
TCA Consulting Group, Inc.

P.O. Box 1383

Glastonbury, CT 06033

(860) 657-8411

January 19, 2009

Dear Employees:

Effective Monday, January 26, 2009 TCA Consulting Group, Inc. will be transitioning to a new payroll system. We will be using E-chx, Inc. a national payroll company headquartered in Rochester, NY. The policy is still in effect that your timesheets should be submitted no later than Mondays at 12:00PM/EST either as a paper timesheet or through your respective vendor management system. E-chx, Inc. offers an employee payroll portal that will allow each employee access to your payroll information. The employee payroll portal allows you to view and print your paystubs for each week. Because of this TCA will no longer be sending pay stubs through the mail. Please read through the information provided below and it will walk you through the step-by-step process of registering in the employee payroll portal. 
E-chx Employee Payroll Portal

Getting Started

1.) To get started, visit www.epayrollportal.com. 

2.) Click “Register Here” on the right. 

3.) Complete the Account Registration Form (valid e-mail required)

4.) Click on the submit registration button

5.) Create a Username and Password

6.) Select a “Hint Question” and type in your answer

7.) Verify that your e-mail address is correct and click Continue

* You will be sent an e-mail from esupport@epayrollportal.com with your confirmation number. You will need this to complete your log in.

8.) Go to www.epayrollportal.com, again. Type in your username and password under the employee sign in section. Click Sign In.
9.) Enter your confirmation number from the e-mail, in the box provided. Click Continue.

* You may also change your e-mail address and/or request that the confirmation number be sent again to your current e-mail.

10.) Click the link to go to the Home Page.

11.) Accept the Terms and Conditions by entering you name

12.) You are now ready to begin using the employee portal.

* To exit Employee Portal at any time, click “logout” in the upper right hand corner

Section Overview:

• Home Page

Once logged in, you will be directed to the home page. The home page allows you to navigate through the Home, Account Info, Self Services, Pay History, Resources, Bulletin Board, and Contact Us sections. Also, form this screen you can view your recent pay history (last 5 pay periods). Simply click on the Pay Date, to view your pay stub for that pay period.

• Account Info 

Complete with information from your payroll file, you can view contact information, employee number, federal and state withholding status, and pay rate information. Also, you can change your username and password for the Employee Portal.

• Self Services

If documentation was provided then you can view tax documents (w-2’s) from prior tax years. Select a tax year form the drop down Menu, and view the complete W-2 for that year.

• Pay History

Have you ever needed copies of prior pay stubs to apply for a car loan or mortgage? This section eliminates the need to search for old stubs or call the company payroll contact. Simply select a start and end date from the drop down menus, to view each check amount from the desired date range. Click on the pay date to view the individual pay stub in PDF 

Format.

• Resources

Whether it’s an employee handbook, employee referral form, vacation request form, benefit enrollment documents or expense reimbursements.  Employees can download and print copies under the company resources section. Employers may also post links to other sites to view up to date information on FSA, 401(k), or any other account.

• Bulletin Board

Stay up to date with company news and activities. Click on the event to view company announcements, anniversaries or important dates.

• Contact Us

With just one click, send support an e-mail to ask questions or make changes to your account.

That's it! Your account will be activated immediately and ready for you to view your information. We hope you enjoy using the Employee Payroll Portal.

In case you have trouble signing in, or registering at the Employee Payroll Portal web site, you will find links on the web site to help you remember your credentials, or contact us to resolve any technical issues. 
• Remember
You should contact your payroll/HR personnel to resolve any issues with information on your payroll file.

Thank you once again and welcome to the Employee Payroll Portal!

TCA Consulting Group, Inc. is looking forward to a smooth transition. As always if there are any questions or concerns please do not hesitate to contact me toll free at 800-994-9903. Thanks in advance for your understanding and patience.

Sincerely,

Johnny
John Cassandra, Jr.

JC/adw
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