
Employee Portal-External Guide 

Accessing the employee portal 

1) Open your internet browser

2) Type, or copy and paste, the following in your address bar: 
http://my.doculivery.com/systems3000-JeffTwp
This will bring you to your log in screen.

To log into the employee portal 

1 ) Enter your 'User ID' . Your User ID is the
first initial of your first name, followed by
your full last name, plus your employee
ID**.  If your ID includes leading zeros,
these will be excluded when typing your
User ID.

**You can find your "ID #" on the top of one 
of your prior Direct Deposit pay stubs 
received via email.

(example: For Anne Smith Employee ID # 
4000, the User ID would be asmith4000; 
For John Smith Employee ID # 0075, the 
User ID would be jsmith75)

PLEASE LOG-IN TO THE oocuuvrnY SYSTEM. 

Your User ID is identified here. 

User ID: 

Your initial password is identified here. 

Password: ..__ ___ __, forgotten Password?

2) Next, enter in your 'Password'
(This is a one time password only)
a) The password will be your Employee ID # excluding any leading zeros.

(example: 4000 for Anne Smith or 75 for John Smith)

3) Click on the 'Log In' button
a) Once logged in you will go through the prompts to answer 4 security questions and

change the password.

For a quick 'User Guide' of how to access the employee portal. There is a a button at the 

bottom left of the screen that says 'Click here for User Guide'. This will give you a quick step­

by-step process of how to enter in your 'User ID' and 'Password' 



Initial One time setup 

1) Answer the 4 security questions

a) Select a question from the 
drop down menu.

b) Place an answer in the open 
field.

c) Click the 'Save' button
d) Repeat steps a-c

e) All 4 questions must be 

answered and saved. 

Welcome: 

PLEASE ANSWER 4 SECURIIY QUESTIONS. 
--

---- -

(1) 1�y did you 9101_.vup�� _

(2) 
(3) 

(4) 

B 

PHASE CHANGE YOUR PASSWORD. 

- � ,.------. 
----

Enter Old Password: 

3) Enter in a email address

a) the email address must be
vai/d, It can be any email
address that you regularly
use.

Your password must be at leastsixtharacters in length and contain at least one digit. 

Enter New Password: 

Email Address: 

2)  Change the password

a) Enter in the old password 
which is your Employee ID # 
excluding any leading zeros. 
Enter in a new password-
The new password must 
be at least 6 characters in 
length, and contain one 
digit (example: Happy1 ).

b) Confirm the new password. 

4) Click 'Save Information' button.

Save Information 

Pl.f ASE ENTFR YOUR EMAIi. ADDRESS. 

I 

Now that the initial setup is complete, you will be able to view, print, save, and email your pay 

stub(s). This process will be explained in a step-by-step process on the next page. 









Adding Detailed Text Messages-Allows you to control the information sent to you by Text 
message. Keep in mind that a text message, depending on your carrier will only allow 
for a limited amount of characters per text message. Setting up this screen is an 
optional step. To set up the detail do the following: 

1) Click on the 'Add Detailed Text Messaging' field.
a. This will open a new screen; allowing you to select the item(s) you would

like to receive by way of text message. 
b. On the left side of the screen there will be descriptions (Item To Text) of

available information that can be sent as a text message. 
c. The maximum number of items allowed is three.

(The below illustration is just a sample) 
2) Place a check mark in the 'Select' box for the item of your choice.

a. Once the item is selected, it will appear in the 'Categories Selected' field.
3) Enter in your cell phone information (see text message notifications)
4) Click the 'Save Text Message' button. ,,-Enter in your cell phone 

----

Pick from the available number and the cell phone 

item by placing a check
mark in the 

'SELECTED' field, ] 

Please Select up to 3 Items for Text Delivery 

ITEM TO TEXT 

BC/BS 

FAMILY LEAVE INSURANCE 

FEDERAL TAX:SS 

FICA 

l IMPUTED TPAF 

[MEDI 

Net Pay 

INJ STATE A:SS 

J PENS SAL 10-MONTH 

SUI 

ITPAF CI 

TPAF PENSION 

I UNION DUES - NJEA 

-

� 
[] 

[] 

,� 
D 

IC] 

lo 

[] 

[] 

[] 

SELECTED 

You will incur normal text messaging charges 
from your provider. 

r Click on the
'Save Text 

Message' to save l 
your settings. 

) Save Text Messages ! I Cancel J 

Enter your cell phone 
number: 

Select your cell phone 
provider: 

Test my cell phone 
information: ,. 

provider. Next, enter click
on the 'Send Text' button.

EINFOR • • 

__ I ---

I Send Text J 

* You will incur normal text messaging charges from 
your provider. 

Categories Selected 

NET PAY 

Once you select the 
item(s) to send as a text
message, it will display in

this open field. 





Viewing your W-2's electronically-To view the W-2, you will need to be on the 'W-2' tab. 

l) Click on the light blue arrow icon, located under the 'Click To View' field.
a. A pop up message displays letting you know that your social security number

must be entered in order to
view the W-2.

b. Click on the 'Ok' button to
proceed.

2) Enter in your password.
a. When you enter your social

security number, just enter
in the nine digits without
any hyphens or dashes.

3) Click on the 'Ok' button.
a. At this time you may either

open or save the W2.
b. If you chose to open the

W2, you may print it from
here also.
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