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Dear Diversified Maintenance Systems Employee:

We are pleased to announce ADP iPay Statements, a new benefit for all associates.  Through ADP, our payroll provider, we are able to offer you access to your earning statements and W-2 forms 24 hours a day, 7 days a week.  Please follow the below steps to get started.  

Go to https://ipay.adp.com and click on Register Now.  IMPORTANT:  Letters are case sensitive.
Step 1:  Begin Registration – For Registration Code enter Dive-1234 and then click on Next (bottom of screen). 
Step 2:  Verify Identity – Enter First Name, Last Name, SSN, Confirm SSN then click on Next.
Step 3:  Get User ID & Password – The system provides you with user ID.  You will need to create the password and confirm the password.  Then click on Next.  Your password must be at least eight characters long, it must contain at least one letter and either one number or one special character.  Passwords are case sensitive.
Step 4:  Select Security Questions – Select your questions and answers.  Then click on Next.
Step 5:  Enter Contact Information – If you would like to receive notifications, please enter your email address where you want notifications to go to and then click on Next.  If not, then click on Next.  
Step 6:  Enter Activation Code – If you entered an email address, you will receive an activation code.  Enter your activation code and click on Next.  If you did not enter an email address, click on Next
[bookmark: _GoBack]Step 7:  Review and Submit – Review your information and click on Done.  You will be able to choose “iPayStatements” and click on “Log In”.

Next time, you can go directly to https://ipay.adp.com and click on Login.  Enter your user ID and password.  If you forget your password or user ID then click on Forget Your Password and/or User ID.

We hope you will enjoy this new feature.  We appreciate the opportunity to provide you with this exciting new way of viewing your pay information.

Sincerely yours,
Payroll/Human Resources Department

Estimido Empleado de Diversified Maintenance Systems:

Estamos contentos de anunciar un nuevo sistema llamado ADP iPay Statements, el cual es un nuevo beneficio para todos los empleados.  Por medio de ADP, nuestro socio de nomina, podemos offrecele el acceso a sus declaraciones de ganacias y forma W-2 venticuatro horas al dia, siete dias a la semana.   Por favor seguir los pasos para poder comensar.

Vaya a https://ipay.adp.com y oprima Register Now.  IMPORTANTE:  Letras son sensible a mayuscula y minuscula.
Step 1:  Begin Registration – Para comensar el Codigo de Registracion (Registration Code) entre Dive-1234 y oprima Next (abajo en la pantalla).
Step 2:  Verify Identity – Entre Primer Nombre (First Name), entre Appellido (Last Name), entre Seguro Social (SSN), Confirme Seguro Social (Confirm SSN) y oprima Next.
Step 3:  Get User ID & Password – El sistema proveas ID de usuario (user id).  Usted tiene que crea su proprio contrasenda (password ).  Entre su contrasena (password)  y de nuevo confirma contrasena (confirm password) y oprima Next.  Favor de notar para su historial - su contrasena debe ser al menos ocho caracteres y debe contener al menos una letra y un numero o un caracter especial (ejemplos - !@#$% etc).  Contrasena es sensible a mayuscula o minuscula.
Step 4:  Select Security Questions – Selecione su preguntas y respuestas de seguridad y oprima Next.
Step 5:  Enter Contact Information – Si deseas recibir notificaciones de su nomina, entre su correo electronico.  Si NO solo oprima Next . 
Step 6:  Enter Activation Code – Si entro un correo electronico, usted va recibir un correo electronic con su codigo de activacion para este paso.   Entre so codigo de activacion y oprima Next.  Si NO entro un correo electronico solo oprima Next.
Step 7:  Review and Submit – Revisa su informacion y oprima Done.  Escoje “iPayStatements” y oprima “Log in”.

La proxima vez puede ir a https://ipay.adp.com y oprima Login.  Entre su user id (ID de usuario) y password (contasena).  Si se le olvido su contrasena o ID de usuario entonces oprima en Forgot Your Password o User ID.

Esperamos que usted disfrute de este nuevo servicio.  Apreciamos la opportunidad de proveer este nuevo modo de ver su informacion de pago.

Attentamente,
Departamento de Nomina / Recursos Humanos




DIVERSIFIED MAINTENANCE SYSTEMS, LLC
5110 Eisenhower Blvd., Suite 250
Tampa, FL  33634
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