Template 1: For Employers to Send to Their Employees  
Subject: Action Required: My ePay Window login changes  
Dear Employee,  
We are writing to inform you about important updates coming to IRIS My ePay Window, which you use to access your payslips and payroll documents. These changes will be effective in [Insert Date] and will enhance the security and overall experience of the platform.  
Here's a quick overview of what's changing:  
· Enhanced security: A new secure login system is being implemented to protect your sensitive payroll information.  
· New login process: You will now log in using your email address instead of your username.  
· [OPTIONAL - Include only if implementing MFA] Multi-Factor Authentication (MFA) will be mandatory for all employees. This adds an extra security step when logging in, such as a code sent to your phone.  
What to expect on or after the update on [insert date]  
The first time you log in to My ePay Window after the update, you will be guided through a simple, one-time setup process.  
1. Go to the login page: You will see the new design - this is correct and expected.  
2. Enter your current username: The system will check if you already have an account set up.  
3. Follow the prompts:   
· If you already have an IRIS Identity account, you will be directed to log in.  
· If you don't have an account, you will be prompted to create one using your email address. Just follow the on-screen instructions.  
4. [OPTIONAL - Include only if implementing MFA] MFA Setup: You will be required to set up Multi-Factor Authentication. Follow the prompts to complete this setup.  
After this one-time setup, all future logins will be streamlined. You will simply use your email address and password [OPTIONAL - Include only if implementing MFA], followed by your MFA verification.  
Please review this information so you are prepared for the change. If you have any questions, you can visit the Help Centre for more details.   
Thank you for your understanding as these security improvements are implemented.  
Sincerely,  
[Your Company Name]  
·   
· -------------------------------------------------------------------------------------------
Instructions for Employers  
If you are implementing MFA for your employees:  
· Keep all sections marked [OPTIONAL - Include only if implementing MFA]  
If you are NOT implementing MFA:  
· Remove all sections marked [OPTIONAL - Include only if implementing MFA]  

