Step 3 LOGIN!

View your Employee information

1.Go to www.oppinc.com > HRIS Employee Portal button
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http://www.oppinc.com/

2.Here is your landing page > enter email address you created and used for Steps 1 & 2
Your temporary password is your date of birth MMDDYYYY

Company Access Code (if requested) is “altstaffing”
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Heart for PEOPLE | Mind for BUSINESS

e Welcome!
We're glad you're here.

Sign in with your company (SSO)

FOrQot your passwora?
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3. You will create a new password for security purposes.
Tip: Click the “eye” in each password field to see what you are entering.

W Jpportunities:

Heart for PEOPLE | Mind for BUSINESS

Change password

Using a phrase for your password may be easier to

remember
’ Current password
08021987
New password
y oy
Apprentice2025% ®
Confirm password =
Apprentice2025% R

v Password length: 8-64 characters
v Nomare than 2 dentical chatactess in a row
v Atleast 3 of the following

v Lowercase betters: 1
v

v Numbers: 1

v Special characters: 1

4. Select a Challenge Question from the dropdowns in each of the 3 fields > enter Answer 1,2 & 3

@ppoﬂunitiesz

Heart for PEOPLE | Mind for BUSINESS

—® Challenge Questions

Please select and answer your challenge questions from the st beiow. The selected chalienge
questions will be used to verify your identity when you request to reset your passweord,

estion 1 -t Answer |

In what city were you born? Waukesha
Question 2 o Answer
What was the name of your first pet? Genny
Question 3 < Arswe
What was your high school mascot? Laser
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5. You’ll be returned to your sign in > press Return to sign in button
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You have successfully changed your password.
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6. Welcome! Enter your username and newly created, secure password > press Sign in button
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@ English (USA) v

S Welcome!
We're glad you're here.

< Sign in with your company (SSO) >

Username
testanntestjannn@yahoo.com

Password
Apprentice2025%




7. This is your Employee Page portal

To Enter Your Time > select the Myselftab 7 >Workforce Management
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Punch

My Schedule

M;m Today

You have nothing planned.

Tue

8 You have nothing planned.

Select the arrow next to My Timecard

Punch

Recent Transfers

Add Transfer @

Punch

7B,

My Timecard >

Exceptions

No data to display.

My Accruals

Balance as of Today ,
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Time-Off Request >
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Select the Current Pay Period 1.

Entertime In 2.

Enter time Out 3.

REMEMBER TO ENTER AM or PM

Select Save 4.

Tip: Best practice is to enter your time daily

You may select Previous Pay Period in 1. to enter for the previous week worked.

My Timecard

ﬁ ~ Current Pay Period €& Loaded: 12;
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ListView  Rounded

Punches . | -

Date Schedule | Absence ‘ l In ‘ i Out ‘ Transfer Pay Code Amount Shift Daily ‘ Period

Share Calculate
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To sign out > Menu (three dashes, upper left)

My Timecard ()

ﬁ ~ Current Pay Period £ Loaded: 12:25 PM
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Press Sign Out button

X
TestAnn
TestJannn
Edit Profile & Sign out &
Search Q
Home
Dataviews & Reports v
My Information ~
My Calendar

My Location Schedule

My Timecard

To view pay information

Myself > select the down arrow next to Pay > view options

Tip: You may update direct deposit information here

< pportunities:  ome

{ Q Search ‘ ]
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Myself
Personal ~
My Company v

Pay _— -
Current Pay Statement
Pay History
YTD Summary
Total Compensation
Direct Deposit
Income Tax

U.S. Wage and Tax
Statements

Workforce Management
Benefits v

Open Enroliment

TT Hello, TestAnn

Coming Up

Punch

My Schedule

M;m Today

You have nothing planned.

Tue

You have nothing planned.

My shortcuts

f‘: Request time-off

% Direct Deposit
Ca Contacts

E Name, Address, and Tel...

% Income Tax
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Tip: You may update Name, Address, Phone, Emergency Contacts here

2 X 4& Epoﬂunlﬂesn Home

‘ Q Search ‘

Vi A TT Hello, TestAnn
Myself
Personal = . Coming Up

Name, Address, and
Telephone

Contacts Punch
Emergency Contacts

Private Info

My shortcuts

- 7?‘ Request time-off
Punch L2

@ Direct Deposit

To sign out, press the @ putton (upper right corner above) and select Sign Out

END OF Step 3
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