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INTRODUCTION 
 

.   
 
 There is a saying that:  “You always have been and always will be your own best competitor.”  This is the 
reason why Payrollpinas keeps on innovating and never gets satisfied and fulfilled with what it has.  It keeps up with 
the changing times.   
 
 Employees play an important role in the success of any company, and at Payrollpinas we wanted to make 
them feel that they are equally important as well.  We find ways to make them comfortable and make life easier for 
them; listen to what they need and do our best to satisfy these needs.  This is the reason why Payrollpinas came up 
with something to give back to the employees.  Something where they will feel welcome and make them feel that 
they are special. 
 
 The classic Payrollpinas‟ Employees Page had been of service to Payrollpinas‟ clients ever since it has 
begun with some changes on the side.  Now, Payrollpinas made a complete makeover of the said page.  It has 
evolved into a fresher look fully equipped with new features to make Employees‟ monitoring of accounts much easier 
and simpler.   
 
 In connection to this change, Payrollpinas deemed it right to publish a manual to guide the old and new 
users on how to maximize the use of the new design of the Employees‟ Page. 
 
 Should you need more help with the use of the new Employees‟ Page, do not hesitate to get in touch with 
us.  Send your queries, suggestions and comments to customercare@payrollpinas.com. 
 
 Thank you for staying with Payrollpinas! 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:customercare@payrollpinas.com
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SIGNING UP 
 
Go to http://www.payrollpinas.com. 
 

 
 
 
 
 
Click on Employee Login 
 
 

 
 
 
 
 
 
 
 
 

Type www.payrollpinas.com in the address bar.  You 

may use either Internet Explorer or Mozilla Firefox but 

we advise that you use Mozilla Firefox as we are best 

viewed with it. 

Click to Log-in. 

http://www.payrollpinas.com/
http://www.payrollpinas.com/
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As a first-time user, click the Signup button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Signup button to start 

registration process. 



    
PayrollPinas Corporation 
Unit WS-1807, West Tower, Philippine Stock Exchange Centre, Exchange Road, Ortigas Centre, Pasig City Philippines  
Telephone Number +63(2)655.37.63 email: payslip@PayrollPinas.com 

 

 

www.payrollpinas.com 

Kindly fill up all fields especially those marked with an asterisk (*) for your Account Information. 
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Enter all required details.  Kindly take note that the Account ID is the one issued to you by your company.  Please do 

not have your Account ID interchanged with your Employee ID so that there would be no errors during the 

registration process.  Double check all entries before hitting the Signup button. 

 

 

Verify your registration by entering the code shown and read the Terms of Service before hitting the Signup  button. 

 

 

 

 
 
 
 

This should be the Account 

ID issued to you by your 

company. 

Please enter the code 

as shown on the box. 

Click the Signup button to 

continue with the registration. 
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Successful Registration!   Check your email for the activation of your account. 
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An email notification will be sent automatically containing the link to activate your account.  Click on the activation link 
to finish your registration. 
 

 
 
 
 
 
 
 
 
 

Click the Activation Link 

to finish your registration. 
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Activation Successful.  Your account is now ready for utilization. 
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LOGGING IN 
 
After successfully activating your account, you may now proceed and log-in to your Payrollpinas account.  Enter your 
registered email address and password and click Login.  Note:  If you have registered already and is using the new 
Payrollpinas‟ Employees‟ Page for the first time, and have forgotten your registered email address; please click on 
the Switch to Classic button and look for your registered email address.  After which you may proceed with using the 
new employee‟s page. 
 

 
 
 
 
 
 
 
 
 
 
 

Click Login button after entering 

your registered email address and 

password. 

Should you prefer using the 

classic view, click this button. 
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After successfully logging in, you will then see your Active Account Profile.   
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While logged on, you may view your personal account details by clicking on Account. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the Account button 

to view your profile and 

your account details. 
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Your Profile Page with your Personal and Account Details. 
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While you are on your Account Page, you may view your Pay Slip, Change your Profile Picture and/or Change your 

Password. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To change your profile 

picture, click this button. 

Click this button to view, 

download, print or have your pay 

slip sent to your email address. 

Change your password by clicking 

the corresponding button. 
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VIEWING YOUR PAY SLIP 
 
While you are on your account page, click „View My Pay Slip‟. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click to view Pay Slip 
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You may view, download or print your pay slips or have it sent to your email address.   
 
To view, download and print your pay slip: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To view, download and print 

your corresponding pay slip of 

the specified date in pdf 

format, click this button. 
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Your pay slip will be shown to you in pdf format.  You may just view your pay slip or have it downloaded and printed. 
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To have your pay slip sent to your registered email address: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To have your corresponding 

pay slip sent to your 

registered email address, click 

this button. 
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After clicking the mail button, you will see a notification that your requested pay slip had been sent to your registered 
email. 
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Screenshot of what you will receive on your email.  The pay slip you have requested was sent as an attachment in 
pdf format. 
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CHANGING YOUR PROFILE PICTURE 
 
To change your profile picture, click on „Change Profile Picture‟ button on your account page. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To change your profile 

picture, click this button. 
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Follow the steps below to successfully change your profile picture. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1.  Click this to remove 

your default picture. 

Step 2.  Click browse to select 

an image from your computer, 

Make sure that your file does 

not exceed 500kb. 

Step C.  Click „Upload 

Image‟ when done. 
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CHANGE YOUR PASSWORD 
 
To change your password, click on „Change Password‟ button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Change your password by clicking 

the corresponding button. 
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Enter the required details following the steps below. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1.  Enter your 

current password. 

Step 2.  Enter your new 

preferred password. 

 
Step 3.  Confirm 

your new password. 

Step 4.  Click „Save 

Changes‟ when done. 



    
PayrollPinas Corporation 
Unit WS-1807, West Tower, Philippine Stock Exchange Centre, Exchange Road, Ortigas Centre, Pasig City Philippines  
Telephone Number +63(2)655.37.63 email: payslip@PayrollPinas.com 

 

 

www.payrollpinas.com 

 
You will be notified that you have successfully changed your password.  You will also receive an email notification 
about the modifications you have made with your password. 
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Screenshot of Email Notification 
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SIGNING OUT 
 
Always Sign-Out whenever you are done with your account. 
 

 
 
 

Be sure to sign-out 

every time you are 

done viewing your 

account. 


