Payroll Portal Signup Instructions

Website: https://ezps.city.ames.ia.us/SSP/COA/Login

Click on Signup just below the Login button.

Username:
Password:

|_| Remember Username

Signup ) view payments online
POt Password?

Your username is your full email address. To Sign Up, you will need your
Employee Number and the email address you provided Payroll to register.
Contact Patti Lehman (x5115) if you need your employee number.

Enter your employee number and the email address you receive payroll notices at.
Create answers to all 3 security questions. Keep in mind these are case sensitive.
Click the box to agree to the terms of service.

Enter the captcha characters. Then click Submit.

Enter your payee ID and email address. Your email address will be the
username to login.

Payee ID*: your employee number
Email*: your personal email address invalid
Please answer three security questions:

Question 1: What is your mother’s maiden name?

Answer*: this is case sensitive

Question 2: What is the name of the street you grew up on?
Answer*: this is also case sensitive

Question 3: What is the name of your favorite pet?

Answer*: again case sensitive

1 agree with the terms of service
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Enter the characters above

m Back to Login

You'll receive a confirmation message:

You have successfully signed up. An email has been sent to you with a link
to activate your account.

| Backto Login '



Check your email for a message from me with subject: Self service portal signup validation. Example:

Self service portal signup validation

Patti.Lehman@cityofames.org n

To “ Lehman, Patti Thu 3/21/2024 9:05 AM

P

This message was sent with High importance.

Hello Example Employee,

Thanks for signing up for the self service portal! Please click the link below to validate your identify and create a site password.
Once created you can use your email address (patti.lehman@cityofames.org) as your login name.

https://ezps.city.ames.ia.us/SSP/COA/Login/ActiveAccount?payid=10101&accd=D2806F8084993F928CE212973B0AD250

Click on the link in the email.

You'll be redirected to the portal to create a password.
Create a password and then retype it to confirm. Click submit.

® Activate Account

Password*:

Confirm Password™®:

You'll be logged in. The main page looks something like this:

Self Service Portal

City of Ames Hello Example Employee, ﬁ Change Password o Logout

**xx*pon't forget to allow popups on your browser*****

CITY OF

/A ames

Please do NOT add or edit your address or bank information.
This site does not update our database. City of Ames

T z 515 Clark Ave
Contact me or use the links to the right to complete new forms. P TR

Paystubs:

Site Links

Click on the View Payments tab. Click on the top check number to view your
latest payroll information.

= Revoke electronic distribution of W2

» City of Ames website
Payday is listed in the top right of your paystub. «| Vanguard Changa Form

This is the date you can expect to see your paycheck deposited in your account.
= 2024 Iowa W-4 Form

You can have your paystub attached as a pdf to your notification email. = QA for Self Service Portal
Email me if you are interested

= 2024 Federal W-4 form

= Direct Deposit Form

= 2024 457 Plan Change Form

If you have any questions, contact Patti Lehman at 515-239-5115
= 2024 Roth IRA Change Form

If you have any questions, feel free to call or email.

Patti Lehman
515-239-5115
patti.lehman@cityofames.org



