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[bookmark: _Toc418665168][bookmark: _Toc38621872]Getting Started with iSolved | GO
iSolved | GO is the mobile application for iSolved ESS users, so you can access time and payroll functions from your smartphone or tablet. The app is available for Android and Apple iOS devices.
iSolved | GO can be used interchangeably with other iSolved time collection methods and can be used from multiple devices. For example, you can punch in for the day at your desk using iSolved Employee Self Service from a web browser, punch out and back in from lunch using an iPad at your team table, and then use your phone while you’re waiting for the elevator to punch out at the end of the day. Regardless of the method or device, all punches will be saved to your iSolved Time Card and used to calculate your hours for the day.
Use this guide to learn how to:
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General
· Install iSolved | GO
· Log in and log out
· Update your password
· Review and delete notifications

HCM & Payroll
· View and download your pay stubs
· Update your phone number and address
· Change tax withholding elections
· Download your W-2 forms
· View your time off balances
· Request time off

Time
· Record time and labor
· Approve your timecard
· View your schedule
· Change options in Settings
[bookmark: _Toc418665169]

[bookmark: _Toc38621873]Downloading iSolved | GO
You can download iSolved | GO from the same online store you use to install other device apps.

[image: Screenshot_2014-12-18-06-10-15]

· For smartphones and tablets running Android, go to the Google Play store. 
· For iPhones and iPads, go to the App Store.
Search for iSolved or iSolved Go to find the app, and then tap Install or Get to load it.

[bookmark: _Toc418665170]


[bookmark: _Connecting_iSolved_|][bookmark: _Toc38621874]Connecting iSolved | GO to Insperity
Because there are many companies who use iSolved, a code must be entered to link your iSolved | GO application to the correct iSolved environment.
Before logging in for the first time, you will need to enter your Network Partner ID so you can connect to your company iSolved system. To connect:

[image: ]

1. Before you enter your username and password, select the [image: ] icon in the bottom left corner of the login screen.



[image: ]
2. On the Network Partner tab, enter this Network Partner ID: Insperity
3. Tap Save. The app will take a few seconds to validate the Network Partner ID and connect to your company’s Insperity iSolved system.
This error indicates an incorrect Network Partner ID:
[image: ]
4. Once you’ve saved the Network Partner ID, you won’t need to enter it again unless you tap Reset to Default or uninstall and then reinstall the app.



[bookmark: _Toc454280259]Logging into iSolved | GO
Before you can use the iSolved | GO mobile app, you need to complete registration for iSolved Employee Self Service (ESS) in a web browser.  Once you have successfully registered as an ESS user, you can use the same credentials to access iSolved | GO.
Note: The system accepts logins from iSolved Employee Self Service users only. Employees, supervisors and managers can access the mobile app using the same email address they registered for ESS. iSolved client administrators cannot use their client login credentials, so they will need to register as an ESS user to access iSolved | GO.


[image: ]

1. 
Enter your iSolved username in the User Name field. This is always your email address.
2. Enter your iSolved password in the Password field.
3. Tap the Login button to sign into the application.
The Remember me checkbox will save your credentials.
If your device has a lock screen secured with a PIN, pattern or fingerprint, Remember me will automatically login using your saved credentials when you launch the iSolved | GO app. If your device is not secured, you will receive this message indicating your credentials will be saved, but you will need to tap the Login button to access the app:
[image: ]
[bookmark: _Toc38621876]Multi-Factor Authentication
iSolved Go uses multi-factor authentication (MFA) to enhance the security of the application. Employees will now be asked to enter a code they receive via email or text before they can log in, providing a secondary authentication factor for the user. When they have successfully logged in with MFA once, they will be able to use the Remember me feature and will not have to reauthenticate each time.
Employees will need to enter the secondary authentication code when:
· They log into the latest version of iSolved GO, 13.8, for the first time
· If multiple users are signing in on the same device, each user will need to use MFA each time they log in, since the Remember me feature cannot be used in this scenario
· They have not logged in for more than 30 days
· iSolved GO version 13.8 was uninstalled and reinstalled



When MFA is required, the user will be prompted to select how they would like to receive their authorization code. After entering the code they received through email or text, they will then be logged into the application. 
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[bookmark: _Toc38621877]Your Company Settings
Your company has defined specific options in iSolved to meet business requirements. These options control which time features you see in iSolved | GO and what settings you can change.
[bookmark: _Punch_Options][bookmark: _Toc38621878]Time Punch Options
Two punch options are available to record your time in iSolved | GO:
· Punch Now (also called Quick Punch) captures the time and location from your device and records a punch.  This is the quickest and easiest way to record time, since the iSolved system automatically determines whether the punch was In, Out, Meal, or Break based on your company rules. This option does not allow you to enter adjustments or use labor groups to specify where you are working or what task you are accomplishing.
· Mobile Punch (also called Detailed Punch) captures the time and location from your device and provides additional options so you can choose the punch type and add labor details. If tracking labor or recording adjustments is critical for your organization, Mobile Punch will be required.
If Quick Punch is ON in Settings, Punch Now will be enabled when you tap the Punch button on the Home screen or when you navigate to the iSolved Time menu.  Set Quick Punch OFF to enable Mobile Punch instead.
	Your company has chosen to use:
	Choose an item.

[bookmark: _Toc38621879]Time Labor Groups
In addition to capturing the time when you worked, iSolved | GO allows you to enter labor details using Labor Groups (LGs). With Labor Groups, you can specify where you are working and what tasks you are performing. Your company can use these important details to pay you correctly, stay in compliance, or provide corporate financial reports.
There are 3 Labor Groups available in iSolved | GO.  Your company has defined the Labor Groups as:
	Labor Group
	Use
	Description

	LG1:
	
	

	LG2:
	
	

	LG3:
	
	


[bookmark: _Ref31316292][bookmark: _Toc38621880]Time Adjustments
Your company may need to collect additional information besides hours and labor in order to pay you correctly. For example, if you receive tips and need to enter those dollar amounts or track units and need to enter those quantities, they can be captured using Adjustments in iSolved | GO.
One Adjustment field is available in iSolved | GO.  Your company has defined the Adjustment as:
	Adjustment Pay Type
	Enter: {Units / Hours / Dollars}
	Description

	
	
	




[bookmark: _Toc38621881]Using iSolved | GO
[bookmark: _Toc38621882]Home Screen
You can access all the iSolved | GO features from the home screen by tapping the navigation buttons.


[image: ]

1. 
Unsent Data
You will only see this button if you made updates or recorded time when you were offline. Once you’re connected to wifi or a cellular network again, tap this button to send all pending information to iSolved.
2. Settings
Tap the gear icon to change time settings. This is a shortcut to the Settings option on the iSolved Time Menu.
3. Menus
The iSolved HCM, iSolved Time, Notifications, and Downloads buttons provide access to menus with additional features.
4. Punch Button
This button allows you to record time quickly from the home screen. It provides a shortcut to the Punch Now or Mobile Punch options on the iSolved Time Menu, based on your Quick Punch settings.
After you’ve recorded a punch, the Punch button displays the date, time, and type of your most recent punch. If it’s been more than 8 days since your last punch, no data will be displayed.
5. Log Out Button
Use this button to log out of the application.

[bookmark: _Settings][bookmark: _Toc38621883]Menus
The iSolved HCM, iSolved Time, Notifications, and Downloads buttons provide access to menus with additional features.

[image: ]
· 
Tap iSolved HCM to access payroll, HR, and time off features on the HCM menu
· Tap iSolved Time to access time collection and scheduling features on the Time menu
· Tap Notifications to view current and historical notifications
· Tap Downloads to download pay stubs or year-end forms



[bookmark: _iSolved_HCM][bookmark: _Toc38621884]iSolved HCM
The iSolved HCM menu button provides access to payroll, HR, and time off features.

[image: ]
From the HCM Menu, tap to select these options:
· View Paystub - 
View current and historical pay stubs
· Update My Information - 
Change your phone number or address
· Change Tax Withholdings - 
Update tax withholding elections
· Time Off Balances - 
View your current leave balances
· Time Off Requests - 
Request time off
· Update Password - 
Change your password
· Logout - 
Exit the iSolved | GO app
Note: Not all features may be available for all users.


[bookmark: _Toc454280262]

[bookmark: _View_Paystub][bookmark: _Toc38621885]View Paystub
Access your pay stubs to view earnings, deductions, taxes, and net pay for each payroll.

[image: ]

1. Use the Paydate button to select the pay stub you want to view.
Note: Dates are displayed in YYYY/MM/DD format to sort by year, month, and day in the list.
2. The Pay Period is displayed for your selected pay date.
3. The totals section shows your gross pay, deductions, and net pay.  Deductions include taxes and other deductions for benefits, garnishments, etc.
4. The Earnings & Memos section shows a total of the hours and dollars for all earnings and memos paid in this pay period.
5. The Earnings & Memos YTD section shows year-to-date totals for earnings and memos.
6. The Deductions section shows total deductions for the current pay period and year-to-date.
7. The Taxes section shows total deductions for the current pay period and year-to-date.
8. The Finished button closes the View Paystub screen.


To view more details about the earnings, memos, deductions and taxes on your pay stub, tap the [image: ] button to expand each section.
	[image: ]
	[image: ]


[bookmark: _Update_My_Information][bookmark: _Toc454280263][bookmark: _Toc38621886]Update My Information
Update your phone number or address in this section. Approval may be required before your updates will take effect.

[image: ]

To make changes:
Add, edit, or delete your phone numbers for home, work, and cell or update your address. Once you have completed your changes, tap Save.
When you update your address, you need to enter a valid zip code. The iSolved GO app will display a list of city and state options that match the zip code you entered. If you live in an area with municipal or school district taxes, pay close attention to the municipal code specified in parentheses when you choose the city and state.
Reminder: If you change your address to a new tax location or state, you may need to submit new tax forms.
[bookmark: _Toc432146440]




[bookmark: _Change_Tax_Withholdings][bookmark: _Toc454280264][bookmark: _Toc38621887]Change Tax Withholdings
Update your federal, state, and local tax withholding elections. Approvals may be required before your changes will take effect.

[image: ]

To make changes:
1. Select your Filing Status. Choices will vary depending on your state and locality.
2. In the Exemptions field, enter the number of tax withholding exemptions you want to claim.
3. If you are exempt from tax withholding for the specified tax, check Block Tax.
4. If you want to withhold additional tax, specify the dollar amount or additional percentage you want to withhold. Choose Dollars or Percent to indicate your additional tax type.
5. When you are finished, tap Save to close the Change Tax Withholdings screen and return to the HCM menu.



Note: Using the Change Tax Withholdings screen in the iSolved GO mobile app will not generate updated W-4, state, or local tax forms. You may need to submit official documents using the Tax Update Wizard in iSolved ESS from your computer, or provide completed paper forms to your Payroll department.

[bookmark: _Toc432146441][bookmark: _Toc454280265]

[bookmark: _Time_Off_Balances][bookmark: _Toc38621888]Time Off Balances
View your current balances for your time off plans.

[image: ]

Tap the [image: ] button to review your balance details for each plan.
Note: The Pending Taken amount will not reflect future time off until the request is approved.

Once you have reviewed the information, tap Finished to close the Time Off Balances screen and return to the HCM Menu.



[bookmark: _Time_Off_Requests][bookmark: _Toc432146442][bookmark: _Toc454280266][bookmark: _Toc38621889]Time Off Requests
Submit requests for paid and unpaid time off. You may enter requests for absences that occurred in the past or for leave you plan to take in the future.

[image: ]

The Time Off Requests calendar shows approved and pending time off requests.
· Approved requests show in black on the calendar
· Pending requests appear in blue on the calendar

Tap the [image: ] and [image: ] buttons to scroll backward or forward a month.




[image: ]

To see more details about an approved absence, tap the absence date on the calendar.
Once you have finished reviewing the absence, tap Cancel to return to the calendar.



To submit a time off request:


[image: ]
1. Tap Select Type of Time Off Request to choose the type of leave you want to request.

Note: Your list will include all leave types that you are eligible to request at your company.





[image: ]

2. Once you have selected the time off request type, you will see From and To fields so you can specify the date range you want to take off.

1. 


[image: ]

3. Tap the From field and then select the date on the calendar when your leave will begin.  The From field will update with your selection.
4. If you are selecting multiple days, tap the calendar to highlight each day. The To field will display the last day of the date range you selected.
5. Verify the dates in the From and To fields are correct and tap Save.


[image: ]


6. If you want to enter the starting time of day when your leave will begin, tap the Start Time field. Your absence will display on your Time Card at the start time you enter. Select your starting time and tap Select.
[image: ]
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7. In the Hours Per Day field, enter the number of leave hours you are requesting each day. If your plan requires leave to be requested in specific increments, you will see a list of valid options. If not, you can type in a number using the keyboard.
The Total Hours field will update to show the total hours you requested for the full date range you entered.
The Estimated Remaining Balance field will show the amount of time you will have left if the request is approved.
8. If you want to include a message for the person who will approve your time off request, enter it in the Message field.
9. Verify the request is correct and tap Save.

10. 
[image: ]

11. Review your time off request on the Confirmation screen and tap Send Request to submit it for approval.
Once your request is sent, you will return to the HCM menu.



[bookmark: _Toc2848944][bookmark: _Toc2859629]

[bookmark: _Update_Password][bookmark: _Toc38621890]Update Password
Change the password you use to login to the iSolved | GO app.

[image: ]

When you select Update Password, you will be prompted to choose your verification method. If you have a cell phone number in iSolved, you can choose Email or Text. If you do not have a cell phone number in iSolved, you will only see the Email option.
1. Select your preferred verification method by tapping Email: ####@youremail.com or Text: ###-###-9999.

2. 
[image: ]

3. A temporary authorization code will be sent to your email or text. Enter the code and tap Verify.



[image: ]

Once your authorization code has been verified, the Change Password screen appears.
4. In the Current Password field, enter the password you used to login to iSolved | GO.
5. In the New Password field, enter the updated password you want to use.
6. Enter the same new password again in the Confirm New Password field.
7. You will need to answer the security questions you entered when you registered for iSolved ESS.  Your questions may be different than the ones shown here.
Note: If you do not remember your current password or the answers to your security questions, you will need to use the Forgot Password? feature in iSolved ESS to reset it.
8. Tap Save to reset your password.



[bookmark: _iSolved_Time][bookmark: _Toc38621891]iSolved Time
The iSolved Time menu button provides access to time and scheduling features.

[image: ]
From the Time Menu, tap to select these options:
· Time Card allows you to review and verify your time card.
· Use Punch Now or Mobile Punch to record your time.
Note: If Quick Punch is enabled in Settings, Punch Now will be available.  If not, Mobile Punch will be available.
· Use View My Schedule to review your current schedule
· Settings allows you to define time options for punching, collecting labor details, and entering adjustments.
· Use Logout to exit iSolved | GO.
Note: Not all features may be available to all users.



[bookmark: _Time_Card][bookmark: _Toc454280268][bookmark: _Toc38621892]Time Card

[image: ]

From the Time Card screen, you can:
· Review your time by day, week or pay period
· Verify your time card
· Review the hours you worked by earning type or labor breakdown
· Review Time Adjustments you entered for things like tips or company-provided meals
· Review alerts
· Review notes you entered with punches
To access the Time Card screen, tap Time Card on the Time Menu.


[bookmark: _Toc454280269]

[bookmark: _Toc38621893]Pay Period View
Pay Period is the default Time Card view. It shows the entire pay period on a monthly calendar. Tap the day to select a different pay period or use the < (back) and > (forward) buttons at the top of the calendar to view other timeframes.

[image: ]
The Pay Period view uses highlighting to show selected dates, and colored dots to indicate the type of activity that occurred on each day in the selected pay period.

· The pay period you selected is highlighted in light blue
· The current date is highlighted in yellow
· If you tapped the calendar to select a specific date, the date you selected is highlighted in orange

· A blue dot indicates punches or hours were recorded
· A red dot indicates a critical alert. Critical alerts must be corrected before the timecard can be verified and the hours can be paid
· A green dot indicates a holiday
· A gray dot indicates an absence or approved time off request


[bookmark: _Toc38621894]Week View
Tap Week in the blue header bar to review your time card in more detail. The Week view shows the hours each day at the appropriate times on the calendar.

[image: ]
Use your finger to scroll right and left to view additional days in the currently selected week, or scroll up and down to view earlier and later times in the same day. Use the < (back) and > (forward) buttons below the calendar to select other weeks.
Colored blocks indicate the type of hours that were recorded each day, and if those hours include alerts. Icons show additional details.
· A blue block indicates worked time
· A green block indicates a holiday
· A gray block indicates an absence or approved time off request
· Low priority alerts are shown in dark blue
· Medium alerts are shown in orange
· Critical and High priority alerts are shown in red
· The [image: ] (cup) icon indicates a break
· The [image: ] (fork and knife) icon indicates a meal


[bookmark: _Toc454280271][bookmark: _Toc38621895]Day View
Tap Day in the blue header bar to review time for a single day. While the Pay Period and Week views are visual representations of time on the calendar, the Day view is a detailed list of punches recorded for the day.

[image: ]

The selected day is displayed in orange. Use the < (back) and > (forward) buttons to select other days.
Punches are grouped into in / out pairs to calculate a block of time. The block may represent hours worked, or time away for breaks and meals. The detailed list in the Day view shows one row for each in / out pair. It includes columns for:
· In – the starting punch time
· Out – the ending punch time
· Type – the type is determined by the punch type you select if using Mobile Punch (Detailed Punch), or automatically based on your company’s time policies if you’re using Punch Now (Quick Punch)
· Normal indicates normal worked hours
· Break indicates the block of time is a break, so it is unworked time
· Meal indicates the block of time is a meal, so it is unworked time
· Hours – the number of hours calculated for that block of time

[bookmark: _Toc38621896]Time Card Summary
All Time Card views contain a summary section at the bottom with a breakdown of hours by earning and labor, adjustments, alerts, and notes.
You can expand each summary section by tapping the [image: ] button to view the details. You will see totals for the view you’ve selected, so the Day view will summarize by day, the Week view will summarize by week, and the Pay Period view will summarize by pay period.
Earning Summary

[image: ]

Expand Earning Summary to view hours by pay code.  The earning summary will include paid earnings and unpaid memo codes.
Use your finger to scroll up and down to view all earnings.




Labor Summary

[image: ]

Expand Labor Summary to view hours by labor group.  The labor summary will include paid and unpaid hours that are allocated to labor groups. It can display up to 3 labor groups.
Use your finger to scroll up and down to view all labor allocations.



Adjustments

[image: ]

Expand Adjustments to view entries you made for items with a quantity or dollar value, like tips or miles.
Use your finger to scroll up and down to view all adjustment entries.





Alerts

[image: ]

Expand Alerts to view the alerts that your company has defined. The Alerts heading will be red if there are unresolved or critical alerts that require your attention.
If you are using the Day view, you will see the different alert levels in the calendar by color.
· Low priority alerts are shown in dark blue
· Medium alerts are shown in orange
· Critical and High priority alerts are shown in red
Use your finger to scroll up and down to view all alerts.



[bookmark: _Toc463353853][bookmark: _Toc463354597][bookmark: _Toc463355089][bookmark: _Toc454280272]Notes

[image: ]

Expand Notes to view the notes you entered with your punches, or notes that Supervisors and Managers have added in your Time Card.
Use your finger to scroll up and down to view all notes.



[bookmark: _Toc38621897]Time Card Verification
If your company requires you to approve your time at the end of each pay period, use the Verification option on the Time Card screen to complete that process.

[image: ]

The Verification icon is in the blue header bar next to the Day, Week, and Pay Period view options. The icon color changes to indicate the verification status.
· The icon is red when your Time Card has not been verified
· If your Supervisor or Manager also needs to approve your time before it can be paid, the verification icon is yellow until they complete that step
· Once your time is fully verified, the icon is green




[image: ]

To verify your time, tap the icon and check the Employee box.
If your Supervisor or Manager edits your Time Card after you completed verification, you will receive a notification that you need to re-verify it again.
Note: You cannot verify your Time Card if it contains high or critical alerts, like missing punches. Contact your Supervisor or Manager for assistance if you receive an error message when attempting to verify your time.





[bookmark: _Mobile_Punch_(Detailed][bookmark: _Toc38621898]Mobile Punch (Detailed Punch)
Use Mobile Punch to record your time with detailed options for choosing the punch type, assigning labor, adding notes, or entering quantities or dollar amounts through adjustments. The Mobile Punch option, also called Detailed Punch, will be available on the Time Menu if Quick Punch is OFF in Settings. If your company needs you to punch for meals and breaks or enter labor details or adjustments, you may be required to use Mobile Punch.

[image: ]
To access the Mobile Punch screen, click Mobile Punch on the Time Menu.
Notes: Labor Group options will only be available if your company uses labor groups and you have enabled them in Settings. The labor group titles will reflect what your company has defined as labor groups 1, 2, & 3.

If Automatically Refresh Labor groups is ON in Settings, the Refresh option will be grayed out here since labor groups will update automatically when you log in.
1. Punch Type – Determines if the time worked is hours, meal, or break.
[image: ]
· Use Normal for worked time
· Select Meal if you are punching out or coming back from a meal
· Use Break if you are punching out or coming back from a break
2. Punch Mode – Controls how In and Out punches are paired to create a block of time.
[image: ]
· Auto automatically pairs your punches based on your company rules.
· Use In when you are arriving at work or returning from a meal or break
· Use Out when you leave at the end of the day or at the start of a meal or break period.
· Transfer keeps you punched in but allows you to change labor groups.
Labor Groups indicate the work you are doing.
3. Labor Group 1 – Choose the labor group 1 value
4. Labor Group 2 – Choose the labor group 2 value
5. Labor Group 3 – Choose the labor group 3 value
6. Adjustment – If your company has defined a quantity field, enter the quantity here.
7. Notes – Type a note to explain your punch
8. Refresh Labor Groups Data – To update labor group values, tap this button.
9. Save Punch – Once you have confirmed the information is correct, tap this button to submit your punch. If Location Services are enabled on your device, your GPS coordinates will be recorded when you save.

[bookmark: _Punch_Now_(Quick][bookmark: _Toc38621899]Punch Now (Quick Punch)
Use Punch Now to quickly record your time with just two taps. Punch Now captures the time on your device and uses company-defined settings to automatically determine punch type and labor details. The Punch Now option, also called Quick Punch, will be available on the Time Menu if Quick Punch is ON in Settings. If your company wants to use automatic settings to determine punch types and labor, you may be required to use Punch Now.

[image: ]
Punch Now captures the current time on your device and quickly records a punch. If Location Services are enabled, your GPS coordinates will also be saved. Your company settings determine the punch type, mode, and labor details automatically when you use Punch Now.

Note: Punch Now will always display Normal and Auto for the Punch Mode and Punch Type on the Mobile Punch Saved confirmation screen. Punches will be recategorized as Meal or Break in the Time Card once they are sent to iSolved.
1. 
Tap Punch Now on the Time Menu
2. Tap Yes to save your punch using the current time and location on your device.  Choose No to cancel.
[image: ]
You will see a brief message confirming your punch is being saved.
[image: ]
3. The Mobile Punch Saved screen confirms your punch was saved.
[image: ]
4. Tap Finish to return to the Time Menu.




[bookmark: _View_My_Schedule][bookmark: _Toc463353856][bookmark: _Toc38621900][bookmark: _Toc454280273]View My Schedule
Use View My Schedule to see when you are expected to work.

[image: ]

When you tap View My Schedule from the Time Menu, the current day will be selected. Use the < (back) and > (forward) buttons to select other days.
Use your finger to scroll up and down to review all shifts you are scheduled to work on the selected day.
Tap Finished to return to the Time Menu.




[image: ]

Tap on the shift to see more schedule details.
Tap Close to return to the View Schedules screen.




[bookmark: _Settings_1][bookmark: _Toc38621901]Settings
Use Settings to control iSolved Time options for punching, collecting labor details, and entering adjustments.

[image: ]
· When Quick Punch (Punch Now) is OFF, the Display LG settings control how many labor group fields are available on the Mobile Punch screen.
· To show the 1st labor group, turn Display LG1 ON
· To show the 2nd labor group, turn Display LG2 ON
· To show the 3rd labor group, turn Display LG3 ON
Note: Your Settings screen will display the name of your labor groups.  For example, if labor group 1 is Department in your organization, it will say Display Department.
· Turn Display Adjustment ON if you need to enter amount adjustments in iSolved | GO
· If Quick Punch is ON, Punch Now will be enabled on the home screen and in the iSolved Time menu.  Set Quick Punch to OFF to enable Mobile Punch instead.
· If your company is using labor groups, turn Automatically Refresh Labor groups ON to update labor values when you login.

Note: You may not be able to change some settings if your company requires specific options or has chosen not to use that feature. View Your Company Settings to see how your organization is configured.


[bookmark: _Notifications][bookmark: _Toc38621902]Notifications
Notifications are messages or reminders to review items in iSolved | GO. They are automatically generated based on your company configuration. You may receive notifications for time card alerts and verifications that require you to complete a task in iSolved | GO, or informational messages letting you know when your time off requests have been approved.

[image: ]

Select Notifications from the home screen in iSolved | GO to review the notifications you have received.
If a notification requires action, clicking on the notification will take you to the area of iSolved | GO where you need to complete the action.
For example, if your Supervisor or Manager changes your time card after you approved it, you will receive a notification to reverify your Time Card. Clicking on that notification will take you directly to the Time Card screen.
Once you have reviewed your notifications, you can:
· Return to the home screen by tapping the [image: ] arrow
· Log out using the [image: ] log out button




[image: ]

Once you have read a notification, it can be deleted by clicking the [image: ] ellipses button in the top right corner.
· Tap Delete to delete the selected notification
· Tap Delete All to delete all notifications


[bookmark: _Downloads][bookmark: _Toc38621903]Downloads
Downloads allows you to save pay stubs and W-2s in PDF format on your mobile device.

[image: ]

Select Downloads from the home screen in iSolved | GO to download year-end forms.
· To download a pay stub, select the Paydate button and choose a pay date from the list.
Note: Pay dates are displayed in YYYY/MM/DD format to sort by year, month, and day in the list.
· To download a W-2 tax form, select the Year button and choose a year from the list.
Once you have selected the right pay date or year, tap Download Selected.
Depending on your device settings, you may need to:
· Allow iSolved GO permission to save files on your device.
	[image: ]
	[image: ]


· Choose where to save the file
· Choose how to open the PDF document.

[image: ]



Once you have answered all the prompts, you will be able to view and save the PDF download.




[bookmark: _Toc38621904]Appendix A: Troubleshooting Common Login Issues
Here are some common login issues and how to resolve them:

· If you type your User Name or Password incorrectly, you will see this error message:
[image: ]

· If you forgot your password, you will need to use the “Forgot Password” option in the web version of iSolved ESS to reset it.  Go to https://insperity.myisolved.com and click Forgot Password?
[image: ]

· If you enter incorrect login credentials 3 times, your account will be temporarily locked. It will unlock automatically after 15 minutes, or you can contact your company iSolved administrator to unlock it sooner.  This error message indicates that your account has been locked after 3 failed login attempts:
[image: ]

· If your Network Partner ID is missing, you will see this error: 
[image: ]

· If you failed to login successfully 3 times and your Network Partner ID is missing or company has turned off mobile access, you will see this error when you attempt to log in:
[image: ]
Follow the Connecting iSolved | GO to Insperity instructions to enter your Network Partner ID.
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