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1. Once a User is set up in iPayroll, an auto-generated email will be sent to their mailbox. 
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2. When you open the email, you will find your unique Username (kindly take note of it) along with the 
activation button & link. Click on the “Activate” button or copy and paste the link on internet 
browser. 
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3. After clicking the “Activate” button, it will give two options to proceed further. 
Microsoft Edge or Default browser > We can select Default browser as there is no need to install 
Microsoft Edge specifically for logging in. 
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4. It will direct you to the screen below, refer to the activation email for “Username” and create new 
password as per the complexity rules given in next step or we can check the rule by clicking on the 
“?” sign. 
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5. Click on “Activate” button, after creating New Password and putting in the same in Confirm New 
Password. Once Activated, it will trigger an auto-generated confirmation email into your mailbox. 
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6. After logging in, the below screen will appear as a default. We can set or change the preferences by 
clicking on the username (highlighted in red box) at the top right corner of your screen. 
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7. We can adjust the preferences as per our convenience and check the tick box at the bottom of the 
screen if you wish to receive mail each morning for the submitted timelogs and Click Save. 
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Steps to Create an app on phone for quick access to iPayroll 

1. After activation of account and setting up the password, go on to the login screen by using 
iPayroll login link https://secure2.ipayroll.co.nz/login 

2. After clicking on the link above, it will take you to screen below. Click on the three dots as 
highlighted in red box in the screenshot. 

 

https://secure2.ipayroll.co.nz/login
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3. It will open the menu options, scroll down and click on Add to home screen. 
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4. After clicking on Add to home screen, it will give two options. Click on Install. 
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5. After clicking on Install, provide the name as iPayroll and Click on Install. 
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6. After clicking on Install, it will create an app on user’s mobile phone. We can use this app to 
quickly go on to login page of iPayroll. 
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