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User setup & log-in 

1. Click on the URL provided by your organisation.

2. You do not have an existing password in SSO; therefore, you will 

need to reset your password to access the new MyPay product.

Note: Should you have any issues logging in then check the 

email address you are using for MyPay is set-up correctly on 

your payroll system.

3. Click on Reset password

It is essential your organisation performs a data cleanse to verify each user’s email address



4. Enter your SSO email address 

User setup & log-in 

5. You will receive an email containing a Reset password link. Click 

on this to create your new password.



User setup & log-in 

6. Enter your password which should consist of at least 12 

characters, at least one uppercase letter, at least one special 

character, at least one lowercase letter, and at least one digit.

7. Next, click on set password, a pop-up message will display 

confirming password has been successfully reset.

8. Login using your new password where you will be directed to a 

2FA (Two-Factor Authentication) screen. Check your email 

inbox.



User setup & log-in 

9. You should have received an email containing your 2FA code. 10. Go back to your 2FA screen in MyPay and enter this code. 

771268

New users will face a slight delay as there is a sync process between the payroll database and Ciphr’s SSO database.



User setup & log-in 

11. If enabled by your organisation, you can also use the 

“Generate Two Factor Recovery Codes” feature which replaces 

requesting a code via email as part of 2FA. 

12. You can use email or the google authenticator app to 

generate your Two Factor recovery codes 



User setup & log-in 

13. These codes should be kept in a safe place and can be used to log into SSO if you have no other way to receive your 2FA code.   

If you have lost your 2FA device and recovery codes, please speak with your SSO Global Admin who can reset your 2FA for you.

14. 2FA can be enforced in the SSO admin page (refer to section 04).

Note: If this feature is not enabled, then you will be logged straight into the application.
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User setup & log-in 

15. If you wish to change your password at any time, then click on the 3 dots in the top right-hand corner and select SSO 

settings. This takes you back to the login page where you can select “Change Password” and then create your new 

password.



Employee view of
MyPay



Employee view of MyPay

Switch this on to hide any 
sensitive information. If you 

switch this on before exiting the 
application, then this setting will 
be remembered next time you 

login.

This tab displays your current 
payslip and provides access 
to all your previous payslips

Select this feature to download 
all your payslips into a zip folder

Click here 
to exit 
MyPay

Select this tab to 
view P60s & 

P11Ds

This tab displays 
view only 

information such as 
your home address, 

NINO & bank 
account details

Hover on the dates and click to 
select the date range for 

payslips you wish to display



Thank you
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