How



Anew pagewill populateandyouwill be askedto enter your personaldetailsto verify youridentify.
Pleasenote that your lastnameshouldbe enteredin all CAPs.

After submittingthe information, you will be broughtto the screenbelow. Pleasgollow the
instructionsandenter an emailaddresghat will usedasyour usernameand primaryemailaddress.



Onceyou havecompletedthesestepsandyourinformation hasbeenacceptedyouwill be senta new
userregistrationemailfrom Payroll@luc.edwith alink to finishyour registration.

| Test@luc.edu

After clickingon the link providedin the email,youwill haveto reconfirmyour credentials.



Onthe nextscreenyouwill haveto setup your password.

After creatingthe passwordand clickingthe submitbutton, youwill havethe option to specifyan
additionalemailaddresgor your communications.Pleasesnter your secondaryemailaddressor if you
do not want one stored,checkthe box at the bottom.

Test@luc.edu
Test2@gmail.com



Nowthat your secondaryemailselectionhasbeenmade;you havenow successfullgompletedthe
registrationprocess.Youcangoaheadandclickon ‘Login’.

Youwill be returnedto the login pageandonceyou submitthe information youwill be emaileda
verificationcodethat will needto be entered.



Test@Iluc.edu

Congratulationsyou are now ableto view and print your yearendtax documents.



