How to Set-Up Your Employee Self-Service Account

Go to the website: glencoemanagement.greenemployee.com

and click on Create an account
***Do not try to log in until you have created an account

& Greenshades Sign On x4+

« > C @ greenshadesonline.com/SSO/EmployeeApp/#/company/glencoemanagement/login

Glencoe Management Inc
Change Company

GLENCOE P —

Log in with account

Email Address

Password

® Log In

Reset your Password

" :ﬂ.pp Store > éo.élgl;le Play

On the next screen, please enter your email address and create a password

© Greenshades Sign On X &+

« > C & greenshadesonline.com/SSO/EmployeeApp/#/company/glencoemanagement/account/create

Account Creation

Please provide an email address that will be used to log in and for password

GLENCOE s

Email Address
Choose a password that meets the following minimum requirements. Your
password must contain

« atleast 8 characters
« at least one uppercase letter
« atleast one lowercase letter
« at least one number

Password

Confirm Password

® Continue
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After you click on Continue, the screen should look similar to below:

Email Verification

We sent an email to p***l@glencoelv.com. Follow the link in the email to continue setting up your account.

GLENCOE ® Back to Login

*****Please go to your email account, to verify your email and continue the set-up process.

In your email account, you should have received an email with the subject of “Verify your email address and continue
GreenEmployee account setup”

Click on the Continue GreenEmployee Account Setup, in the body of the email.

Verify your email address and continue GreenEmployee account setup

Green Employee Messaging System <noreply@greenemployee.com> 3| =
To payroll@glencoelv.com 1:12PM

@ Follow up.
This message was sent with High importance.

Green Employee Notification

Thank you for setting up an account on GreenEmployee.com. This will ensure
safe and continuous access to your employment information. Please click on

\ the link below to continue the account setup process.

Continue GreenEmployee Account Setup
Thanks,

The Green Employee messaging system.

If you do not wish to receive email notifications in the future, you may change your notification settings.
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https://www.greenshadesonline.com/SSO/EmployeeApp/#/company/glencoemanagement/account/link;token=e1938ce6-f601-4da0-bf1c-c3a80674b6dc

After you clicked on the hyperlink in the email. You will be taken back to your Internet Browser, with a screen that says
“Connect with Glencoe Management Inc”

Connect with Glencoe
Management Inc

GL I I;NCOE You have now created an account for the following email address:

p™**l@glencoelv.com

Enter the following information so that we can associate your new account
with the employee information within Glencoe Management Inc. If this is not
the correct company, you can change the company you are connecting to on

Employee ID or SSN

Date of Birth (MM/DD/YYYY) or Last Name

® Continue

Back to Login

o For the 1** fillable box, you can enter either your:

e 9-Digit Employee Payroll ID, example: 11000XXXX -or-
e Social Security Number with no dashes or spaces, example: 123445678

9 For the 2" box, enter your:

e Date of Birth, (must include / and two-digit month, day and four-digit year) example: 01/04/1990 -or-
e Last Name, example: Smith

Once you have entered this information, please click Continue

Identity Verification

We found you but we need to make sure you are who you say you are. Pick one of the options below to receive a

GLEN( :OE verification code in order to confirm your identity.

© Email the code to p*™**l@glencoelv.com.

® Continue

The next screen will ask you to verify your identity and will give you the option to either have a code text to you or sent
to your email., click Continue to have the code sent to you.

Please Note: The options are based on the information you have in the system. If we do not have an email address or
phone number on file, you will not see that option. If your information has changed, let your Manager know, so it can
be updated. You will not be able to finish setting up your account, until you compete this step.
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Once you received the code, either by email or text, please enter the information on the screen:

Identity Verification

A verification code has been sent to

GLENCOE p**l@glencoelv.com. Change

Enter the verification code provided below.

ontinue

Verif

®c

Resend verification code to p™**i@glencoelv.com

Click Continue to be logged into the system.

The welcome screen will look like below, and take you through a few options to complete the set-up.

& c @ glencoemanagement.greenemployee.com/WelcomeScreens/Default.aspx#/cor/dashboard

GreenEmployee.com Welcome Wizard

Basic Information

Time Zone: Pacific Standard Time h
Please enter your corporate email address, provided by your Administrater: | payroll@glencoelv.com

If you prefer notifications sent ta a personal email, please provide that email: | payroll@glencoelv.com

Notification Options

I would like to receive an email notification:

|| when a request made from this website is approved or denied, or a document needs acticn.

By electing to receive emails, you agree to allow the transmission of these emails from extemal mail servers and confirm that this service complies with your organization's security policy.
To make a change to any of these settings, go the Motifications tab under Account Settings. Please note that there are advanced options found there as well.

Once you've completed the Welcome Wizard, you will see the Home Screen. From here you can update your address, or
personal information. View and print your Pay Stubs and W2’s as well as update your Direct Deposit.

= ] X
© Home - Green Employee X 4+
C & greenemployee.com/ ¥
GMI

Account Settings  Sign Qut

Employee Home HRProfile Pay History + Documents ~

Home
© Two Factor Authentication. Click here to set up Two Factor Authentication for your account. X
A Tasks and Notifications A E= Your Most Recent Paystub A
Mesge | v soney e~ Your most recent direct deposit was on 12/20/19
oo
Module 4y - Net Pay
Tasks 0 Tasks View Historical

Notifications 1 Notifications View Historical

Company GreenEmployee Account Email Changed

1/2/2020 at 1:08PM Remove | | Employee Net Pay

W Taxes
W oeductions

View Paystub
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