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Sage 300 People Web SS Payslips
with Multi-factor Authentication

STEP 1

WebSS Activation Email

Each user will receive an activation email from noreplyESS@adp.com

te User Account for Sage 300 People - Message (HTML)

File Message  Help Q Tell me what you want to do

w-= /M| 95 9 > ‘ E Share to Teams ‘ All Apps ‘ & MarkUnread BE~ M~ B~ ‘ £ Find ‘ Q_ Zoom ‘ i ‘ &5 Report Phish | =+*
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Activate User Account for Sage 300 People
«
Theron, Nadine (ESI) on behalf of noreplyESS@adp.com © | © Reply | © ReplyAll | —> Forward &
To Theron, Nadine (ESI) Tue 2023/12/19 09:52
A
Attention: Mrs E User
Welcome to Sage 300 People. A User Account has been created for you to use the Sage 300 People application. Please DO NOT share this e-mail with other users as it contains a unique reference to your
details in the system. Click on the link to access Web Self-Service: https://i Ifservice.adp.com/ISE ZA
The User Account details are as follows:
User Name: User@JSE.co.za
Temporary Password: pdcdifa8-2ad4-4c95-b2cf-32aA95E7F63E1A
Before you can access the Sage 300 People application, your account must be activated by providing a new password you will remember. To activate your account, open the People application and follow
these 10 easy steps below:
1. Enter your User Name User@JSE.co.za
2. Enter the temporary password: pdedifa8-2ad4-4c95-b2cf-32aA95E7F63E1A
3. Click the Logon button
4. The Change Password screen will be displayed
5. In the Old Password field, enter the password provided in Step 2
6. Enter your new password in the New Password field
7. Confirm your password by re-entering it in the Confirm Password field
8. Click the Change button
9. A message will appear to inform you that your password has successfully been reset L
10. Click the OK button
The Sage 300 People application will now open. E
[« I[r]

From the email, copy the URL into one of the following preferred browsers:
e Google Chrome

e Microsoft Edge
e Firefox
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Note: Internet Explorer is no longer supported by Microsoft and will therefore
not work.

Welcome to Sage 300 People. A User Account has been created for you to use the Sage 300 People

application. Please DO NOT share this e-mail with other users as it contains a unigue reference to vour
details in the system. Click on the link to access Web Self-Service | https: //measelfservice.adp.com/ISE 7A |

https://measelfservice.adp.com/JSE ZA

v~ [E] sage 300 People X + — O X i
&« = C M 25 measelfservice.adp.com/ISE_ZA#/signin aQ 3} o & : ‘

I
@ Sage 300 People 3 All Bookmarks ‘
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Sage 300 Peoplc

Usemame

‘ [Enter usemame

Password

Profile

Local

Forgot your password?
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Copy the username and temporary password from the email to the WebSS portal:

1. Enter your User Name User@JSE.co.za
2. Enter the temporary password: pdcdifa8-2ad4-4c95-b2cf-32aA95E7F63E1A

¥ [:\ Sage 300 People x =+ _ il <
« > C Mm 25 measelfservice.adp.com/JSE_ZA#/signin G @ ¥ b} a a
@ Sage 300 People 3 All Bookmarks

Sage 300 Pe!i“:'f'i

Usemame

| User@JSE co.za
L

Password
|\

Profile

Click on SignIn

On the next screen, enter the temporary password in the “Old Password"” field
and enter a new password in the “New Password" and “Confirm Password" field:
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Sage 300 People

Old Password

EEEEEETAEREIEAEEIASNEERISETRARSS RS

Password Policy

Show Policy rules..

New Password

Very Strong

Confirm Password

cenneanrd

Change Password

The new password has the following minimum requirements:

A minimum of eight characters, containing at least one of each of

the following:

® Small letters (non-capital letters),
. Capital letters,

. Numeric characters, and

. Keyboard special characters

(for example, | #5% *&* _+=-).

Click on Change Password
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STEP 2

Microsoft Authentication Process

When the following screen appears, open the Microsoft Authenticator App on
your Smartphone:

Sage 300 People

You are required to setup Multi-factor
Authentication before you can conr"[E'I'_h

Step 1: Configure your MFA
app.
To enable MFA, you will need fo have a Mulfi-Factor
Authentication (MFA) app instalied on your mobile phone
or tablet (examples inciude Authenticator, Microsoft

Authenticator, Duo Mobile and Authy)

Most apps will let you get set up by scanning our QR code
from within the app. If you prefer, you can type in the key
manually (Without spaces)

*NB* This code is unigue fo your
account, please do nol share fhis with
anyone else

Step 2: Enter a One-time
pin.

Generale a code from your nawly-activated MFA app to
confirm that you are all set up.

Onedimé pin
=

Please enter a generated One-timepin ‘

Please nole Ihat afler you have set up MFA you wil need to log in again

| Cancel ‘ ‘ Enabile MFA |
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Authenticator Passwore ds Addresses Verified IDs

11:06

= Verified IDs

Accept a Verified ID for more
control of your identity

Some websites and organizations now
offer Verified IDs. They make account
setup simpler and safer, while giving you
more visibility and control over your
personal data.

A website typically offers a Verified ID
through a QR code. Scan the code to get
started.

| 5% Scan QR code |

Learn about Verified IDs

Select Scan QR code
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Scan the QR Code as on the screen.

Once the QR code is successfully scanned on the Authenticator App, a temporary
pin will appear:

11:07

Authenticator

2

423 726 @

(] L © )

Authenticator Passwords Addresses Verified IDs
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Enter the pin in the "One-time pin” field on the WebSS portal:

Sage 300 People

You are required to setup Multi-factor
Authentication before you can cont~ '~

(=%

Step 1: Configure your MFA
app.

To enable MFA, you will need fo have & Mulfi-Factor
Authentication (MFA) app instalied on your mobile phone
of tablet (exampies include Authenticator, Microsoft
Authenticator, Due Mobile and Authy)

LB ATA NI

& ¥

Most apps will let you get set up by scanning our QR code
from within the app. If you prefer, you can type in the key
manually {(Without spaces)

*NE* This code is unigue to your
account. please do not share this with

i

anyone gise.

Step 2: Enter a One-time
pin.

Generate a code from your mewly-activated MFA app to
confirm that you are 3l set up.

Cre-fime pin

| ..... 4 |

Please nofe thal after you have st up!MFA you will nesd 1o log in again

‘ ‘ Enable MFA

Click on Enable MFA

Note: The time the "One-time pin” will be valid for is specified on the
Authenticator mobile app. Once the time lapses, a new pin is generated.
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Once MFA has been enabled, portal will be routed back to the logon screen where

the username and chosen password can be entered:

Sage 300 People

Password

Profile

Local

|

Forgot your password?

Click on SignIn

o Multi-factor Authentication has been
enabled on your account, please log
in again.

On the following screen, enter the “One-time pin” as on the Authenticator App on

your Smartphone:

oage 300 People

One-Time Pin

Cancel

ALAAAAN SN N

T
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Sage 300 People

One-Time Pin

T

Click on Submit

STEP 3

Print Payslips and Tax Certificates

On the Home screen, payslips can be accessed by clicking on one of the following

& C QA @ localhost/WebSelfService#/dashboard @ A W v & m 1= b %
ADP Customer Portal  [§] Africa & Middle Eas..  4» ADP MyView [Z) Sage 300 People A Compliance - Smart.. /& Home Page|Associ.. |8 Sage k8- South Afr.. [ Additional BilingS.. @ Siebel 42 Celergo [i ADP Sage 300 Peop... >

=0 & WelcomeMrsNTheron ~ | (B ~

Home Leave ~  MyDetails + | Payslips | Tax Certificates
Edit Layout

Latest payslip Latest tax certificate Leave Claims Nadine 01 Jan
A N 0 0 Theron

My Payslips My Tax Certificates My Submitted Items Upcoming Birthdays
Mrs N Theron v y R

Q View Inbox

) View Payslips

@) View Tax Certificates

@ View Leave Balances

s>
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Select a payslip to see the detail thereof:

& Welcome Mrs N Theron ~ | B ~

Home Leave »~  MyDetails ~ Payslips  Tax Certificates

Payslips I

Payslips =
irs NI 31 M fain P i
™ Mrs N Theron lay 2023 Main Payrun Emp. Code 1234 Date Engaged 2023104101 PayPeriod  2023/05731
Purple Animations 001 Normal Emp. Name. Mrs N Theron Job Title Co. Name
Known As Nadine Paterson D Co. Address
1D Number
Mrs N Theron 30 Apr 2023 Main Payrun Emp. Address 17336
Purple Animations 001 Normal * 8
PAYE Ref. No. 7360706618
Account No. 695674598 UIF Reg. No. 999999919
Income Tax No. Branch No. 632005
More v PaymentType  ACE
Eamings Deductions
Description Units Amount  Opening  Description Units Amount 0
Balance [
Total Eamings 000 Total Deductions 0.00
Net Pay 0.00
Year To Date Totars
Description
Tax Paid
Taxable Earnings -
Ll _— »

H23330 &ntheron

Button Description
Click on the Download button to download the selected payslip in PDF
format.

Click on the Print button to print the payslip to the selected printer.

Click on the E-Mail button to select one or more email addresses as
well as an email subject, to email the selected payslip in PDF format to
the recipients.

Only the most recent 6 payslips will be listed, but you will be able to
More v select history payslips under the “More" option.

M D] |t
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The same process is applicable for the Tax certificates:

Home Leave ~

2 View Payslips
€ View Tax Certificates

View Leave Balances

My Details ~

Payslips

Documents ~

My Payslips

Latest payslip
31 May 2023

3 Today ™

Sunday

Monday

My Tax Certificates

Latest tax certificate

€

December

My Submitted Items

2023

Tuesday

=0

Upcoming Birthdays

Nadine
Theron

01 Jan

& Welcome Mrs N Theron ~

£ Year £} Month £ Week

Leave Claims
0 0
Wednesday Thursday

Friday

Saturday

16%

23

Tax Certificates

Miss M Mouse

Purple Animations.

Miss M Mouse
Purple Animations

2020/2021
Statutory Tables

2019/2020
Statutory Tables

More ~

01 Mar 2020
28 Feb 2021

01 Mar 2019
29 Feb 2020

* 8 =

Hierarchy JHB - Johannesburg TAX Certificate

i Transaction Year 2021 Assessment Year 2021 Reconciliation Period

- Certificate Number 7360705818202102SAGE 0001000001 Type of Certificate
Employee Information
Sumname (Trading  Mouse Employee Code 001 Date Of Birth 1985/00/22
First Names Minnie Nature of Person A Identity Number
Initials M Passport Number 123456 Business Tel Number 0124201234
Income Tax ReT No. Passport Country  ZAF Home Tel Number
EMPLOYEE RESIDENTIAL ADDRESS Pay Periods
Complex No & Name Assessment Year Periods 3650000
StreetNo & Name 103 5th Street No of Periads Worked 365.0000
Suburb / District Employed From 2020103/01
City # Town Johannesburg Employed To 202102128
Postal Code 2018 Country 2
EMPLOYEE POSTAL ADDRESS
Unit No / Complex: Number P 0 Box 103
Street No & Name Post Office Pretoria
Suburb / District Postal Code 2018
City f Town Pretoria Country zA
BANK ACCOUNT DETAILS BANK ACCOUNT TYPE
Account Holder Miss M Mouse Account Type 1
Account Number 123456 Acc Holder Relationship O
Bank Name ABSA
Branch Name UNIVERSAL
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