Creating an Account on PaperlessEmployee.com

Begin by accessing your company’s site at: https://www.PaperlessEmployee.com/utdallas

1. Select the ‘Create Account’ button to begin the process.

Select alanguage: English Erancais Em/

THE UNIVERSITY OF TEXAS AT DALLAS

Welcome, The University of Texas at Dallas Employees. Learn about your 1095-C Form by watching this short video in English or Spanish.

User ID:

Create an Account

If this is your first visit to the site, you must cre;
I ] account to access your employer's servis

Password: Create Account

Forgot User ID or Password

This site is an employee self-service portal.
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https://www.paperlessemployee.com/utdallas

2. Enter your Social Security Number, Employee ID, and the first 3 letters of your last name.
NOTE: If your last name contains 2 or less letters, input only those letters. Do not use any
punctuation.

3. Click the ‘Authenticate & Create Account’ button.

Create a New Account

Account Authentication

Your SSN, Emplcyee ID and First Three Letters ¢~ it Name are
required to validate your secure account access SSN

Please enter your 9 digit Social Security Number without dashes.

Employee ID

Employee ID

First Three Letters of Last Name

Do not include spaces, dashes, or apostrophes

™

reCAPTCHA

Authenticate & Create Account

I'm not a robot

4. Create your ‘Account Name’, ‘User ID’, and ‘Password’ for future access to the site. Once you
have completed all the details on this screen select the ‘Create Account’ button.

Create a New Account

Account Marme

The name entened here is only wied 335 your user name To make any legal of permanent name changes, pleases contac] your employer

First Name Migdie Mame Last Name *

Create Your Usermame

Chooss a UseriD -

Create A Password

+ |5 Case Senshve Yor password 3 of the 4 Bemrs
» Blay nok contain your User I0 .

= Bust be B-15 characlers in kength -

Enter 2 New Password

Paaawond Sreng

Confirm New Paspword

Make sure you save your User ID and Password in a safe place, as they will be
required from this point forward to access the system.
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5. Enter responses to three personal ‘Security Questions’ and click ‘Save Security Questions’.

Create a New Account

Sacurily Questons

he andwers b he Belw Gueshors will be USed 10 33581 you IR TeSeing 4 figolen passeoid Youl anteers musl match he onigmnal ks and foimating used when

yia iy Proviced these andwers
Cusstion 1 *

Answer Question 1

Guestion 2 °
(Sekect B quEston) "

Antwer Question I °

Question 3 *

Answer Question 3 °
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6. Enter your ‘Contact Information’. The options can vary and may include any one, or all of the

following:
. Email Address
. Alternate Email Address - optional
. Cell Phone - optional

NOTE: This contact information may be used to assist in the resetting of a forgotten Password,
or as the notification method to alert you that an electronic statement is available.

7. Next, you are required to validate your email. Click ‘Validate Email’.

Contact Information

The information you provide below is used for resetting your password and any notifications you opt to receive. This information may be shared with your employer. Please
see the Privacy Statement for details

Email Address

Pleaze erter your primary email address.

Retype Email Address

Validate Email

Alternate Email Address

Please erter sn optional secondary email address.

Retype Alternate Email Address

Cell Phone

By providing your cell phone number you sre suthorizing us to send you SMS messages relsting to your
(Select a carrier) v 1095, To unsubscribe return to PapetlessEmployes.com and select & different notification method.

Test Text Message

Please enter vour primary email address.
Retvpe Email Addrezz must match Email Address

Validate Email /

You are required to validate your Ernail Address

Validate Email Address

Enter the Email Validation Code

Flease werify your email address by entering the validation code that was
sent to you via email.

Email Validation Code: *
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The validation code will be sent within a few minutes in an email to the email address you entered.

Dear Test Employee,

Please enter the following verification code on the screen to confirm validity of your email address. Your verification code is:

UWU44BNN Your code will be different but will look similar to this.

This code 1s only valid for the next 15 minutes.

Please add the "PaperlessEmployee.com" domain to your email safe senders list.
Sincerely,

PaperlessEmployee.com

To stop receiving notifications from PaperlessEmployee.com, please click unsubscribe.

PLEASE NOTE: Unsubscribing means you will not receive future notifications.

This unsubseribe link expires at 3/18/2016 8:46:57 AM Eastern Time.

8. Enter the code from the email and click ‘Submit’.

Validate Email Address B

Enter the Email Validation Code

Please verify vour email address by entering the validation code that was
sent to you via email.

Email Validation Code: *

| |
oo

NOTE: If your employer allows an electronic delivery option for Affordable Care Act statements
there will be additional options to elect an electronic statement and a notification method, (a
sample is on the following page).
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9. Whenfinished, click ‘Save Notification Option Settings’.

Save Notification Option Settings Cancel

Below is an example of the electronic delivery option you may be offered while creating an account.
The delivery notification options indicate the method in which you would like to be notified when a
form is available.

Once you have selected your delivery notification method, select ‘Save Notification Option Settings’

Sample of Opt-in and delivery notification options for an Affordable Care Act (ACA) Statement.

Electronic Statement Notification Options

If you are eligible for a 2015 ® Yes Yy Ffemata Tt
Affordable Care Act (ACA) Form e E;‘;"'_:“ z;";'{tss MESSaga
1095, would you like to access

this statement slectronically? 7

Form 1095 is an annual statement provided to individuals deemed eligible for health insurance
through their employer. Your empioyer will determine by the end of the tax year if you meet the
reguirements to receive this form. For more information on this new form, please visit

wawwirs. gow/aca

By choosing YES, you agree (o the following
1. You will be notified when your form s avallable
You will need 1o download a pdf file and print your form, 1 will not be emalied 1o you
You will not recelve a paper/postal copy
This registration will be camed over from year 1o year unless you choose 1o Wwithidraw your
consent
You may opt out at any time by returning to this site and selecting the “Account Settings”
menu option

£ O K

o

If you do not have software installed on your computer for viewing POF documenlts, you can
downiload the free Adobe® Readent

10. You have now created an account. You may ‘Logout’.

Welcome

Ac oot Kame: faral e
ik What would you like to do today?

m ::é Year-End Tax Statements

Year-End Tax Statements B

Account Ssttngs B
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