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EMPLOYEE PORTAL USER GUIDE 

 
Overview 
 
The NEW Employee Portal is an update to our current ESS (employee self-service) 
portal.  The NEW Employee Portal is a web-based portal offering employees access to 
their payroll information via the Internet. Through the NEW portal, employees can: 
 

• View and print payroll vouchers and W-2’s 
• Access their demographic data 
• Request time off and view time off balances 

 
The NEW Employee Portal can be used on computers, tablets and mobile devices.  Our 
applications are designed to leverage the features of the most current browser versions.  
For the best possible experience, we recommend that you use one of the browsers listed 
below: 
 

 
 
 
For all current ESS users, the transition from our current ESS portal to our NEW 
Employee Portal will be seamless.  All historical information has been retained, the only 
change is the updated look and feel of the new site and the NEW URL, which should be 
provided to all employees and updated as one of their “favorite or saved” sites. All current 
user id’s and passwords remain the same. The NEW URL follows: 
 
 

https://performancepayroll.evolutionpayroll.com/ess#/login 
 

 
The remainder of this document is designed to be a guide that can be provided to your 
employees to assist them in using our NEW Employee Portal.   
 

To	  Login	  -‐	  Your	  default	  user	  name	  and	  password	  is	  listed	  below:	  
	  
User	  Name:	  2339	  first	  initial	  +	  last	  name	  (note:	  lowercase	  on	  all)	  
Password:	  	  last	  name	  +	  last	  4	  on	  SSN	  	  	  	  	  

Please	  enter	  both	  and	  then	  click	  the	  Secure	  Login	  button	  	  	   	  
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Logging into the Employee Portal via a Computer 
 
Open a Web browser and enter the following provided NEW URL to the Employee 
Portal: 
 

https://performancepayroll.evolutionpayroll.com/ess#/login 
 
or by going to the Performance Payroll web site and Clicking on the link in the Employee 
Self Service Link, as shown below:   
 

 
 
Once entered, the Login screen opens to the Secure User Login tab.   

 

 
 
Enter your User Name and Password and Click the Sign In box, which will result in 
setting up Security Questions and saving them using the Save icon, in the top left corner:   
 

 
 
 

Upon clicking the Save button, the Employee Portal Dashboard Opens. 
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Dashboard 
 

 
 
 
The employee’s first and last name appears in the header, for example, Macon Money, 
and the following navigation is used in the application: 
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Your Info 
 

Click on the Your Info button in the Menu or the Ellipsis  to open your data  
 
 

 
 
 
 

 
Your detailed information will be shown:  
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Pay   
 
The Pay tile displays the employee’s last three check stubs as well as the most recent 
annual tax form generated for the employee: 
 

 
 
Click the Eye    Button next to the check date to display the gross amount of that 
check 
 

 
 
 
Click on the check date, for example, 10/31/2014 to display and download the paystub for 
that check date.  Likewise, click the W-2 link to display the download of the most recent 
W-2.  
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Printing Pay Stubs 
 
To print your stub, click on “Disk” icon.  (See example below) 
 

 
 
A pop up window will appear. Click Open Radio Button. (See Example below) 
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Once you click on “Open with”, then click OK button. 
 

 
 
 
 
It will open in a PDF.  Click Print Icon.  (See Example below) 
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When you click on the “Print” Icon you will then click the “Print” button 
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Resources 
 
The Resources section is set up by your Administrator and the tile provides links for 
employees to access information about company benefits quickly and easily.   
 
 

 
 
 
 

Time Off 
 
 
If you are using our Time Off tracking in the Employee Portal, then the Time Off tile 
shows the type, such as Vacation and Sick, along with their associated balances:  
 

 
 

 
 
Click the Time Off type on the left-hand side of the screen to display the Balance, 
Pending, Accepted, Denied and Used time off for each type 
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Logging into the Employee Portal via a Mobile Device 
 
Open a Web browser and enter the following provided NEW URL to the Employee 
Portal: 
 

https://performancepayroll.evolutionpayroll.com/ess#/login 
 
or by going to the Performance Payroll web site and Clicking on the link in the Employee 
Self Service Link, as shown below:   
 

 
 
 
Once entered, the Login screen opens to the Secure User Login tab.  Note that it opens 
the Mobile Portal. (If it does not open to the mobile portal click the link that says take me 
to the mobile version of the website.)  

 
 

  
 
 
 
Note: At this point you can add an icon for this to the screen of your mobile device by 
using the “add to home screen” feature on your device.   
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Enter your User Name and Password and Click the Sign In box, which will result in 
setting up Security Questions and saving them using the Save icon, in the top left corner:   
 

 

 
 
 

Upon clicking the Save button, the Employee Portal Dashboard Opens. 
 
 

 
 
Dashboard 
 
 

 
 
 
The employee’s first and last name appears in the header, for 
example, Macon Money. Use the buttons to navigate to the 
desired area and use the icon in the upper right to return to the 
main screen.  
 
 
 

 
*Be sure to have the most recent browser version 
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Mobile Dashboard Button Navigation 
 

 
 

 
Button 

 
Description 
 

 

 

 
The Pay button displays the employee’s last three check 
stubs as well as the most recent W2 or 1099. 
 

 
 
 

 

 
If you are using our Time Off tracking in the Employee 
Portal, then the Time Off button shows the type, such as 
Vacation and Sick, along with their associated balances and 
allows for time requests. 
 

 

 

 
Your personal information such as name address, rates of 
pay, withholdings, etc. is shown here 
 

 

 

 
If you are using the benefits module you will see your 
employee related benefit information here. 
 

 

 

 
Messages from your payroll administrator will appear here 
 

 

 
 

 
This button shows you contact information for your payroll 
administrator and allows you to contact them. 

 

 

 
The settings button allows you to change your password. 
 

 


