All Instructors:

Adoption of Smart # -5 85# (Smart Pay Statement) Web-based payslip system

The Smart Pay Statements Web-based payslip system will be adopted as part of our effort to improve

By offering digitally distributed
payslips, instead of printed ones,
we will improve service for the
instructors, and reduce office
processing and costs associated
with printed pay statements.

Improved services
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Enables instructors to view their pay statements when they want, even at home or while on
business trips. A list showing their salary payments for the year can also be viewed. Instructors
will be able to view up to three years of pay statements (as of current plans), starting from

Reduced office processing and cost

The office staff will no longer need to spend time sorting and distributing (printed) pay statements,
and will be able to use that time for other tasks.

Reduces cost through adoption of paperless office.

In order to maximize reductions in office processing and cost, please cooperate
by consenting to receive payslips via digital distribution, and canceling your
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Smart Pay Statements will be added as a new item on the

Instructor Groupware menu. Please follow the below instructions to
log in.

l. Logging in

(1) On the Tohoku University

i tx,:.u, L | TR0 | Eelish | D%58 (=] . .
b =+ website, click Faculty and Staff.
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2 ik (2) Enter your Tohoku University ID
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(3)Click on #HE I IN—TH 7
E¥7oh (Instructor Groupware).
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TOHOKU UNIVERSITY Portal Site
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(3) Choose three images,
then click the JRE
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) On the confirmation screen, click
the OK button.

! (5) Confirm that the images
have been selected, then
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The Instructor Groupware
screen will be displayed.
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wide) tab, a section titled
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Dfepending on thef?nvironrl‘ner!t - Clickthe 'A% 4 >3 %"
of your account, after you login, | ;
you may not be able to see the button in the Smart Pay
Smart Pay Statements correctly. OREPABMELE o SR oo Statements area.
Should that be the case, please s -
click F5 key to renew the site e =~
ELXFNAESERITLAI-YE TUNBLLTRRLTUET,
s
\ v, y
Els=rpiy 1t (5) To cancel your printed pay
Sm—::fﬂjjf: — statement, and authorize web-
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After a moment, you will
be able to proceed to the
pay statement screen
without having to check
e A list of pay statements will
HRE TodE - same [NERE AS - be displayed
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TrizatEosH 198 200000 50000 60,000 o] 20000 10000 aoomw|  sooon 280,000 The pay statement will be
— shown in a separate screen.
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Pay statement will be
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Then click B C % (close) to

close the screen.

1 buresu tohoku.at To prevent your information

from being leaked, be sure to

log out when you're finished.
Also, log out of the

Groupware and Portal sites.

We plan to add a Smart Pay Statements item to the Instructor Groupware. website menu when
operation of the system begins (planned for late March, 2012).

For those who usually use the E8/5 F (departmental) or {8 A F (personal) tabs on the Groupware
Desktop, Smart Pay Statements will be available from the Web menu, without switching to the £%
F (university-wide) tab.
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The desktop layout can be set so that Smart Pay Statements is displayed on the {8 A F (personal)
tab desktop. Adjust your settings as per your preferences.
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ll. Receiving notifications related to Smart Pay Statements

Monthly announcements regarding updates to pay statement information will be displayed in Announcements
for all Staff on the Instructors Groupware bulletin board.

These announcements can also be received by e-mail in the form of a "digest mail," so we recommend

registering an e-mail address.

Register Mail Address ( Integrated Electronic Authentication
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(1) Click on i & B FFRAE AT LA (
Integrated Electronic
Authentication System) on the

(2) Click on the Profile tab, then on
the Account Attributes tab. Enter
your mail address in B8 * —
JL7 KL X (instructor mail
address), then click the Save

J

Digest Mail Settings (Instructor Groupware) —_———

You can set up your account to receive e-mail bulletins with the Instructor Groupware.
*The Seiryo instructors (excluding office staff) are not yet configured to formally use the
digest mail feature, so they will not receive digest e-mail even if they perform this setting.
Thank you for your understanding,
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