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eStratex
Employee Quick Start Guide

Welcome and congratulations on your new position! Your organization uses eStratEx for payroll and HR,
including the completion of new hire paperwork. This guide will show you how to easily log into eStratEx to
access your New Hire paperwork, change your password, and access your pay stub. Let’s get started!

Welcome to the Team Email

You should receive a system generated email from eStratEx. Please follow the prompts in the email to access the
eStratEx website. The email will look like the image below and the subject line will say “Welcome to the Team”.
The email will contain your user name, the company code, and the URL where you can login. At the bottom of
the email, you will see a Register button. Select the Register button and you will be brought directly to the
eStratEx login page.

] Welcome to the Team! Inbox X = B
outgoing@stratex.com Mar 23 (2 days ago) - ¥
to me [~

Hello Sara Florida,
This message is being sent by eStratEx, your friendly Human Resources System being used by BAQA , on behalf of: .
Your user name is: ksamuelson+1234@stratex.com

Your company code is: BAQA
Login URL: https://ga.estratex.com

Welcome to the Team! Please use the link below to register
TODQ Tie me into Company Setting

If you are no longer associated with BAQA and wish to opt out of future emails: [Safe Unsubscribe].

For existing employees, to access the eStratEx website go to this link: https://estratex.com
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Logging In

When you are logging in for the first time, the Register button in the Welcome email will take you a landing page
that will auto-populate your Username and Company Code.

Username: Your username will auto-populate based on the
ABC information that was provided to you in the email. This will be
what you use to log into eStratEx.

Company _ ,
3 Password: You will need to create a password that is at least 8
e characters long and should have at least one special character
m and one capital letter. Passwords are required to be strong.
Espafiol

Usemame

Company Code: Auto-populated based on the information
that was provided to you in the email. Your Manager or HR
can also provide your company code if necessary.

ksamuelson+1234@stratex com

Password

[Password
Confirm Password Once you have entered your password, click on the Register
Password button. Upon logging in, you will be brought to the Dashboard.
Company Code
ABC Company

Strateﬁ\

Going forward, whenever you navigate directly to l
https://estratex.com, the login home page will look
like this image to the right. Enter your Company
Code to be directed to your company-specific login
page, which you can bookmark to go directly to in
the future.

Dashboard

After you have completed your new hire paperwork, you will be brought to the Dashboard. The Dashboard
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serves as eStratEx’s home page. It may contain several company related items: Company Announcements,
Upcoming Events and Quick Links.

This is also where you will see the Start button which will allow you to continue to complete your new hire
paperwork if there are steps that still need to be completed.

{ @0usinms Jf vt | Dsm
Sections Action Required: Complete New Hire Steps > m
_
Inbox NewToDo ~
Announcements
Date 4 Status &+ Title ¢ Priority @
Quick Pall
My Quick Links. (7]
Upcoming Events (4]
My Quick Links

There are a few Quick Links on the left side of the Dashboard that will take you to common areas of the site.

Changing Your Password

We recommend Inbox Inbox e
cha nging your Announcements i, Sihes iie FRE—
password on a Industry News

regular basis. You Quick Palls

will be required to
change it after a set

amount Of time, and % Company Documents

will receive a warning from the system several days before the change is required. You can change your
password at any time by clicking on the link listed under ‘My Quick Links’ (see above) that says: Change
Password.

First, enter in your current password and then choose a new, strong password that follows the instructions on
the page. To be considered strong, you must include at least one of each category:

e Upper Case

e |ower Case

e Number

e Special Character

Once you have successfully chosen a new password, you will get this green bar indicating success:

Changed Passwaord for user; Manderson,

Accessing Pay Stubs
You can quickly access your pay stubs by clicking on the Dashboard Quick Link “Your Pay Stub”.
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Inbox

Announcements Date4  Status ¢  Title s

¢  Priority ¢
Industry News

Quick Polls

% Change Password

% Company Documents
[ Employee Spokeware
(' eStratEx How To Videos

% Time Away From Work

% Your Pay Stub

You will have the option to view or download all of the pay stub details for any pay period shown. To view or
download an individual pay stub, click on the view or download button next to the check date. You can

filter by date range or FEIN, and you will have the option to either view/download a detailed or summarized
version of your pay history.

You can also view Pay Stubs by navigating to the Myself Tab > Pay > Pay
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