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How to Create Your Account

This section reviews how to create your Paperless Employee account if you are logging in for the first time.
STEP 1: Go to the website https://www.paperlessemployee.com/populus
STEP 2: Click the Create Account button on the right-hand side of the screen.

STEP 3: Enter your Employee ID (provided to you by Populus Group), Social Security Number, and your Date of
Birth. Then, click Authenticate & Create Account.
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STEP 4: Fill in the required fields and create a User ID and Password for your Paperless Employee account.

NOTE: You will be asked to receive a
verification code to one of the contact
methods Populus Group has on file for you
before you can click Save and Continue.

STEP 5: Add your security questions and answers. Then, click Save Security Questions.
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STEP 6: Add your primary personal email address and click Verify Email. If you choose, you may also add an
alternate email address and/or a cell phone number.

NOTE: You will be required to verify your
email to be able to access your account.

STEP 7: Select your electronic statement notification options. Then, click Save Notification Option Settings.

STEP 8: Your account has been created! You will receive an email confirmation to the email address you provided in
Step 6 from <no-reply@PaperlessEmployee.com>.
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How to Access Pay Statements

In Paperless Employee, you have the option to access full pay statements and pay statement summaries. This section
reviews how to access both types.

Full Pay Statements
STEP 1: You can view your full pay statements by either clicking Pay Statements in the left side navigation, or by
clicking Access Pay Statements in the main section of the home page.

You are now on the Pay Statements screen.
STEP 2: To access the full pay
statement, check the box(es) of
the pay statement(s) needed in
the Full Statement column.
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STEP 3: Click on the View/Print
Selected Pay Statements
button at either the top or
bottom of the screen.
The selected pay statement(s) will appear in a new tab in your open internet browser. You can then view, print,
and/or save the PDF as needed.
NOTE: A PDF reader is required to open the PDF file. If you don’t have a PDF Reader on your computer, click on the
Get Adobe Reader icon on the left side of the screen to download a free version.
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Summary Pay Statements
Summary pay statements give you a quick overview without opening or downloading the full document.
STEP 1: You can view your summary pay statements by either clicking Pay Statements in the left side navigation, or
by clicking Access Pay Statements in the main section of the home page.

You are now on the Pay Statements screen.
STEP 2: To access the summary pay statement,
click on the Show Summary link on the
right-hand side that corresponds to the
desired pay statement.

The summary will appear beneath the
selected pay statement on the same
screen.
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How to Access W-2s Electronically

Year end tax statements (W-2s) can be accessed online once Populus Group releases the statements. To receive your
W-2s electronically, you will have to register for electronic delivery.

Registering for Electronic Tax Statement Delivery
If you registered for electronic tax statement delivery when you created your account, you don’t need to register
again. These steps review how to register if you chose “No” for electronic delivery when creating your account.
STEP 1: On the home page, click Manage Electronic Tax Statement Options.

STEP 2: Scroll down to the Electronic
Statement Notification Options
section toward the bottom of the page.
•

Click on the Yes button next to the
question “Would you like to
register to receive your [year] tax
statement(s) electronically?”

•

Check the box under your preferred
contact method(s) to be notified
that your tax statement is available.

STEP 3: After the electronic delivery option has been selected and the contact method has been checked, click on
the Save Notification Option Settings button. Once you have opted in to electronic delivery, the preference
will carry over to future years.
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Accessing Current and Past W-2s
Once you register to receive your year end tax statements (W-2s) electronically, you will be able to view, download,
and print both current and past W-2s.

Current W-2s
STEP 1: You can view your current year W-2 by either clicking Year-End Tax Statements in the left side navigation,
or by clicking Access Current Year-End Statements in the main section of the home page.

You are now on the Get Tax Statements screen.
STEP 2: Check the box(es) of the
tax statement(s) needed in
the Select column.
STEP 3: Click the Review &
Complete Order button to
download the form(s).
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Past W-2s
STEP 1: You can view your past year W-2(s) by either clicking Year-End Tax Statements in the left side navigation,
or by clicking Access Prior Year-End Statements in the main section of the home page.

You are now on the Get Tax Statements screen.
STEP 2: Check the box(es) of the
tax statement(s) needed in
the Select column.
STEP 3: Click the Review &
Complete Order button to
download the form(s).
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