How to Register for myLBHpay (pay stub and W-2 access)

Step 1 - Go to www.mylbhpay.org

If you are an ACTIVE employee:

If you are an active employee or on a leave of absence, select the Active Employees link, then log in using your

LBH Network username and password.
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Please select one of the following links to continue to My LBH Pay

| Active Employees |
se this ink T you are an active employee currently being paid by Lifebridge Health

Inactive or Former Employees
Use this link if you were formerly employed by Lifebridge Health

Former Employees Access Guide Click Here

Active Employess - Forgot Password? Click Here OR call IS at 410-601-5516.

No further action is needed on your part in order to use myLBHpay. Do not continue to Step 2.

If you are a FORMER employee:

Select the Inactive or Former Employees link

1|Page


http://www.mylbhpay.org/
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Please select one of the following links to continue to My LBH Pay

Active Employees
Use this link if you are an active employee currently being paid by Lifebridge Health

Inactive or Former Employees
se this link T you were formerly employed by Lifebridge Health

Former Employees Access Guide Click Here

Active Employeas - Forgot Password? Click Here OR call IS at 410-601-5516.

Continue to Step 2.

Step 2-if you are no longer an employee, click the “HERE” link below to register for access.
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Active Employees, please use your LBH Network ID
and Password to access My LBH PAY.

Inactive or Former Employees, please click HERE to enable / click the
Register User link to complete the registration process
to access My LBH PAY.

Active Employees - Forgot Password?, please call IS at 410-601-5516.
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Steg 3_ Click the “Register User” link to register for access.
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Active Employees, please use your LBH Network ID
and Password to access My LBH PAY.

Uisemnamne:

Password:

* Credentials are case sensitive

Regizter Uzer (

Former Emplcyess - Forgot your
password?

Inactive or Former Employees, please click HERE to enable / click the
Register User link to complete the registration process

to access My LBH PAY.

Active Employees - Forgot Password?, please call IS at 410-601-5516.

Steg 4. enter the last 4 digits of your social security number, the month and day of your birthdate, and your former

LBH email address in all lowercase letters. Enter the security code displayed and click submit.

Need Assistance? - If the system does not recognize your identity attributes listed below or you do not remember your
LBH or CHC email address, please contact your local HR Office (see contact information on Page 5).
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My LBH Pay

,Cmdulid“:rﬁca‘lim

Plaase enter your personal information for
each input field and then dick Submit.

Note- If your SSN is 123-45-6789, please type 6789 into
the authentication field. Do not include any dashes.

Note- If your birthdate is January 9, 1980, please type
0109 into the authentication field.

Note- please include your full LBH or CHC email address in
all lowercase letters.

example@lifebridgehealth.org

example@carrollhospitalcenter.org

SS5N - Last 4 Digits:

Birthdate Month and Day:

LBH or CHC Email Address:

st

) Generate new security code

| Enter security cods |

[ Submit | £—
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Step 5-entera personal email address as your username (do NOT use your former LBH email address). Click submit.

- l1_.II FEBRIDGE
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- WHC SOFTWARE Please enter a valid email address to be wsed as your Document Self-
NOTE- Your username must be a personal " iyl ety oy

. (@) 2020 MHC Softwars
email address that you have access to. You

will need to log into this email address to MM‘ ¥
complete your myLBHpay registration. Confirm New Username (Personal Email Address):

example@gmail.com

example@yahoo.com

& LIFEBRIDGE
HEALTH.
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‘ An email has besn sant to:
MHEC SOFTWARE Click on the link included in the email to continue.

@ 2020 MHC Softwars

Steg 6- log into your personal email account. You will receive an email from DoNotReply@lifebridgehealth.org. Click
the link in the email to continue with the registration process.

&2 Reply 2 Reply All £} Forward
Fril 020 4:10 PM

oNotReply@lifebridgehealth.c

Registration Validation

i This message was sent with High importance.

NOTE- Safari does not work well

for myLBHpay. Please use A request has been received to use this email address for your "mylbhpay” profile.

Click here to finish user registration {

Chrome as your internet

browser. If you received this email in error, please delete it immediately.

Thank you.
HR Department, LifeBridge Health
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SteE 7- Re-enter the last 4 digits of your social security number, the month and day of your birthdate, and your

former LBH email address. Enter the security code displayed and click submit.

gt
carssravery My LBH Pay

Note- If your SSN is 123-45-6789, please type 6789 into
the authentication field. Do not include any dashes.

VLR @ o Please enter your personal information for
LAE AN each input field and then dick Submit.

1© 2020 MHC Softwars

Note- If your birthdate is January 9, 1980, please type ,Mﬂ'“—‘
0109 into the authentication field. fooc)

Birthdate Month and Day:
Note- please include your full LBH or CHC email address (MMDD)

LBH or CHC Email Address:

in all lowercase letters.

example@lifebridgehealth.org m

example@carrollhospitalcenter.org O Generzte new sscurity code
[7ased x|

SteE 8- createa password, re-enter the password, and click submit.
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MHC SOFTWARE
© 2020 MHC Sartware

Enter New Password:

Confirm New Password:

Steg 9. You can choose to add a secondary email address to your account or you can waive this option. Press
submit.

e
caresravery My LBH Pay

PR Secondary Email Address (OPTIONAL)

© 2020 MHC Softwars

Below, you have the option to specify an additional email address
for your future communications. Plaass either specify a secondary
communication email address, or check the box below to deny
this option.

["] 1 do nat want to store 2 secondary email address on file.

[Submit ]
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Steg 10- vour identity has been confirmed and you are now able to log into myLBHpay.org using your personal

email address as your username. You can change your password at any time within the myLBHpay.org website.

- ].||'1{BR||)G|'1
HEALTH.
carepravery My LBH Pay

e iy
| Registration Complete

T4\ \

Registration succesfully completed.
Click the button below to log in with your new credentials.

Under View My Documents, you are able to see your pay stubs and W-2s.

& LIFEBRIDGE
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Home

My Profile Setfings
Change Usemame
Change Password

My Delivery Settings
Pay Stubs

o wen

W-2s

w* Authorized

View My Documents
My Pay Stubs

My W-2s &
L

il

7\

Need Assistance? - If the system does not recognize your identity attributes or if you do not remember your LBH or CHC

My LEH Pay T

Welcome

Welcome to My LBH Pay!

LifeBridge Health — Human Resources and Payroll are giving you the opportunity to receive your pay documenis (Pay Stub, W-
2) via the web.
= If's FAST! File for your tax refund early! See your pay stub as socn as it is issued!
s SECURE! Don't risk having your pay documents lest during handling and mailing.
It's GREEN! We all need to be good stewards of our earth.
It's EASY

. Selact "My Delivery Settings” displayed on the side manu.

. Click to select “W-2"

. Select “Print Test”. A sample \W-2 form should appear for printing.

. Print the sample W-2 then indicate that you successfully printed.

. Read, and then select “| agree” to authorize 'W-2s to be deliverad to you electronically, via My LBH Pay.

[ R P

For Pay Stubs
1. Select “My Delivery Settings” displayed on the side menu
2 Click to select “Pay Stubs”
3. Choose your personal delivery settings

That's it. You're done! Your personal seffings will be indicated with a green checkmark on the side menu.
After choosing your personal delivery settings, you can view your Pay Stub documents. Click “View My Documents” andfor
select “My Pay Stubs” from the side menw. Then click the view icon (magnifying glass) to view you Pay Stub.

Thanks for using My LBH Pay |

email address, please contact your local HR Department.

LBH HR Departments Phone Number Email Address
Sinai Corporate & Sinai Hospital 410-601-5675 SinaiHumanResources@lifebridgehealth.org
Grace Medical Center 410-362-3683 GraceHumanResources@lifebridgehealth.org
Levindale 410-601-2262 LevindaleHumanResources@lifebridgehealth.org

410-521-22 .

Northwest Hospital 0 55586500 ext NWHumanResources@lifebridgehealth.org
Carroll Hospital 410-871-7072 Carroll[HumanResources@lifebridgehealth.org
Any non-hospital entities (CPE; CHG;
LBH Partners; LBH&F; BCAC; PDI; VSP; 410-469-5707 CPECHGHumanResources@lifebridgehealth.org

etc.)
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