the application.

forms-integrator is requesting your permission

Uncheck the permissions you do not wish to grant.

2 Personal Information

Your user identifier (required)
NULL

User profile @
Your user profile information (first name, last name, etc.)

Your email address @
NULL

= Application Access
iids.admin_api (required)

forms-integrator

Remember My Decision

m No, Do Not Allow €@ forms-integrator

Your screen may reload a time or two as you are redirected, and you will then be logged into the My Documents Portal.
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Viewing Pay Stubs and Other Personnel/Payroll Documents

First, navigate to the My Documents Portal (a.k.a. Informa Forms Integrator or Fl).

Login

Local Login

Username

nelldk@tattnall. k12.ga.us

Password

[J Remember My Login

informa

Home

Form Groups

Form Groups
P Don't worry if you see a

Yep, these Form Groups "blank" group. If you click

sort funny too. They Pay Stubs on it, you will receive an
displayin the order error.
create during the setup Tax Forms It should be completely

process. hidden in the future.

Other Documents
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Finding Your Most Recent Pay Stub

informa

Search Pay Stub

Form Groups

Search
Pay Stubs

Pay Stub

a®
a®

Check Date Between -
Tax Forms

Check Number Contains ~

e

Click on Form Groups.

Click on Pay Stubs.

Click on the indented Pay Stubs.

Click on the Check Date and change “Any”to “Between.”
Enter the first day of the month.

Enter the last day of the month.

Click on the [Find] button.

N o Uk wWwN PR

NOTE: The sorting order may look funny BUT s able to be changed by you by clicking on the Pay Date column header.

The sorting will be left-justified. Example: 1, 10, 11, 12, 2, 3, etc. Asa result, you may preferto use the “Between”
optionshown above.

Results may look different than shown as the dates will reflect pay stubsin the imaging system, not necessarily since the
date you were employed.

Results
Results
Click 2 times to sort and get the most recent
N Pay Stub at the top of the list.
1/31/2012
2/29/2012
3/30/2012

Employee Portal-View Personnel/Payroll Docs: Forms Integrator (FI) User Guide v20220207 ::vevinueieme Page 6 of 8




@ Employee Portal-View Personnel/Payroll Docs
> < Forms Integrator (Fl) User Guide

Browse Pay Stub

These may NOT help due to the
way dates sort in the system.

)

Company Information

Employee Information
Employee I

XXX

Telephone,

Loc/Class 8010/10
Net Pay Distribution
Fed GA Account Type ‘Account Number Amount
CheckNo | 03 Marital 100000 qu Date
Allowances|
Add Pet|
Check Date
04/0912021 Add Ami
Contract Fiscal - To - Date TotalNetPay  1,00000 4/9/202]
ecl
Desc RegHriyDaily Reg Amt OT Hrs OT Amt ContAmt | Total Gross | TotalTaxes | TotalDeds | Total NetPay
Current 108285 1082.85 108285 82.85 82.85 1000.00
1D | |
Current Hours and Earnings
Description Pay Rate Regular Hrs Regular Amount | Overtime Hrs Qvertime Amt Contract Amt
GOVERNOR BONUS 507.26
RETENTION SUPPLEMENT 575,60 m

Type Current IO Balance |TvpeTwo Cyrent han] Baiance | Descrinfion Cyment YD

Tools Available to You When Browsing Documents?
When you are viewing any documenton a computerscreen, you will see the followingtool bar in the upperright-hand
corner of theimage.

- W W W W
r" | . —
QH..w =
A. Rotate Clockwise D. Print
B. Rotate Counterclockwise E. Download
C. Switch to Presentation Mode (Full F. Menu of additional options

Screen)
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— + ‘Automatic Zoom v

A greattool for multi-page documents...

Previous Next
_ Page Page
[ First Page ] V | Last Page l
‘ , 1 |of 1
Page Number of
Number Pages

| —
. .
Thumbnail |
Page View j

Logging out of My Documents Portal (Forms Integrator, Fl)

1. Click on yourusername inthe upperright-hand corner.
2. Click on the [LOG OUT] button.

yourusernamehere

2
LOG OUT
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