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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 (see page 25 for further details) 

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 your 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 the “change password option” 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



Manager view of
MyPay



Manager view of MyPay
Users within your organisation who are responsible for approving payrolls, will access these reports using the same  
MyPay login. 

Access these reports by using the 
“Company context” drop down and 

then select “Manager Account”.

After selecting Manager Account, 
another tab will open and will 

present a menu on the right for 
“Payroll Approval” and “Reports”



Manager view of MyPay

Step 1:  Just like the old MyPay, any reports 
requiring “approval” will be provided here.

Your email address
You name

Step 2:  Click on “Reports” to open 
another tab containing features called 

“Viewer” and “Designer”

The department filter option allows the report to be run 
for the whole organisation or for  selected departments. 

Select “Generate” to run the report.

Each tab contains the same set of reports  as the old MyPay

TAB



Manager view of MyPay 
New MyPay contains a third-party tool called “Report Designer”. This tool allows you to add logos and make other 
customisations to report templates including payslips.

1. Start by selecting the Designer tab with 
the reports screen

2. Next, select the burger icon.

3. Click on open to select a report template

4. The next window contains all the reports, so first select a “TAB” 
and then select the report from the “Reports” drop down. 

You can customise each report by department.

You will also need to select an “Applicable from date”

TAB



Manager view of MyPay 

A logo can be added in by dragging the 
picture box option across to the area of 

the report where you wish to add the 
image. 

Next, select the image source 
to add it into the picture box. 

Remember to save your 
changes.



Manager view of MyPay 
Click on the 3 lines to open the menu 

and “SAVE” changes

Note: the the size of logo 
image used should be less 

than 1MB
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Manager view of MyPay 
To learn more about Report Designer, a full user guide is provided here: 

https://devexpress.github.io/dotnet-eud/reporting-for-web/articles/report-designer.html 

Click on  “PREVIEW” to view the payslip with the logo. You 
will need to enter a date which this new version applies from.

https://devexpress.github.io/dotnet-eud/reporting-for-web/articles/report-designer.html


Global user / Admin role 
& Migration checklist



REMINDER
 PLEASE PERFORM ADEQUATE DATA CLEANSE 

CHECKS TO ENSURE THE EMAIL ADDRESS USED 
TO PROVIDE ACCESS TO MY PAY IS CORRECT FOR 

EACH EMPLOYEE

Setting up users with access to MyPay

• Users will need to be set up to access features such as Report 

Designer and the Manager area of MyPay. (Provided the user’s 

security profile allows access to the Manager area).

• Access to MyPay is managed through Ciphr payroll (previously known 

as Accord).

• In Ciphr payroll, go to Company/User and then select Enter/Update 

User.

• Tick “Allow Accord MyPay Functionality for the User”.

• Go to MyPay email address to set the user up.



Admin page with MyPay

You will need to nominate a user (eg a super user) who will have access to the Admin page within MyPay.

This takes you back to the front-page screen.

Click on the 3 dots

Then click on SSO settings.

Click on the 3 dots

Then click on Admin.

Please note, that the super-user should be 
designated to someone in the organisation that 

manages internal accounts.



Admin page with MyPay

The following window will be displayed:

Display all users

Click on 3 dots under actions 
to see details / change 

each user’s profile.



The Settings tab allows you to set the password policy using one of the options and enable Two Factor Policy.

Admin page with MyPay



Migration checklist

As a reminder, to ensure your migration to the new MyPay 

goes as smoothly as possible, please ensure:

 Emails addresses to be used to enable SSO for all 

users (employees) are correct in your system.

 Ensure all our employees have their tick box marked 

and an email address stored against their record in 

your payroll solution.

 Ensure you provide the new URL to employees.
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Thank you
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