Frequently Asked Questions

What Is E-Stub?

E-Stub is a electronic version of your pay earnings.
Information is available for semi-monthly pay dates
and W-2 processing.

Is E-Stub Secure?

Yes! Your payroll information is protected by multi-
ple layers of security and encryption. PIN numbers
and information are encrypted and cannot be dis-
played on either the web server or the County AS400
System.

How Much Information Can I View?

Earnings information is available for ten years from
your most recent pay date and W-2 information is
eight years.

Can I Print E-Stub Information?

Yes! Print options are located on the detail screen.
Will I Receive A Paper Copy?

Payroll earnings are only posted electronically. You
can print a copy form the detail screen.

What If I Forget My PIN?

You can use the re-assigned number under the “create
a new PIN’ or other options section to change the PIN

to whatever you choose.

How Far In Advance Can Information Be Viewed?

Earnings information is available once payroll is pro-
cessed. However, money will not be available until
payday.
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How To Access E-Stub

Go to the www.surryschools.net

Click on Department
Click on Payroll & Benefits
Click Direct Deposit
Click BALNet
-OR-

At Home (or any non-work computer):

Click on Internet Explorer and type the following web
address in your browser:
http://eservices.surrycountyva.gov/bai_software/

BAI Admin/Login.aspx

The following screen appears.

BAI MUNICIPAL SOFTWARE

User Name: |
Password:
Company Number:

Leave Company Number Blank to Use Defaulyg

Version: 2014-02-17 141505

20052014 BAI Municipal Software. All right", reserved.

At the Log-On screen type

User Name: payroll2

Password: PAYROLL2 (ALL CAPS)
Company Number: 002

Click on Log On
(1 [-] Navigation Menu
LU
Company No: 25-BRIGHT AND ASSOCIATES [Ext]
User: KEITH Help
Module: Payroll v
j
Function: Check Processing v
Options Tech Code

E-PAY STUBS PR2_EPAY

* This 1yitial log-in User Name and Password will not
change.

The Navig§tion Menu is displayed.

Click E-Pay Stubs under options in left hand corner.

BAI.NET PAYROLL
Pay Stub Inquiry
5, BRIGHT AND ASSOCIATES
Return to Navigation Log Off E

To create a PIN or access PIN options, click here
Enter login information and click "Submit".
Last Name:
Birth Date: (mmddyyyy format)

PIN: PIN is case-sensitive

Version: 2014-02-17 150840

First time users must create a PIN before continuing. In the right
hand corner “To create a PIN or access PIN options, click here”
You will also use this to change your PIN or your email address,
or if you forget your PIN.

The following screen appears.

BAI.Net PAYROLL
PIN Maintenance

etum to Processing

Version: 2014-02-17 150358

Click Create a New PIN

The PIN creation option is displayed.

BAI.Net PAYROLL
Create New PIN
CO#: 25 , BRIGHT AND ASSOCIATES

Return to Navigation Log Off Exit

To create a PIN, complete the form below and click "Submit"
First Name: Abell
Last Name: Todd

Social Security No: o

Numbers Only
Birth Date: ) mmddyyyy
Email Address: abell@domainname.gov
Re-enter Email Address: abell@domainname gov
PIN: eccccccces

Minimum of five characters in length (case sensitive).

Re-enter PIN: sessssesss
Security Question: What is my Mothers maiden name?

Answer: esessse

Re-Enter Answer: eeeoss|

| Previous Su%\l

Version: 2014-02-17 150840

Fill out the information requested in all the fields.
Please Note: PIN is case sensitive. You may enter

any email address. Once all information is completed
click Sub/mit.

BAI.Net PAYROLL
PIN Maintenance
CO#: 25, BRIGHT AND ASSOCIATES

Log Off Exit

Create New PIN
Forgotten PIN?
Change PIN
Change Email Address

Return to Processing

PIN created successfully. AfConfirmation email has been sent to
the email address you providgd. Please click 'Return to Processing’
t¢ continue.

Version: 2014-02-17 150358

Click on return to processing

BAI.NET PAYROLL
Pay Stub Inquiry

I [ [ [_Lt CO#: 25, BRIGHT AND ASSOCIATES

Return to Navigation Log Off Exit

To create a PIN or access PIN options, click here

Enter login information and click "Submit".
Last Name: Abell
Birth Date: 05051970

(mmddyyyy format)

PIN: eccee PIN is case-sensitive

Press Submit
The Pay Stub Inquiry screen is shown.

Eapleyee Name -TODD N, ABELL

£}

Prevous
PRINT EARNINGS BY DATE RANGE
El To Date 931201 ]

ViewPint Eamings by Date Range

You may now select the pay date information you
wish to view or print.

Don’t Forget To Log-Off
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