Template 2: Employer to employees
Subject: Changes to how you access your payslips and other pay documents
Dear [colleague / employee name],
From November 2026, we're changing the system you use to view your payslips and other pay documents. We're moving from IRIS OpenPayslips and Open Enrol to IRIS My ePay Window.
What's changing
Going forward, you'll use My ePay Window to view your payslips, P60s, P45s and pension auto-enrolment letters, all in one place. OpenPayslips will close on 31 January 2027.
What you need to do
1. Look out for your invitation email. Around [go-live date], you'll receive an email inviting you to activate your My ePay Window account. It will come from donotreply@myepaywindow.com
2. Activate your account. Follow the link in the email to set up your sign-in. The process will look different from OpenPayslips or Open Enrol because My ePay Window includes extra security when you sign in.
3. Use My ePay Window for all future documents. From your first pay period on My ePay Window, your pay documents will appear in My ePay Window instead of OpenPayslips or Open Enrol.
Your previous payslips
[Choose one:]
[If you are moving to My ePay Window, your previous payslips and documents will be available in My ePay Window, so you don't need to do anything.]
[If you are NOT moving to My ePay Window, please download any previous payslips or documents you want to keep from OpenPayslips / Open Enrol before 31 January 2027.
Please check your email address
To make sure you receive your invitation, please check that we have your current email address. If you're not sure, contact [payroll contact].
Need help?
If you have any questions or don't receive your invitation by [date], please contact [payroll team name] at [email / phone].
Kind regards,
[Name]
[Job title]
[Company name]

